Activity 2: Content Audit Worksheet
Stop Answering the Same Questions — OSPA Workshop 2026
Work through your own HR document, or one of the Clear River sample documents, using the questions below. You don’t need polished answers — quick notes are enough to fuel the group report-out.
Document being audited: _______________________________________________

1. What policy and process questions does this document answer well?
 
 
2. What questions would employees actually ask that this document handles poorly or not at all?
 
 
3. Where is the language too formal, too dense, or too technical for a plain-language answer?
 
 
4. What terms does HR use that employees probably do not — and what do employees say instead?
 
 
5. Where could two different sections produce conflicting answers to the same question?
 
 
6. What would you never want the assistant to answer from this document, and why?
 
 
7. What is missing that employees would need to get a complete answer?
 
 
[image: ]  Clear Concepts Consulting Group  |  OSPA Workshop 2026	Activity 2 — Content Audit Worksheet
5e95ab6d7a6bdd22a532c810ce8627d25d168bcb.png




