
It is preferable to compile the report as soon as possible after the audit (preferably within a month) so that everything is fresh in your memory.  You will find that the time required for report writing will vary depending on the service being audited and the experience of the auditor but you should generally set aside about one day to produce the first draft. However, if you can encourage the centre being audited to complete as much as possible beforehand this will help.  You can then use this as a basis for discussion on the day and annotate as required.
In preparation for writing the report you will need the following documents:
· Audit standards and toolkit

· User survey score calculator
· Audited enquiries document

· Latest national workload survey return

· Time activity matrix if used

· Any other relevant docs e.g. organisational chart, annual report, risk management policy
· Copy of last audit
To convert the toolkit to a readable report much of the process directions should be deleted.  The following checklist contains suggestions for amendments and subsequent actions.
Writing the report
Overview

If the centre being audited has completed as much as possible there will only be the auditor’s additional notes to add. At the end of each section in the main report use the ‘notes’ section to list the information that you will use to produce the Executive summary.

Although the Executive summary comes at the front of the document practically you should do this section last. It is perhaps the most difficult section to write but is the one that is more likely to be read by non-pharmacy personnel e.g. board members. It should therefore be written in lay language as far as possible, be a succinct summary of the service and how it operates, highlight commendable findings and contain details of recommendations for action. You may want to highlight risks of these recommendations not being actioned.  You can use the ‘risks of non-implementation’ comments at the top of each section as a pointer. Consider linking to national standards and relevant documents e.g. NPSA
Use the ‘Summary of recommendations’ at the end to list the action points. This can merely be a list of the recommendations or you may like to suggest areas for highest priority. Consider making them specific, measurable, achievable, relevant and time bound (SMART).

Process steps

Use the list below to convert the toolkit into the final report. When you have done this once you could use the final document as a template for further audit reports.

· Change the footer to ‘Medicines Information Audit report – X hospital, date’
· Move the report cover from the appendix to the front, complete the relevant boxes and delete the existing front cover ‘UKMI audit standards and toolkit’.
· Delete sections from the report not relevant to the audit e.g. specialist services.
· Replace ‘Appendix 4: Enquiry answer assessment form’ with form containing details of the 30 audited enquiries.  This enables the MI manager to review these at a later date, make any comments they feel relevant and implement any recommendations.
· Insert details of the ‘Workload survey’ into appendices as appropriate.
· Insert details of the ‘User survey score calculator’ as appropriate
· Insert details of the ‘Time activity matrix’ as appropriate.
· Insert any additional appendices as appropriate e.g. annual report, organisational chart. Remember to cross reference to these in the final report.
· Delete any process appendices from the final report retaining only those containing data relevant to the audit. You may want to keep ‘Definitions for ranking enquiries’ and ‘Criteria for grading answers to enquiries’ as explanatory notes.
· Renumber remaining appendices. These will be automatically updated in the contents table when you finally update that section.
· Update contents table by right clicking then choosing update field option.  Choose update entire table option. Format to desired font and size as normal.
· Update any hyperlinked pages numbers in the document i.e. those highlighted blue are hyperlinked and can be updated by right clicking over them and choosing ‘update field’.
· Read report carefully to remove any further ‘process’ instructions and ensure references/hyperlinks within the document are appropriate. Remember if cross referencing with hyperlinked page numbers they will update automatically as document page numbers change.
What next?

Send the first draft report to the MI manager for comment and completion of any missing data not previously collected. They may want the opportunity to comment on the scores given for the enquiry audit as this is often very subjective and extra information may add context not obvious in the enquiry report. Make any amendments suggested by MI manager and send final copy to MI manager and Senior Pharmacy Manager (SPM).
Contact SPM and MI manager 4-6 weeks later:

· for comments on the process and content of the report

· to ask how the report will be used

· to find out whether the report will be further disseminated outside the department
Keep a record of SPM comments and feedback to the CGWG.
	Please feed back relevant comments to the UKMI Clinical Governance Working Group (Fiona.woods@cardiffandvale.wales.nhs or Helen.davis@lrippu.nhs.uk)
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