FIRST HEADING





There are three headings that can be used within a student manual. The first heading should be a "major" heading and is typed in upper case and bold.





Material on these pages is considered essential information for use by the students and appears in the manual in the form of either "fill-in" or "completed" notes.








Second Heading





The second heading is typed in upper case but not bold. As you can see there is not double spacing between the text and the next heading.





Everything is single spaced -- whether you are separating paragraphs or headings.








Third Heading





The third heading is even less important and is typed in upper and lower case with italics.








If you need to list things within the text or under a heading, numbers and letters are not used. Instead, you would indent and type a bullet "•" or hyphen "–". For example:





•	This is a bullet dasdas dasdasd asdasd asdas dasdas dasda sdasd asdas dasda sdasd asda sdasd asda


–	This is a hyphen


•	And so on








�
Name  _____________________________


Date  _____________________________








INFORMATION SHEET TEST








Directions:	Write the answer to each question in the space provided for the question. Additional paper may be used, if necessary.








	1.	What is the best way of determining what actions and important steps are necessary to perform a job? What are the instructional terms used to denote "action" and the "important steps"?























	2.	What is the purpose of a Job Breakdown?























	3.	What type of lesson plan best utilizes the Job Breakdown format for instructional purposes? Which step of instruction best fits the Job Breakdown?























	4.	What are the seven (7) questions one should ask himself when preparing a Job Breakdown, under the Key Points section? What question or important step is the most often overlooked or forgotten by the instructor when preparing a Job Breakdown?
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