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…structure information

When you present information to someone else, verbally or in writing, it needs to be well structured. If you are not clear and logical in what you say or write, it will be difficult for other people to understand you.

You need to group similar information together, perhaps using headings or numbered points. This helps your reader or listener follow your line of thought or description of events, and understand the main points. 

Ways to structure information

Classifying information

You may need to group information from many sources, for example different types of equipment, visitors, activities and so on.

Try this!

Classify the objects shown. What headings would you use? 
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Analysing information

Analysis is used to break down a piece of information, for example an event, piece of equipment, process, article or argument, into its component parts. An example would be describing the stages in organising a business trip.
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Try this!

Analyse the photocopier into its component parts. 

Ordering information

You need to decide which information is going to come first. Think about:

· purpose: what am I trying to achieve?

· audience: what do they know already? What do they need to know? How easily can they understand me?

· what would be most appropriate: 

–    most important points first

     –    easiest points first 

     –    logical steps in a process

     –    order of time 

     –    working left to right, top to toe, north to south, front to back?

Try this!

Reorganise the following instructions on how to install drum and toner cartridges in a new photocopier.
a. Be careful not to touch the surface of the new drum cartridge.

b. Close the front cover and the side cover to complete the process.

c. Gently shake the cartridge to loosen the toner.

d. Open the side cover.

e. Pull the release latch to open the side cover.

f. Remove the starter toner cartridge from its packaging.

g. Shaking the cartridge will ensure maximum copies per cartridge.

h. Slide the drum cartridge into the slot on the right side of the opening.

i. Slide the new toner cartridge in until it locks in place. 

j. Turn the toner locking lever downwards until it locks in place.

k. Turn the toner locking lever upwards to open.

l. Unpack the new drum cartridge.
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