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PROPOSAL SUBMISSION AND REVIEW CHECKLIST
	
	Status
	Task
	Timeline



	1. 
	 FORMCHECKBOX 

	Principal Investigator contacts IRB Chairperson to discuss need for IRB review and obtain appropriate proposal review materials.

 FORMCHECKBOX 
 Principal Investigators of projects with external sponsorship should contact Shawn Farrell, Director of Sponsored Programs at (817) 531-4830.

	4-6 weeks prior to data collection

	2.
	 FORMCHECKBOX 

	Principal Investigator completes Initial Review Proposal Form, completes online human subjects protection training, acquires Dean’s acknowledgement signature, and returns all documents to IRB Chairperson.


	2-4 weeks prior to data collection

	3.
	 FORMCHECKBOX 

	IRB Chairperson reviews proposal and determines level of review warranted. Chairperson forwards copies of proposal to assigned members.
	Within 1-2 days of receiving proposal



	4.
	 FORMCHECKBOX 

	Assigned IRB members review proposal and return their decisions and feedback to IRB Chairperson, or


	Exempt / Expedited: 2-3 business days

Full Review: 1-2 weeks 

	
	 FORMCHECKBOX 

	If full review is warranted, IRB Chair will assign five members to conduct review. Full reviews take 1-2 weeks.

	

	5.
	 FORMCHECKBOX 

	IRB Chairperson summarizes needed changes, completes Proposal Approval Letter, and returns them to Principal Investigator.
	Within 1-2 days of IRB decision


	6.
	 FORMCHECKBOX 

	Principal Investigator commences approved project or makes required revisions and resubmits proposal.

	Timeline starts over

	7.
	 FORMCHECKBOX 

	Proposal Status is available online: www.txwes.edu/irb

	

	8.
	 FORMCHECKBOX 

	Principal Investigators of multi-year projects complete and submit Continuing Review Proposal Form and progress report to IRB Chairperson. Approval expiration date appears on the Approval Letter.

	Within one year of initial approval date
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