Peer Review Routine Memo (Direct Plan) Reviewer1       Reviewer2      Reviewee      
Get two readers to look at your work. Readers should put a check in the box when they have looked at each bullet on this page. When they are finished, they should print out this sheet and hand it to me. 
Content: 

·  FORMCHECKBOX 
 Does memo use the correct organization: Request, details, and courteous close with a request for the next specific action? Are each of these sections in their own paragraph?
·  FORMCHECKBOX 
 Is the request phrased like a request (“Please do this”)?
·  FORMCHECKBOX 
 Does the request, and the memo in general, refrain from negative information or filler (such as “I regret to inform you,” “unfortunately,” “unable,” “This is to inform you,” “There has been a problem,” etc?

·  FORMCHECKBOX 
 Does the writer include all of the details is a parallel, bulleted list? Is anything left out? 
·  FORMCHECKBOX 
 Does the writer refrain from “hedges” such as “I feel,” “I hope,” and “perhaps”?
·  FORMCHECKBOX 
 Does the close tell the reader what to do next, by when, and for what reason? Is the reason for the deadline “reader-centered” rather than writer centered? Does the writer make it easy for the reader to comply by providing examples or links, attachments, or instructions?
·  FORMCHECKBOX 
 Is the memo in the correct memo format? (It should not contain a signature block)?

·  FORMCHECKBOX 
 Is the tone polite but direct? Make suggestions. 


Style: 

·  FORMCHECKBOX 
 Look for examples of expletives (“there is,” “it is,” etc.). Find ways to rewrite them so the verb does the work. 

·  FORMCHECKBOX 
 Look for nominalized constructions (verbs turned into nouns, such as “expectation,” “announcement,” and “ownership.” Note that these endings frequently signal nominalization.) Suggest ways to “resurrect” the verb. 

·  FORMCHECKBOX 
 Look for passive voice constructions). Suggest ways to make verbs active. For more, check out http://www.unc.edu/depts/wcweb/handouts/passivevoice.html 
·  FORMCHECKBOX 
 Look for ways to trim extra words so that sentences are economical. 

·  FORMCHECKBOX 
 Look for consistency in punctuation. For example, if any bulleted items end with periods, they all should end with periods. 

Grammar and Mechanics

·  FORMCHECKBOX 
 Check for spelling. Check the spelling of author names and book titles against those in the handout. Make sure you have genders of authors correct and that you refer to them by last name. Look for words that might have escaped the spell check, like “their/there” or “too/to/two.” Read slowly; then read backwards slowly. 

·  FORMCHECKBOX 
 Look for problems with sentence structure, especially fragments and fused sentences. 

·  FORMCHECKBOX 
 Look for problems with parallelism, which occur when coordinate elements (elements in a comma series, bulleted list, or other series of two or more items) are structured differently. 

·  FORMCHECKBOX 
 Check the format for numbers, currency, times, percentages, etc. against the handbook in the back of the book. 

·  FORMCHECKBOX 
 Look for problems with subject verb agreement by identifying each subject and each verb in each sentence. 

·  FORMCHECKBOX 
 Look for pronoun/ antecedent agreement problems (especially those caused by using “that” instead of “who”). 

·  FORMCHECKBOX 
 Look for problems with the possessive form (these happen when the writer leaves out the apostrophe or mixes up the singular and plural possessive forms.)
·  FORMCHECKBOX 
 Look for unclear modification, especially in “left-branching” phrases (for example, in the sentence “Having forgotten her umbrella, her clothes were ruined,” the left-branching phrase “having forgotten her umbrella” should modify “Susan”; instead, it looks like the clothes forgot the umbrella.

·  FORMCHECKBOX 
 Look for anything else you might find. 

