[bookmark: _GoBack]2020 Step-by-Step Instructions for Tech Editing, Part 1

1. Read instructions and review related resources as needed for Part 1 Tech Editing. A BPEP staff member (Christine) will send you emails throughout the process with reminders of tasks and examples/samples. If you have any questions, contact Christine.

2. Call or email the team leader of the team to which you’ve been assigned to introduce yourself by the end of June. You will receive the team leader’s contact information with your assignment from BPEP staff. Remind the team leader that your role is to be an advocate for the applicant (not a member of the team; therefore, you will not be doing an independent review of the application). Just prior to the team’s consensus call, you will provide in-process feedback on how the draft scorebook may be perceived by the applicant. The team leader can choose how to share that feedback with the team.

3. Log into BOSS when you and other tech editors receive access in mid-July and learn key factors about the applicant organization by reading the Organizational Profile of the team’s application (in BOSS; no paper applications will be mailed out this year). 

4. Scan* categories 1 through 7 of the team’s draft Consensus Review Scorebook (the R-3/pre-consensus-call version); in scanning the team’s draft items, focus on these key areas:
· Comments that conflict with each other (or may sound to the applicant like they do)
· Alignment of comments with scoring
· Consideration of applicant’s view (e.g., might comments appear to be harsh/prescriptive/deny benefit of the doubt?)
· Other quality issues that may be recurring across the scorebook 

*In part 1, tech editors are not expected to check application data or thoroughly check all comments for adherence to the Criteria questions (if tech editors see glaring violations in these areas, however, they should notify the team leader). This review is intended as a relatively high-level in-process check on whether the scorebook is likely to meet applicant expectations for high-quality feedback.

5. Review the draft key themes, checking whether they appear to align with the scoring bands, reflect item-level scores and bolded comments in the rest of the scorebook, and clearly summarize the scorebook.

6. Share your input with the team leader (and possibly the entire team). Do this by first calling the team leader and giving feedback verbally and discussing what (if anything) to put in writing for the team to view; next you may upload (if appropriate) constructive feedback in writing for the team. Please ensure that you provide at least some input to the team leader based on your review in order to advance the team’s learning and/or sense of its progress. Please aim to provide a balance of observations about the key strengths and opportunities for improvement you see in the team’s work so far; use a professional, encouraging tone when describing any critical issues that may need the team’s attention in order to ensure a high-quality scorebook for the applicant.

7. By or before the August judges meeting, shred any printouts of the application, scorebook, or other assessment information from BOSS and delete any related electronic files with applicant-specific information from this assignment. If the applicant does NOT proceed to Site Visit Review, you will be expected to proceed to Part 2 tech editing, and further instructions will be provided by BPEP staff. 

Note: Given the limited time for the Part 1 tech editor to review a draft scorebook and give feedback (i.e., a week or less between a team’s deadline to post R-3 items and first consensus call), BPEP recommends focusing on key quality checks listed above, though tech editors may also suggest comment improvements such as clarifying topic sentences/nuggets and crafting strong relevance pieces using the applicant’s key factors.
