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	Purpose and Objective:



	To map the process for implementing data changes on Financial or ReDA Databases




	SOP Text




	
	Responsibility
	Activity

	1.
	Joint R&D Office


	If data change required on either finance or ReDA database complete relevant form



	2.
	Joint R&D Office


	Ensure that the reason for change and details of change recorded on change document



	3.
	Joint R&D Office


	To forward document to relevant designated staff member responsible of changes



	4.
	Joint R&D Office


	To ensure document is completed correctly



	5.
	Joint R&D Office


	If data change as response to PI request, copy of request to be attached to change document



	6
	Joint R&D Office


	Once change has been made form to be signed and dated by staff member



	7
	Joint R&D Office


	Change document to be filed in finance file
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