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Overview

Important
warning!

In this
document

Information Mapping

Before & After Examples

This document demonstrates how the Information Mapping method can be
applied to a wide variety of documents in a variety of media.

It provides examples that are written in conventional form (“Before”) and
then is Information Mapped (“After”). These Before and After examples
demonstrate how the method can be

« applied to various document types, and
« used to convey each document type’s particular kind of communication.

Don’t mistake the format for the method!

What you can see...

What you can see is the format — how the information appears on the page.
While it is tempting to imitate the format, there is more to Information
Mapping than meets the eye. The format is just the finished product, the “tip
of the iceberg”.

What you can’t see...
What you can’t see is the method used to create this format —

e the analysis
e Organization, and
e appropriate use of presentation modes.

Without this method, the format cannot be effective. Indeed, cannot even be
created.

These document types and examples are included:

Document Types and Examples See Page
Before and After Example of a Memo 3
Before and After Example of a Email 5
Before and After Example of a Procedure 7
Before and After Example of a Policy 9
Before and After Example of a Process 11
The Mapped Process Converted to a Web Page 13

Continued on next page



Before & After Example of a Memo

Before A Conventional Version of a Memo
example
TO: All Supervisors

FROM:Director of Human Resources | Vague title fails to give a

. clear indication of what this
SUBJECT: TRANSFERS document is about.

There are more and more requests for transfers as the company and key work-force adopts a more
flexible lifestyle. The company supervisor is a key person in facilitating such transfers and in
determining whether they would be in the best interest of the company and the employees. This
memorandum covers company policy which has been in effect for the past year and continues to be
our policy. It outlines each supervisor’s responsibilities when an employee requests a transfer.

First, it is in the company’s interest to retain employees who are performing satisfactorily therefore,
we will try to help employees to move to an area or job which they find more desirable. This is what
you should do. When an employee comes to talk about or request a transfer, you should provide
them with Form 742, Application for Transfer, and request that they fill it out as soon as possible.

If the employee is applying for a new job and not just a new location, and if there are any parts of the
new job that you think may disqualify the employee, then you should discuss those areas with the
employee immediately. Remember, it is company policy that if an employee wants a transfer, the
company will make every effort to find an acceptable job. So, you should not discourage any
request, even if it would disturb the completion of projects or goals in your department.

At the bottom of the form, fill out the supervisor’s comment. Be brief and to the point. When you
finish that, make a copy of the employee’s most recent performance review and attach it to the form.

If the employee’s current performance is unsatisfactory, then your signature and your immediate
supervisor’s signature are required on Part C of the form. If the current performance is outstanding,
attach a copy of any letters of commendation. If the current performance is unsatisfactory, you don’t
have to attach anything.

Send (a copy of) the blue copy of the form to the company Placement Bureau and a pink copy to
your Departmental File. The yellow copy should be given to the employee.

The whole document is a
“wall of words” that forces
the reader to read it just to
find out what it's about.

All text is given equal weight,
preventing different readers from
quickly finding specific
information relevant to them.

Continued on next page



Before & After Example of a Memo, Continued

After example The Information Mapping Version of a Memo

Explicit title tells the
reader upfront what
this is about.

TO: All Supervisors
FROM: Director of Human Resources
SUBJECT: How To Handle Transfer Requests

Introduction There are more and more requests for transfers as the company expands and the
key work-force adopts a more flexible lifestyle.
This memo outlines each supervisor’s responsibilities w Information is )
requests a transfer. broken down into
manageable
chunks with
Procedure When an employee requests a transfer, follow the steps belot""beIS for quick
reader access. J

Step Action
1 | Provide the employee with Form 742, Application For Transfer.
2 Discuss with the employee any areas in the job that you consider may

Actions are \

displayed in a disqualify the employee.
logical, easy- .- . .
to- follow Important: Remember that it is company policy to retain any employee

whose performance is satisfactory. The company makes every effort to
find an acceptable job if an employee wishes to be transferred. You
may in no way discourage a request for a transfer.

3 | Enter your supervisor’s comment in the space at the bottom of the form.
4 | Attach a copy of the latest performance review.

5 | Use this table to decide which part of the form to sign.

sequence.

[ Decisions \\, 1 LIF the current THEN...
readers must erformance is...
make are unsatisfactory add your signature and your
displayed in immediate supervisor’s signature on
easy-to- Part C of the form.
understand - —
tables. satisfactory do not add any additional attachments.
outstanding attach copies of any letters of
commendation.

