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Document Sign-off procedure
Description of the procedure to be carried out

A completed and retained document sign off sheet to ensure conflict of interest is mitigated and management has control in situations where, without it, we have no / limited control over the risk of client detriment.

Individuals who are required to carry out this procedure

All staff

Individuals responsible for ensuring that this procedure is carried out
SMF16

The following document represents our sign off sheet.


The attached documentation has been submitted to you for sign-off approval.

Please either: Please indicate the results of your scrutiny below

1. Note the contents of your comments in the document itself using ‘track changes’

Or

2. Note the contents of your comments on a printed version of the document where you wish feedback / amends to be given / made. (Please use different colour ink / text colour for your comments, and list at the front of the document / accompanying note the pages where alterations have been made)
Finally, indicate the results of your scrutiny in the box below.
Please make your comments as detailed as possible to ensure clear communication and enable issues identified to be addressed quickly and effectively.

Please return the documents plus your feedback and this completed Sheet to:     
James Bond


by:            
Results of sign-off: (please tick box to indicate results)

Approved (I do not need to see this again)

                                      (


Approved subject to inclusion of enclosed/attached Comments (I do not need to see this again)                                                                                            (
Please include enclosed/attached comments and resubmit for further sign-off.     










  (
Signed: -                       
Name: _______________________________________

Signature: ____________________________________

Date:

/
/
DATE:   





DELIVERABLE:    





Submitted to:	  





Submitted by: 	 





SIGN- OFF PERSONNEL: 
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