
In The Know Worksheet
Directions: After reviewing the In The Know in Chapter 2, Plan for Your Audience and Purpose, fill in the blanks below with the correct term.
1.
To adjust; to change circumstances so that others will be more comfortable or more at ease. ____________
2.
The special beliefs, customs, or values that are specific to a particular group of people or a particular region. _____________
3. The details of a document’s arrangement: the type of document, its length, the preferred style manual, and its organization. _________________

4.
The highly specialized language of a discipline or technical field. ______________
5.
An audience that includes readers whose points of view differ. ______________
6.
The reader(s) you are responsible to first; the reader(s) who asked for or authorized the document.______________
7.
A specific end or outcome to be obtained; what you want your reader to do after reading your document. ______________
8. The function or job someone performs at work.________________

9. The extent of treatment, activity, or influence; what is included and what is not included._____________

10.The reader(s) you are responsible to after you have met the needs of the primary audience.____________
11.A single person or group whose point of view is the same._________________
12.A means by which information is conveyed, such as a newspaper article, a television commercial, or a speech before a live audience. _________________
In The Know Worksheet
Plan for Your Audience and Purpose
© 2005 Thomson South-Western. All rights reserved.

