
CHECKLIST:  National Institutes of Health Prior Approval:  Change in Status, Including Absence, of Principal Investigator and Other Key Personnel 
LBNL Award No. __________________________

PI/Division Staff
· NIH Prior Approval request letter (original) addressed to the NIH Program Manager and the NIH Grants Management Specialist (as noted on the Notice of Grant Award or the NIH eRA Grant Award Record) and forwarded to the SPO CO for review and endorsement.  The letter should provide sufficient justification to allow NIH to review and approve the request.  If this is a request for a substitute PI or KP, the qualifications of the replacement PI and/or KP should be included.  A sample letter can be found here.

· If this is for a substitute PI or KP, a copy of the Biosketch, Current and Pending (Other) Support, and Detailed Budget Page (if the Budget is impacted), must be included in the request package.

· If this is a substitute PI or KP that is not currently on the project, the NIH/NSF Conflict of Interest form is required to be included in the request package (original forms if negative disclosure/copy if positive disclosure).  Please consult the Conflict of Interest policy for complete guidance and COI forms.

· If this is substitute PI or KP that is not currently on the project and the project includes Human Subjects, a copy of the LBNL personnel training profile indicating that the LBNL Human Subjects Education requirement has been fulfilled must be included with the request package.  SPO will complete the appropriate documentation letter and include with the request to NIH.

Missing or incomplete items will delay the endorsement and submission of the NIH Prior Approval request package to NIH.

SPO Contracts Officer
If SPO has no questions or revisions regarding the package, the SPO CO will: 

· Send the request to the Sponsor within 5 working days of receipt of a viable package 
· Return a copy of the endorsed request package to the PI and the division 
