
 About TMS 
 

The Manual Solution was started in 2002 to offer instructional 
design and documentation writing services to a variety of 
industries, including the Restaurant, Retail, Hospitality, Business 
Services, and Technical industries. Specializing in the area of 
procedure manuals and training programs, The Manual Solution is 
fast gaining respect for quality service and the timely delivery of 
material. 
 
Tracy Yandow, the founder 
and owner of The Manual 
Solution, has over 15 years of 
professional writing and design 
experience with a strong 
background in operations and 
training program development. 
She has designed and written 
a variety of programs used for 
both entry-level users and 
advanced users, including 
management personnel. She 
has been recognized for her 
creative and innovative approaches to instructional design, and 
has written for the restaurant, retail, and technical industries. 

Tracy started The Manual Solution in 2002, to offer her services as 
an instructional designer and documentation writer, specializing in 
the area of procedure manuals, and training programs. She is a 
fun and energetic woman with a knack for creating outstanding 
documentation that clearly communicates your business’s 
information to your employees or clients. 

With over 12 years of hands-on experience in training and 
operations, she has worked for a restaurant franchise organization, 
a retail service provider, and a leader in software and Internet 
applications development. In each position, she has developed, 
written, implemented, and presented training and operations 
programs to hundreds of people. 

Since founding The Manual Solution, she has re-worked procedure 
manuals, designed many training manuals, job descriptions, 
employee manuals, business plans, forms, and computer based 
training programs. 

She is highly motivated and focused on her mission to provide 
operators and business owners with written tools that not only look 
good, but also are effective. After years of reviewing company 
manuals that resemble encyclopedias, training workbooks that 
have never been opened, and overhead projector presentations 
that put the audience to sleep by the third slide, she felt that it was 
time to provide a much-needed service to organizations like yours. 

 
 

The 
Manual 

Solution 
offers professional 

documentation 
writing and 

instructional design 
services, as well as a 

variety of innovative 
training and 

management solutions 
for your organization. 

Whether you need a 
new training manual 
from the ground up, 

revisions done to your 
operations manual, or 

a tool to assist in 
training or managing 

your business, The 
Manual Solution is 

THE solution for you 
organizational needs. 

 



 Services 
 
 
The Manual Solution offers a variety of solutions for your organization. From manual writing and 
editing, to training program development, The Manual Solution has the tools and experience to 
provide you with the quality work you expect in a timely manner. 

The Manual Solution's expertise lies in documentation development and instructional design. We 
work one on one with our clients through content and layout development. If you are not sure where 
to start we offer suggested topics and outlines for a variety of manuals, guides, and operating tools. 
We do not stop until you are fully satisfied with the end result.  
 
 
 
Operational Solutions  

• Operations Manuals  
• Policy and Procedure Manuals  
• New Store Opening Guides  
• Implementation Guides  
• Business Plan Layout 
• Product Owner’s Manuals 
• User Manuals  

 
    
Training Solutions 

• Instructor-led Training Materials  
• Job Specific Training Guides  
• Train-The-Trainer Seminars  
• Policy Training Programs and Seminars  
• Training Tools 
• On-site Seminars and Motivational Speaking 

 
 
Business Solutions:  

• Brochures  
• Newsletter Design  
• Presentation Materials  
• Documentation Revisions  
• Layout and Template Design  
• Technical Tip Documents  
• Spanish Translation 
• Graphic Design 
• Professional Proofreading and Editing 

 
 
 



Testimonials 
 
 

“We selected The Manual Solution to improve on our Operations Manual and Training Programs. We 
were very impressed with their overall experience in the foodservice industry. The Manual Solution 
always displayed a customer focused attitude. They had the ability to understand our needs and provide 
us with creative solutions.  
 
We were totally satisfied with the results and all our goals were met in terms of the project and timeline. 
We will choose The Manual Solution for our future manual projects and recommend them to others.” 

— Miguel Angel Vettorazzi, Training Director, Campero USA Corp.  
 
 
"Choosing The Manual Solution to update and revise my documents was the best decision I could have 
made. With outstanding creativity and fresh approach to design, I now have tools for my clients that I am 
confident they will find appealing and user friendly." 

— Jim Laube, Owner, RestaurantOwner.com  
 
 
"The Train-the-Trainer guides are world class beyond compare within our industry. These will not only 
facilitate client delivered training, but will assist the RealPage Training Department in providing 
consistent, quality service to our clients... I sincerely could not hope for a more professional team to 
collaborate with on any project... You are awesome and it is a pleasure working with you." 

— Manager of Training, RealPage, Inc.  
 
 
"I have used The Manual Solution to create policy manuals, instructor guides, and training programs for 
Washington Inventory Service. The expertise and creativity were outstanding. Our projects were 
completed ahead of schedule and with quality that exceeded our expectations!" 

— Scott Smith, Vice President of Operations, Duffy Research Inc.  
 
 
"I am very pleased to report that all of her work on our behalf has been conducted in a professional and 
superior manner. Tracy was instrumental in the major task Perky’s Foodservice Concepts undertook in 
the year 2002 to completely overhaul our operations manuals. In that process, Perky's Foodservice 
Concepts, Inc. went from having 4 manuals to 1 complete and coherent manual.  
 
"Tracy's operational skills and understanding of the foodservice industry, along with her organizational 
and writing abilities make her uniquely qualified for a broad range of activities for a company. Tracy 
facilitated all aspects of the process with the Perky's Foodservice Concepts, Inc. personnel involved with 
the manual overhaul.  
 
"Tracy was an invaluable asset to Perky's Foodservice Concepts, Inc. at a critical time in our company. I 
appreciated her guidance, technical input and overall assistance on our project. I recommend her 
services without hesitation." 

