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Introduction 
 
This free pdf download describes a composition assignment that I have used successfully during 
my years of teaching at Ohio University. 
 
Other teachers are welcome to download and read this pdf file and decide whether this 
assignment will work in their classes. 
 
For this particular long assignment, it may be a good idea for students to write a proposal or at 
least an outline. Doing so is a great aid in planning the employee manual. 
 



 

 
 

2 

Writing an Employee Manual 
 

What Do I Have to Do for the Project? 
 
Benefits 
 
You will write a long document (an employee manual) that you can add to your writing portfolio 
to show prospective employers. You may also be able to mention your employee manual in your 
Resume. For example: “Wrote the employee manual for Mom-and-Pop Shop.”  
 
Assignment Information 
 
Your employee manual in this course will be a communication with a body that is 10 to 30 pages 
long. The employee manual will give to the reader(s) information that the reader(s) can use.  
 
Your place of employment may already have an employee manual that is hundreds of pages 
long; however, such employee manuals will be used mainly as a reference. You can writer the 
short 10-to-20-page employee manual that contains the essential information that every 
employee must know and will read. Or you write an employee manual for one specific job. 
 
You can write an Employee Manual for a business; it will tell employees their duties, 
responsibilities, and rights. Students have written Employee Manuals for Bob’s Supermarket, the 
Greenery, the Maplewood Inn, a summer camp, etc.  
 
You can write an Employee Manual for work-study students in the office where you work. A 
student wrote a “Guide for New Resident Assistants at Jefferson.” A student wrote “The 
Resident Assistant Handbook: A Guide for South Green Staff Members.” 
 
You can write an Employee Manual for salespeople; for example, a student wrote a “Sales 
Manual for ACRN Account Managers.” A student wrote a “Sales Manual for Post Advertising 
Representatives.” 
 
You can write an employee manual for the next person who will hold your job. A student wrote a 
manual about “How to Produce the CONTACT Newspaper.”  
 
Other students have been President of a student organization and have written manuals about 
how to do their job for the incoming President. A student wrote a handbook about how to plan 
the big formal event for her Greek organization. Another student wrote about “How to Plan Earth 
Day.”  
 
You can write about how to organize your organization’s annual fundraising event (this could be 
organized in chronological order: Before the Event, During the Event, and After the Event).  
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Members of fraternities or sororities can write manuals for various offices, telling future 
officeholders how to do the job, including manuals for Pledge Educator, Rush Chair, and 
Philanthropy Chair, or they can write a “Handbook for New Members.” They can write a manual 
telling about and listing the responsibilities of all leadership positions in the organization. 
 
A student wrote an “Ohio University Women’s Club Lacrosse Team Treasurer’s Manual.” 
 
 

Important Advice and Notes 
 
1)  Be aware that this employee manual assignment is an opportunity for you to 

investigate a topic of interest to you. Occasionally in your college career, you can find an 
opportunity to get college credit for studying a topic of interest to you. This is one of those 
opportunities. (You will be devoting a good hunk of your time to this project, so choose a 
topic that interests you.) 

 
2)  Begin writing early. This is a big project, and to have adequate time for evaluating and 

revising (and to avoid doing all-nighters to write this paper when you should be studying 
for finals), don’t put off the writing until the last minute. You do NOT have to have the 
research completed before you begin to write. 

 
3)  Don’t ignore visual aids when writing your employee manual. You are permitted to 

create original visual aids. (Don’t plagiarize your visual aids. If you use a visual aid that 
was created by someone else, you must give credit to that person. If you use a visual aid 
from the WWW or a book or other source, you must give credit to the source. The best 
place to give credit is immediately under the visual aid.) 

 
4)  Don’t ignore people sources when writing your employee manual. Remember that 

interviews can be a good source of information.  
 
5)  If your employee manual turns out well, you may add it to your writing portfolio and 

take it to job interviews to show to prospective employers.  
 
6) If your employee manual turns out well, you may be able to mention it on your 

resume—for example, if you write an employee manual that is actually being used at 
the place of business. 

 
7)  If your employee manual turns out well, you may be able to get a good letter of 

recommendation from the person you wrote it for—for example, a business manager 
or professor. 

 
8)  Make your employee manual something you can be proud of. 
 
9)  Proofread up to the last minute. (Don’t hand it in early.) 
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10)  Back up your employee manual. Buy another travel drive or Zip disk to serve as a back-
up disk. (This piece of advice is very important.) 

 
11) If you wish to do a long employee manual, you are very welcome to do so. The students 

who do long manuals do them not for me, but because they are working on their writing 
portfolios or because they feel strongly about their topic and wish to do an exceptional job 
on it. Some students have written 60-plus-page manuals—because they knew that they 
would benefit by doing so. 

 
12) Be aware that a 15-page manual can get an A. I do advise students to write at least 15 

pages so that their manuals don’t look skimpy. A well-written, well-proofread 15-page 
manual will get a better grade than a poorly written, poorly proofread 30-page manual. 
(Don’t scrimp on content! Fifteen pages can include lots of content!) 

 
13) Remember that your employee manual must be your original writing. It can’t be just 

or mainly a collection of information you have downloaded and/or copied, then slightly 
altered. 

 
14) Avoid plagiarism! Give credit where credit is due. 

 
A Sample Organization of an Employee Manual 

 
I. Introduction 
II. Policies 
III. Procedures 
IV. Conclusion 
V. Appendixes 
 
Of course, several policies will be listed under “Policies,” and several procedures will be listed 
under “Procedures.” In addition, subheadings will appear under “Introduction,” “Conclusion,” 
and “Appendixes.” Furthermore, other sections may appear in the outline and in the Employee 
Manual. For example, one section may be titled “FAQs” and consist of a number of frequently 
asked questions and their answers.  
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Employee Manuals 
 
• The benefits of writing an employment manual are many: 
 

•  If use of your Employee Manual is implemented at your place of employment, you 
will help new employees learn to do their jobs quickly. 
•  If use of your Employee Manual is implemented at your place of employment, you 
will reduce the amount of time spent training new employees. 
•  If use of your Employee Manual is implemented at your place of employment, you 
will be able to mention in your Resume that you wrote the Employee Manual for your 
place of employment. 
•  If use of your Employee Manual is implemented at your place of employment, you 
may be able to get a good letter of job recommendation from your employer. 
•  If use of your Employee Manual is implemented at your place of employment, you 
may be able to negotiate a fee for writing the Employee Manual. 
•  You will have an impressive communication to add to your writing portfolio to 
demonstrate that you know how to write on the job. 
•  Coming up with content will be easy. You will write about many policies and 
procedures. Since you have worked at the business, you are writing about things you 
know. 
• Writing the Employee Manual will be time consuming but may not be difficult. You 
will be able to write an outline with many parts that you may be able to easily write 
(dress code, parking policy, how to open the business, etc.). 
• If your parents own a small business that does not have an Employee Manual, you may 
write that manual as a way of helping your parents. 

