Resource - “CHEAT SHEET” for FEEDBACK WRITING 

Pre-Site Visit – Phases that are appropriate before the site visit but the “unclear” should be taken care on during the site visit.  Normally these phrases should not be used for the final report.

· “It is unclear…” or “It is not clear…”

· “Since only limited data are presented, it is difficult to assess…”

·  “…are not clearly defined, so it is not evident…”

· “The discussion of…does not clearly describe how…”

· “There is inadequate discussion of how…”

· “…is not adequately addressed. Without…it is not clear.”

Strengths  (appropriate for any stage of writing the feedback report):

· “An effort is underway to…”

· “A number of approaches are used to…”

· “A variety of methods are used to…”

· Restate what is in the assessment.

Opportunities for Improvement (appropriate for any stage of writing the feedback report):

· “There is no indication that…”

· “There was no description of how…”

· “With the exception of…it is not evident that…”

· “…appears limited” or “…was not presented.”

· “It is difficult to determine…since…”

· “The process does not appear to address…”

· “From this assessment, it is not evident that there is a systematic process to…” or “There does not appear to be a systematic process to…”

· “There does not appear to be a link developed between…” or “There does not appear to be alignment between…”

· “Limited data are provided to assess…For example…”

· “No performance measures or indicators are provided for the…process.”

NOTE: Be sure opportunities  for improvement are in the criteria!!

Editorial Style Suggestions:

· Use bullet format with complete sentences and paragraphs. (Do not use the “+”, “++”, “-“ or “- -“ notations.)

· Avoid jargon and acronyms, except where used by the applicant.

· The first time an organization name is used in the feedback report, it should appear as is stated at the beginning of the application. If a shortened form of the organization’s name, or an acronym is used for the organization thereafter, it should be consistent throughout the feedback report. (Check the application and follow the organization’s lead in the matter.)

· Spell out all other abbreviations or acronyms the first time they are used.

· When making an acronym plural, add a small “s” only (for example, CPUs or QITs).

· In referring to criteria, use the following forms: Category 5.0, Item 6.1

· Use the present tense when referring to an organization’s application. (e.g., “Details on key indicators are not provided.”)

