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Recruitment Material Tracking Log
Purpose: Tracks every recruitment material used for a study, its IRB approval and the dates it was in use.
Instructions
The Regulatory Coordinator logs each material when the IRB approves it and files the approved version in the ISF (SOP-M3 5.2.5).
Only materials on this log with a current approval may be used. Vendor materials, landing pages and questionnaires are logged here before use (SOP-M3 5.6.3).
When a material is replaced or the study closes to enrollment, take it down within [DEFAULT: 5 business days] and record the retirement date (SOP-M3 5.2.6).
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	Material title or description
	Type (ad, flyer, web, social, script, letter, video)
	Version and date
	Sponsor approval date
	IRB approval date
	Where used (channel or location; vendor)
	First used
	Retired and taken down (date)
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