 
• Use the book format for your Employee Manual. In addition to the body of your Employee 
Manual, you will need a cover page, a title page, and a table of contents. In addition, you may 
need an appendix or appendixes. The first page of your introduction will be page 1.  
 
• Your cover page will include the title of your Employee Manual, the name of the organization 
for which you wrote it, the name of the writer(s), and the date. In addition, it may include the 
logo of the organization. 
 
• Your title page will include all of the information that appears on the cover page, plus the 
address of the organization. No logo or other visual aid will appear on this page.  
 
• Your cover pages—front and back—should be cover-stock (aka card-stock) paper. Or you may 
use clear vinyl over the cover page and colored (or clear) vinyl for the back cover 
 
• When writing the Employee Manual, use the writing process you have learned in this course: 
 
Setting Goals 
 
Fill out a Planning Guide: Setting Goal, Analyzing Audience, and Thinking Ethically Worksheet 
to learn about your readers—new employees—and about topics of interest to them that you 
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should address in your Employee Manual. When you write the Employee Manual, answer the 
readers’ key questions. 
 
Planning 
 
Brainstorm a list of topics you should address in your Employee Manual. In addition to having 
an introduction and conclusion, you may need to write about the following: 
 
• A Mission Statement. (This may appear in the introduction.) 
 
• Policies: Dress Code, Parking Policy, Absenteeism Policy, Vacation Policy, Pay Policy, etc. 
 
• Procedures: How to Open the Business, How to Close the Business, How to Operate the Cash 
Register and Credit Card Machines, How to Take Inventory, What to Do in Case of an 
Emergency, etc. Instructions can be an important part of Employee Manuals. 
 
• Laws and Regulations: If the organization sells cigarettes or alcohol, employees need to 
understand relevant federal and state laws. Special laws apply to particular organizations; for 
example, a fireworks store must be very careful to enforce laws about smoking. 
 
• Job Descriptions: You may want to list duties to be performed by employees with various job 
titles at the organization. 
 
• Useful Information: For example, your appendix could include a list of useful telephone 
numbers. 
 
For this project, an excellent idea is to interview the organization’s owner or manager to find out 
what topics he or she would like to be included in the Employee Manual. In addition, you can 
find out what the manager or owner would like to have stressed in the Employee Manual. For 
example, if the organization has recently had a problem with employees parking where they 
shouldn’t, you may need to stress the organization’s parking policy when you write your 
Employee Manual.  
 
You may wish to write a survey and ask current employees to fill it out regarding the topics they 
would like to see addressed in an Employee Manual. = 
 
In addition, you should plan your visual aids. Determine whether you should include an 
organizational chart. Determine whether you should include a floor plan of the organization. 
Determine which other visual aids, if any, will help the reader. 
 
Drafting 
 
Write successive drafts, and get each draft reviewed. 
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Evaluating 
 
An excellent idea is to take along a copy of your outline to your interview with the 
organization’s manager or owner. Ask for a review of the outline to see if you have left out any 
necessary topics, or if you have included any unnecessary topics. Also ask if the manager or 
owner is willing to review a complete draft of your Employee Manual later. You may be able to 
email a copy to the employer or owner. 
 
If your Employee Manual contains Instructions, you should test those Instructions, either with a 
performance test or an understandability test. 
 
In addition to the checking you do by yourself, you should ask your peers to review drafts of 
your Employee Manual. 
 
Revising 
 
Revise early and often. While you are still writing the section on procedures, you may be able to 
revise the section on policies. As always, you must balance the work you must do on this project 
for this course with the work you must do on other projects for other courses. 
 
A Final Note 
 
After writing your Employee Manual, don’t be timid about presenting a copy to the organization. 
At a job interview, you will sound more impressive if you can say that you wrote the Employee 
Manual currently being used at an organization instead of merely saying that you wrote an 
Employee Manual in your Junior Composition course. In addition, if the organization uses your 
Employee Manual, you can add to your Resume that you wrote the Employee Manual for that 
organization. 
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Planning Guide: Setting Goals, Analyzing Audience, and Thinking Ethically 
 
Overall Purpose: Identify the final result you want your communication to achieve. 
 
What are you writing?  
 
 
 
 
What prompts you to write (other than it’s a course requirement)? 
 
 
 
 
 
What outcome (final result) do you desire? 
 
 
 
 
 
 
Profile of Readers: Learn your readers’ important characteristics, and learn who all your 
readers will be. 
 
Who are your primary readers? 
 
 
 
What is your readers’ relationship to you? 
 
 
 
What are your readers’ job titles and responsibilities? 
 
 
 
Who else might read your communication? 
 
 
 
How familiar are your readers with your subject? 
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How familiar are your readers with your specialty—knowledge you learned in your major? 
 
 
 
Do your readers have any communication preferences you should take into account? 
 
 
 
Should you take into account any other things about your readers when writing? 
 
 
 
 
Readers’ Attitudes: Tell how you want to change your readers’ attitudes. 
 
What is your readers’ attitude toward your subject? Why? What do you want it to be? 
 
 
 
 
 
What is your readers’ attitude toward you? Why? What do you want it to be? 
 
 
 
 
 
 
Situational Analysis: Learn about the context in which your readers will read. 
 
What events and circumstances influence the way you should write?  
 
 
 
 
 
How will your readers use the information you provide? 
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Readers’ Informational Needs: Learn your readers’ informational needs. 
What are the key questions your readers will ask while reading? 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Stakeholders: Identify all the stakeholders. 
Who, besides your readers and yourself, are the stakeholders in your communication? (Stake- 
holders are people who will be affected by your communication.) In the next section, you will 
answer this question: How will the stakeholders be affected by your communication? 
 
 
 
 
 
Ethics: Determine if your communication is ethical. 
Is this communication ethical? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
 
 
 
• What are the consequences of the action you are thinking about doing? (Be sure to consider the 
consequences for all the stakeholders.) 
 
 
 
 
• Are there any other ethical considerations that you should take into account? (For example, 
effect on the environment? Effect on future generations? Does the action you are considering 
doing involve breaking any ethical rules that are important to you? Are your persuasive strategies 
ethical?) 
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Legality: Determine whether your communication is legal. 
For example, if you are making a recommendation, is the recommended action legal? 
 
 
 
 
 
Strategies for Achieving Your Goals 
What are some strategies you can use to make your communication persuasive? What arguments 
will you use? What persuasive points will you make? (For example, telling the benefits for the 
readers is persuasive.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
What are some strategies you can use to make sure your communication gives the readers the 
information they need? (For example, you will provide answers for all the readers’ key questions 
that you listed earlier, but are there any other questions you should answer?) What informative 
points do you need to make? How can you make it easy for the readers to use the information 
you provide? (For example, using headings makes it easy to find information.) Make notes about 
anything else you have learned from filling out this planning guide. (For example, how long 
should the communication be? Should the tone be formal or informal?) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Note: This Planning Guide is based on the work of Paul Anderson, author of Technical Communication 
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Introductions Worksheet 
 
Some Important Points: The introduction to your Employee Manual will not be huge. If it is 
longer than a page, you will probably need to put some of the background information into 
another section, such as Company History. Your introduction may not answer every question 
below. Your answers to some of the questions below may overlap. Some of the information 
requested below may appear in an appendix, such as a Glossary. 
 
