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Final Report: Guidance for Researchers	Comment by Keisha Peterson: Do we want to put any publication guidance here since we are getting a lot of questions?
Instructions:
1. Review the CUNY Study Closure policy to determine whether a Final Report is appropriate for your study.
2. Create a Final Report application via the LiveList.
· Refer to the IDEATE HELP LIBRARY to help you create the Final Report application, as well as troubleshoot any technological glitches with your application.
3. Identify reason for closure. 
· If reason for closure is due to PI leaving CUNY, a data transfer agreement (DTA) may be required. Please contact the Director of Research Compliance & Outreach as these types of agreements may require an institutional signature.
4. Tip: Once the final report is processed by the HRPP office, print a copy of the final report and closure letter for your records.
5. Reminder: A final copy of the original data and consent form(s) must be maintained for a minimum of 3 years after this final report is processed. [For some sponsors or federal funded projects, data may be need to retained longer]
	Final Report Summary
	

	1. 
	Select the reason for study closure. Ensure that it is consistent with the information you provide in your “Summary” section.
· If the PI is leaving CUNY a Data Transfer Agreement is required if the PI is taking the data with them.

	2. 
	Provide a summary of findings and any activities that will continue once the study is closed (e.g., continue to analyze de-identified data and write-up findings).

	3. 
	Include how many total participants were enrolled throughout the life of the project. Ensure that it is consistent with the number provided within the Enrollment tab.

	4. 
	If continuing to analyze de-identified data, confirm that all data have been stripped of all identifiers and/or codes. 
· Study cannot be closed if identifiable and/or coded data will continue to be accessed.
· Note: The CUNY UI-IRB considers audio-/video-recordings/photographs of humans subjects as subject identifiers. If this data was collected, confirm these identifiers have been destroyed/deleted. 

	5. 
	Confirm that a final copy of the data will be stored for a minimum of three years after this final report is processed then destroyed (unless approval for future use has been granted). It should be clear:
· Where the data will be securely stored (if you are a student, a final copy should be stored with your faculty advisor); and, 
· How they will be stored.

	6. 
	Describe your data retention plan. What will be done with the data after the minimum storage requirement has been met?

	7. 
	If the study is expired, provide a description of any activities that have taken place since expiration (including data analysis).  If none, state as such. 

	8. 
	If study is being terminated prior to complete – upload a memo with the following:
· Description of findings (if any); 
· Description of what will be done with the data collected to-date (if any).
· Specify where and how these data will be stored.  Reminder all data must be stripped of identifiers.
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