Course Basics

Prewriting Analysis Worksheet

Instructions: Before you start drafting your document, answer each question on this worksheet. If a question does not apply to your writing situation, write “Not Applicable” or “N/A” to indicate that you considered the question.

	Part I: Purpose(
1. What are you writing? 

2. Why are you writing?

3. What outcome does your reader want?

4. What actions do you want your reader to take after reading your document?



	Part II: Persuasive Objectives

1. What is your reader’s current attitude toward your topic? Why?

2. What do you want your reader’s attitude toward your topic to be?

3. What is your reader’s current attitude towards you? Why?

4. What do you want your reader’s attitude towards you to be?



	Part III. Audience

1. Who is your primary reader?

2. Who is your secondary reader? Who else might read your document?

3. What is your reader’s relationship to you?

4. What are your reader’s job title and responsibilities?

5. How familiar is your reader with your topic? Is your reader a layperson, executive, technician, or expert?

6. What are your reader’s concerns and characteristics? 

7. If you have multiple audiences, how will you meet the needs of readers who have different expertise levels, attitudes, and concerns?



	Part IV: Stakeholders

Stakeholders are people besides your readers who have an interest in or will be affected by your document.

1. Who, besides your readers, will be affected by your document? 

2. How will they be affected?

3. How will you take their needs into consideration?



	Part V: Key Points

1. What are your reader’s key questions?

2. What are the key points you need to make in your document?



	Part VI: Organization & Usability

1. How will your reader use your document? (Check all that apply.)


_____ Read sequentially from beginning to end?


_____ Read selectively?


_____ Skim for important points?


_____ Other method? If yes, what is the method?


2. How will your reader use the information you provide? (Check all that apply.)


_____ Base a decision on the information you provide?


_____ Determine how the information you provide will affect him or her?


_____ Determine how the information you provide will affect his or her organization?


_____ Follow step-by-step instructions?


_____ Other method? If yes, what is the method?

3. What are the major sections of your document? (Create a high-level outline for your document.)




( Adapted from: Paul V. Anderson, Technical Communication: A Reader Centered Approach, 5th ed. (Boston: Wadsworth, 2003), p. 74.
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