Site Selected Email Template – For Use With NHS/HSC Sites in the UK that Have 
Been Selected to Participate in Commercial-Contract Clinical Trials or Investigations
[The Following Templated Text Should be Used – and Completed Where Indicated (In Bold) – With Each Site Selected]
TO: [Principal R&D Contact]
CC: [Proposed Principal Investigator]; [Agreed Principal Contact for Host 
Department] [Agreed Principal Contact(s) for any Support Department(s)]; 
[Agreed RRDN or Devolved Nation Research Network Principal Contact]; 
[Principal Sponsor Contact (if not sent by Principal Sponsor Contact)];
FROM: [Principal Sponsor Contact (or Principal CRO Contact, or Other Pre-agreed Agent of the Sponsor)]
Subject: Site Selected Confirmation email [Short Project Title] [IRAS ID (if known 
at this time)]
Attachments: [any relevant site selection discussion notes, actions/updates and any other relevant available information, including draft project documentation]
Dear [Principal R&D Contact], 
Further to the Site Selection [discussions] / [visit], I am pleased to confirm that we hereby formally select [insert legal name of Site] as a Site to set-up and deliver the above-named research project (“The Project”). Research activities undertaken at and through this Site will be overseen by [insert name of proposed Principal Investigator]. Your site has been selected to participate in The Project based on the recruitment target and set up timelines as agreed during the site selection process (detailed in the project start-up plan below).  As agreed, we now expect to work with you to deliver the start-up plan and will adjust the plan only if clear rationale for any delays have been communicated and mutually agreed. 
As per the UKCRD guidance on data reporting, please now enter [the date that this email was sent] / [the date provided below on which it is agreed that you will commence your set-up activities] into the LPMS data field DATE SITE SELECTED. Alternatively, if you are concerned that sponsor due diligence has not been completed satisfactorily to justify Site selection (for example, key questions raised during site selection remain unresolved, key individuals/departments not adequately engaged, etc,), please reply with your explanation, copying the email to research.agreements@hra.nhs.uk. Please note that site inability to accept site selection at this time may result in the site being de-selected.
This email signifies that we (Sponsor/CRO and Site) are in agreement that the 
Principal Investigator and Site will have the capability to deliver The Project and will work according to the agreed timeline to put in place the necessary capacity, on the basis of the information provided to Site to date (as per this email, and other attachments as applicable). Please commence making arrangements to put in place the capacity to deliver The Project, as agreed [upon receipt of this email /from the date provided below on which it is agreed that you will commence your set-up activities].
We, [The Sponsor/on behalf of The Sponsor], commit to updating you in a timely manner if any of the information provided in this email and/or the attachment/s changes during set-up and we ask and expect that you do the same.

Project Start up Plan
· Date site selected
Insert date of this email or where a later date has been agreed (for example, where the sponsor is not yet ready for set-up activities to commence or wishes to stagger the opening of sites), please provide the agreed date on which the site should commence set-up activities
DD/MMM/YYYY

· Target date for site initiation visit/ site opening date (where an SIV may not be taking place)
Insert expected date DD / MMM / YYYY

· Primary sponsor contact 
Insert name(s) and email(s) 

· Sponsor escalation contact (MUST be contact at sponsor even if primary contact is CRO)
Insert name(s) and email(s) 

· Primary site contact
Insert name(s) and email(s) agreed during site selection conversations

· Site escalation contact
Insert name(s) and email(s) agreed during site selection conversations

· Agreed patient recruitment target
Insert the recruitment target agreed during site selection

· Proposed date of IRAS submission
Insert expected date DD/MMM/YYYY

· Contract signing proposed date
Insert expected date as discussed during site selection conversations

· First and last patient in proposed date
Insert expected date(s) as discussed during site selection conversations

· Site agreement to provide Primary National Resource Reviewer (NVCR)
Yes / No / Unknown at this time

· Site agreement to provide Second National Resource Reviewer (NCVR)
Yes / No / Unknown at this time

· Is the project being submitted for HRA pharmacy assurance 
Yes / No / Unknown at this time

· Is the project being submitted for HRA radiation assurance 
Yes / No / Unknown at this time

Regards,
