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Worksheet 14.1 Peer Review Evaluation Form for Executive Summaries 
Writer:  __________________________________   Evaluator:  ___________________

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 executive summary that you have been asked to read on a separate evaluation sheet. Place a number (1-5) on the blank lines that reflects your assessment of the effectiveness of each of the elements in the executive summary. Use the “comments” space to make any other relevant comments or suggestions or annotate the actual executive summary.

_____ 
Problematic situation. A good executive summary should indicate the background or context of the problem in just enough detail to make the problem understandable and important to the sponsors. It should make the problem seem important, compelling, and urgent.  Does it?

Comments:

_____
Specific problem. The specific aspect of the problem that the writer intends to explore in the proposal should be clearly stated. Is it?

Comments:

_____ What you did. A specific statement of the writer’s approach, goals or objectives, 

and outcomes must be present to indicate how the writer will proceed to implement a solution to the problem in the proposal. Is it?

Comments:

_____
Sustainability. An indication of how the project will be sustained should be clearly stated. Is it?

Comments:

_____  Editing. The sentences in the executive summary should be clear, concise, and 

effective, free of grammatical or usage problems and misspellings. Are they?

Comments:

_____
Overall effectiveness. How effective would you judge this executive summary to be in terms of audience and purpose?

Comments:  

