Audience Analysis Guidelines from Markel
Writing for the Basic Categories of Readers
These guidelines summarize the how to write for the basic categories of readers.
Audience
Reasons for Reading
Guidelines for Writing
Expert
To gain an understanding of the theory and its implications.
Include theory, technical vocabulary, formulas, and sophisticated graphics.
Technician
To gain a hands-on understanding of how something works or how to carry out a task.
Include graphics. Use common words, short sentences, and short paragraphs. Avoid excessive theory.
Manager
To learn the bottom-line facts to aid in making decisions.
Focus on managerial implications, not technical details. Use short sentences and simple vocabulary. Put details in appendices.
General Reader
To satisfy curiosity and for self-interest.
Use short sentences and paragraphs, human appeal, and an informal tone.
Markel’s "Audience Profile Sheet" is a super-handy example of how to use this.
Add to this another dimension, one that intersects with audience categories: life-cycle of the content. That is, are you writing for someone planning to buy or do something, installing it or just starting to use it, maintaining and customizing it, or planning for the next version or upgrade or potentially looking for alternatives? That shifts your audience once again!
Identifying Individual Characteristics of Readers
Use the questions in the following table to identify your readers' individual characteristics.
General Questions
Specific Questions
Who is your reader?
	What is the reader's education? 

What is the reader's professional experience? 
What is the reader's job responsibility? 
What are the reader's personal characteristics? 
What are the reader's personal preferences? 
What are the reader's cultural characteristics? 
What are your reader's attitudes and expectations?
	What is the reader's attitude toward you? 

What is the reader's attitude toward the subject? 
What are the reader's expectations about the subject? 
What are the reader's expectations about the document? 
Why and how will your reader use your document?
	Why is the reader reading your document? 

How will the reader read your document? 
What are the reader's reading skills? 
What is the physical environment in which the reader will read your document?
Writing for Multicultural Readers
The following guidelines will help you communicate more effectively with multicultural readers:
	Limit your vocabulary. Every word should have only one meaning, as called for in Simplified English and in other basic-English languages.
	Keep sentences short. There is no magic number, but try to stay within a range of 20 to 25 words.
	Define abbreviations and acronyms in a glossary. Don't assume that your readers know what a GFI--ground fault interrupter--is, because the abbreviation is derived from English vocabulary and word order.
	Avoid jargon unless you know your readers are familiar with it. For instance, your readers might not know what a graphical user interface is.
	Avoid idioms. Because idioms are culture specific, it is wise to avoid them. If you tell your Japanese readers that your company plans to put on a "full court press," most likely they will be confused.
	Use the active voice whenever possible. The active voice--in which the actor is the grammatical subject of the sentence--is easier for non-native speakers of English to understand than the passive voice.
	Be careful with graphics. The garbage-can icon on the Macintosh computer has often been cited as a graphic that does not translate well, because garbage cans have different shapes and can be made of different materials in other countries.
	Be sure someone from the culture reviews your document. Even if you have had help in planning the document, have it reviewed before you publish and distribute it.


