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1. Submit FCOI Declaration Form
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1. Click on My FCOI List at the left side 
panel 
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1. Submit FCOI Declaration Form
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2. Click on the 
[New 
Declaration] 
button to 
start a new 
FCOI 
Declaration 
Form 
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1. Submit FCOI Declaration Form
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4. Click [Save as Draft] 
button if you are not ready 
to submit your FCOI 
Declaration yet

5. When you 
are ready to 
submit to the 
FCOI 
Secretariat 
for review, 
click the 
[Submit] 
button 

3. Fill in FCOI Declaration details
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2. Respond to FCOI Secretariat’s Queries
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1. Click on My FCOI 
List at the left side 
panel

2. Scroll to the right to 
check Form Status. If it 
is “Pending User Reply”, 
then your action is 
required 

3. Click on the 
eye icon to 
open the 
FCOI 
Declaration 
Form 
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2. Respond to FCOI Secretariat’s Queries
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The red dot indicates that 
there is a query to address

4. Click on Query List to 
view the query/queries 
from the FCOI 
Secretariat
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2. Respond to FCOI Secretariat’s Queries
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5. After you have 
addressed the queries 
from the FCOI 
Secretariat and edited 
your FCOI Declaration 
Form (if applicable), 
click the [Reply Query 
and Re-submit] button 
to send the responses 
and FCOI Declaration 
Form back to the FCOI 
Secretariat
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3. Shortcut to FCOI Declaration Form from IRB Application Form
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If you are a PI/Site PI/Co-Investigator and have not submitted the FCOI 
Declaration, you will see this blue hyperlink [Did Not Submit] under 
Section B of the IRB Application Form.

You can click on the hyperlink shortcut to create and submit the FCOI 
Declaration Form.  

1. Click on [Did Not Submit] 
hyperlink
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3. Shortcut to FCOI Declaration Form from IRB Application Form
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2. There will be a pop-up message. Click 
[Confirm] 

3. The My FCOI List page will open in another tab

Click on the [New Declaration] button to start a new 
FCOI Declaration Form

Once completed, submit it to the FCOI Secretariat 
for review
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4. FCOI Secretariat Contact
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Email: Nhggroup.DSRB.FCOI@nhghealth.com.sg

mailto:Nhggroup.DSRB.FCOI@nhghealth.com.sg
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Thank You

Tan Tock Seng Hospital  •  Khoo Teck Puat Hospital  •  Woodlands Hospital  •  Yishun Community Hospital  •  TTSH Integrated Care Hub

Institute of Mental Health  •  National Skin Centre  •  National Centre for Infectious Diseases  •  NHG Cancer Institute  •  NHG Eye Institute  •  NHG Heart Institute

Population Health  •  NHG Polyclinics  •  Diagnostics  •  Pharmacy  •  Community Care  •  NHG College  •  Centre for Healthcare Innovation
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