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Guidelines
Generally, reports summarize the results of a treatment or procedure or describe an organization’s status.  Common examples of reports are a company’s annual report and technical reports, sometimes called scientific or research reports. Reports can be stand-alone, i.e., tied to the results of a specific procedure or effort and issued as the final activity of that effort, or they can be part of an ongoing series, such as an annual or biennial report. Any publication published more frequently than four times a year should be categorized as a Periodical and judged according to the guidelines of that category.

Using these examples, an annual report is a publication that summarizes the activities and/or financial position of a corporation, government agency, or nonprofit community organization. This includes reports that comply with the regulations of government agencies, such as the U.S. Securities and Exchange Commission, as well as reports of unregulated, nonprofit organizations. A technical report is a report on a scientific or technical effort, usually aimed at the professional community or a contracting agency. 
Please grade each criterion using the following scale:

	A = Strong
	B= Average
	C = Weak
	D = Absent
	N = Not applicable


	1.  Content and Organization – Overall Comments
Use this area to comment on overall content and organization. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments.



	Content and Organization

	Criterion 
	

	Includes a definition of purpose, scope, audience, and organization
	

	Writing tone and style, vocabulary and reading level suit the purpose and audience
	

	Writing is free of unnecessary bias
	

	Author avoids overuse of jargon and specialized terminology and clarifies specialized terms that are needed for a meaningful description 
	

	The author avoids unnecessary detail
	

	Information is organized in a logical manner and there is an orderly and logical development of subject matter
	

	Complex information is effectively supported with clear, relevant, and meaningful information (such as examples, tables, charts, and illustrations, in sidebars, in the text, in a glossary, etc.)
	

	Headings are sufficient to aid in finding information, and appropriately descriptive of the text that follows
	

	Support information is appropriately placed relative to the text it supports
	

	Similar kinds of information are presented in consistent ways
	

	Table of Contents is accurate (i.e., page numbers are correct, and TOC entries match heading text) 
	

	Index headings and subheadings are clear, concise, appropriate to the text, and useful for the target audience 
	

	Cross-references are used in the index correctly and accurately, and guide readers to preferred terms, synonyms, acronyms, or abbreviations as necessary.
	

	The author strives for a simple, coherent, and complete presentation of the material.

· Writing is clear and describes the topic

· Concepts are presented in an appropriate manner

· Main points are properly stressed
	

	For Financial and Annual Reports (only)

	Includes the organization’s mission, business strategy, key activities, and an effective letter to shareholders and/or stakeholders.
	

	Writing makes the company interesting to audience, including investors, other businesses, and employees
	

	Financial information is presented in an understandable manner; interpretation, highlights, or explanations accompany the information
	

	For Technical, Research, and Scientific Reports (only)

	For scientific or engineering research, report uses the following organization:

· purpose of the research

· results

· review of previous research on the topic 

· discussion
· method
· conclusions
	

	The author strongly grounds or anchors the work reported to work that has already been done, as applicable
	

	The author describes or points to applications that can be made of the work reported or describes needed extensions and additions to the work
	

	Report uses complete and appropriate reference citations, so that a reader can obtain the reference without difficulty
	

	Statistics are presented in a comprehensive and relevant manner
	


	2.  Copy Editing – Overall Comments
Use this area to comment on copy editing. Please try to include three positive comments as well as three areas that could use improvement.  Refer to the criteria listed in the table below to help develop your comments.  



	Copy Editing

	Criterion
	

	Correct and consistent spelling, punctuation, grammar, capitalization
	

	Consistent formatting and typography
	

	Consistent writing tone and style
	

	Consistent treatment of wording in headings
	

	Consistent terminology
	

	Consistent treatment of elements (lists, notes and cautions, examples, tables, etc.)
	

	Consistent labeling, captions, and callouts for tables, illustrations, photos, and other support material
	

	Acronyms and abbreviations spelled out and defined at first occurrence
	

	Table of contents comprehensive, useful, accurate, well-edited
	

	Index comprehensive, useful, accurate, well-edited
	

	References presented in a consistent manner
	


	3.  Visual Design and  Production  – Overall Comments
Use this area to comment on visual design and production. Please try to include three positive comments as well as three areas that could use improvement.  Refer to the criteria listed in the table below to help develop your comments.  




	Visual Design and Production

	Criterion
	

	Overall design (including cover) is unified, appealing, and appropriate for the purpose
	

	Layout of page elements contributes to readability and usability
	

	Typography is used as an effective design element
	

	Typography is easy to read
	

	Headings are hierarchical in typography and reflect organization of material
	

	Headings are visually effective in helping readers find and follow information
	

	Headers and footers are effective navigational devices
	

	Contains variety of navigational devices to help readers find and follow information
	

	Similar kinds of information are presented in consistent ways
	

	Graphics are used effectively to support the content
	

	Graphics are consistently well designed, legible, and neatly executed
	

	Graphics are suitable for the audience in tone and content
	

	Elements such as tables and charts are treated as graphic elements in themselves  (for example, table is balanced on the page)
	

	Captions and callouts are effective for illustrations, tables, photos, and other graphics
	

	Color (if used) adds to the publication’s appeal and usability, and unifies its design
	

	Size and binding are appropriate for purpose and audience
	

	Production materials are of appropriate durability and quality
	

	Print quality supports the report’s readability and usability
	

	Index entries are presented in a format, typography, and style that provides maximum ease of scanning and locating individual entries
	


	4.  Overall Comments 
Use this area to comment on the publication as a whole. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments. 



	Overall

	Criterion
	

	Fulfills the purpose for the intended audience
	

	All elements well integrated
	

	Evidence of creativity or originality
	

	Informative and credible
	

	Effectively communicates intended message
	

	Projects a professional image 
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