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This SOP documents contains two sets of instructions. The first set of instructions with the light blue 

background are for Co-Investigators who have been asked to complete a Financial Conflict of Interest 

Form. The second set of instructions with the light green background are for the PI and/or Coordinators 

who lead the study and are managing the submission. 

 

The first step is for the PI and/or Coordinator to reach out to Co-Investigators and ask them to 

complete a Financial Conflict of Interest form. When doing so, be sure to include the information 

shown below in red font so the Co-Investigator will fill in the correct information for the correct study. 

 

Instructions to Co-Investigators 

• All investigators (PI and Co-Is) must complete a Financial Conflict of Interest (FCOI) disclosure form at 

initial submission of a new project and annually thereafter. The disclosure form is called “OGE 450 Alt”. 

Annual submission is required whether or not a FCOI actually exists, and whether or not a FCOI has 

previously been cleared by the Office of General Counsel (OGC). This is because the nature of FCOIs may 

evolve over time and there may be changes in federal or state law.  

• Log in to IRBNet at:  https://gov.irbnet.org/release/home.html 

• Once logged into your account, click on “My COI” and then “Create an Initial, Interim, or Annual 

Disclosure” as shown in the screenshot below. 

• Here is guidance on how to fill in some of the fields: 

Select a Project:  It is important to choose the correct project from the drop down list. The PI or 
Coordinator should tell you which project to choose. If you do not see the correct project listed, 
then you may not have been added as study staff by the PI or Coordinator. Please contact the PI 
or Coordinator and request that they “Share” the project with you in IRBNet.  
 
Duty Station:  North Florida/South Georgia Veterans Health System 
Telephone: your business phone number 
VA Email: VA or UF email address is acceptable 
Sponsor of Study: PI or coordinator should tell you this information 

https://gov.irbnet.org/release/home.html


Funding Source:  PI or coordinator should tell you this information 
Cooperative Studies Program Study?:  “CSP Study” refers to a VA funding mechanism for multi-
site research. If you are part of a CSP Study you are likely aware of it. Otherwise the answer is 
“No”. 
 

• The website will walk you through a series of questions for the COI disclosure. 

• After you have completed the COI form you will see the status as “not submitted”. That’s OK, the 

Principal Investigator or Research Coordinator will take care of the submission.  

 

 

 

 

Instructions to Principal Investigators and/or Research Coordinators 

•Open a new package within the IRBNet project, which will be used ONLY for the COI submission. A 

separate package will be used for submitting other study documents, if applicable. 

 



 

• Before submitting the package, ensure that ALL co-investigators have completed their COI disclosures. 

You can tell the status by viewing the list of project staff and observing the colored triangle next to each 

person’s name in the “COI” column.  

    ◦ All investigators should have a green triangle with a checkmark, which means the COI disclosure was 

properly linked to the package, and review is complete. To continue on with submission of the package, 

all investigators must have a green triangle. 

    ◦ If there is a yellow triangle with a question mark, the COI disclosure was submitted but is still under 

review. 

    ◦ If there is a gray triangle with a question mark, no COI disclosure was submitted. A gray triangle is OK 

for staff who are not project investigators. 

 


