Assignment 3.1
Designing an Online Questionnaire
Given the convenience and speed of Web-based surveys, companies are increasingly using them as a method of delivering questionnaires. Explore online questionnaire design by using one of the free online survey tools available on the Web. Search for “free Web survey” to find online survey tools and pick one for your group to try out for this exercise.
Imagine your group is a marketing team that works for a vending machine company trying to decide which products to stock on a college campus. Design a questionnaire to help gain critical information from your target audience—college students.
Design a ten-question survey that will help you answer this research question. Be sure to apply the strategies for surveys from your textbook, including an engaging introduction that provides appropriate information and a well-constructed set of questions.
Send your classmates the link to your survey in a discussion post so that they can complete it.
After reviewing the results, consider how you would interpret the data you have gathered. What conclusions might you draw from this data? What additional resources or questions would you want to explore, having looked at this data? What new connections or possibilities are revealed by these results?
Consider the survey design process. As you looked at the surveys created by the other groups, what differences did you notice? Would you have made any changes to your own survey based on what you saw in the other surveys? Prepare a one-page report to the head of the marketing department of XYZ Vending Company stating your survey results, your conclusions, further areas of research, and any changes to the questionnaire you would recommend before distributing it to the larger student population.





Assignment 4.1
Using your e-text, go to page 70 and answer question 2 in the General Applications section. Do not forget to attach the documents you are using as a reference. Please read the chapter BEFORE completing the assignment.
Find a set of instructions or document that is easy to use. Identify specific characteristics of the document, including any persuasive elements, that make it usable. (Refer to the usability questions on page 68 to guide your assessment.) Then find a technical document to use. What characteristics make it unusable? In a memo to your instructor, define specific changes that you would make in revising the document. Şubmit both examples along with your memo.


Page 68
CHAPTER 4 Providing Audiences with Usable Information 
purpose, and tasks (each get their own section), but also all the related factors (some of which are implied):
* Setting. Although not spelled out, it is understood that users will be reading the instructions while assembling their grills, which the authors have accounted for via the document's simple, lightweight design.
 • Potential problems. Although safety issues are not given their own sub headed section, the authors have considered safety measures at a number of points.
* Length. In the "Rough outline" section, the authors have determined that the instructions will be four pages long.
 • Format. In the "Rough outline" section, both text and visuals have been care- fully considered, page by page.
 • Timing. In the "Schedule" section, the authors have not only accounted for the due date but also the various milestones to be reached along the way.
 • Budget. Under the "Production guidelines" section, the authors note that the budget will not allow for color printing or photographs.

 
WRITE, TEST, AND REVISE THE DOCUMENT 



 When your planning is completed, you will be ready to write, test, and revise your document. For a gas grill manual, you would write the instructions and design the graphics as you've planned, and select a medium (print, CD, Web-or some com- binational) for distributing the information. 
Once you have a workable draft, test the document on potential users or readers, if possible. Ask people what they find useful and what they find confusing. If you have created a set of instructions, watch people use the document and measure their ability to perform the task based on what you have written. If someone trying to assemble the gas grill, for instance, could not locate a part because of unclear instructions, knowing about this would be valuable as you revise your material. Ask respondents to identify specific difficulties they encountered in reading the instructions and in performing the task: 
• Content. Are there any inaccuracies? Is the level of technicality appropriate to this audience? Are claims, conclusions, or recommendations supported by evidence? Are all key terms defined? Is the material free of gaps, foggy areas, or needless details? 
*Organization. Is the structure of the document visible at a glance? Is any- thing out of order, hard to find or follow? Is the material "chunked" into cagily digestible parts? Is the material organized in a logical sequence? 
• Style. Is anything hard to understand, imprecise, too complex, or too wordy? Are sentences put together with enough variety? Is the tone appropriate for the situation? Are words chosen for exactness, not for camouflage?






Assignment 5.1
Outline and Write a Paragraph
Outline a paragraph on one of the topics below. Include the topic, topic sentence, supporting details, and a conclusion to support the topic you choose.
· Describe an important goal that you have achieved or would like to achieve.
· What does it mean to be educated?
· Describe a favorite place.
Using your outline, write a paragraph by turning your ideas into complete sentences.



[bookmark: _GoBack]
Assignment 6.1
The following email was received at the end of the semester after the student received his grade. This student's case is an example of what not to do -- not listen to professor, not understand the requirements of the course, not follow directions and not come to class regularly. In addition, it is not a good idea to repeatedly beg the professor, send poorly written emails that suggest you are not college material, try to get the professor to change your earned grade at the end of the semester and hold the professor responsible for saving your future.

Subject:  U GOT HELP ME OUT, PLEASE
HI DOCTOR, U TOLD ME AM GOING TO MAKE A "B" EVEN WITHOUT DOIN THE FINAL BUT UNFORTUNATELY U GAVE ME A "C" WHICH IS OF NO GOOD TO ME. PLEASE DOCTOR CHECK MY COURSE STUFF I DID, MY TEST AND MY FINALS OUT AGAIN PLEASE CAUSE WITHOUT UP PASSING I MEAN GETTIN A "B" AM NO GOOD AT ALL AND ACADEMIC IS GOING TO BE AFFECTED REAL BAD PLEASE AGAIN LOOK INTO MY CASE.
Within an hour, he sent another email--
Subject: u got to save my fuyure
hello doctor , how u doin hey doc. i check my grade today and i realise i gave a "C" intead of a "b" remember when i came to see u in about my grade u said am good for a "b" but to my sadness u gave me a "C" please doctor u got to help me out cause without me passin ur class my educational carrer will come to a stop and i know u don't want that for nor any of your student please u got to help me ,please for love of God u got to to save my career.
Instructions: Revise the email from the student to make it ONE email questioning the grade and then create a response from the professor. Keep in mind, the professor is not going to change the grade as he/she feels the student did not earn the grade he is requesting.  Remember the relationship and tone. Keep your email clear and concise. Include any information you feel has been omitted.
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