[DEPARTMENT LETTER HEAD]

[INSERT DATE]

VIA FACSIMILE [INSERT FAX NUMBER]

[INSERT NAME OF GRANTS MANAGEMENT 

   SPECIALIST OR OTHER NIH CONTACT PERSON] 

Grants Management Specialist

[INSERT PROPER MAILING ADDRESS]

SUBJECT: 
[INSERT COMPLETE GRANT NUMBER] – “JIT”

Dear [INSERT NAME]:

In response to your [DATE OF JIT REQUEST] email request for Just-in-Time information on the above referenced application, attached please find the following:

1. Documentation of Human Subjects Training for all Key Personnel;

2. Updated Human Subject Assurance/Certification confirming IRB approval;

3. Other Support for Key Personnel including Drs. [INSERT NAMES OF PI AND OTHER KEY PERSONNEL].
Please let us know if you have any questions or need further information.

Thank you.

Sincerely,

[PI NAME]




[INSERT NAME]

Principal Investigator



Senior Sponsored Projects Specialist
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