Reader Analysis 

Save this file as “Reader Analysis yourname”.

	1. Describe the document 

	What type of document is this (e.g. report, email, letter…). Include a title or subject line if there is one.
	

	What is your purpose in writing the document?
	

	What is your document’s main message?
	

	2. Identify your readers

	Who is (or are) your primary reader(s)? (Your primary reader is the person who has the power to take the action you want to see.)
	

	Who is (or are) your secondary reader(s)? 
	

	3. Analyze your primary reader(s)

	What does the reader already know about the situation? 
	

	What else does the reader need to know about the situation?
	

	What barriers to communication might prevent you from achieving your purpose? 
	

	What will you do in the document to overcome each of the barriers you identified?
	

	3. Analyze your secondary reader(s)

	What does the reader already know about the situation? 
	

	What else does the reader need to know about the situation?
	

	What barriers to communication might prevent your reader from acting on your main message? 
	

	What will you do in the document to overcome each of the barriers you identified?
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