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Peer Reviewing
Peer-reviewing is a vital part of every professional’s life. It’s tough to see flaws in our own work, because we know what we meant to say! Getting an outside perspective is hugely useful. Building up a few colleagues you trust to share peer reviews will make both of you better writers!
What it is:
	Working cooperatively to create the best doc.

Sharing knowledge (content editing).
Helping refine the document.
	Editing, line-by-line and helping further develop the document. 
	Learning about the subject matter.
Audience analysis: What knowledge can you share about the audience with the author, and what can you learn about the audience to improve your own knowledge?
	Making suggestions about content, adding content of your own, adding graphics, reorganizing, and so on.
	Exercise diplomacy! 


Before you get started, make sure you understand what the author was trying to do:
	Read the document specification or call or whatever prompted the project.
	Perform a quick read-through to get an idea of what the author was trying to do, the “Platonic ideal” of the document:
	What is the author trying to teach, share, or say? 
	If it's not apparent in the work itself, that suggests something the author might need to address. 
	If it's a bunch of things that aren't really focused, that's something else. 
	What gets in the way of the work’s perfection? 
	What does it need to attain its optimal state? 
	Strengths in the materials.

Issues or problems you see.
	Questions that arise for you as a reader, or by putting yourself in the audience’s point of view.
Some tools and techniques helpful for performing peer reviews:  
	Your textbooks.
	Our online handouts.

A style guide.
Spell checker, grammar checker – handy tools!
Save it right away with the added prefix of your name (for example, if I get a document named JonesDrive-Car.doc, I would rename it McKitterick-JonesDrive-Car.doc for version-control.
	Turn on Track Changes in your text editor so the author can see your line-edits. 
Make copyedit, formatting, and other markups on the manuscripts, as this helps the author improve their micro-writing and professional appearance - two things vital to success.

	Use annotations or comments for larger suggestions, questions, and so forth - substantive recommendations on how to best improve the document.


Finally, when composing your overall thoughts, move on to address Goethe's recommendations for critics by framing these questions:
	What did the author intend to do? 

How well did he or she do it? 
Last and least important: Was it a good thing to do?
This will guide your recommendations. Don't think about what you would do with this project; think about what the author was trying to do, then help him or her achieve that as best you can.

