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Description automatically generated]	PROPOSAL CHECKLIST	Proposal number:      ORSP

	Check all item(s) that apply to the project 	Est. Start Date:      
	Proposal Title:
	Est. End Date:      


[bookmark: Text2]     
1.  Items to be addressed prior to submission
	Type of Activity 

	[bookmark: Check1]|_|	Research and Development (R&D):  R&D activity is creative and systematic work undertaken to increase knowledge of our world and universe.  This type of work typically involves testing hypotheses.  Included here are:
[bookmark: Check16]|_|	Basic Research: experimental or theoretical work undertaken primarily to acquire new knowledge of the underlying foundations of phenomena and observable facts.
[bookmark: Check21]|_|	Capital: where acquisition of equipment or construction of facilities supports research and development activities.  
[bookmark: Check17]|_|	Applied Research: original investigation undertaken to acquire new knowledge towards a specific, practical aim or objective.
[bookmark: Check18]|_|	Clinical Study/Trial: a controlled study in which one or more human subjects are prospectively assigned to one or more interventions to evaluate the effects of those interventions on health-related biomedical or behavioral outcomes.  
[bookmark: Check19]|_|	Research Training: where funding supports students working on organized research.
[bookmark: Check20]|_|	Instructional Research: the systematic collection and analysis of evidence and data related to one or more interventions the field of education, such as pedagogy, curricula, or degree pathways.
|_|	Instruction:  The activity involves development of curriculum, degree programs, transfer pathways, student internships, etc.  However, if it involves testing new curricula or other student activity for its effect on student success, then it is Instructional Research under R&D.
|_|	Service:  This activity supports our students or the public in general and may involve things like funding childcare, nutritional support, or services for the underserved.  Again, if it involves a study of the effect of the service on the target population, then it is Applied R&D.

	Conflict of Interest Forms

	To meet regulatory requirements, ORSP will require completion of a COI form that satisfies both federal, state, and local agencies as well as private entities. Please complete the revised COI form.

	Letters of Support

	[bookmark: Check3][bookmark: Check4]Yes |_|   No |_|  Will you need a letter of support from campus?
If you need a letter of support from the Provost, you should prepare a draft letter in MS Word and forward it to the AVP for Research.  Once approved, the draft will be sent at least two weeks in advance of the submission deadline to the Provost for signature.

	Curricular Design and Agreements with Other Institutions

	Yes |_|   No |_|  Will your project involve curricular design?  Yes |_|   No |_|  Will it have admissions agreements with other institutions?
Curriculum development may require consultation with other campus programs. Admissions agreements are strictly regulated. In both cases, the PI needs to discuss their plans with the AVP for Research.

	Indirect Costs

	Yes |_|   No |_|  Does the sponsoring agency limit the indirect cost (IDC) rate?
If the sponsor limits IDC to a rate less than our negotiated rate (47%), please provide the published documentation. If the sponsor does
not allow any indirect costs, you must identify an account that will pay the 4.5% administrative fee charged by the Foundation. We will not proceed without the account information for the admin fee. Please talk with your chair, dean, or AVP as necessary.

	Institutional Data

	Yes |_|   No |_|   Does the project require institutional data?
Under current law, CPP cannot release any Federal Tax Information (FTI) associated with students or their families.  The Higher Education Act does, however, permit the use of FAFSA data (excluding FTI) for specific research purposes, including mandatory reporting, audits and evaluations, and research on college attendance, persistence, and completion.  At CPP, all requests are reviewed and fulfilled in partnership with CPP's Office of Institutional Research, which will provide output in its aggregate - ensuring that no individually identifiable information is disclosed.
Please note that all data use must comply with CPP’s FERPA policy.
If you have questions, please contact Joe Hackbarth (jhackbarth@cpp.edu). Student financial aid eligibility information requires pre-approval.

	Information Technology

	Yes |_|   No |_|   Please check “Yes” if your project:
· involves collaboration with the IT department or external partners regarding IT.
· requires non-standard computational equipment or technology purchases.
If you answered “Yes”, you will need to (i) comply with Cal Poly Pomona cybersecurity standards, and (ii) plan for the long-term requirements for updates and maintenance.  Also, you must contact Alex Harwood (aharwood@cpp.edu), Chief Technology Officer, for guidance.

	Proposal Type

	Yes |_|   No |_|   Is this a subaward?  If yes:
· [bookmark: Text10]who is the prime institution you are working with:       
· [bookmark: Text11]what is the sponsor’s submission deadline:      
· [bookmark: Text12]what deadline has the sponsor given you to complete your subaward documents:      
Yes |_|   No |_|   Will you be issuing subawards to other institutions ?  If yes: please discuss this with your assigned ORSP grants and contracts administrator.

	CPP Collaborators

	Yes |_|   No |_|     Will you be collaborating with a Cal Poly Pomona unit (e.g., MEP, SEES, Office of Academic Innovation, or any other college, department, program, or office)?   
If Yes, you must communicate with the unit in advance. This includes discussing the collaboration with relevant individuals within that unit. At minimum, you must obtain written confirmation (e.g., an email) from the unit acknowledging and agreeing to their participation in the project. 


