Pl notifies Sr. GCA of contract
opportunity; provides information for
draft budget and statement of work
(Sow)

Sr. GCA drafts budget and
consortium letter; creates
proposal record in Cayuse

Sr. GCA uploads budget,
SOW and consortium letter
in Cayuse; reviews on
behalf of department

Assoc. Director or Lead
GCA reviews and approves
Cayuse record; routes to
SPA

GCO/SPA reviews budget,
signs consortium letter and

Process for Incoming Sponsored Research Agreements

If draft contract
received without
previous Cayuse
proposal record, one
will need to be
completed

Sponsor provides draft
agreement or requests to

Once both parties agree to

submits proposal for
contract to sponsor

If other Units/Colleges are involved in
proposal, their dept. grants
administrator must review & approve
in Cayuse prior to submission

use WSU standard
research agreement
template

Pl and Assoc. Director
review draft contract

Pl completes/signs
affirmation memo

Assoc. Dir. turns over
affirmation memo
and draft agreement
to SPA contracts team

SPA contracts team

reviews, provides to

OGC for legal review
if required

SPA negotiates with
sponsor based on
comments from OGC

terms and WSU OGC approves,
SPA and sponsor provide
signature

SPA contracts team or Assoc.
Dir. turns over to GCO for
award establishment

Index established in Banner

CONTRACT PROCESSING NOTES:

-WSU Faculty are NOT authorized to sign contracts
on behalf of WSU; only SPA can provide signature

-If a Non-Disclosure Agreement (NDA) is needed,
please work with Lauren Orleman, Associate Director
of Research Admin. in the College of Engineering

May require additional
review/input by Tech
Commercialization
Office

KEY TERMS

Pl: Principal Investigator

Sr. GCA: Sr. Grant/Contract administrator; first point of contact for
grant proposals and awards in CoE

Lead GCA: Individual that oversees proposal submission at CoE
(Lindsey Saunders)

Assoc. Director: Associate Director, Research Administration at CoE
(Lauren Orleman)

Cayuse: WSU’s internal proposal submission system

SPA: Sponsored Program Administration

GCO: Grant Contract Officer; SPA individual with submission
authority

Affirmation memo: document that PI completes that allows OGC to
review contract and begin negotiation w/sponsor

OGC: Office of General Counsel (WSU legal)

Banner: WSU financial system




