Guide to Department Chair / Supervisor
Proposal Endorsement Form

2" Department Chair / Supervisor Proposal Endorsement Form



Each Principal Investigator (PI) is required to seek Department Chair / Unit Supervisor’s approval for each proposal
submission as part of the Office of Sponsored Programs proposal submission process. Each PI must attach a copy of
the Department Chair/Supervisor Proposal Endorsement Form to the Proposal Submission Form.

This form requires Adobe Reader and a digital signature.

I hereby state that I have reviewed the proposal and/or discussed it with the author. I
am satisfied that the project concept, objective(s), and budget are appropriate and
support the department/unit’s goals. I authorize the author to submit the proposal to
the Vice President/Dean/Unit Head via Dynamic Form.

Office of Sponsored Programs

Department / Unit

-

Signature Date
Chair/Supervisor

1. Enter the Department or Unit Information

2. Next, sign the form using your digital signature. If you do not have, a digital signature go to step 2A.

I hereby state that I have reviewed the proposal and/or discussed it with the author. I
am satisfied that the project concept, objective(s), and budget are appropriate and
support the department/unit’s goals. I authorize the author to submit the proposal to
the Vice President/Dean/Unit Head via Dynamic Form.

Office of Sponsored Programs

Department / Unit

Digitally signed by Alfreda Hester

Date: 2021.01.28 16:47:25

Alfreda Hester bz 1/30/2021

Signature v 5

Chair/Supervisor Pinanse
% 25 2% zzz?‘jﬂ

3. Enter the date.
4. Next, select file
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the Dean/Director/Vice

Department / Unit

Oftfice of Sponsor

Pracident via

Digital D2

Help

onfiguration Recuired

This signiature field requires a digital signature icentity.

Wioild you lke ta configure ane nea?

Nunamir Farm

Canfigure Digital 1D

2A Create a digital signature.

I hereby state that I have reviewed the proposal and/or discussed it with the author. ]
am satisfied that the project concept, objective(s), and budget are appropriate anc
support the department/unic’s goals. T authorize the author to submir the proposal tc

%

Cancel

Signarure
Chair/Supervisor

Configure a Digital ID for signing

A Digital D is required to
create a digital

signature The most secure
Digital ID are issued by
trusted Certificate
authorities and are based
on secure devices like smart
card or token. Some are
based on files.

You can also create a new
Digital ID, but they provide
a low level of identity
assurance

Select the type of Digital ID:

O

= Use a Signature Creation Device
@ Configure a smart card or token connected to your

computer

Use a Digital ID from a file
@ Import an existing Digital ID that you have

obtained as a file

R

Select the destination of the new Digital ID

Digital IDs are typically
issued by trusted providers
that assure the validity of
the identity.

Self-signed Digital ID may
not provide the same level
of assurance and may not
be accepted in some use
cases

Consult with your recipients
if this is an acceptable form
of authentication

° | %

o}

Create a new Digital ID
Create your self-signed Digital ID

Continue

Save to File

Save the Digital ID to a file in your computer

Save to Windows Certificate Store

Save the Digital ID to Windows Certificate Store to

be shared with other applicaticns

Click on signature box, select configure Digital ID.

Now, select create a new Digital ID

Next, click continue.

Now, select save to file. This will save the Digital ID to your

computer for later use.

Next, click continue.
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Create a self-signed Digital ID X

Now, enter your identifying information

Enter the identity Name Enter Name...
information to be used for

Gennahalse e g Organizational Unit Enter Organizational Unit...
Digital ID.
Digital |Ds that are self- Organization Name Enter Organization Name...
signed by individuals do not
provide the assurance that Email Address Enter Email.
the identity information is N l. k .
valid. For this reason they . R " CXt clic Contlnue.
may not be accepted in Country/Regian US - UNITED STATES 5
some use cases
Key Algorithm 2048-bit RSA v
Use Digital ID for Digital Signatures @

0

Save the self-signed Digital ID to a file X

Save the Digital ID in the default location.

Your Digital ID will be saved at the following location
Add a password to protect

e e Enter a password, make it something that you will
et | P ’ sy

Diga 1 or g, remember. It will be required to use or change your digital

Save the Digital ID file in a Apply a password to protect the Digital ID:

known location so that you ID .

can copy or backup it.

Confirm the password:

Click save

®

Sign with a Digital ID X
Your Digital ID should look like the picture at the left.
Choose the Digital ID that you want to use for signing:
o @ Alfreda Hester (Digital ID file) View Details
@ Issued by: Alfreda Hester, Expires: 2026.01.21

Click continue.

@ ( Configure New Digital ID) ( Cancel )
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Sign as "Alfreda Hester" X

PO s y Enter your password, select sign. Now your digital signature

Digitallv si g is complete.
/\ igitally signe
Ifred d by Alfreda Hester

Date: 2021.01.21
HeSter 12:16:23 -05'00

[ Lock document after signing View Certificate Details
Review document content that may affect signing
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