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Dean or Dean’s office submits a OoR Ticket, 
selecting PI Transfer IN, and includes all 

contact information for PI, PI’s old 
institution contracting office, and hire 

details (if available).

Dean or Dean’s office submits a OoR Ticket, 
selecting PI Transfer IN, and includes all 

contact information for PI, PI’s old 
institution contracting office, and hire 

details (if available).

SPO Pre-Award and PI coordinate with PI's 
previous institution to complete all 

necessary paperwork and award transfer 
requirements.

SPO Pre-Award and PI coordinate with PI's 
previous institution to complete all 

necessary paperwork and award transfer 
requirements.

•Upon completion of the process with 
previous institution, SPO Pre-Award will 
initiate Cayuse routing for each award 
intending to transfer in.

•Upon completion of the process with 
previous institution, SPO Pre-Award will 
initiate Cayuse routing for each award 
intending to transfer in.

•The Dept. Chair and Dean review and 
approve the proposal including the change 
of institution request in Cayuse.

•The Dept. Chair and Dean review and 
approve the proposal including the change 
of institution request in Cayuse.

Approved?Approved? Yes
Proposal is routed to SPO Post-Award  in 

Cayuse to complete the financial process in 
WD

Proposal is routed to SPO Post-Award  in 
Cayuse to complete the financial process in 

WD

System notification is sent to internal 
stakeholders, if applicable, based on details 
of the award (i.e. equipment, IP rights, etc.)

System notification is sent to internal 
stakeholders, if applicable, based on details 
of the award (i.e. equipment, IP rights, etc.)

SPO Pre-Award submits required 
documentation to sponsor in order to 
transfer award to Howard University.

SPO Pre-Award submits required 
documentation to sponsor in order to 
transfer award to Howard University.

Sponsor approved?Sponsor approved?

Award follows the award acceptance and set-up 
process and engages key stakeholders 

regarding special considerations of the award 
(e.g., equipment, IP rights, etc.).

Award follows the award acceptance and set-up 
process and engages key stakeholders 

regarding special considerations of the award 
(e.g., equipment, IP rights, etc.).

EndEnd

No

No

Key:
SPO - Sponsored Programs Office
PI - Principal Investigator
PD - Project Director
OoR - Office of Research Ticketing System
Key Control

Key:
SPO - Sponsored Programs Office
PI - Principal Investigator
PD - Project Director
OoR - Office of Research Ticketing System
Key Control

Key Controls:
Upon completion of the process with previous institution, SPO will initiate Cayuse routing for each award intending to transfer in.
The Dept. Chair and Dean review and approve the proposal including the change of institution request Cayuse.

Key Controls:
Upon completion of the process with previous institution, SPO will initiate Cayuse routing for each award intending to transfer in.
The Dept. Chair and Dean review and approve the proposal including the change of institution request Cayuse.
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