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P  S  R  
Please be advised of the following requirements that must be addressed when submiƫ  ng 
a proposal.

H  C  P  R  F

• This form is required for all internal and external grants, including when you are 
 involved in another insƟ tuƟ on’s proposal. 

• This form confi rms the anƟ cipated released Ɵ me for all faculty members involved 
 in the project, cerƟ fi caƟ on of compleƟ on of Responsible Conduct of Research (RCR) 
 and Confl ict of Interest (COI) and any cost sharing requirements of the project.

• Sign-off  is required by both Department Chair and Dean or Center Director.

• Please allow adequate Ɵ me to obtain these approvals as this completed form should 
 be received before the proposal is submiƩ ed.

• The form can be found on our website at hƩ p://research.hunter.cuny.edu/
 Revised%208-12%20HUNTER%20COLLEGE%20PROPOSAL%20ROUTING%20FORM.pdf

H  C  F  P   F  C   S   G  
 G

• Proposals to foundaƟ ons, corporaƟ ons, and major giŌ  prospects/donors require addiƟ onal approval. 

• To obtain approval you must complete the Hunter College Fundraising Policies for Faculty CulƟ vaƟ on 
 and SolicitaƟ on of Grants and GiŌ s form before making contact with the agency or individual.

• Among other things, the form requires disclosure of any resources requested from Hunter College, 
 including faculty released Ɵ me and the use of Hunter space and faciliƟ es. 

• AŌ er being signed by the Department Chair and Dean or Center Director, the form should be sent 
 via email to the Provost’s Offi  ce at provost@hunter.cuny.edu for clearance review by the Provost and 
 ExecuƟ ve Director of Development.
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WHY THIS ALEWHY THIS ALERT?T?

This publication has been 
created to serve the 
purpose of informing 
researchers of new 

information, trends and 
concerns as they occur.
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RememberRemember
 

The “Rule of Two” -- Please notify the Office of Research of your intent to submit a grant, at 
least two weeks prior to the deadline.  All documents must be received by the 

Office of Research Administration at least two days prior to submission.
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• This form should be submiƩ ed at least one month before the proposal is due.

• Once approval is granted, a copy of the approval should be sent to the Offi  ce of Research 
 AdministraƟ on.

• The form and more details can be found on the Provost website at hƩ p://www.hunter.cuny.edu/
 provost/reports-policies/policies. 

C   I  (COI)

• New Department of Health and Human Services (DHHS) regulaƟ ons regarding Financial Confl ict of 
 Interest (FCOI) went into eff ect on August 24, 2012.  

• InvesƟ gators named in a new, renewal, conƟ nuaƟ on or resubmission for any grant proposal must 
 complete the Confl ict of Interest (COI) module of the CollaboraƟ ve InsƟ tuƟ onal Training IniƟ aƟ ve 
 (CITI).

• Non-CUNY consultants, collaborators and sub awardees are also required to complete this training. 

• Upon successful compleƟ on of the training, a cerƟ fi cate is issued.  Please print and save as a copy of 
 this cerƟ fi cate is required with all grant proposal submissions. 

• CerƟ fi caƟ on is valid for four years.  You must take the CITI refresher course prior to the expiraƟ on in 
 order to maintain your COI training cerƟ fi caƟ on.

• InvesƟ gators must also complete the CUNY Signifi cant Financial Confl ict of Interest Disclosure Form 
 for Non-PHS Funded Research or the CUNY Signifi cant Financial Confl ict of Interest Disclosure 
 Form for PHS Funded Research. 

• With regard to collaboraƟ ng invesƟ gators from other insƟ tuƟ ons, proof of compliance with DHHS 
 regulaƟ ons by the collaboraƟ ng insƟ tuƟ on is required. 

• The CUNY Signifi cant Financial Confl ict of Interest Disclosure Form for PHS Funded Research applies
 to the following PHS agencies: Agency for Toxic Substances and Disease Registry (ATSDR), Centers
 for Disease Control and PrevenƟ on (CDC), Food and Drug AdministraƟ on (FDA), Health Resources
 and Services AdministraƟ on (HRSA), Indian Health Service (IHS), NaƟ onal InsƟ tutes of Health (NIH),
 Substance Abuse and Mental Health Services AdministraƟ on (SAMHSA), Offi  ce of Global Aff airs (OGA),
 Offi  ce of the Assistant Secretary for Preparedness and Response (ASPR), including Biomedical
  Advanced Research and Development Authority (BARDA).  The CUNY Signifi cant Financial Confl ict of
 Interest Disclosure Form for Non-PHS Funded Research Form applies to all other agencies including all
 other external and internal grants.

• Please refer to our website at hƩ p://research.hunter.cuny.edu/research_compliance.htm for the 
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