Quality Control Summary
Complete form and be ready to defend each entry in the table.

	Type of Product
	Product not used/ made
	Covered in policya
	How often is this type reviewed?
	Who is the usual reviewer?

	
	
	
	Always
	Sometimes
	Never
	Within the Institute
	External expert

	
	
	
	
	
	
	Same team
	outside
	

	Reports to clients
	
	
	
	
	
	
	
	

	Conference presentations (Power Point)
	
	
	
	
	
	
	
	

	Papers for conference distribution
	
	
	
	
	
	
	
	

	Papers being submitted to journals
	
	
	
	
	
	
	
	

	Books proposed for publication
	
	
	
	
	
	
	
	

	Articles for the popular press
	
	
	
	
	
	
	
	

	Hand outs for press conferences
	
	
	
	
	
	
	
	

	Policy memos prepared for government officials, MPs, international donors
	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Instructions: put an “X” in the box that gives your answer for your current practices.  Put an “O” in another box in the same group if you think it would be a better practice than the current practices.  For example, “reports to clients” are currently sometimes reviewed (“X”) but you put a “O” in the always column because you think this would be a better process. 
a. Review of this product is explicitly covered in the organization’s policy and procedures statement on reviews. (Y/N)  If there are no written and promulgated quality control procedures, enter “NFP,” no formal procedures, in the cell “covered in policy” and NO in all rows in the column.
Be prepared to explain the reason for the entries in each column
