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ERB POLICY ON SUBMISSIONS
The following policy must be abided by when submitting any and all forms/documents to the ERB for consideration:
1. All forms (except forms requiring signatures, see #5 below) must be submitted electronically by the Primary Investigator, with co-investigators and student investigators copied, to the ERB Chair via email at erb@midwifery.edu 

2. Electronic submissions must be received as Microsoft Word documents (.doc or .docx file extensions); no other file types will be accepted. 
3. File names for all attachments should include the last name of the Principal Investigator, document title, and version date. For example: Smith_Protocol_10272011.doc
4. ERB provided forms and document templates must maintain their original formatting and integrity, as much as possible. 

5. For any form that requires a signature(s): it is strongly preferred that electronic signatures are used and that all MCU-related submissions occur electronically. However, if electronic signatures are not possible for one or more of the study team members (or if the member does not have access to a scanner where a signed form can be scanned in for submission), then the form with required signatures can be submitted via postal mail to the MCU office (see #6 below); the office will then insure the form is scanned in and sent to the ERB Chair. It is the responsibility of the principal investigator to insure only one completed and fully signed form/document is received by the ERB, whether by mail or email. The ERB will not accept multiple versions of the same form/document – all signatures must be compiled and placed on one form/document and submitted to the ERB. If the form/document with signatures accompanies other ERB documents (e.g. – application form accompanied by a protocol), all forms and documents must be submitted at the same time as a cohesive whole; an incomplete submission, or a submission that does not follow policy and protocol, will result in automatic rejection of the study.

6. Any forms/documents submitted to the ERB office must include “Attn: ERB Chair” on the envelope “address to” field. The forms/documents must be paper-clipped together and include a cover sheet that states: sender’s name, sender’s email, sender’s phone, “Subject: ERB application enclosed”, and “Attention: ERB Chair.” Once received, the MCU office will promptly scan the enclosed forms/documents and will send, via the MCU messaging system, the scanned documents to the ERB Chair. It is the responsibility of the principal investigator to ensure and verify that the ERB chair has successfully received all materials sent. 
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