Encourage Openness to Your Message: For example, at the beginning of an introduction in an 
employee manual, you may want to write, “Welcome to Company XYZ. We are happy to have 
you as a member of our team.” 
 
 
 
 
 
Topic: The writer should tell the readers the topic of the communication. (The topic is the 
subject of the communication.) What is the topic of your communication?  
 
 
 
 
 
Purpose: The writer should tell the readers the purpose of the communication. (The purpose is 
the reason you wrote the communication.) What is the purpose of your communication? 
 
 
 
 
Intended Audience: Who will be the readers of the communication? 
 
 
 
 
 
Benefits: One way to persuade readers to pay attention to a communication is to tell them that it 
will benefit them. What are the benefits for the readers of reading the communication you are 
writing? (For example, you may be able to solve a problem for the readers.) 
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Organization/Forecasting Statement: Tell about your communication’s organization. Write a 
forecasting statement that tells the organization of the communication you are writing. For 
example: “This Employee Manual will inform you about company policies, the procedures you 
need to know to do your job well, on-the-job etiquette, and relevant state and federal laws.” 
 
 
 
 
 
 
Scope: Tell about your communication’s scope (when you tell the readers the scope of your 
communication, you tell the readers what the communication covers—and what it doesn’t). What 
is the scope of the communication you are writing? (The forecasting statement will tell the 
readers what the communication covers; do you need to tell the readers what it doesn’t cover?) 
 
 
 
 
 
 
Background Information: The writer should provide the readers with any general background 
information he or she needs in order to understand or use the rest of the communication. What is 
the necessary background information that your readers will need to know when reading your 
communication?  
 
 
 
 
 
 
 
Usage: What is the best way for your readers to use your communication? For example, should 
they read it straight through word for word, then use it as a reference when needed? 
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Qualifications: One way of establishing credibility is to tell your qualifications for writing the 
communication. What are your qualifications for writing the communication?  
 
 
 
 
 
 
 
Credibility: Another way to establish credibility is to say that a credible person (not David 
Bruce) reviewed the communication. Should you mention the person you interviewed or the 
expert who reviewed your Employee Manual? 
 
 
 
 
 
 
 
Headings: One way to reveal organization to a reader is to use headings. Should you use 
headings in your introduction to your Employee Manual? If so, which headings will you use?  
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 Conclusions Worksheet 
 
Advice on Writing Your Conclusion: 
• The conclusion to your Employee Manual will not be huge. If it is longer than a page, you will 
probably need to put some of the information into another section, such as an appendix. Your 
conclusion will not use every guideline below, although it will probably use several of them. 
 
Guideline: Repeat your main point or main points. 
Does your Employee Manual have a main point or main points that need to be repeated? If so, 
what is it or what are they? (You may need to stress the importance of customer satisfaction, or 
you may need to stress safety. For example, “If the customer is not happy, then we are not 
happy.” For example, “Any employee caught not wearing a hard hat in a construction zone 
subjects our company to considerable fines and so may be fired immediately.” For example, 
“After reading this Employee Manual, you should understand these three points: 1. Excellent 
attendance is mandatory. 2. Customer satisfaction is of the greatest importance. 3. Safe working 
practices are both mandatory and rewarded.”) 
 
 
 
 
 
Guideline: Refer to a goal stated earlier in your communication. 
Do you mention a goal in the introduction that you can repeat in the conclusion? If so, what is it? 
(For example, “After reading this Employee Manual, you should have a greater understanding of 
the policies and procedures of Company ABC.”) 
 
 
 
 
 
Guideline: Focus on a key feeling. 
With what key feeling do you want to leave the readers of your Employee Manual? (In an 
Employee Manual, you want the reader to feel good about working for your organization. For 
example, “Company ABC encourages you to make suggestions about how to make the working 
environment safer, more profitable, and more enjoyable. Feel free to make suggestions to your 
supervisor.”) 
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Guideline: Tell your readers how to get assistance or more information. 
How can your reader get assistance or more information about the topic of your Employee 
Manual? If this will take up a lot of space, you should have a “For Further Information” section 
as an appendix. For example, “If you have any questions, please see Appendix B: For Further 
Information.” For example, “If you have any questions, please ask your supervisor.” 
 
 
 
 
 
 
Guideline: Tell your readers what to do next. 
Should the readers perform an action after reading your Employee Manual? (For example, in an 
Employee Manual written for salespeople, you may want to say, “Get out there and sell!”) 
 
 
 
 
 
 
Guideline: Follow applicable social conventions. 
Are there any social conventions that apply to the conclusion of your Employee Manual? (For 
example, in an Employee Manual, you may want to once again welcome the new employees into 
the business by writing, “Once again, we welcome you as a member of the team at Company 
ABC.”) 
 
 
 
 
 
 
Headings in Your Conclusion: One way to reveal organization to a reader is to use headings. 
Should you use headings in your conclusion to your Employee Manual? If so, which headings 
will you use? 
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Sample Proposal Memos: Short and Long 
 
To:   David Bruce 
From:  Jane Cronin  
Re:    Proposed Topic of Manual 
Date:   15 October 2007 
 
For the manual project, I would like to write a manual about forensic investigations. In this 
manual I will write about the need for forensic investigators to be extremely careful and 
document everything while doing an investigation. I will write instructions for beginning 
forensic investigators so that they will have a manual giving the proper procedures for doing an 
investigation. 
 
I would like to write about how to properly fingerprint individuals and how to properly lift latent 
fingerprints from a crime scene and positively make a match for identification. For visual aids, I 
will include my own ten-print-card of my fingerprints that I made in a Law Enforcement 
Technology course and also fingerprints that I lifted from various surfaces. 
 
In my manual, I will also discuss the different methods of latent prints, which include dusting, 
super-glue fogging, Ninhydrin, and several others. 
 
This is the outline that I will use for my manual: 
 

I. Introduction 
 A. Topic, Readers, Purpose 
 
II. How to Fingerprint Individuals 
 A. Ten-Print Card 
  
III. How Do Lift Latent Prints 
 A. Dusting 
 B. Super-glue Fogging 
 C. Ninhydrin 
 D. Other Methods 
 
IV: Conclusion 
 A. How to Get Further Information 

 
I think that I should be allowed to use this topic for my manual because I am a Forensic 
Chemistry major and have taken two years of Law Enforcement Technology courses in which I 
have learned many methods of forensic investigation. This manual will help me to better 
organize all of my knowledge of forensic investigation and help me in the future with 
investigative techniques. 
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To:   David Bruce 
From:  Meredith Tomlinson 
Re:  Proposal for Employee Manual 
Date:  February 26, 20-- 
 
I am writing this memo to ask you to approve my Proposal for my Employee Manual. My topic 
is an employee manual for ticket office employees of Ohio University’s Memorial Auditorium. 
This will benefit all current and potential new employees; it will explain all policies and 
procedures of the ticket office. 
 