6 | Use this table to decide where to send each copy of the form.

SEND copy of the form. TO...

blue copy Placement Bureau
pink copy department file
yellow copy employee




Before & After Example of an Email

Before
example

Screen 1

Unstructured
text with no
visual aids to
help the reader.

Screen 2

A Conventional Version of an Email

B2 Mew Message - Microzoft Exchange M= E

File Edit Wiew |Inzeit Fomat Tools Compoze Help

Lz [ == W e e 1 Ol el IR A

ITimes Mew Foman j |12 ﬂ B |I|H|® EE|£§|£§| E

To.. ||.~’-‘-.II Employees
Cc... “

Subject: IHeorganization of the Compary

-

&5 wou well know, our company has had considerable difficulty this year with the collapse of the =
barumum market, with mflation huthing 7% and gomg up, with the labour difficulties we've had at several
plants, and with the developtnent of our new products, especially m the home products system. This
situation has forced the management to assess our entire company and its operations with a wew to
finding a better way to orgamze it for inproved profits and leng-term efficiency.

Mow we are announcing a major reorgamzation to take effect on January 19 We will announce the
&aﬂs oft Jatmary 12, such as when the desks will be moved and when new managers will hold b
meetings with various employees to whom the information 15 pertinent. "We will also, at that time,
distribute a complete schedule setting forth who will be working with whotn,  In the meantime, we are
announcing the following changes so the managers in charge of the affected divisions and departments

cat prepare for the resrgamzation.

Chatles Jones will assume duties as Director of the new Office Products Equipment Supplies. Jamce

MMoreland will mowve from Vice President for Besearch to Vice President for Operations. Jack Spotter =]

EH Reorgamization of the Company - Microsoft Exchange [ _ &3] x|
File Edit Wiew |Inzeit Fomat Tools Compoze Help

olals| | e leils| ] t[] ]

ITimes Mew Foman j |12 j B |1|H|| EElﬁElﬁEl E

Scrolling loses a
portion of the text
that then has no
organization to tell
the reader what
has been read.

To. ||AII Employees
Cc... “

Subject: IHeorganization of the Company

Chatles Jones will assume duties as Director of the new Office Products Equipment Supplies. Jamce [
Mioreland will move from Vice President for Research to Vice President for Operations. Jack Spotter
will be the new head of the Eesearch Department, mowing from his position as Assistant to the Director
2arch. Measwell Richardson will become Assistant Vice President for Operations, leaving his

ost as Assistant to the President. Manilyn Belt will become Director of the new Home Products
Diwizion, which used to have only project status. These changes in department managerial positions
will talce place on January 5. Current Assistant Directors will remain in therr positions at that time
unless otherwise notified. Then, on Janmary 12, changes at the level of assistant directors will go nto
effect. Jed Franklin and IMarsha Zettonell, who will become Assistant Director of Office Products and
A ssistant Director of Home Products, respectively, from thewr current positions as Assistant Director of
Finance and Director of Budgeting. The staff of these departments will be mformed by special
memorandum from their managers about whether they will be moving with their current managers or
staying it their current departments. In most cases, there will be no change, as we are trying to keep

as many departments intact, with experienced staff, as possible.

Continued on next page
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Before & After Example of an Email, Continued

After example The Information Mapping Version of an Email

B2 Reorganization of the Company - Microsoft Exchange
File Edit

5] x|

Screen 1

Wiew  neert

To.. “.l’-‘-.ll Employees
Ce.. “

Subject: IHeorganization of the Compary

Format Toolz Compoze Help

Background

| »

Lists using
dashes for
bullets.

&5 wou well know, our company has had considerable difficulty this year with:
- the collapse of the barumdum market

- inflation hitting 7% and going up

- labor difficulties at several plants

- development of new products, especially in the home products system.

Shifts in Corporate Officers and Divigsion Chiefs

This situation has forced the management to assess our entire company and its operations with a view to finding a
better way to organize it for improved profits and long-term efficiency.

M ame WAl mowve from. .

Manlyn Belt Asst. to Plant Manager
Jed Franklin Aast. Director, Finance
Ilarsha Zettonelli Director Budgeting

To..

Text laid . .

out as if Cha;les JTones Mgy, Office & Equipment Directos, Oﬁ"ice Products
A Janice Moreland W.P. Research VP Operations

in table ck Spotter Aast, Ditector, Research  Director, Research
format. s Richardson  Asst. to President Azst. VF, Operations

Ditector, Home Froducts
Asst. Director, Office Products
Aast, Director, Home Products

Screen 2

Information
structured to
facilitate

scanning and
scrolling.

