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Audience Analysis Worksheet—Meta-Form
	Audience
	Refers to the intended recipients of the document content. 

	Education
	Typically includes high school diploma, college, graduate school, post graduate, or courses or workshops not directly related to a degree. 


	Professional Experience
	Refers to range of experience in their careers (e.g., fire fighter for 20 years v. 1 year) or experience with a particular situation (e.g., volunteer fire fighter for 20 years v. 1 year). 

	Job Responsibilities 
	Refers to multiple factors involved in a particular job: management of people, stress levels, accountability, decision-making, quality control, health and safety, creativity, recruiting, assessment, training, budgeting, and so on.


	Personal Characteristics
	Refers to the individual personality of the reader, the distinctive or special qualities of individuals addressed

	Cultural Characteristics 
	Refers to variables such as political, economic, social, religious, educational, technological, and linguistic on a surface level. On a deeper level, cultural characteristics can refer to focus on individual or group, distance between business life and private life, distance between ranks, , need to spell out details, and attitudes toward uncertainty. Keep in mind that cultural attitudes are fluid.


	Attitude Toward the Writer
	Refers to reader’s interpretation of the writer’s role in the content. 

	Attitude Toward the Subject 
	Refers to reader’s possible reactions: positive, negative, or neutral.


	Expectations about the Subject
	Refers to the amount and kind of information to provide readers in order to provide authority.

	Expectations about the Document
	Refers to rhetorical expectations (e.g., page numbers, headers, footers, order of information, placement, font, etc.).


	Kind of reader
	Refers to the reader’s identity, the type of reader addressed, the category or class in which the reader would fit.

	Reasons for Reading the Document
	Refers to the motivations or rationale of the reader

	Way of Reading the Document 
	Refers to how the reader will read the document: file it, skim it, read only a portion, study it, modify it, implement a recommendation, perform a test or carry out a procedures, and so on.

	Reading Skill
	Refers to the level of understanding available to the reader. 

	Reader’s Physical Environment 
	Refers to any environmental factors (binding, media, format, lighting, and so on) that could make reading difficult for the reader.
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