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Introduction 
 
This free pdf download describes a composition assignment that I have used successfully during 
my years of teaching at Ohio University. 
 
Other teachers are welcome to download and read this pdf file and decide whether this 
assignment will work in their classes. 
 
The pdf file is divided into two main sections following this brief introduction.  
 
First is a description of the assignment. Of course, teachers can modify the assignment as they 
wish.  
 
Following that is an example of a manual written by a student. Teachers may print it and use it as 
an excellent example for their students. One way to get good writing from students is to show 
them good work written by other students. Of course, Roman Goldman owns the copyright to 
what he has written. I thank him for giving me permission to use his work in this pfd file. 
 
I recommend letting students choose their own topics. Another way to get good writing from 
students is to have meaningful writing assignments. If a student is interested in a certain topic 
and it is meaningful to him or her, he or she is likely to write well on that topic. 
 
Roman Goldman’s manual does not have a cover page. For some teachers, a cover page may be 
optional. Other teachers may require it. 
 
For this particular long assignment, it may be a good idea for students to write a proposal or at 
least an outline. Doing so is a great aid in planning the manual. 
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Writing a Manual 
 

What Do I Have to Do for the Project? 
 
Benefits 
 
You will write a long document (a manual or handbook) that you can add to your writing 
portfolio to show prospective employers. You may also be able to mention your manual in your 
Resume. For example: “Wrote the employee manual for Mom-and-Pop Shop.” Or: “Wrote 
manual on ‘How to Live with Arthritis.’” 
 
Assignment Information 
 
• Your manual in this course will be a communication with a body that is 10 to 30 pages long. 
The manual will give to the reader(s) information that the reader(s) can use.  
 
• Advice: Students in technical or computer majors should choose a technical or computer topic. 
 

Examples of Acceptable Topics for the Manual: Overview 
 
Long Sets of Instructions 
 
If you are majoring in an engineering field that requires a deep knowledge of computer-assisted 
drawing, you may want to write a Long Set of Instructions that consists of a tutorial in how to 
use Solid Edge.  
 
Employee Manuals 
 
If you are working at a job that you like (or if you just want to write a manual that will look 
impressive in your Writing Portfolio so that you can get a better job when you graduate), you 
may write an Employee Manual.  
 
Manuals 
 
If you enjoy hunting, you may want to write a manual about how to hunt a certain kind of 
animal.  
 
Or  
 
If you enjoy working with your hands, you may want to write a manual about how to maintain an 
automobile or a motorcycle.  
 
Or 
 
If you enjoy working with your hands, you may want to write a manual about perform simple 
household repairs.  
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Or  
 
If you are an education major, you may want to write a manual about how to maintain discipline 
in the elementary classroom.  
 
Or 
 
If you are interested in health, you may want to write a manual about diet, exercise, and the 
management of stress.  
 
Or 
 
If you are a pre-med major, you may want to write a manual about understanding and living with 
a disease.  
 
Lab or Professional Manuals 
 
If you are studying to be a scientist, you may want to write about how to perform various lab 
techniques.  
 
Or: 
 
If you are an exercise physiology major, you may want to write an Exercise Testing and 
Prescription Manual.  
 
Organizational Handbooks 
 
If you are an officer in an organization, you may want to write a handbook about how to do your 
job.  
 
How to Write Autobiographical Essays 
 
If you wish, you can write about How to Write Autobiographical Essays. This topic may be a 
good one for Creative Writing majors. As examples, you may include one or more 
Autobiographical Essays. 
 



 5 

Examples of Acceptable Topics for the Manual 
 

Advice: Students in technical or computer majors should choose a technical or computer topic. 
 
Lab or Professional Manuals 
 
• An exercise physiology major wrote an Exercise Testing and Prescription Manual. It explained 
how to perform many kinds of tests (Body Composition, YMCA Bike Test, Treadmill VO2max 
Test, Treadmill Test for the Elderly, etc.) and how to write exercise prescriptions for patients. 
• You can write a safety manual for a lab or workshop that requires the use of dangerous 
equipment. 
• You can write a manual for the workers or users of a computer or science lab. A student wrote 
“A Guide to Understanding and Using Ultraviolet/Visible (UV-Vis) Spectrophotometry in the 
Laboratory.” 
• A student wrote a manual on “How to be a Master Electrician for the Theatre.” A student wrote 
a manual titled “How to Properly Read, Configure, and Use Equipment in EE395A-395C.” 
• A student wrote a guidebook that explained how to perform useful procedures in an organic 
chemistry lab—e.g., thin layer chromatography, column chromatography, small-scale 
distillation, nuclear magnetic resonance imaging (NMR), and evaporation. 
• A student wrote a handbook for the students studying speech language pathology at the Ohio 
University Hearing, Speech, and Language Clinic. 
• A student wrote a “Spirometry Procedures Manual.” 
• A student wrote a “Guide to Basic Audiology.” 
• A student wrote a “Volunteers’ Manual for Dr. Robert Colvin’s Neuroscience Research Lab.” 
• A student wrote a “Lab Manual for a Molecular Biology Laboratory.” 
• A student wrote a manual on “How to Scientifically Measure Athletic Potential.” 
 
Employee Manuals 
 
• You can write an Employee Manual for a business; it will tell employees their duties, 
responsibilities, and rights. Students have written Employee Manuals for Bob’s Supermarket, the 
Greenery, the Maplewood Inn, a summer camp, etc.  
• You can write a guide for work-study students in the office where you work. A student wrote a 
“Guide for New Resident Assistants at Jefferson.” A student wrote “The Resident Assistant 
Handbook: A Guide for South Green Staff Members.” 
 
Sales Manuals 
 
• Many students have written manuals for salespeople; for example, a student wrote a “Sales 
Manual for ACRN Account Managers.” A student wrote a “Sales Manual for Post Advertising 
Representatives.” 
 
