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Genre Manual for a community program 
Target audience Parents, on a volunteer basis 
Title How to Organize a Walking/Cycling School Bus (WSB/CSB) (Manual, 22 pp., 2000) (Link to 2nd Ed.) 
Overall challenge Make a complex program easy to follow for parents.  

Set up content so they can find relevant tasks very quickly. Make it easy to print current tasks.  
Value added from applying principles of Clear and Effective Communication (9. Accessible not addressed here) 

Overall → ↓ $$ (↓ word count so ↓time) ↑ Efficiency (easier to review, edit, translate, update) ↑ Usability (easier to read and use info) 

1. Concise  Ensured sentence structures are brief. 5. Complete  Explicitly stated all items in all steps. 

2. Chunked  Grouped info by phase & task, in chronological 
order. 

6. Relevant  Kept in mind the perspective of the target user. 

3. Scannable  Designed allows reader to find similar types of 
content easily. 

7. Coherent  Kept a good logic in how steps are grouped and ordered. 

4. Accurate  Validated all information. 8. Inclusive  Ensured bias-free language. 

 
The cover Some key features 
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