[image: image1.jpg]= | DIVISION OF
¥ | SLEEP MEDICINE

HARVARD MEDICAL SCHOOL
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https://sleep.hms.harvard.edu/
HMS DSM Research Unit Webpage Request Form
	Research Unit Name
	

	Research Unit Director
	

	Institution
	

	Department
	

	Responsible Department Chair or Division Chief*
	

	Research Unit Description
	

	Faculty members in this Research Unit
	

	Other Affiliated Faculty
	

	Trainees in this Research Unit
	

	Administrative Contact Name, Email and Phone
	

	Research Unit Address
	

	Research Unit Website Address (if any)
	

	Name and contact information of the person submitting this form
	


*Please indicate the name of the Department Chair or Division Chief from whom an email letter of confirmation will be sent.
Confirmation from the Department or Division Chair may be emailed to sleep_medicine@hms.harvard.edu . See instructions on the second page.

HMS DSM Research Units Policy and Request Procedure

“Research Unit” describes an organized cluster of research. A Research Unit must be recognized as a unit by the Department Chair [or Division Chief] under which it falls administratively.

Any HMS Division of Sleep Medicine-Affiliated Faculty member who directs a Research Unit (or their designee) may submit a request for a Research Unit webpage. Research Units will be listed on the Division’s Academic Website, and individual Research Unit web pages will be linked to their corresponding faculty and trainee Profile Pages.

INCLUDING NEW RESEARCH UNIT ON HMS DSM WEBSITE
To request that a new Research Unit be listed on the HMS DSM Academic Website, complete the Research Unit Request Form and return it to the Division of Sleep Medicine via email: sleep_medicine@hms.harvard.edu. One member of the Research Unit should be designated as responsible for updates, and that person should keep a copy of the completed request form on file.

All new Research Unit Webpage requests must be accompanied by a letter or email from the responsible Department Chair [or Division Chief], confirming their formal acknowledgement of this Research Unit. Acknowledgements obtained simultaneously for multiple units (to ease administrative burden) are encouraged.

Please indicate the name of the Department Chair or Division Chief from whom an email letter of confirmation will be sent on the form. Confirmation from the Department or Division Chair may be emailed to sleep_medicine@hms.harvard.edu.
UPDATING RESEARCH UNIT ON HMS DSM WEBSITE
If you would like to update your current research unit information, please copy your group’s entire description onto Microsoft Word and use track changes in the document to provide updates that need to be incorporated into the new website. Provide this information to the Division of Sleep Medicine via email: sleep_medicine@hms.harvard.edu.
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