Department - Creating an Amendment/Modification Request: Personnel Change (Change of Pl)

Overview: A ‘Personnel Change’ Amendment/Modification should be requested to
change the personnel on a project.

Examples:

1. To change a Principal Investigator (Pl) or other key personnel on a project.
Where to Start

1. Log-in to MyFunding and search for the award in the Awards tab:

» My Inbox MyFunding

Awards Reports

F N

2. Search for the award in the search box and click on the ‘Name’ of the award:

Awards
All Awards Active Awards Deaft Awards Awards in Review Subswards
Fiter @ D v || AWDOD00DI0S R e xoam
Pl First Pl Last Award Direct Sponsor Award
o Name SmartForm State - Name Department  Sponsor Reviewer oo ver Date Modified 1)
S e anens Smoke Test NM 3 s B S e of Matona! [rstaistes of Mars SZIVANB 2D qpousessis
8 AWD00000005 31700 ctive Eric Lason oot iaeiieit O 45 7604456212
1 items page 1 of1 25 i page

3. Once in the award workspace click on ‘Request Award Modification’:

Smoke Test NM 3 Patch 3/8/19 IEIEIEEY Funding Award

POIPI: Enc Lasson Award Date: 382019
Designated Reviewsr: Start Date: 812019
Award Approver: Natale Merz End Dare; a0

Approving Dept/Center/institute: Award Type: Award
School: SV Research Sponsor Award # 7804456212
Department Administrater: Matalio Marz Award Structure: Standard
p Nationat Instiutes of Health Specialist: Christing McClure
Cui Total Project Period Commitment: §22 600 ‘:‘“I
B Aopont & Voar 1. subsceoind - Ranesr
Current Total Award Amount To Date: 522,600 IM'_ g,

Awarded Funding Proposals:



Department - Creating an Amendment/Modification Request: Personnel Change (Change of Pl)

4. On the ‘Request Details’ page enter the following information:
a. Enter a ‘Short title’ that includes ‘Personnel Change’:

Request Details

1. * Short title: @

Personnel Change - P||

b. Enter the ‘Date’ of the amendment/modification request:

Request Details

1. * Short title: @

Personnel Change - PI

2. Date requested:
5/31/2019 ]

c. Select ‘Personnel Change’ as the ‘Modification Type’:

Request Details

1. * Short title: @

Personnel Change - Pl

2. Date requested:
5/31/2019 s

3. Select Modification Type: @

O Revision | Supplement

O No Cost Extension

O Re-budget

O Carryover

O NGA Revised

O Budget Allocation Correction
QO Early Termination

QO Sponsor Change

@ Personnel ChangeF
O Other Changes (T&C,Compliance Update, etc )

O Demographic Changes Only
Clear
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d. Enter a description of the request in the Comments box:

4. Comments:

Changing the Pl on the project

e. Provide any comments including updated department numbers if
applicable. Attach Supporting Documents. Click ‘Finish’ in the bottom right-
hand corner:

4. Comments:
Changng the Pl on the project

5. Supporting Documents:
L

There ane no itoms lo desplay

5. Click “Assign Submitter”. Assign the submitter as your Dean’s area reviewer and
select ‘OK’:

Personnel Change - PI
Specialist: A

Guy Serrapere

Print Version

< Submit to Specialist History PRSI INE
€ Withdraw

2] Copy

&+ Assign Submitter

¢ Log Comment
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FIITANNENDAN

@ Execute “Assign Submitter” on AMR00000116 - Google Chrome - (m] X

@ https://clk-grants-dev.offres.pitt.edu/Dev/sd/ResourceAdministration/Activity/form?ActivityType=com.webridge.entity.E...
| Assign Submitter

* Submitter:

Jennifer Woodward | s

Coc T oo §

What do | attach?

Any documents requiring a signature by the Office of Sponsored Programs
Any other school-specific required documents

NOA/sponsor document noting change (if applicable)

Compliance approvals (if applicable)

A Pl certification from the new Principal Investigator

vk wnh e

Where do | attach the documents?

Documents should be attached in the modification request SmartForm under
Supporting Documents. See step 4. e.

What’s Next?

1. The Dean’s area reviewer will review the amendment/modification request and if
acceptable, will use the ‘Submit to Specialist’ activity in the
amendment/modification workspace to send the amendment/modification
request to the OSP.



Department - Creating an Amendment/Modification Request: Personnel Change (Change of Pl)

Testing In box

Submitted By: datae Mz et Dl
Edit Medfieation Request o e b
Specialist: Zachary Bymes Aweadt:
Tind Version

.AMRGOUOD413 Medification Request

29

AWDOD00000S | AWDO00000S)

= Activity Data

AEE010 11:47 AM

2. If accepted by OSP, the amendment/modification request will be “Approved”, and
the OSP will create the amendment/modification for the award and send the
required documents to Sponsored Programs Accounting (SPA) to have the SPA

account updated.



