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Provide information about the following elements to make a situtational analysis about the topic you select.  Provide as many details as possible for each factor. 

1. AUDIENCE
· Characteristics :
_____________________________________________________________________

_____________________________________________________________________

· Needs:

_____________________________________________________________________

_____________________________________________________________________

· Expectations:

_____________________________________________________________________

_____________________________________________________________________

· Abilities:
_____________________________________________________________________

_____________________________________________________________________

To help you analyze the audience in a more detailed way, answer the following questions. If the answers to these questions overlap with your answers above, do not attempt to answer them.
1. Who will be reading the document?

(Will they be business executives, nurses, your boss, co-workers, and a budget committee of laypersons, hobbyists, students, children, homemakers, or maintenance personnel?)

2. What is the audience’s level of expertise?

(Are your readers as experienced as you, or are they unskilled trainees? Perhaps, they are highly educated theorists or accomplished technicians.)
3. Why do they need the information in your document?

(Is your document simply providing information for their consideration, or will they be acting on the points you arise? They might be allocating funds, building a machine, rejecting a proposal, or implementing a program.)
4. Which points are most important to them?

(Are your readers most interested in the cost of implementing your recommendations? Are your methods of greatest concern to them? Do they need to learn how to operate the machinery you are describing, or will they be fixing it instead?)
2. PURPOSE
Write a purpose statement that demonstrate  both your purpose for writing the report  and the reader’s purpose for reading it. You can utilize the list showing the verbs commonly used to state purpose in technical writing on page 104 in your pack.
Example: I will compare the price and performance features of the 2012 Volkswagen Polo 1.4 to that of the Opel Corsa Enjoy 1.4 so that my readers can choose the car that best suits their needs. 

Statement of  purpose:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.ROLE
Select an appropriate role for yourself  in this report. Remember that you should rely on the readers’ expectations of you to decide the appropriateness of your role. You can check the list on page 103 to help you choose your role.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.CONTENT
Provide some details about the content of your report. To do that, you can answer the following questions:

· What kind of information will you include? 

· Which information will you exclude? 

· Scope:
__________________________________________________________________________________________________________________________________________________________________
5.CONSTRAINTS
Give information about possible constraints you recognize in your project if there is any. Add the details of these constraints.
· Format specifications:______________________________________________________________
· Schedule:_______________________________________________________________________
· Budget: ________________________________________________________________________
· Availability of information : __________________________________________________________
· Human resources and abilities : _______________________________________________________
· Production and distribution capabilities : ________________________________________________
                                                                          -THE END-
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