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Overview

• Vision, History, Philosophy, Ethical Guidelines

• Review Process & Procedures

• Timeline

• Step by Step Process

• Communication and Reviewer Admin Webpages

• Submitting Evaluations and Reviews

• Other Topics

• Reviewer Conference

• E-Book Procedures

• Benefits of Reviewing
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Review & Awards Program: Vision

• Credible

• Consistent

• Sustainable

• Visible & Worthwhile

• To Members, Volunteers, Public
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Review & Awards Program: History

• MWSA was founded in 2006 by Bill McDonald as a vehicle for 
military veterans to deal with PTSD, writing as therapy.

• Over the years, the focus evolved to educating authors and awarding 
medals for excellence in military genres.

• The mission expanded to include additional genres to recognize 
excellence among members, and in 2010 a scoring system was 
codified.

• In 2015 the review system was restructured to use 3 reviewers for 
each book.

• Volunteer reviewers have diverse backgrounds, expertise, skills.

• A book may have 20 misspellings, but one reviewer may miss 15 of them.

• The scoring system was automated in 2018 using online forms.

• Scoring forms and genre definitions were updated in 2023.
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Review & Awards Program: Philosophy 1

• Authors work hard to bring a book into being, and while it is our 
job to award medals for excellence, it is not our job to demean or 
belittle works that do not meet publishing standards or our 
specific criteria.

• All entries receive a review, even though all do not receive a 
medal.

• We write reviews for public consumption and offer private 
comments to authors for critique.

• Marketing vs. Critical reviews: we’re reluctant to slam fellow 
members’ books, so
our reviews tend towards the marketing side.

• Comments are offered in a separate area to allow authors to get 
helpful feedback that is not shared with the public.
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Scoring Philosophy

• Books are judged against a standard, not each other

• The program is not a competition with the 3 top-scoring 
books “winning” a medal.

• All books that meet criteria for a medal receive a medal.

• Objective versus subjective scoring

• Specific standards and guidelines are used.

• It’s not about “how you feel” about the book.

• Each Genre/Subcategory has its own evaluation criteria.

Review & Awards Program: Philosophy 2
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Scoring Philosophy—Who?

• We use three reviewers per Book (#1, #2, #3).

• All three read the book and evaluate based on our criteria.

• Only the #1 Reviewer provides  the official MWSA written review.

Scoring Philosophy—How?

• Answer 21 multiple-choice questions using our online form.

• Five questions in each evaluation area: Content, Style, Visual, Technical.

• Technical score has override power—great story, but too many errors = no 
medal.

• Comments in each area  justify the score.

• Final/Overall Comments are shared with the author. Eyes-Only comments 
go only to the Awards Directors.

Review & Awards Program: Philosophy 3
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Reviewer Workload Expectation—How Many Books & How 
Long for Evaluation?

• We’re all volunteers—score as many as you can (even three books per season helps).

• Average turn-around time is two weeks; 30 days should be enough time.

• Only sign up for as many books as you can complete in one month.

• Take additional books as you are able.

• We only review during the season’s window.

• January 2 to June 1: books arrive.

• Reading/Evaluating completed by end of July.

Review & Awards Program: Philosophy 4
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What types of books do we review?

• Books from dues-paying members only

• Review Genres/Subcategories 

• Not restricted to military-related themes 

• Includes genres for which we have criteria on website

• Method of publication 

• Self published or big publishing house (same standards)

• Print or e-book allowed

• Must be published within past five years 

• No manuscripts, PDFs, pre-publication, or Advance Reader 
Copies

Review & Awards Program: Philosophy 5
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Unacceptable Books

• X-rated, bash US or US military

• Copyright/Plagiarism Problems

How we handle them

• No score, review, or online MWSA listing

• Refund at the discretion of the Awards 
Directors

If in doubt, ask the Awards Directors!

Review & Awards Program: Philosophy 6
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Low-Scoring Books 

• Low score ≠ scathing review!

