HANDOUT 1 GUIDELINES ON THE CONTRACT PROCESS
· Following initial contact from a funder regarding a proposed collaboration, inform the Research Administrator for your School/Faculty providing them with all relevant information and documentation stipulating whether the nature of the work to be performed is research or service;
· If the funding is a grant whereby the funding body has terms and conditions which are non-negotiable, the arrangements will be handled at School level. Examples of grant awarding bodies are: UK Research Councils, NHS Executive Northwest, NHS Trust Endowment and bequest funds, charities and the Higher Education Funding Councils;
· Liaise with School Research Administrator to provide the following information for the Contracts Team: 


Copy of work description or protocol




Budget and FEC costing




Details of project start and end date





Contact details for contracting parties





Details of any subcontract or study site agreements needed





Pan-Man / research approval form

· The budget will be checked and approved by the School prior to sending it to the Contracts Team.  Recovery of less than FEC of the project will require additional authorisation from the Head of School;

· The Research Administrator will send all the above information to the appropriate Contracts Officer / Assistant for that Faculty/School.  The list of Contracts Officers and Assistants with areas of responsibility is below;
· If a clinical trial is taking place, establish if the study is a commercial or non-commercial clinical trial and who will be the sponsor for research governance purposes. To determine whether the University will act as sole or co-sponsor for the research you will need to submit the protocol and study details to the Research Policy Officer (Clinical Trials) in the central Research Office. A risk assessment will be carried out and a decision made on whether the University is prepared to take on sponsorship responsibilities.  If the University does take on sponsorship obligations a Division of Responsibilities schedule will be completed by the Research Policy Officer (Clinical Trials) to ensure that the role allocated to the University is acceptable.  The Chief Investigator will be asked to sign an agreement accepting their delegated responsibilities for the study;
· The Contracts Officer / Assistant will use a University standard contract where possible to start off the negotiation process. If the funder supplies their draft contract the Contracts Officer / Assistant will conduct a detailed review of the terms and conditions, this contract will then be used as the basis for negotiation; 
· As part of the review and negotiation process, the Contracts Officer / Assistant will liaise with the academic outlining the main contractual provisions and taking instruction on issues such as intellectual property, publications, confidentiality, reporting arrangements etc.  The contract will be negotiated based on these instructions. The academic and Research Administrator will be kept informed of progress during the negotiation process at all times. 
· Once the contract has been finalised and all appropriate documentation is in place, the Contracts Officer/ Assistant will recommend the contract for signature in accordance the finance regulations. Signed copies of the contract will be distributed and notification of the account code will be sent to the School.
USEFUL CONTACTS:

Contracts

Lisa Murphy 

- Head of Contracts 
 

- 
Ext. 57131 lisa.murphy@manchester.ac.uk
· Strategic Agreements

· Contracts with AstraZeneca

· MHS staff based at Salford Trust

· PSS

Sam Bibby

- Contracts Officer (Life Sciences)

-
Ext. 52167 sam.bibby@manchester.ac.uk
· Schools in EPS:

· Materials/ CEAS/ Maths/ Computer Science

Jennifer Kilner

- Contracts Officer (Humanities)

-
Ext. 58202 jennifer.kilner@manchester.ac.uk
Jane Wells

- Contracts Officer (MHS)


-
Ext. 57283 jane.wells@manchester.ac.uk
Naomi Conway

- Contracts Officer (EPS)


-
Ext. 52108 naomi.conway@manchester.ac.uk
· Schools in EPS:

· Chemistry/ EEE/ SEAES /MACE/ Physics/ Dalton Institute

Seamus Byers

- Contracts Assistant (Humanities & MHS)
-
Ext. 58797 seamus.byers@manchester.ac.uk 

Matthew Valentine
- Contracts Assistant (FLS & EPS)

-
Ext. 58261 matthew.valentine@manchester.ac.uk
Technology Transfer/Development Contracts

UMIP


-Website: www.umip.com


-
Ext. 68830 
EU Funding and Development

Constantinos Astreos
- Head of Strategic Funding & Development
-
Ext. 50650 castreos@manchester.ac.uk
Liz Fay


- EU Funding & Development Manager
-
Ext. 57114 liz.fay@manchester.ac.uk
Katherine Boylan

- EU Funding Portfolio Manager

-
Ext. 58796 katherine.boylan@manchester.ac.uk
Research Governance
April Lockyer

- Senior Research Policy Officer

-
Ext. 58093 april.lockyer@manchester.ac.uk
Andrea Evans

- Research Policy Officer (Human Tissue)
-
Ext. 57583 andrea.evans@manchester.ac.uk
Mohammed Zubair
-Research Policy Officer (Clinical Trials)
-
Ext. 5725 mohammed.zubair@manchester.ac.uk
Lynne Macrae

- Faculty of MHS Research Governance
-
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YES





Establish what type of Research Contract is it e.g. Industry, Dept of Health, European Commission etc.














If you are unsure contact School Research Administrator for advice





Is it a Confidentiality Agreement?





Is it a Clinical Trial?





Is it a subcontract relating to an existing University research grant?





Is it an amendment to an existing contract?





Is it a new  contract?





Send a copy of the agreement to the  Contracts Team for review and signature on behalf of University





Send details of the  Account Code/RMS reference for the existing research grant with the subcontract details to the Contracts Team 





Send details of the finance Account Code for the existing research contract and the following as appropriate to the Contracts Team 





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?





Discuss sponsorship and research governance with   the Research Governance Coordinator in Research Office or Faculty of Medical and Human Sciences as appropriate





Obtain Trust and University Ethics approval as appropriate





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. Recovery of less than the FEC of the project will require additional authorisation from Head of School.





-  An Approval Form signed by Head of School (RGCA/Pan Man). For non-research contracts, the Head of School will need to counter-sign the contract in accordance with the Financial Regulations.





- Contact details for the Company / Funder and any draft contract or relevant correspondence. 





Once all the contract details are received in the Research Office, they are logged and allocated to a Contracts Officer.





Contracts Officer to acknowledge receipt to the academic and School Research Administrator, and to start the negotiation process.





Contract finalised and signed.





Copy of signed contract sent to the academic and, if appropriate, a finance account code is requested by the Contracts Officer.





A finance account code is opened and activated for research contracts through the Research Office, Research Administrators will be notified of the code.  For non-research contracts the details must be sent to the School Accountant who will set up an appropriate code. account code. 





A copy of the contract is scanned onto Livelink for access by Faculty / School Finance Officer.





YES





NO





NO





The Research Office 


Contract Negotiation Process





For European Commission Contracts Contact Liz Fay or Katherine Boylan 








