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[ENTER DEPARTMENT NAME – STUDY NAME]
DD MMM YYYY

	
Time
	
Event & Topic
	
Requirements 
(attendees/ documents/ facilities/ records)

	11:00 – 11:05
	Opening Meeting

Team representatives to provide any information or overview that is relevant and would facilitate the audit.
	Enter details as applicable

	11:05
	Study Document Review
	Enter details as applicable

	12:30
	Lunch
	  N/A

	13:00
	Study Document Review
	As above

	15:00
	Closing Meeting
	Attendee names should be the same as in row 1, unless there is a valid reason.




N.B. Agenda is subject to change at the discretion of the Auditor, depending on the progress of the audit and the nature of observations.
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