FIGURE 13.6 Checklist for Reviewing Drafts

REVIEWING DRAFTS

1. When preparing for the review, do the following:

Discuss the objectives of the review.

Discuss the objectives of the communications.

Build a positive relationship with the writer or reviewer.

2. When discussing comments and suggestions, do the following:

Identify the revisions that are most important.

Distinguish matters of substance from matters of taste.

Explore the reasons for all suggestions.

3. Use computer aids in helpful ways for both writer and reviewer.

4. Review the draft from the perspective of its stakeholders.
