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1: Introduction
Congratulations on your successful Research Award!

At this stage, your project will have been marked ‘Successful’ on Worktribe, and handed over to Research
Management. The purpose of this guidance document is to assist you with the management of your award.

YOU ARE HERE
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: Project Set
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Project Live
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Who we are:

e The Research Management (“RM”) team is responsible for post award research contract management,
management of research finance and administration of research grant claims. Research Management

consists of 2 teams: Contracts Team and Claims Team. Overall responsibility for the management of the

grant or contract rests with the Principal Investigator.

Main responsibilities are:

Contracts Team:
e Review Award Letter and associated terms and conditions
e Arrange sign off of Award Letter
e Review and negotiate contracts with named partners on the award.
e Review budget, assign nominals, splits and create cost centre
e Completion of confirmation of funding form
e Advise and consult with Pl on funder requirements for changes such as costed extensions, no-cost

extensions, virements and supplements and update Worktribe accordingly.
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Claims Team:
e Prepare reconciliations, statements of income and expenditure, closures and claims.
e Manage internal and external research project audits.

e Liaise with Pl and support staff to manage eligible expenditure.
e Assist the Finance Department with the correct allocation of project income and including review and
management of aged debts.

We are aligned to the following Faculties to provide specialist support:

Ronan Rafferty Julie Skelly’s
& Diane Gibb Team
Mike Wilson Julie Skelly’s

Team

Sonya Leitch &

Diana Ridley Anita McNeill's
Team
Anderson
Ronan Anita
Rafferty & McNeill’s
Diane Gibb Team
[ |
y ) ) i '
Contracts Team ‘ ‘ Claims Team
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2. Award Set Up and Project Set Up: Overall Process

Please see the process below for outcomes of getting a signed award letter to the funder, cost code set up and
completion of funding form to begin recruitment. The swim lanes identify who is responsible for each step.

Award Letter

Review

Award

Letter & -
Associated Y- —
Terms and

Conditions

!

Signed Award
Letter

Review
budget and
assign

nominals, split
tab

Cost centre setup
from Finance

Review
Award
Letter &

Associated
Terms and
Conditions

Authorised Signatory as per
DAF

Finance

\ Award Letter

Sign off

Notification of

cost centre set

Forms

(ulster.ac.uk))

Completion of
Confirmation

up from
I@ulster.ac.uk

of Funding = g
Form
Submission of
Confirmation
of Funding
Form to P&C

Update
Worktribe
Task’ tab with |
claims intervals

Set Project to
‘Live'

to recruit staff
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3. Project Live: The Contracting Process
Please see the process below for outcome of getting a signed contract completed as well as completing and
loading technical/progress reports to Worktribe . The swim lanes identify who is responsible for each step.

Review and
agree Final
Contract

Technical/progress Upload to
reports " worktribe

Other Authorised Signatory as per DAF
Are there
partner(s) on the No
project?
Is
Ulster the End Process |
Lead? —
ves
L
Kick off Kick off
Meeting with Meeting with
Pl Pl
Standardised
contract Le;arﬂoa:zger
template by
funder to :;;?:"I:‘tt
partner(s) P
IP Exceptions
I } ‘ J _ reviewed by IP
Manager -
| —
//'// \\\\
T A ~—_ N
Review Draft &~ —
Contract - Exceptions to
-~ T I be approved
. -~ — | -
- - ‘\\\\\ Data Sharing — )//'
_ T Exceptions. A/:,/ -
reviewedby
GDPR Team

Signed Contract

Upload |u\

worktribe
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4: Project Live: The Claims Process
Please see the process below for outcome of getting a claim and claim audit completed. The swim lanes identify
who is responsible for each step.

Project Live

Review, track
and monittor
budget

statments on
aregular
basis

Review

Award Letter,
T&C's and
Contract Take
corective
action if
required

Check
previous
income
received

Is this a
new claim in
period?

Yes

Confirms
eligible spend
and removal of <+————

ineligible

spend

Inform RM

Claims Team

Review
expenditure |&—— —
transacton ——ouu_ 17
list

\ Supporting R
document eg
v timesheets

and technical
reports to be

Claim

provided
" Engagement
Is an .Audlt v R
required?
R?Jlrszlirk])\rlr?iltce Provides Sewe
n Supporting [ —
claim to documentation —> selected
funder
— ¥
Audit
Update Certificate
Wi Submit Claim
and Audit \/r\

Certificate to
Funder
Update
Worktribe
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5: Project Live: Eligible Spend General Guidance
Eligible Costs will be outlined in the Award Letter Terms and Conditions, however it is the PI’s responsibility to ensure
that the University Financial Policies are also followed. Please see some useful links below. PI’s to refer to Research

Management for queries.

