IRBNET CHECKLIST

· Have I filled out “CUNY - Application for Approval to Use Human Participants in Research, Part I”? This form must be filled out for all initial submissions on IRBNet including those previously approved on IRB Manager. This form can be found under Step 2 of the DESIGNER page on IRBNet by clicking on the Add New Document on the bottom of the page then choosing the document under the On-line Document section.
· IF this is a new submission. Have I submitted “Submission Form - Initial Application - Part II “or “Submission Form - Request for Exemption” Forms? These forms can be found under the FORMS AND TEMPLATES section or under Step 1 of the DESIGNER Page of IRBNet.
· IF this is an initial submission (continuing review or amendment) for an application previously approved on IRB Manager. Have I attached the “Submission Form - Continuing Review Request” or “Submission Form - Modification/Amendment Request” Forms? These forms can be found under the FORMS AND TEMPLATES section or under Step 1 of the DESIGNER Page of IRBNet. Required documents from IRB Manager must be attached with every initial submission of an application previously approved on IRB Manager. See Required Documents to be Uploaded on IRBNet Document for details.
· IF you are inputting your IRB Manager application onto the system ONLY. Have you submitted the required documents? See Required Documents to be Uploaded on IRBNet Document for details.
· Have all Co-PI’s, Faculty Advisors, and key personnel been “shared” on my application? Faculty Advisors and Key Personnel must register on IRBNet attaching CITI Certificates under their profiles.
· Did I link all certificates to my package by clicking on the blue "Link/Unlink Records" link in the Designer page?
· Have I signed my application? If you are a doctoral, graduate, or undergraduate student, your faculty advisor must also review and sign your application before it is submitted via IRBNet. Packages will not be reviewed if the signature from a faculty advisor is missing.
· Have I answered all questions on the IRB application completely?

· If protocol has or will be reviewed by another institution have I included the approval letter and application from the external institution?

· IF I am conducting research at a school have I received written permission from the principal or school official? Please note that all research conducted at NYC Public Schools must receive permission from both the school and from the New York City Department of Education (DOE) IRB. IRB Approval will be contingent upon the receipt of these letters.
· IF I am conducting data analysis on a restricted use database have I included a copy of the data use agreement?

· Have I attached all documentation? (i.e. informed consent documents, questionnaires, and supporting documentation)

· IF my protocol is funded have I attached the grant proposal?

·  IF I am a doctoral, graduate, or undergraduate student, has my Faculty Advisor reviewed and signed my application? Please note that undergraduate students are not allowed to be listed as PI’s on “Expedited” or “Full” protocols. 
· IF I am an adjunct or part time staff member do I have a full-time faculty or staff member listed as PI for this package? Please note that only full-time CUNY faculty or staff members, CUNY doctoral or graduate students can be listed as PI on packages submitted to the CUNY UI IRB. Undergraduate students can be listed as PI’s on exempt protocols only.
· Are all of my appendices lettered (Appendix A – Z)?

· Have I included a Table of Contents

· Do my consent forms list HRPP Coordinator, Keisha Peterson, as a contact person if anyone has questions about human subject research?

· Have I numbered my pages?
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