Problem 
 
Currently, the Memorial Auditorium ticket office has no official employee manual. This has 
created a problem in that all employees must know certain policies and procedures while 
working in the ticket office. When the employee is first hired, the manager may explain these 
policies and procedures, but this is information that may be easily forgotten. We need an 
employee manual that clerks can easily refer to when there is a question regarding a policy or 
procedure within the office. 
 
Goals and Audience 
 
Final Result: My employee manual will inform all ticket office clerks of all policies and 
procedures such as opening and closing, how to make a ticket sale, how to take a phone order, 
how to process a credit card and how to fill out the timesheets. My manual will also include what 
is expected of each employee and the attitudes that should be displayed while at work. It is 
important that each employee know the importance of professionalism when waiting on a 
customer; all employees must give each customer their full attention and make the customer our 
number-one priority. 
 
Persuasion: My manual will persuade employees that our number-one priority is customer 
satisfaction. 
 
Audience Analysis: My manual will be for the employees of the ticket office. Most employees 
should already be knowledgeable about most of the terms I will use, but I will define the few 
terms that they will not know. 
 
Solution 
 
Writing an employee handbook for the employees of the ticket office will greatly benefit both 
employees and management. The manual will be a useful tool in that it will be able to explain all 
policies, procedures, and responsibilities of the employees. This will be a source employees can 
refer to when they have a question. Also, this employee manual will help the managers. The 
employees will be able to refer to the manual for answers to questions instead of asking a 
manager. The manual will also help to make clear policies and procedures, which are sometimes 
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unclear. The employees will now have a written manual to determine what is right and wrong if 
there is a question regarding a procedure or policy. 
 
Outline:  
 
I. Introduction 
 A. Welcome to Templeton-Blackburn Alumni Memorial Auditorium 
 B. Purpose of employee manual 
 C. Benefits of reading the employee manual 
 
II. General Policies 
 A. Customer service 
 B. Customers with disabilities 
 C. Scheduled events 
 D. Employee ticket purchase 
 
III. Procedures 
 A. Opening the ticket office 
  i. Accessing the ticket office 
  ii. Accessing the safe 
  iii. Preparing your change drawer 
 B. Selling a ticket at the window 
 C. Selling a ticket over the phone 
 D. Selling a season subscription 
 E. Selling a student card 
 F. Reprinting tickets 
 G. Accepting methods of payment 
  i. Methods of payment 
  ii. Processing a credit card 
  iii. Reprinting a credit card slip 
  iv. Voiding a credit card charge 
 H. Closing the ticket office 
  i. Closing the window 
  ii. Counting cash drawer 
  iii. Filling out batch out sheet 

iv.  Filling out timesheet 
 
IV. Conclusion 
 A. Where you can obtain further information 
 B. Once again, welcome to Memorial Auditorium 
 
V. Appendix 
 A. Performing Arts Series brochure 
 B. Phone order form 
 C. Batch out form 
 D. Seating map 
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 E. Timesheet form 
 F. Staff contacts 
 
Visual Aids: I will be using screen shots for the basic instructions on making ticket sales. In 
addition, I will draw a diagram of the ticket office set up as well as print examples of forms such 
as phone order forms, batch out forms and timesheet form. 
 
Resources 
 
I will interview Ethen Schachle, the ticket office manager. Ethen has been the office manager for 
over a year. He has an extraordinary amount of knowledge regarding the ticket office and general 
business ethics and skills. As the ticket office assistant manager, I will be able to obtain all other 
information on my own, as I have access to all other information and forms. 
 
Schedule 
 
Set Goals and Analyze Audience February 20 
Plan and Research Project February 20-25 

Write Outline 
Have Outline Reviewed 
Interview Mr. Schachle 

Write Several Pages of Body February 22-February 26 
Participate in First Peer Review February 27 
Make Revisions and Finish First Draft February 27-March 5 
Hand in Interview Report March 2 
Participate in Second Peer Review March 5 
Revise and Expand Draft March 5-March 12 
Write Introduction and Conclusion March 5-8 
Write Appendix March 9-10 
Test Instructions March 9-11 
Write a Progress Report March 11 
Participate in Third Peer Review March 12  
Make Final Revisions March 12-March 16 
Write Front Matter March 14-16 
Bind and Finalize Project March 17 
Turn in Employee Manual March 18 
   
Qualifications 
 
I have worked in the ticket office for three years and was recently promoted to assistant manager. 
Through my time working in the ticket office, I have gained experience and knowledge 
regarding the ticket office policies, procedures and general information needed when working for 
Memorial Auditorium. I am responsible for many duties such as selling tickets, opening and 
closing the ticket office, depositing daily transactions, managing nightly events, and scheduling 
ticket office clerks; therefore, I am very qualified to write an employee handbook for the ticket 
office staff of Memorial Auditorium. 
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Conclusion 
 
I am very excited to be working on this employee manual. I will be able to present my final copy 
to my manager of the ticket office so current and new employees can use it. By creating this 
employee manual, I will learn how to write professionally, as this is an important document that 
will hopefully be used for many years to come. This is a great opportunity to show the staff and 
administration of the ticket office what I can do as an assistant manager. 
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Interview Report Assignment (for the Employee Manual) 
 
As part of your work on the Employee Manual, you will conduct an interview. Your aim in 

the interview will be to understand what content your target reader needs in your Employee 
Manual. It’s best if you interview someone from the target audience or the person who is in 
charge of the organization you are writing the Employee Manual for (not me, but perhaps a 
manager or business owner), although another person close to these people may be interviewed 
instead.  

You should interview your boss or a representative of your boss to find out what content he 
or she would like to see in your Employee Manual. Sometimes, you may be able to interview 
someone else. For example, you may be writing an Employee Manual telling the servers of a 
restaurant in Cleveland how to do their job, but you are unable to go to Cleveland to interview 
the restaurant manager (and you can’t reach him or her on the telephone or by e-mail). In this 
case, you can interview a friend who has worked as a server in a similar restaurant and find out 
what content the server would like to see in your Employee Manual. For example, in some 
Employee Manuals a reader may suggest a Frequently Asked Questions (FAQ) section. 

In your short interview report (1 or 2 pages; typed; in memo format, addressed to your 
teacher), focus on the content you have discovered your readers desire and the ways you will 
address these desires when you write your Employee Manual. Write a short introduction 
reminding me of the topic of your Employee Manual and tell me whom you interviewed. The 
rest of the report may be written in question-and-answer format: Write each question you asked 
and summarize the answer underneath the question. These are good questions to ask:  

 
 1) What content would you like to see in my Employee Manual?  
 2) What visual aids would you like to see in my Employee Manual?  
 3) What are the most important things to stress in my Employee Manual?  
 4) What will be the most frequently asked questions by the readers?  
 5) What attitudes should the readers have after reading my Employee Manual?  
 6) What do you think of my outline of my Employee Manual? 
 7) Would you be willing to criticize a draft of my Employee Manual? 
 8) What else do you think I should know? 
 

