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· Maintain a record of archive contents, storage location (including source records) and box barcodes (if applicable)

· Where required, request delivery & collection of archive boxes and upload completed order form to EDGE (red level)*
or, liaise with Electronic Archive Manager to arrange electronic storage
· Notify Research Team once arranged and provide details
· Update all necessary R&I governance trackers and EDGE attributes to confirm study documents have been archived, the agreed retention period and planned destruction date*
· 
· Ensure retention period documented in clinical records 
· Prepare essential records for storage
· Complete pre-archiving checklist (T-1038)
· If required, request boxes / barcodes or arrange electronic archiving using the Archiving Access Request Form
· Once records ready for archiving, and checked by delegated local manager, submit a new Archiving Access Request Form to request box collection and/or electronic file transfer 
or, if archiving on-site, notify R&I Admin of archiving date and storage location

· Confirm study database locked, close-out visit completed and necessary permissions in place for archiving

· File the study closeout letter 
(or closure agreement if no recruitment at UHL)
· Submit End of Study declaration
· Specify the record retention period and destruction date
· Agree archiving location and costs (if applicable)






































*For pre-EDGE studies, use SharePoint and the Archived Master Study List to record as much information as possible.  Ensure the study is clearly identifiable, archived records will be locatable, and the planned destruction date is recorded.
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