Organization Handbooks 
 
• You can write a manual for the next person who will hold your job. A student wrote a manual 
about “How to Produce the CONTACT Newspaper.”  
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• Other students have been President of a student organization and have written manuals about 
how to do their job for the incoming President. A student wrote a handbook about how to plan 
the big formal event for her Greek organization. Another student wrote about “How to Plan Earth 
Day.”  
• You can write about how to organize your organization’s annual fundraising event (this could 
be organized in chronological order: Before the Event, During the Event, and After the Event).  
• Members of fraternities or sororities can write manuals for various offices, telling future 
officeholders how to do the job, including manuals for Pledge Educator, Rush Chair, and 
Philanthropy Chair, or they can write a “Handbook for New Members.” They can write a manual 
telling about and listing the responsibilities of all leadership positions in the organization. 
• New members of the Ohio University Women’s Rugby team often are not very familiar with 
the sport, so a student in my course wrote a “A Beginner’s Guide to Rugby” for the new 
members, explaining the basics of the sport. A student wrote an “Ohio University Women’s Club 
Lacrosse Team Treasurer’s Manual.” 
 
Computers 
 
• Several students have written guides on “How to Build a Computer.” (Include a 
troubleshooting section.) 
• Many students have written long tutorials for CAD or other computer programs. 
• A student wrote “How to Create an Intranet Database Using Lotus Notes” for the Ohio 
University School of Business.  
• You can write a guide to the Internet. One student wrote a guide to trading stocks on-line using 
the Internet. In his guide, he compared and contrasted several different companies that allowed 
the trading of stocks using the Internet. You can write a guide to finding information about 
politicians and issues on the WWW. 
 
Guides for Solving Physics/Engineering/Technical Problems 
 
• You can write a communication explaining how to solve certain technical or mathematical 
problems. A student wrote a manual on how to use vectors to solve physics problems. A student 
wrote a guide on how to use statics to solve engineering problems. (Writing a guide on this topic 
can be a wonderful way of getting ready for the final exam in a difficult course.) A student wrote 
a “Chemical Engineer’s Guide to Networking Heat Exchangers.” A student wrote “Atomic 
Diffusion: A Study Guide for the Engineering Student.”  
• A student wrote “Instructions for Projects 1, 2, and 3 for Psychology 221: Statistics for 
Behavior Sciences.” 
 
A Long Set of Instructions 
 
• A student wrote a guide on “How to Read Music.” A student wrote a long Set of Instructions 
about “How to Tune a Set of Drums.” 
• A student wrote a long Set of Instructions about how to do procedures involving mice at the 
Edison Biotechnology Center. 
• A student wrote a manual on “How to Fabricate an Ankle Foot Orthotic” for her father’s 
business. 
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Collections of Short Sets of Instructions 
 
• A student wrote a guide on “Maintenance for Various Kinds of Brass Instruments.”  
• If you enjoy working with your hands, you may want to write a manual about how to maintain 
an automobile or a motorcycle. Your Sets of Instructions could include How to Change the Oil in 
Your Car, How to Change Your Windshield Wiper Blades, How to Rotate Your Tires, etc.  
• You can make your manual a collection of Sets of Instructions for performing common 
household repairs, such as repairing a hole in a wall, replacing broken window glass, etc. 
 
Collections of Short Autobiographical Essays 
 
• You can write a collection of short autobiographical essays. These can be humorous in nature. 
If you want to, you can include a section on How to Write Short Autobiographical Essays. If this 
comes put well, you can publish it as a short book on <lulu.com>.  
 
Collections of Reviews  
 
• You can write a collection of reviews of local restaurants in Athens. If you want to, you can 
include a section on How to Write Restaurant Reviews. Alternatively, your introduction can take 
the form of a letter to a newspaper editor asking for a job as a restaurant reviewer or simply 
giving permission to the editor to print your reviews. 
• You can write a collection of movie reviews. If you want to, you can include a section on How 
to Write Movie Reviews. If this comes put well, you can publish it as a short book on 
<lulu.com>. 
• You can write a collection of Newspaper Columns. Your introduction can take the form of a 
letter to a newspaper editor asking for a job as a columnist or simply giving permission to the 
editor to print your columns. The columns can be about sports or about politics or about current 
events or about pretty much anything you think will help you get a good grade. 
 
Collections of Satires or Humorous Essays 
 
• These essays will be on topics of your choice. 
 
Guides to Ohio University Professors 
 
• You can write about the best Ohio University professors, using your personal experience and 
interviews with the professors, if you wish. 
 
Guides to Courses 
 
• You can write a guide that explains what students need to know for a certain course. A student 
had taken a course in which she studied fashion merchandising during two weeks in Paris and 
London. For her manual, she wrote a guide to students telling them how to get the greatest 
benefit from the course and what to expect in Paris and London. A student wrote a summary of 
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an engineering course that was a prerequisite for another engineering course that students took a 
year later.  
 