In addition, you may need to ask if there are any new policies or any recent changes in policy. 
Sometimes, students will modify their Employee Manual outline in light of what they learn 

from their interviews. No problem.  
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To: David Bruce 
From: Charles Denier 
Date: November 5, 2009 
Re: Interview for My Employee Manual 
 
For my Employee Manual, I will be writing an Employee Manual for the Little Rome Pizza 
Parlor in Albany, New York, where I have worked for the past three summers. To gain 
information that will help me to write the Employee Manual, I interviewed Sandra Brice, the 
owner and manager. 
 
1) What content would you like to see in my Employee Manual?  
Your outline looks very good, but add “Parking” to the list of policies because we have had a 
problem recently with employees parking in the wrong place. Also, do a thorough job with 
“Kitchen Clean-Up” in the list of procedures because cleanliness is so important to the 
restaurant. 
 
2) What visual aids would you like to see in my Employee Manual?  
An important visual aid would be a floor and table layout. Servers need to know the identifying 
numbers and locations of the tables in the dining room so they know where to take the food when 
it is cooked. Often, servers help each other, and the server who delivers the food may not be the 
server who took the order. 
 
3) What are the most important things to stress in my Employee Manual?  
By far the most important thing to stress is customer satisfaction. I am glad that you have 
included a section on “Proper Etiquette When Dealing with Customers” in your outline because 
if the customers are not happy, then we won’t stay in business for very long. The other important 
things to stress are food safety and cleanliness. 
 
4) What will be the most frequently asked questions by the readers?  
Servers will want to know what to do if they have a dissatisfied customer. They should 
immediately contact the manager—either me or Shirley Conner—and let us deal with the 
situation. 
 
5) What attitudes should the readers have after reading my Employee Manual? 
They should realize that customer satisfaction is the most important thing at Little Rome Pizza 
Parlor. We want our customers to have a good time at Little Rome and to go away happy. 
  
6) Would you be willing to criticize a draft of my Employee Manual? 
Sure. E-mail a copy to me, and I will read and criticize it. 
 
7) Is there anything else I should know? 
Not really. The most important thing is to add “Parking” to your outline.
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Introduction 

 
Welcome and congratulations on joining to Bright Light’s Minigolf team!  Bright Light’s 

Minigolf is extremely excited for you to be an addition to our team.  This employee manual will 

help you understand how things run in the store, and will help you adjust to the policies and 

procedures efficiently and easily.  As you continue to work here, the policies and procedures will 

become second nature and this manual is here to help you get started.  

The Bright Light’s Employee Manual will help new employees learn the policies and the 

procedures of Bright Light’s Minigolf.  Also, this manual may be used by current employees for 

any questions about procedures, rules, and/or policies. 

Reading this manual has many benefits.  First, this Employee manual will help you 

become familiar more quickly with policies and procedures.  This will make you feel like you fit 

in better with the team members, you will feel more comfortable at work, and you will work 

more efficiently.  Secondly, reading this manual will help you know procedures more quickly, 

and that will extremely impress the owners and managers. 

Bright Light’s Minigolf takes pride in our great customer satisfaction.  This is our most 

important goal.  Our job is to make sure all customers get onto the course quickly, safely, and 

ensure enjoyment of the minigolf experience. 

The Bright Light’s Employee Manual will inform you about the company’s policies, 

procedures, and on-the-job etiquette.  On the next page there is background information about 

the start of Bright Light’s Minigolf. 
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The History of Bright Light’s Minigolf 

 
Bright Light’s Minigolf was opened to the public on March 3, 2005.  This success was 

started by the Smith family.  The owners’ and managers’ names are Sue Smith, Joe Smith (head 

owner/manager), and Carla Smith.  The family was on vacation in the West when they came 

across an indoor, glow-in the-dark minigolf course, and they thought to themselves how Ohio 

needed a place just like this. 

Bright Light’s Minigolf is a fun activity that is available all year round.  The course 

consists of four adventures, and all customers go through each theme.  First, customers 

experience the mystery of the “Under-the-Sea,” then travel through the depths of the “Jungle,” 

then blast into “Outer Space,” and finally end in the cool and beautiful “Ice Age.” 

Families, adults, children, first dates, and even older adults all come to Bright Light’s to 

gain a memorable experience.  Bright Light’s Minigolf is a great place to beat the heat or escape 

the cold.  The artwork is beautiful and vibrant with the glow-in the-dark colors, and customers 

can’t resist exploring and enjoying the environment.  Children love the kid-friendly animal 

props, such as the gorilla and the dolphin, and also love trying to find the mascot, “Frankie, the 

lightning bug” which is hidden in all four themes.  Grandparents and parents get the satisfaction 

of enjoyment for themselves as well as for the children. 
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Policies 

 

Dress Code: 
Appropriate dress for Bright Light’s Minigolf is casual.  All employees are to wear a 

glow-in the-dark “Bright Light’s” t-shirt.  Bottoms may include sweatpants, jeans, shorts that are 

long enough to reach to finger-tip length, and Capris.  Jean shorts and Sophie cheer shorts are not 

to be worn.  Bright Light’s is known for the laid-back atmosphere, but if bottoms are too short, 

you will be sent home to change with unpaid time.  Employees may wear jackets or zip-up 

hooded jackets, as long as the “Bright Light’s” logo on the t-shirt is showing.  No employee shall 

wear a hooded sweatshirt unless it is a Bright-Light’s-provided hooded sweatshirt.  

 

Clocking-In and Clocking-Out: 
The clocking-in and clocking-out machine can be found in the back office, and time cards 

are to the right of the machine.  To fill-out the time card, first, write your name, and write the 

date of the week ending at the top of the time card.  You must clock-in on time.  If you clock-in 

or clock-out late or early, you must send an e-mail to Joe Smith explaining the reason. Joe 

Smith’s email address is JS3305@yahoo.com   

Employees who are working on register and front desk shift should clock-in 15 minutes 

before scheduled time.  This is to ensure enough time to start and count the money in the 

register.  For example, if you are working the night shift 4:00-9:00 p.m. you should clock-in at 

3:45 p.m.  Exceptions to the 15-minute clock-in rule are for the opener shift which is half hour 

early and assist front shifts which are scheduled for the exact time.  An example would be, you 

are scheduled to open the store, and the store opens at 10:00 a.m.; you should clock-in at 9:30 

a.m.  Assist front shifts help customers get clubs and ball, and get them onto the course.  If an 

employee is scheduled to work assist front from 3-8 p.m., then that employee should clock-in at 

exactly 3:00 p.m. 

Employees who are scheduled to close should take 15-30 minutes to close the store.  The 

first closer should count the register and leave money for next day shift and should clock-out 

approximately 15-20 minutes after their start of closing.  The employee who is to completely 

close the store, as in lock-up the store should take 30 minutes.  This is because this employee is 
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to vacuum and call the owners with the final numbers of the day.  This procedure will be 

explained more in depth under the closing procedures. 
 

