

             



[bookmark: _GoBack]Checklist of all recommended documentation relating to the process of cross-cultural adaptation of patient-reported questionnaire measures 

As good practice, we recommend that the following documentation should be created during the cross-cultural adaptation process. This should be kept as a file archive for future reference, and to share this archive with the source-language Questionnaire Developer.

1. Final version of the translated instrument, including version number, target language, target country, version number of the source language questionnaire and copyright statement.

2. Certificate of translation, including credentials of personnel involved, steps done, source language document, final version target language document and the person or organization responsible for the final translation. 

3. Credentials of the personnel involved (e.g. a brief professional profile or Curriculum Vitae).

4. Tracking of intermediate versions. 

5. Concept definitions, including references where relevant.

6. Final approval from the source-language Questionnaire Developer or copyright holder (whenever applicable).

7. Background documentation supporting decisions (test manuals, publications, correspondence, etc.).

8. Translation records (including forward translation and back translation, and comments).

9. Pilot testing template and tests performed.

10. Cognitive debriefing with target population, including scripts and results.

11. Correspondence with the source-language Questionnaire Developer and copyright holder delivering the final version and related documents.

12. Training materials created ad hoc to debrief personnel in the translation team about the instrument and about the steps in the process.

13. Glossary of Terms (English) and preferred local translation.  
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