Education Topics 
 
• A future elementary schoolteacher wrote a “Guide to Celebrating More Diverse Winter 
Holidays in Schools.” She wrote about celebrating Chanukah, Christmas, Las Posadas, Kwanzaa, 
and Eid. For each holiday, she included a short history, a listing of food typically eaten at that 
time, a recipe (simple enough for children to participate in the making of the food), examples of 
family traditions, examples of games and activities, and instructions for playing a children’s 
game associated with that holiday. 
• One idea for a manual would be to write related sets of short Instructions. For example, future 
educators could write related short sets of Instructions such as “How to Make a Story Board, 
How to Make a Bulletin Board, and How to Make Classroom Materials Such as Play Dough, 
Clay, Finger Paints, Ink, and Paste.”  
• You can write a read-aloud guide for a children’s literature book. Choose a book, then put 
together several different activities a teacher can use to enhance the book during read-aloud time. 
Examples include how to make and use a storyboard for the book, how to make puppets for the 
book, how to make a skit for the book, and how to make it interactive. A student wrote a guide to 
using “If You Give a Mouse a Cookie” in an active read-aloud. 
• You can write a guide on how to turn an ordinary classroom into a whole-language learning 
environment. 
• You can write a guide to one of the programs at Ohio University, such as the Chauncey Project, 
that place education majors into area schools. 
• You can write a guide for first-year elementary school teachers on how to maintain discipline 
in the classroom. You can write a “Survival Guide for First-Year Kindergarten Teachers.” You 
can write about “How to Create Lesson Plans.” 
• A student wrote “Learning Styles and Practical Applications in the Classroom.” This guide 
informed the teacher about auditory, visual, and tactile/kinesthetic learners. 
• A Music Education major wrote a “Guide for Beginning Conductors.” You can write a 
“Survival Guide for First-Year Music Education Teachers.” You can write a guide on “How to 
Attend and Enjoy the Opera.” A student wrote “A Sample Lesson Plan for a Level One Modern 
Dance Class.” 
• A student in the military wrote a “Survival and Evasion Manual.” 
• If you will be a high school teacher who teaches composition, you may write a “Guide to 
Identifying and Correcting Common Errors in English Composition.” 
• A student wrote a guidebook on “How to Develop a Teaching Portfolio.” 
• A student wrote a guidebook on “How to Prepare Students to Read in the Content Area.” She 
wrote about asking and answering questions before reading, forecasting passages, understanding 
vocabulary, graphically representing information, and writing before reading. 
 
Proposals 
 
• Your manual can be a long Proposal. A student who was an expert in self-defense wrote a 
Proposal to his fraternity proposing that the fraternity sponsor a self-defense seminar for the 
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fraternity’s sister sorority. Another student wrote a Proposal in which he made a bid to design, 
write, and produce a mail-order catalog for a business. 
• You can research various sources of grant monies and write a real Proposal requesting money 
for a project that your organization wishes to complete. 
 
Problem-Solving Reports 
 
• You can write a report to a professor at Ohio University. A student wrote his chemical 
engineering professor thoroughly explaining an experiment in the thermo-expansion of plastics 
and recommending that the experiment be included in a particular Ohio University course. Other 
students have described other experiments. 
• You can write a report that will tell how to solve a problem (or problems) at a place where you 
work. A student wrote a report for Bromley Hall about how to solve various problems about the 
building opening and closing dates, employee morale and motivation, food service, and resident 
involvement. The report contained several recommendations about how to solve these problems. 
A student wrote a report on “Suggested Improvements to University Commons.” 
• You can write a report telling how to improve an Ohio University computer laboratory. A 
student wrote a report for the Ohio University Chemical Engineering Department about several 
ways to improve the chemical engineering computer lab. 
• A communications student wrote an “Introduction to Studio C.” 
• You can write a report telling how to improve an Ohio University program. A student wrote a 
report for the Consortium for Overseas Teacher (COST) program that recommended ways to 
help prepare students for their overseas experience. Another student wrote a report on the 
admissions process for the Ohio University School of Physical Therapy; the report discussed 
ways to make the process fairer to students. 
• You can write a report telling how to solve a problem at Ohio University. For example, a 
student wrote a report for former Ohio University President Robert Glidden that discussed ways 
to improve bicycle parking on campus. A student wrote a report for the Ohio University Athletic 
Director; the report discussed ways to improve recognition of the Ohio University women’s 
basketball team. 
• You can write a report to a small business recommending that it buy a computer and software. 
Investigate various computers and computer programs and find out which will be best for the 
company. Include a detailed estimate of the costs of buying the computer and software. 
• You can write a report to ACRN telling how it can promote itself to students. One student 
wrote a report about 12 inexpensive methods of promoting ACRN. 
• You can write a report to a landlord explaining how the landlord can improve service to and 
relations with his or her tenants. One student wrote a report for Les Cornwell. 
 
Sports Manuals 
 
• You can write a manual for a sports team that you coach. The manual can cover team behavior, 
a code of ethics, drills, plays, pre-game warm-ups, etc.  
• You can write a guide for coaches, telling how to teach a certain sport to young players. 
• You can write a Guide for Preparing for the Mid-American Conference Championships for 
athletes in whatever varsity sport you play. 
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• A student wrote a handbook for “Ohio University Basketball Game-Day Operations.” A 
student wrote a “Butler High School Girls’ Softball Coaching Handbook.” A student wrote a 
players’ handbook for his junior high school football team. 
 
Informative Manuals About Illnesses or Handicaps (Often Written by Future Educators or 
Health Care Professionals, Including Physical Therapists) 
 
• You can write manuals on “How to Live with Arthritis” or “How to Rehabilitate Yourself After 
a Total Knee Replacement.” 
• A student wrote “An Instruction Manual for the Exercise Physiology Student on How to Give 
Sub Maximal Endurance Tests.” A student whose mother suffered from (but beat) Non-
Hodgkin’s Lymphoma wrote “Living with Non-Hodgkin’s Lymphoma: A Guide for the Primary 
Caregiver.” 
• You can write an informative manual for parents who have discovered that their child is 
suffering from a hearing loss. You can write a “Handbook on Autism” for parents who have 
discovered that their child is Autistic. You can write a “Guide for Parents of Children with 
Attention-Deficit Disorder.” You can write a “Guide for Living With Diabetes.” You can write a 
“Parents’ Guidebook to Cochlear Implants.” 
 
