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Guideline number Guideline 51.022A Version  3.0 

Title SReDA End Date Process 

 

 

  

Standard email sent to study contact 
(CI/PI/study team) requesting update 
on project status and end date, record 

1st email date on SReDA 

Study team contacts R&I 
administrator for the 

study 

Study is now complete 
Monthly reminder email 

to be sent to study 
contact, repeat this 

process twice, record 2nd 
& 3rd e-mail dates on 

SReDA 

If no reply received after 3 
attempts, escalate to Coordinator 

and NRS Portfolio Performance 
Manager  

Monthly ‘End Date’ report 
generated by Informatics 

team   

Start 

If study completed, then 
follow relevant archiving 

SOP  

Update end dates and 
study status on SReDA 

and request end of 
study form if needed 

Yes No 

Study team submit 
amendment to extend 
end date (Refer to SOP 

52.003) 

Once amendment 
received, update end 

dates on SReDA 

Advise Information 
Officer if study is 

eligible/adopted to 
allow CPMS database 

to be updated 
appropriately End 

No 

Yes 
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Guideline signatories 
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Signature  Date  
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Document history 

Version Date Description  

1.6 20/03/15 updated guidelines 

2.0 14/07/2016 renumbered guidelines 

3.0 29/08/2023 Author change, version change, changes to process (addition of 
amendment step, removal of process to bring reports to R&D 
committee, change from escalation to Coordinator to Coordinator and 
Performance Manager, change from mention of SOP 04.046 to relevant 
archiving SOP, removal of database assistants, removal of mention of 
CPS research study process). 
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