
INTELLECTUAL PROPERTY DISCLOSURE PROCEDUREINTELLECTUAL PROPERTY DISCLOSURE PROCEDURE

STEP 1STEP 1::  
COMPLETE IPCOMPLETE IP
DISCLOSUREDISCLOSURE

FORM FOUND ONFORM FOUND ON
THE INNOVATIONTHE INNOVATION

HUB /HUB /
TECHNOLOGYTECHNOLOGY

TRANSFER PAGETRANSFER PAGE  

ONLY FACULTYONLY FACULTY

STEP 2STEP 2::
COMPLETE IPCOMPLETE IP
DISCLOSUREDISCLOSURE
FORM WILLFORM WILL
BE SENT TOBE SENT TO
THE OGSRTHE OGSR

EMAILEMAIL  

ONLY STAFFONLY STAFF

STEP 3STEP 3: ONCE: ONCE
REVIEWED ANDREVIEWED AND

APPROVED, AN ADOBEAPPROVED, AN ADOBE
SIGN FORM WILL BESIGN FORM WILL BE
SENT TO THE CSUSMSENT TO THE CSUSM
EMAIL ACCOUNT OFEMAIL ACCOUNT OF

ALL TECHNICAL TEAMALL TECHNICAL TEAM
MEMBERS TOMEMBERS TO
COMPLETECOMPLETE  

STEP 4STEP 4::  
WORD DOCUMENTWORD DOCUMENT
SENT TO DEAN OFSENT TO DEAN OF
OGSR AND AVP OFOGSR AND AVP OF

INDUSTRYINDUSTRY
PARTNERSHIPSPARTNERSHIPS
FOR APPROVAL.FOR APPROVAL.

  NOTE FOR FACULTYNOTE FOR FACULTY
ONLY COMPLETE STEP 1, THEN ONCE THEONLY COMPLETE STEP 1, THEN ONCE THE

STAFF HAS DONE STEPS 2-6 YOU WILLSTAFF HAS DONE STEPS 2-6 YOU WILL
FINISH OFF BY DOING STEP 7FINISH OFF BY DOING STEP 7

STEP 5STEP 5::  
ONCE APPROVED,ONCE APPROVED,

OGSR ADMINISTRATIVEOGSR ADMINISTRATIVE
SUPPORTSUPPORT

COORDINATORCOORDINATOR
CONVERTS TO PDF ANDCONVERTS TO PDF AND

ROUTES THROUGHROUTES THROUGH
ADOBE SIGN TOADOBE SIGN TO

TECHNICAL TEAMTECHNICAL TEAM
MEMBERSMEMBERS

STEP 6STEP 6::  
SIGNED PDF ISSIGNED PDF IS  

STOREDSTORED  
IN SHAREPOINTIN SHAREPOINT

INDUSTRYINDUSTRY
PARTNERSHIPS>TECHPARTNERSHIPS>TECH

TRANSFER>TRANSFER>
DISCLOSUREDISCLOSURE  
FORM> YEARFORM> YEAR

STEP 7STEP 7::  
ONCE REVIEWEDONCE REVIEWED

AND APPROVED, ANAND APPROVED, AN
ADOBE SIGN FORMADOBE SIGN FORM

WILL BE SENT TO THEWILL BE SENT TO THE
CSUSM EMAILCSUSM EMAIL

ACCOUNT OF ALLACCOUNT OF ALL
TECHNICAL TEAMTECHNICAL TEAM

MEMBERS TOMEMBERS TO
COMPLETE.COMPLETE.

  NOTE FOR STAFFNOTE FOR STAFF
ONLY COMPLETE STEPS 2-6. ONLY FACULTYONLY COMPLETE STEPS 2-6. ONLY FACULTY

CAN COMPLETE STEP 1 AND 7CAN COMPLETE STEP 1 AND 7

STEP 3STEP 3::  
OGSR STAFF ASSIGNEDOGSR STAFF ASSIGNED

TO TRANSFER FORMTO TRANSFER FORM
INFORMATION INTOINFORMATION INTO
WORD FORMAT ANDWORD FORMAT AND

STORED IN SHAREPOINTSTORED IN SHAREPOINT
INDUSTRYINDUSTRY

PARTNERSHIPS>TECHPARTNERSHIPS>TECH
TRANSFER>DISCLOSURETRANSFER>DISCLOSURE

FORM> YEAR.FORM> YEAR.


