
Instructions on Submissions to the IRB Mailbox
1. Types of  Submissions: 
The IRB Mailbox address should be used for the following submissions: 
· Initial Review 
· Responses to Contingencies
· Resubmissions of Tabled Studies
· Amendments
· Progress Reports (full board and expedited)
Attach all documents available in electronic format.  Please state in the email whether there are any documents that are included in the hard copy but not available electronically.

IMPORTANT – The IRB will no longer accept adverse event reports (i.e. AE, SAE, safety reports, DSMB reports) electronically.  The IRB now requires these reports to be submitted in hard copy with a cover letter bearing the original signature of the PI.  Please refer to the IRB Policy and Procedure Manual for information regarding requirements for the cover letter and hard copy submission. 
2. Other Correspondence: 
All other correspondence, such as inquiries, other general correspondence, or replying to general direct communication from an IRB staff person, should be sent directly to the IRB staff.  
3. Subject Line: The subject line of the email should indicate the nature of the submission.  Please use the appropriate language as follows:

For new studies:  New Study for Initial Review (insert PI last name)

For Response to Contingencies and  Resubmission of Tabled Studies:  Please reply to the original email sent to you by the IRB staff containing the official meeting review and attach the point by point response and any revised documents in both annotated and clean versions.  Do not change the subject line.
For Amendments:  Amendment to IRB #XXXX-XXXXX (insert PI last name)

For Progress Reports):  Progress Report for IRB #XXXX-XXXXX (insert PI last name)  
Please attach the research plan, progress report responses to the questions on the form and attach the consent forms (if applicable).

4. Receipt Verification: You will receive an automatic reply message stating that your submission has been received however it will not reference the specific submission.  If you need a receipt for sponsors or study monitors which references the specific submission, please request one in your email and we will forwarded one to you.

5. Hard Copies: 
· Please note that hard copy submissions are still required for new studies, resubmission of tabled studies, response to contingencies, amendment submissions that require review by the convened IRB board.  

· All continuing review progress reports should still be submitted in hard copy.

· Amendments: It is strongly recommended that for amendment submissions qualifying for expedited review, that contain documents of a large size or numerous documents, that you provide us with a hard copy. Attach a copy of your email to the hard copy so the IRB staff will know that the submission was sent electronically.

As always, you may contact any member of the IRB staff with questions.  
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