Principal Investigator (PI) On-boarding

Congratulations on your appointment within the College of Food, Agricultural, and Environmental Sciences (CFAES).
This document is to serve as a guide to help navigate the process of research funding at The Ohio State University.

Units WORKING TOGETHER

When developing a proposal there are important units within the college and university, a Pl works
with when seeking and managing research funding sources.

Grant Development Support Unit (GDSU) is a free service provided to all CFAES faculty. GDSU staff
serves as a liaison between the principal investigator (Pl) and the unversity's Sponsored Program
Officer (SPO). The staff is available to assist with proposal development, grant submission, and
answering any grant related questions.

Sponsored Program Officer (SPO) participates with the proposal
development team to discuss the budget components to reflect Request
for Proposals (RFP), provides final approval on the budget and
submission documents. Visit research.osu.edu to find the university
SPO assigned to your department.

Cost Center Managers (CCM) are fiscal personnel located within your
department. They work with Pls to manage awarded funds and will
assist the Pl in monitoring the status of the awarded budget. Upon
receiving notification of the award, the Pl needs to inform the SPO and the
CCM to trigger the setup of the award.

Initial PI STEPS

Use Study Team Lookup (https://orrp.osu.edu) to determine:
e Pl status
e Trainings which need to be completed
e All employees must complete
* Annual Conflict of Interest Disclosure (COI)
* Institutional Data Policy Training, Responsible
* Ethical Conduct of Research (RCR)

Set-up accounts in grant submission portals:
e Cayuse424- ohio-state.cayuse424.com
e Research.gov- for National Science Foundation (NSF) proposals
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OverV|eW of FACILITIES & ADMINISTRATIVE COSTS (F&A)

Facilities & Administrative (F&A) costs are the costs associated with providing and maintaining the infrastructure
for the research enterprise at Ohio State. These costs may also be referred to as overhead costs or indirect costs.
These costs are calculated as a percentage of your budgeted direct costs and will increase the total dollar amount

of your proposed budget.

Ohio State requires the that maximum amount of F&A costs are budgeted for all proposals, A reduced rate can
only be used in cases where the sponsor specifically indicates a reduced F&A allowance. If you are unsure how
to calculate the correct F&A rate in your budget or whether the sponsor allows indirect costs, please reach out to

your SPO for guidance.

OSU's negotiated rates and other important information located here.

Responsible Research Practices COMPLIANCE

The mission of the Office of Research Compliance (ORC) is to support and promote ethical research practices at
The Ohio State University. ORC serves the OSU research community by coordinating institution-wide research
compliance policy and procedure development, and by partnering with researchers, so that the University is
compliant with federal, state, and local laws and regulations as well as University policies.

Animal Care & Use- The Institutional Animal Care and Use Committee (IACUC) reviews and oversees the
responsible use of animals in university research and instructional activities.

Biosafety- The Institutional Biosafety Committee (IBC) reviews and oversees research involving bio-hazards and
recombinant or synthetic nucleic acid molecules.

Human Subjects- The Institutional Review Boards (IRB) review and oversee research involving human subjects.
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Proposal Submission STEPS
This provides a rough guide to the timeline for a grant submission working from the RFP.
e |dentify funding opportunity
e Review RFP then begin proposal development
e Initiate conversation with any additional institutions, organizations interested in being a subaward
e Contact your SPO with intent to submit a proposal
Include link to RFP and contact information for any subaward institutions.
If interested in additional proposal assistance, complete request form for GDSU support.
e Work with SPO and GDSU to develop a budget and receive approval of the budget
Recommendation is to have the budget approved at least 2 weeks before submission date.
e Determine proposal submission platform or method to ensure all involved parties are granted access.
e Complete the Authorization to Seek Off-Campus Funds (ePA-005) form including the approved bud-
get and budget justification, prior to submitting proposal to sponsor. Once completed, the ‘form’ is
automatically routed for signature and approvals. The fully approved ePA-005 is the Office of Spon-
sored Program’s authorization from the department and college to submit the proposal.
e Review completed proposal packet and work with SPO and GDSU to make any final corrections or
authorize proposal for submission

