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Guidelines
For purposes of this competition, a book is defined as a lengthy document covering one technical subject intended for sale to the public or an end-user outside the organization in which the publication was created. 

Please grade each criterion using the following scale:

	A = Strong
	B= Average
	C = Weak
	D = Absent
	N = Not applicable


	1. Content and Organization – Overall Comments

Use this area to comment on content and organization. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments.



	Content and Organization

	Criterion
	Grade

	Writing tone and style suit the purpose and audience
	

	Vocabulary and reading level are appropriate to the audience
	

	Writing is free of unnecessary bias, for example, that of gender or ethnic group
	

	Organization and conventions used in the book are either inherently understandable or are explained
	

	Overall strategy for organizing information suits the subject matter (for example, reference information is in alphabetical order, procedural information is task oriented and presented as steps)
	

	There is an orderly and logical development of subject matter
	

	Technical complexity handled effectively
	

	Headings are usefully and appropriately descriptive
	

	Level of detail is appropriate for user and task
	

	Concepts are presented clearly and effectively supported with clear, relevant, and meaningful information (such as examples, tables, charts, and illustrations)
	

	Charts, tables, illustrations, and other support information are appropriately placed relative to the text they support
	

	Notes, cautions, and warnings are clearly identified, appropriately placed, and follow conventions for their meaning
	

	Terminology is defined in an effective place (in sidebars, in the text, at the beginning of a chapter or section, in a glossary, etc.)
	

	Similar kinds of information are presented in consistent ways
	

	Aids such as quick-start procedures, tutorial, glossaries, or reference sections are included when they would be helpful and appropriate
	

	Index headings are clear, concise, appropriate to the text, and useful for the target audience. Headings cover important topics, are comprehensive and specific in coverage of material. Interconnected or related topics are gathered together.
	

	Topics are double-posted in the index as necessary with effective use of synonyms, acronyms, and abbreviations
	

	Cross-references are used in the index correctly and accurately, and guide readers to preferred terms as necessary
	

	Index subheadings are useful and sufficient to aid in finding information, and there are no long strings of undifferentiated locators. The number of levels of entry matches the complexity of the text.
	


	2.  Copy Editing – Overall Comments 
Use this area to comment on copy editing of this publication. Please try to include three positive comments as well as three areas that could use improvement.  Refer to the criteria listed in the table below to help develop your comments. 



	Copy Editing

	Criterion
	Grade

	Correct and consistent spelling, punctuation, grammar, capitalization
	

	Consistent formatting and typography
	

	Consistent writing tone and style
	

	Consistent treatment of wording in headings
	

	Consistent terminology
	

	Consistent treatment of elements (lists, notes and cautions, examples, tables, etc.)
	

	Correct, consistent references to information within and outside of the book
	

	Consistent labeling, captions, and callouts for tables, illustrations, photos, and other support material
	

	Acronyms and abbreviations spelled out and defined at first occurrence
	

	Table of contents comprehensive, useful, accurate, well-edited
	

	Glossary comprehensive and useful
	


	3. Visual Design and Production – Overall Comments

Use this area to comment on visual design and production. Please try to include three positive comments as well as three areas that could use improvement.  Refer to the criteria listed in the table below to help develop your comments.  



	Visual Design and Production

	Criterion
	Grade

	Overall design (including cover) is unified, appealing, and appropriate for the purpose
	

	Layout of page elements contributes to readability and usability
	

	Typography is used as an effective design element
	

	Typography is easy to read
	

	Headings are hierarchical in typography and reflect organization of material
	

	Headings are visually effective in helping readers find and follow information
	

	Headers and footers are effective navigational devices
	

	Contains a variety of navigational devices to help readers find and follow information (for example, chapter-level table of contents, icons, bleeder tabs)
	

	Similar kinds of information are presented in consistent ways
	

	Icons and symbols (if used) are explained and used effectively
	

	Graphics can be functional, aesthetic, or thematic, but they maintain the internal consistency of the publication
	

	Graphics are used effectively to support the content
	

	Graphics are consistently well designed, legible, and neatly execute
	

	Graphics are suitable for the audience in tone and content
	

	Elements such as tables and charts are treated as graphic elements in themselves (for example, table is balanced on the page)
	

	Captions and callouts are effective for illustrations, tables, photos, and other graphics
	

	Color (if used) adds to the publication’s appeal and usability, and unifies its design
	

	Size and binding are appropriate for purpose and audience
	

	Print quality supports the report’s readability and usability
	

	Production materials are of appropriate durability and quality
	

	Layout makes effective use of white space.
	

	Cover is effective in encouraging the reader to open the book.
	


	4. Overall Comments

Use this area to comment on the publication as a whole. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments. 



	Overall

	Criterion
	Grade

	Fulfills the purpose for the intended audience
	

	All elements well integrated
	

	Evidence of creativity or originality
	

	Informative and credible
	

	Appealing, interesting, and useful to the intended reader
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