Publications for Interested Segments of the General Public 
 
• You can write “Guidelines for a Healthy Life.” A guidebook on this topic will include 
information about diet, exercise, sleep, and stress. 
• A pregnant student wrote “Common Questions of the Expectant Mother: A Handbook for the 
Mother-to-Be.” 
• You can write about such topics as “How to Maintain Your Car” (a manual consisting of Sets 
of Instructions on such procedures as how to change the oil, how to check the fluids, how to 
rotate tires, etc.), “How to Prepare for Marathons,” “How to Prepare to Run a 5K,” “A Guide to 
Snakes in Athens County,” “A Handbook for Triathletes,” “A Guide to Self-Defense for 
Women,” “How to Run a Cheerleading Practice,” “How to Hold a Gymnastics Meet,” “How to 
Modify a Third Generation Tuned Port Injection Camaro,” “How to Produce an Opera,” “How to 
Travel in Italy,” and “How to Manage Your Finances After Graduation.” 
• You can also write a “Guide to Fashion” or a “Guide on Designing a Perfect Wardrobe,” a 
“Guide to Planning the Perfect Wedding,” a “Guide for Making a Band,” a “Guide for Being an 
Intern in New York City,” a “Guide for Walking as an Exercise,” or a “Guide to Volunteering in 
Athens.” You can write a “Guide to Veganism” or a “Guide to Vegetarianism.” 
• You can write a hunting or fishing guide. For example: “A Guide to Fishing on the Hocking 
River,” “A Guide to Bowhunting Deer in Southeast Ohio,” etc. 
• You can write a handbook on how to care for a pet. For example, one student wrote a handbook 
on how to care for a leopard gecko. Another student wrote a handbook on how to care for a pet 
rat. Another student wrote a guidebook on how to properly care for his fraternity’s pet bulldog 
mascot. Yet another student wrote a guidebook on “How to Care for a Diabetic Dog.”  
• A student wrote a “Guide to Graphic Design for Non-Designers.” A music major wrote a 
“Guide on How to Attend a Symphony Orchestra Concert.” 
• You can write a travel guide. One student wrote a “Travel Guide to Bermuda”; another student 
wrote a “Travel Guide to Jamaica.” 
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Unacceptable Manual Topics 

 
• No: How to Be a Psychology Major. (This applies to all majors.) 
• No: How to Be a First-Year Ohio University Student. 
• No: Term Papers. 
• No: Papers that You are Writing or Have Written for Another Course. 
 

Important Advice and Notes 
 
1)  Be aware that this manual assignment is an opportunity for you to investigate a topic 

of interest to you. Occasionally in your college career, you can find an opportunity to get 
college credit for studying a topic of interest to you. This is one of those opportunities. 
(You will be devoting a good hunk of your time to this project, so choose a topic that 
interests you.) 

 
2)  Begin writing early. This is a big project, and to have adequate time for evaluating and 

revising (and to avoid doing all-nighters to write this paper when you should be studying 
for finals), don’t put off the writing until the last minute. You do NOT have to have the 
research completed before you begin to write. 

 
3)  Don’t ignore visual aids when writing your manual. You are permitted to create original 

visual aids. (Don’t plagiarize your visual aids. If you use a visual aid that was created by 
someone else, you must give credit to that person. If you use a visual aid from the WWW 
or a book or other source, you must give credit to the source. The best place to give credit 
is immediately under the visual aid.) 

 
4)  Don’t ignore people sources when writing your manual. Remember that interviews can 

be a good source of information.  
 
5)  If your manual turns out well, you may add it to your writing portfolio and take it to 

job interviews to show to prospective employers.  
 
6) If your manual turns out well, you may be able to mention it on your resume—for 

example, if you write an employee manual that is actually being used at the place of 
business. 

 
7)  If your manual turns out well, you may be able to get a good letter of recommendation 

from the person you wrote it for—for example, a business manager or professor. 
 
8)  Your manual may be a research project that you can use to get admitted to medical 

school (“How to Live with Arthritis”), or it may be a start on a graduate school thesis 
(“How to Be a Conductor”). It will give the readers information that the readers can use. 
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9)  You may decide to post your manual (and your Instructions) on a WWW site 
(perhaps your own) after it is completed. This is a good way of allowing other people to 
view your work. 

 
10)  Make your manual something you can be proud of. 
 
11)  Proofread up to the last minute. (Don’t hand it in early.) 
 
12)  Back up your manual. Buy another travel drive or Zip disk to serve as a back-up disk. 

(This piece of advice is very important.) 
 
13) If you wish to do a long manual, you are very welcome to do so. The students who do 

long manuals do them not for me, but because they are working on their writing portfolios 
or because they feel strongly about their topic and wish to do an exceptional job on it. 
Some students have written 60-plus-page manuals—because they knew that they would 
benefit by doing so. 

 
14) Be aware that a 15-page manual can get an A. I do advise students to write at least 15 

pages so that their manuals don’t look skimpy. A well-written, well-proofread 15-page 
manual will get a better grade than a poorly written, poorly proofread 30-page manual. 
(Don’t scrimp on content! Fifteen pages can include lots of content!) 

 
15) Remember that your manual must be your original writing. It can’t be just or mainly a 

collection of information you have downloaded and/or copied, then slightly altered. 
 
16) Avoid plagiarism! Give credit where credit is due. 
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Introductions Worksheet 
 
Some Important Points: The introduction to your Manual Project will not be huge. If it is 
longer than a page, you will probably need to put some of the background information into 
another section, such as Company History. Your introduction may not answer every question 
below. Your answers to some of the questions below may overlap. Some of the information 
requested below may appear in an appendix, such as a Glossary. 
 
Encourage Openness to Your Message: For example, at the beginning of an introduction in an 
employee manual, you may want to write, “Welcome to Company XYZ. We are happy to have 
you as a member of our team.” 
 
 
 
 
 
Topic: The writer should tell the readers the topic of the communication. (The topic is the 
subject of the communication.) What is the topic of your communication?  
 
