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I. General

1.1. These Regulations establish the procedures for exercising control over the documents and publications produced by the IUE personnel and intended for external dissemination.

II. Procedures of Control

2.1. Heads of structural units (jointly with the authors) shall bear responsibility for all outgoing products of the unit and shall ensure compliance of the products with the requirements of these Regulations.

2.2. Publications intended for external dissemination shall be subject to mandatory internal review.

2.3. Control over compliance with the time schedule set forth in these Regulations shall be assigned to Director of the Information and Publications Center.

III. Organization of the Reviewing Process

3.1. The reviewer for each particular outgoing product will be appointed at weekly IUE meetings in accordance with proposals made by the head of the structural unit producing this product. 

3.2. The need for general discussion of the reviewed product shall depend on the importance of the product under review and shall be assessed at IUE weekly meetings simultaneously with the appointment of a reviewer and in accordance with the proposal made by the head of the structural unit producing this product.

3.3. The reviewer shall be notified about the task to issue a review at least one week prior to the date when the material is to be submitted for review. 

3.4. Author of the material shall provide it for review at least 2 weeks prior to the final date for the submission of the material. Responsibility for the completeness of the material, availability of proper references and attachments shall borne by the author of the material. The material submitted for review shall be signed by the author. 

3.5. The author shall submit the material for review with a cover letter attached (Annex 1).

3.6. The reviewer shall review the material within one week in accordance with the requirements set forth in Section IV of these Regulations and return it to the author together with a review and a cover letter. 

3.7. The product subject to general discussion shall be offered for discussion to attendees of the IUE weekly meeting immediately upon issuance of the review. 

3.8. Author of the material shall introduce all changes recommended by the reviewer and participants of the general discussion within one week. The final draft of the corrected material shall be approved by the reviewer. 

3.9. Head of structural units shall approve the final draft of the material and submit it to the Information and Publications Center with the original copy of the review and a cover letter attached. A copy of the review shall be kept in the structural unit to which the author of the material belongs. 

IV. Reviews

4.1. A review represents an opinion on the material including its analysis, characterization and evaluation.

4.2. Requirements to the review:

· Objective and opinions based on established principles.

· Evaluation based on high quality standards and conclusive opinions.

· Proper substantiation provided for all conclusions and recommendations.

· Reliability of every source data, references and examples.

· Due accounting of Customer’s requirements specified in agreement/contract/grant under which the material is produced.

4.3. Requirements to execution of the review:

· The review shall be written on a separate sheet of paper.

· The review shall be signed by the reviewer with indication of the date of the review.

· The length of the review shall be at least one page but not more than 3 pages printed on A4 sheet with 1.5 spacing in 12th font with an exception made for products of more than 150 pages – then the review can be more than 3 pages.

V. Settlement of Disputes

5.1. In the event that author of the material disagrees with the opinion of the reviewer, the decision to accept or reject recommended changes shall be taken at IUE weekly meeting.

5.2. The most important issues shall be placed for the consideration of the IUE President or IUE Executive Director who is entitled to take the decision independently or call a meeting with the participation of all interested parties.

Annex 1

COVER LETTER

	Product Title 
	

	Author
	

	Reviewer
	

	Structural Unit Director 
	

	Date of Submission for Review

Scheduled

Actual 
	

	Date when the reviewed product is returned to the author 

Scheduled

Actual
	

	Reviewer’s conclusions
	· Product can be published as it is

· Product shall be slightly amended before publishing

· Product shall be substantially amended before publishing

· Product shall be redone  

	Comments (if any)
	

	Signatures:

Author 

Structural Unit Director 

Reviewer


	______________

______________

______________


