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VA Tennessee Valley Healthcare System






Institutional Review Board

Closure Request User Guide

Required Documents for Closure Request
· Form 008 Privacy Review Checklist

· Form 018 Application for Study Closure 
· Closure Abstract

Step 1: Accessing Blank Forms and Templates in the Library 

1. Log into gov.irbnet.org
2. Click Forms and Templates  (see Figure 1, black arrow) 
3. Save the required forms to your computer (Form 018 Application for Study Closure).
4. Complete and Save the complete forms to your computer
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Step 2: Creating the Closure Package

1. Click Create New Package (Figure 2, black arrow)
Figure 2
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Step 3: Uploading Completed Forms to Submission Package

Upload Other New Forms (not previously submitted) and New Documents
1. Click the project title.  

2. Click Designer (see Figure 2, blue arrow)

3. Click  the Attach New Document
4. Repeat until all completed documents have been updated.
Upload Revised/Previously Submitted Smart Form
1. Click the project title.  

2. Click Designer (see Figure 2, blue arrow)

3. To upload the document over the existing document, click the 

 pencil icon.  This allows you to maintain a version history by stacking the revised document on top of the existing document.  
4. To quickly navigate, select the appropriate section requiring changes from the Jump To: dropdown box (top-right of page).
Step 4: Signing the Submission/Package
1. Click Sign this Package (see Figure 5, black arrow).
2. Specify your role in the Drop Down box.

3. Click Sign.

4. Enter your IRBNet username and password, then Click Continue. 
Figure 5
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Step 5: Submitting the Package for Review

1. Click Submit this Package (see Figure 5, blue arrow).

2. Type “TVHS” in the Search for an Organization box, then click Search.
3. Click on VA TVHS Research Administration then Click Continue. 

4. Click on Closure/Final Report.  
5. Click Submit.  

Never include Protected Health Information on any document uploaded to IRBNet  
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