Content Engineering Card Templates
Pick one or two questions from your Activity 2 audit. For each, write the card the way you want the assistant to use it: the question in plain words no jargon or terms of art, the answer in plain language, and where it came from. Aim for 3-4 cards to start — extra pages here are for later, back at your desk.
	EXAMPLE — not one of your three
Employee question: "why is money being taken out for FICA?"
Answer: FICA is a required federal payroll tax that funds Social Security. It appears on every paycheck as "FICA." You cannot opt out of it.
Source: IRS Publication 15; Walton Payroll Code Key

	  CARD 1
Employee question (plain language, without jargon and terms of art):
  
Answer (plain language):
 


 
	Source:
 
	Audience / effective date:
 






	  CARD 2
Employee question (plain language, without jargon and terms of art):
  
Answer (plain language):

 
 
	Source:
 
	Audience / effective date:
 






	  CARD 3
Employee question (plain language, without jargon and terms of art):
  
Answer (plain language):
 

 
	Source:
 
	Audience / effective date:
 






	  CARD 4
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 5
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 6
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 7
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 8
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 9
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 10
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 11
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 12
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 



 
	Source:
 
	Audience / effective date:
 






	  CARD 13
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 
 



	Source:
 
	Audience / effective date:
 






	  CARD 14
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 


 
	Source:
 
	Audience / effective date:
 






	  CARD 15
Employee question (plain language, without jargon and terms of art):
 
 
Answer (plain language):
 




 
	Source:
 
	Audience / effective date:
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