• Submit a short review more like a synopsis

• To maintain MWSA credibility, review must mention 
shortfalls

• Diplomatic mention of shortfalls in review or apply our 
Low-Score boilerplate warning

• Awards Directors will contact author and offer…

• 1) No review or 

• 2) Honest (potentially unhelpful) review

Review & Awards Program: Philosophy 7
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Do you have to read every page of a bad book?

• Every season, MWSA receives “not-ready-for-primetime” books

• The book has many problems that a professional editor would find and fix

• MWSA must justify our evaluations and provide feedback to the author

• Once you’ve read and documented enough problems to justify your 
scoring, you may skim to the end of the book.

• It is NOT acceptable to provide a comment like “This book needs major editing” 
or “This book is filled with errors” and then stop reading it.

• If you’ve found 50 typos, punctuation, grammatical errors in the first 30-50 pages:

• Fill out your scoring form and use the comments sections to document errors found in 
the first XX pages (minimum 30 pages).

• Be prepared to justify your evaluation during a reviewer conference with the other two 
reviewers.

Review & Awards Program: Philosophy 8
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Review & Awards Program: Ethical Guidelines 1

• Authors only get one review per book (none for subsequent 
editions).The awards program is not a beta reader or editing 
service.

• No contact is allowed between authors and reviewers.

• If an author initiates contact, the book disqualified from award 
consideration.

• If the reviewer initiates contact, it’s the end of the reviewer’s service.

• Reviewers are not permitted to negotiate scores or their written 
review with authors, publicists, or publishers.

• Reviewers must follow  our grading criteria…even when they’d 
rather not.

• Grading higher or lower because you like or dislike the book isn’t 
allowed.

• The question is: Does  the book meet the standards, NOT Did you 
like the book?
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Review & Awards Program: Ethical Guidelines 2

• Reviewer Recusal: do not sign up to review:

• A family member or close associate’s work.

• A book in same Genre/Subcategory as one you are submitting 
in the same year.

• A book in which you have an emotional connection to the 
subject area that may impact your objectivity.

• When in doubt, recuse yourself.

• Role of Awards Directors

• Track books, scores, reviews

• Train reviewers

• Arbitrate final score/award among reviewers 

• Communicate with reviewers and authors

More Details & Guidelines on Reviewer Admin section of 
website
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Review Process & Procedures
WHEN AND HOW WE GET THINGS DONE
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Review/Awards Timeline

Calendar Milestones & Goals

• January 2 to June 1: Submission window is open for new 
books.

• June 15: All books assigned to reviewers

• July 30: Awards finalists are announced

• September to November: Medal winners announced at 
annual conference awards banquet

We only review for six months per year!  ☺
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Review/Awards Process

Step 1
Authors Submit 
Books
• On or after January 2
• Data entered
• Web page created 

online 
• Tracking starts

Step 2
Reviewers Request 
Books
• Check Reviewers’ 

webpage
• Get details
• Pick what you want
• Submit preferences

Step 3 
Books Assigned
• Reviewers assigned 

(1st come, 1st served)
• #1 Reviewer writes 

review
• When 3 reviewers sign   

up, we send 2 emails: 
• Tell author to Send books

• Tell reviewers that books 
are on the way

17



Review/Awards Process (Continued)

Step 4
Read & Score

• Reviewers tell us 
Book/eBook arrived

• Read, score, and 
review book within a 
month via online form

Step 5
When all scores 
are in
• If scores are divergent 

directors initiate an 
online conference 
• Review posted on 

MWSA website

Step 6 
Lather, rinse, 
repeat!
• Pick your next book!
• Read and score.
• Continue until season 

ends in  June.
• Finalists announced
• Medals awarded 
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How We Communicate
&

Reviewer Admin Pages
CONSISTENT FORM-DRIVEN COMMUNICATIONS 
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Form-Driven Communications

Website Info & Forms

• We have info and forms for: Books available for review, Reviewers’ 
preference, Receipt of book, Scoring & Review, Reviewer Conference.

• Convenient for reviewers and provides more timely service to our 
authors

What/How Often

• Website is available 24/7

• Reviewer  Update emails

• Sent periodically by Awards Directors throughout season

• Includes available books and reviewer news
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Reviewers Webpage 1

PASSWORD-PROTECTED
WHERE: MAIN WEBSITE
REVIEWERS (PRIVATE)
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Password provided after training 
completion



Reviewers Webpage 2
NAVIGATION BAR (BOOKS & MAIN)
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Navigate to different 
Reviewer Admin 

pages

Up-to-date status of all books

Let us know you 
received a review copy 

(paper or Kindle)

Browse & 
Pick Books

Update…
• Contact Info
• Format preference

(e-Book/Paper)



Reviewers Webpage 3
NAVIGATION BAR (REVIEWS)

Submit  comments 
and/or review 

separately

How to write MWSA 
review

Submit Scores, 
Comments, and Review 

via online forms

Detailed instructions 
and submission form 

for all types of 
reviewer conferences
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Reviewers Webpage 4

SEE WHAT’S AVAILABLE
Click on Cover or “Read More” for 

book details page…

Or use spreadsheet on same page
(shows open/filled review slots)

Please choose the 
books waiting the 
longest for three 

reviewers!
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Reviewers Webpage 5

BOOK DETAILS PAGE

After checking 
out the book 

details, use your 
browser’s Back 

Button to return 
to reviewers’ 

page

Check Genre, 
Format (Paper/E-Book), 

Genre, Number of Pages, 
and Word Count on book 

detail page…
Don’t pick it if you don’t want 
it or it’s in the wrong format!

Once you’re on a book detail 
page, click on the book cover 
to go to Amazon listing in a 

new browser window.
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Reviewers Webpage 6
ONCE YOU KNOW WHAT’S AVAILABLE, TELL US 

WHAT BOOK(S) YOU WANT

• First come, first served

• Instructions at top of form

• Enter Book Choice & Reviewer Slot

• Write Review (#1) or Score Only 
(#2 & #3)

•Preference for up to three books

•How many books you’ll take at one 
time

• Use Notes if necessary

Reviewer name

Enter up to 
three review 
book choices 
and desired 
review slot.

Let us know if 
you’ll take more 

than one book at a 
time with the “How 
Many?” Selection.
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Reviewers Webpage 7
YOUR FORMAT PREFERENCE LETS AUTHORS 

KNOW WHAT TO SEND

You’ll get a Reviewer Notification email 
when we send the author a request to 

send books. It will include your 
Book.Reviewer# as well as the correct 

genre for scoring.  Keep this email handy 
for future reference.

If you accept paper copies for 
review, the author needs your 

correct address!
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If you only accept Kindle format 
copies for review, the author will 
email us the Kindle and we will 
forward it to you (i.e., we don’t 

need your address).



Reviewers Webpage 8

TELL US WHEN YOUR BOOK ARRIVES!

• Book.Reviewer# is vital!

• Books are numbered as they come in, and review slots are limited to 1, 
2, or 3. The Book.Reviewer# is the book number and the reviewer slot, 
separated by a period (e.g., 78.2 means 78 is the number assigned to 
the book and 2 is the #2 reviewer). All online forms use that assigned 
number. Make sure you copy it exactly from your notification email.

• Reviewer Name & Title are needed in case you enter the wrong 
Book.Reviewer#

• This form helps us avoid “Lost in Space” review books

• Awards Director will bug you if you neglect to fill in the 
book receipt. ☺
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Reviewer Notification Email

When & What

• Sent when we get three reviewers for a book

• Lets you know your review copy will be on the 
way shortly

• Includes:

• All reviewers’ names and Book.Reviewer# 

• Book Title 

• Scoring Genre/Category (tells you which evaluation form to use)

• Important Instructions with links to the Book Receipt form and 
the Scoring form

Reviewers are not 
permitted to discuss or 
modify their individual 

scoring until and unless the 
Awards Directors convene a 

Reviewer Conference!
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Book Scoring & Reviews
USE ONLINE SCORING FORMS
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Book Scoring 1

Step 1.  Select Appropriate Form

• Scoring category is always shown in book details.

• Authors must choose one review subcategory 
(which determines evaluation criteria) when first 
submitting the book.

• Contact Awards Directors if you think the wrong 
genre/subcategory was selected (e.g., Is the book 
History or Historical Fiction?).

• Scoring forms are located on reviewers’ page

• Genre-specific Forms (Fiction, Non-Fiction, etc.)

• Subcategory selection on first page of scoresheet 
(Horror/Sci-Fi, Romance, etc.)

• Fill in your name, email, Book.Reviewer#, title, 
and subcategory
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Book Scoring 2 

Step 2. Answer 21 questions, submit comments

• Four Sections—Content, Style, Visual, Technical—with 5 
questions in each section

• Must answer all questions before advancing to next page

• After answering the questions in each section, add 
comments to justify and explain your scores for that 
section.

• Section Comments

• Except for Eyes-Only section, all comments are shared with 
the author at the end of the season.

• Be diplomatic with critiques—what you’d want to read 
about your book’s good qualities or shortfalls

• Limited Formatting available in Google Forms

• No Bold or Italics 

• Use “Enter” key to add blank lines between paragraphs
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Book Scoring 2(cont.)

Step 2. Answer 21 Questions (cont.)

• If you can’t find appropriate answer among those 
provided on the scoresheet, pick the closest:

• Answer or  Score number

• Explain what you did and why in the Section Comments 
block

• If you have a problem not addressed in a specific 
question, pick the closest question:

• Score it with closest/most appropriate # score

• Explain what you did in comments section

• If the book has major problems not addressed in our 
scoresheet, contact the Awards Directors

EXAMPLE COMMENT

Author put too much detail in scene-
setting.  For example, on page 347, the 

reader didn’t need to know: “65 degrees 
Fahrenheit (or 18.333 degrees Celsius), 

which was much warmer than normal low 
temperature for the month of April (i.e. 37 

degrees Fahrenheit/2.77778 degrees 
Celsius).”

.
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Book Scoring 3a

Step 3a. Award Recommendation
• Is the book medal-worthy?

• Should align with your numerical scoring

• Provides a crosscheck for awards directors

• Doesn’t impact your score

• Includes your opinion about whether the 
book…

* Requires a caveated (more critical) review
* Is suitable for our website
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Book Scoring 3b

Step 3b. Provide Overall Comments

• Eyes-Only Comments are required. These are unrestricted thoughts 
and comments for internal discussion.

• You can safely vent here, knowing the author will never see what you write in 
this section. Let it rip…you’re our quality control experts. 

• Example: “Author drove me crazy with italics, micromanaging the dialogue.” 

• Author Comments are optional if you covered flaws in section 
comments, but highly encouraged.

• Use for overall comments or encouragement, but DO NOT repeat information 
you already wrote in the individual sections’ comments.

• Overall comments are especially important for non-medal winners.

• Add Review (if you are the #1 Reviewer)
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Book Scoring 4

4. Importance of Reviewer Comments for Author    
Feedback

• MWSA Primary Mission: HELP AUTHORS
• Not just with their marketing efforts

• Also with specific feedback

• Too little

• Imagine that you’re the author getting this “feedback.”

• We don’t share Eyes-Only comments with authors, so this author 
got zero feedback.

Actual review from 
2018 Season before we 
required comments for 

each section…
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Book Scoring 4 (cont.)

4. Importance of Reviewer Comments for Author    
Feedback (cont.)

• Too much: We’re not editing the book

• You should document the “why” of your scoring—giving examples of 
errors —but don’t document all the errors you find

• In the tech comments, you may provide examples of spelling, 
punctuation, and grammar errors, including page numbers if 
relevant. But please do not sent every instance you noted and 
marked while reading. Too much feedback veers into editing.

• Personalized Author Comments can soften the blow when 
there’s a lot wrong.
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MWSA Reviews

• Who?

• It’s the #1 Reviewer’s work, but we provide formatting and light 
editing for punctuation, spelling, etc.

• What?

• Two to four paragraphs

• Intended primarily for description and marketing (i.e., not entirely
critical)

• How?

• See WRITING A REVIEW in the Reviewers’ Section of the website

• Submit with your scoring evaluation

• Where?

• Posted on MWSA website’s book page

• Posted on Goodreads
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Outside Reviews

If you want to post an additional review elsewhere:

• When?

• AFTER awards are announced!

• Who?

• Anyone can write a review of a book they read

• Same guidelines apply

• Why?

• Wider visibility for author, reviewer, MWSA

• How? See Reviewers’ Page for Details

• Content, Attribution, Format, Signature

• Guidance to ensure consistent product and maintain MWSA credibility

• How to translate MWSA Medal into Stars 
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Other Topics

• REVIEWER CONFERENCE
• E-BOOK PROCEDURES
• REVIEWER BENEFITS

Covered briefly here but you can refer to instructions later as necessary
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Reviewer Conference

Reason for Convening

• Reviewers scores diverged significantly

• Some other review problem requiring a second look

What Happens?

• Awards Directors initiate and share scores/comments among 
all three reviewers via email.

• After reading the other reviewers’ evaluations, use our form to:

• Modify or maintain your original scoring, providing comments to justify or 
explain

• OR let us know you’ll be submitting a NEW scoring form

• Comments are vital—and required

Reviewer Conference Page
Includes Online Form and Detailed Instructions
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E-Book Procedures 1

Restrictions & Limitations

• E-book must be published and have an ISBN or ASIN number

• PDF or word processor files will not be accepted for MWSA review

• Not all reviewers can accept e-books (and that’s okay)

• Authors do not send e-books directly to MWSA reviewers

• Procedures apply to books with...

• Both paper and e-book versions, or

• Only e-book version(s)
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E-Book Procedures 2

How MWSA reviewers get a review e-book

• Author sends review copy (or copies) via  Amazon Gift 
Claim or redemption code to the awards directors.

• This is NOT the same as a gift coupon (which involves a specific 
dollar amount rather than a specific book).

• Detailed author instructions are on our website

• Awards Directors forward the Amazon Gift Claim  
email(s) to the appropriate reviewers.

• Reviewers must have an Amazon account to redeem the Kindle gift.

• The email includes a clickable link so that reviewers can download 
their own review copies to their Kindle app.

• Download the Kindle right away and check to make sure all parts are 
working before filling out the Book Received form.

• This methodology avoids having to share reviewer email addresses 
with authors. 
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Benefits of MWSA Reviewing

Pay it Forward & Writer Education

• Help your fellow MWSA authors while helping yourself become a better 
writer.

• The best continuing education for a writer is reading…lots of reading.

• Critical reading and evaluation will help sharpen your skills as a writer.

Reviewer Recognition & Additions to Library

• Your reviews get you publicity too.

• We post our reviews  and links to additional websites and apps

• This increases your visibility as well as author’s and MWSA’s—Win, Win, Win

• MWSA thanks reviewers with Amazon gift certificates.

• To qualify, reviewers must accrue a minimum number of points.

• Certificates are emailed after the awards banquet.

• Your review copy is yours to keep or donate (VA facility, nursing home, 
Goodwill).
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Welcome to MWSA Reviewing

Thank you for volunteering!

Please don’t hesitate to ask questions or suggest 
ways we can improve MWSA’s Reviews & Awards 

program. We value your opinion.
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New for the 2024 Season 

• Revised Scoring Forms

• Maximum total score is now 100 points (previously 70).

•All scoring subcategories have new questions and answers.

•Many subcategories now have expanded explanations (with links to more 
detailed information)

• Streamlined Reviewer Conferences

• We eliminated the low-score and training reviewer conferences.

• Input on if a book needs a caveated (more critical) review is now found in the 
initial scoring form.

• Reviewers choose between updating scores, keeping scores unchanged, or 
submitting a new scoring form.
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Training Quiz

Now that you’ve read these slides, take the training quiz here.

If you’re a new reviewer, it’s required to start reviewing for us.

If you’ve been reviewing for years, taking the quiz allows us to 
document training dates automatically. It also allows you to 

check your address and/or format preference and make 
updates if required.

THANK YOU! 
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https://www.mwsadispatches.com/review-procedures-training#form
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