Checklist for Review of Grand Jury Reports
(to be used for each time a report is reviewed)

Overall Considerations
· Does the report address at least one important issue?
· Has the report been reviewed by the legal advisor?
· Is the topic within the grand jury’s jurisdiction?
· Does the report follow CGJA’s recommended format?
· Does the report follow the approved style guide?
· Does the report comply with ADA accessibility standards?
· Is the report persuasive?
· Is the tone objective?
· Is the report free of derogatory comments, sarcasm, and exaggeration?
· Does the report contain graphics and photos with referenced sources?
· Is the report concise?
Cover Page
· Does the report title identify the topic and entity?
· Does the cover page state the release date?
· Is the cover page attractive?
Summary
· Does the Summary describe the main issues, problems, and solutions?
· Is it a page or less?
· Is it written like a press release?
Background
· Does the Background section explain why the topic was chosen?
· Does it explain why the topic is relevant now?
· Does it provide general information to put the topic into context?
Methodology
· Does the Methodology section list the jury’s research, observations, and number of interviews?
· Does it conceal the identity of witnesses?
Discussion
· Does the Discussion section lay out the facts in a logical order?
· Is it limited to facts relevant to the findings and recommendations?
· Is every statement fully verified?
· Is the Discussion divided into subsections with descriptive headings?
· Do the graphics, if any, enhance the reader’s understanding?
Findings
· Is there at least one finding?
· Is each finding a judgment and not just a statement of fact?
· Is each finding limited to only one issue?
· Is each finding based on verified facts in the Discussion section?
· Could findings be improved by showing cause and effect?
· Are all findings that identify problems linked to at least one recommendation?
Recommendations
· Is each recommendation linked to one or more findings?
· Does each recommendation say who must do what and by when?
· Is each recommendation affordable?
· Is there sufficient staffing to implement the recommendation? 
· Does each recommendation provide enough time to implement?
· Would the likely benefit be proportionate to the amount of effort required?
· Is the recommended action within the respondent’s power to implement? 
· Does the recommendation avoid addressing a policy determination?
· If implemented, would it bring about positive change in government operations?
Responses
· Does the report correctly identify the required respondents?
· Does the report correctly identify the invited respondents?
· Does the report correctly identify the due dates for responses?
Editorial Review
· Is the report understandable to every reader, even if they do not have any background on the topic?
· Is the report written at or below the 12th grade level?
· Does the content flow within each section and between sections?
· Are acronyms used sparingly and defined the first time they are used?
· Is the use of technical terms limited and are those terms defined?
· Are the graphics and photos helpful for understanding the report?
· Do the graphics and photos reference their sources?
· Are the style and tone consistent among the reports?
· Have all spelling and grammatical errors been corrected?

