User Guide: NuRamp OSP Module
Change of Key Personnel Form

Introduction
This guide provides instructions for completing the Change of Key Personnel form in the NuRamp Sponsored Programs module.

When Do You Need to Complete a Change of Key Personnel Form?
An internal change of key personnel form is required if:
1. The Principal Investigator (PI) on a project is changing, or
2. If sponsor approval is needed for other key personnel changes.

The definition of key personnel may vary by sponsor. Questions about whether a key personnel change form is needed should be directed to your department’s assigned Pre-Award Coordinator or to the Pre-Award team email. If you do not know your assigned coordinator, you can look up their name and contact information on the Find Your OSP Contacts page.

Initiating a Change Form in NuRamp
1. Navigate to the Sponsored Programs section in NuRamp.
2. Click the '+' button and select 'Add New Form'.
3. Choose 'Start a Personnel Change Request Form'.
4. Fill out the form with the following details:
a. Reason for the request,
b. Effective date,
c. Sponsor communication details,
d. Progress report status, and
e. Updated personnel and center information.

Routing and Review Process
1. Submit the completed form to initiate review.
2. The pre-award team conducts an initial review and may request revisions.
3. Once approved, the form enters the routing phase where required signoffs are collected.
4. Final review is conducted before the change is officially approved.

Form Numbering and Versioning
Each change form is assigned a version number and a suffix (e.g., '-01', '-C') to distinguish it from the original routing form. This ensures historical data integrity and reproducibility in reporting.

Reporting Features
Reports now include an 'as-of-date' field to view data as of a specific date.
Change forms can be tracked using new reporting tools available in NuRamp.

Support
For assistance in determining whether a key personnel change form is needed or questions about the content of the form, reach out to your department’s assigned Pre-Award Coordinator or to the Pre-Award team email. If you do not know your assigned coordinator, you can look up their name and contact information on the Find Your OSP Contacts page.

For technical issues, contact the NuRamp OSP support email.
