OSP Guidance to Externally-funded Faculty Transferring to Other Institutions


As soon as you begin to negotiate an offer from another institution, schedule a meeting with your chair to discuss the following matters.  Once there is a clear understanding of these and other related issues, you are to obtain the applicable sign-offs on the Faculty Transfer Checklist, and submit this form to the Office of Sponsored Programs one month in advance of your last date of employment at SU.
Personnel Matters
· Graduate students you advise:  
· Will they stay at SU or join you at your new institution?

· If they stay at SU, clarify how they will be supported and how you will supervise them.
· Your grant funds are expected to be used to support all students remaining at SU, either through a subcontract to SU or as employees of your new institution.  Because of the uniqueness of each departing faculty member’s situation, please be advised that historical approaches for student support will not be considered relevant to your specific situation.  
· If applicable, discuss plans with OSP research administrator (RA) to accommodate development of a subaward from your new institution back to SU.

Collaborators

· Consultants or subrecipients:
· Inform them of your plans to move to new institution

· Review all consultant agreements’ or subawards’ end date and compare to your anticipated SU-termination date.  

· If you plan on leaving before existing consultant or subaward agreements are scheduled to end, ask your OSP RA to modify them for early termination.  
· For consulting agreements, notify your RA via email of the new end date.  
· For subaward modifications, submit a Request to Modify a Subaward to your RA a minimum of two months in advance of the new subaward end date.  Failure to modify  existing subawards may result in delay of award transfer to your new institution.  

Equipment and Instrumentation
· Equipment management

· All equipment purchased for you on University start-up or on grant funds is the property of Syracuse University and covered by the major equipment policy.  
· The chair, in consultation with the Vice President for Research, and your dean when applicable, is responsible for determining how equipment will be handled and is under no obligation to relinquish any or all such items.  If determined that equipment will have no benefit to Syracuse University, subject to sponsor approval, equipment may be transferred to the new institution.  If so agreed, the cost of shipping is to be borne by the new institution, and title transferred through appropriate agreement(s).  Equipment for which SU does not hold title will be covered by sponsor’s guidelines.
· Computers
· Like equipment - all computers, whether purchased on general University, start-up or grant funds - are the property of Syracuse University. 

· Should the school or college, and if applicable, the sponsor, allow you to retain computer(s) acquired with sponsored funds, please be advised that virtually all SU computers have a non-transferable SU site-license of Microsoft Windows or Office. 

· School- or college-level approvals are also required to transfer computers purchased with University funds of any type. 
· You are responsible for ensuring that the University’s data removal policy and data sanitizing procedures are followed by the end of the academic semester prior to your transfer. Contact your distributed support person or information technology services for assistance. Please also see guidance on data ownership.
Intellectual Property
· Data
· All data and records created through University start-up or grant funds are the property of Syracuse University.  Your chair may grant you permission to take copies of any or all data and records created or acquired at Syracuse University.   

· You are to provide access (CD or other accessible electronic media or paper) to your chair, who, in consultation with the Vice President of Research, will determine the appropriate disposition of original data and records consistent with the University’s and sponsor(s)’ applicable records retention policies.

· Your failure to secure your data may result in its destruction as the University follows its data management procedures.  

· See also data removal policy and data sanitizing procedures.

· Intellectual Property

· Title and ownership of all intellectual property created using University facilities, start-up support or sponsored funds belong to Syracuse University.

· You may need a license to use protected intellectual property at your new institution.  Please work with the Director of Technology Transfer to discuss.   
Research Compliance & Environmental Health and Safety

· Chemical Clearance
· Please work with the Environmental Health Office to ensure that all hazardous materials (including research samples, solutions, etc.) or equipment and/or facilities contaminated with hazardous materials have been properly decontaminated, disposed of, or transferred appropriately.
· See also University's Chemical Clearance and Area Decommissioning of Laboratory Facilities guide.
· Radiation Safety 
· Please work with the Radiation Safety Group for proper handling of materials and applicable licenses.
· See also Radioactive Materials Policy.
· Human or Animal Subjects

· Please work with the Office of Research Protections and Integrity to address any matters pertaining to research subjects and active protocols.
Grant Transfer
· Grant transfer

With the approval of the chair, and if applicable dean, and if allowed by the sponsor, OSP will initiate the grant transfer process and coordinate with the new home institution. 
Grant transfers from Syracuse University to the other institution can take considerable time.  Some sponsors (e.g., NSF) permit transfers to be initiated at specific times of the year (i.e., end of a financial quarter).  You may be advised to stop spending grant funds ‘early’ to accommodate sponsor and OSP deadlines.  Failure to suspend grant expenditures in a timely manner may delay the transfer.  OSP will advise you on materials required to transfer awards.

	Item
	Responsible Party  /  Office
	Name, Signature and Date; comment

	
	
	

	Equipment
	Chair
	

	 FORMCHECKBOX 
 - equipment to be transferred attached
	VP for Research
	

	 FORMCHECKBOX 
 - transfer agreement required
	Comptroller’s office
	

	
	
	

	Computers
	Information Technology Services
	

	 FORMCHECKBOX 
 - to be transferred attached
	
	

	 FORMCHECKBOX 
 - data removed
	
	

	
	
	

	Intellectual Property
	Technology Transfer & Commercialization
	

	
	
	

	Research Subject Protections
	Research Integrity & Protections
	

	
	
	

	Laboratory decommissioning
	Environmental Health & Safety
	

	 FORMCHECKBOX 
 - process complete
	
	

	
	
	

	Grants to be transferred
	Sponsored Programs
	

	
	List all award numbers proposed for transfer:
	

	Note any graduate students to be supported:
	

	If your new institution will issue a subaward to SU to continue some of the grant-supported work, a forward funding request, identifying a new PI, maybe prudent.  
	

	
	

	The signature of the A&S department chair or dean for all other schools and colleges documents concurrence with equipment, computer and grant transfer plans (attached).
	Chair:

Dean:


The above signatures document that all applicable transfer or close-out procedures have been completed, enabling Office of Sponsored Programs to transfer grants listed to new institutions. 
​​​​​​​​​​​​​​​​​​​​​​​_____________________________________________________________________________________
OSP actions:

