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Worksheet 16.1 Peer Review Evaluation Form for the Proposal Package 

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 proposal package 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 sections of the proposal package. Use the space at the end of this evaluation to make any other relevant comments or suggestions or annotate the actual proposal package.

Cover Letter or Letter of Transmittal

_____ 
Introduction to the proposal. A good cover letter/letter of transmittal should indicate the name of the proposal, the RFP/RFA name and number or the sponsor’s priority that it is responding to, and a short description of the proposal.  Does it? Comments:

_____
Enclosures. Either in the letter or on an attachment line, the writer should clearly state the contents of the proposal package (indicating that an original and a certain number of copies are enclosed). Does he/she? Comments:

_____  Letter format. The letter itself should be put in formal business letter format on 

letterhead. The letter should include the date, internal address, salutation, body, complementary close, and an attachment line. Does it? Comments: 

Cover Page

_____  Standard cover page. All of the information requested by the sponsor should be 

presented in a neat, complete, and easy to read manner? Is it? Comments:

_____ No standard cover page. The cover page should be written on the organization’s 

letterhead. It should  include: the title of the proposal, the names of key organizational personnel (and signatures when appropriate), the sponsor’s name, the RFP/RFA number or priority from a program announcement, the type of proposal, the amount requested, the time period, and a short descriptive abstract. Does it? Comments:

Abstract

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

_____
Approach or methods. A specific statement of the writer’s approach, goals, and outcomes must be present to indicate how the writer will proceed to implement a solution to the problem posed in the proposal. Is it? Comments:

_____
Grammar and usage. The abstract should have substantive nouns in subject slots and verbs that really express the action. Does it? Comments:

_____  Keywords. If the sponsor requests it, a list of keywords should follow the 

abstract. Do they? Comments: 

Proposal Narrative or Technical Application

_____ 
Need statement. The need statement should indicate the background or context of the problem in enough detail to make the proposal understandable and important to the funders. It should make the problem seem important, compelling, and urgent.  Does it? Comments:

_____  Meeting the sponsor’s priorities. The first section of the proposal should identify 

the sponsor’s priorities and indicate how the project/program meets these priorities. It should make the project seem appropriate and a “match.” Does it? Comments:    

  _____ Tone and emphasis. The first section of the proposal should identify a problem that is important to the sponsor and the rest of the proposal narrative should indicate clearly what aspect of the problem you plan to solve and what you will do about it (your solution). This section should be clearly and unambiguously stated from the sponsor’s perspective and with an emphasis on how it will benefit the target population. Is it? Comments:

_____
Goals, objectives, methods. A specific statement of the writer’s approach, goals, 

or objectives must be present to indicate how the writer will proceed to implement a solution to the problem in the proposal. Is it? Comments:

_____
Evaluation. A description of how you plan to evaluate project results and/or a 

statement of expected outcomes should be clearly stated. Is it? Comments:

_____  Expected outcomes. The primary and key secondary outcomes should be clearly stated. Whenever possible they should be specific and measurable. Are they?

_____  Sustainability. A description of long-term strategies for project sustainability 

(financial, managerial, social, technical, or environmental) should be clearly and unambiguously stated. Are they? Comments:

_____  Dissemination. If appropriate, the writer should present a reasonable and 

effective dissemination plan for the project/program outcomes. Has he/she?

Comments:

_____ Organizational qualifications. A specific statement describing the writer’s organization, its mission and goals, and the qualifications it has for successfully completing the project should be clearly stated either in the body of the proposal or in the appendices. Are they? Comments:

Budget or Financial Application

_____  Budget. The budget should meet the sponsor’s guidelines for cost sharing. It 

should be a multi-column budget that clearly indicates what is asked from the sponsor and what your organization will contribute. Finally, it should be detailed and accurate. How well does the budget meet these criteria? Comments:

_____  Budget narrative. The budget narrative should provide enough information to 

understand how large expenses have been calculated and explain any questionable items. Does it? Comments:

Appendices

_____   Appendices  The appendices should effectively establish the credentials of your

organization and its ability to successfully complete the project. They should provide additional reference information about your organization and evidence of commitment or support from your target audience, external partners, and your top management or board of directors. Do they? Comments:

_____  Capabilities. Short vitae or a specific statement of the key personnel’s relevant 

experience with similar projects and the organization or department’s qualifications for successfully completing the project should be clearly stated either in the body of the proposal or the appendices. Are they? Comments:

Document Design and Editing

_____  Follow guidelines. The layout, design, typefaces and sizes, headings, and order 

of the sections should closely follow the sponsor’s guidelines. Do they? Comments:

_____  Sections and paragraphs. The sections of the proposal should be arranged 

according to the sponsor’s guidelines, include all of the information the sponsor requests, and the information in paragraphs should be organized in descending sequence of importance. Are they? Comments:

_____
Editing. The sentences in the paragraphs 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 proposal package to 

be in terms of audience and purpose? Comments:  
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