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Single-Paragraph Summary Template 

Functional Documents

	Identifying the purpose
	The document / ___________ / form / website / advertisement for  




	· is used to / for

· helps  / aids

· has the purpose of
· allows

· 
	





	Identifying the structure 
	The document / _______________ / form / website

 / advertisement is organized / 

arranged / structured 
	· sequentially

· spatially

· in an outlined fashion

· 
	· in order to

· for the purpose of

· with the intent to
	





	Identifying features
	This document / form / website / advertisement uses /

 incorporates / utilizes
	· bold headings

· maps

· photographs

· illustrations

· 
	· to draw attention to

· to highlight

· to clarify

· to help
	





	Effect of Document
	Consumers / Workers / Users

 who encounter / use / must

read / view this
	· document 

· form 

· website 

· advertisement 
· 
	· must be aware

· should recognize 

· should understand 

· should be careful to
	





	Conclusion
	Knowing how to read / use / understand this  document / form / website / advertisement is 
	· important

· crucial

· helpful

· … because it …
	· teaches 

· shows

· instructs

· allows

· makes one aware
	






Type of Document:
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