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acceptable standards for checklists tool
APPENDIX – E
	CHECKLIST STANDARDS FOR CONSTRUCTION



	
	YES
	NO

	Is the name of the task at the top?


	
	

	Tells the user what to do?


	
	

	Tells user when to do it?


	
	

	Is written in user’s language?


	
	

	Looks easy to use – not intimidating?


	
	

	Is short and to the point?


	
	

	Have check boxes before each item?


	
	

	Is set up for easy recording?


	
	

	Includes examples, where needed?


	
	

	Has only one item to check per line?


	
	

	Contains notes, comments, warnings, and /or cautions, where needed?


	
	

	NOTE: Correct any items you checked “No”




Adapted from Advanced Job Aids N Training: “Improving Job Performance and Training, 2007
www.performanceSolutions.nc.gov/developmentInitiatives/KnowledgeTransfer/Models/AcceptableStandardsforChecklistsTool.doc
Page 1 of 1

2/19/08


