Peer Review Questions for Technical Letter Assignment

Audience

Does the reader address the appropriate person? Who might be a better choice?

Does the author use an appropriate tone (not groveling, but also not arrogant)?

Is the letter’s content too technical? Not technical enough?

Standard Contents

Does the first paragraph contain a brief statement of topic and purpose? 

Based on the first paragraph, can you predict the rest of the letter’s contents?

What is the author’s narrative strategy? How could it be improved?

What does the author want the reader to do? Is this petition realistic?

How could the author improve her/his petition?

How does the author justify her/his petition? Is it convincing?

What benefit will the reader gain if s/he accepts the author’s proposition?

What will the reader lose if s/he accepts the author’s petition?

How might the author improve her/his action statement?

Mechanical Issues

Does the author use an appropriate, readable font?

How might the author improve her/his document design?

Are the author’s grammar, spelling, and punctuation correct?

Overall Impression

Do you think the addressee would respond positively to the letter? Why/why not?

If you were the reader, would you be inclined to accept the author’s petition? Why/why not?

Do you have any general suggestions for the author?

