Peer Response for Proposal
Authors: 
Respondents: 
Use the form below to guide your critically constructive comments on your peers’ draft. For your comments to be critically constructive, they must be well-developed and provide concrete suggestions for improvements. 

After completing the peer response, save the “Peer Response” document and email as an attachment a copy of it to both the authors and me.

Formatting
Has the author adequately formatted his or her letter of transmittal? (See the letter template for appropriate formatting guidelines.) How should the authors change the letter’s formatting?

Place an “X” in the left-hand column if the appropriate formatting has been used. Please consult the “Reference Sheet for Formatting in Word.”

	     
	client directly addressed rather than referred to in 3rd person



	     
	title page with descriptive report title, author’s name, date proposal completed, and client name



	     
	1-inch margins



	
	left justified



	     
	no line spaces within paragraphs



	     
	single spaces between paragraphs



	     
	12-point font for body text



	     
	serif font for body text



	     
	heading font larger than that of the body text



	     
	sans serif font for headings




	     
	bolded headings



	     
	descriptively titled headings



	
	no underlining



	   
	appropriate use of borders



	   
	page numbers on proposal itself but not on letter of transmittal and title page




Additional comments and/or questions concerning formatting:

Proposal Sections
How well does the Letter of Transmittal briefly explain the title of the enclosed proposal and denote the authors’ research completed to produce the proposal? Do the authors adequately outline a guide to help the client follow the major sections of the proposal? Does the letter of transmittal establish good will and contextualize the proposal for the client?  Offer suggestions for further revisions, deletions, and/or additions that could make the Letter of Transmittal even more effective for the client. (The Letter of Transmittal should be no long than 1 page.)

How well does the Abstract of the proposal identify the client's need?  How well does it explain the deliverable(s), time line for producing those deliverable(s), and acknowledgement of cost factors related to the production and maintenance of the deliverable(s)? How well does it provide a brief description of the entire report for the client? Offer suggestions for further revisions, deletions, and/or additions that could make the Abstract of the proposal even more effective and concise for the client. (The Abstract should be no long than 1 brief paragraph.)

Underline or highlight the primary need identified in the Need Statement. To what extent does the Need Statement outline the client need? How well do the authors incorporate data from their research to demonstrate that this need exists? How can the authors provide an even clearer description of the need and provide even more support to suggest that the need exists. Offer suggestions for further revisions, deletions, and/or additions that could make the Need Statement even more effective and contextualized for the client. (The Need Statement should be 2-3 well-developed paragraphs and it should not even mention the client deliverable(s).)

Underline or highlight the description of the project deliverable(s). Is the Project Description reasonable for the client? How well does it outline a specific professional writing deliverable(s) that will fulfill the need identified by the authors? Do the authors explain why this particular deliverable(s) will fulfill the client's need? And why it is the best choice for the client? How well do the authors provide data to support their claims? Offer suggestions for further revisions, deletions, and/or additions that could make the Project Description even more effective and contextualized for the client. (The project and plan section should be 2-3 well-developed paragraphs.)

Underline or highlight the step-by-step plan to produce the deliverable(s). How well developed is the Plan & Progress Checks section? Do the authors adequately define a step-by-step plan to produce the deliverable(s)? How well do the authors explain progress checks to ensure that these goals will be met? Do the authors provide an adequate explanation about how the progress will be evaluated? Is the visual timeline or table provided readable and useful for the client? Offer suggestions for further revisions, deletions, and/or additions that could make the Plan & Progress Checks section even more specific and accessible for the client. (The project and plan section should be 2-3 well-developed paragraphs & a chart or timeline.)

How detailed is the authors’ written summary of implementation and maintenance costs in the Budget section of the proposal? How well does this written summary adequately address not only monetary but also time and technology costs? How effective is the table or visual provided to breakdown the specific and overall costs? Offer suggestions for further revisions, deletions, and/or additions that could make the Budget even more specific and accessible for the client. (The budget section should be 1-2 well-developed paragraphs & a chart or visual.)

Offer suggestions for further revisions, deletions, and/or additions that could make the overall proposal more appropriate to the client.
