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Instructions for use of Sample Sequestration Inventory Record Template

I. Overview

The Sequestration Inventory Record is a tool for documenting the research records and other evidence obtained during a research misconduct proceeding, as well as important metadata about the research records and the sequestration process itself. The tool has been designed to ensure compliance with the multiple sequestration requirements established in 42 CFR Part 93, Public Health Service Policies on Research Misconduct, including the development of a sequestration "inventory" as part of the inquiry (42 CFR § 93.309(a)(5)) and investigation (42 CFR § 93.313) reports, as well the following elements:

· Record Identification (i.e., Record ID and Name) as required under 42 CFR § 93.220(b).
· Description of Record or Evidence (i.e., General Description, including an indication of if the record is an original or copy and in physical or digital form) consistent with 42 CFR § 93.220(c) and 42 CFR § 93.305(a).
· Description of How Sequestration was Conducted (i.e., Sequestration Date, who and where records were sequestered from and to, timing of sequestration relative to respondent notification, and Date of Return (if applicable)) as considered in 42 CFR § 93.309(a)(5).
· If research team access is anticipated during the proceeding, considerations arising under 42 CFR § 93.305(b).
· If signatures were obtained on a sequestration receipt, as recommended by the federal Office of Research Integrity’s ORI’s Tips for Sequestration of Physical Evidence in Research Misconduct Cases.
· A retrospective indication of how the research record or evidence was used in the misconduct proceeding, as required by 42 CFR § 93.220(a) and (c).
The term “sequestration” is typically used to describe the period between the Institutional Assessment and Inquiry, during which all research records and other evidence necessary to conducting the research misconduct proceeding are obtained. However, “sequestration” simply means to obtain relevant research records and evidence and can occur at any time during a research misconduct proceeding whenever additional evidence is identified.  As documentation standards and requirements evolve throughout the proceeding, this form treats sequestration as both an event and a process. 

At minimum, this tool can be used to create an “inventory” of all research records and other evidence obtained throughout a proceeding. However, as indicated in the field summary provided 
above, completing all data elements prescribed by the tool will fulfill multiple documentation requirements associated with both sequestration and misconduct proceedings generally. For example, RIOs can use the tool to simultaneously meet the requirements that the Institutional Record include a "single index listing all the research records and evidence that the institution compiled during the research misconduct proceeding" (42 CFR § 93.220(4)(b)) and also include "a general description of the records sequestered but not considered or relied upon" (42 CFR § 93.220(c)). In addition to these advantages, the form can be modified by adding or removing fields to meet the needs of individual cases, funding entities, and institutional needs.

II. How to Use this Template
The Sequestration Inventory Record Template includes multiple fields that have a gray background, indicating that the content of the field is informational or provided as an example. These fields can be deleted when applying the template to a real research misconduct proceeding.
It is anticipated that the Sequestration Inventory Record Template will be completed electronically. To help manage the burden of completing the form, some fields will need to be completed at the time of sequestration while others can be completed later.

It is intended that the Sequestration Inventory Record Template will be supplemented by Sequestration Signature Log Template and Chain of Custody Log Template.
Although these tools work together to account for almost all elements of sequestration and to secure the integrity of the evidentiary record, there is some information that must be captured elsewhere. Specifically, this tool does not capture the sequestration narrative (e.g., who was present at sequestration, what questions were asked, etc.). The sequestration narrative can be recorded on another document or in the Inquiry/Investigation report itself.
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