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Interdisciplinary Biological and Health Sciences Consortium (IBHSC) STUDENT/ADVISOR LAB ASSIGNMENT APPROVAL FORM
following ERP Lab Rotation

Process/Steps for completing the form
1. PI fills out the form below in the fall after selecting a student to join their lab. 
a. Please save/name the file as “Student’s program_student’s last name_year” Ex. “ERP_Smith_2025”
2. PI signs form and gathers signatures of student and PI’s Department Chair
3. PI submits signed form to Endocrinology & Reproductive Physiology (ERP) Program Director & Graduate Program Manager no later than Friday, December 12th.
4. ERP Program Office
ERP program reviews form. If needed, ERP Office staff connect with PI about any questions. 
5. ERP Program Office
Graduate program approves the new laboratory assignment. To do so: 
a. Send a note to the PI confirming the lab assignment. 
b. Graduate program manager uploads completed form to the following box folder no later than Wednesday, December 17: Approval Forms
6. After the PI receives the email confirming the lab assignment, PI should work with their local HR on setting up a Research Assistant appointment in Workday for the student. HR will issue an appointment letter to the student. 
7. SMPH fiscal team and/or local HR/fiscal contacts update student’s payroll funding for 12/28/25* in Workday.  
*For students who rotated via the SMPH IBHSC who place in a non-SMPH laboratory, the new home unit will be required to support the student back dated to November 16. A costing allocation (salary transfer) will be required by the new home unit. 


 STEP 1: PI completes this form.  

Name of PI/mentor:		 

Name of student: 

Name and email address of financial/administrative contact who manages the funding where the student will be supported: ____________________________________________________________

Name and email address of payroll contact in PI’s home department:  __________________

Which funding source(s) will provide support for the student listed above effective? (indicate the percent of payroll and insert additional rows as necessary)
	FUNDING SOURCE (list full funding source via Workday, including worktag, cost center, fund, and function)
	PI ROLE IN PROJECT
	PROJECT PERIOD
	CURRENT YEAR DIRECT COST

	Worktag: 
Cost center: 
Fund: 
Function:
	
	
	



RESEARCH SUPPORT 
ACTIVE (insert additional rows as necessary):
	FUNDING SOURCE (workday coding) & GRANT NUMBER
	YOUR ROLE IN PROJECT 
	PROJECT PERIOD
	CURRENT YEAR DIRECT COST

	Worktag: 
Cost center: 
Fund: 
Function:
Grant number (if applicable):  
	
	
	

	Worktag: 
Cost center: 
Fund: 
Function:
Grant number (if applicable):  
	
	
	



PENDING (insert additional rows as necessary):
	GRANT NUMBER OR RAMP ID
	YOUR ROLE IN PROJECT 
	PROJECT PERIOD & DECISION DATE
	FIRST YEAR DIRECT COST

	
	
	
	



PAST research support for last 3 years (insert additional rows as necessary):
	GRANT NUMBER 
	YOUR ROLE IN PROJECT 
	PROJECT PERIOD
	CURRENT YEAR DIRECT COST

	
	
	
	



Please list all current lab personnel (postdocs, grad students, technicians, etc.) and funding sources (insert additional rows as necessary):
	LAB PERSONNEL NAME & TITLE
	FUNDING SOURCE (workday worktags)

	
	

	
	



 STEP 2:  Signatures of PI, student, and PI’s Department Chair 

As the dissertation mentor of ___________________(student name), I accept financial and intellectual responsibility for their development and successful completion of the PhD in Endocrinology and Reproductive Physiology program.
Signature of faculty PI/mentor:  _________________ 		Date_____________
Signature of student:  _________________ 				Date_____________ 
As chair of the department of  __________________, I acknowledge this mentoring agreement. 
Signature of department chair  _________________ 			Date_____________
Name of department chair: _____________________


 STEP 3:  PI submits this signed form to the ERP Office (email ERP Program Manager and ERP Director) by Dec. 12th, 2025. 

 ERP Program Office:  STEPs 4 & 5 	ERP’s Director reviews this form, asks clarifying questions as needed, and signs so indicate approval.

ERP’s program director has examined the student/advisor agreement and approves the assignment.
Signature of ERP Program Director:  ___________________    __ _ 		Date_____________
_____ 	ERP Director sent message to PI confirming approval of the lab assignment/program transfer.
_____	ERP Graduate Program Manager uploaded this form to the IBHSC Box folder linked on page 1 of this form by Wednesday December 17th.
 STEP 6  
After the PI receives the email from the ERP Office confirming the lab assignment, PI should work with their local HR on setting up a Research Assistant appointment in Workday for the student for 12/28/25.* HR will issue an appointment letter to the student. 

 STEP 7  
SMPH fiscal team and/or local HR/fiscal contacts update student’s payroll funding in Workday.

*For students who rotated via the SMPH IBHSC who place in a non-SMPH laboratory, the new home unit will be required to support the student back dated to November 16. A costing allocation (salary transfer) will be required by the new home unit. 
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