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Study Trial name
End of Trial Meeting
Date and Time

AGENDA

Invitees:


Apologies: 

1. Welcome 

2. End of Trial Timelines and Notifications
· Data Cleaning
· Adjudication 
· Database lock 
· Data Analysis
· Final report, Publications and Dissemination of Trial Results
· Upload of results to ISRCTN/ClinicalTrials.gov
· Informing participants

3. Project Closedown Plan
· Project Closure Plan
· Notification of study close to sites and trial teams
· Site Close Out
· IMP reconciliation
· Sample Shipment
· Final Invoices

4. Final Data Monitoring Committee (DMC) and/or Trial Steering Committee (TSC)

5. Archiving

6. Financial Close-out
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	Template Revision History

	Version No
	Effective Date
	Summary of Revisions

	1.0
	15 Jun 2022
	· Initial creation


	2.0
	19 Dec 2024
	Footer has been edited to the new format which includes the reference to the SOP
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