ENG 115: Plan Sheet: copy this plan sheet to a new email message box and then fill it in. Send it to me at gpruden@nvcc.edu 

You must wait for my approval before taking the exam. If I do not approve your plan sheet in advance, I will not read your exam. You may need to do the plan sheet more than once if there are problems. This process will greatly help you to produce an excellent exam. Consequently, allow yourself enough time for turnaround and possible corrections on the plan sheet before taking the exam. Be sure to bring your approved plan sheet to the exam to help you write it. 

Analysis of a Situation Requiring Explanation of a Process or Giving Instructions 
What is the process or instructions that I will explain?



Who is my intended audience?



What does my intended audience need to know in order to understand my explanation?



How will my intended audience use this process or instructions explanation? For what purpose?



Why is this process important?



What are the Main Steps?



An Explanation of Each Step



Important Points to Receive Special Emphasis



Sources of Information (print and/or oral)



Types and Subject Matter of Visual(s): you will need to describe the visual(s) and where you would place them, since the Blackboard Exam Boxes cannot accept images.



You will need to describe at least one simple, relevant visual in your paper. It may be a table or chart you have found while reading; if so, explain how it is laid out, what kind of information it contains, and its source. You may wish to use a simple flow chart, to help your audience follow your discussion of a process; in that case, explain what the chart is about, how it is organized, and what information it contains, etc. The visual you describe must be relevant to the material presented and clear and useful to the reader. Any visual must be discussed in the text of your paper.

See Chapters 14-17 of Lannon for more information on the use of visuals, layout, document design, etc. Since this is a technical writing course, good layout and design are important, as well as neatness, correctness, and intelligibility. 
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