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	Research Team Task Delegation Log




Principal Investigator:      
Study Title:      
IRB #:      
A Principal Investigator (PI) may delegate certain study-related tasks to other, appropriately trained research team members. Please refer to this FDA Guidance document about appropriate task delegation. When tasks are delegated the PI is responsible to provide adequate supervision and training to those to whom tasks have been delegated. The PI should maintain a current list of study staff that has been delegated study-related tasks. All IRB-approved study staff should sign and initial this log to acknowledge task responsibility and the PI should initial after each entry to confirm. This log should be updated in a timely manner when a change occurs among the study team.
	Name of study team member
	Signature of study team member accepting task responsibility
	CV on file?
	Dates of Delegation
(start date/end date)
	Task Delegated†
	PI initials/
Date

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	

	     
	
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	     
	     
	     
	


† Enter the letter(s) in the column that correspond to the delegated task. Add additional tasks to this legend as needed:
a. Authority to sign IRB submissions for amendments, SAEs, non-compliance reports, etc., on behalf of the PI. Only a senior member of the research team should have this authority; it should be used rarely and only in extenuating circumstances. 

b. Recruit prospective subjects.
c. Screen prospective subjects.

d. Perform physical examinations.
e. Determine eligibility; assess inclusion/exclusion criteria.
f. Obtain and document informed consent.
g. Complete Case Report Forms (CRF).
h. Make corrections to CRFs.
i. Prescribe test article (e.g., drug, biologic).
j. Administer/perform study interventions (procedure, drug, biologic, device).
k. Assess Serious Adverse Events and Adverse Events.
l. Alternate signatory authority for PI (NOTE: Only to be used in very limited circumstances, such as the PI is away on vacation, out of country on business, etc.).
m. Other:      
n. Other:      
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