CREATING TRIENNIAL RENEWAL PACKAGES IN VAIRRS/IRBNET

For the Triennial renewal, you will be creating and submitting two packages for review.  The first one will be sent to the IACUC, and the second one will be sent to the SRS (safety) committee.

Templates are found in IRBNet under Forms and Templates (L side menu option) and the specific library is noted in the tables below.    

1. [bookmark: _Hlk97806847][bookmark: _Hlk91148386]From your “My Projects” list, click on the blue writing of the project title.  
1. Then from the L side menu, click “Create a New Package.”  You will be in the Designer page.  This package will be for the IACUC. (Add a package note in the “yellow sticky note” at the top of the page to describe the package. Ex: “Triennial Review, IACUC documents”)
1. Upload documents as listed in the first table below: 

[bookmark: _Hlk99964353]** Reminder for uploading any revised/updated documents in the Designer page:  you will want to upload them by clicking the pencil icon on the R side of the line with the earlier document in the “Documents from Previous Packages that you can Revise” table.  (Just a tip:  If you delete the current description field before you upload and leave it blank, it will import your new description automatically when you upload the new document.).  Uploading this way, keeps the same documents together in a “stack” with the newest version on top. 


	Required Documents for a Triennial Project (ACORP) submission: 
 (This is the IACUC package)

	ACORP local version 11
 
	A clean copy of the protocol.  Template and instructions found in Forms and Templates; WSMMVH IACUC – Documents for Researchers  

	Annual Review of Animal Use form
	Template found in Forms and Templates; WSMMVH IACUC – Documents for Researchers

	Conflict of Interest Acknowledgement Letter (see instructions on right) *Contact Karen Hoffman Karen.Hoffman@va.gov or Amy Reeder Amy.Reeder@va.gov  for COI OGE Form 450
	1. PI (and anyone else who has an investigator role (ex: Co-I/Sub-I) on the project) will need to complete the COI OGE Form 450.  Then email completed form to Aaron Heneghan (Aaron.Heneghan@va.gov) 
1. The form will be reviewed, and he will send you an Acknowledgement Letter which you will include with your package documents.  
1. Do not include the COI OGE Form 450 in VAIRRS/IRBNet 
 

	VA-Project Cover Sheet
	[bookmark: _Hlk101254931]Update this document if there have been personnel, funding, or other changes from the current document in IRBNet.  This is the “wizard” document.  To update this document, in the Designer page, click on the pencil icon at the end of the line with the VA-Project Cover Sheet to open the form.  Click “save and exit” when you are done. 

	Enterprise Research Data Security Plan (ERDSP) 
 
	Only if you haven’t completed this form already** or if there are any changes.  (**when initially completing the form, choose “new” under ‘purpose of submission’ on the form).  Template and User Guide found in Forms and Templates; VHA ORPP&E, Washington, DC – Documents for Safety and Biosafety Researchers  


**When you have all into the Designer and ready to go

**When you have all the documents uploaded into the Designer and ready to go,
1. [bookmark: _Hlk97214391]Click sign this package (L side menu); PI must sign 
1. Then click submit the package (L side menu) to WSMMVH Research admin.  You can call this submission “Triennial Review.”  

1. After the IACUC package has been submitted, click on Project Overview (L side menu).  Then click “Create a New Package” (L side menu) to start the SRS package.   
1. This will take you to the Designer page.  (Add a package note in the “yellow sticky note” at the top of the page to describe the package. Ex: “SRS Continuing Review”)
1. Upload documents as listed in the table below: 

	Required Documents for the SRS (Safety) package:  


	VA Safety Survey
	There is an updated version:  Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers.  Document is called SRS Safety Survey 2022

	SRS Annual Review or Closure Report 
	Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers

	Chemical Inventory
 
	Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers 

	Risk and Mitigation Table

	Only if there have been changes.  Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers

	UW BioARROW

	PDF of the UW BioARROW (with VA related work highlighted) only if there are any changes from the current document in IRBNet


 
1. After you have all documents uploaded, PI will sign this package (L side menu) 
1. Finally, click submit this package (L side menu) to WSMMVH Research admin.  You can call this submission “Continuing Review.”


Reminder:  Team training records will track along with the project so they must be complete and remain up to date in each member’s User Profile.  If questions about training requirements or about uploading completion certificates, please contact Karen Hoffman (Karen.Hoffman@va.gov).  
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