Recommended Proposal Submission TIMELINE
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Award ACCEPTANCE

Pl responsibilities if a proposal is funded:
¢ Send award notification to SPO for authorization of award
e Send notification to all personnel from sub-contracts
e Contact Cost Center Manager (CCM) about personnel on the award
e Ensure cost sharing is documented (if applicable)
e Use OSU Administrative Resource Center to learn how to manage your funded award
e Purchase Card (P-card) usage
e Requisition Reports
e Complete compliance requirements throughout the life of the project, ensure integrity of all research data
e Depending on the research topic, determine if any lab/ field safety training is need for all personnel on the
project. Use the cfaessafety.osu.edu for assistance.
e Prepare and submit technical reports to the sponsor as needed
e Oversee programmatic aspects of subaward and monitor funds in Pl Portal

Project CLOSEOUT

60 to 90 days before an award ends:
The SPO will contact the Pl with a list of procedures that must be completed to ensure an orderly award close-out.
The Pl responsibilities include:
¢ confirm that all personnel are moved to another grantor a department funding source by grant end
e ensure all required cost sharing is documented
e review outstanding commitments & informing the Grants Shared Services Center of those that can be relieved
e prompt subcontractors that a final invoice must be submitted within 45 days of the subcontract end date
e ensure that all costs are incurred by the grant end date
e resolve any potential over expenditures
e complete final technical report or other award deliverables
e settle cash advances, including final invoices and the return of unspent cash

Department Chairs are informed if there is likely to be significant award over-expenditure.
Costs will continue to post in the Pl portal for up to 60 days after the project end date (e.g., final month’s payroll,

payments for orders placed before the end date, etc). During this time, the Pl and department can also make any
cost transfers necessary to correct errors or reduce over expenditures.


http://admin.resources.osu.edu
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Resource INFORMATION

Subject Area:

Animal Subject (IACUC)

Unit:

Office of Responsible Research Practices

Location:

orrp.osu.edu

Biosafety

Office of Responsible Research Practices

orrp.osu.edu

Conflict of Interest

Office of Research Compliance

https://fresearch.osu.edu/about-us/
administration-and-units/office-re-
search-compliance

EHS

Environmental Health & Safety (EHS)

ehs.osu.edu

Frequently Requested Institutional
Information

Office of Research

research.osu.edu/proposal-develop-
ment-and-submission/institutional-in-
formation

Human Subjects (IRB)

Office of Responsible Research Practices

orrp.osu.edu

Industry and Corporation Relations

Office of Innovation and Economic
Development

oied.osu.edu

Internal Grants Program(IGP) (CFAES)

Grant Development Support Unit

research.cfaes.ohio-state.edu

Lab Safety

CFAES Safety Team

cfaes.safety.osu

National Security Regulations/
Restricted Research

Office of Secure Research

research.osu.edu/about-us/administra-
tion-and-units/office-secure-research

OSU Sponsored Program Officer

Office of Sponsored Programs (OSP)

research.osu.edu/about-us/administra-
tion-and-units/office-sponsored-pro-
grams

Pl Portal

Office of Responsible Research Practices

orapps.osu.edu/piportal

Post-Award Adminstration and
Training (CFAES)

Grant Development Support Unit

research.cfaes.ohio-state.edu

Proposal Development (CFAES)

Grant Development Support Unit

research.cfaes.ohio-state.edu

Research Commons

Ohio State University Libraries

library.osu.edu/researchcommons

Research Compliance, Export Controls

Office of Research Compliance

research.osu.edu/about-us/administra-
tion-and-units/office-research-compli-
ance

Responsible Conduct Research (CITI)

Office of Responsible Research Practices

orrp.osu.edu

Technology Commercialization Office

Office of Innovation and Economic
Development

oied.osu.edu

Technical Issues- Pl Portal, eProtocol,
BuckIRB

Office of Research

research.osu.edu

Workday

Office of Technology and Digital
Innovation

it.osu.edu/workday
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