How to Create and Submit a Contact
Information Change Request Form

* Use this form if the only requested change is to
the contact information in approved consent
forms and/or other subject material.

Do NOT use this form if you are requesting any
other changes; instead, include the edited
consent forms and/or subject materials with the
Change Request and Amendment form or the
Internal Study Personnel Changes form, as
applicable.
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/ When you login into INSPIR I
(https://inspir.bu.edu/), you will get to this
page. This is your Home page

Click on “Start a Submission Form for
one of My Studies”



https://inspir.bu.edu/

This opens the “Start a Submission Form” pop-up page.

Start a Submision Form

@ Instructions: Select a study to work with, click to open it and start a Submission Form. You may use the search bar to find a specific study.

All studies Recently Used Study Status
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You can use the “Search” box to
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Cancel Search

Once you locate the study, click
on the “Select a Study” icon




This opens the “Submission Form List” popup.

Submission Form List

Change Reguest and Amendments

Contact Information Change Request Form

Continuing Review Submission Form

Final/Closure Report Form

Internal Study Personnel Changes

m

Protocal Exception Form

m

Recruitment Materials Submission Form

m

Repartable Events and New Information Form

o

Click on “Start a New Submission” icon
that corresponds to the “Contact
Information Change Request Form”- blue

arrow
/ 4




This will start a new “Contact Information Change Request Form”. Answer all questions. When
you are done, click on “Save Form” button.
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Log out

PI: Administrator

Form

[ Print Friendly ] [ Refresh Constant Fields ] l Save Form ]

Amendment Information
Study Information:

a
IRB Number:

H-31000

Study Title:
Testing

Principal Investigator:

Administrator

Amendment for Contact Information Changes only

Use this form if the only requested change is to the contact information in approved consent forms and/or other subject material. Do NOT use this form if you are requesting any other changes; instead, include the edited consent forms and/or
subject materials with the Change Request and Amendment form or the Internal Study Personnel Changes form, as applicable. For more information, click here.

Briefly describe below the requested changes. These changes will only take effect if and when the IRB administratively approves this amendment.

Communication of Contact Information Changes

Please indicate the plans for communicating contact information changes to subjects.

(NOTE: these plans are in addition to any general plans such as call forwarding or providing the new phone number in a voicemail message for the old phone number):

Mo plan needed: Mo subjects have ever been enrolled

Mo plan needed: No previously-enrolled subjects will have any additional study visits, phone calls, or mailings

y The plan is to notify subjects at next contact: Previously-enrolled subjects will be notified of the new contact information at their next study visit, phone call, or mailing
Other: Another method wi

be used to notify previously-enrolled subjects of the new contact information (describe in text box below)

Materials with Changed Contact Information

Please indicate all materials with contact information changes
[ One or mare consent form

O Other subject materials




[ The system will take you to the “Form has been Completed” page }
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" Click on “Signoff and \i
Submit” or “Notify PI
for Signoff” if you're

ready to submit to the

IRB. )

Click on “Exit Form” to
exit this form and
come back later.

Form has been Completed!

Grant Key Personnel access to the study

-

If you want to go back into the
Contact Information Change
Request Form, click on “Return to
Form” button.
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The Pl will then receive a Submission Sign-off sheet (that looks like this).

1. The Pl can review the Contact Information Change Request Form by clicking on the “Contact
Information Change Request Form” link - yellow arrow

2. Then clicks on the “Approve” radio button. (orange arrow)

3. Then signs off by clicking “Save Signoff “ button. (red arrows)
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