Breaks: 
Breaks are very lenient and flexible.  Breaks may last 15-20 minutes depending on 

business of store and whether others are working with you.  On weekends, there will be more 

than one person working.  One person may go on break at a time, and there should always be 

someone at the front desk assisting customers.  You may bring food back for others, and eat at 

the front desk with other employees.  If you are working alone, typically this happens during the 

weekdays; leave a sign on front door explaining you will be back in 10 minutes and sorry for the 

inconvenience.  Turn off the music, and lock the front doors.  Employees may take their breaks 

at anytime as pleased.  Breaks may not be taken during shift change, should not be taken when 

customers are on the course, and should not be taken when store is busy. 
 

Calling Off Work: 
The owners/managers are very generous and understanding of employees’ busy lives.  In 

the office, above the clock-in/out machine, hangs a calendar for the month and a two-week 

request off sheet.  If you need time off work, write your name and the reason you need off for 

that day.  You will likely get that day you request off. If on the calendar it says “NO REQUESTS 

OFF,” you may not have that day off.  If it is an emergency call a manager.  If you experience a 

last minute notice of needing a day off, call a manager immediately.  If you are scheduled for 

that day you need off, find another employee to take your shift, and then call a manager to get 

this switch approved. 
 

Pay Policy: 
Employees will be paid every two weeks.  The owners must review the check, sign it, and 

put it in an envelope with the employee’s name on it.  An employee who is scheduled to work 

will call other employees when checks are ready for pick-up.  The check will not be given out to 

anyone other than the employee for whom it is for.  Employees are paid minimum wage, which 

is $7.50. 
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Phone Use: 
Bright Light’s has a phone that is to be used for business, and quick, emergency personal 

calls only.  No employee shall be using the phone for fun, personal use.  Use the company phone 

to answer customer phone calls, book birthday parties, confirm birthday party dates, promo 

parties, and pizza orders.  Bright Light’s Minigolf has a strict “No Cell Phone Use Policy.”  

Employees are to keep cell phones off, and be put away at all times.  If you need to check/use 

your cell phone, check it or use it on your break.  Never be on a cell phone when customers are 

in the store.  
 

Greeting Customers: 
When customers enter the store, give them a second to look around.  Please greet 

customers with this saying, “Hi, welcome to Bright Light’s. How can I help you? ” If customers 

are there to play minigolf, ask them, “How many are in your group?”  Do not ask how many are 

playing.  This will reduce business and give customers the option not to play.  We like to get as 

much business as possible. 
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Procedures 
 

How to Open Bright Light’s Minigolf: 
 
1. Unlock the front door and enter the store. 
 
2. Immediately lock door behind you. 
 
3. Go to front desk and turn on computer. 
 
Note:  Monitor power/on button is on bottom right of screen.  The computer is in the desk and 
the power/on button is in the center of the computer system. 
 
4. Go into the desk drawer and grab the keys connected to the key chain.  Keep these with you 
the entire time until opening procedure is complete. 
 
5. Walk to the back office which is located in the party room on the left, unlock the door with the 
key marked with a green sticker, and clock-in.  Once in office, the clock-in 
machine is straight in front of you. 
 
Warning:  The store will be very dark.  It is wise to take a flashlight which is located behind the 
registers on the front desk! 
 
6. Grab a clock-in sheet on your right, fill in your name, fill in the date and punch in clock time. 
 
7. Lock office door after clocking in.  
 
Note:  Double-check that the office door is locked.  This is very important. 
 
8. Turn on the outdoor Bright Light’s Minigolf sign.  The switch is #19 in the breaker box. The 
breaker box is located next to the exit door in party room on the left. 
 
9. Turn on party room lights.  The light switch is located next to the breaker box on the 
right. 
 
10.Turn on black lights for Outer Space, Under-the-Sea, and Ice Age. 
 
Note:  Outer Space light switch is located behind the alien rocks by hole 10.  Under-the-Sea light 
switch is located on the right side of the store by hole 5.  This light switch also powers the 
Jungle.  Ice Age light switch is located the left of the store by the end of hole 17.  You should be 
able to distinguish the areas by the artwork. 
 
11. Come back to the front desk and begin to log onto the desktop. 
 
Continued on next page. 
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12. Click Bright Light’s and enter password. 
 
Note:  The password is private and should have been given to you before opening.  If you forget 
password or can’t log in properly, call a manager (555-555-555). 
 
13. Log onto the Yahoo mail by typing in username and password.  Username and 
password should be given to you before opening. 
 
14. Check e-mail for birthday party requests and birthday parties that may be happening 
that day. 
 
Note:  If there is a birthday party request, write down contact information, and check the date of 
the requested party; if it is available, call and book party.  If there is a scheduled party for today, 
call and confirm pizza orders for time of the party. 
 
Starting the Register: 
 
1. Punch in your personal code.  This should be numbers only.  Example:  007. 
 
2. Hit CLERK right after the personal number code is punched. 
 
3. Grab a Mid Day/Nightshift Close Sheet.  This is located on the right side of the 
register. 
 
4. Circle Mid Day Close, then fill out your name, and write the date.  See Figure 1. 
 
Figure 1: 

Mid Day/Nightshift Close Sheet (Circle one) 
Name: 
Date: 

 
5. Count the $10, $5, and $1 bills.  Put the total by “Starting Drawer.”  See Figure 2. 
 
Note:  This line can be found on the Mid Day Close/Nightshift Close Sheet in the middle on the 
right. 
 
Figure 2: 

Starting Drawer: __________ 
 
Continued on next page. 
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6. Count the change.  Fill in your amounts under “Starting Change.”  See Figure 3. 
 
Figure 3: 

Starting Change: 
 1.00:__________ 
 .50:___________ 
 .25:___________ 
 .10:___________ 
 .05:___________ 
 .01:___________ 

Total:_________ 
 
7. Close register when finished counting all money. 

 
8. Turn on MP3 and plug into charger. 
 
Note:  MP3 should be on shuffle for all songs! 
 
9. Turn on power stereo system so music can play on surround sound speakers. 
 
Note:  This power stereo system is located behind on the front desk on the small table.  Power 
button is on the far left of the machine. 
 
10. Go to the computer and check the time.  Wait for it to be 5 minutes until opening 
 (10:00 a.m.) and open front doors. 
 
11. Carry-out both signs (located near the coat hooks on the right of the front doors) and 
put them on the right side of the Frankie the Firefly statue. 
 
12. Go to the outdoor cabinet and unlock the doors. 
 
13. Turn on cabinet light.  The plug is behind the tie-dyed sheet and the cord is on the 
bottom of the shelf.  
 
You have finished your opening procedure! 
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How to Ring-up Customers 
 
1. Ask the customer, “How many are in your group?” 
 
Note:  Adult customers are considered ages 11 years old and up, and pay $7 each.  Children are 
considered 10 years old and younger, and pay $5 each.  Children who are two years and younger 
play for free.  Senior citizens are 60 years old and older, and also pay $5 each. 
 
2. Hit the ADULT button each time on the register for the number of adults playing.  Hit 
the CHILD button for the number of children playing.  Hit SENIOR for the number of 
senior citizens playing. 
 