2% Reorganization of the Company - Microzoft Exchange

File Edit “iew |nszert Format Tools

= E

Compose  Help

To.. ||.~’-‘-.II Employees

[ ]

Subject: IHeorganization of the Campary

Ivlas Richardson  Aasst. to President

Il arilyn Belt &est. to Plant Manager
Jed Franklin Azst. Director, Finarnce
Ilarsha Zettonelli Director Budgeting

(Oither Staff

Aest. V.F, Operations
Director, Home Products
Aszst Director, Office Products
Aaet. Ditector, Home Products

The staffs of these departments will be informed by special memo from their managers whether they will be moving
with their cutrent thanagers of staying in theit own depattments. In most cases, there will be no change, as we are

Labels isolated on
their own lines to
advance organize.

tryvit to keep as tany depattments as intact as possible.
Effective Dates
Chatiges in Corporate Officers and Division Chiefs.

Announcement of details of reorganization.
& zsiztant Directors move to new jobs.

Departmental and Division changes in organization.
(iticlading some move of offices and desks)

- Tatary 5

- Jatmary 12

- Tatmaary 12

Screen space to

separate Blocks.

Continued on next page
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Before & After Example of a Procedure

Before A Conventional Version of a Procedure
example

Preparing Your Data For The Audit

One of the more important steps in the audit is to make sure that all the data required for the audit is

Actions to ct and that you have completed all the auditing steps.

be followed .

are blurred 1. You should try to obtain the run data from the computer room as well as a sample of
by a writing the data items selected for the audit from the source document.

style that

does not As an audit “insurance policy”, you should make sure that the information you record
focus on is sufficient, or descriptive enough, for easy identification for the next audit or any
actions. succeeding audits.

3. Using the worksheets, you should make sure that the information you record
is sufficient or descriptive enough for easy identification for the next audit or any
succeeding audits.

The minimum information you need for a data item contained in the sample and the
minimum information you need to describe the attributes of the sample are the least you
ould list on the worksheets. Account Name, Account Number, Type of Business

ﬁﬁ?ﬁ:rs ae ould be some examples of minimum information needed for data item information.
blurred by Sales Territory or Effective Date would be minimum information attribute

mixing them identification.

in with non-

action items. 4. You should compare the sample data to the programming instructions in effect when

the source document was begun.
5. You should compare the sample data to the company requests you find.

6. You should compare the sample data to any statistical guidelines.

7. You should compare the source data that you have recorded on your worksheets to
run data printouts you obtained from the computer.

8. Record any errors or differences you found on steps 4 through 7 on a Worksheet.

9. Once you have completed steps one through eight, you should prepare a summary
sheet noting all the discrepancies and analyze by data item to compute the accuracy ratios
for the audit sample data items.

10. Once you have completed steps one through nine, you should prepare to discuss your
findings with company management. You should be very specific both in your

discussions and your report to point out the problems and differences. These

discussions will help management correct the errors.

Continued on next page
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Before & After Example of a Procedure, Continued

After example The Information Mapping Version of a Procedure

How to Prepare Data for an Audit

Introduction One of the most important procedures in an audit is preparing the data. Careful
preparation ensures that the data is correct and that each step has been carried out.

Procedure Follow the steps below to prepare data for the audit.
/Actions are \ Step Action
clarified by 1 For data items selected for audit, obtain the following
e isolating each » ¢ source document samples, and
oninaclear e run data from the computer room.
sequence, and 2 Verify the source documents sample by comparing the samples to the original
e awriting style list.
;?:?il:)sne\cje?gs 3 Record on a worksheet sufficient descriptive information to provide accurate
' identification for future audits.
Minimum Information Required Examples
Attributes of the sample. e Sales Territory
o Effective data
Additional, Description of each data item. e Account Name
non action r e Account Nur_nber
items are e Type of Business
clearly
separated 4 Compare data samples to related documents and record on the worksheet any
out from the source of error or difference.
actions. Compare... To...
sample data e programming instructions in effect when
source document begun,
e company requests, and
e statistical guidelines.
source data run data printouts.
5 Prepare a summary sheet that
o lists each difference or error found, and
¢ analyzes each data item to compute accuracy ratios for the audit sample data
items.
Final step Prepare to discuss your findings with company management. Be specific in both your
report and the discussions.
Note: These discussions are important to
e point out errors and difficulties, and
e provide management with information to correct the errors.




