Writing Effectively for the ILO


Reader Analysis Form 

1. Who will read your document? (Name any readers in any of the following categories.)


Primary:


Secondary:


Key decision-maker:

2. What are your readers’ needs?

	


3. How much background knowledge do your readers already have in the subject you are writing about?


A lot


A little


Don't know


What implications does this have for your writing approach?

	


4. How similar are your readers’ values and beliefs to yours?


Similar

Not similar

Don't know


What implications does this have for your writing approach?

	


5. How much time do your readers have to spend on your document?

A lot



Very little


Don't know


What does this mean for your writing approach?

	


6.
How do you rate your credibility with your readers?


High


Low


Don't know

7. What does this mean for your writing approach?

	


8. Are there reasons your readers will not want to accept your message?

Yes


No


Don't know

If there are any problems, how will you deal with them?

9. If your answer to many of the questions above is 'Don't know', what implications does that have for how you write your document?

	


