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Boston University Medical Campus


Office of Sponsored Programs 
 
Institutional Prior Approval System (IPAS)

Request for Approval
Use an IPAS to:

· Request set-up of a pre-award account 90 days prior to a start date that would be specified in Notice of Grant Award, if awarded, to cover costs necessary to conduct the project and allowable under its terms and conditions;

· Extend the budget period for non-competing continuations prior to receipt of the award when the source number does not change throughout the project period;

· Re-budget funds from one budget category to another within an award;

· Purchase equipment that was not included in original budget.
To set up a pre-award account, ensure that costs are reasonable and allowable and provide OSP-MED with a discretionary account number to be used in case of award delay.

To re-budget funds or purchase equipment:

· Provide specific and complete justification;

· Ensure that costs are allowable under funding agency/grand guidelines;

· Review the number of previous requests submitted or approved for the project;

· For equipment purchases, check whether included in original budget;

· Confirm that all calculations are consistent with re-budgeting request.

INSTRUCTIONS

1. Enter name of Principal Investigator named on the award notice. Enter Unit/Dept number (e.g., 57-201 or 58-230).  Enter the name and phone number for the Contact Person.  Enter BU Source Number and Grant Number assigned by Sponsoring Agency (e.g., 5 R01 HL12345 02). Enter name of Sponsoring Agency (e.g., NIH, American Heart Association, NSF).

2. Identify the action requiring approval by marking (X) the appropriate box(s). The action(s) must be in compliance with sponsoring agency guidelines.  Refer to sponsoring agency guidelines and award terms and conditions to determine whether the transaction is allowed.
· Pre-Award Costs (must be within 90 days of effective date of award (e.g., 10/1 for 1/1 start date)

NOTE: Department is financially responsible for pre-award costs in the event an award is not received or is delayed. Provide department discretionary fund to be used if award is not received.
· Pre-Award Continuation Year (add next budget year to existing account prior to receipt of continuation award).
· Re-budgeting is moving funds from one budget category to another (e.g., moving $5,000 from supplies to equipment).  NOTE:  Sponsoring agency prior approval by letter may be required.

· Purchase equipment
3. Indicate whether the action requires changes in the approved F&A cost.  The dollar amount for each transaction must be specified as well as the applicable budget categories.  Calculation of fringe benefits should also be taken into consideration where applicable.

4. Explanation/Justification is required for the requested action.  The impact of the requested action on the project budget should be discussed.

5. Certifications and Approvals are indicated by the signatures on the IPAS form.  All compliance issues (IACUC, IRB, IBC) must be resolved for all pre-awards. Department chair acknowledges that substantive review of the scientific elements of the transaction has been performed, that request is appropriate, and that the proposed action will result in effective utilization of institutional resources.
6. Routing IPAS requests:  After obtaining required signatures, send all requests to OSP-MED which is responsible for their approval. Required signatures include PI, department chair and:

· BUSPH: obtain Dean’s signature on all IPAS requests then send to OSP-MED.
· BUSDM: obtain Dean’s signature on IPAS requests that affect F&A, only, then send to OSP-MED.
· BUSM: send directly to OSP-MED which will route to Dean for review of selected requests.
· After all requirements are met, OSP-MED will process the action and send a copy of the IPAS to the Principal Investigator/Contact Person.  
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Request for Approval
	Principal Investigator:
	
	Unit/Dept.:
	

	Contact Person/Phone:
	

	BU Source # (if applicable):
	
	Sponsor Award # (if applicable:
	

	Sponsoring Agency:
	


(Check one only.  Use separate form for each type of request).

	· Pre-award source 
(set up an Account. Must be within 90 days of effective date of award) *provide a discretionary source number to be charged in case award is not received:
	
	· Pre-award continuation year
(add next budget year to existing account prior to receipt of continuation award). For non-competing continuations only where the source number does not change throughout the project period.

	*discretionary source #:
	
	
	

	
	
	

	· Re-budget

Approval will ( / will not ( require F&A re-budgeting. Indicate the amounts and budget categories affected below.
	
	· Purchase equipment
(to purchase a specific piece of equipment that was not in the original application, not to re-budget between categories)


	Re-budget Detail:

	Amount
	
	Budget Category (object code)
	
	Budget Category (object code)

	
	
	From
	
	
	To
	

	
	
	From
	
	
	To
	

	
	
	From
	
	
	To
	

	
	
	From
	
	
	To
	

	
	
	From
	
	
	To
	

	
	(TOTAL)
	


Explanation/Justification:
Certifications and Approvals (see information in Instructions on first page).
I certify that this request is consistent with scope and objectives of the project as approved by Sponsoring Agency.

	Principal Investigator:
	
	Date:
	
	
	Approve
	Disapprove

	Department Chairperson:
	
	Date:
	
	
	(
	(

	*Dean (BUSPH/BUSDM):
	
	Date:
	
	
	(
	(

	
	
	
	
	
	
	

	For internal use only by OSP-MED:
	
	
	
	
	
	

	Office of Sponsored Programs:
	
	Date:
	
	
	(
	(

	Dean (BUSM, as needed):
	
	Date:
	
	
	(
	(
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