 
 
 
 
Purpose: The writer should tell the readers the purpose of the communication. (The purpose is 
the reason you wrote the communication.) What is the purpose of your communication? 
 
 
 
 
Intended Audience: Who will be the readers of the communication? 
 
 
 
 
 
Benefits: One way to persuade readers to pay attention to a communication is to tell them that it 
will benefit them. What are the benefits for the readers of reading the communication you are 
writing? (For example, you may be able to solve a problem for the readers.) 
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Organization/Forecasting Statement: Tell about your communication’s organization. Write a 
forecasting statement that tells the organization of the communication you are writing. For 
example: “This Employee Manual will inform you about company policies, the procedures you 
need to know to do your job well, on-the-job etiquette, and relevant state and federal laws.” 
 
 
 
 
 
 
Scope: Tell about your communication’s scope (when you tell the readers the scope of your 
communication, you tell the readers what the communication covers—and what it doesn’t). What 
is the scope of the communication you are writing? (The forecasting statement will tell the 
readers what the communication covers; do you need to tell the readers what it doesn’t cover?) 
 
 
 
 
 
 
Background Information: The writer should provide the readers with any general background 
information he or she needs in order to understand or use the rest of the communication. What is 
the necessary background information that your readers will need to know when reading your 
communication?  
 
 
 
 
 
 
 
Usage: What is the best way for your readers to use your communication? For example, should 
they read it straight through word for word, then use it as a reference when needed? 
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Qualifications: One way of establishing credibility is to tell your qualifications for writing the 
communication. What are your qualifications for writing the communication?  
 
 
 
 
 
 
 
Credibility: Another way to establish credibility is to say that a credible person (not David 
Bruce) reviewed the communication. Should you mention the person you interviewed or the 
expert who reviewed your Manual Project? 
 
 
 
 
 
 
 
Headings: One way to reveal organization to a reader is to use headings. Should you use 
headings in your introduction to your Manual Project? If so, which headings will you use?  
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Conclusions Worksheet 
 
Advice on Writing Your Conclusion: 
• The conclusion to your Manual Project will not be huge. If it is longer than a page, you will 
probably need to put some of the information into another section, such as an appendix. Your 
conclusion will not use every guideline below, although it will probably use several of them. 
 
Guideline: Repeat your main point or main points. 
Does your Manual Project have a main point or main points that need to be repeated? If so, what 
is it or what are they? (You may need to stress the importance of customer satisfaction, or you 
may need to stress safety. For example, “If the customer is not happy, then we are not happy.” 
For example, “Any employee caught not wearing a hard hat in a construction zone subjects our 
company to considerable fines and so may be fired immediately.” For example, “After reading 
this Employee Manual, you should understand these three points: 1. Excellent attendance is 
mandatory. 2. Customer satisfaction is of the greatest importance. 3. Safe working practices are 
both mandatory and rewarded.”) 
 
 
 
 
 
Guideline: Refer to a goal stated earlier in your communication. 
Do you mention a goal in the introduction that you can repeat in the conclusion? If so, what is it? 
(For example, “After reading this Employee Manual, you should have a greater understanding of 
the policies and procedures of Company ABC.”) 
 
 
 
 
 
Guideline: Focus on a key feeling. 
With what key feeling do you want to leave the readers of your Manual Project? (In an 
Employee Manual, you want the reader to feel good about working for your organization. For 
example, “Company ABC encourages you to make suggestions about how to make the working 
environment safer, more profitable, and more enjoyable. Feel free to make suggestions to your 
supervisor.”) 
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Guideline: Tell your readers how to get assistance or more information. 
How can your reader get assistance or more information about the topic of your Manual Project? 
If this will take up a lot of space, you should have a “For Further Information” section as an 
appendix. For example, “If you have any questions, please see Appendix B: For Further 
Information.” For example, “If you have any questions, please ask your supervisor.” 
 
 
 
 
 
 
Guideline: Tell your readers what to do next. 
Should the readers perform an action after reading your Manual Project? (For example, in an 
Employee Manual written for salespeople, you may want to say, “Get out there and sell!”) 
 
 
 
 
 
 
Guideline: Follow applicable social conventions. 
Are there any social conventions that apply to the conclusion of your Manual Project? (For 
example, in an Employee Manual, you may want to once again welcome the new employees into 
the business by writing, “Once again, we welcome you as a member of the team at Company 
ABC.”) 
 
 
 
 
 
 
Headings in Your Conclusion: One way to reveal organization to a reader is to use headings. 
Should you use headings in your conclusion to your Manual Project? If so, which headings will 
you use? 
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Sample Proposal Memos: Short and Long 
 
To:   David Bruce 
From:  Jane Cronin  
Re:    Proposed Topic of Manual 
Date:   15 October 2007 
 
For the manual project, I would like to write a manual about forensic investigations. In this 
manual I will write about the need for forensic investigators to be extremely careful and 
document everything while doing an investigation. I will write instructions for beginning 
forensic investigators so that they will have a manual giving the proper procedures for doing an 
investigation. 
 
I would like to write about how to properly fingerprint individuals and how to properly lift latent 
fingerprints from a crime scene and positively make a match for identification. For visual aids, I 
will include my own ten-print-card of my fingerprints that I made in a Law Enforcement 
Technology course and also fingerprints that I lifted from various surfaces. 
 
In my manual, I will also discuss the different methods of latent prints, which include dusting, 
super-glue fogging, Ninhydrin, and several others. 
 
