CHEN 4905 PEER REVIEW MEMO TEMPLATE


________________________________________________________________________________________________________________________________________________________________________________________________________________________
To:
           <Student who wrote the paper>
From: 
           <Student who is reviewing the paper>
Date:
           January 7, 2008
Subject:          Peer Review of <Title of Paper>
Cc:                  Dr. Trujillo or Dr. Magda, Jennifer Large
________________________________________________________________________________________________________________________________________________________________________________________________________________________

This paragraph needs to explain the contents of the memo to the recipient.  It needs to list the title of the report reviewed and describe the categories in which the reader will find comments.   
1. General Considerations
This section of the memo concerns feedback based on a perusal of the entire report.  What did you notice about the formatting? The figures? The tables? Does anything obvious appear to be missing?  
2. Proposal Content, Organization and Clarity
This section needs to report to the author of the paper what you noticed as you read through the report.  The more thorough and detailed your comments here, the more they will help the author revise.  You will want to comment both on problems with the content in each section, as well as comments on problems with clarity and succinctness in each section.  You may find it helpful to separate your comments by section, as the example illustrates.  It is not necessary to comment on every section—only those that include some problem you want to comment on. 
3. Overall Evaluation
This is where you will provide your general impression of the entire report.  You will make suggestions here that you especially want the author to focus on.  You may end by noting that you have (or have not) made additional comments on the report itself.  
