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	For Guidance Only – Remove this box from final study specific document>>

This template is for guidance only.  Further sections can be included at the discretion of the Trial Manager or designee as is deemed appropriate for the study, however duplication of information should be avoided if possible (e.g. if the information is available in the Study Management Guidebook).  
This template is intended for use as a quick reference guide for minor queries in the absence of the TM/ATM/TMSO.  It is not intended to provide detailed information on the study.



	1. Key Contact Information 

	Team Member 
	Name(s) 
	Phone 
	Email 
	Best method of contact WFH 

	Chief Investigator 
	
	
	
	N/A

	Trial Manager(s) 
	
	
	
	Select one*: Mobile (internal):<insert no.> Mobile (external):<insert>
Teams call
Teams chat 
Email 

	ATM/TMSO(s) 
	
	
	
	Select one: Mobile (internal):<insert no.> Mobile (external):<insert>
Teams call
Teams chat 
Email

	Database Queries 
	
	
	
	Select one*: Mobile (internal):<insert no.> Mobile (external):<insert>
Teams call
Teams chat 
Email 

	Clinical Queries 
	
	
	
	N/A



	For Guidance Only – Remove this box from final study specific document>>

*One option should be selected as team members’ preferred method of contact. Only select mobile (external) where consent is given for personal/study mobile number to be shared with site teams or mobile (internal) where you are happy for an ECTU staff member to contact you via mobile. Note: this ESI will be displayed at your desk. 












	2. Study Specific Information (to be completed as appropriate)

	Study Type 
	CTIMP/Non-CTIMP/Device/Observational

	IMP/Device Information 
	IMP Name/Device Name 
Name of Supplier
Main Contact
Tel No 

	Emergency Unblinding information: 

	Yes/No

	
	If Yes, please specify unblinding procedure or provide link to instruction


	Emergency randomisation information: 
	




	
3. Study Document Revision History

	Version No
	Effective/Review Date
	Author/Reviewer Name and designation 
	Signature 
	Summary of Revisions

	1.0
	
	
	
	Initial Creation/New Document 

	
	
	
	
	

	
	
	
	
	


File Original in TMF Section 0.  Place a copy on TM/ATM/TMSO desk and file electronic copy in Section 0 on the ECTU shared drive.
[bookmark: _Hlk508697928]
<<Remove this page from study specific version>>

	Template Revision History 

	Date
	Version Author(s) and Project Roles
	Summary of Revisions

	20 Nov 2023
	Kat Oatey (Senior Trial Manager)
	· V5.0 reformat throughout to A5 size. Key Study  Information moved to SMG. Information added – best method of contact. Reformatted to A4 and portrait by Tanya Tharakan on 22Nov23.

	25 Jun 2021
	Kat Oatey (Trial Manager)
	· V4.0 updated to include for ID – TM-T25

	19-May                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  -2020 
	Kat Oatey (Trial Manager)
	· V3.0 Section 1-Addition of Grant Award Date. Section 2 – Addition of Trial Manager and ATM/TMSO. Section 4 -Addition of signature section to Document Revision History. Instruction for filing of Essential Study Information document included.  Addition of footer to detail template name and version.

	05-Jun-2019 
	Julia Boyd (Senior Trial Manager) 
	· V2.0 Updated Section 1 

	28-Jan-2019
	Lynsey Milne (Assistant Data Manager)
	· Initial creation
· Template version set at 1.0
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