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HANDOUT 3 Contract Checklist For Administrators
Please send the checklist with the accompanying documentation to relevant Contracts Officer.

	Project full title and PI
	

	Short title if applicable
	

	
	
	Attached

	RACE number and Budget/FEC form (see overleaf)

	
	

	Research Approval / Pan Man for MHS

	
	

	Propose start date


	
	

	Proposed end date


	
	

	Details of Funder (contracting body/bodies)

	
	

	Contact details of contracting parties at the outset
	
	

	Details of sub contacts to flow from the main contract


	
	

	Project outline or description 


	
	

	Completed by


	

	Sent on 
	
	Contact no
	

	Any other relevant information or comments
	


Note: All tenders need to be agreed with the contracts office before sending off

	FUNDER:
	 
	
	
	
	

	Group
	Description
	Bid fEC 
	Bid Recoverable
	Awarded fEC
	Awarded Recoverable
	Comments Box

	A0101
	Staff Academic
	0
	0
	0
	0
	 

	A05
	Travel & Subsistence
	0
	0
	0
	0
	 

	A06
	Equipment
	0
	0
	0
	0
	 

	A07
	Consumables
	0
	0
	0
	0
	 

	A10
	DA Estates Costs *
	0
	0
	0
	0
	 

	A12
	DA Staff Costs *
	0
	0
	0
	0
	 

	A14
	DA indirect Costs*
	0
	0
	0
	0
	 

	 
	Add another heading if necessary
	0
	0
	0
	0
	 

	 
	Add another heading if necessary
	0
	0
	0
	0
	 

	 
	Add another heading if necessary
	0
	0
	0
	0
	 

	
	TOTAL
	0
	0
	0
	0
	

	
	Internal Contribution for fEC
	0
	 
	0
	 
	

	
	Balance
	0
	0
	0
	0
	

	
	
	
	
	
	
	

	
	Completed by:
	 
	
	

	
	* = Mandatory for fEC column
	
	
	
	
	

	
	 
	
	
	
	
	

	N.B.
	1.  If  you leave a mandatory field as zero please state the reason why in the comments box.  Example:  "There are no Estates costs for this project as all research will be conducted away from University premises".


