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INSTRUCTIONS Objective 1. At the end of the class, the students should be able to draft clear instructions for a particular situation. Description Instructions are directions to do or not to do an action in a specific environment or situation. They are modified form of recommendations. Usually, instructions are given in imperative form. The instructions may be as per the guidelines given below: a. Maintain logical sequence. b. Form each step in such a way that it concentrates on a single issue. c. Number each of the instruction. Sample: Instructions to be followed in a Computer Laboratory 1. Keep the environment clean. Remove the footwear outside the laboratory. Keep the system, key boards and the monitor clean and dust free forever. 2. Maintain strict silence in the laboratory. Concentrate on the work and don't meddle with the work of other students. 3. Operate the systems gently. Keep the mouse on the mouse pad in order to avoid any wear and tear. Follow the regular procedures for log in and log out. 4. Save the programmes often. Unexpected failure of power may cause total deletion. In case of power failure, a UPS shall be utilized. 5. Keep the laboratory and systems immuned from virus. Check the floppies with the help of virus scanners before use. 6. Don’t exploit the systems by playing games, watching obscene movies and mailing unparlimentary messages, affecting your moral etiquette. 7. Have a vigil on the air conditioner. If any defect is identified, rectify it. 8. Keep the environment of the laboratory enticing. Use perfumes to give a pleasant adour. Exercise 1. As the Maintenance Engineer of a software company, give a set of eight instructions that are to be followed by the lab assistants while handling sophisticated equipment. 2. Your younger brother is appearing for the XII standard Board Examinations in March. Give him a set of eight instructions.
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As the Maintenance Engineer of a software company, give a set of eight instructions that are to be followed by the lab assistants while handling sophisticated ... 
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