PLANNING FORM

Name:____________________________________
Assignment _____________________________

I.
Purpose: Answer each question in one or two sentences.


A. Why are you writing this document? _________________________________________________


_________________________________________________________________________________


B. What response do you want from readers? _____________________________________________
_________________________________________________________________________________

II.
Reader Matrix: Fill in names and positions of people who may read the document

	
	Decision Makers
	Advisers
	Receivers

	Managers
	______________________

______________________

______________________


	______________________

______________________

______________________


	______________________

______________________

______________________



	Experts
	______________________

______________________

______________________


	______________________

______________________

______________________


	______________________

______________________

______________________



	Operators
	______________________

______________________

______________________


	______________________

______________________

______________________


	______________________

______________________

______________________



	General Readers
	______________________

______________________

______________________


	______________________

______________________

______________________


	______________________

______________________

______________________




III.
Information on Individual Readers: Answer these questions about selected members of your audience. Attach additional sheets as is necessary.


1. What is this reader’s technical or educational background? 


_________________________________________________________________________________
_________________________________________________________________________________


2. What main question does this person need answered? 


_________________________________________________________________________________
_________________________________________________________________________________


3. What main action do you want this person to take? 


_________________________________________________________________________________
_________________________________________________________________________________


4. What features of this person’s personality might affect his or her reading? 


_________________________________________________________________________________
_________________________________________________________________________________


5. What features does this person prefer in 


Format? __________________________________________________________________________



Style? ____________________________________________________________________________


Organization? _____________________________________________________________________

IV.
Outline: Attach an outline (topic) to use in drafting the BODY of this document.

