TO:  		 Wendy Ma, English 301 Student
FROM: 	 Jocelyn Toledo, English 301 Student
DATE: 	 March 26, 2018
SUBJECT:  	 Formal Report Draft Peer Review


	

CRITERIA
	

HIGHLIGHTS AND ACHIEVEMENTS
	

NOTES FOR IMPROVEMENT


	

ORGANIZATION

	
Clearly organized and concise. The title is clear and reflects the purpose of the report and the affiliation between the preparer and the intended audience is stated. 

Sections and subsections are clear and easy to follow and reflects the information that will be relayed in each paragraph. The transitions between headings are clear and make sense.

 

	
Including a running head and page numbers in the top margins will ensure organization and conciseness between all pages of the report.

Ensuring that the report is addressed to a person who is able to approve and help with change rather than the entire group can magnify the specific audience of who the report is being written to. 

Breaking up the headings into smaller sections can allow clearer information to be relayed between different subtopics and create a clearer transition between findings and interpretations.


	
STYLE

	  
The tone remains objective and professional throughout the report. 

Writing with YOU attitude is evident throughout many sections of the report.



	
Ensuring that the report is written with the YOU attitude throughout the entirety of the report will encourage the audience to incite positive change. 

Avoiding the negative and reconstructing sentences to promote a positive statement will reinforce the positive purpose of the report. 


	
DESIGN

	
The illustration included is incredibly descriptive and information is well inputted. 

The illustration is clear, concise, and easy to read. 
	
Labelling the illustrations can reduce confusion when referred to in the body. 

Including the units to measure attendance can reduce confusion between number of students that have attended vs. percentage of students that have attended. 

Describing whether or not the attendance for difference events is mandatory or voluntary will create a concise description of the findings.


	              CONTENT
	
	

	
INTRODUCTION
	
The introduction presents the purpose, methodology, and scope extensively.  

The introduction includes the most useful information in this version of the formal report draft.  

	
If the report is being written to the UBC Acapella club so an in-depth definition of what the UBC Acapella club may not be necessary, instead, defining the decrease in attendance by comparing the numbers to past years may be helpful.

By separating the purpose and methodology, the paragraphs will be more concise and easier to read. 

Explaining the scope/reasons of inquiry with depth and elaboration will allow the intended audience to know the exact questions that need to be answered throughout the draft. 


	
BODY

	
Concise headings with consideration of subtopics and length. 
	
According to the assignments description, a rough draft of the body of the report should be included with the appropriate headings and subheadings. The headings and subheadings are displayed; however, additional information can be added within the body to reflect a closer idea of how the actual formal report will look like. Adding a fuller body can also help determine the general length of the final report. 

 

	
CONCLUSION

	
The content of the conclusion is wholesome and informative. There are many great recommendations and a clear summary of overall findings from the research.


	
Correlating the findings to the recommendations can influence the reader to pursue the recommendations further. 

Organizing the recommendations and presenting them into smaller paragraphs with a broader definition of each recommendation will allow easier readability.


	

GRAMMAR/SPELLING


	
Excellent use of grammar, spelling, and sentence structure.
	
[bookmark: _GoBack]Ensuring that imperative verbs are replaced with “ing” verbs will soften sentences and make sentences friendly rather than instructive.

Reducing the use of nouns and pronouns will allow the report to be objective rather than subjective.
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