CONTRACT ROUTING IN PD — GUIDANCE
DOCUMENT FOR BUSINESS OFFICES
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BUILDING THE PD RECORD

Start by following instructions in the PD Quick Guide section: Initiating a proposal (Non-S2S), complete steps 1 through 10

SETUP QUESTIONS TAB

1. Change the submission mechanism/screen template to Contract Routing — Contract Template and click OK in the pop up

box.
2. Change the Associated Department
as appropriate BB A | e T T | et
3. Select the Program Type from the Frsaurees)
»  Setup Questions
drop dOWn ] Setup Questions | Show | | Reset Defauks Completed |
4 Designate |f the majority of e Each proposal is broken down into several sections based upon what the sponsor and your institution requires. Once each section is
. Intemal Decuments completed, indicate so by checking the Completed checkbox in the upper right comer of that section. When all sections have been
. you wil able to produce inal copy of your proposal.
research will be conducted on or i e e I
Off campus Submission Mechanism/Form Information
p Proposal Sponsor is sat to Alaska Department of Natural Resources. Click here to change.
5. Click Save Please salact a Submission Mechanism/Screen Template | Contract Routing v
6. Click Completed check box General Proposal Properties

Associated Departments dd
Administration MCSC 730001

P1 Departments
Research Enterprise Operation RESADM 527202

Budget Setup Information

Salect the Program Type Cooparative Agreamant v

The majority of the research will be conducted On '®  0ff ') campus.

Setup Questions UDF
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BUDGET TAB

Enter budget items as needed, including salary for personnel
Enter the appropriate F&A charge
Click Complete Budget button

P wne

Click Done to close budget window

PERSONNEL TAB

1. Add appropriate personnel.
2. Click Completed check box

INTERNAL DOCUMENTS

1. Add and complete Regulatory Form. Be sure to choose “Contract” under the Instrument Type
2. Upload Statement of Work
3. Add the contract as an Internal Document and label as “Draft Contract”
4. Upload the contact information of the sponsor (name, email address and phone number)
5. If there are other documents related to the contract, upload into the record and label appropriately
6. Click Completed check box
FINALIZE TAB

1. Click Thumbs-Up next

to Submit Final Submit - Google - OEE
Review \ 8 htt infoed-dev.its.yale.edu 1g bmita !
2. The route will Proposal 16-001004 - Ms. Jessica R Hammatt “Test Contract template” (1n Devalopment)
include, by default,
Befresh RBoute Route Path - GCAT 1 - Contracts Add New Person to Review P Submit
the Pl and the TA who o i Cartikation . sessica R Hammett BT

supports the e ——————
department

associated with the

record N> commants have boan recosded yet vy iorovalis THS g il Wookes I v vodte
3_ Insert any additional lermine this by visuslly identifying » “thumbs uwp” o
The screen is in Submitted mode when your proposal has been submitted and you can see the approval path it is on. Your Administrators have co
people such as
Current Proposal Status: In Development
department < for Initial Appl AU
. . ¥ Nam Open Stat Action C pleted F Remove
administrators Maplersyntly N e
4. Click Submit to begin Subsimess of Vo WA Complated 3] & 2
Agdd Inatitigion Forma/ Supporting D. ot

route
5. The TA will route the
record to the appropriate contract manager, who will review the record and inform the departments if more information is

needed

AMENDMENTS TO CONTRACTS

1. Anyamendments to the contract will NOT come through PD (no child records), but rather an amendment and any

supporting documents must be sent to your GCAT mailbox via email.
2. The TA will open an Activity Log to your Contract Manager to review, negotiate and process the amendment.
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