

	EDUC 270
	PROCEDURES: PLANNING FORM AND GRADE SHEET



LESSON 4: PROCEDURES AND INSTRUCTIONS
Learn on Your Own (Reading Guide)

Use the following questions to guide you through the reading. 
	Question
	Your Notes

	Why is planning important to the writing of instructions?
	The writing process is important because it helps with the target audience being able to use the product. Even more it helps with marking sure the instructions are focus on the correct audience and purpose used and : fundamentally important in carrying out procedures and using products safely and effectively” ( 497)

	Why is safety information important when writing procedures?  What particular issues about safety might an instructor need to consider when writing procedures for use in educational environments?
	Safety is important because as someone who is writing the instruction it is up to us to keep “ a large extent, the way to do this is to be honest and write clearly. If readers will encounter safety risks, explain what those risks are and how to minimize them. Doing so is a question of rights. Readers have a right to the best information they can get” ( 502) A instructor would want to make sure the wording is clear and concise. Avoid complicated sentences. They would also “Be conservative: put safety information wherever you think the reader is likely to see it, and don’t be afraid to repeat yourself. A reasonable amount of repetition—such as including the same safety comment at the top of each page—is effective.” ( 503) 

	Name the key parts of a set of instructions. 
	Number the instructions. For long, complex instructions, use two-level numbering, such as a decimal system.
Present the right amount of information in each step.
Use the imperative mood.
Do not confuse steps and feedback statements.






	Which of the sample instructions presented did you think was most effective?  Why? 
	The first page of the instruction page gave a lot of detail and had the warning written on it and provided the right amount of information for each step but there was a lot of writing and was over whemling  trying to figure out what was important and I didn’t feel the lay out was that good.

I believe the best one that was the most effective was the last one. Figure 19.8 List of Parts. Because it was very straight forward and gave a great breakdown of what the parts are. As someone who wouldn’t know anything about these parts. It made it a lot more clear and easy to focus on one part at a time. 



	What is the purpose of a procedure?

	A procedure is a set of instructionfor performing a task. The task can be physical, such as installing a  modem, or mental, such as calculating the profit margin on a product. Procedures are among the best  known formats in technical communication. 
Procedures tell users "how." Specifically, procedures tell users how:  
To do something, such as changing the oil filter in a car.  ( slides) 

	Name at least five specific tips for writing procedures. 

	state the goal of the procedure as clear as possible.  

If readers need knowledge, supplies, or assistance to perform the procedure, next state that information in a Read Me First section, which precedes the procedure. 

Only explain "must‐know" terminology and concepts in a procedure. Readers use procedures to learn  how to do something, not the concepts and terminology underlying them

proivide an estimate of the time needed to complete the procedure. Provide an estimate that is a little bit longer than the typical user needs to complete the procedure

For procedures that users are not expected to perform, include the agent (person who is expected to perform the task) for each action so readers know who or what is responsible for  that task






	Why are graphics important in communicating technical content?
	Graphics break up the text and help readers understand the information. Whenever readers are to perform an action with their hands, include a drawing or photograph showing the action. Where appropriate, use tables and ﬁgures.

	Name two tips for using color effectively.
	[bookmark: _GoBack]Don’t overdo it. And Use color to emphasize particular items.
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