
Establish what type of 

Research Contract it is, e.g. 

industry, DOH, EU, etc

Is it a new  research 

contract?YES NO
Is it a clinical trial?

Contact the Contracts team 

to discuss details and seek 

advice on contractual 

arrangements with the local 

NHS Trust

Will the University be acting 

as research governance 

sponsor?
NO

YES

Discuss sponsorship and 

research governance with 

your School research 

administrator.  Further 

advice is also available from 

the Research Governance 

Coordinator in the Research 

Office or MHS

Obtain Trust and University 

Ethics approval as 

appropriate

Is it a confidentiality 

agreement?

Send a copy of the 

agreement to the Contracts 

team for review and 

signature on behalf of the 

University

Is it an amendment to an 

existing contract?

Send details of the finance 

account code for the 

existing research contract 

and the following as 

appropriate to the Contracts 

team

Is it a subcontract relating to 

an existing University 

research grant?

Send details of the finance 

account code for the 

existing research grant and 

the following as appropriate 

to the Contracts team

In all cases inform your School research administrator and 

liaise with them to supply the following information to the 

Contracts team as applicable:

A copy of the project proposal/description/protocol

A full budget breakdown.  All projects must have a Full 

Economic Costing (fEC) even where it is not being 

recovered.  If fEC is not being recovered, approval from 

School is required

An Approval Form signed by Head of School (RGCA/Pan 

Man)

Contact details for the company/funder and any draft 

contract or relevant correspondence

Central Research Office -

contract negotiation process

Once all the project details are received by the Central 

Research Office, they are logged and allocated to a Contracts 

Officer

Contracts Officer to acknowledge receipt to the PI and School 

research administrator and start the negotiation process

Contract finalised and signed

Copy of signed contract sent to the PI and, if appropriate, a 

finance account code is requested by the Contracts Officer

A finance account code is opened and activated

Email is sent from Research Office to PI, research 

administrator and research accountant advising them of the 

finance account code and a copy of the contract is scanned 

into Livelink for access by Faculty/School finance officer

For European Union contracts contact 

researchofficeeu.funding@manchester.ac.uk

If you are unsure, contact your School 

research administrator for advice
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