CYSTIC FIBROSIS
FOUNDATION®

How to Request a Change of Principal Investigator

All Change of Pl requests must be completed at least one month prior to the proposed date of change within the Grants
Management System. A bio sketch (NIH form is acceptable) of the proposed Pl and Other Support Document for the Proposed PI
must be uploaded as part of the request. The Cystic Fibrosis Foundation (CFF) must approve changes in key personnel in advance.
Please note that changes in key personnel are not automatically approved.

Change of PI Status Quick Reference Guide

Status Pending Pending PI Pending AIO Under CFF Under CFF Revisions Approved Cancelled
Acceptance | Acceptance Program Program Requested (Declined)
Officer Review | Administrator
Review
Definition | Change of | Change of PI | Change of Plis | Change of PI Change of Pl has | Change of Pl has Change of PI Change of PI
Pl request | is pending pending has been been submitted | been sent back for | Request has been | Request has been
is now former the Authorized submitted to to CFF and is Revisions reviewed and reviewed and
created Principal Institution CFF and is pending CFF Requested and approved by CFF declined by CFF
Investigator | Official’s pending CFF Program must be re-
Review and | Review and Program Administrator submitted to CFF
Approval Approval Officer Review | Review
Location | Pending Pending Pending Under CFF Under CFF Pending Requests | CFF CFF Determinations
of Change | Requests | Requests Requests Review Review Module | Module Determinations Module
of PI Module Module Module Module Module

Request
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Change of Pl Contact Permissions Quick Reference Guide
Status/Contact Pending In Progress Pending PI Pending AlO Revisions Under CFF Under CFF Approved Cancelled
Acceptance Acceptance Requested Program Program Officer (Declined)
Administrator Review
Review
Principal View View View View Only View View Only View Only View Only View Only
Investigator Edit Edit Edit Edit
Co-Investigator View Only View Only View Only View Only View Only View Only View Only View Only View Only
Post-Award View Only View Only View Only View Only View Only View Only View Only View Only View Only
Contact
Financial Officer View Only View Only View Only View Only View Only View Only View Only View Only View Only
Grants Officer View View View Only View Only View View Only View Only View Only View Only
Edit Edit Edit
Authorized View View View Only View View View Only View Only View Only View Only
Institution Official Edit Edit Edit Edit
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How to Request a Change of Principal Investigator

1. To request a Change of PI, go to the Change of Pl module under the My Awards homepage and click on the Active Awards Eligible for a
Change of Pl tile

My Applicalions  Funding Opportunities  External Requests  User Guide  Privacy & Security a a0

Upcoming Deliverables Submitted Deliverables Completed Delverables
My Payments and CFF Required Refunds + My No Cost Extension (NCE) +
5 o 1 o 1 o a 1
Cantmgent Payments Seheduled Payments Paid Payments CFF Required Refunds Request NCE Pending NCE Under Review NCE Apptoved NCE
Active Mentor Awards + change of PI +
o you are a Memtor on an award with the CF Foundation, those awards will be displayed here. r .
o o o
Pending Requests Under CFF Review CFF Determinations

(1]
Active Memtar Awards

2. Onthe Active Awards Eligible for a Change of Pl page, you will find a list of all awards that you are associated with as a contact. Only the
Grants Officer, Authorized Institutional Official or Principal Investigator that is associated with the Award Profile can request a Change of
PI. Click the Request a Change of Pl button to create a Change of Pl request for that award.
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My Awards My Applications  Funding Opportunities  Extemal Requests  User Guide  Privacy & Security a a0

Active Awards (Eligible for Change of P1)

% Principal Investigator ¢ Award Period ®

3 Award Amount &
00286219 - Wayne CFF Hospital Foundstion Therapeutic Development Center Award Bruce Wayne 07/01/2019 - 06/30/2020 IRPLERE]  Request Cnange of PI

Award + Institution ¢ Award Type

PLEASE NOTE: You will only be able to view the award under the Active Awards Eligible for Change of Pl tile only if the Principal
Investigator of the award has added you as a contact to their award AND if you are a Post-Award contact listed on Page 2 of this guide. (For
more information, see refer to the guide “How to Add Contacts”)

3. When you click on the Request Change of Pl button, the system will create a Change of Pl request in Pending status. You will first need to
fill out the Last Date of the Current Pl and the First Date of the Proposed PI.

it My Awards My Applications  Funding Opportunities  Extemal Requests  User Guide  Priva
00286219 - Change Of Pl Request
Activity Type:  Cnange Of P1 Request
Status:  Pend
* Activity Owner: Bruce Wayne [
=
@ 152 compiete tis rorm 10 be signea by botn the current ana propesed Principal INVesNIgS1ors (P1), a3 well the apPropriste INSUNULIONa! OMCial 3t [ESSE G MONTN PIIOT 10 e PIOPOSEd Uate of Change. A bOsKeteh (NIH form is acceptable) of e Proposed PI Must be attached. The Cystic FIDIos's

Foundation (CFF) must approve changes in key personnel in advance. Please note that changes in key personnel are not automatically approved. Email this form and any additional required documents to grants@cff.org.

