Manuals and Instructions Guidelines
(from Markel)
A set of instructions is a process description written to enable a person to carry out a procedure safely and effectively. An effective set of instructions requires a very careful analysis of audience. 
     The writer must determine how much the reader already knows about the activity itself and about related skills, equipment, and tools. A crucial point to remember in writing instructions is that most readers will not read the entire set of instructions before beginning; therefore, the writer must make sure that any necessary cautions or warnings are placed before the description of the step to which they pertain. The discussion of safety information covers writing it, designing it, and placing it in an appropriate location.
     Instructions generally follow the same three-part structure used in mechanism and process descriptions. The general introduction explains why the task should be performed (if the reason is not obvious), provides any warnings or safety measures that apply to the whole set of instructions, and describes or lists the tools and equipment that will be needed. Each step of the instructions is presented in the imperative mood and is sufficiently brief that the reader can perform the step without having to refer back to the instructions. Many kinds of instructions conclude with a troubleshooter's checklist, a table that helps the reader identify and solve common problems after the task has been completed. 
     A manual is an extensive set of instructions, often bound together in book form. Manuals can be classified according to function: procedures, reference, maintenance, and so forth. The writing process used in most tech comm also applies to the writing of manuals. One chief difference is that, because of their size and complexity, manuals are generally written collaboratively. As is the case with instructions, you must analyze audience and purpose carefully. The front matter of a manual generally contains a cover, title page, table of contents, preface, conventions, and how-to-use-this-manual section. The body will be structured according to how it will be used. The writing will be simple and straightforward, with instructions in the imperative. The graphics will be plentiful. The back matter often consists of a glossary and an index.    
Drafting Introductions for Instructions
A general introduction answers these three questions:
	Why should the reader carry out this task? Sometimes the reason is obvious: you don't need to explain why a backyard barbecue grill should be assembled. At other times, however, you do need to explain, as in the case of many preventive-maintenance chores such as changing radiator antifreeze every two years. 

   If appropriate, answer two more questions:
	When should the reader carry out this task? Some tasks, such as rotating tires or planting crops, need to be performed at particular times or at particular intervals. 
	Who should carry out the task? Sometimes you need to describe or identify the person or persons who are to carry out a task. Some kinds of aircraft maintenance, for example, may be performed only by those certified to do it.

	What safety measures or other concerns should the reader understand? In addition to the safety measures that apply to the whole task, mention any tips that will make the job easier:

NOTE: For ease of assembly, leave all nuts loose. Give only 3 or 4 complete turns on bolt threads. 
	What items will the reader need? List necessary tools, materials, and equipment in the introduction so that readers will not have to interrupt their work to hunt for something. If you think readers might not be able to identify these items easily, include drawings next to the names (see Markel Ch. 14 for more about graphics). 

Drafting Steps in Instructions
Number the instructions. For long, complex instructions, use two-level numbering, such as a decimal system.
1
1.1
1.2
2
2.1
2.2
etc. 
	Present the right amount of information in each step. Each step should define a single task the reader can carry out easily, without having to refer to the instructions.

Too much information
Mix one part of the cement with one part water, using the trowel. When the mixture is a thick consistency without any lumps bigger than a marble, place a strip of the mixture about 1" high and 1" wide along the face of the brick.
Too little information
Pick up the trowel.
The right amount of information
1. Mix one part of the cement with one part water, using the trowel, until the mixture is a thick consistency without any lumps bigger than a marble. 
1. Place a strip of the mixture about 1" high and 1" wide along the face of the brick.
	Use the imperative mood. For example, "Attach the red wire. . . ." The imperative is more direct and economical than the indicative mood ("You should attach the red wire . . ." or "The operator should attach the red wire . . ."). Avoid the passive voice ("The red wire is attached . . ."), because it can be ambiguous: is the red wire already attached? Finally, make sure your sentences are grammatically parallel. 
	Include graphics. When appropriate, add a photograph or a drawing to show the reader what to do. Some activities--such as adding two drops of a reagent to a mixture--do not need an illustration, but they might be clarified by charts or tables. Figure 20.6 on page 594 of Markel shows the extent to which a set of instructions can integrate words and graphics. See Chapter 14 for more about graphics. 
	Do not omit the articles (a, an, the) to save space. Omitting the articles can make the instructions unclear and hard to read. In the sentence "Locate midpoint and draw line," for example, the reader cannot tell if "draw line" is a noun (as in "locate the draw line") or a verb and its object (as in "draw the line"). 

Drafting the Body of a Manual
Structure the body according to how the reader will use it. If the reader is supposed to carry out a process, arrange it chronologically, beginning with the first step in the process and continuing on to the end. If the reader is supposed to understand a concept, move from more important elements to less important elements. Consider one of the organizational patterns discussed in Chapter 8 (p. 186), but be open to combining or altering it to meet the needs of your audience. 
	Write clearly. Simple, short sentences work best. Use the imperative to give instructions. 
	Be informal, if appropriate. For some kinds of manuals, especially those intended for readers unfamiliar with the subject, an informal style that uses contractions and everyday vocabulary is effective. One caution: safety warnings and information about serious subjects such as disease or war usually require a formal style. 
	Use graphics. Graphics break up the text and encourage comprehension. Whenever readers are to perform an action with their hands, include a drawing or photograph showing the action. Where appropriate, use tables and figures. 

