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Draft Report Checklist

Please complete electronically and email with your draft report.

Part One: Project Details

(please complete details)

	Project No: 
	NR

	Project Title:
	

	Contact name:
	

	Email address:
	


Part Two: Report to be published by NCVER

(please answer yes/no or comments if applicable)

	1. Have you:


· included key messages

· included an executive summary (no more than 3 pages)

· if applicable, provided support documents (eg. case studies, detailed analysis report)
	

	2. Have all previous review comments been considered?  If not, please explain the reasons why.  


	

	3. Has the NCVER report template been used?


	

	4. Does your report meet the style requirements shown in the Author’s kit for NCVER research reports?

· Have you checked your references are correct and complete?

· Have you checked graphics and table formats?

· Are acronyms kept to a minimum?

· Have you checked the spelling by eye?

· Has your report been edited?
	

	5. If applicable, has written permission been obtained from case study sites and respondents to publish details which may identify them and/or to report findings?

(Please provide a copy to NCVER when obtained) 
	

	6.
If your project included a structured survey, are you preparing for NCVER:


a)  a technical report on the survey methodology


b)
a clean and fully labelled unit record file from the survey together with a “Users’ Guide”
	

	7.
Do you have any questions or comments you wish NCVER to address when reviewing your draft report?
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