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Written Instructions - Instructions • 100 pts.
Write a set of written instructions based on an appropriate format from Ch.13 from your textbook. In your instructions, include five (5) or more instructional visuals (charts/graphs, illustrations, photographs), which are cross referenced in the text and support the body copy. You can use any informative     visuals that fit the project. Incorporate organizational tools such as heads, subheads, substeps, text emphasis, to show a clear hierarchy and logical organization. NOTE: Include ALL four instructional elements: Title, Introduction, Body and Conclusion. Your Conclusion summarizes the steps taken for the successful completion of the task. Use the incomplete example on pages 259 & 260 from your textbook as a format guide. The assignment should be a  minimum of 4-5 pages long. Choose from Option 1, Option 2, or Option 3. Read the grading rubric before beginning the assignment. Recipes, videos, or humorous instructions are NOT acceptable for this assignment. USE Page Numbers!

Option 1 - Instructions from a How-To Video.
Select a 3-5 minute how-to video from the Expert Village channel of You Tube (http://www.youtube.com/user/expertvillage). Write concise instructions, for a lay audience, which follow the steps in the video. Do not plagiarize the script in the video! You must include the URL if you choose this option. The project will be easier if the video you find has a terrible     script and common visuals.

Option 2 - Instructions from Scratch.
Select a work- or school-related task you have learned to do particularly well. Write instructions so a novice can learn to do it as well as you. Identifying any pre-existing knowledge users might have that could interfere with their ability to learn this task and to describing what the successful completing of this task looks like using the incomplete examples on page 259-260 in your text.

Option 3 - Instruction Manual  Re-write.
Download the Users Manual for EndNote:
http://endnote.com/training/mats/enuserguide/eng/endnote7/enguide-full.pdf

Select a chapter from the manual to analyze and revise. For example, Installing EndNote or Finding and Inserting Citations – one set of instructions from the manual. Rewrite and simplify the chapter for a newbie audience.

Read the grading rubric on pages two and three before beginning the assignment.











Written Instructions -- Grading Criteria
	
	Strong
	Developing
	Needs Work
	Missing
	Points

	Audience
	10 points
	7 points
	3 points
	0 points
	20%

	Audience
	The technicality of
	Either the
	Neither the
	Element
	

	Usability
	the language and the detail level is appropriate for the specified audience.
	technicality of the language OR the detail level is appropriate for the
	technicality of the
language NOR the detail level is appropriate for the specified audience.
	missing
	

	
	
	specified audience.
	
	
	

	[bookmark: _Hlk535083649]Instruction
	The format is
	The format is
	The format is NOT
	Element
	

	Format
	appropriate for the audience and the purpose.

purpe.
	appropriate for either the audience OR the purpose.
	appropriate for the
audience or the purpose.
	Missing
	

	
	
	
	
	
	

	Instructions
	20 points
	15 points
	10 points
	0 points
	40%

	Instructional
	All 4 instructional
	Three instructional
	Two instructional
	Element
	

	Elements
	elements (title,
	elements are
	elements are
	missing
	

	
	intro, body, AND
	present.
	present.
	
	

	
	conclusion) are
	
	
	
	

	
	present.
	
	
	
	

	Body
	Steps/substeps are numbered and in the correct order. Visual separation between steps.

	Steps are in the correct order, but not numbered, or have no visual separation between steps.
	Steps are not numbered or in the correct order. No visual separation between steps.
	Element missing
	

	Related Elements
	10 points
	8 points
	5 points
	0 points
	20%

	Step Writing Style
	All steps, substeps begin with action verbs, and are written with an active, affirmative voice.
	The majority of the steps begin with action verbs, and are written with an active, affirmative voice.
	Less than half of the steps begin with action verbs, or are written with an active, affirmative voice.
	Element missing
	





	
	Strong
	Developing
	Needs Work
	Missing
	Points

	Writing Style
	Instructions have no grammatical, spelling, punctuation, or proofreading errors.
	Instructions have less than 5 grammatical, spelling, punctuation, or proofreading errors.
	Instructions have more than 5 grammatical, spelling, punctuations, or proofreading errors.
	Element missing
	

	Presentation
	10 points
	7 points
	0 points
	0 points
	20%

	Design and Layout
	Document contains informative headings, subheadings; all visuals are labeled and captioned; Page numbers!
	Document contains either headings, subheadings OR labeled and captioned visuals.
	Document does NOT contain either headings, subheadings or labeled and captioned visuals.
	Element missing
	

	Quantity of Visuals
	[bookmark: _GoBack]Document has 5+ visuals--labeled, captioned, cross-referenced in the steps. 
	Document contains 1-4 visuals as appropriate.
	Document does not contain any visuals.
	Element missing
	

	Total
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