[image: ]

Research Project Management Workflow

The following outlines the research project management process and forms within the Institutional Strategic Awards office.  Document names are in blue ink.


Project Initiation and Roles Definition


Project Planning


If changes are needed, PS/FL and RPM meet to discuss changes


Project Closure


RPM provides PS and AD with completed RPM Project Closure Feedback form


RPM asks the PS/FL to complete the PS Project Closure Form, if appropriate, and provides completed form to the AD


Project Changes


RPM reviews the Project Launch Checklist, if applicable


RPM completes Internal Project Summary form


Project Execution


RPM carries out the project using the tools they have identified


RPM drafts the Project Initiation Form (PIF)


RPM meets with PS/FL to review the PIF and ensure alignment and then provides PIF to the AD


RPM enters the project into the RPM database and sets up a folder on the ISA server (S drive)


RPM meets with PS/FL to discuss project needs


RPM reviews PIF annually to ensure it is still accurate


Project Intake


ISA Associate Director (AD) completes RPM Intake Form to determine project alignment with ISA services and capacity


AD meets with Project Sponsor (PS) and/or the Faculty Lead (FL) to discuss Intake Checklist and set expectations around RPM involvement


AD assigns RPM and meets with them to discuss the project


RPM checks in with ORS about the project, if applicable


RPM updates the RPM Database to indicate the project is closed


AD updates the RPM database entry to reflect cost recovery


RPM populates a draft of the RA/RPM Project Summary form based on project contract/requirements and provides to AD





AD meets with Research Accounting to discuss the RA/RPM Project Summary form; subsequently provides completed form to the RPM


RPM then updates the PIF (keep the original; do a save-as for the revised version) and provides to the AD


RPM shares lessons learned at the RPM team meeting
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