2.  Items to be addressed upon award notification
	Strategic Enterprise Risk Management (SERM)

	Unusual Risks: Are there unusual risks/”downsides” for the University (injury, reputational risk, etc.)?  Yes |_|   No |_|   
[bookmark: Text5]If yes, 	(i) what are they?     
	(ii) complete a risk assessment:  https://www.cpp.edu/rms/forms/ra-worksheet-for-events-projects.pdf

	Foreign Travel:  Are Faculty/Staff, Auxiliary Staff and/or Student(s) on proposal traveling outside of the United States:  Yes |_|   No |_|
[bookmark: Text6]If yes, which country?       	Does it have travel restrictions?   Yes |_|   No |_| 
If yes, review “restricted” country information (https://www.cpp.edu/fas/university-accounting-services/travel/international-travel.shtml)
· Remember to budget for foreign travel insurance.
· Depending on the nature of foreign travel, you may need to take CITI training about Foreign Influence.

	

	Strategic Enterprise Risk Management (SERM) continued

	Additional Items of concern - will this project include: 
	[bookmark: Check14]|_|  Activity in a correctional facility

	[bookmark: Check5]|_|  Work with sensitive individuals (e.g. work with minors)
[bookmark: Check7]|_|  Driving/operating State vehicles or equipment
[bookmark: Check8]|_|  Students participating in grant activities off campus
	[bookmark: Check9]|_|  Scuba Diving
[bookmark: Check11]|_|  Other: please identify
[bookmark: Text7]     

	Institutional and Regulatory Compliance 

	Unusual Risks: Are there unusual risks/”downsides” for the University (injury, reputational risk, etc.)?  Yes |_|   No |_|   
If yes, 	(i) what are they?     
	(ii) complete a risk assessment:  https://www.cpp.edu/rms/forms/ra-worksheet-for-events-projects.pdf

	[bookmark: Check12][bookmark: Check13]Use of vertebrate animals:	|_|  Applicable	|_|  Not Applicable
If you have questions, please contact Elizabeth Mendoza (emendoza7@cpp.edu) or consult with the IACUC.

	Use of human subjects and/or student data/records:
Do you plan to obtain data from human subjects via surveys, qualitative interviews, clinical studies or human biological materials etc.?
Yes |_|   No |_|   If you have questions, please contact the Office of Research Compliance (orc@cpp.edu) or consult with the IRB.

	Export Control:
Please check "Applicable" if your project (i) involves direct or indirect transfer or transmission of controlled commodities, technology, or software out of the US, (ii) if it is funded by the US DOD, a branch of the armed forces, or a foreign company, or (iii) if it involves foreign nationals. 
|_|  Applicable	|_|  Not Applicable
In this case, the PI and other personnel (Co-PI’s, post docs, students) must complete the CITI Online Training on Export Control PRIOR to the initiation of the project, and an export control management plan may need to be developed.
Please consult CITI Online Training information

	Responsible Conduct of Research (RCR) requirements:
All PIs and other budgeted personnel (Co-PI’s, staff, post docs, students) must now complete the CITI Online Training PRIOR to the initiation of the project. This training includes modules on conduct of research and conflict of interest and is valid for 4 years. 
Please visit the CITI Online Information site to learn how to create a CITI program account and self-enroll in the RCR course.
I have had RCR training within the last 4 years:  No |_|   Yes |_|   (Please provide certificate of completion)

	Facilities Planning & Management (FPM) and Environmental Health and Safety (EH&S)

	Facilities Management 	|_|  Applicable	|_|  Not Applicable
Equipment requested in the award will connect to infrastructure: building, electric, gas, water line, sewer, storm water, communications. If applicable, contact FPM when preparing budget: https://www.cpp.edu/fpm/index.shtml 

	Environmental Health & Safety
To the best of your knowledge will the proposed research involve any of the following Restricted Items:
[bookmark: Check15]|_|  Biosafety, Stem Cells, Recombinant DNA, Tissues/Cultures, Nanoparticles
|_|  Controlled substances (including biological agents/pathogens)
|_|  Radioactive materials, radiation generating equipment, non-ionizing radiation or lasers (Class III or IV) 
|_|  Chemicals or Compressed Gas Cylinders
|_|  Shop equipment, tools, laser engravers, saws etc.
|_|  Particularly Hazardous Substances or regulated carcinogen(s) (reference EH&S Chemical Hygiene Plan, Appendix A) 
|_|  DHHS/FDA/DEA/USDA regulated materials or controlled substances
|_|  Unmanned Aerial Vehicles (UAV’s): Drones, remote aircraft, etc.
If you have questions, please contact Environmental Health and Safety
Approval from Risk Management required prior to initiating the project

	Classroom/Laboratory Space

	Yes |_|   No |_|   Does the project require extraordinary classroom/laboratory space?
Equipment requested in the award will connect to infrastructure: building, electric, gas, water line, sewer, storm water, communications. If applicable, contact FPM when preparing budget: https://www.cpp.edu/fpm/index.shtml 


PRINCIPAL INVESTIGATOR STATEMENT: This is to acknowledge that I will comply with the Proposal Development and Submission Procedures, and that I understand that it is my responsibility to read the solicitation guidelines and be aware of all requirements for successful submission.
[bookmark: Text8][bookmark: Text9]Type name and date as a digital signature:    Name:        Date:       	
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