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Purpose: 

To provide guidance to faculty members who are leaving the University (including retirees) and are involved in sponsored program activities. This document will assist in identifying the actions required for the proper Key Personnel Changes. The MSU Key Personnel Changes Checklist should be completed by the PI/Department and submitted to CGA. This document serves as general guidance and may not be inclusive of all awarding agency requirements and/or unique project circumstances. 

MSU Key Personnel Changes Checklist

This MSU Key Personnel Checklist should be used by the PI and college/department administration to determine what changes require agency prior approval. 

The activities of the Checklist should be completed by the college/department administrator and the separating PI. The purpose of this Checklist is to assist in the timely completion of tasks associated with the agency requirements surrounding key personnel changes for sponsored programs and confirm that all aspects of the key person’s relationship with the University are appropriately documented. 

This document and resultant activity from the approval process will serve: 

1. To promote effective processes for changes to PI, Co-PI and Key Personnel listed on sponsored program awards; 
2. To comply with institutional, state, federal and non-federal sponsor guidelines regarding key person changes on awards; 
3. Provide accountability and responsibilities to the appropriate parties; 
4. To provide points of contact and enhance communication; 
5. To safeguard against the loss of institutional assets and research data; 
6. To focus on the continued safety and care of human and animal study subjects. 
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