Internal Routing Form Instructions

Section I:  Project Information – general proposal information

Section II:  Project Director / Co-Investigators

Effort: Assuming a one year budget period 
Academic Effort is to be reflected in terms of course load

Cost-Share Academic Effort: 

33.3% for one course release for each semester

16.6% for one course release over two semesters

Reimbursed Academic Effort: 

33.3% for one course release for each semester

16.6% for one course release over two semesters

Extra Service Effort is to be reflected in terms of a percentage of effort over and above the normal course load during an academic year – up to 20%

Summer Effort is to be reflected in terms of a percentage of effort over the summer period – up to 22.22% of your academic year salary may be requested for summer salary. 

Requesting Adjunct Salary is to be reflected in a dollar amount.  Adjunct salary is sometimes requested when a cost-share has been granted in order to cover the expense of hiring an adjunct to teach the class. 

Section III:  Project Compliances

Committee approvals are needed in order to conduct research involving human subjects, animals and/or radioactive waste or hazardous materials.  Completion of this section indicates the project director’s acknowledgement of campus regulations. 

Section IV: Budget Information

General budget information (the total direct and indirect costs of a project) as well as specific sources of funding are requested in order to obtain proper authorization from officials at the College at Old Westbury and The Research Foundation of SUNY for cost-share and/or institutional matching funds. 
Sponsor Funding:  total amount requested from sponsor 

College Funding:  i.e. course releases, room space, supplies, computer services, etc. – might require additional signature and/or letters of support

Other Funding:  funds from third parties – LETTERS OF SUPPORT are REQUIRED

Research Foundation Funding:  i.e. indirect cost waivers

V:  Conflict of Interest

Read the statement and indicate whether you agree or disagree – additional information might be required. 

VI:  Signatures

Required signatures for all applications include: 

Principal Investigator

Co-Investigators

RF Operations Manager 

Dr. Patrick O’Sullivan’s on behalf of Dr. Calvin O. Butts, III, President 

Please note: An additional space for other college officials is inserted for instances in which a signature on the routing form can be used in lieu of a formal letter of support – i.e. Len Davis for office space or Marc Seybold for computer services.  In these instances the routing form should clearly state in the comments section the commitment. 
