Research Proposal Submission Instructions (Checklist)
* All research studies that are to be conducted at Hines VA Hospital or North Chicago VA Medical Center must FIRST secure the approval of the R&D Committee and appropriate subcommittees.  No grant submission to the VA may be forwarded without written R&D Committee approval.  All research studies carried out on VA property and/or utilizing VA facilities must be approved by the local R&D Committee, prior to initiating the work.  Please note that approval process may take 4-8 weeks.  See below for R&D Committee and relevant Subcommittee review and approval.  Meeting dates and deadlines for Committee/Subcommittees are available on the website or from Research office.  Please use current versions of forms obtained from Hines Research website: www.hines.va.gov/research 
1.  Part I:  Research & Development Committee Review Form (Request to Conduct Research Proposal/Project) 
     a.   Respond to all items including contact information

     b.  Funding source and Fund Administration -  identified per attached code sheet

     c.  Keywords from NIH Mesh terms – go to Website: www.nlm.nih.gov/mesh/MBrowser.html
     d.  Conflict of Interest/Hines VA Acknowledgement page completed and signed (see COI policy on website)
     e.  Certification of Proposal Approval signed by Service Chief and if applicable Section Chief 
     f.  Narrative/protocol of research proposal to include 
· Background

· Testable hypothesis/Research questions
· Specific aims/objectives

· Experimental design/methods and procedures

· Data/statistical analysis

· Relevance to VA
· References
      g.  Abstract  (one page summary of narrative/protocol which includes same elements as above)
· Also submit abstract and Part I form in an email to Susan Andrese.

      h.  Budget
2.  Part II:  Research Safety Subcommittee Review form (may be exempt, see Request to Conduct Part I Form, #14) 
3.  Part III:  Appendix A:  Institutional Review Board (IRB) Review Form
     a.  Submit other Appendix forms as relevant

     b.  Patient Identifiable Data Form

     c.   Data Security Certification (ORD Appendix C&D forms)

     d.  See policies and checklists

4.  Part IV:  Animal Component of Research Protocol (ACORP) : Institutional Animal Care and Use Committee  

     Review Form
     a.  Submit ACORP for prereview to Veterinarian for recommendations before submitting research proposal packet
· ACORP submitted with proposal packet should be revised & include recommendations of Veterinarian
· ACORP for existing approved research project/study needs memo identifying such with project name 
     b.  See policies and guidelines
5.  Part V:  Radiation Safety Committee Review form (Use of radioactive material)

6.  Submit hard copy of entire research proposal packet (all of applicable above forms, narrative, abstract) to Research Administrative Office in Edward Hines Jr. VA Hospital, Building 1, Room C344.  Also email Part I form and 1- page abstract.
* No research can commence until written approval is issued to the PI from the R&D Committee which occurs once the R&D Committee has completed their review and received required approval documents from the relevant Subcommittees (IRB, Research Safety, IACUC, etc.).  The final approval memo from the R&D Committee will include copies of all subcommittee approvals.
September 2008

