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Guidelines
This category comprises Informational Materials and Promotional Materials. Informational Materials are designed to attract potential buyers by providing information about a technical or scientific subject, product, service, or organization. The materials are intended to improve an audience’s perceptions and opinions of the subject or sponsor. Visual design, including production values, is very important. So, too, is editing, because errors are very obvious.

Promotional Materials market a technical product, service, or organization. This category includes advertisements, flyers, brochures, catalogs, and other presales literature. The materials must persuade the audience to take some action, e.g., buy a product, donate funds, or download a program, by using integrated text and figures. Visual design, including production values, is very important. So, too, is editing, because errors are very obvious.
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 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
	Grade

	Target audience is clearly defined
	

	Content meets the practical needs of the audience
	

	Writing tone and style suit the purpose and audience 
	

	Writing generates interest and holds the reader’s attention
	

	Key messages are clear and concise, and writing focuses on conveying the messages
	

	Vocabulary and reading level are appropriate for the audience
	

	Writing is crisp and clean, with logical development of the subject matter
	

	Technical complexity is handled effectively
	

	Graphic elements are positioned near the text they support
	

	Writing is free of gender or ethnic bias
	

	Marketing messages are clear and concise and writing focuses on conveying the messages
	

	Customer benefits are clear and concise and balanced with product, service, or organization features and other information
	

	Customer “call to action” is clear and provides all information necessary for the reader to take the desired action 
	


	2.  Copy Editing – Overall Comments 
Use this area to comment on the copy editing of this publication. 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
	Grade

	Correct, consistent spelling, punctuation, grammar, capitalization. While bullets and “headline” style text (instead of grammatically complete sentences) may be used, the form of the bullets is consistent and their meaning is clear.
	

	Consistent formatting and typography
	

	Consistent writing tone and style
	

	Consistent treatment of wording in headings
	

	Consistent use of terminology
	

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

	Acronyms and abbreviations spelled out and defined at first occurrence
	

	Copy is free of obvious technical errors.
	

	Treatment of all elements (lists, examples, tables, etc.) is consistent
	

	References to information within and outside of the piece are correct and consistent
	

	Table of contents (if present) is comprehensive, useful, accurate, and well edited—and also brief
	

	Index (if present) is thorough and easy to navigate
	


	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
	Grade

	The publication exhibits editorial control and a consistent overall look
	

	Navigational devices are consistent in their form and placement
	

	Consistent and accessible patterns for jumps and breaks are evident (if used)
	

	Layout of page elements contributes to readability and usability
	

	Typography is used as an effective design element
	

	Typography is easy to read
	

	Page headers and footers are visually effective in helping readers find information
	

	Headings are hierarchical in typography and reflect organization of material
	

	Headings are visually effective in helping readers find and follow information
	

	Pull-quotes and other “graphical” treatment of text are used to focus and pull the reader into piece
	

	Other graphic elements such as rules and screens have been used to add visual interest or navigate the reader
	

	Graphics, whether functional, aesthetic, or thematic, maintain the internal consistency of the publication
	

	Graphics are used effectively to make concepts, complex information, and new ideas easier to comprehend
	

	Graphics are consistently well designed, legible, and neatly executed
	

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

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

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

	The publication reserves special and consistent significance for high-profile treatments, such as two-page spreads, foldouts, and the like
	

	Size and binding are appropriate for purpose and audience
	

	Production materials are of appropriate durability and quality
	

	Print quality supports the piece’s readability and usability
	


	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
	Grade

	Fulfills the purpose for the intended audience/reflects the reader’s needs
	

	Presents information from a fresh perspective and in a manner optimized for the reader
	

	Integrates all elements into a readable and usable publication
	

	Evidence of creativity or originality
	

	Informative and credible
	

	Appealing, interesting, and useful to the intended audience
	

	Projects a professional image
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