[bookmark: _GoBack]ANALYSIS INTRUCTIONS:

The analysis is intended to be a starting point and to be completed prior to Part Two of assignments #6; this will help you write a better message in Part Two. Each of the upcoming message scenarios will have various unique factors. Simply answering the starter questions may not provide a complete picture or analysis. I want you to delve deeper and to really think about your audience and the relationships or circumstances surrounding the situation in order to explain your perception of the situation. Some of you have more business experience than others, but you all have communication experience; my questions and comments are intended to help broaden your understanding of the situation and of how to effectively present the information.
A prime factor in effective professional writing is understanding the composition of your audience(s). It is impossible to write an effective message without some understanding of your recipient’s reaction and perspective. Demographics; educational preparation or experiential training; cultural or gender differences; the audience’s knowledge, opinion and viewpoint of the topic/issue; their values; as well as their likely reaction to your message, are all factors that will influence your message content, approach, and tone. The content may need to vary depending on the level of detail or background your audience needs (and familiarity with professional terminology or jargon) and whether or not you need to establish credibility before moving to your main points.
 Another important factor that influences your message is your professional relationship to your audience (e.g., internal vs. external; managers vs. employees). For example, a message to your CEO may have a very different tone from a message to your co-workers. Understanding the full purpose(s) of the message is also essential. Often, there is more than the obvious simple purpose to consider, and the purpose will determine the appropriate approach and subsequent organization of your message
One goal of every business message is to establish and/or to maintain a good relationship with your readers, whether they are an internal or external constituent of your business; whether they are above, below, or at the same level as you in the corporate hierarchy; and/or whether the message discusses a problem or not. Professionalism and respect for the individual are required. Even if you lose their business, you don’t want them going away with a negative image of your company. When you write a business message, you represent the company and its professional perspective, not necessarily your own personal view.
 
Content
Please provide thorough, full-text paragraphs in your analysis, formatted with short-phrase headings and double spacing between paragraphs. Bullet points are acceptable; but, please do not use sentence fragments in your paragraphs. The textbook readings have covered sentence and paragraph structure, word selection, and style and tone. I will be looking for good examples of these writing features in your response.
 
The analysis should consider the following areas and questions (but write your replies in full sentences and coherent paragraphs, not as lists of answers to the questions):
 
I. Audience
A.   Who is the primary and/or secondary audience? Is your audience the decision maker in the situation?
1. What do they know or need to know (i.e., background information)? What is the essential information?
2. What do you want to tell them?
3. What is your relationship with them (e.g., Do you have to establish credibility, or do they already know and respect you as an authority on the topic? How will you establish credibility? Are they your customer or your supplier, etc.?)
4. What demographic information about your audience may be important in this scenario (age, work experience, educational or cultural background, values, gender, etc.)?
 
II. Purpose of message (Is it routine or good news, negative news or a persuasive message?)
1. What is the main purpose of the message? Is there a secondary purpose?
2. What do you want the reader to do?
3. What do you want the reader to think?
4. What is their reaction likely going to be (pro or con) based on the purpose of the message?
 
III. Approach selection
     A. The purpose of the message determines the approach; does yours require a direct or an indirect approach? Why?
     B. What is the rationale for your approach selection, based on the factors presented above?
     C. How will your approach affect your message? Where will you place the purpose statement?
     D. Persuasive messages have their own approach style; you may want to consider offering an incentive to encourage the action you desire.
 
IV. Other vital or contributing factors or special circumstances
1. What other factors did you consider as you composed the message? Have you had any experience in a similar situation?
2. What does the reader have at stake?
3. What do you (the writer) have at stake?
4. How will you present the “you” attitude?
5. How can you present the message with a positive tone?
 
V. Audience Meta-Analysis
Audience analysis can vary widely based on the context. Sometimes certain elements are more important than others (e.g., When analyzing an online audience, usability, ability, and access might be most important; whereas if your boss is your audience, sounding credible might be most important). Take a minute to think about the transferability of what you learned by writing this meta-analysis.
A. Which questions provided in sections I-IV above are the most relevant for this particular assignment? Why?
B. What questions should be asked about your audience that are not asked in sections I-IV above?
C. In your current job (or in your personal life) have you ever had to write this type of message (routine, bad news or persuasive) and do you think an audience analysis would have been helpful for you? Why or why not? 
D. Beyond written communication, when else do you see an audience analysis being helpful when delivering this type of message (routine, bad news or persuasive) in your work or personal life?
 
Format
· Type your name, the assignment title (e.g., Analysis 5a) and the date at the top
· Use headings (e.g., Audience; Purpose of Message, etc.)
· Single-space the text with double-spacing between paragraphs
· Save the document as a Word file (.doc/.docx) or as a rich text file (.rtf), not as a .pdf or as a .htm file. The file name should be your last name plus the assignment number (e.g., “smith2a”).

