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Quick Reference Card

Map
A map is a �le that organizes topics into structured 
collections of information. Maps specify hierarchy and 
relationships among topics.

A topic is a group of related blocks with a title. Use the 
chunking principle to group together relevant blocks.

A block is a bite-sized chunk of information about one 
main idea that allows the writer to organize the 
material into logical sections.
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2 Types of Language Arts

1.What is the purpose of this information?

2.What is the intended user response of this information?

3.Who is the audience? 

General Writing Rules

EFFECTIVE SENTENCES

One main agent, action & 
outcome. Use active voice and 
simplest tense possible. No more 
than 7 sentences per paragraph. 
Use lists and tables. 

Avoid special characters, 
spell out words instead. 
Remove parentheses, colons 
and dashes. Avoid using 
quotation marks and slashes.

SPECIAL CHARACTERS

Write in short sentences. 
Provide useful titles. Use clear 
familiar words. Avoid excess 
words. Be consistent.

PLAIN LANGUAGE

CONSISTENCY

Use similar terms and structures. Pick a term and 
stick with it. Sequence blocks consistently. Use 
consistent styles.

RELEVANCE

Group similar items together. Separate relevance? 
Separate block. Irrelevant? Delete it.

CHUNKING

Maximum of nine (7 +/- 2) items in a list, rows in 
a table, blocks in a topic, or topics in a map.

TITLING

Name everything. Name every table column, 
every block, every topic, and every map.

LAFI
Language Arts for Information

LAFPR
Language Arts for Personal Response

4 Foundation Principles

3 Questions to Ask Before You Start Writing



Describes things the 
reader needs to know

Sentences
Lists
Tables
Diagrams
Graphic reference 
Part-function model

Describes the item 
and anything that 
di�erentiates it from 
other items. What is it 
about, and what 
about what it’s about?

Provide a description 
of the reference topic 
and how it would 
be used

Introduction

Reference

Explains things the 
reader needs to 
understand

Sentences 
Tables
Analogy 
Diagrams 
Examples 
Illustrations

Use the plural form of 
the noun, if one exists. 
Don’t add additional 
words such as “About”, 
“What is", or 
“Definition of”

Provide the exact 
meaning of the 
concept

De�nition

Concept

Advises the reader 
what they need to do 
or not  do and when

Sentences 
Lists
Tables
Decision tree 
Graphic

Identi�es the principle 
and expresses the 
gravity of the 
principle. Formula = 
Gravity + Principle, or 
Principle + Gravity

Provide a high-level 
summary of the 
principle

Statement

Principle

Demonstrates to the 
reader how things work

Sentences 
Stage ordered list 
When/then condition tree 
Graphic process

Human processes:
Gerund of verb + noun 
“Grooming a dog”. 
System processes:
Use “How (item) works” 
Ex “How engines work”

Provide a short 
explanation of the 
purpose of the 
process, or the need 
for the process

Summary

Process

Instructs the reader 
on how to do things

Sentences 
Steps list
Lists
If/then decision tree 
Graphic example

Starts with an 
imperative verb, do 
not use gerund. 
“Mow the lawn”
“Boil an egg”
“Register for a course”

Purpose

Provide an 
explanation of why or 
when the reader 
would use the task

Task

De�nition
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writing
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