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Directions:  Review the scenario presented in the Week 2 Home Page, then complete the Planning Form and Organization Questions accordingly.  Be sure to scroll down and complete the Organization Questions that follow the Planning Form!
I.	Purpose

A. Why are you writing this document?

	Type at least 2-3 complete sentences in this box.



B. 	What response do you want from readers?

	Type at least 2-3 complete sentences in this box.






II. Audience

A. Reader Matrix: Fill in names and positions of people who may read the document.  Refer to Model 1–1 in your textbook for any M-Global positions and titles you may want to use in this matrix.

	
	Decision Makers
	Advisers
	Receivers

	Managers

	
	
	

	Experts

	
	
	

	Operators

	
	
	

	General Readers
	
	
	



B. Information on individual readers: Answer these questions about the primary audience for this document. If the primary audience includes more than one reader (or type of reader), and there are significant differences between the readers, answer the questions for each (type of) reader. Attach additional sheets as is necessary.
Primary audience:

	Type at least 2-3 complete sentences in this box.



	1. What is this reader’s technical or educational background?
	
	Type at least 2-3 complete sentences in this box.


	


2. What main question does this person need answered?

	Type at least 2-3 complete sentences in this box.


	
3. What main action do you want this person to take?
	
	Type at least 2-3 complete sentences in this box.



4. What features of this person’s personality might affect his or her reading? 

	Type at least 2-3 complete sentences in this box.






III. Document

A. What information do I need to include in the… 

1. Abstract?

	Type at least 2-3 complete sentences in this box.



2. Body?

	Type at least 2-3 complete sentences in this box.



3. Conclusion?

	Type at least 2-3 complete sentences in this box.





B. What organizational patterns are appropriate to the subject and purpose?

	Type at least 2-3 complete sentences in this box.




C. What style choices will present a professional image for me and the organization I represent? 

	Type at least 2-3 complete sentences in this box.









Instructions for Completing the Planning Form 

The Planning Form is for your use in preparing technical documents. It focuses only on the planning stage of writing. 

 1.  Use the Planning Form to help plan your strategy for all writing assignments.

 3.  Answer the two purpose questions in two or three sentences each. Be as specific as possible about the purpose of the documents and the response you want—especially from the decision-makers. 

 4.  Note that the reader matrix classifies each reader by two criteria: (a) technical levels (shown on the vertical axis) and (b) relationship to the decision-making process (shown on the horizontal axis). Some of the boxes will be filled with one or more names, whereas others may be blank. How you fill out the form depends on the complexity of your audience.

 5.  As this assignment is based on a simulated case from M-Global, Inc., refer to Model 1–1 for any M-Global positions and titles you may want to use in the reader matrix. 

 6.  Note that the section Information on Individual Readers can be filled out for one or more readers. 

 7.  Answer the document questions in two or three sentences each. Refer to Chapter 4 for information about the ABC format and organizing patterns that can be used in documents. Refer to Chapter 17 for information about style.


Organization Questions

1. Briefly, how should the ABC structure be used to organize this report? Your answer should take into account the intended purpose and audience of the report.

	Type at least 3-5 complete sentences in this box.



2. More specifically, what points would you suggest be included in the abstract component? What issues need not be addressed? Why?  

	Type at least 3-5 complete sentences in this box.





3. What points would you suggest be included in the body? Why? In what order? Explain the rationale for the order you suggest. If you have excluded some information discussed by the committee, explain why. 

	Type at least 3-5 complete sentences in this box.



4. Given what you’ve read so far, what one main purpose should be served by the conclusion component of the group’s report? To accomplish this purpose, what information should be included? Why?

	Type at least 3-5 complete sentences in this box.



5. What issues, if any, remain to be discussed by the Commute Group before it writes its recommendation report? 

	Type at least 3-5 complete sentences in this box.



