
♦ About what am I speaking, writing, or 
representing? 

♦ What do I know about this topic? 
♦ What message do I need to communicate? 
♦ What questions need to be answered? 
♦ What is my role or point of view? 
♦ What do proficient speakers, writers, 

representers do to create quality texts? 

♦ For whom am I speaking, writing, or 
representing? 

♦ What do I know about my audience (e.g., 
age, interests, needs, gender, 
background)? 

♦ Why am I speaking, writing, or 
representing? 

♦ What is my purpose (convince, 
persuade, defend,…)? 

♦ What am I trying to do in this 
communication? 

♦ Should I use a formal or informal stance? 

♦ What do I need to find out? 
♦ Where can I find reference materials? 
♦ With whom do I talk? 
♦ Is my topic sufficiently focused? 
♦ What is the key message? 
♦ What supports this message? 
♦ Where is the best info found for this 

message? 

♦ What plan do I have? 
♦ How will I begin? 
♦ How will I make this interesting? 
♦ How will I end? 
♦ How will I arrange my ideas to 

make sense? 
♦ How will I connect my ideas? 
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♦ What do I know and need to know about 
the topic? 

♦ What types of information (e.g., data, 
anecdotes, visuals) will appeal to my 
selective audience and serve my purpose? 

♦ What are the specific ideas that I need to 
include? 

♦ What points need to be made? 
♦ Where will I find missing or additional 

information? 
♦ What form will appeal to my 

selected audience and best serve 
my purpose? 

♦ What form will engage my 
audience? 

♦ What shape will that form take? 
♦ How could the ideas and 

information be organized? 

♦ What are the key ideas for this 
message? 

♦ What is the best way to organize this 
message? 

♦ What is the best and most 
appropriate language to use? 

♦ What register and tone is 
appropriate? 

♦ What is the best way to present this 
message? 

Consider Purpose and 
Audience 

Consider and Generate 
Specific Ideas and 

Information that might 
be Included 

Consider Qualities of 
Effective 

Communication and the 
Language to Use 

Plan and Organize 
Ideas for Drafting 

(mapping and 
authoring) 

Collect and Focus 
Ideas and Information 

Consider and Choose/
Adapt a Possible Form 

Consider Prompt (e.g., 
RAFTS variables) or Find 
a Topic and Activate Prior 

Knowledge 

BeforeBefore  
Speaking, 

Writing, and 
Representing 

What Good Speakers, Writers, and Representers do BeforeBefore Speaking, Writing, and Representing 