~ Award Information
Project Titte

CFF Award Number

00286219

Project Perioa

07/01/2019 10 06/30,/2020

* Last Date Of Current P1
—/

* First Date Of Propased Pl

~ Current Principal Investigator

Name

Bruce Wayne
Address

4550 Montgomery Ave
Email

bwayne@rake fake
Phone

301-555-1215
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4. The next step is to fill out the remaining information on the Change of Pl request page. You must enter in the contact information of the
Proposed Principal Investigator, the Reason for the Change of Principal Investigator, the Authorized Institution Official who will sign off on
the Change of Pl Request and the Supporting Documents for the Proposed PIl. To move the request forward, click the Submit to Pl button to

submit the request to the current Principal Investigator for review.

00286219 - Change Of P| Request

— A 1
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5. The status of the Change of Pl request will move from Pending status to Pending Pl Acceptance status. This means that the Principal

Investigator of the award will need to review the details of the request and submit the Change of Pl Request to the Authorized Institution
Official for review. When the Change of Pl request is in Pending Pl Acceptance status, the Principal Investigator of the award will find the
Pending Pl Acceptance Change of Pl request in the Pending Requests tile under the Change of Pl module.

12 u s a a0

My Awards +

1 ]
Active Awards. Bast Awards

My Activities +

10 0 3
Upcarmung Detiverabies. Submutted Delverables Compieted Deliveraties

My Payments and CFF Required Refunds + [l My No Cost Extension (NCE) +

5 ] 1 o 1 (] 0 1
ent Bayments Scheduled Payments Faid Payments CFF Required Refunds Fequest NCE Pending NCE der NCE Approved NCE
Active Mentor Awards + [ crangeatpt +

18 you 31 3 Memtor on an award with $ha CF Foundation, thase sasds wil ba displapsd hars,

s 1 ] o
Active Awards (Eiigiste Sending Feguesrs FF Been £FF Daterminations
o = e of P
Active Mamar dwards |

6. Under Pending Pl Acceptance status, the Principal Investigator can either Request Revisions or Submit the request to the Authorized
Institution Official. To approve the request, click on the Submit to AlO button.
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Activity Type:  Cha

SRequetRevisions PSbmrm a0 |

7. The status of the Change of Pl request will move from Pending Pl Acceptance status to Pending AlO Acceptance status. This means that the
Authorized Institution Official of the award will need to review the details of the request and submit the Change of Pl Request to the CFF for
review and approval. When the Change of Pl request is in Pending AlO Acceptance status, the Authorized Institution Official of the award
will find the Pending AlO Acceptance Change of Pl request in the Pending Requests tile under the Change of Pl module.
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8. When the status of the Change of Pl request is in Pending AlO Acceptance status, the Authorized Institution Official will be able to view all
the details entered in for the Change of Pl Request. To approve the Change of Pl request and submit to CFF for review, the Authorized
Institution Official will need to provide their attestation under the AlO Acceptance section by clicking on the check box. Once that has been
completed, the Authorized Institution Official can move the Change of Pl request to CFF for review by clicking on the Submit to PO button.
This is the final step for submitting the Change of Pl request for review by CFF.
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00286219 - Change Of Pl Request

iz
)
&
3

@ Request Revisions = Submit to PO

9. Once the Authorized Institution Official submits the Change of Pl request, the status of the Change of Pl request will move from Pending
AlO Acceptance to Under CFF Program Officer Review status. This means that the Change of Pl is pending review and approval by CFF. All
Post-Award contacts associated with the award, who are listed on Page 2 of this guide, will be able to find the Change of Pl request in Under
CFF Program Officer Review status under the Under CFF Review tile of their Change of Pl module.
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Change of Pl Approval:

1. When the Change of Pl request has been reviewed and approved by CFF, all Post-Award contacts associated with the award, who are
listed on Page 2 of this guide, will be able to find the approved Change of Pl request in the CFF Determinations tile under the Change of
Pl module. The status of the Change of Pl request will be in Approved status. This means that the Change of Pl request has been
approved by CFF and the award the Change of Pl has been completed in the system. The new Principal Investigator will receive a

notification from the system that signifies that the Change of Pl has been approved and that the Change of PI Award Letter is pending
signature.

Active Mentor Awards + Change of Pl

1f you are a Mentor on an award with the CF Foundation, those awards will be displayed here.

1
Active Awards (Eligible
0 for Change of P)
£
‘Active Mentor Awards.

(1] 0 1
Panding Requests Under CFF Review GFF Determinations

Institution Profile My Awards My Applications  External Requests  User Guide  Privacy & S¢

00286219 - Change Of PI Request

Activity Type: Change Of PI Request
Status:  Approved ¢

Activity Owner: Bruce Wayne [

| Please complete this form to be signed by both the current and proposed Principal Investigators P1), as well the appropriate institutional official a least one month prior o the proposed date of change. & biosketch (NIH form Is acceptable)

oposed Pl must
be attached. The Cystic Fibrosis Foundation (CFF) must approve changes in key personnel in advance. Please note that changes in key personnel are not automatically approved. Email this form and any adcitional required documents to gra

v Award Information

Project Title

CFF Award Number
00286219

Project Period
07/01/2019 to 06/30/2020
Last Date Of Current PI
08/31/2019

First Date Of Proposed PI

09/01/2019

v Current Principal Investigator