Before & After Example of a Policy

Before Example A Conventional Version of a Policy

Defining Accuracy Ratios

In order to help in comparing the statistics from one audit to the next, the accuracy ratios must be
very carefully defined. The following are the definitions that must be present in every audit.

Data Field Verifying Ratio: The number of times a given data field is correct, divided by the total
number of instances that the field is audited.

Transaction Accuracy Ratio: The number of times all data fields reviewed on a given transaction are
correct, divided by the total number of transactions reviewed.

Account Accuracy Ratio: The number of times all data fields audited are correct on all transactions
relative to a single account divided by the total number of accounts reviewed.

If an audit is comparing transaction accuracy ratios for a specific length of time, then it is important
that the definition of the transaction remains the same for all audits going on during the time-frame.
For example, if Cash Receivables are audited for one year and international is considered part of that
transaction then international must be considered as part of Cash Receivables for any other audit or
subsequent audits conducted during that time-frame. The rationale for this is that the accuracy ratios
would be lower in the second audit even if the quality of the data remained unchanged.

Also, the accuracy ratios used should clearly state which data fields are being reviewed.

If the company's own wish is to modify or change some of the more important data fields, this wish
should also be clearly listed. The modifications or changes would impact the definitions given to the
transaction and account accuracy ratios previously described. The more data fields reviewed per
transaction, the lower these important ratios are liable to be.

Definitions, rules, reasons, and
examples are all mixed in together in a Readers must read the whole
mass of unstructured text. document to find for themselves the
relevant definitions and rules.

Continued on next page



Before & After Example of a Policy, Continued

After Example  The Information Mapping Version of a Policy

Rules for Defining Audit Accuracy Ratios

Introduction In order to compare the statistics of one audit to the next, the accuracy ratios
must be defined and presented consistently.

Terms and Each audit must contain the following ratios.
definitions
Each relevant item Ratio Definition
of information is Data Field The number of times a given data field is correct, divided by the
chunked and Verifying Ratio | total number of times the data field is audited.
Transaction The number of times all data fields reviewed on a transaction are

labeled. . . . ;
Accuracy Ratio | correct, divided by the total number of transactions reviewed.

Account The number of times all data fields audited are correct on all
ccuracy Ratio | transactions relating to a single account, divided by the total number
of accounts reviewed.

Rulel: In your audit report, you must clearly state in the accuracy ratios which data
state data items  jtems are included in the Data Field Verifying Ratio.

Rule 2: When the company requests changes or additions to the Data Field Verifying
note any Ratio list, you must note these changes in your Audit Report.
changes

Rationale:

¢ Any changes will affect the results of the transaction and account accuracy
ratios. The more data fields reviewed per transaction, the lower the accuracy
ratios.

e Comparison of audits would be impossible unless the changes were listed.

Rule3: When you are comparing transaction accuracy ratios over a specific time period,
use consistent you must use the same transaction definition for all audits going on within the
definitions time-frame.

Example:

If the Cash Receivable transactions included international receivables as part of
the transaction during the first audit, then you must include international
receivables in the next audit.

Readers can
scan to quickly
find items
relevant to

them. J
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Before & After Example of a Process

Before Example The “Before” version of the process is likely to cause problems for readers for
the reasons identified below.

|
Title does not

reflect the
CLIENT SECURITIES purpose of the
:| information.
This document describes how Snowden and Farrell processes client

securities.

Multiple process l: 1. The Branch Office receives the securities from the client (by mail,
stages mixed messenger, in person) or the agent of the client. Securities are

together make logged in, and account, security and certificate information is
scanning difficult. verified through the Securities Processing System (SPS). This is
accomplished by accessing the Dividend/Interest, Reorganization,

Security Master, and Name & Address databases.

2. The SPS system generates a receipt for the client. SPS also
generates a Branch Office Security Receipt Ticket and a manifest
to attach to the securities package, which is shipped by overnight
courier to the Securities Processing Department.

o A different process is used for non-negotiable securities.
Offices may not receive securities which cannot be presented
for transfer.

o A Vice President or Manager’s approval is required for
receiving non-negotiable securities, requiring additional
documentation, and proceeds from these securities may not be
disbursed until the documentation is received.

o See the chapter in this manual about non-negotiable securitie|

. . Unclear who is
for more information.

responsible for
different process

3. Securities and documents are scanned by an image process L
y gep activities.

optical character recognition ability. The department also crea

a routing order for forwarding certificates to transfer agents or
depositories and records the transaction in the client’s account.

