Template Email for Relying Sites
Instructions:
· Please reference the Reliance Process Overview for instructions on when to send this email and other relevant Welcome Packet contents to collaborators 
· Find and replace all red template text with information pertaining to your project
· Delete all non-applicable sections
· Once this email template is completed, delete all instructions and remaining template text
· Copy and paste the edited template into an email for your project’s participating site and ensure all relevant attachments are included
Subject Line: Request to Rely on Northwestern University for [insert study name]
Dear [Participating site PI, participating site IRB office, or other appropriate HRPP professional], 
We welcome you as a participating site in the following study, for which the Northwestern University IRB will serve as the IRB of Record or the Single IRB (sIRB). We are excited to begin the reliance process with your institution!

	Project Title: [insert title of project here]
Northwestern Study #: [insert STU of project here]
Prime-Awardee: [insert name of prime-awardee here in the format: Name, Affiliation]
Lead Site Primary Investigator(s): [Insert name of lead site investigator(s) here in the format: Name, Affiliation] If this is the same as the prime awardee, delete this item.
Participating Site Investigator(s): [insert name of external collaborator(s) here]



Northwestern University has been identified as the IRB of Record for this project. Northwestern will conduct IRB review for research activities occurring at all participating sites associated with this study. Please note that no research activities may commence until Northwestern IRB approval has been received for your site. Attached, you will find documents that will help us fully execute the reliance so that you may begin your study activities in a timely manner. Please review and complete the appropriate documents at your earliest convenience so Northwestern’s IRB can commence review of your site. 
[delete items from the following list if they will not be included in this email]
A. Cover Letter detailing the Northwestern Reliance process and next steps for you as a relying site
B. [Select one of the following] A “paper” Reliance Agreement OR a link to execute reliance in SMART IRB’s Online Reliance System
C. Local Context Form [If applicable]
D. Currently approved study-wide materials
