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[bookmark: _45.1__Overview]5.1  Overview
As a sell-side advisor, you may identify certain "key risks" or red flags when the Sell-side is responding to RFIs (see Step 4).
Examples include:
1. Expired contracts
1. Missing contracts
1. No contracts (when a contract should be expected e.g. employment contract or a lease)

[bookmark: _4.2__Review]5.2  Review the Seller's Documents to Identify Any Key Risks
(a) Overview
The seller may engage specialist advisors to review documents within the Due Platform to identify any risks before adding the buyer to the data room.
To do so, the legal advisor:
1. Must be assigned those documents to review (see Step 5.2(b) below). Will receive an email notification.
1. Will "classify" the document assigned to them by document type.
1. Clicks the Review Documents tab and selects a document to review.

(b)  How to Assign Documents and Folders to a Specialist to Review
Why do you assign documents?
1. Keep track of who is responsible for reviewing documents
1. Assignee is added to the exported document index
1. Can keep updated on the status of document review

The seller can assign documents and folders to their advisors to review by:
1. Clicking the Assign button next to the document or folder.
1. Selecting an assignee(s) from a drop-down list. The assignee will receive an email notification and assigned documents will appear in their list of documents to review.

(c)  How to Classify Documents by Document Type
Why do you classify documents by document type?
1. Use a checklist to review documents
1. Save money on specialist reviewers as they are using a checklist
1. Can generate a report for each document reviewed, instead of using Microsoft Word or Excel reports which take longer to prepare

The seller can classify folders of documents by:
1. Clicking the Classify button next to the document.
1. Selecting a document type from the drop-down list.

(d)  How to Review Assigned Documents
Why would a seller review documents:
1. Any risks identified in the review process are corrected before the buyer looks at the documents
1. Faster buy-side due diligence, resulting in a faster go/no-go decision

The seller (and/or its advisors) can review assigned documents by:
1. Clicking the Document Review tab to see all the documents assigned to this user.
1. Clicking on the first document to review.
1. Answering the pre-set questions (that are based on the document type) yourself or asking the AI-assistant to help.

(e)  How to Manage System Generated Key Risks
1. When reviewing assigned documents in Step 5.2(c) above, the system may detect suggested key issues based on your answers to the questions.
1. You can Accept or Reject the risk. If you accept the risk, you can ask for the seller's input on it by assigning the risk to the seller.
1. If accepted, the Seller will see the risk on their dashboard and can leave a comment by clicking to open the risk.

(f)  How to Manually Create Key Risks
Before you give the buy-side access to the data room, you may flag these key risks to the seller so they are aware and provide recommendations.
To do so:
1. Open the Risk Register tab in the Project.
1. Click Add Risk.
1. Complete the form with details about the risk identified.
1. After completing the form, the risk will appear in your Risk Register.

[bookmark: _4.3_Downloading_Reports]5.3 Downloading Reports
To download a report summarising the key terms of a contract and the risk register, contact support on info@doitwithdue.com.

[bookmark: _4.4_How_to]5.4 How to Customise or Create Your Own Checklists
Contact support on info@doitwithdue.com and we will show you how to customise or create your own document review checklists. 
