
[image: image1.png]/Ay RUSH UNIVERSITY
\ll MEDICAI CENTER




Principal Investigator Entrance Checklist 
Introduction:  After the Executive Recruitment Committee approves the hiring of a new Principal Investigator(PI), before his/her research may commence at Rush University Medical Center (RUMC), he or she must take certain steps, including notifying several persons/offices to ensure an orderly transition of research-related matters. The PI and the manager of the department/section/unit should collaborate to facilitate tracking of activities and complete all the necessary paperwork. The list guides PIs and managers through the process. Please see page five for contact information.
	Responsible Party & Required Activities
	Applicable

Yes/No
	Date

Started
	Notes/Status
	Date
Finalized

	Principal Investigator:
	
	
	
	

	1.     Notifies department chairperson of all research that will transfer from previous institution
	
	
	
	

	2.    Formally notifies departmental manager of existing funds and their balances
	
	
	
	

	3.   Obtains Community of Science (COS) access by registering through the Rush Library home page.  
	
	
	
	

	Department Chairperson: 
	
	
	
	

	4.     Notifies department manager of transfer of research material (data, specimens, equipment, Dangerous Goods/Hazardous Materials)
	
	
	
	

	Department Manager:
	
	
	
	

	5.     Confers with the PI regarding:
	
	
	
	

	a. Whether previous institution research employees be moving to Rush?
	
	
	
	

	b. Whether any new FTEs are needed?
	
	
	
	

	c. What research equipment does the PI control?
	
	
	
	

	d. Contact with Fixed Assets Manager if equipment is being transferred to Rush.
	
	
	
	

	e. Whether and how Dangerous Goods/Hazardous Materials, Select Agents and specimens will be transferred to Rush?  Notify appropriate departments of material transfer.
	
	
	
	

	f. Whether LEAP On-Line training (lab safety, radiation safety, hazardous materials/dangerous goods) is required for the PI, students and volunteers by department manager?
	
	
	
	


Department Manager:
	                     Fund Accounting
	
	
	
	

	6.    Contacts the Assistant Director, Fund Accounting, to review the status of all PI’s research funds to ensure that:
	
	
	
	

	a. New fund numbers are set up properly.
	
	
	
	

	b. Issues concerning any non-grant equipment are discussed with the Department Chairperson and Dean.
	
	
	
	


	7.  Includes a spreadsheet/worksheet estimating the fund balance.
	
	
	
	

	a.    Signed by the PI.
	
	
	
	

	b.    Signed by the Chairperson.
	
	
	
	

	c.     Signed by Fund Accounting.
	
	
	
	



Department Manager/PI (8b, 9a, 9b):
	Research Affairs
	
	
	
	


	Research & Clinical Trials Administration (RCTA)
	
	
	
	

	GRANTS & CONTRACTS  
	
	
	
	

	8.   Contacts the Director of Sponsored Research Projects at x2-3354 to:
	
	
	
	

	a.     Document the studies that the PI is transferring to Rush
	
	
	
	

	b.    Meet with the Director if transferring any grants 
	
	
	
	

	c.    Undertake fund transfer agreements with Sponsor(s)
	
	
	
	

	INSTITUTIONAL REVIEW BOARD (IRB)
	
	
	
	

	9.  Contacts the IRB office (x2-5498)  to: 
	
	
	
	

	a. Transfer (by seeking Rush IRB approval) active studies where applicable; or
	
	
	
	

	b. Transfer current research studies, data, or specimen repositories to Rush.
	
	
	
	

	      c.     Obtain research education requirements

	
	
	
	


         Principal Investigator:
	                    Intellectual Property
	Applicable
   Yes/No
	Date

Started
	Notes/Status
	Date 
Finalized

	10.  If the PI has inventions with prior institution, schedule a meeting with the Director of Intellectual Property to:
	
	
	
	

	a. Discuss any advisory issues and obligations (e.g., prior technology transfer office contact person, recent disclosures, current portfolio, etc.)
	
