REPORT DESIGN WORKSHEET
Preliminary Information
What is to be done? 


Whom is it to be presented to, and when?


	Audience Analysis

	Primary Audience
	Secondary Audience

	Position and tile:

	
	

	Relationship to author or organization:

	
	

	Technical expertise:


	
	

	Personal characteristics:


	
	

	Attitude toward subject:


	
	

	Effect of report on audience or organization:


	
	

	User's Purpose

	
	

	Why has audience requested it?


	
	

	What does audience plan to do with it?

	
	

	What should audience know beforehand to understand it as written?


	
	

	What does audience already know?


	
	

	What amount and kinds of detail will audience find significant?


	
	

	What should audience know and/or be able to do after reading it?
	
	


Writer's Purpose
Why am I writing?

What effect(s) do I wish to achieve?

Design Specification
Sources of data:

Tone:

Point of view:

Needed visuals and supplements:

Appropriate format (letter, memo, etc.):

Basic organization (problem-causes-solution, intro-instructions-summary, etc.):

Main items in introduction: 

Main items in body:

Main items in conclusion:

Other Considerations:
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