INSTRUCTIONS
(How-To)

simple office procedure:
· how to replace toner in a fax machine or copy machine,

· how to replace paper in the copier

· how to fix a paper jam in the copier

· how to order supplies from Central

· how to do some work-related task with a cell phone

· how to change the ring tone on your cell phone to signal a work-related call

· how to transfer a call

· how to use the fire extinguisher

· how to change the water in the water cooler

· how to do any one task with the coffee maker

· how to punch in

· how to replace staples in the electronic stapler

· how to pump gas using the company credit card

· (choose a specific brand, model to make your process more specific)

purpose:
· You have been asked by the personnel director to draft instructions for the New Employee Handbook.

· Your instructions will be included in this book given to new hires during their orientation seminar.

rhetorical strategies:

· Because this document is for new employees, you must approach your task with the assumption that they have never performed this task before.
· Thus, to clarify each step, you will use rhetorical strategies in addition to Instruction:
· Description
· Definition
· Illustration
Length:
· 2-4 pages

Format:
· memo form

· ABC format

· Abstract:
· purpose

· summary of main steps, process as a whole (number, difficulty, time of steps)

· LIST necessary equipment
· Body:
· numbered or bulleted lists (no paragraphs)

· 1 action = 1 step

· chronology

· subheadings:  group related steps

· indent x2:  
· separate action from explanation
· “command” verbs

· CAUTION:   equipment

· WARNING:  possible injury
· DANGER:     probable  injury or death

· warn before steps, step, throughout
· Conclusion:
· purpose 

· process as a whole (number, difficulty, total time)

· description of finished product 

· if done correctly, what should it look/sound/smell/taste/feel like?

· your further contact info

· number each step

· also

· tools, tips, & techniques *

· descriptions of parts, tools

REMEMBER:
· your audience has NEVER done this before

· POV – “you”

· articles – a, an, the

· pronoun reference – singular w/singular, plural w/plural

· commas, comma splice sentence errors

· subheadings or sub-steps

· graphics – use helpful pictures throughout, esp. of the product
· highlight the most important parts

· “make sure” or “make certain”

· boldface, underline, italics, font size, font color, box

· How exactly?!

