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Writing

Topic Selection

1. Select something that is very practical, down-to-earth, and easily visualized by your reader.

2. Do not select a topic that is general, wishy-washy, or too philosophical, such as “how to change your attitude about life.”

3. A reliable way to select a topic is to limit your choices to one of two categories:

a. Making something (a bird house, a swing, a hamburger, etc.)

b. Performing a service (waiting tables, washing a car, etc.)

4. Select something easily manageable, not something too big. For example, how to build an entire house would be much too big and complicated for this essay; however, how to repave the driveway would be more manageable.

5. Choose a process that has at least three steps or actions. 

· Each step should be easy to visualize as you explain it to the reader.

· Each step must be distinct and different from the previous step.

6. Here are some very random (but perhaps useful) possibilities to use as models:

· creating a video

· repairing a ______  (computer, lamp, door, etc.)

· accessorizing an outfit

· gardening

· maintaining an aquarium

· decorating a ______  (room, cake, window, etc.)

· breaking up

· working out

· choosing a college

Organization
1. Think in terms of a beginning, middle, and end.

a. Your introductory paragraph should contain no steps; instead, it should prepare the reader for the topic of your paper. By the time the introductory paragraph ends, the reader should know clearly what the process is and that you are about to explain how to do it. 

b. The middle of your paper should always be moving forward through the steps to get to the end. Don’t dawdle around or get bogged down in the process.

· Divide the process into separate actions. Almost any undertaking, even a relatively complex one, can be followed if the instructions separate the process into clear steps that the reader can follow one at a time. Use paragraphs to group steps. When a new paragraph begins, the reader of your paper should assume that a new step in the process is also beginning.

·  Make the sequence clear. Use plenty of transitions to indicate the chronological sequence of steps. Use expressions like those listed below. The reader should never have to guess when, or in what order, the steps should be followed. 

· Give complete instructions. Remember that your readers do not know how to perform the task; that's why they are reading the instructions. Include all steps, no matter how obvious they seem to you, and include necessary background information. Also consider the error readers might make, and add any appropriate cautions or warnings. 

· Be specific. For example, telling the readers to "remove the old oil filter" is inadequate; they might now know where to locate the oil filter or how to remove it. To check your attention to details specific, you may want to go through the process, taking notes on exactly what you do and when you do it. 

c. The concluding paragraph of your essay also contains no steps. The purpose of the concluding paragraph is to “ease out” of the topic by talking somewhat generally about the product or the service and conveying a positive note about the topic in general.

Style and Mechanics

1. Use the second person (you). Since you are speaking directly to the readers telling them what to do, use the imperative verb form (for example: prepare the surface by sanding it lightly; mix the ingredients thoroughly) and the pronoun you (for example: you should allow at least two hours for the paint to dry).

2. Avoid the “telegraphic” style. To ensure that readers will be able to understand the instructions, do no omit words like "the" and "a," and do no rely on abbreviations. For example, instead of writing, "Add 1 lb flour to dough," write, "Add one pound of flour to the dough." 

3. Do not literally list and label.  Unlike the format of this handout, your instructions should be written in paragraph form without numbers or letters indicating steps and sequence.

4. Use transitional words. 

At the start of the process or in the middle of the process:

At first,…….. 


Next,.….

In the beginning,…. 

After that,…..

As you start,….. 

Continuing with,….

To begin with,….. 

The next step is….

The first step,…. 

When this step is finished,….

When you begin,….. 

As you continue,……

At or near the end of the process:

Finally,….

As you finish,…..

Toward the end,….

The last step,…..

