
RHET 4305/5305 Weekend Design Project 

Format a university safety manual 
 

Objectives for this assignment: 
 

This week, you are reading about many different ways to format multi-page documents so 

that you both maintain the reader’s interest and make information easy for the reader to 

find.  This week, you will learn specific formatting skills in Word, and you will apply those 

skills to designing a 22-page manual. 

 

As you probably realize, almost no one reads a 22-page manual from cover to cover.  Even 

if they do, it’s not likely they’ll remember everything in it.  In most cases, long documents 

like manuals, catalogs, and nonfiction books are meant to be used as references, where 

readers are looking for specific information—and they will stop reading once they’ve 

found the info they need.   

 

Your first job as a designer of these documents is to enable readers to find what 

they want quickly and accurately.  That means you need a professional-looking, easy to 

read table of contents that refers readers to specific sections, images, information 

graphics, and page numbers in the text. (In the real world, it also means you need an index 

at the back of the manual. But indexing is a subject for another class!) In addition, you 

need to use headings and subheadings to help readers find their way through the 

document, and you must format the headings and subheadings consistently so that 

readers can tell at a glance how the information is organized (using the concept of 

hierarchy).  The headings and subheadings must stand out from the rest of the body text.  

If the headings blend in too much, they are useless as navigation elements. 

 

Your job doesn’t end with document navigation, however.  You also have to think about 

the tone and ethos of your long documents, which is to say, the personality and authority 

they convey.  Your typefaces, color schemes, image choices, and use of white space will all 

affect the way that readers perceive the organization behind the document and their 

relationship to that organization.  Some questions to consider: 

 

 How can you visually connect this document to the organization’s identity?  

 Does this organization want to appear friendly and accessible, or formal and 

commanding?   

 What kinds of formatting are appropriate (or inappropriate) for this document’s 

genre?   



 Is this a special-occasion document that needs to impress high-stakes readers 

(such as stockholders, potential donors, or recruits)?   

 Is it something that will be used under difficult reading or environmental 

conditions (and therefore need to be legible in spite of spills, tears, low light, etc.)?   

 Does it need to be mass-produced cheaply?   

 

All these questions will affect the final formatting of your design. 

 

To help you see how real organizations work through these issues, I’ve also included for 

you a link to UALR’s own branding website, created by the Office of Communications.  

This website provides a set of guidelines to all departments at UALR for typefaces, logo 

usage, color schemes, and more.  UALR, like many educational institutions and companies, 

is serious about using document formatting to communicate its identity to others.  UALR’s 

plan may give you ideas about how to adapt your designs to create or comply with similar 

branding standards.  (Be sure to read the pages in the Print and Graphic Standards area of 

the site — third box down on the left side of the page — especially the font and color 

specifications and the logo guidelines.) 

 

 Project overview 

In the Week 3 weekend project area, I have posted for you a 22-page safety manual 

from the University of Illinois at Urbana-Champaign's Institute of Genomic Biology. (I 

have posted it as a Word 93-97 document. Let me know if you have trouble opening it; I 

can send it to you in other formats if need be.) Download this file and save it to your 

computer. 

 

Use what you learned from this week's readings and video tutorials to create a design 

for this manual that is both professional looking and user friendly. Focus particularly on 

issues of connection, hierarchy, balance, and sequence. Remember, this document will 

probably be read as a reference by everyone who gets hired at the Institute—but it will 

also be used under duress if an injury or emergency occurs. The readers will need to be 

able to find the relevant safety information very quickly. 

 

Your design must follow these guidelines: 

 

 The finished document must have an attractive cover page suitable for a major 

science institute at a reputable university.  

 

 The finished document must have a professional looking table of contents, including 

tab leaders to connect the heading names to the page numbers, with the page 



numbers perfectly aligned down the right margin. The table of contents must be 

easy to read, not cluttered.  

 

 The cover page and the table of contents should not have page numbers on them.  

 

 The beginning of the document's main text should be numbered page 1. The first 10 

pages of the document are the main body text; everything after that should be 

labeled as an appendix.  

 

 You must include a header and/or footer on each page of the body and appendices 

that indicates the name of the manual, the origin of the manual, the date it was last 

updated, and the page number. Give the header or footer a professional look that 

matches the title page.  

 

 You must reformat the document so it uses consistent typefaces and heading styles 

throughout the entire document. Again, these should match the style of your title 

page. 

  

 It is up to you to decide how to use typography, font sizes, bolding, italics, color, 

indentations, bullets, boxes, etc. within the document to help the reader find key 

information.  

 

Save your finished manual as a PDF and post it to the Week 3 Weekend Project area on 

our discussion board.  In your discussion posting, describe the strategies you used in 

your design. If you are having trouble figuring out how to create the effect you want for 

your manual, post your questions to the discussion board as well. 

 

You may or may not be able to get all the formatting done in just one week—get as far 

as you can, and this coming Monday, post whatever you have.  This is also part of the 

learning experience. Designing a long manual requires a lot of time and attention to 

detail.  Novice designers often vastly underestimate how much time this kind of work 

will take, and it’s better for you to experience this now than to underbudget your time 

when you are in a real workplace and have a real client. 

 

Good luck! Send me email, text messages, or Facebook messages if you need help!   

-- Dr. K 


