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	TWRT/BUS/EWRT 61: Instructions Rubric


	

	1.
	Format and Adherence to the Assignment (20 pts)
	

	
	· Headings are clearly distinguished from text by use of white space, font type, and other formatting.

· White space is used effectively in the document. Items within sections are visibly grouped together.

· The text makes good use of the entire page.

· Conventions for indicating titles, sections, steps, etc. are effective and consistent.

· Graphics, illustrations, and font characteristics are useful and crisp looking.

· Tables are used effectively when appropriate, are well formatted and clean looking.

· Steps are formatted in a way that is pleasing to the eye and that clearly distinguishes the primary action from accompanying explanation or reactionary response.

· Bullets are formatted well and appropriately spaced.

· Design caters to different levels of user and is formatted in such a way as to be used for reference.
	

	2.
	Style and Content (20 pts)
	

	
	· An appropriate task has been selected for the instructions; an appropriate title is given. 

· An overview section is included and at least one set of individual steps in sequential order follows. (You may or may not title the overview section “Overview.”)

· Overview section contains the following:

· an opening statement identifying the purpose and content (audience should be clearly implied)

· an explanation of the why, when, and where the task should be performed

· definitions of key terms

· a list of materials and tools needed (if specific to a task they may be covered with the steps)

· a brief summary of the steps involved

· Writing is focused on the reader and talks directly to them; steps are written in imperative voice with “you” omitted; passive voice is avoided as is talking about the guide or the instructions.

· Each step is numbered and begins with a verb; only one action occurs per step. 

· Steps are short and to the point; explanatory information is distinguished from the step action.

· Consistent terminology is used and terms are defined according to the experience level of the audience. (Audience is generally defined as an intelligent adult who is a beginner to this task.)

· Included graphics and illustrations have a purpose and enhance, support, and clarify meaning.

· Text is accurate, specific, and concrete with an appropriate amount of detail.

· Writer establishes a connection with the user and anticipates user needs, questions, and reactions.

· Writing is clear, concise, fluid, and establishes the credibility of the writer.

· Paragraphs concentrate on one main idea and begin with a topic sentence that provides transition.

· Regional or culturally specific jargon is eliminated; writing is culturally-sensitive and appropriate to an American audience.
	

	3.
	Grammar, Mechanics, and Punctuation  (10 pts)
	

	
	· Rules of American English grammar and usage are appropriately applied.

· Spelling is correct and the instructions have been carefully proofread; capitalization is correct.

· All items in bullet lists are parallel; bullet lists include at least two bullets.

· Verb tense is consistent and appropriate; passive voice is avoided; future tense is avoided.

· Structure and word order follow American English grammar and usage conventions.

· Punctuation rules and conventions are consistently applied and adhered to.
· Expletives (it, there) and unclear demonstratives (this, that, these, those without a noun) are avoided.
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