Roles and Responsibilities Guide
Sponsor/Funding Agency – Federal, State, or private external agencies to the University who provide support for a program or project at the University
Principal Investigator/Project Director – The Principal Investigator (PI/PD) is primarily responsible for the preparation of proposed scope of work to the external funding organizations and assuring that the information contained is accurate and correct to the best of his/her knowledge.  The following areas require the principal investigator’s attention.
1. Administer and ensure the appropriateness of all charges on sponsored project agreements.
2. Ensure there is an established period of performance, scope of work and deliverables to be included in the contract agreement.
3. Review the terms and conditions of sponsored project agreement for allowable cost and determine if prior approvals of any changes are required by the sponsoring agency.
4. Monitor performance, evaluate quality of work, and review progress made against the project agreement time schedule.
5. Ensure that the work is being done according to the terms and conditions of the sponsored project agreement.
6. Route agreement through appropriate office; Office of Sponsored Programs, and Research Administration.
7. Maintain all documentation according to retention requirements.
Office of Sponsored Programs and Research Administration (OSPRA) – OSPRA is responsible for the review, negotiation, and coordination of the execution of sponsored project agreements, including applicable certifications and assurances.
Office of Legal Affairs – The Office of Legal Affairs is responsible for the review and approval of sponsored agreements to ensure compliance with University regulations, Georgia statutes, and any other applicable laws.  Legal Affairs is responsible for assigning a control number to all contracts, confirming it has been reviewed for authorized signature.
Authorized Signature Authority – The President or his/her designee is the only one at the University who has the authority to sign sponsored project agreements.
Restricted Funds Accountant – The RFA is responsible for invoicing the sponsoring agency, cost transfer, cost share, and preparing and submitting all fiscal and financial reports to the sponsoring agency.
Office of Procurement – Procurement is responsible for assigning a PO number to all contractors.  This enables the contract to be encumbered in the University accounting system.
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