This is the outline that I will use for my manual: 
 

I. Introduction 
 A. Topic, Readers, Purpose 
 
II. How to Fingerprint Individuals 
 A. Ten-Print Card 
  
III. How Do Lift Latent Prints 
 A. Dusting 
 B. Super-glue Fogging 
 C. Ninhydrin 
 D. Other Methods 
 
IV: Conclusion 
 A. How to Get Further Information 

 
I think that I should be allowed to use this topic for my manual because I am a Forensic 
Chemistry major and have taken two years of Law Enforcement Technology courses in which I 
have learned many methods of forensic investigation. This manual will help me to better 
organize all of my knowledge of forensic investigation and help me in the future with 
investigative techniques. 
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To:  David Bruce 
From:  Amber Richardson  
Re:  Proposal of Manual 
Date:  October 15, 2007 
 
I am writing this memo to ask for your approval of the topic of How to Write Autobiographical 
Essays for my manual. In this manual, I will explain a writing process that can result in good and 
entertaining essays, and I will write sample autobiographical essays about events and people in 
my life, with an emphasis on humor. The target audience for my instructions includes my family 
and friends (who will get a copy as their Christmas present), as well as future members of my 
family and future friends. 
 
PROBLEM 
 
Friends and family are important to me. I have had a happy childhood, and I have enjoyed my 
time at Ohio University. Recently, my mother died, and with her death, many of her memories 
have died because she never wrote them down. Fortunately, she told my siblings and me many 
stories about her life. I want to write down those stories, and I want to write down my own 
stories so that I will remember them and so that my future children (if I ever have or adopt any) 
can read them even after I die many decades in the future. As you have said many times, 
everybody needs an art, and I want my art to include autobiographical writing in addition to my 
guitar playing. In addition, I want to share with other people my autobiographical essays, and I 
want to encourage them to write autobiographical essays of their own. All of us have ancestors 
who are names only. It would be wonderful if those ancestors had written autobiographical 
essays that we could read today. 
 
GOALS AND AUDIENCE 
 
Final Result: 
My set of autobiographical essays will entertain other people and inform them about some events 
and people in my life. They will know more about me after reading my essays. They will know 
how to set about writing their own autobiographical essays. 
 
Effect on Readers’ Attitudes: 
These essays will entertain the reader. I hope that the reader will laugh. I also want to motivate 
the reader to write his or her own autobiographical essays. 
 
Audience Analysis: 
The audience for these essays consists of friends and family, including future members of my 
family and future friends. I will have to be careful to put in enough detail that the audience will 
understand the events I am writing about and understand who are the people I am referring to. 
The audience may also be future students of mine. 
 
SOLUTION 
 
The following is an outline of my manual: 
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David Bruce  -2-  October 15, 2007 
 
I. Introduction 
 A. Welcome to My World 
 B. Brief Cast of Characters 
 C. I Love My Family and My Friends 
 
II. How to Write Autobiographical Essays 
 
 A. Why Write Autobiographical Essays? 
 B. Getting Ideas 
 C. Planning 
 D. Drafting 
 E. Evaluating 
 F. Revising 
 G.  Proofreading 
 H. Getting Started: The Importance of the Beginning 
 I. Finishing: The Importance of the End 
 J. Sharing Your Work with Others 
 K. Enjoy the Sample Autobiographical Essays in the Rest of This Booklet 
 
III. Adventures of a Baby Dyke: Friends and Family 
 A. Teaching My Younger Brother His Body Parts (The Wee-Wee Story) 
 B. My Brother and Me Visiting a Cemetery on Halloween 
 C. My Brother and Me Making and Shooting a Potato Gun 
 D. My Neighborhood: Tomboy Heaven 
 E. Mom and Dad Speaking French (So We Kids Wouldn’t Know What They were 
   Talking About) 
 F. Mom Using Sign Language at the Police Department (To Tell a Deaf-Mute Person, 

“You Have the Right to Remain Silent”) 
  
IV. Life During High School: Freaks and Geeks 
 A. Getting in Trouble for Reading The Lord of the Rings in Class 
 B. Getting Caught Smoking in the Girls’ Room 
 C. Road Trip: The Dave Mathews Band Concert 
 D. Discovering Music 
 E. Discovering that I Like Girls 
 F. Coming Out 
  1. My Friends: “Duh” 
  2. Mom and Dad: “We Always Wondered … And We Still Love You” 
  3. My Younger Brother: “What’s a Lesbian?” 
  4. My Grandma: “Duh. I Know What’s Going On. I Watch Oprah.” 
 
V. My Life at Ohio University 
 A. Getting Lost 
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David Bruce  -3-  October 15, 2007 
 
 B. Making New Friends 
 C. Life in a Noisy Dorm  
 D. Annoyances in Athens 
 E. My Life as a Campus Radical 
  1. Making Gay Friends: “Where Do the Gays and Lesbians Hang Out?” 
  2. Swarm of Dykes 
  3.  Open Doors 
  4. Trip to Boston: My First Gay Pride March 
  5. Pride at Ohio University 
 
VI. Conclusion 
 A. Benefits of Writing a Set of Autobiographical Essays 
 B. Start Writing Your Own Autobiographical Essays 
 C. Lulu.com 
 
VII. Appendix: How to Make a Potato Gun 
 
Visual Aids: I will use a photograph of myself on the cover page, and I will use photographs of 
my family and friends throughout my manual.  
 
RESOURCES AND PLAN OF ACTION 
 
Most of my information will come from my own memory; however, I will interview several 
people to help me come up with details and additional anecdotes that I may have forgotten. For 
the Interview Report, I plan to interview George Richardson, my brother; however, I will also 
interview my parents and my best friends from high school.  
 
