Step #1 The Focus Sheet
Answer these questions as the first step in any writing task:

1. Purpose:

Why am I writing this?__________________________________________

What do I want the reader to do?___________________________________

2. Audience:

Who is/are my readers?__________________________________________

What is the reader’s role?_________________________________________

What does the reader know about the subject?_________________________

How will the reader react?_________________________________________

What is my reader’s style? Should I adjust to it?________________________

How will the reader use this document?_______________________________

Whom should I include in this mailing?_______________________________

3. Bottom Line:

If the reader were to forget everything else, what one key point do I want remembered?____________________________________________________

_______________________________________________________________ 

4. Strategy

· Should I be writing this? At this time?

· Would a phone call be more effective?

· Should I send this at all? Am I too late?

· Os someone else communicating the same information?

· Should I check with that person?

· Should I include deadlines? Actions requested?
· Is my method of transmission the best? For example, should I be using email, postal mail, fax or personal visit?
