
V. Award Acceptance & Account Establishment

Responsibilities
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Pre-Award
1. Request pre-award accounts, if necessary P I I I S
2. Approve commitment of funds for pre-award 
account P P I P I I

3. Review and approve pre-award account request 
(type of award, start date, IACUC/IRB, research 
safety)

P P P P S I

4. Establish pre-award accounts I P

Grant Acceptance and Account Set-Up
1. Receive award notice for grant S S O P

2. In the event of an unanticipated award (proposal not 
submitted through OSP), evaluate whether award is 
sponsored project and pair up with proposal

I P O P P I

3. Pair up with award proposal P O P P I

4. Notify PI award has been received. Send copy of 
Notice of Grant Award to the PI/Co PI's

P O P

5. Compare award with proposal and reconcile 
differences (including terms and conditions) P P O P S

6. Review and accept grant on behalf of the University I S O P S

7. Enter project info in system; for new projects 
establish an acct/for existing projects, add funding to 
current acct

O I P P

8. Request that PI and Grant Admin post transactions 
against the account and notify OGA to provide access

S P
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9. Send copies of the Grant Summary to PI, Chair, 
Dean, Public Relations P

10. Reconcile Grant Summary with notice of award 
and proposal I I P

11. Request system access for co-PI's, Grant Admin 
for financial system account/budget info P

12. Establish project folder(s) and send to GCA P P

13. Review project folder(s) and forward any funds 
received with the award to GCA P P

Contract Negotiations and Acceptance
1. Receive contract and forward copy to PI S P

2. Review and approve any revisions to project scope P O S O S

3. Notify dept chair, dean's office where applicable, 
and OGA about any changes in project scope and 
budget

P P S

4. Assist OGA as needed to obtain information during 
contract negotiations P P S S

5. Modify project budget in line with the award budget 
provided by the sponsor P P O P S

6. Review, negotiate, accept, and notify PI of the 
project terms and conditions and cc: dept. admin P P

7. Update OGA database for progress of negotiation, 
execution. P

8. Notify appropriate regulatory office if changes to 
project scope will affect approved protocols P P S

9. For Sub-contracts: Enter subcontract in database 
and issue the Subcontract or Amendment with cc: to 
dept and faculty

P
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10. For Subcontracts: Receive fully executed 
Subcontract and distribute to PI, dept, GCA asking 
them to encumber funds

P


