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Checklist and Estimated TimeLine for Task Completion & Office Processing
Important Notes:

Please note that it takes at least 6-9 months to have all steps completed.

Preparation Time for forms is for form completion only and assumes that all relevant information, trainings, certifications and other documentation needed for the process has already been completed/assembled. Allow extra time for each of these steps as estimated below.

Estimates of Office Processing Time are a rough Guide only and may vary considerably depending on Office workload, Committee meeting schedules, specifics relating to the complexity of individual projects, and other factors. 
Poorly constructed and incomplete documents generally take longer to be processed/reviewed and will likely be returned for correction/modification followed by re-review requiring additional time for approval. 
Start Early and allow extra time for unforeseen eventualities to prevent protocol lapses and/or delays in initiation of the research.
Note the Date Submitted where relevant in the fifth column as a record. If processing takes considerably longer than expected based on estimated time for completion it may be prudent to check that the documents have not been mislaid. This is becoming less common with new electronic submission procedures and tracking software, but can happen.
Keeping a record of Approval and training Dates on this sheet can be helpful for planning and expediting annual renewals.
	Administrative Unit /Task
	Estimated Time for Appointment
	Estimated Time for Task Preparation
	Estimated Time for Office Processing
	Date Submitted
	Date Approved

	EHSO
	2 weeks
	1-2 weeks
	6 -8 weeks
	
	

	
	
	
	
	
	

	Lab Signage
	N/A
	1-2 hr
	1-2 weeks
	
	

	Annual Self Inspection Report
	N/A
	3-5 hr
	N/A
	
	

	Self Inspection Corrections Report 
	N/A
	0.5 hr
	N/A
	
	

	Materials Transfer Agreements
	N/A
	1 day 
	2 -6 weeks 
	
	

	Vaccinations
	N/A
	1-2 days
	N/A
	
	

	Blood Born Pathogen Training Course (on-line)
	N/A
	1-2 hr
	N/A
	
	

	Tri-Annual Biosafety Training Course (on-line)
	N/A
	1-2 hr
	N/A
	
	

	Annual Laboratory Safety Training (on-line)
	N/A
	1-2 hr
	N/A
	
	

	Annual Biological Safety Cabinet Certifications
	1 -2 weeks 
	N/A
	N/A
	
	

	Annual Chemical Fume Hood Certifications
	1 -2 weeks 
	N/A
	N/A
	
	

	Tri-Annual Gas Vaporizer Certification
	1 -2 weeks
	N/A
	N/A
	
	

	Annual Gas Vaporizer Self Inspection
	N/A
	15 min
	N/A
	
	

	Radiation Safety –Committee I
	N/A
	2 hr
	2-4 weeks
	
	

	Radiation Safety –Committee II
	N/A
	2 hr 
	2-4 weeks
	
	

	Chemical Safety 
	N/A
	1 hr
	2-4 weeks
	
	

	Biosafety Approval
	N/A
	1 hr
	2-4 weeks
	
	

	Complete Notice of Intent for Project
	N/A
	8 - 12 hr
	2-4 weeks
	
	

	Annual Renewal of Notice of Intent for Project
	N/A
	15 min
	1-2 weeks
	
	

	Tri-annual Renewal of Notice of Intent for Project
	
	2-4 hr
	2-4 weeks
	
	

	Shipping of Dry Ice/Hazardous Substances Training 
	
	4 hr
	N/A
	
	

	

	IACUC
	1 week
	1 -2 weeks
	4 -8 weeks
	
	

	
	
	
	
	
	

	Training Modules (on-line) e.g. CITI or ALL
	N/A
	4-12 hr
	Immediate
	
	

	Credentialing (on-line)
	N/A
	10-15 min
	2-3 days
	
	

	Online Occupational Health & Safety screening (on-line)
	N/A
	1-2 min
	Immediate
	
	

	TOPAZ Training

(Held at 1599 Clifton Road building).
	1 week 

(2nd and 4th Wed of the month :10AM-12PM.
	2 hr 


	N/A
	
	

	TOPAZ 
- New Protocol – (simple- no class E or NHP) 
- New Protocol – (complex- class E &/or NHP) 

- 3 yr protocol renewal – (simple- no class E or NHP)

- 3 yr protocol renewal – (complex - class E &/or NHP)

- Amendment (administrative e.g. personnel change,   

                        grant change, etc.) 
- Amendment (simple procedural changes NOT 
                        requiring Full committee Review.
- Amendment (complex procedural changes requiring 
                        Full committee Review (FCR)  

Annual Protocol Renewal (Non-Act Species - mice, 

                                           rats, birds, fish etc)
Annual Protocol Renewal (Act Species)
1The Office Processing time is an average all-inclusive time and includes initial office review, veterinary consult, and Designated or Committee Review. It assumes timely PI responses to queries. 

