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Guidance for Summarizing Comments

Elements of a good comment

· Identifies the strengths and weaknesses within the application
· Strengths
· State what is included and how well the criterion was addressed
· Weaknesses
· State what is not included and why it is important
· State what is not fully explained and why the omission is critical
· Reflects the reviewers’ analysis of the application
· Justifies the scores assigned by the panel

Dos and don’ts when summarizing comments

· Do ensure comments accurately reflect the view point of the reviewers
· Do ensure comments include an analysis of the application and relate solely to the evaluation criteria
· Do ensure comments can help applicants create a better application
· Do ensure combined comments justify the score
· Do make sure that comments are in the appropriate evaluation criterion
· Do make sure comments are grammatically correct
· Do not allow comments which are lists of what is included or not included
· Do not allow overly formulaic comments
· Do not allow comments which are offensive
· Do not provide comments that fail to address the multiple components of the evaluation criteria. 
· Do not allow comments that contradict between strengths and weaknesses


Comments may be returned for revision for the following reasons

· Do not demonstrate reviewer analysis
· Do not justify the score
· Are not related to specific criteria

Comments may be revised by the facilitator for the following reasons

· Are not constructive or objective
· Are not grammatically correct

When compiling comments you may

· Blend individual comments together to reflect the panels assessment
· Select the individual comments that best reflect the panels assessment
· Summarize the comments with your own language




Comments Checklist

· Is the information being commented on relevant to the specific evaluation
      criteria?
· Does the comment indicate “to what extent” the information in the application 
addresses the evaluation criteria?
· Does the comment indicate why the information is important? Will the comments help the applicant create a better application?
· Is the comment clear and concise? 
· Is the comment true to the voice of the reviewer?  
· Does the comment summary reflect the analysis of the panel?
· Will an appraisal of the strengths and weakness for the criteria justify the score?
· Is the comment overly formulaic or offensive?  If so, return for revision. 
· Is the comment only a list of what is included or not included? If so, return for clarification.
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HELPFUL WORDS FOR STRENGTHS


► Adequate
► Appropriate
► Complete
► Comprehensive
► Convincing
► Demonstrates
► Describes
► Details
► Documented
► Evidence
► Executes
► Exhaustive
► Extensive
► Feasible
► Focused
► Innovative
► Justified
► Presents
► Provides
► Qualified
► Reasonable
► Sound
► Specify
► Strong
► Thorough
► Unique






















HELPFUL WORDS FOR WEAKNESSES


► Ambiguous
► Confusing
► Contradictory
► Discrepancy
► Equivocal
► Inadequate
► Inappropriate
► Incompatible
► Inconsistent
► Irrelevant
► Insufficient
► Lacking
► Limited
► No evidence
► Obscure
► Opposing
► Restrictive
► Sparse
► Unclear
► Undocumented
► Unrealistic
► Without
► Vague

























VERBS FOR WRITING SUMMARY STATEMENTS

►Provides information   
     about…
► Shows success in…
► Provides details 
     about…
► Provides assurances 
      that…
► Demonstrates 
     experience…
► Describes   
     procedures…
► Plans to…
► Demonstrates…
► Presents
► Reflects
► Explains
► Details
► Specifies
► Ensures
► Identifies
► Offers
► Discusses
► Proposes
► Includes
► Gives
► Supports
► Indicates
► Builds
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