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Project objectives:

· To produce effective technical writing documents

· To utilize the writing process, including drafting and revision

· To produce adequately detailed, professional quality written instructions

· To produce a taping script

· To work cooperatively and productively as part of a group

· To clearly explain an automotive procedure

· To incorporate elements of successful presentation (oral and physical communication skills)

Procedures checklist:

______  1.  Meet with your partner/s.

______  2.  Select an automotive repair task –this should be something common and practical for the everyday auto user.
______  3.  Sign up for the task you and your partner/s want to perform (first come – first served) – Make sure you will be comfortable in performing the job on TV.

______  4.  Complete a set of formal instructions for your procedure that includes the following sections:

______  Introduction

______  Equipment and Supplies

______  Procedure organized in a series of concise steps (note any warnings, include visuals when helpful, include any needed explanations – descriptions, rationales, definitions)

______  Conclusion

______  5.  Hand in your formal directions

______  6.  Word process a detailed, professional script describing the process you’ll be demonstrating.  Indicate roles and staging as in the provided model.  At the bottom of the script, mention the approximate time needed for the procedure.  Use visuals in the script, if available.  This document should be so clearly written that anyone who drives a car could perform the task completely and successfully.  Create a professional cover page for your final copy.

______  7.  Hand in your script for assessment.

______  8.  Rehearse the entire episode.  You do not need to memorize lines, but you should consider using note cards or creating cue cards for your videotaped performance.  Each group will have at least one “dress rehearsal.”

______  9.  Have the episode recorded on your arranged date.  Edit your video

NOTE:
Your final rating will be determined by viewer response, your teachers, and analysis of your written instructions and script.  In order for your Auto Time contract to be renewed, you must:

· Work cooperatively and productively with co-worker/s

· Submit detailed and professional instructions and script

· Successfully perform the automotive task

· Successfully use all discussed presentation skills
Applied Communication

Auto Time Project

Technical Writing: A set of instructions
This assignment is a preliminary step in the Auto Time TV Program Series.  Working together, your group will compose a technical writing document: a set of clear instructions for the automotive job you will perform.

Your instructions will be like what you might find in Hayne’s or Chilton’s.

This will prepare you well for your oral presentation; the assignment demands that you consider how to perform the task and catch any problems that may arise (forgotten steps, etc.)
Steps before writing:
1. Know your audience’s knowledge level and gear your writing to them

2. Know the sequence of steps required for your set of instructions (use your brain, Chilton, Haynes, your auto textbook, etc.).
Requirements:
1. Instructions must be word-processed and contain minimal errors.  Label the various sections.

2. Instructions must have a general introduction before beginning.  You should include what the instructions will cover and the purpose of the procedure (what the reader will be able to do once he or she finishes).
3. List materials or tools needed.
4. Include appropriate cautions or warnings (either at the beginning of the instructions or where appropriate during the writing of your instructions). WARNINGS are usually written before the reader is likely to do something dangerous.

5. Include helpful notes/advice/explanations; your steps in the instructions will often be aided by additional explanation.  This information is not an essential step but should be included immediately after the step it is most closely related to.


ALSO:
· Make sure steps proceed forward in time, without backtracking to pick up a forgotten step.

· Use short sentences.  Get to the point right away.

· Use an action verb at the beginning of each step.

· Write only one instruction for each step.

· Make sure each step is truly a step, something to do

· Place notes and explanations after the step (if you need additional information)

· Be sure you have included enough precise, specific details to show your reader what to do.  Details might include distances, sizes, places, or time.

· Field test your instructions to make sure you are correct.
