(Chapter 2
PREPARING TO WRITE: 
AUDIENCE/PURPOSE ANALYSIS
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The first six pages of Chapter 2 focus on the interpersonal basis for any effective analysis of audience and purpose – a communications model develops, step-by-step, analyzing an actual situation as it develops.  I always introduce this model in the first full class of an introductory technical communications course.  See the corresponding PowerPoint (PPT) slides.
Students should have an early opportunity to apply this analytical model to a situation familiar to them.  Often, for example, I have students gather in small groups to analyze the nature of the interaction between students and instructor to that point in the opening lecture.  Then partly to learn about each student’s writing style and partly to learn whether the students understand the model, I require each student to submit a one-page written analysis by the next class date. The topic of their analysis could be the interaction between students and instructor in the first few minutes of the class's first lecture, or the students could choose another situation that interests them.
After the chapter's communications model, several pages illustrate three levels of technicality for three types of readers – highly technical, semi-technical, and non-technical.  (PPT)) I usually require students to read those pages before the second class, during which I quiz the students closely about their understanding of the three levels of readers and material.

The students will now be ready to understand and use the Audience and Purpose Profile discussed in the chapter's last four pages.  To ensure that they can indeed use the profile effectively, I require them to complete a profile in a computer lab class where the focus is on the process of writing documents efficiently. The Audience Purpose Profile (text, page 32) is reproduced as a handout master on this file's page 2, followed by a simpler version of the Profile on page 3.
(
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AUDIENCE/PURPOSE PROFILE

Audience Identity and Needs

Primary reader(s): (name, title)
Secondary reader(s):

Relationship:  (client, employer, other)

Intended use of document: (perform a task, solve a problem, other)

Reader’s prior knowledge about this topic:  (knows nothing, a few details, other)

Additional information needed: (background, only bare facts, other)

Reader’s probable questions:

Audience’s Probable Attitude and Personality

Attitude toward topic: (indifferent, skeptical, other) 

Probable objections:  (cost, time, none, other)  

Probable attitude toward reader:  (intimidated, hostile, receptive, other) 

Persons most affected by this document:

Temperament:  (cautious, impatient, enthusiastic, aggressive, other) 
Probable reaction to this document:  (resistance, approval, anger, guilt, other)

Risk of alienating anyone:

Audience Expectations About This Document

Reason document originated:  (audience request, my idea, routine report, other)

Acceptable length: (comprehensive, concise, other)



         no. of  pages:
Material important to this audience:  (basic facts, interpretations, costs, conclusions, recommendations,   

                                                            other)

Most useful arrangement:  (problem-causes-solutions, recommendations + rationale, question-answer, chronological narrative, other, 4-part “Action Structure”, other)

Tone: (businesslike, apologetic, enthusiastic, other)

Intended effect on this audience:  (win support, change behaviour, promote understanding, other)

Due date:
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AUDIENCE AND PURPOSE ANALYSIS

Factor





Impact on content, length, style

	Audience
     Upward

     Downward

     Lateral

     External


	

	Purpose of communication

     Apparent purpose of document

     Writer’s role motives

     Writer’s ulterior motives 


	

	Interpersonal context
     Level of trust

     Level of compatibility

     Rivalry or previous conflict
	


Chapter 2 Quiz

Name: 



 Section 





Indicate whether the statements 1 to 7 are TRUE or FALSE by writing T or F in the blank.

1. 
        In communicating technical information and analysis, writers do not have to consider 


        how readers view themselves in their roles.

2.           Identity needs that influence communication behaviour are essentially the same as 


        practical needs. 

3. 
       Documents longer than two pages should be addressed to the primary reader’s needs, with appendices or summaries or transmittal letters addressed to secondary readers’ needs.

4. 
       According to Edward T. Hall, North American and German cultures are “high-context.”

5. 
        Although encoding messages is often difficult, the process of decoding these messages can be even harder.

6. 
        Most misunderstandings can be prevented by timely, useful feedback.

7. 
        Oral communication transmits most of its meanings directly, without need for listener 
        interpretation.

In statements 8 to 10, choose the letter of the expression that best completes each statement.

8. 
       When selecting the content, structure, format, and phrasing for a document, writers 


       should consider the reader’s

a.) knowledge level,  


b.) role needs and priorities, 

c.)  personal needs and attitudes, or  
d.) a, b, and c.

9. 
       Technical Communication identifies the following levels of document technicality  

a.) semi-technical, 

 
b.) non-technical,  

c.) highly technical,


d.) all of a, b, and c,  or  

e.) none of a, b, and c.

10.           Communication can break down for many reasons:

a.) poor choice of channels

b.) receiver inattentiveness

c.) conflicting roles or contrasting personal needs

d.) any combination of the above causes
Quiz Answers

	
	

	1. F
	

	2. F
	

	3. T
	

	4. F
	

	5. T
	

	6. F
	

	7. F
	

	8. d
	

	9. d
	

	10. d
	