SCHEDULE 
 
Set Goals and Analyze Audience October 9 
Plan and Research Project October 9-15 
Write and Test Set of Instructions October 15-25 
Hand in Set of Instructions October 26 
Expand and Revise “Life During High School”  October 26-29 
Write “How to Write Autobiographical Essays” October 26-29 
Participate in First Peer Review October 30 
Write Interview Questions October 30 
Interview George Richardson October 31 
Write and Revise “Adventures of a Baby Dyke” October 31-November 4  
Collect and Scan Photographs  October 31-November 4 
Hand in Interview Report November 1 
Participate in Second Peer Review November 5 
Revise “How to Write Autobiographical Essays” November 5-8 
Write and Revise “My Life at Ohio University” November 5-8 
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David Bruce  -4-  October 15, 2007 
 
Add Photographs to Body of Manual November 5-8 
Write a Progress Report November 8 
Participate in Third Peer Review November 9 
Write Introduction and Conclusion November 10-12 
Revise Manual November 10-12 
Participate in Final Peer Review November 13 
Obtain Review by George Richardson November 13-15 
Write Front Matter November 13-15 
Make Final Edits and Revisions November 13-15 
Proofread, Proofread, Proofread November 15-16 
Bind and Finalize Manual November 16 
Turn in Manual November 17 
 
QUALIFICATIONS 
 
My main qualification for writing this set of autobiographical essays is that I have lived my life, 
and no one can be more of an expert on my own life than myself. In addition, I wrote a very  
good autobiographical essay earlier in this course, and I am motivated to write additional good 
autobiographical essays for my manual. I can describe my own effective writing process well 
because I know my writing process so well. 
 
CONCLUSION 
 
I enjoyed writing an autobiographical essay for the first assignment in this course, and I look 
forward to writing additional autobiographical essays. You have mentioned lulu.com before in 
class, and I have checked out that web site and even used it to see what my first autobiographical 
essay would look like in a printed pamphlet. I plan to use lulu.com to print my manual, and I 
plan to give copies to my family and friends for Christmas. Perhaps I can convince my mother to 
write autographical essays, and I can use lulu.com to print them for her. I know that my siblings 
would like to read what I and my mother write. In addition, I plan to make writing 
autobiographical essays (and playing the guitar) my art for the rest of my life. I look forward to 
experiencing life and writing about it. 
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How to Be the Alpha Epsilon Pi Technology Chairman 
By Roman Goldman 

 
 
Introduction 
  
 The Alpha Epsilon Pi technology chairman has two major responsibilities. The 1st 
involves dealing with the e-mail service. The 2nd involves frequently updating the fraternity 
website. Both of these tasks are extremely important and necessary when we receive new 
members. These instructions are made to help out the current technology chair with those tasks. 
 
Materials 

 
-Any desktop/laptop computer   -Operating System 
-Internet Browser (Mozilla preferred)  -FTP Client: FileZilla 
-Microsoft FrontPage/Dreamweaver   -Microsoft Paint (optional) 
-Adobe Photoshop (optional)    -Microsoft Notepad  
-Google Groups account    -Knowledge of HTML (optional)  
 
 

 
 

NOTE: Adobe Photoshop CS9 and Microsoft FrontPage 2003 will be available from the current 
technology chair, if needed. 
 
 
Table of Contents 
 
E-mail Service           2 
 -Creating a Google Groups Account       2 
 -Adding New Members         4 
 -Removing Members          6 
 
Alpha Epsilon Pi Website          7 
 -FileZilla            7 
 -Making a Page        10 
 -Editing a Page        12 
 -Editing Upcoming Events       16 
 
Troubleshooting         18 
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E-mail Service  
 
 The e-mail service is how the brothers communicate with each other. E-mails are sent 
everyday with important information that must reach everyone. The e-mail service that we use is 
provided by Google Groups. It has to be updated once or twice a quarter. These instructions will 
help you update the service. 
 
Creating a Google Groups Account 

 
NOTE: The previous technology chair will need to make you a manager first in order for 
you to manage the email service. 

 
1. Log onto the internet. 

 
2. Go to www.googlegroups.com. 

 
NOTE: If you already have a Google Groups account, sign in and skip to step 7. 
 
3. Click on sign in on the top of the Google Groups homepage. 
 
4. Click on create an account now (Figure 1). 

 
 

 
Figure 1: Creating a new Google Groups account. 
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5. Create an account by filling out the forms using your Ohio University e-mail. 
 

6. After registering, sign into Google Groups (Figure 2). 
 

7. Click on manage by “ohioaepi” to enter the group (Figure 2). 
 

 
Figure 2: Successful login into Google Groups. 
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Adding New Members 
 

1. Click on invite members in the right blue column (Figure 3). 
 

 
Figure 3: Control Panel. 
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2. Click on add members directly (Figure 4). 
 

3. Input the emails of the new members. 
 

NOTE: If you are putting more than 1 email, separate the emails with a space and a 
comma, for example rg283005@ohio.edu, ae884206@ohio.edu .  
 
4. Check the send email for each message and update (Figure 4). 
 
5. Click Add members (Figure 4). 
 

 
Figure 4: Adding new members screen. 

 
You have successfully added members to the email service. Now they will receive all the 
updates and can access the group on Google Groups.  
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Removing Members 
 

1. Go back to the Google Groups homepage. 
 

2. Click on manage; you will see the list of the members with checkboxes by their 
email. (See Figure 2 on page 3.) 

 
3. Check the box of the member(s) you want off the list (Figure 5). 

 
4. In the drop box that reads set membership type, click on unsubscribe (Figure 5). 

 
5. Click OK by the drop box (Figure 5). 

 

 
Figure 5: Editing members screen. 

 
 
The members who were checked off are now unsubscribed and won’t receive any emails 
or updates. 
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Alpha Epsilon Pi Website (www.ohio.edu/~aepi) 
 
 The Alpha Epsilon Pi website contains information about current brothers, information 
about the chapter and our history. The site also features photographs of events, important news 
around campus, and philanthropy information that needs to constantly be updated. The 
technology chairman does not need knowledge of hypertext markup language (HTML), which is 
webpage coding. Microsoft FrontPage or Adobe Dreamweaver can do all the dirty work.  These 
instructions will help the new technology chairman update the website using Microsoft 
FrontPage, with no hassle.  
 
