

Relevant Materials For a Superb Manual

(And some materials you just don’t need…)

· Table of Contents 
· All Materials in manual- this is a simple, easy to do page for easy to access to specific pages for added convenience

· Basic Overview of System

· What is your system? What does it do?

· What are some of your systems projects?

· Mission Statement of System

· Roles and Responsibilities
· 2nd year graduate student (If applicable)

· 1st year graduate student (if applicable)

· Undergraduate students

· BE SURE TO INCLUDE:

· Recurring tasks

· How much time is expected of them per week

· Miscellaneous Tasks

· Any other roles/responsibilities they may have
· Recruitment

· What students you recruit for system

· How you recruit students for Class (if applicable)

· What you are looking for in your undergraduate Students/supervisors
· Timeline/ Time Requirements Each week

· Week 1- Week 13

· Lay out tasks you KNOW they will have in this section

· You may (but is not required) put BRSS assignments for the week also.

· Any Appointments they may have/need to schedule (BACC, STI, R&D, etc.)

· Important Dates w/ Checklist

· Semester dates

· Semester start/end

· Late add/drop dates

· Holiday breaks

· Finals week
· Follow Up (last semester)/ Accomplishments in System
· How your system has grown/improved

· What has previously been accomplished

· What other students have completed

· Other students experience (KEEP SHORT- This helps new students within the system feel at ease)

· Structure of System and Class/ How they are run

· Talk of the structure 

· How the system/class has been run in the past

· Important Information/FAQ Regarding your system

· Any additional information regarding system

· Questing your system/class frequently receives

· General Notes

· Add any other information on your system here

· How to be the best you can be in your system

· This is where you talk about how super cool your cohort is and how lucky they are to be in your awesome system
And Some of the Materials you should consider changing…

· Job aids and other outlines or How to Materials should be put on a system CD. This makes the documents accessible in a convenient fashion. This also really shortens your manuals (which allows for an easier read) and keeps them professional.

· Make a Table of Contents in the back of your new and revised manual of the documents that are located on the CD, and where they can be located.

· Keep Manuals direct and specific to the above job-aid (NO RAMBLING). Remember people have to read this!
