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PEER EVALUATION CHECKLIST
Components

= Addressee

= Date

= Subject line

® Introduction

® Body

# Conclusion

® Signature (where appropriate)

® Headings and subheadings
#® White space

& Highlighting

® Visual aids

® Navigational tools

& High tech

= Low tech

= Lay

® Multiple readers

® Multicultural readers

® Sales

= Motivational
= Objective

® Informative
® Persuasive

® Grammar

® Punctuation

= Spelling

® Mathematical correctness

= Scientific/technical correctness
® Sources

= Word choice

= Word length

= Sentence length
® Paragraph length

m Sufficient content
= Definition of terms
m Attention to detail

= Spatial

# Problem-solution
# Importance

= Cause-effect

= Compare-contrast




THE 7 REVISION TECHNIQUES

Explanation

Add missing details, explanations, examples, and
definitions for clarity

Unnecessary words and phrases that are unimportant,
irrelevant, or redundant for conciseness

Unnecessarily complex words and phrases that are
written above the audience’s level of comprehension
for easier understanding

Cut and paste information and/or graphics for
emphasis and better understanding

Using highlighting techniques to ensure ease of access,
visual appeal, and reader-friendly design

The tone and writing style of the text to suit your
purposes (sales, information, report, documentation, etc.)

Errors in grammar, punctuation, and/or spelling that
detract from the document’s professionalism

THE WRITING PROCESS IN ACTION

- Revision

Project
Due
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