3. Hit SUBTOTAL W/ TAX button when all players have been rung up.  There is no tax 
on golf.  This button just gives the total amount the customer has to play. 
 
4. Press the amount of money the customer gives you on the number keys on the 
register. 
 
5. Hit AMOUNT TEND after the amounts have been pressed in.  This will open the 
register. 
 
6. Put the money in the register and give the customer any change if necessary. 
 
7. Assist customers to their left to get them set up for minigolf. 
 



 
 

 
 

10 

How to Close Bright Light’s Minigolf 
 
1. Get multi-purpose keys from front desk drawer.  The closing procedure may begin 
early when store is not busy or no customers are playing.  You must call a manager 
to get permission to close early.  Keep multi-purpose keys with you until closing 
procedure is complete. 
 
2. Turn off outside cabinet, and bring in the two signs.  This can be done five minutes 
early of closing time.  Shut one of the two doors.  
 
Note:  Weekday closing time follows mall hours which is 9:00 p.m.  Weekends, Bright Light’s 
may stay open as late as 10:00 p.m.  This is the discretion of managers.  When store is not busy, 
employees may be able to start the closing procedure early.  Call a manager to get permission to 
close early. 
 
3. Once the computer clock strikes 9:00 p.m., take the multi-purpose keys and lock 
front doors. 
 
4.Turn off MP3 player. 
 
5. Hit NO SALE button on register, and count your change and charges. 
 
6. Count change bin and fill-in “Your Change.”  See Figure 4. 
 
Figure 4: 
 Your Change: 
 1.00:__________ 
 .50:___________ 
 .25:___________ 
 .10:___________ 
 .05:___________ 
 .01:___________ 
 Total:_________ 
 
7. Count Charges.  Put the amount under “Charges –My Total.”  See Figure 5. 
 
Figure 5: 
 Charges: 
 My Total:___________ 
 
8. Shut register drawer. 
 
9. Turn register key to “X” on register.  Continue to turn key all the way to “Z” marked on 
register. 
 
Continued on next page. 
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10. Cut the “Z” report from the rest of the roll tape.  Roll the receipt tape tightly, use a 
small piece of tape, put your initials and date the receipt tape. 
 
11. Grab two small blue bags.  Put all cash money, charges, rolled receipt tape, and “Z” 
report into one blue bag.  Go to the back office. 

 
Reminder:  Take multi-purpose keys and walk to the back office. 
 
12. Open back office and go to the small desk on the left.  Sit down and begin to start 
the closing procedure. 
 
 
13. Count all cash from register drawer.  Fill-in the amount of each bill under “Cash.” 
See Figure 6. 
 
Figure 6: 
 Cash: 
 100’s:___________ 
 50’s:___________ 
 20’s:___________ 
 10’s:___________ 
 5’s:___________ 
 1’s:___________ 
 My Total:____________ 
 
Note:  This section on the closing sheet can be found on the far left below the Name, Date, and 
Midday/Close Sheet. 
 
14. Look at the “Z” report that you cut from your receipt tape.  Put the amount stated 
from the report under “Z Report Totals.”  See Figure 7. 
 
Figure 7: 

Z Report Totals: 
Cash: ________ 
Charge:_______ 
Check:________ 
Z Net:________ 

 
Note:  Put a cross through “Check.”  We do not accept checks of any kind, therefore, “Check” 
should always be blank.  You “Z Charges” should be the same as “My Total Charges.” 
 
Continued on next page. 
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15. Subtract “My Total” from “Starting Drawer.”  The “Starting Drawer” amount should 
be from when you started your shift and did the opening procedure of starting your 
register.  Put the subtracted amount under “MY TOTALS – Drawer.”  See Figure 8. 
 
Figure 8: 
 My Totals: 
 -Drawer:_______ 
 
16. Keep this number as a running total.  Continue to put the amount under “+ Pizza,” 
unless you paid for a pizza because of a birthday party, add the amount you paid for 
pizza to your “-Drawer” total and put the new total.  See Figure 9. 
 
Figure 9: 
 + Pizza:_________ 
 
17. Add your charges to the “+Pizza” amount and put the new running total.  See Figure 
10. 
 
Figure 10: 
 +Charges:___________ 
 
18. Continue the new running total and add the “+Charges” to “+Check.”  There should 
be no adding of a check number.  See Figure 11. 
 
Figure 11: 
 +Check:____________ 
 
19. Put your total from “+Check” on the line “My Net.”  This net should be the same as 
 “Z-Report Net.”  See Figure 12. 
 
Figure 12: 
 My Net:____________ 

 
Note:  If your net doesn’t match with the Z-Report net, repeat steps 6-20. 
 
20. Put excess $100’s, $50’s, $20’s, $10’s, $5’s, and $1’s into one blue bag with receipt 
tape, Z-Report, and coupons. 
 
Note: You should leave $70 each of 10’s, 5’s and 1’s on weekdays, and $100 each on weekends 
for the tomorrow’s shift.  Put this money in the other blue bag. 

 
21. Zip blue bag with the excess cash, and drop it into safe on your left. 
 
22. Take the other blue bag with tomorrow’s money. 
 
Continued on next page. 
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23. Take your time card and clock-out. 
 
24. Lock office door behind you. 
 
25. Walk to the front desk and put tomorrow’s shift money back in register. 
 
26. Walk to the exit door in the back store. 
 
27. Go to the breaker box and turn off Bright Light’s Minigolf sign.  The breaker number is 
#19. 
 
28. Exit out the back door and check behind you that the door shuts completely. 
 
You have finished the closing procedure! 
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Conclusion 
Congratulations!  You have finished reading everything you need to know about how 

things are done at Bright Light’s Minigolf.  You should have learned that customer satisfaction is 

our number-one priority, how to open and close the store, how to ring up customers, and what 

the policies are. Dress code for employees is casual, but those who refuse to follow the rules will 

be sent home to change, and will be unpaid until they return.  Breaks and calling-off are just as 

lenient and flexible and the owners/managers really try to work with your schedule.  If you have 

any questions, please see Appendix A: Important Company Phone Numbers. 
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Appendix: Important Company Phone Numbers 

 
Owners: 

 
1. Joe Smith (555-555-5555, cell) 
 
2. Sue Smith (666-666-6666, cell) 
 
3. Carla Smith (777-777-7777, cell) 
 

Current Employees: 
 

1. Lauren McFadden (888-888-8888, cell) 
 
2. Sarah B. (999-999-9999, cell) 
 
3. Dominic J. (111-111-1111, cell) 
 
4. Michael M. (222-222-2222, cell)  
 
5. Michelle S. (333-333-3333, cell) 



 

 
 

Appendix A: About the Author 
 

It was a dark and stormy night. Suddenly a cry rang out, and on a hot summer night in 1954, 
Josephine, wife of Carl Bruce, gave birth to a boy — me. Unfortunately, this young married 
couple allowed Reuben Saturday, Josephine’s brother, to name their first-born. Reuben, aka “The 
Joker,” decided that Bruce was a nice name, so he decided to name me Bruce Bruce. I have gone 
by my middle name — David — ever since. 

