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Internal Request for Change in Key Personnel Effort

This form may be used to request institutional changes to committed level of effort ≥ 25% for Key Personnel on active sponsored projects that do not have restrictions on the Notice of Award or by sponsor policies.  Principal Investigators have the responsibility for managing effort levels of key personnel to accomplish the specific aims of the research project; however change in effort in any amount for non-key personnel does not require ORA approval.  Please respond to all questions and submit form to ORA for review and approval.    

	Note:  This form CANNOT be used to request changes for:
	For these types of changes, PI must submit request via email to departmental business office, Single Point of Contact (SPOC) for approval and routing to ORA for submission to Sponsor.

	· Principal Investigator if changes are ≥ 25% 

· Key individuals listed on the Notice of Award if changes are ≥25%

· Career Development Awards (K awardees)
	


	Principal Investigator:
	     

	Grant # (Agency ID):
	     
	SPS #
	     

	Budget Period:
	     
	WBS Element:
	     


	Key Person:
	     

	Role on project:
	     

	Is this individual listed on the Notice of Award?
	    FORMCHECKBOX 
Yes        FORMCHECKBOX 
 No    

	Approved Effort *
	    %            * per original budget or subsequent approvals by Sponsor                                                                                

	Proposed Effort:
	    %                                                                                  
	% Change:
	!Zero Divide FORMTEXT 

    


	Effective date: 
	     
	End date:
	     


Please describe the PROJECT SPECIFIC JUSTIFICATION for the change in effort for the Key Person. Also explain how the funds released from this reduction will be used in this project. 
     
If the effective date is retroactive, please explain the reason for the untimely processing of this request.

     
Will this change in effort create a Change in Scope of the project?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Will this change in effort negatively affect the ability of the PI to 

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

accomplish project objectives originally in the Specific Aims?

If YES to either of these questions please explain here.
     
Signatures required:

	Key Person:
	_____________________________________
	Date ___________

	PI:
	_____________________________________
	Date ___________

	Department SPOC:         _______________________________     Date ___________                                                                   

Business Manager:       _____________________________________    Date _____________

Note: Per Duke’s “Retroactive Changes in Effort Policy”, effort reductions retroactive ≥90 days require Business Manager approval.

	ORA Approval:                _______________________________     Date ____________

ORA use only: Validated? _____
Recorded? _____ 


	Project Information:

	· Give project information including the grant number, Duke SPS number, the budget period affected by this reduction as well as the WBS element
· If the Key Person is working on a “mini”, the PI is the PI of the “Composite”. 


	Key Person and Role on Project:

	· Defined as individuals who contribute to the scientific development or execution of the project in a substantive, measurable way, whether or not salaries are requested.

· PIs identify and are responsible for monitoring the effort of Key Personnel.

· Role includes their main duty on the project. Examples include Co-Investigator, Research Tech, Biostatistician. 



	Is the individual listed on the Notice of Grant Award?

	· NIH determines if any other Key Personnel listed on the project besides the PI are deemed to be critical to the success of the science. These people are listed in Section IV of the Notice of Award (NIH).
· If the Key Person is listed on the Notice of Award this internal form will not be sufficient and a letter to the Sponsor is necessary.
· NIH policy states that the grantee is required to notify the sponsor if the PI or other named Key Personnel withdraw from the project entirely, be absent from the project during any continuous period of 3 months or more, or reduce his or her time devoted to the project by ≥ 25% from the level that was approved at the time of award.  NIH must approve any alternate arrangement, including any replacement PI or other key personnel proposed by the grantee.


	Approved and Proposed Effort:

	· Approved Effort: Effort which was either approved by the sponsor or the original budget.
· Proposed Effort: Effort to which the investigator will be reduced.


	% Change:

	· The percentage change that the Key Person will be reducing by.
· Examples: 50% to 25% is a 50% reduction, 10% to 0% is a 100% reduction.
· Mathematical Calculation: 1 – (Proposed Effort / Approved Effort) * 100


	Effective Date and End Date:

	· Effective Date: Date which this reduction will take effect.

· End Date: Date which this reduction will end. If the change is for the remainder of the budget period, this field can be left blank.


	Project Specific Justification:

	· This justification should provide assurance that (1) the work assigned to the Key Person has been completed or (2) that the proposed change represents a reasonable estimated of effort necessary to complete the remaining work.  If the research team has changed, then the PI should describe the new resources available to the project.  (For example, part of the work performed by the Key Person has been assigned to a research associate recently hired.)  


	Unacceptable reasons for changes in level of effort 

	· Individual received a new grant.  When a sponsored project proposal is submitted we are certifying that, if the award is made, the resources are available to complete the work. Reductions in effort must be based on the current needs of the project. 
· Individual received a promotion/salary increase.  If the funding for the project cannot be adjusted to accommodate the new costs, then the cost should be cost-shared by the department. 
· Need funds in another category.  Grants are assistanceships, meaning the funds are to help us carry out the research aims.  Sponsors are aware that funds may not support the entire cost of the work.


Project’s Owning Org*








* The owning org of the key person must be notified of this effort reduction.
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