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Principal Investigator Exit Checklist

Introduction: When a principal investigator (PI) leaves 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 institution should complete the checklist provided below to facilitate tracking of activities and complete necessary paperwork. The list guides department chairpersons and managers through the process.
	
	Applicable

Yes/No
	Date

Started
	Notes/

Status
	Date

Finalized

	PI
	
	
	
	

	1.     PI notifies department chairperson of resignation/departure from RUMC (at least 60-90 days prior to departure)
	
	
	
	

	Department Chairperson
	
	
	
	

	2.     Department chairperson notifies department manager of resignation/departure (at least 60-90 days prior to departure)
	
	
	
	

	Department Manager
	
	
	
	

	3.     Meets with the PI to obtain information:
	
	
	
	

	a. Will Rush research employees be moving to the new institution?
	
	
	
	

	b. Will any Rush research employees be terminated?
	
	
	
	

	c. What research equipment does the PI control?
	
	
	
	

	d. What is the PI’s new work address/email?
	
	
	
	

	e. Will the PI’s home address remain the same or change?
	
	
	
	

	f. Non-faculty member process Staff Change/Termination Notice through Human Resources
	
	
	
	


	Rush University Medical Affairs
	
	
	
	

	4.     Contacts the Rush University Medical Affairs Senior Data Technician (see “contact reference table” at end):
	
	
	
	

	a. To provide notification of the PI’s departure.
	
	
	
	

	b. To provide the PI’s new work address and home address in order for PI to receive final paycheck and W2 forms.
	
	
	
	

	c. To provide a copy of the PI’s letter of resignation.
	
	
	
	

	(Note: The Senior Data Technician will process the staff change/termination notice for Rush Medical College faculty. Staff change/termination notices for non-faculty members and staff are submitted by the manager directly to Human Resources)
	
	
	
	

	Fund Accounting
	
	
	
	

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

	a. None are in deficit.
	
	
	
	

	b. None have expired completion dates and/or that completion dates have been updated.
	
	
	
	

	c. Accounts receivables have been billed. 
	
	
	
	

	d. No outstanding balances will be incurred following the departure of the PI
	
	
	
	

	e. Plans have been made for transferring unexpended fund balances and closing funds.
	
	
	
	

	f. A relinquishing statement is completed when transferring federal grants and contracts to another institution for equipment purchased from the grant.
	
	
	
	

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

	6.    Determines the estimated fund balance after all expenditures for Industry Sponsored Contracts.
	
	
	
	

	7.     Determines a procedure for returning money to the grant sponsor if necessary.
	
	
	
	

	8.    Determines how any deficits will be resolved.
	
	
	
	

	9.     Prepares a check request payable to the research sponsor if Fund Accounting determines that money is owed to the sponsor. The check request should:
	
	
	
	


	10.  Include a spreadsheet/worksheet estimating the fund balance.
	
	
	
	

	a.    Be signed by the PI.
	
	
	
	

	b.    Be signed by the Chairperson.
	
	
	
	

	c.    Be signed by Fund Accounting.
	
	
	
	

	d.    Be forwarded to Rush University Medical Affairs for final processing.
	
	
	
	

	Research Affairs
	
	
	
	


	Research & Clinical Trials Administration (RCTA)
	
	
	
	

	GRANTS & CONTRACTS  
	
	
	
	

	12.   Contacts the Director of Sponsored Research Projects at x2-3354 in order to:
	
	
	
	

	a.     Complete final invention statement for federal grants
	
	
	
	

	b.     Document the studies that the PI is terminating and/or transferring to another PI.
	
	
	
	

	13.  Reviews the industry sponsored contracts for termination clauses on how to terminate contract.
	
	
	
	

	INSTITUTIONAL REVIEW BOARD (IRB)
	
	
	
	

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

	a. Terminate active studies where applicable; or
	
	
	
	

	b. Transfer current research studies, data, or specimen repositories to the new institution or a Rush PI.
	
	
	
	

	Intellectual Property
	
	
	
	

	15.  Schedules a time for the PI to meet with the Director of Intellectual Property, 30 days prior to termination of employment in order to:
	
	
	
	

	a. Discuss any advisory issues and obligations (e.g., royalty distribution or patents on inventions).
	
	
	
	

	b. Identify any patent applications that are in-process (and provide home and new work address).
	
	
	
	

	c. Discuss and disclose any potential conflicts of interest in Research (see Rush 
            Policies & Procedures, CC-0502-RA01-1, located on                                        http://iris.rush.edu/)
	
	
	
	


	Research Integrity
	
	
	
	

	16.  Contacts the Director of Research Integrity (x3-33566 to discuss applicable rules and policies for archiving original data at Rush such as the recording of primary data from the study (e.g., EKGs, radiology films, medical records, and charts, etc.), in addition to biological specimens and any other artifacts.
	
	
	
	

	17.   Provides RI documentation from all appropriate research committees (IRB, IBC, etc).
	
	
	
	

	Other Research-Related Authorities
	
	
	
	

	18.  Notifies the following research-related authorities that the PI is leaving and asks what steps must be processed to ensure that the PI completes them:
	
	
	
	

	a. CRC and IACUC  (x2-6576) to: 
	
	
	
	

	· Terminate active studies; or
	
	
	
	

	· Transfer current research studies, data, or animals to the new institution or a Rush PI.
	
	
	
	

	· Complete all financial transactions with the CRC
	
	
	
	

	b. Institutional Bio-safety Committee (x2-6576).
	
	
	
	

	· Terminate active studies; or
	
	
	
	

	· Transfer current research studies or data to the new institution or a Rush PI.
	
	
	
	

	c. Radiation and Research Administration (x2-5763).
	
	
	
	

	d.    Occupational Safety (x2-7233).
	
	
	
	

	Community of Science Designation
	
	
	
	

	19.   Contacts the Admin. Assistant to the Associate Provost for Research & VP  (x2-3589) to terminate Community of Science representation as a “Rush” PI and update with new information (if desired).
	
	
	
	

	Information Systems
	
	
	
	

	20.  Contacts Information Systems to terminate Lotus Notes email address (x2-HELP or x2-4357)
	
	
	
	

	       a.      Request an auto-reply providing new contact information for the next 90 days 
	
	
	
	

	Medical Staff Office
	
	
	
	

	21. Contacts the Medical Staff Office (x25496) if principal investigator was also a member of the Medical Staff in order to change status in the database.
	
	
	
	

	Miscellaneous
	
	
	
	

	22.   Confirms that there are no outstanding balances for:
	
	
	
	

	 a.       Room 500.
	
	
	
	

	 b.       Gift Shop.
	
	
	
	

	 c.       Library.
	
	
	
	

	22.   Obtains from PI:
	
	
	
	

	a.       Pager.
	
	
	
	

	b.       Keys.
	
	
	
	

	c.       Rush employee identification badge.
	
	
	
	

	d.       Cohn Building identification and entry badge from Security.
	
	
	
	

	e.       Lab coats.
	
	
	
	


______________________




________

Signature of exiting PI





Date

_________________________________


________

Signature of Administrative Manager


Date

_________________________________


________

Department






Extension

Return completed PI exit check-list to:

 Rush Medical University Medical Affairs
Suite 202, AAC
Attn: Wendy Hermle, Senior Data Technician 

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

	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
	

	Radiation & Research Administration
	Ed Blazek, PhD
	X2-5763

	Senior Data Technician Rush University Medical Affairs 
	Wendy Hermle
	x2-5573

	Sr. Director, Research Integrity
	Kate L. Gottfried, JD
	X3-3566
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