Useful Links:

Finance Procedures and Guidance

Purchase Card Policy

VAT Explained

Procurement Policy

Travel and Expenses Policy

Fraud Risk Management Policy

R&I Departmental DAF.docx



https://www.ulster.ac.uk/finance/staff/staff-login/policies/finance-procedures-and-guidance
https://www.ulster.ac.uk/about/governance/pdf/policies/finance/finance/saml/Purchase-Card-Policy.pdf
https://www.ulster.ac.uk/finance/staff/staff-login/vat/vat-explained
https://www.ulster.ac.uk/about/governance/pdf/policies/finance/finance/saml/Procurement-Policy.pdf
https://www.ulster.ac.uk/about/governance/pdf/policies/finance/finance/saml/Travel,-Expenses-and-Hospitality-Policy.pdf
https://www.ulster.ac.uk/__data/assets/pdf_file/0003/1716852/Fraud-Risk-Management-Policy.pdf/_nocache
https://ulster.sharepoint.com/:w:/r/teams/ResearchandImpact/_layouts/15/Doc.aspx?sourcedoc=%7B03210ED8-32B7-46FD-9491-C9946DB04214%7D&file=R%26I%20Departmental%20DAF.docx&action=default&mobileredirect=true&CID=3bee4838-5448-e6cc-499b-cba2d13e4434
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who is responsible for each step.

6: Appendix A: Closures Procedure for Research Projects
Please see the process below for outcome of getting a cost code closed. The swim lanes identify

Pl

Project
Complete
Notification Notification 1 Not;\f)cgtg)g(
received 6 & received 6 & e;em:mhs
3 months 3 months Tl
prior to prior to rg.r::;; :n d
project end project end proj
Ghie - date (Faculty
Admin)
i Review Faculty
REE Budget Admin run
Budget g
St Statement |« | budget
atement
report statement
report P
report
s Yes—p Inform
less than Pl :DDS @
£10k?
Ensure Ensure
anomalies corrections if
are required are
communicated. actioned
Is Inform
greater than Pl, HOS,
£10k? _~"ves s RD, ADRI
& DFO
Run final
budget I B B Inform RM
statement
report
Is there a Is there a
surplus? deficit?
S this al
unavoidable
cost?
No
Ye: *
i Include
on
Transfer closures
to central report
account l
ADRI
Closures approve
report closure
deficits
Transfer
to
School
account
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7. Appendix B: Managing Changes: Costed & No Cost Extensions and Virements

10

A costed extension is a request for additional time and resources.
A no-cost extension is a request for additional time only.
Virements are changes within budget, usually requiring the movement from one budget line to another.

Please see the process below for outcome of managing changes to live projects. The swim lanes identify
who is responsible for each step.

Authorised Signatory as per

Request for
Costed & No
Cost Extension

l or Virement

approved by
Head of School
and Research
Director?

Submit required
Yes— documentation to
funder

|

Update Contracts |[—— ™ Signed
as required -~ @ @@ | Contract

No further Update
action required Worktribe

Is request
approved by
Funder?

A Formal
-~ approval
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8. Appendix C: Managing Changes: Supplements

e This is when the funder provides supplementary funding for an existing project but the duration of the
project remains as originally awarded.

Please see the process below for outcome of managing supplement changes to live projects. The swim lanes
identify who is responsible for each step.

Authorised Signatory as per

Supplement Notification HoS and RD Submit required
awarded —> ocelved ™ @pprovalon ——————» documentation to
Worktribe funder

l

Update Contracts
as required

Update
Worktribe

A Signed
Contract

11
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9. Appendix D: Managing Changes: Transfer of Pl

Please see the process below for outcome of managing transfers of grant funded projects into and out of the
university. The swim lanes identify who is responsible for each step.

Authorised Signatory as per
Transfer Request

request Check

approved and Funder
details agreed by v _ Terms and Formal
Head of School and Conditions approval
Research and
Director? University

Policies

Introduction to RM in
incoming or outgoing
HEI

-

Signed
Contract

Update Contracts
as required

No further
action required

A,
Update
Worktribe
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