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OFFICE OF THE CHANCELLOR www.newark.rutgers.edu

Kl i I GE RS Center for Law and Justice piotr@newark rutgers edu

Rutgers, The State University of New Jersey
123 Washington Street p. 973-353-1537
MNewark, NJ 07102

Piotr Piotrowiak, Acting Vice Chancellor for
Research and Collaborations

Memo

To:  Dean Brunson
Dean Chen
Dean Lei
Dean Lewis
Dean Menifield
Dean Farmbry
P3 Collaboratory Acting Director Taja-Nia Henderson
IECME Director Krasovic

Global Initiatives Director Clayton Walton W

From: Acting Vice Chancellor for Research & Collaborations Piotr Piotrowiak

Date: August 13, 2018 (Update)
Re:  INTERNAL AWARD FUNDING AND REPORTING INSTRUCTIONS

Please find attached documents related to the Internal Award Funding of
(IMRT, IHASSRT, and Seed Award) together with Reporting Instructions.

The Principal Investigator (P.1.) is requested to work closely with her/his
school/department budget and finance administrator or their respective Dean's Office and
will need to complete the Controller’s Project Request Form - Non-Sponsored Designated
Faculty Funds and the Procurement Approvers Form attached. It is important to complete
both documents and then email it to the Controller’s office at coa@finance.rutgers.edu to
receive a Project Number to which the Research Office would transfer the award.

Please let us know if we could be of further assistance.

c: L. Agre
A, Afonso
M., Rivera
A, Rothman
K. VanlVeenen
Z. Chacon

Enc.: -Internal Award Funding and Reporting Instructions

- New Project Request Form - Non-Sponsored Designated Faculty Funds
- Procurement Approvers Form
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Internal Award Funding and Reporting Instructions

Internal Award Fundin

o Please note, in order to access the awarded grant funds, the Principal Investigator (PI), will
need to create and complete a funding proposal in RAPSS which will serve as the historical
record for the award. Please note that if the proposed research involves human subjects or
research animals, an approved IRB or IACUC protocol number and date ofapproval must be
provided in RAPSS. '

o Next, the PI, working closely with her/his school/department budget and finance
administrator or their respective Dean's Office, will need to complete the Controller’'s New
Project Request Form - Non-Sponsored for Designated Faculty Funds and the
Procurement Approvers Form. Form attached. It is important to complete both tabs on the
form.

» After the completion of the Controller’s form, please email the form to the Controller’s Office at:
coa@finance.rutgers.edu. A new project number will be issued by the Controller’s Office within 7-10
days. After the new project number has been assigned and the Controller’s Office notifies the Newark
Office of Research of the new project number, the Vice Chancellor for Research and Ceollaborations will
authorize the transfer of the funds via journal to the new project number.

s When the funds have been transferred from the Newark Office of Research to the new
project number, the Newark Office of Research will inform the Pl and their budget finance
administrator, by email, of the journal record number.

» Please expect the transfer of funds within 7 business days from the date that the new
project number has been assigned.

If you need assistance, please contact Research Specialist Reuel Mebuin at 973-353-3461
(r.mebuin@rutgers.edu). Reuel will assist with the RAPSS pre-award Funding Proposals and pre-award
budget and if applicable, will forward the required pre-award documents to the Award Set-up team for
certification of compliance (COl/Export controls/Biosafety/Human Subjects/Vertebrate Animals, etc.)

Reporting:

» Please note, the Pl is required to submit a Progress Report by April 30t each year funding
is received. The Progress Report should be emailed to the Vice Chancellor of Research and
Collaborations (piotr@newark.rutgers.edu). Funds for the subsequent budget year will
be released only after the annual progress report has been received.

Attachment:
- New Project Request Form - Non-Sponsored for Designated Faculty Funds
- Procurement Approvers Form

revised: July 26, 2018




RUTGERS

THE STATE UMIVERSETY
OF WEW JIERSEY

RUTGERS, THE STATE UNIVERSITY OF NEW JERSEY
Office of the University Controller

Form Description: This form is used to submit new Faculty Project requests,

Project Request Form - Non-Sponsored Designated Faculty Funds
PLEASE USE ONLY ONE FORM PER PROJECT REQUEST

Requestor Name & Email Address

Schoolf Unit <SCHOOL / UNIT>

Department Approver Name <SELECT APPROVER NAME> IR
Department Approver Signature

bapartment Approver Title <SELECT APPROVER TITLE>

DatefTime of Dapartment Approved Request MM/DDAYYY

To submit this form, please forward to: coa@finance.rutgers.edy; if you need assistance piease email coa@finance.rutgers.edu

| The following fields are requlred to be filled for all Project Types

Related Project Number To Be Linked {Optional) 2RRRK

Project title: Unit and Faculty Member's Name <95 Charactars Max.>

Project title: Unit and Faculty Member's Dept <95 Characters Max.>

Faculty Employee ID and net id

Project Start Date: MM/DD/YYYY

Project End Date: MM/DD/YYYY

Purpose of the Project <150 Characters Max.>

Estimated Project Revenues <95 Characters Max.>

Estimated Project Expenses <95 Characters Max.>

Owning UDO (Unit, Divislon, Org) <11 Char.>

Project Fund Typa: 160 ,;
Project Dafault Location: XXX |
Project Default Business Line: KXKX

Project Default Activity: 0000

Project Manager Name & Employee ID; {Type Name Here) pae e rid

DESIGNATED (Start-up, Discretionary, Research, Other}

Unrestricted desfgnated funds Incjuding thasa to he held for a specific purpose, Funds use has been determined and is being isolated as to not spend an anything ather than its Intznded use. Includes funds designated for Chalr, Chanceller, and/for Deans

Type of Designated <TYPE OF DESIGNATED>

Funding Source (GL UDOLFB string) <Max. 100 Characters>

Project Number 0
| GE String or Project that will cover deficit i
GL String (UDGLFB) <Max, 100 Characters>

Project Number 00K
| List Task{s} Name(s), include a brief description and/or information that can be stored. If more tasks are required, please attach an additional list, |

A AT Optional Comglete only ¥f diffarent than Project Dafault

Task Name Descriptien Budget Amount Cefault Location Cefault Business Line | Default Activity
300 -

301 -

302 -

: S "FOR CENTRAL IJSE ONLY

Check CVR Rule and Valid UDO

Set Up Tasks

INT Contract 300000

HERD Code

Budget

Scan documents to attach e praoject

Naotify Precurment of Approvers
Notify Department project # coa013 report

Version 07.10,2018 Page t
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