4. Discrepancies in items received and document requirements are
communicated to the Branch Office through the SPS.

Continued on next page
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Before & After Example of a Process, Continued

Mapped

example

The example below is the Mapped version of the same document.

Processing Negotiable Securities

Introduction This document describes what happ

Non-negotiable This process applies only to negotiable securities.

negotiable securities to Snowden dn

Content is chunked
and labeled with

meaningful titles.

processing. Exceptions to the

process are
clearly identified.

follow.

Process stages
are separated
and easy to

O\

securities
Reference: Refer to Chapter 7 for information on what happens
when a client sends non-negotiable securities for processing.
Process The table below describes the six stages of the process.
| Stage Responsibility Description

Client or Client’s Agent | Sends securities and supporting
documentation to the Branch Office via

o mail
® messenger, or
o in-person delivery.

2 Branch Office Receives securities and supporting documentation
and enters information into the Securities
Processing System.
3 Securities Processing Uses the Dividend/Interest, Reorganization, Table and
System Security, and Name and Address databases to bullets result
verify in easier
scanning.
e account
o type of security, and
o certificate information.
4 Securities Processing Generates a
System

o receipt for the client
e Branch Office Security Receipt Ticket, and
o manifest to attach to the securities package.

Responsible
parties are
clearly
identified.

Branch Office Ships the securities package with attached
manifest via overnight courier to the Securities
Processing Department.

Securities Processing Receives securities and documents by

Department

e scanning in securities and documents by image
processor

e creating a routing order to transfer agents or
depositories, and

e recording the transaction in the client account.

Note: The Securities Processing System Security
immediately communicates security or
documentation discrepancies to the Branch
Office.

12



The Mapped Process Converted to a Web Page

Introduction Converting a Mapped document to a Web page is easy with the Formatting
Solutions™ software tool. It provides a variety of style sheets for changing
the appearance of the Web page without affecting the format of your original

Word document.

Example 1 The example below was converted with a style sheet that

e highlights the page title with a colored bar, and
e changes the font from Times New Roman to Arial.

[ Search the Web | - ||

| - Visual Book

L Pop-up Bin Search Results

Titles and

Processing Negotiable Securities

labels are
hlghllghted Introduction This document describes what happens when a client sends negotiable securities to
with colour. Snowden and Farrell Brokerage for processing.

Non- This process applies only to negotiable securities.
negotiable
securities Refaerence: Refer to Chapter 7 for information on what happens when a client sends non-

negotiable securities for processing.

Process The table below describes the six stages of the process.

Stage

Responsibility

Description

1

Client or Client's Agent

Sends securities and supparting
documentation to the Branch Office
wia

» mail

=l
& IMPSSPAMRE NF

@ Done

’_ ’_ ’_ E Local intranet v

Continued on next page
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The Mapped Process Converted to a Web Page, Continued

Example 2 The example below was created with a style sheet that places the labels for
the chunks above the text instead of to the side.

|[ Search the Wab |_”

Processing Negotiable Securities

Labels are
above text
instead of
to the side.

Introduction

This document describes what happens when a client sends negotiable securities to Snowden and Farrell
Brokerage for processing.

Non- negotiable securities L
This process applies only to negotiable securities.

Reference: Refer to Chapter 7 for information on what happens when a client sends non-negotiable securities for

processing.
Process
The table below describes the six stages of the process. =l
|@ Daone ’_’_’_ E Local intranet: 5
Example 3 The example below was created with a style sheet that generates anchor links

at the top of the page that take the reader directly to the labeled chunks.

Search the Web

| Introduction | Mon-Negotiable Securities | Process |

Links to the
content are
generated

automatically.

This document describes what happens when a client sends negotiable securities to Snowden
and Farrell Brokerage for processing.

le  This process applies only to negatiable securities.

Reference: Refer to Chapter 7 far information on what happens when a client sends non-
negotiable securities for processing.

Process The table below describes the six stages of the process.

Stage Responsibility Description

1 Client or Client's Agent Sends securities and supporting
documentation to the Branch Office
wvia

e mail

& [TIESSENGEr, Or

e in-person delivery. ﬂ

&] Done [ | | [BEvrecalintranet >