Being named Bruce David Bruce hasn’t been all bad. Bank tellers remember me very quickly, so 
I don’t often have to show an ID. It can be fun in charades, also. When I was a counselor as a 
teenager at Camp Echoing Hills in Warsaw, Ohio, a fellow counselor gave the signs for “sounds 
like” and “two words,” then she pointed to a bruise on her leg twice. Bruise Bruise? Oh yeah, 
Bruce Bruce is the answer! 

Uncle Reuben, by the way, gave me a haircut when I was in kindergarten. He cut my hair short 
and shaved a small bald spot on the back of my head. My mother wouldn’t let me go to school 
until the bald spot grew out again. 

Of all my brothers and sisters (six in all), I am the only transplant to Athens, Ohio. I was born in 
Newark, Ohio, and have lived all around Southeastern Ohio. However, I moved to Athens to go 
to Ohio University and have never left.  

At Ohio U, I never could make up my mind whether to major in English or Philosophy, so I got a 
bachelor’s degree with a double major in both areas, then I added a Master of Arts degree in 
English and a Master of Arts degree in Philosophy. Yes, I have my MAMA degree. 

Currently, and for a long time to come (I eat fruits and veggies), I am spending my retirement 
writing books such as Nadia Comaneci: Perfect 10, The Funniest People in Comedy, Homer’s 
Iliad: A Retelling in Prose, and William Shakespeare’s Hamlet: A Retelling in Prose. 

By the way, my sister Brenda Kennedy writes romances such as A New Beginning and Shattered 
Dreams.  



 

 
 

Appendix B: Some Books by David Bruce (1954- ) 
 

Retellings of a Classic Work of Literature 

Ben Jonson’s The Alchemist: A Retelling 

Ben Jonson’s Bartholomew Fair: A Retelling  

Ben Jonson’s The Case is Altered: A Retelling  

Ben Jonson’s Catiline’s Conspiracy: A Retelling  

Ben Jonson’s The Devil is an Ass: A Retelling  

Ben Jonson’s Epicene: A Retelling  

Ben Jonson’s Every Man in His Humor: A Retelling  

Ben Jonson’s Every Man Out of His Humor: A Retelling  

Ben Jonson’s The Fountain of Self-Love, or Cynthia’s Revels: A Retelling  

Ben Jonson’s The New Inn: A Retelling  

Ben Jonson’s Sejanus: A Retelling  

Ben Jonson’s The Staple of News: A Retelling  

Ben Jonson’s Volpone, or the Fox: A Retelling 

Christopher Marlowe’s Complete Plays: Retellings 

Christopher Marlowe’s Dido, Queen of Carthage: A Retelling 

Christopher Marlowe’s Doctor Faustus: Retellings of the 1604 A-Text and of the 1616 B-Text 

Christopher Marlowe’s Edward II: A Retelling 

Christopher Marlowe’s The Massacre at Paris: A Retelling 

Christopher Marlowe’s The Rich Jew of Malta: A Retelling 

Christopher Marlowe’s Tamburlaine, Parts 1 and 2: Retellings 

Dante’s Divine Comedy: A Retelling in Prose  

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

The Famous Victories of Henry V: A Retelling 

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 



 

 
 

George Peele: Five Plays Retold in Modern English 

George Peele’s The Arraignment of Paris: A Retelling  

George Peele’s The Battle of Alcazar: A Retelling  

George’s Peele’s David and Bathsheba, and the Tragedy of Absalom: A Retelling 

George’s Peele’s Edward I: A Retelling 

George Peele’s The Old Wives’ Tale: A Retelling 

George-A-Greene, The Pinner of Wakefield: A Retelling 

The History of King Leir: A Retelling 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

The Jests of George Peele: A Retelling 

John Ford: Eight Plays Translated into Modern English 

John Ford’s The Broken Heart: A Retelling 

John Ford’s The Fancies, Chaste and Noble: A Retelling 

John Ford’s The Lady’s Trial: A Retelling 

John Ford’s The Lover’s Melancholy: A Retelling 

John Ford’s Love’s Sacrifice: A Retelling 

John Ford’s Perkin Warbeck: A Retelling 

John Ford’s The Queen: A Retelling 

John Ford’s ‘Tis Pity She’s a Whore: A Retelling 

John Webster’s The White Devil: A Retelling 

King Edward III: A Retelling 

The Merry Devil of Edmonton: A Retelling 

Robert Greene’s Friar Bacon and Friar Bungay: A Retelling 

The Taming of a Shrew: A Retelling 

Tarlton’s Jests: A Retelling 

The Trojan War and Its Aftermath: Four Ancient Epic Poems 



 

 
 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 5 Late Romances: Retellings in Prose  

William Shakespeare’s 10 Histories: Retellings in Prose  

William Shakespeare’s 11 Tragedies: Retellings in Prose  

William Shakespeare’s 12 Comedies: Retellings in Prose  

William Shakespeare’s 38 Plays: Retellings in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry IV, aka Henry IV, Part 2: A Retelling in Prose  

William Shakespeare’s 1 Henry VI, aka Henry VI, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry VI, aka Henry VI, Part 2: A Retelling in Prose  

William Shakespeare’s 3 Henry VI, aka Henry VI, Part 3: A Retelling in Prose  

William Shakespeare’s All’s Well that Ends Well: A Retelling in Prose  

William Shakespeare’s Antony and Cleopatra: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Coriolanus: A Retelling in Prose  

William Shakespeare’s Cymbeline: A Retelling in Prose  

William Shakespeare’s Hamlet: A Retelling in Prose  

William Shakespeare’s Henry V: A Retelling in Prose  

William Shakespeare’s Henry VIII: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s King John: A Retelling in Prose  

William Shakespeare’s King Lear: A Retelling in Prose  

William Shakespeare’s Love’s Labor’s Lost: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s Measure for Measure: A Retelling in Prose  

William Shakespeare’s The Merchant of Venice: A Retelling in Prose  

William Shakespeare’s The Merry Wives of Windsor: A Retelling in Prose  



 

 
 

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Pericles, Prince of Tyre: A Retelling in Prose  

William Shakespeare’s Richard II: A Retelling in Prose  

William Shakespeare’s Richard III: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Timon of Athens: A Retelling in Prose  

William Shakespeare’s Titus Andronicus: A Retelling in Prose  

William Shakespeare’s Troilus and Cressida: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

William Shakespeare’s The Two Gentlemen of Verona: A Retelling in Prose  

William Shakespeare’s The Two Noble Kinsmen: A Retelling in Prose  

William Shakespeare’s The Winter’s Tale: A Retelling in Prose  

Other Fiction 

Candide’s Two Girlfriends (Adult) 

Honey Badger Goes to Hell — and Heaven 

I Want to Die — Or Fight Back 

The Erotic Adventures of Candide (Adult) 

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 



 

 
 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

Boredom is Anti-Life: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 

The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 



 

 
 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

Discussion Guide Series 

Dante’s Inferno: A Discussion Guide  

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 

Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 



 

 
 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Black Cauldron: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide 

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

 