— Jim Howell, President and COO, Perky's Foodservice Concepts, Inc.  
 
 
"... A very valuable member of our company's training staff. Had the ability to pick up quickly on new 
information, figure out what skills were needed and then turn attention to developing appropriate 
curriculum...." 

— Dan Nelson, Division Vice President, Washington Inventory Service  
 
 



 

Clients 
 
 
 

The Corner Bar 
Rockford, Michigan 

 
Coffee Lodge, Inc. 

 Ontario, Canada 
 

Joe Cracker’s  
Tiki & Sports Grille 

Venice, Florida 
 

WOW Café & Wingery 
New Orleans, Louisiana 

 
Strizzi’s Restaurants, Inc. 

Dublin, California 
 

AIRCONDITIONED 
San Diego, California 

 
Ruby's Diner 

Newport Beach, California 
 

Perky's Foodservice Concepts 
Oldsmar, Florida 

 
Smile Button Enterprises, LLC 

Peoria, Arizona 
 

Victory Lane Bar & Grille 
Massachusetts 

 
Anna’s Linens 

Costa Mesa, California 
 

Chow!Bella 
St. Albans, Vermont 

 
Silliker, Inc. 

Homewood, Illinois 
 

Pollo Campero 
United States and Guatemala 

 
Duffy's Sports Bar and Grill 

Palm Beach, Florida 
 

The Whole Enchilada 
Birmingham, Alabama 

 
Don Pablo's 

Atlanta, Georgia  
 

Washington Inventory Service 
San Diego, California 

 
Intercontinental Hotel Group 

Atlanta, Georgia 
 

MVP Micro, Inc. 
Costa Mesa, California 

 
Liberty Medical Group 

Palm Beach, Florida 
 

Apartment Association of 
Greater Rochester 
Rochester, New York 

 
Surrogate Creations 

Roseville, California 
 



 

FAQs 
 

What services does The Manual Solution provide?  
The Manual Solution offers professional documentation writing and instructional design 
services. Areas of specialization include Operations Manuals, Policy and Procedure 
Manuals, Instructional Design, Training Manuals. Additionally we do presentation 
materials, forms, newsletters, documentation revisions, and much more.  
 
  
Does The Manual Solution outsource its work?   
No. The Manual Solution completes all work. Company owner, Tracy Yandow, does much 
of the client work herself. When someone hires us to do a job, that's exactly what we do. 
This is the only way we can be sure that it gets done right. The Manual Solution has 
documentation professionals who collaborate as needed. 
 
  
Do you work onsite or offsite?   
We work almost exclusively offsite. Most of our work is done by Internet, email, phone, 
and fax. Depending on your location and the needs of the project, we will sometimes go 
onsite to meet with people and attend meetings. The client pays all travel expenses.  
 
  
Why should I hire The Manual Solution?   
The Manual Solution has a personal approach to professional documentation. You talk 
directly to the person working on your project. We work together to find the best solution 
to meet your needs. We also bring a fresh and creative approach to design, and we don’t 
stop until you are completely satisfied with the end product. We only take on projects that 
are within our scope, and can be completed to meet deadlines.  
 
  
How much do you charge?   
The Manual Solution will spend time looking at the size and scope of the project and then 
provide you with a project quote. Most projects are billed at an hourly rate. We will also 
provide you an estimated time to complete the project.  
 
  
I have a documentation project I'd like to outsource. How do we get started?   
Contact us by phone or email. We will review your requirements and provide you with the 
"best value" solution. We respond to all inquires promptly.  
 



  

Page Layout Examples
The following is an assortment of page layout examples from 

training guides, operations manuals, and training programs that 
we have developed over the years for variety of industries.  



The Manual Solution Samples  

© 2005 The Manual Solution 

The use of bullets and 
numeric lists make the 
information easy to view 
and follow. 

Using icons can be a 
helpful tool to indicate 
important information you 
want to make sure the 
reader notices.   



The Manual Solution Samples  

 

The use of daily 
quizzes during training 
can be a great way to 
see if your new 
employees are 
retaining the 
information they have 
been learning. 

By filling out a workbook 
as new employees are 
learning new skills, they 
tend to retain the 
information longer than 
just hearing it. Also, the 
book can be useful for 
those who want to take it 
home for review.  

© 2005 The Manual Solution 



The Manual Solution Samples  

 

A well organized table of 
contents helps the reader 
to find information quickly. 

© 2005 The Manual Solution 



The Manual Solution Samples  

 
When writing technical 
documents for the average 
user you want to stay 
away from technical 
terminology and use step 
by step instructions. 

For software applications the 
use of real screen shots 
helps the user to follow along 
with the information. 

When creating job 
descriptions keep the 
responsibilities specific 
and to the point so there 
is no question to what the 
job entails. 

© 2005 The Manual Solution 



The Manual Solution Samples  

 

Using check boxes in 
training guides can be 
useful if you want to copy 
the page and use as a 
checklist during hands-on 
training.  

Giving an 
instructor bullet 
points and ideas 
on how to lead 
the class will help 
him to present, 
without having 
him read from 
the guide word 
for word.  

Using suggested time 
frames for each section 
helps the instructor to stay 
on track. 

© 2005 The Manual Solution 



The Manual Solution Samples  

 
The use of color and 
graphics can add a lot to a 
presentation.  

When developing a 
presentation the fewer 
words on the slide the 
better. Let the slide just 
be a guide to the spoken 
presentation.   

Use simple navigation buttons to 
turn your presentation into a 
simple self-paced training 
program.  

© 2005 The Manual Solution 