FileZilla 
 

1. Log onto the internet. 
 

2. Download the program called FileZilla at http://filezilla-project.org/download.php.  
You need this program to upload new pictures and web pages. This is the only way 
you can access the Ohio University database. 

 
NOTE: Make sure you choose the installation file that matches your operating system. 
 
3. When the program finishes downloading, start the installation process by clicking on 

the .exe file.   
 

4. Follow the on-screen instructions, after you’ve clicked on the .exe file. 
 

5. When the program finishes installing, open the program. 
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6. In the host section of the program, put www.ohiou.edu (Figure 6). 
 

7. In the username section, put aepi (Figure 6). 
 

NOTE: The password will be given to you by the previous technology chairman. The 
port area you need to leave blank. 
 
 

 
Figure 6: FileZilla Screenshot (not logged in). 
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8. When all of the sections are filled out, click quick connect. You will now be 
connected to the Ohio University database (Figure 7). 

 

 
 

Figure 7: When logged on properly in FileZilla. 
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Making a Page 
 

If you know how to make a webpage or know HTML and want to use a simple notepad to 
do all your editing and creating, open Notepad and skip to step 2. 

 
1. Open Microsoft FrontPage 2003. 

 
2. In the blank area, place text or pictures that you want to appear on the site (Figure 8). 

 
NOTE: You might want to use Paint or Adobe Photoshop to touch up or re-size the 
pictures you are going to put up on the site. 

 
3. Click on File and Save. Save the file as _____.html. For example, testpage.html 

 
NOTE: Make sure you save the file in a folder you can easily locate. My suggestion is to 
make 1 folder on your desktop devoted to the website.  
 

 
Figure 8: Test page in Microsoft FrontPage 2003. 

 
4. Go back to FileZilla. 
  
5. Click on the www folder on the right lower window. That should open up all the files 

on the database. (See Figure 7 on page 9.) 
 

6. Locate the file that you saved in the window on the left. Those are the files on your 
computer. (See Figure 7 on page 9.) 
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7. Drag the file you saved to the www folder, in the Ohio University database. (See 
Figure 14 on page 15.) 
NOTE: Check if the page uploaded properly by going to 
www.ohio.edu/~aepi/youfilename.html (Figure 9). 

 

 
 

Figure 9: Test page on the Alpha Epsilon Pi website. 
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Editing a Page 
 

1. Go to the page you want to edit in your internet browser. Let’s say you want to edit 
the active member portion of the site. Go there in your internet browser. 

 
2. Go to view (Figure 10). 

 
3. Go down to page source or you can press Ctrl+U (Figure 10). 

 
 

 
Figure 10: Accessing the page source. 

 
4. Highlight all of the code in the source window.  
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5. Copy the code by pressing Ctrl+C (Figure 11). 
 

 
Figure 11: Viewing the page source. 

 
6. Go back to Microsoft FrontPage. 

 
7. Paste the source code into the code section of Microsoft FrontPage by pressing 

Ctrl+V (Figure 12). 
 
 

 
Figure 12: Code Section of Microsoft FrontPage. 
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8. Go back to the design section. You should now see the web page in Microsoft 
FrontPage. You can now edit the page (Figure 13). 

 
NOTE: You will see red Xs and some errors on the web page in design mode. Those are 
perfectly fine and shouldn’t be messed around with (Figure 13). 
 

 
 

Figure 13: Design mode in Microsoft FrontPage, when source code in place. 
 

9. Once you are done editing the page, save it as name of the page you are editing.html. 
If you are editing the actives.html page, make sure you save it as the actives.html 
when finished in FrontPage.  

 
10. Go back to FileZilla. 

 
11. Log in, like previously. (See Figure 7 on page 9.) 
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12. Locate the file in the left window (Figure 14). 
 

13. Drag the file to the right window. That file will replace the old file. Now the active 
section is up to date (Figure 14). 

 
NOTE: You can do the same procedure for any portion of the website. 

 

 
Figure 14: Dragging files. 
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Editing Upcoming Events 
 

 
Figure 15: Upcoming events window 

 
 
 

1. Open Notepad. 
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2.  Type up the upcoming events (Figure 16). 
 

 
Figure 16: Typing in Notepad. 

 
3.   After you finish, save the Notepad document as iframes.htm in your folder. 
 
4.   Go back to FileZilla.  
 
5. Locate the iframes.htm file on the left side (See Figure 14 on page 15). 

 
6. Drag it to the right side, like with previous files (See Figure 14 on page 15). 

 
      Now the current events window is up to date.  
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Troubleshooting 
 
• If someone is having problems sending and receiving emails with Google Groups, 

remove them from the list and then add them back. If that does not work, go to 
http://groups.google.com/support/ for more help. 

 
• If you are having problems connecting to the Ohio University database through 

FileZilla, check your internet connection. Sometimes FileZilla won’t load properly if 
you are on a wireless connection. If this happens, try using a wired connection. 

 
• If you happen to lose or forget the username and/or password to the Ohio University 

database, contact the previous technology chair or Ohio University’s technology 
department through email at webteam@ohio.edu. They will reset your password and 
give you a new one. 

 
• When uploading an already existing page and the page does not update, try deleting 

the old file on the Ohio University database and replacing it with the new one from 
your computer. 

 



 

Appendix: Works by David Bruce (1954- ) 
 
 

Author: Discussion Guides Series 

Dante’s Inferno: A Discussion Guide 

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 

Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide  

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

(Oddballs is an excellent source for teaching how to write autobiographical essays/personal 
narratives.) 



 

 
Retellings of a Classic Work of Literature 

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

Dante’s Divine Comedy: A Retelling in Prose  

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 



 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 

The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 



 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

 


