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FOR THE WRITER TO COMPLETE:  

1. Point out the type of message each one is (See Chapters 7, 8 and 9).

2. Explain the rhetorical situation(s) behind each message – Who was your audience? How did you interpret the scenario?  Provide audience analysis.  What were the stakes involved?  What was the specific purpose(s) for each message?  In what ways did you try to achieve that purpose (organization, approach, tone, word choice, design, etc.).

3. Explain to your reviewer how close your drafts are to completion.  What parts do you think still need work?

4. Point out what parts of your drafts you particularly want your reviewer to comment on.

FOR THE PEER REVIEWER (answer questions for each message) 


1. Look at the message as a whole.  Does the layout/header/fonts look balanced and/or professional?  Make suggestions. 

2. Determine if the message contains the necessary components for its letter type.  Give examples.

3. Determine if the message letter accommodates the needs of its audience.  Is it clear that there is a specific audience?  

4. Evaluate the use of the indirect or indirect approach.  Is the approach appropriate for the situation? Is the approach skillfully employed? 

5. Point out the strongest points in the message and state why.  

6. Identify any weaknesses.  Recommend ways the weaknesses could be eliminated. 

7. Comment on the language use.  Could it be stronger?  Look for weak verbs or wordy, vague expressions. Do any phrases sound awkward or “off”?  Is the voice active or passive?  Is the voice appropriate to the situation?  Is the use of voice skillful? 

8. Comment on the word choices. Are there negative words or words that contain strong negative connotations?  Could those words be eliminated?  Offer suggestions. 


9. Look at the paragraphs.  Are they relatively short, unified and coherent?  Are the sentences varied in structure?  Point out any sentence level, spelling and grammar errors.

10. It is likely that at least one of the messages should employ a buffer.  Look hard at the buffer.  Indicate ways it could be improved. 

11. If the message is conveying bad news, does it achieve the five purposes of communicating bad news?  Where might there be a weakness?

12. Comment on the language use.  Could it be stronger?  Look for weak verbs or wordy, vague expressions. Do any phrases sound awkward or “off”?  Point them out (even if you are not sure how to fix them). 

13. Look at the paragraphs.  Are they relatively short, unified and coherent?  Are the sentences varied in structure?  Point out any sentence level, spelling and grammar errors.


14. It is likely that at least one of the messages contains a persuasive element.  Does the writer use AIDA framing?  How effectively (or not)?  Does the message balance emotional and logical appeals effectively? Is the reasoning going to be persuasive for this audience?  Offer suggestions for improvement. 

15. Poke holes (logically and rhetorically) in the writer’s position.  Point out where his/her argument is weakest/ strongest. 

BE SURE TO DISCUSS YOUR FINDINGS WITH THE WRITER AFTER THE REVIEW. 


