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Writer’s Guide for Planning for Usefulness
‘,@' To download a copy of this Writer's Guide, go to Chapter 4 in your English CourseMate at www.cengagebrain,com

Writer's Guide \\

PLANNING FOR USEFULNESS
Plan Content
1. What questions and subquestions will your readers want your communication to answer?
2. What additional information do your readers need?

3. Is there a superstructure you and use? If so, content does it include?
Organize

1. What will be your readers’ reading tasks?
2. What organization will best support your readers as they perform these tasks?

O Group together the information your readers will use together.
O Create a hierarchical organization.
O
O

Adapt the organization of an appropriate superstructure, if one exists.
Give the bottom line first.

O Outline your organizational plan, if this will be helpful.
Provide Quick Access to Information
1. What headings and other signposts would help your readers find the information they want?
2. Would a modular design help, if you have readers with different needs?
Help Your Readers Quickly Understand Your Meaning
1. What background information about your topic do they need?
2. What background information about the situation do they need?
3. What cultural expectations should you take into account?
4. What tables, drawings and other graphics would increase your readers’ understanding?
Write Ethically
1. Who, besides your readers, are the stakeholders in your report?
2. How might they be affected by it?

3. What do you need to do to treat your readers and other stakeholders ethically?
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USE WHAT YOU’VE LEARNED

For additional exercises, go to Chapter 4 in your English EXPLORE ONLI
CourseMate at www.cengagebrain.com. Instructors: The

' ca . _ _ Develop a list of questions that high school students might
book’s website includes suggestions for teaching the exercises.

ask about studying in your major at your college. Then try

to answer these questions by going to your college’s website.

A EXPERTISE How accessible are the answers? How complete are they from
Imagine that you are employed full-time and have decided the viewpoint of high school students? How could the websit

to take a course at a local college. First, name a course ~ be made more useful for these students?

you might like to take. Next, by following Guideline 1 on o A DA AT T et e r et

page 89, list the questions and subquestions your employer COLLABORATE WITH YOUR CLASSMATES
would want you to answer in a memo in which you ask the Imagine that you have been hired to create a brochure or web—
employer to pay your tuition and permit you to leave work ~site that presents your college department in a favorable lighss

early two days a week to attend class. to entering first-year students and students who are thinkines




" gwi another studclnlt1 and
? i I .

. WG _meratealistof things
oS s chapten B nera’ d t}%
Cghelt ™ G inthISE nt to say- How would the
ying uid"hm y)ult wan

e g w S ation? stake on ga Ny,
‘.:t \'il\zlth‘ %)Ul‘ P.‘rm r \his intormathﬂ ﬂkth()lder grou Cerng ang "" Ao, \‘()mga“\
jollo™! “ad YOO d o ves would bo P Which o Ylles of 1 un hesty
h“"“” rouf an e~ rHIC! Woul € mogy difr akel, S of each, CrStay
e fyov s v yOUREL ould you haye Ul fop \dery’ ¢, kel g
wo APFLS - or emPloYe“h&lt you would to some stakch(ll * diffyc (;r You \C(‘“Ccrns‘ N
o ofy0 peolleg€ ™ oing to write a report would you ens ) dersthan( Y listep, €am gy, a.' val.
Slicy YY" hat you 3¢ 5 nSUre that ye Oers? g 8 sy U Whys
o ofaPY g aging Youtr, Y Wher - Pathe ¥
Thin nge- In . " Oang tical)
e t0CIF Stak Mo,
ke ning Classro Polders ey
R LR om Cally:
Mate at www.cengagebrain.com. In
structors: The book’s Webe:
| For addilio cases . t)s'“’"'\cludea su
| Fing e door softly, unsure why .the Chair  work. In addition, mg 1y bug B0estigny ¢,
» 3 knock Of the (; ment has asked to meet with you. Fhe kind of technology we h:\tnesses are g
| ‘;’the English * ep tossor Rivera say’s, immediately putting  ing classroom to hold meetj ¢ placed jp g, 8 exact),
[ aelcome P rl ‘; dyouc ould come. Professor Baldwin clients located at various poigtgs that inyo)ye . ance leary,
«r? . L 3 . S
you at gase- ! m_ght pe able tO help me withasortof mar- 1 the experimental classes winaro.u“d the g\obs g:] efls W
| ;uggested ou ’r’mg technology that could give the;gna‘n eXpenencew,l“;\ :-m; ;
1 D 1 i » a uch |
keting PP ¢ o Jeast you haven't done anything wrong. the job market. tremendous bgg, in
A ta . : 1 1 » ‘.
‘fhav ou heard about our new distance learning . Sou?nc,ls great,” you say. “But what doe _‘
o E professor Rivera 4sks. You tell her you know with me? I've already completed that ¢ 0 thave to o |
| classroom oom in the English building is being rede- What we’d like you to do is to wo}irse. \
| e . I {
| that ::j Iari omputerile J classroom. can send this summer to incoming studer‘\ets',‘1 tPamPh\et we |
. S . g : 0 entj ‘
f Slgnf ’all inaddition to computers, the room will have video of t}}em to sign up for the experimental distarf nt!‘ce e
: e rojection equipment, special software, and a very sections of First-Year English” ce learning
' S, ) . . . » . .
f cameraregl By means of this equipment, 1t canbe paired with Sounds easy,” you say.
| [ar eSC g . . « . ,.
]asi%nilar classroom elsewhereinthe world so that studentsin Well, there are some complications,” Professor Rivera |
;oth Jocations can become part of the same class. explains. “This is an experiment of sorts. Many tests :JI\'B |
| - .
7 g fact, wee getting ready to conduct a few experimen- be run to dete{}r:nne the: effects of the distance learning
environment. The experiment is important because some

| al sections of First-Year Englishin which student§ her? w?ll
be paired with students in a similar courseata university in
Brazil. A team of faculty from both schools has planned a
common syllabus and paired sections here and in Brazil to
meet at the same hours. When the Brazilian instructor or
students speak, the students and instructor here will be able
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facul.ty rr.lembers are skeptical about the program, worried |
that it might focus on technology in ways that will detract |
from the quality of the writing instruction. ‘
“Because this is an experiment, the faculty members
who designed the program want the students in the distance |
learning sections to represent a Cross section of students in |
First-Year English. It can'tbe populated withjust studentswho |
have a high interest in technology or international studies.

Therefore, they have asked the Admissions Office to generatea -

list of 240 randomly selected incoming students to whom the \
hletis to persuade

pamphlet will be sent. The aim of the pamp

at least half of the recipients t0 enroll in six special sections. |
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you agree.
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“Sure. Why not?”
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