2Processing time depends on how extensive or complex the protocol is. Class E procedures and use of non-human primates (NHP) always receive intensive full committee review (FCR) and typically takes longer than protocols undergoing a simplified designated member review (DMR).
	N/A
N/A

N/A

N/A
N/A

N/A

N/A

N/A

N/A
	4-8 days

4-8 days
2-4 days

2-4 days

1-2 hr

2-3 hr

3-8 hr

2-5 min

1-2 hr

	35 days total
62 days total

30 days total

45 days total

1-2 days

16 days

20 days

1 week

2-3 weeks
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	
	

	Gamma-Irradiation Machine (Gammacell) -(training/registration/fingerprinting, etc)
	2 weeks


	Allow 4-6 months total!
	2-4 weeks
	
	

	

	DAR
	1 -2  week
	1 weeks
	1 day
	
	

	
	
	
	
	
	

	Surgical Training/Proficiency Assessments 
	1-2 weeks
	2-6 hr
	
	
	

	Animal Orders (Approved vendors)
	N/A
	Placed Before Wednesday for Delivery next Monday
	
	
	

	DAR Orientation/Facility Card access processing

(Held in room G02E WBRB (DAR conference room)
	No appointment required.

Held 2:00 to 3:20 pm, first, third & fifth Tue & second and fourth Mon of the month.
	(3 hr)


	Access Card processed immediately following orientation (5-30 min). 
	
	

	DAR facility tour
	Schedule appointment within 1 week of DAR Orientation 
	1 hr
	N/A
	
	

	

	IRB
	N/A
	1 - 2 weeks
	6 - 16 weeks
	
	

	
	
	
	
	
	

	CITI Modules (on-line)
	N/A
	4-8 hr
	Immediate
	
	

	Key Concepts Certifications (on-line)
	N/A 
	4-8 hr
	Immediate
	
	

	eIRB - Initial Protocol Preparation/Submission

         - Address Reviewer Concerns

(Amendments take a similar amount of time depending on how extensive they are). Simple changes such as adding personnel may be administratively approved within a few days. 
	N/A

N/A


	2-4 days

1 -2 days


	2 - 6 weeks

2 - 6 weeks


	
	

	eIRB – Annual Renewal of Protocol
	N/A
	20 minutes
	1 - 2 weeks
	
	

	Office of Sponsored Projects (OSP) Review
	N/A
	1 – 2 weeks
	6 – 16 weeks
	
	

	Prospective Reimbursement Analysis (PRA)
	N/A
	1 – 2 weeks
	6 – 16 weeks
	
	

	Office of Clinical Research (OCR) – contract negotiation (for clinical trials)
	N/A
	1 – 2 weeks
	6 – 16 weeks
	
	

	e-Notice of Award (eNOA)
	N/A
	N/A
	6 ± 2 weeks
	
	

	Emory Research Management System Setup
	N/A
	2 hr
	1-2 weeks
	
	

	

	ORC (Controlled Substances)
	2 - 6 week
	1  weeks
	2 - 3 months
	
	

	
	
	
	
	
	

	State of Georgia Registrations (on-line) 
	N/A
	15 - 30 minutes
	4-6 months
	
	

	GDNA inspection of facilities
	2 - 6 weeks 
	20 minutes
	1 months
	
	

	DEA Federal Registrations (on-line)
	N/A
	15 - 30 minutes
	6-9 months
	
	

	Drug Procurement Establish Account with Emory Vendor (eg. McKesson)
	N/A
	30 minutes
	1 - 2 weeks
	
	

	Disposal of Controlled Substances
	N/A
	2-3 times/year

Contact EHSO for next opportunity
	30 minutes
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