Language Toolkit Creation Guide

1. IDENTIFY THE KEY AUDIENCE(S) FOR THE TOOLKIT
- |IDENTIFY THE AUDIENCE’S NEEDS.

2. DETERMINE THE SCOPE OF THE TOOLKIT - KEY: PROVIDE ENOUGH
INFORMATION SO THAT THE READER DOESN’T HAVE TO SPEND
ADDITIONAL TIME RESEARCHING THE ISSUE, BUT DO NOT PROVIDE
TOO MUCH INFORMATION (YOU DON’T WANT TO READER TO BE
OVERWHELMED!)

3. IDENTIFY A STRATEGY FOR COLLECTING CONTENT (GOVERNMENT
REPORTS, RESEARCH PAPERS, ETC.).

4. ASSESS THE CONTENT (IS IT RELEVANT? CURRENT? RELIABLE?
EVIDENCED-BASED?). ALSO CONSIDER WHETHER THERE ARE ANY
GAPS IN CONTENT.

5. ORGANISE RESOURCES INTO A COHERENT AND LOGICAL FORMAT
(CLEAR HEADINGS, USE BULLET POINTS TO PRESENT KEY IDEAS,
INCLUDE PHOTOS/IMAGES TO ENHANCE TEXT, AND WRITE
INTRODUCTIONS TO SECTIONS, TRANSITIONS, ETC.).



