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SSF05_3
Document Completeness Checklist for Electronic File Submission
Human Research Ethics Committee, Thammasat University
Social Sciences

-------------------

Research Project Title (Thai):	
Research Project Title (English):	
Principal Investigator (PI) Name: (Please specify title/academic rank, e.g., Mr. / Ms. / Lecturer / Asst. Prof. / Assoc. Prof. / Prof.): 	   	
Institutional Affiliation (Please specify):
[ ] TU Staff Affiliated Faculty/Institute/Division: ................................................................................

[ ] TU Student Faculty/College: .............................................. Level: [ ] Bachelor [ ] Master [ ] Ph.D.
Mobile Phone: ....................................................... E-mail: ..........................................................

Instructions and Guidelines for Document Submission
(Please carefully read and understand the details below for a prompt review of your protocol)
1. Essential Conditions for Protocol Review
· Submission Timeline: The Committee will only review research protocols that "have not yet commenced data collection."
· Scope of Review: The Committee only reviews protocols involving "human subjects" (Protocols involving only documents, literature, or subjects unrelated to humans will not be accepted).
· 💡 If you are uncertain whether your project qualifies as human subjects research, please find more details in the Memorandum No. MHESI 67.04.2/(ECSo)Wor.392 dated May 13, 2025 regarding "Notification of Characteristics of Research Projects Exempt from Human Subjects Review" Click: https://shorturl.asia/kamBu

2. Review Priority and Document Coordination
· Queue Priority: The Committee processes protocols based on the date and time when "fully complete and correct" documents are received.
· Incomplete Documents: In case of incomplete documentation, the officers will request additional documents. Please note that the review timeline will reset and start from the date the office receives the completely completed documents.
· Forms: Please ensure you use only the latest version of all forms issued by the Human Research Ethics Committee, Thammasat University (Social Sciences).

3. Submission Channels and Signatures
· Submission Channel: Please submit documents through your affiliated institution/faculty (For students, submit via your Faculty / College / Graduate Program). Please ensure that an Official Government Outbound Number (MHESI/อว.) is issued on the submission memorandum before sending.
· Signatures on the Submission Memorandum:
· For Faculty / Researchers / Staff: Must be signed by (1) Principal Investigator and (2) Head of Department/Supervisor, respectively.
· For Students: Must be signed by (1) Principal Investigator (Student), (2) Main Advisor, and (3) Program Director.



4. File Formats and Preparation (Electronic File)
· Format and Channel: Please compile all documents into a single Zip File (Supporting .docx and .pdf formats) and email it to: irbsctu@gmail.com
· Document Versioning (Footnote): Kindly include a footnote at the bottom of every page of your documents using the following format:
“Version 1, Date...... Month..... Year (B.E.) ........” (Specify the expected submission date, e.g., 1 January 2568).
· File Naming Convention: For a seamless verification process, please name files according to the form name, for example:
· SS28_1 Submission Memo
· SSF05_3 Completeness Checklist
· SS29_1 Research Protocol Form
· SS09_2 Investigator CV
· For other supplementary materials outside the standard forms, please name them according to their content type, such as Questionnaire, Interview Guide, Public Relations Material, Poster, or Receipt (Students who do not receive thesis/independent study funding are exempt from the fee and do not need to attach a receipt).
📌 Note from the Secretariat: The office will officially log your submission and issue a Protocol Number only when all required documents are thoroughly verified as complete and correct. We appreciate your kind cooperation.

For Researcher: Please check (✓) to confirm the attached documents in the "Yes" or "No" column.
	No.
	Item / Document
	For Researcher

	
	
	Yes
	No

	1
	Certificate of Human Subjects Research Ethics Training
(For the Principal Investigator and all co-investigators)
Accepted Certificates (Social and Behavioral Sciences):
· CITI Program (Social & Behavioral Research - Basic/Refresher)
· GCP in Social and Behavioral Research
· Other certificates relevant to social science research ethics
⚠️ Precautions: Certificate of training in Biomedical/Medical sciences, Health Sciences, or clinical GCP cannot be accepted. The certificate must be unexpired or not exceed 3 years from the training date to the submission date.
	
	

	2
	Copy of Fee Receipt
(Payment of human research ethics review fee in accordance with Thammasat University Announcement B.E. 2565)
💡 In case of awaiting the official receipt from the TU Finance Division: If you have already submitted the transfer slip to the Finance Division but have not yet received the official receipt, please follow up with them and submit a copy of the receipt to our office within 7 working days from your initial submission date.

	
	

	3
	Guidelines for Signatures and Appended Documents
(Please ensure electronic signatures and dates are fully provided in the following documents)
3.1 Required IRB Forms (Signed & Dated):
· SSF28_1 Submission Memo
	
	

	
	· SSF09_1 Research Protocol Form
	
	

	
	· SSF09_2 Investigator CV
	
	

	
	· SSF09_2 Co-Investigator CV (If applicable)
	
	

	
	3.2 Supplementary Documents (Based on Funding Status):
· Unfunded Project: Please attach the complete Research Proposal/Project.
	
	

	
	· Funded Project: Please attach the grant application proposal submitted to the funding agency.
	
	

	
	3.3 Additional Documents for Student PIs:
· Document/Proof of Thesis Proposal Approval/Defense.
	
	

	
	· The complete Thesis Proposal.
	
	

	4
	Participant Information Sheet (PIS)
(Please attach the fully completed forms, or state the justification if omitted)
· SSF10_1  Participant Information Sheet (For participants aged 18 years and older) 
· If omitted, reason:  ...........................................................
.............................................................................................
	
	

	
	· SSF10_3 Participant Information Sheet (For children aged 7 to under 13 years old)
· If omitted, reason:   ...........................................................         
.............................................................................................
	
	

	
	· [bookmark: _GoBack]SSF10_4 4 Participant Information Sheet (For children aged 13 to under 18 years old)

· If omitted, reason ...............................................................
                         ............................................................................................
	
	

	
	· SSF10_5 Information Sheet for Parents/Legal Guardians
· If omitted, reason:  ...........................................................
                         ............................................................................................
	
	

	5
	Informed Consent Form (ICF)
(Please attach the fully completed forms, or state the justification if omitted)
· SSF10_2 Informed Consent Form
· If omitted, reason : ...........................................................
                        .............................................................................................
	
	

	
	· SSF10_6 Informed Assent Form for Children
· If omitted, reason :  ...........................................................
                         ..............................................................................................
	
	

	6
	Research Instruments / Data Collection Tools
· Questionnaire
	
	

	
	· Interview Guide
	
	

	
	· Others (Please specify and attach:

· If omitted, reason :  ...........................................................
                         .......................................................................................
	
	

	7
	Project Budget and Details of Received Research Funding
	
	






Signature:						
                                                                                                                                        (					)
                                                                                                            Principal Investigator (PI)
                                                                                                        Date: .......... / .......... / .............


File: google drive แบบฟอร์มโครงการใหม่
