
In The Know Worksheet
Directions: After reviewing the In The Know in Chapter 12, Recommendation Reports, fill in the blanks below with the correct term.

1. The plural of appendix; usually the last elements or special parts of a report; places to include documents, data, or graphics not necessary to the discussion in the report but perhaps helpful or interesting to the audience. _________________ 
2.
The plural form of criterion; the factors on which a decision is made; things to consider when making a decision. ____________

3.
Singular; a factor on which a decision is made; something to consider when making a decision. _____________

4. Research done in the field, especially through surveys and interviews. _____________
5. Writing to convince others. ______________

6.
A comparison/contrast structure that covers two or three items under one criterion. ____________

7.
The relative importance of one criterion to another; usually ranked from most important to least important. ______________

8. Readers who are open to ideas or suggestions in a recommendation report. _________________

9.
A report that helps decision makers compose choices; after comparing and contrasting two or three choices to a common set of criteria, it recommends (strongly suggests) one choice over the other(s). ______________

10.A report written in response to readers’ requests for alternatives. _______________
11.The limits to a criterion; further defines each criterion._____________

12.A smaller category of criteria that falls under a criterion, the larger category; helps to define the criterion. ____________

13.Readers who are not open to ideas or suggestions. _______________

14.A report that has not been asked for; the audience is not expecting the recommendations. _______________
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