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Recommendation Report Peer Review Worksheet
Please print out two copies—one for the authors and one for me. 

Author’s names:  

Reviewer’s names: 
Note: Please answer the questions fully, and not with just “yes” or “no.”
Format and Style

1. Write the title here: 


Is it descriptive? Is it creative?


2. Are labels and headings within the report consistently in the same style and font?  How do they visually indicate differences between main headers, subheaders. etc? 

 
3. Make sure the paragraphs are single spaced in block format with a single skipped space between paragraphs, and that there are page numbers.  Mark any variations on the paper.

 
4. Has source material been correctly documented in text and does the works cited list all the sources in proper form?  Indicate any places where you feel sources should be documented or are incorrectly documented in the paper.



5. Is the report grammatically correct?  Mark any errors on the paper itself.



Content and Purpose
1. Is there a clear purpose/overview statement? 


If yes, then copy it here:


2. Is there a synopsis of the entire report in the first section/executive summary? Does it contain the recommended solution and main supports? (Read the rest of the report, then reread the synopsis and check if anything has been omitted)

3. Is the problem clearly established? Summarize it here:
 




4. What is their solution?





5. What are the main reasons why they think their solution works? Summarize them here:

6. Do you think their reasoning is solid? Write any problems or potential holes the solution might have.




7. Has the information in the report been effectively directed to the employer as audience? How so? 

8. Is the information presented and organized in a logical manner within the report?  Why or why not?

If the information is not as organized as it might be, how might you rearrange it for the best logical presentation?



9. Have the expenses been laid out well, so that you have a good understanding of how much money will be necessary to enact their solution? Do you feel some price elements are missing – if so, what are they?

10. Are sources used effectively in the paper? Why or why not?



11. List the images and graphics they use here:



Are any of these unclear?  What works and what doesn’t?
 



12. Is there a conclusion that wraps up the entire report?  Do you think it is effective at closing the report? Why or why not?




13. If you were an employer reviewing this document, would you take their recommendation? Why or why not?





14. Are the headings clear and descriptive? Why or why not?


Find the heading you think is the most descriptive and write it here:

15. List three items from the report that you especially like:

16. List three items from the report that wasn’t totally clear to you, or that might be improved.




Overall Comments
Please write any overall comments that you have (these are especially good for peer reviews): 

