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	Submission Type
	EXPRESS REVIEW CHECKLIST FOR EXEMPT RESEARCH

	Study Title
	     

	Principal Investigator 
	     


This form should be utilized by the study team to ensure that all necessary documents have been submitted to the IRB prior to an express review for an exempt study.  It is not necessary to submit this form to the IRB.   

 FORMCHECKBOX 
 Training. Complete the online ethics training.

 FORMCHECKBOX 
 Review Level. Complete the Review Level Worksheet to determine whether your study meets the definition of “exempt” research. If, during the course of the meeting, the IRB staff determines that your study is not exempt, your study will have to go through the usual queue and be assigned to an IRB member for review.

 FORMCHECKBOX 
 Draft Documents. Draft all required documents. 

This will always include: 

· initial application

· protocol

Depending on the study, these documents may also include: 

· recruitment materials

· eligibility screening guide

· consent documents

· letters of support or permission from sites of recruitment and/or research sites, when appropriate

· external IRB approval letters

· individual investigator agreement(s) if one or more of the study team members is not affiliated with OSU or another academic institution (request form from IRB)

· final versions of test instruments (e.g., surveys, questionnaires, interview guides)

· Biological Materials form
· Grant application or funding contract
· any other materials to be used in the course of the study or seen by participants

*The above list is not intended to be comprehensive.

 FORMCHECKBOX 
  Review by Principal Investigator. It is essential that the Principal Investigator review all of the documents prior to the meeting and make any necessary adjustments.
 FORMCHECKBOX 
 Call. Call the EXPRESS REVIEW scheduling hotline to make the appointment: (541) 737-8008. Appointments will not exceed 30 minutes, so please come prepared. The IRB staff has reserved time for these reviews Monday, Wednesday and Thursdays.

 FORMCHECKBOX 
 Email. Email all draft documents to the IRB by 5:00 PM the business day before Monday and Thursday reviews and by 12:00 PM the business day before Wednesday reviews. “EXPRESS REVIEW” must appear in the subject line of the email.
*Express review is not a guarantee that an Exempt Determination will be issued.  It is recommended that your timeline include a buffer between the Express Review appointment and the anticipated start of your research, in the event that revisions are required to obtain an Exemption.  
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