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[bookmark: _Toc153528138][bookmark: _Toc320536979]Purpose
This quality control document (QCD) contains a template that can be used to create a version control log. This log can be used to keep track of the essential documents used for the project, and their latest approved versions. 
[bookmark: _Toc153528139]Scope
This is an optional QCD and may be used to support the development of version control log for all clinical research. 
[bookmark: _Toc153528140]Implementation plan
This QCD will be implemented in line with this document’s effective date.
[bookmark: _Ref153523581][bookmark: _Toc153528141]Stakeholders
Any staff member involved in managing version control of project-related documents. 
Instructions
1. [bookmark: _Hlk109384593][bookmark: _Hlk109384484]Save a copy of this QCD.
2. Update the document’s header with a project identifier e.g. study/trial acronym.
3. Update the document’s footer details (e.g. with local filename and version number), retaining the document reference information to this QCD.
4. Insert the relevant project-specific document title/ID at the top of each column in the version control log. The document examples in red text can be deleted. 
5. Amend the list of required approvals to suit the project type e.g. MHRA approval can be delete where not applicable. Where there are multiple sites, add a new row for each site and insert the investigator site name. 
6. When ready, delete these introduction pages (i.e., pages 1 to 4).
How to complete the form
1. [bookmark: _Hlk109381309]Record version number and version date together with all applicable approval dates for each essential document listed. 
[bookmark: _Hlk109384641]Where fields are not applicable, mark as such rather than leaving blank.
8. Update the version control log following subsequent amendments to the project document(s).
If additional rows are needed to record more versions, insert additional ‘amendment’ rows to the table as required.
9. File completed versions of this record and all related documents in the relevant study/trial files.
[bookmark: _Toc153528153]Related documents
[bookmark: _Toc153528154]Associated QMS documents
· [bookmark: _Hlk109388008]UoB-CLN-PRO-QCD-002 Protocol Template for CTIMPs
· [bookmark: _Hlk109388032]UoB-ESD-SOP-001 Essential Documents Development and Maintenance 
· UoB-ESD-QCD-003 Protocol Development Tool for non-CTIMPs and Studies
· UoB-ESD-QCD-004 Protocol Template for non-CTIMPs and Studies
· [bookmark: _Hlk109388044]UoB-ESD-QCD-005 Essential Documents Checklist
Access to the full UoB QMS for clinical research is available via the CRCT website.
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[bookmark: _Toc153528159]Document history
[bookmark: _Toc153528160]Document version log
The table below summarise the changes made to this document compared to its superseded versions. For information on earlier versions not shown, please email the CRCT (crct@contacts.bham.ac.uk).  
	Version
	Reason for update

	2.0
(07-Nov-2024)
	Transferred to new QCD template.
Updated instructions.
Amended log to include a detail list of approval dates; previously grouped.  


[bookmark: _Toc143768372][bookmark: _Ref152852855][bookmark: _Ref152852890][bookmark: _Ref153523697][bookmark: _Toc153528161]Document revision log
The table below summaries the reason for any revisions made to the latest version of this document. Revisions do not affect the key content and/or requirements outlined in the document.
	Revision
	Reason for revision
	Editor/reviewer
	Authoriser

	-
	-
	-
	-
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