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Writing Instructions 
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Examples 

We encounter instructions everyday! 

Recipes 

Car manual  

How to assemble furniture or a child’s toy 

How to work a new appliance 

Requirements/steps to complete an 
assignment 

How to Write 

Instructions 

Consider your audience and purpose 

What is the age and skill level of your 

audience? 

Usually, instructions should be written for a 

nontechnical audience, or a beginner though 

depending on the task/purpose, you may be 

using language appropriate to the field. 
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For Example… 

If you are writing instructions on how to 
repair a lawn mower, it is safe to 
assume your reader knows how to use a 
lawn mower, but may be unfamiliar 
with part names or how to take it apart 
and put it back together. You should be 
writing for a nontechnical audience. 

For Example… 

However, if you are writing instructions on 

how to use an MRI machine, only those with 

the proper medical training would be 

permitted to do so. You should be writing to 

a semi-technical audience, someone who has 

training, but perhaps hasn’t used this 

particular machine before. 

How to Write 

Instructions 

Next, list out the steps for yourself, sort 

of like brainstorming. Once you have 

the steps as an outline, you can go 

through them and fill in more detail, 

images where appropriate, warnings, 

and check the order. 
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Adding Detail 

 Include enough background so the reader 

understands WHY they need to follow these 

instructions. 

Give enough detail so the reader understands 

WHAT to do. 

Give enough visuals and description so the 

reader understands HOW to follow the steps. 

Organization 

 Follow a logical pattern giving the steps in the order 
they must be completed. Using numbers, bullet 
points, or space helps show the reader where each 
new step begins. 

 Include warnings and hazard notices throughout the 
steps as the reader might encounter them. Use 
symbols, bold, or colors to make them stand out. You 
don’t want the reader to complete a step and THEN 
see the warning. This could result in dangerous 
outcomes or frustration depending on the subject of 
the instructions. 

Be Direct 

Use action verbs (i.e. stir, pour, measure, 
mix) 

Use short sentences in logical order (i.e. 
Measure 2 cups of flour. Add to mixing 
bowl.) 

Use parallelism - phrase every step in a 
similar way  
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Design 

Use a title for the instructions and headings 
for sections (Introduction, Steps, 
Troubleshooting, etc.) 

 Separate steps visually (with numbers, space, 
etc.) 

Make warnings easily noticable 

Use visuals near steps. Let them be 
redundant (say it and show it) 

Keep it simple even though it is detailed 

Test Them Out! 

You can try testing the instructions be 

following them yourself, but since you 

created them, this may not be enough to 

ensure they are complete.  

Better yet, ask someone to try following the 

instructions. Watch, but do not help (unless 

preventing a dangerous situation). Take notes 

as they go and afterward, ask them what 

might have made their process easier. 

See Chapters 20 and 21 

For more detailed 

information on 

Instructions, 

carefully read and 

annotate chapters 20 

and 21 before 

creating your own 

instructions! 
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