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	Project Archiving Record Form


PLEASE COMPLETE THIS FORM AND RETURN TO THE RESEARCH MANAGEMENT OFFICE.  The Form must be sent as a scanned email attachment to Karen.Morgan2@uhbw.nhs.uk from either the PI’s email account or the email account of an appropriate member of the research team. 
PLEASE KEEP A COPY OF THE COMPLETED FORM WITHIN THE RESEARCH TEAM
	PROJECT INFORMATION

	UHBW Ref number:
	     

	Title:
	     

	Sponsor:
	     

	Principal Investigator:
	     

	Date Study Completed:
	      /      /      


	FOR COMPLETION BY THE LOCAL RESEARCH TEAM

	Location of Archived Material (e.g. UHBW/University/Named contractor (please specify room number and building if on Trust or University premises)
	

	No. of Boxes Archived (all items must be clearly labelled)
	
	Planned date of collection by Contractor (if applicable)
	          /          /            (day/month/year)

	No. of years to be archived from date study completed
	
	Date due for Destruction
	          /          /            (day/month/year)

	Name and address of sponsor
	

	Sponsor contact details for arranging destruction of Investigator Site File (include phone number and email address where possible)
	


	AUTHORISATIONS

	Principal Investigator*
	Signed: 

	
	I confirm that all the CRFs are filed with the ISF (if not applicable, put ‘n/a’ in check box)
	

	
	I confirm that metallic staples do not need to be removed, as they are highly unlikely to damage the archived material
	Date: 

	
	I can confirm that the documents listed have been archived in accordance with all applicable Regulations
* If the PI has left the Trust, this can be signed by a suitably qualified person e.g. Lead Research Nurse
	

	Sponsor (UHBW sponsored studies only)

I authorize for the documents to be archived in accordance with all applicable regulations.

	Signed: 

	
	Date: 


PLEASE LIST THE DOCUMENTATION ARCHIVED 

YOU MAY PRINT AS MANY COPIES OF THE SCHEDULE PAGES AS NECESSARY

	Document Type
	Box No
(e.g. 1 of 1 or 1 of 2)
	Bar Code - 1 per box

(Each box requires a separate barcode)
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