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Note To File Template

A Note to File is a helpful tool used to record everything from procedural discrepancies to the physical location of files.
A note to file should:

· Be generated on a case-by-case basis 

· Include the subject (if applicable) and protocol it refers to 
· Be signed and dated by the individual who is writing it

· Be legible if handwritten

· Explain clearly and specifically the reason for the error/omission/discrepancy or process/policy it aims to address.  Avoid using “one-size-fits-all” notes when providing details. Overuse of a blanket statement will take away from the value of a note to file.
· One-size-fits-all does however fit when referring to a general practice such as the filing of regulatory documents in alternate locations/electronically. 
· Should include any corrective action or follow-up when applicable.
· Be filed with the document, subject file or behind the study binder tab to which it applies

Sample Note To File:

Committee #:


Study Title:


From: 


[Insert staff name, include role on study]
To:


Regulatory Binder or Subject File
Re:
[Insert subject identification or corresponding binder tab]
Date:



[Insert Details]
Signature:  

Staff Name
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