	
	
	

	b. Identify any patent applications that are conceived but have not been reduced to practice.
	
	
	
	

	     c.     Discuss Rush policies on IP 


	
	
	
	


       Principal Investigator:
	                    Research Integrity
	
	
	
	

	11.  Contacts the Research Integrity Office (x3-3566) to discuss applicable rules and policies.
	
	
	
	

	      a.   Discusses Rush policies on Conflicts of Interest in research 
	
	
	
	

	      b.   Contacts Institutional Bio-safety Officer (x2-5222). If applicable
	
	
	
	

	      c.   Initiates IBC Application Submission Process. If applicable
	
	
	
	

	Principal Investigator:
	
	
	
	

	Other Research-Related Committees
	
	
	
	

	12.  Notifies the following research-related committees of his/her start date at Rush; asks what steps must be processed to ensure that the PI completes them:
	
	
	
	

	a. Comparative Research Center (CRC) and Institutional Animal Care and Use Committee (IACUC)  (x2-6576) to: 
	
	
	
	

	· Initiates IACUC Application Submission Process
	
	
	
	

	· Initiates transfer of current research studies, data, or animals to Rush.
	
	
	
	

	b. Initiates financial transactions with the CRC by completing Funding Source Tracking Notification Form(s)
	
	
	
	

	Note:  The PI may transfer animals after starting at Rush but not before IACUC approval

Department Manager:
	
	
	
	

	                   Other Safety Committees (if applicable)
	  Applicable

     Yes/No
	Date

Started
	       Notes/Status
	Date
Finalized

	13.   a.    Occupational Safety (x2-7233).
	
	
	
	

	        b.   Radiation Safety Committee (RSC)/Laser safety       committee (LSC) (Chair x2-2711).
	
	
	
	

	 Department Manager:
	
	
	
	

	                    Information Systems
	
	
	
	

	14.  Contacts Information Systems to initiate Lotus Notes email address and any other electronic systems he/she will need to access (x2-HELP or x2-4357).   Specifically indicate account needed for the access to Rush Research Porthole (RRP).
	
	
	
	

	 Department Manager/PI (14c, 14d):
	
	
	
	

	                    Miscellaneous
	
	
	
	

	15.   Ensures that PI receives:
	
	
	
	

	a.       Pager, Keys (electronic and other), phone
	
	
	
	

	b.       Lab coats.
	
	
	
	

	c.       Rush employee Identification badge.
	
	
	
	

	d.      Cohn Building identification and entry badge from    Security. (if applicable)
	
	
	
	


______________________________________

________

Signature of entering PI




Date

_________________________________


________

Signature of Administrative Manager


Date

_________________________________


________

Department Chairman or Designee



Extension

Return completed PI entrance check-list to:

Rush University Research Affairs, Cohn 206

 Attn. Norma Sandoval, Administrative Assistant to
James L. Mulshine MD, Associate Provost for Research
Contact Reference Table 





	Title
	Name
	Extension

	Assistant Director , Fund Accounting 
	Jane Winger
	x2-5622

	Admin. Assistant, Associate Provost VP for Research
	Norma Sandoval
	x2-3589

	Biological Safety Officer
	Ed Blazek, PhD
	x2-5222

	Community of Science Resource, Rush Library
	Toby Gibson
	X2-2279

	Director,  Intellectual Property 
	Matt Raymond, PhD
	x3-2780

	Director, Comparative Research Center (CRC)
	Jeff Oswald, DVM
	x2-6576

	Director, IRB
	Jane Strong, APRN, MS
	x2-5498

	Director, Sponsored Research Projects 
	Donna Knuth, MBA
	x2-3354

	Information Services
	Help Desk
	x2-HELP

	Occupational Safety
	Todd Green
	x2-7233

	Radiological Safety Committee/ Laser Safety Committee
	Theodore Oegema, PhD
	x2-2711

	Sr. Director, Research Integrity
	Kate L. Gottfried, JD, MSPH
	x3-3566

	Manager, Fixed Assets
	Thomas Mitus
	x2-7021
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