Sponsored Contract Review and Approval Process
Office of Sponsored Programs & Research Administration

Summary 

This policy defines the general process by which a sponsored contract involves
Valdosta State University (“University”) and may be (1) created; (2) reviewed 
and approved; and (3) appropriately signed by an authorized University official.
This policy applies to anyone executing a sponsored contract that in any way binds
the University to provide goods, services, remuneration, or anything else to a 
person or entity. 

Sponsored contracts must satisfy three basic criteria to be approved by an authorized University official:

1. The sponsored contract must be included and budgeted in the awarded grant.
2. Funds must be available at the time of the sponsored contract to carry out the obligations of the grant.
3. The terms of the contract must comply with Board of Regents and University regulations, and applicable local, state, and federal laws.

Prior to final signature, contracts must pass through those offices having direct oversight for the activities (or their funding) and those assuring administrative, fiscal, and/or regulatory compliance. 

[bookmark: _Hlk218682051]Policy Statement

The University is responsible for monitoring the performance of sponsored contractors as a key function of proper contract management and administration.  The purpose of sponsored contract management and monitoring is to ensure that the sponsored contractor is performing all duties in accordance with the contract, the financial interests of the University are protected, and the University is aware of and addresses any developing circumstances or issues on a timely basis. 

All sponsored contracts are required to be examined and approved by the Office of Sponsored Programs and Research Administration and the Office of Legal Affairs for appropriateness and legal compliance prior to being executed by the President or his/her delegated authorized signature authority.

Roles and Responsibilities

Principal Investigator (PI):
	
1. The contract accurately reflects and details the scope of work and roles and responsibilities of both parties.
2. The contract meets programmatic and University mission.
3. Can ensure compliance with the obligations it places at the University.
4. The contract is sufficiently clear, consistent, and fiscally prudent.
5. Once the information above is compiled and forwarded to the Office of Sponsored Programs and Research Administration (OSPRA).  OSPRA is responsible for adding the information into the MOA template and forwarding it to the authorized signature authority.
6. Is responsible for ensuring the appropriateness of all expenditures on the project.  Ensure all expenditures comply with funding requirements and compliance with institutional policies and procedures.
7. PI is responsible for requesting a PO for the contract in ePro and submitting to Procurement.

NOTE: Regardless of cost of the service provided, where the service is provided, or whether or not a contract is executed, members of the campus community should not pay for services out of their personal accounts and then seek reimbursement from the University for these expenditures.  All payments for services must be made directly from the University to the individual(s) providing the services.

Office of Sponsored Programs and Research Administration (OSPRA):

1. Review and compare the contract information with the proposal.
2. If any exceptions are found in the review seek clarification and/or documentation from the PI.
3. Once the review is completed, OSPRA will input contract information into the MOA template.
4. OSPRA will log (assign a number and date) the MOA into an excel spreadsheet on the V:drive.
5. OSPRA submits contract with Authorized Signature to sponsor for their signature.
6. Create and forward internal budget to Restricted Funds Accountant with copy of executed contract.

Office of Legal Affairs:

INSERT TEXT HERE 
Office of Academic Affairs:

1. The Office of Academic Affairs is responsible for approval, oversight and general policies concerning research and sponsored programs and acts along with the faculty as an advocate and spokesperson for the University research community. 
2. All sponsored contracts are required to be examined and approved for appropriateness and legal compliance prior to being executed by the President or his/her delegated authorized signature authority.

Restricted Funds Accountant:

1. Restricted Funds Accountant creates and issues accounting chart string to the PI.
2. Responsible for ensuring timely payments of invoices, auditing payments, and mailing payments out to contractors.
3. Responsible for all financial reporting.

Procurement:

1. Responsible for assigning a control number to all contracts. This control number enables the commitment to be encumbered in the University accounting system. Ensuring proper management and retention of documents.
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