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	Purpose and Objective:



	To map the processes in R&D for extending projects and for dealing with progress reports.
To ensure that Chief Investigators of BLT or QMUL sponsored Clinical Trials of Investigational Medicinal Products (CTIMP’s) are kept aware of their main legal duties via annual e-mail reminders.



	SOP Text




	
	Responsibility
	Activity

	1. 
	Joint R&D Staff Member
	Receives a request for end date extension from a researcher. If the project is funded, ensure the appropriate Finance staff member deals with the request.
If the extension is granted, change end date on ReDA database. Add ‘Extension’ to Events and any comments if relevant.
If extension is not granted, close project following Research grants project completion process SOP 05 and/or Project closure R&D SOP 19.
If the project receives external funding, the appropriate Finance Staff updates their respective databases. 

	2. 
	Chief Investigator  and Joint R&D Staff Member
	Chief Investigator submits progress report to the NHS Main REC and the Joint R&D Office annually on the date the Main REC favourable opinion was first given, using the appropriate National Research Ethics Service’s (NRES) template form 
http://www.nres.npsa.nhs.uk/applicants/after-ethical-review/progress-reports/
`
There are two templates – one for CTIMP’s and one for non-CTIMP’s.
Joint R&D staff member receives progress report. 
Add ‘Progress report’ to Events on ReDA and add any other relevant information from the report, such as recruitment figures.
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