Writing a “How To”
A “How To” can be organized several different ways.  However it is written, it must be detailed and focused on one topic.  Below are tips for writing a successful “How To:”
1. Write an introduction or statement of purpose.

· Be sure to explain what your “How To” will help readers to accomplish.  Do not forget to mention what your readers should expect.  This should be 100 words.
2. At least seven steps, but no more than ten steps.
· It can get too confusing to read a guide which has more than ten steps; it is easier for the brain to remember.
· Each step should have a detailed explanation clarifying how the step should be followed through.  You might want to include tips that will help them avoid possible problems.  This explanation should be at least 100 words.
3. Closing

· Explain your hopes for the reader; clarify what they should have gotten out of it.  Wishes for success should be included as well.  This should be 100 words.
	Criteria
	4

	Introduction
	In 100 words, the purpose and expectations of the topic are explained, and establishes a focus for the piece.

	Steps
	Each step is clear and concise, and accompanied by a 100 word detailed explanation.  All steps are clearly related to the topic and each explanation contributes to a successful completion of the steps.

	Closing
	In 100 words, the author leaves the reader with words of encouragement and explains what he/she should have accomplished through following his/her “How To.”

	Grammar and Spelling
	No errors present.


