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Introduction

P ractically from the beginning of your life, you have
been a giver and receiver of instructions. As a child, you were told
how to drink from a cup, how to tie your shoes, how to tell time,
and so on. As you matured, you became involved with more com-
plex instructions: how to parallel (v. {&-F47, 5----- Ff7) park an
automobile, how to throw a block in football, how to tune an elec-
tric guitar, how to stock grocery shelves. Since entering college,
you have been confronted with ( & &) even more complex and con-
fusing instructions: how to register as an incoming freshman, how
to write an effective report, how to get along with a roommate,
how to spend money wisely, and how to study.

Since all aspects of life are affected by instructions, every
person needs to be able to give and to follow instructions satis-
factorily. Frequently, clear, accurate, complete instructions save
the reader time, help do a job faster and more satisfactorily, or
help get better service from a product. Being able to give and to
follow instructions is essential for any employee. Certainly, in or-
der for technicians to advance to supervisory positions, they must
be able to give intelligent, authoritative (adj. A A & %3, T #1142 #3),
specific, accurate instructions; and they must be able to follow the
instructions of their superiors.
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E—P iR (Classifying Instruction)

Giving instructions seems much simpler than following them. Telling someone how to study for
a test, for instance, appears to be much easier than studying for it. But giving instructions — telling
someone how to get somewhere or how to perform a particular operation — is deceptively(adv. £ 7~
£y, &FHiLAEM ) simple.

—. {irEist#A (Locational Instructions)

Locational instructions, as the term suggests, help you locate a person, a place, or a thing. These
instructions should clearly identify the starting point and the destination, the distance between the
two, and the general direction. As with all instructions, giving them can be deceptively simple. Which-
ever of us at one time or another has not experienced the confusion of the delivery boy in the following
dialogue.

DELIVERY BOY: Could you tell me where Mr. Sam Smith lives so I can deliver this load of fertilizer(n. {LAE)?

LOCAL INHABITANT: Go down the road a piece and turn left at the mailbox—the one just on this side of
Mr. Jenkins’s house. After you leave the main road and pass that bad curve, you should

see the house you're looking for, not too far off up the road to the right.

The delivery boy receiving these instructions may have difficulty in reaching his destination.
Obviously, “down the road a piece” and “not too far” are, at best, indefinite; the inquirer has no idea
where Mr. Jenkins lives; and what might be a “bad curve” to one person might not be to someone else.
These instructions might have been more accurately and more clearly stated as follows:

LOCAL INHABITANT: Continue down this highway for about two miles. When you come to the second
gravel road, turn left onto it. At this intersection(n. 1 # @), there is a large mailbox on
a white wooden frame. When you take the gravel road, you will be about a half mile from
where Mr. Smith lives. His house is the second one on the right, the one that has a white

paling fence around it.

In contrast to the lack of clarity(n. 7 % , B #f) and accuracy in the first instructions given to the
delivery boy, consider these instructions given to the driver of a moving van in an unfamiliar city:

DRIVER: AfterI took Exit 53 off the Interstate, [ got balled up(# # #1782} somehow, and I can't seem to find
Porter Drive, much less 4437 Porter Drive. It's supposed to be around here somewhere.,

SERVICE STATION ATTENDANT: You took the right exit OK. As a matter of fact, you're only about three
or four miles due south from where you want to be. If you knew where you were going and how to
get there, it would take you ten minutes or less. Got a piece of paper to jot this down(v. £ ¥t F)
on? Now this street you are on, Charles Avenue, comes within three blocks of Porter Drive. Stay on
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Charles for about two-and-one-half or three miles until you get to Richard Street. You will turn left
onto Richard. And Richard Street comes up just after you pass a fire station on the left. Got that?
After you turn left on Richard from Charles, go three blocks. You run right into Porter Drive, which
intersects(v. 48 X, & L) with Richard Street. The address you are looking for is a few blocks on

your left.
DRIVER: I think maybe I can find it now. Does this map I've sketched(v. £ % B ) look right?

Porter Dr ’—' (—‘—“

Grd lefy — ‘T {

— ——

o)
fire stationJ T J
Charles Ave
* 2.5~3 miles i & |
U ’
T
&
£
9
1 o

SERVICE STATIONS ATTENDANT: That looks perfect. Remember—just stay on this street till after you
pass a fire station on your left, a couple of miles from here. Turn left onto Richard. Go three blocks.

Take a left onto Porter.
Those directions are clear and easy to follow.
Or perhaps you have been in a situation similar to the following:
LOCKSMITH: I'm Jack Jones from National Lock and Key Company. I'm supposed to change
a lock on Ms. Grady's desk.
RECEPTIONIST: Yes, I've been expecting you. Ms. Grady's office is on the third floor,
Office 301. You'll notice identifying numbers over the door. After you enter
the office, go to the desk on the left. As you face the desk, the drawer on the

right is the one that needs to have the lock replaced.

Those directions are also clear and easy to follow.

=. ¥{FiiBA (Operational Instructions)

Operational instructions tell how to carry out a procedure or an operation, for example, how to
put a child’s outdoor gym set together, how to run a lathe(n. £ & ), how to prepare a blood smear (n.
5 ), how to fill out an accident report, how to rescue a person from the tenth floor of a burning

building, or any number of other “how to's”.



