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Agreements Overview Quick Reference

Agreements Overview

An Agreement can be initiated by either the Unit or by the Central office (depending on the type of Agreement being
prepared). In either case, the individual initiating the agreement would be considered the “Author”.
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1.0 General Information

1.0.1 * What office will you be working with?
Office of Research & Sponsored Programs (ORSP)
Office of Corporate Contracts (OCC)

Clear

1.0.2  * Agreement Type:

q Center Membership Agreements
Certificate of Confidentiality Agreement
Clinical Trial Agreement
Confidential Disclosure Agreement (CDA)/Non Disclosure Agreement (NDA)/Proprietary Inf
Cooperative Agreement
Data Use Agreement
Grants-in-Ald/Gift
HIPAA-Business Associate Agreement
Lab Services Agreement
Letter of Indemnification
Master Agreement (or SOW under Master Agreement)
Materlal Transfer Agreement (RU Providing the Materials)
Material Transfer Agreement (RU Receiving the Materials)
Professional Services
Registry Agreement
Research Agreement (or SOW under Research Agreement)
Research Plan
Service Agreement (or SOW under Service Agreement)
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Initiate an Agreement

There are two ways a new
agreement can be initiated:

From the Funding Proposal
Workspace (if an agreement
requires funding):

1. Under Current State, click New
Document Review.

From the Agreements Tab (if an
agreement does not require funding:

2. Under Create, click New
Document Review.

General Agreement Information

3. 1.0.1- Select which office you will
be working with, (ORSP or OCC),
to ensure that the Agreement is
processed by the appropriate
Central Office.

4. 1.0.2- From the Agreement
Type drop-down, select the
desired Agreement.

Note: The Agreement type
selected will determine the
applicable smart forms to be
completed.

5. 1.0.7- Be sure to include anyone
who is a part of the submitting
team and will require Read and
Edit access to the agreement.

6. Once all fields are complete, click
Save or Continue to proceed.
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Associate Funding Proposal

The type of Agreement being prepared will determine whether or not a proposal should accompany it. Anything that involves
funding (ie: Clinical Trial Agreement) will require an associated proposal and should be initiated via the Funding Proposal
Workspace before the Agreement is set up. If a funding proposal is not required, you can proceed through the forms via the
Agreements tab. NOTE: If you initiate an agreement from the Agreements tab first but choose a type that requires funding,
you will be unable to continue until the association with the funding proposal has been made.

Funding Proposal Exists

<< Back Save | Exit | Hide/Show Errors | Print... | Jump To: - Funding Proposal/Endorsement in RAPSS + Continue >>
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<< Back Save | Exit | Hide/Show Errors | Print... | Jump To: = Funding Propesal/Endorsement in RAPSS +

Funding Proposal/Endorsement in RAPSS

1.0 * This type of awuim an Endorsement in the RAPSS system, does it already exist?
Yes ® No

Save | Exit | Hide/Show Errors | Print... | Jump To: - Funding

You have indicated that the Endorsement does not exist in RAPSS, A record will need to be created by the ORSP or OCC in order for you to continue.

Depending upon the office that you have indicated you will be working with, please contact your designated Grants Specialist (ORSP) or your
designated Contracts Manager (OCC).

[ They will assist in the creation of an Endorsement in the RAPSS and associate it with the Agreement, Once that has been done, you may return to the
Agreement to complete the required information,

1f you have any questions, please contact your Grants Specialist or Contracts Manager for assistance or please request assistance through RAPSS
Support: rapss_help@orsp.rutgers.edu
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1.0 Project Description & Contacts
1,01 * Which office will you be working with?
# Office of Research & Sponsored Programs (ORSP)
Offica of Corporate Contracts (OCC)
Clear

Document Access Rights Definition:

1.0.7  Select team members that have READ and EDIT rights:
| Add
First  Last Parent Organizaon

Name  Name I Name:

Rosetta McCamery Office of Research and
Sponsored Programs

Title

Central Administration ~ Education Training  Remove
and Finance Specialist

Select team members that have READ-ONLY rights:
Add
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1.0 Proposal Description & Contacts »

Enter the names of those
Individuals that you wish to
grant READ and EDIT rights
1o your agreement.

Enter the names of those
individuals that you wish to
grant READ ONLY rights to
your agreement

Continue »>

Finish ‘4

Funding Proposal Does Not
Exist

If a funding proposal does not yet
exist:

1.

Select No in section 1.0 and
then Continue.

You will not be able to move
any further with this
Agreement.

Click Finish and create the
appropriate funding proposal.

Note: Either the Central
Office or the Unit can create
the Funding Proposal.

From the Grants tab, click
New Funding Submission
and complete the pages.

If the Central Office initiates
the proposal, be sure to Add
any proposal team members
who need Read/Edit rights.

Complete the pages. Click
Continue to move through
the pages.

Once all pages are complete,
follow the completion
instructions on the last page
of the proposal and click
Finish.

Return to the Agreement and
follow the instructions for
Funding Proposal Exists.
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Complete and Submit an Agreement
Once all of the agreement smart forms have been completed, submit the agreement for Owner Review.

Complete and Submit

v v Agreement
Save | Exit | Hide/Show Errors | Print... | JumpTo: - Completion Instructions = Finish | . .
e 1. Click Hide/Show Errors to

validate the agreement and make
any necessary corrections.

Pre-Submission

Submit for Review
w Edit Document Review H 1 Tall
ASSURANCE: . n tne Tinal page, Clic mnisn.
= 1 agree and certify that I wil abide by current University poliies on cost sharing, financial conflict of interest, inteliectual
£L Printer Version property, and the use of human subjects/vertebrate animais n research,
® | certily that the information contained on this form and within this application (s true, accurate and complete and any false, H H
Lo T T L T L LT e bl 3. Under My Current Action click

l IS View Differences ] a1 'am not aware of potential sponsor publishing restrictions or sponsor requirements for patent nghts, which are in violation

of Rutges ptces Submit for Review.

Comments (Optional)
View SmartForm Progress

4. Review the Assurance and click
OK.

5. The State of the agreement will
v move from Pre-Submission to
Owner Review.

My Current Actions

' Submit for Review

Owners: To re-route the Agreement
back to the Author/Agreement team
for further revisions, please review:
Owner Review- Agreements Quick
Reference (Page 5).

Office Review: Pending

v Changes by Author

[_W Edit Document Review ]

[ L Printer version ]

Owner Review

[WVE'H Document Review ] [EE View Differences ]

6. Author/Agreement Team: If an
Agreement has been re-routed to
you for further revisions, and all
changes have been made,
advance the agreement back to
the Owner by executing the
“Submit Changes” activity, as

shown.

[% Printer Version I View SmartForm Progress

[ & view oifferences My Current Actions

b ' Submit Changes

Submit Changes

Submit Changes to Office

The State of the agreement will move
back to Owner Review.

Executing this activity indicates that you have made ALL of the changes 36 requested.

NOTE: If you do not make all of the requested changes, please describe the ghange(s) not made and the reasons. Please
enter comments in the box below. You may also upload an attachment for ygur explanation.

Please note that failure to make requested changes may delay the reviey process.
e
Comments here_|

Attachments(optional)

There are no items to display

Cancel
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