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Dear Dr insert name of local PI
 
SUBJECT: LOCATION CLOSE OUT CONFIRMATION– insert acronym of study.
 
	Study Title:
	Insert full title of the study 

	IRAS Number:
	Insert IRAS Number

	Sponsor R&I Number:
	Insert Sponsor R&I Number

	Chief Investigator:
	Insert name of CI

	Local Principal Investigator: 
	Insert name of local PI


 
 LOCATION: Insert name of hospital and location number 
 
All study close out procedures have been completed and your location can be formally closed.

If the study EoT declaration has been submitted use this statement in relation to archiving (delete as applicable):
YOU CAN NOW ARCHIVE THE study name INVESTIGATOR SITE FILE (ISF) AND PHARMACY FILE (Delete if not applicable).  PLEASE CONTACT YOUR LOCAL R&I DEPARTMENT TO START THIS PROCESS AS PER YOUR LOCAL ARCHIVING ARRANGEMENTS.

If a study location has closed early and the study is still active use this statement in relation to awaiting further instruction to archive (delete as applicable)
PLEASE STORE THE study name INVESTIGATOR SITE FILE (ISF) AND PHARMACY FILE (delete as applicable) IN A SECURE LOCATION UNTIL YOU ARE GIVEN SPONSOR APPROVAL TO ARCHIVE.  YOU WILL BE NOTIFIED OF THIS WHEN THE END OF TRIAL (EoT) HAS BEEN SUBMITTED.  

ACTIONS:
· Disseminate this email to all members of the study team at your location as appropriate, including pharmacy
· File a copy of this email in your ISF – Section 2- Correspondence
· Insert name of local PI please respond to this email to acknowledge the formal closure of your location.

On behalf of CI name and the study management team we thank you and all members of your team for your valued contribution to the study name.
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