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Worksheet 6.1   Peer Review Evaluation Sheet for Letters of Intent

Writer:  ____________________________    Evaluator:  ________________________

Project/proposal title:  ____________________________________________________

Legend: 
1  =  Poor. Does not meet any of the specified criteria.



2  =  Fair. Meets some of the criteria.


3  =  Adequate. Meets the specified criteria.

 
4  =  Good. Meets all of the criteria but is still vague, wordy, or requires careful editing.


5 =  Excellent. Meets all of the criteria and is very effective in terms of audience and purpose.


Instructions:  Evaluate each letter of intent that you have been asked to read on a separate evaluation sheet. Select the number that reflects your assessment of the effectiveness of each of the elements in the letter of intent. Use the comments sections to make relevant comments or suggestions or annotate the actual letter of intent.

_____ 1. Meeting the sponsor’s priorities. The first paragraph of the letter of intent should identify the sponsor’s priorities and indicate how the writer’s project meets these priorities in just enough detail to make the proposal understandable and important to the sponsors. It should make the project seem important, appropriate, and a “match.” Does it?

Comments:    

_____ 2. Problem-need statement. The problematic context, justification, and scope should identify a problem that is important to the sponsor, and the rest of the need statement should indicate clearly what aspect of the problem you plan to solve, what you will do about it (your solution) and your instrumental purpose. This section should be clearly and unambiguously stated. Is it?

Comments:

​_____ 3. Your organization’s credentials. A specific statement about the writer’s organization, its mission, goals, and the qualifications it has for successfully completing the project should be clearly stated. Are they?
Comments:

_____ 4. Instrumental purpose. The instrumental purpose, asking if the sponsor would be willing to consider a proposal from your organization, should be clearly and explicitly stated. Is it?

Comments:

_____ 5. Editing. The sentences in the letter should be clear, concise, effective, and free of grammar or usage problems and misspellings. Are they?  The tone should be respectful and confident. Is it?

Comments:

_____ 6. Attachments. The attachments to the letter should effectively establish the credentials of your organization and its ability to complete the project successfully. Do they?

Comments:

_____ 7. Overall effectiveness. How effective would you judge this letter of intent to be in  terms of audience and purpose?  

Comments:

