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Review of External Reports 
Reviewers Checklist


Review of external reports will be carried out according to ECTU_SOP_OP_17 Review of External Reports. 
The appointed reviewer will use this checklist to document the review of the named external report. All edits raised during review should be addressed before submission of the report.
Completed Checklists should be filed in the TMF (Section 3.3.2 Funder Reports)
	Report Reviewed  
	(insert filename / identifier (including date) 

	Type of report
	☐ First
☐ Interim
☐ Final
☐ Other – please specify __________________


	Date received for review
	

	Has CI reviewed this report?
	☐ Yes
☐ No 
If No please provide details ___________________________ 

	Received previous report and funder comments (where applicable)?
	☐ Yes
☐ No (If No, request these, if they are needed)
☐ NA

	Review against current ECTU_SOP_OP_17

	☐ Any requirements / requests from last report (where appropriate) have been met

☐ All questions / fields have been completed where appropriate and are a fair representation of the data presented.

☐ Where targets have not been met this is stated along with clear justification

☐ Possible solutions are provided in circumstances where problems and/or issues have been identified.

☐ Consideration given to how report will be disseminated (public?)

	Edits required based on review
	☐ Yes, see below
☐ Yes tracked changes provided
☐ No

EDITS REQUIRED:


	Additional general comments



	


	Review  following edits  required 
(specify any requirements for review should CI not reviewed this report)
	☐ Yes
☐ No 



	Reviewer:

Date of review:
	 



In case of further review please document below
	Name of file reviewed:
	(insert filename / identifier (including date)

	Date of review
	

	Changes acceptable:
	☐ Yes
☐ No. If No, provide details below



	Reviewer:

Date:
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