Research
Contracts/

Is the contract/
agreement a research
service agreement?

Agreements
at UNBC

A service agreement is an
agreement between two
parties (a clientand a
service provider). The
agreement includes:
deliverables, a timeline,
responsibilities and fees.

Complete a
“Web Req”

Attach the
Service
Contract

Request Form

Submit to
CSCM via
Web Req

Complete a
“Web Req”

Include the
original
contract

number in the
request

Submit to
CSCM via
Web Req

Y

All other research
contracts/agreements

New funding Agreement
(incoming funding
including subgrants to
UNBC from another
institution)

Complete a
new file in
Romeo

Attach proposal, budget
and Request for Research
Agreement Form

Submit to ORI
via Romeo

Amendment to an
Existing Agreement
(incoming funding)

Complete an
Event Form
(Amendment
Request) in
Romeo

Attach approval from sponsor/
funder of extension and/or
additional funds, as well as the
contract/agreement number of
the existing agreement. Attach a
Draft Agreement (if applicable and
if available)

Submit to ORI
via Romeo

Subaward
(funding transfers)
from an Existing
Agreement
(outgoing funding)

Complete an
Event Form
(Subaward
Request) in

Romeo

Attach the Request for
Research Agreement Form.
Attach a Draft Agreement (if
applicable and if available)

Submit to ORI
via Romeo

Agreements with no
affiliated monetary transfer
(MOU, NDA, Research
Collaboration
Agreement, etc.)

Complete the Request for
Research Agreement
Form. Attach a Draft

Agreement (if applicable

and if available)

Submit to ORI via
researchcontracts@unbc.ca
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