Sample spreadsheet for trial launch announcements
	Plan for announcing the launch of X trial



	Group
	To be contacted
	Activity
	Date
	Who will contact them
	Materials needed

	Government officials
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Regulatory agencies
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Leadership of host institution
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Leadership of related 
trials
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Partners
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Donors
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Advocacy groups
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Community
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	News media
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


