PEER REVIEW PROCESS –MAY 2007

	Scenario 4: Need to order a peer review

	 Adelphi system

	1.         Firstly, to identify whether the peer reviewer is already set up as a “Purchase and Pay” site on Adelphi the researcher needs to contact the ASC Helpdesk on telephone number 0151 224 8000 or by e-mail to ASC Customer service team. Adelphi Service Centre holds the most up-to-date information on suppliers. If the peer reviewer is set up on Adelphi as for payment only then the ASC must be asked to amend the account so requisitions can be raised against the supplier. 

2.         If the researcher selects a peer reviewer not already set up on Adelphi they must complete form AFF108 and submit to the Adelphi Service Centre (ASC) allowing 7 days for approval. The supplier should provide bank and account details on headed paper to accompany the signed letter so that accurate details can be input on the AFF108 form.

3.       Advise your local requisitioner who the peer reviewer is going to be. Providing the selected peer reviewer is set up as a supplier on Adelphi the requisitioner can then raise a requisition. The requisition should contain full details of the supplier and service required in a standard format and should contain the standard one line description: “To conduct a Peer Review of xxxx”. . In addition it should indicate who the researcher requesting the Peer Review is. The peer reviewer should only be charging a rate of £150 for Home Office Research Findings or Development and Practice Reports, and £300 for Home Office Research Studies.

4,         This requisition, once financially approved, should be forwarded to the nominated buyer in SRG Procurement for the generation of a Purchase Order. A list of nominated buyers is given below.  Any incorrect requisitions will automatically be rejected by the buyer.        

5.        Once the Purchase Order is created it will be sent to the requestor who should send it together with the hardcopy peer review letter to the chosen peer reviewer. The letter must be signed by the requestor commissioning the review. A draft letter to use is attached and also available on: http://horizon/rds/directorate/publications/bpg/index.htm.  It is essential that the peer reviewer receives the Purchase Order as they will need to put this number on their invoice. The purchase Order should contain the name of the requestor so it is clear who the lead contact for this work is.

6..      The chosen supplier should sign the Peer Review letter and return it to the requestor commissioning the review. The Peer Reviewer will need to be made aware of the need to clearly show the Purchase order number on their invoice.       Once the signed letter is received back by the researcher the review is carried out and the peer review report is subsequently sent to the researcher. The requestor must advise their requisitioner that the peer review has been satisfactorily completed so it can be receipted for.

7..     The peer reviewer sends their invoice to the ASC for payment quoting the Purchase Order number. Any changes (e.g. change in need time, a rejection of the quality) should in the first instance be communicated by the requestor who will discuss this with the peer reviewer.

8.        Once the review has been completed the researcher must complete a peer review evaluation form and return it to the nominated buyer.

Nominated buyers for peer reviews:
Anjali Tiwari        May - July 2007


	


