FIGURE 22.10 Revision Checklist for Instructions

REVISION CHECKLIST FOR INSTRUCTIONS

Does your draft include each of the elements needed to create instructions that your readers

will find to be usable and persuasive? Remember that some elements of the superstructure

may be unnecessary for your specific readers and purpose and that the elements may be organized

in various ways.

The following headings reflect the elements of the conventional superstructure for instructions.

In many situations, some of the elements are unnecessary.

Introduction

Describes the aim, purpose, or desired outcome of the procedure?

Identifies the intended readers (their knowledge level, job descriptions, etc.)?

Tells the scope and organization?

Indicates ways to use the instructions effectively?

Provides reasons for following the instructions (rather than using some other procedures)?

Explains the conventions used (abbreviations, etc.)?

Includes safety information?

Description of the Equipment

Shows the location of the key parts?

Explains the function of the key parts?

Materials and Equipment

Tells readers what materials and equipment to gather before starting the procedure?

Directions

Support rapid comprehension and immediate use by providing only the information your

readers need, listing the steps, using the active voice and imperative mood (“Do this.”), and

highlighting key words?

Help readers locate the next step quickly by numbering the steps and putting blank lines between

them, giving one action per step, and putting step numbers in their own column?

Distinguish action from supporting information by putting actions before responses, and

making actions stand out visually?

Group related steps under action-oriented headings?

Use many graphics?

Present branching steps clearly?

EXERCISES

REVISION CHECKLIST FOR INSTRUCTIONS

Troubleshooting

Tells what to do if something fails or there is an unexpected result?

Graphics

Included wherever readers would find them helpful or persuasive?

Look neat, attractive, and easy to read?

Referred to at the appropriate points in the prose?

Located where your readers can find them easily?

Page Design

Looks neat and attractive?

Helps readers find specific information quickly?

Proofreading

Uses correct spelling, grammar, and punctuation?

1. Find and photocopy a short set of instructions (five

pages or less). Analyze the instructions, noting how

the writers have handled each element of the superstructure

for instructions. If they have omitted certain

elements, explain why you think they did so. Comment

on the page design and graphics (if any). Then

evaluate the instructions. Tell what you think works

best about them and identify ways you think they can

be improved.

2. Complete the “Instructions” project in Appendix C.

Choose one:

a. Find a set of instructions designed to be read on the

World Wide Web and discuss ways they might be

changed to be effective in print.

b. Find a set of print instructions and discuss ways they

might be changed to make them as effective as possible

if viewed on the World Wide Web.

Working with another student, conduct an informal

user test of a set of online instructions for a program on

your computer. First, evaluate the screen design together.

Next, while one of you uses part of the instructions,

the other should record observations about

parts of the text and graphics that work well and parts

that could be improved. Present your results in a

memo to your instructor. Consider the guidelines

given on pages 563 – 67 and your own experience as

you prepare your memo.

Expertise

Online

Collaboration

