Instructions for Submitting Materials for Review by the Institutional Review Board (IRB)
Submit required forms and materials to eiuirb@eiu.edu, or submit one unstapled copy of all required materials to the Office of Research and Sponsored Programs (ORSP).

New Applications must include:

· Form A, including answers to all Research Description items

· Students: do not submit dissertation or thesis proposals

· Form B or Form C, if applicable

· Informed consent/assent forms or Request for Waivers of Informed Consent (Form I)

· Questionnaires, surveys, tests, or other materials that will be administered to subjects

· Written permission from other institutions or agencies involved in the research (e.g., school district, hospital, agency, prison)

· If permission letters are not available at the time of submission, they must be obtained and submitted to ORSP prior to IRB approval.

· HIPAA Authorization or waiver of Authorization if your proposed study involves protected health information

· Advertisements, letters, or flyers that will be used, if any

Reminder: All Investigators (PI’s, Co-PI’s and sponsors) must complete the “On-line Training Tutorial for Certification” prior to IRB approval.

Modification Requests must include:
· Form D and documentation requested on the form

Continuation Request must include:
· Form E and documentation requested on the form

· Protocol summary, including approved modifications since last review and/or proposed changes

· Informed consent forms, permission forms, and assent forms, if applicable

Adverse Incident Report:

Call or e-mail the IRB Chairperson immediately and submit the following to ORSP within 20 working days:

· Form F and documentation requested on the form

Completion of Research Activities:
· Form G and documentation requested on the form

Certification of Courses:

· Form H and documentation requested on the form

