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Module 6: Grant and Contract Administration
Introduction
Winning a research grant or contract gives you a real buzz! Your hard work, careful planning, and
persuasive writing have convinced the funding body that your research proposal is significant, innovative,
and achievable – and most important of all, fundable. Your Head of School is delighted, your colleagues will
help you celebrate your success, and your partner may even forgive you for all the hours he or she was
ignored while you wrote your proposal. Now the real challenge begins: how to achieve your stated
outcomes and manage the administration of your grant or contract.
Whether you have been awarded a small seeding grant by your employing institution, or have been awarded
a large collaborative grant or contract that involves several stakeholders, as the firstnamed Chief (CI) or
Principal Investigator (PI) on the grant or contract there will be fundamental administrative requirements
you’ll need to address. This can be frustrating when all you want to do is concentrate on your research,
but you are accountable for the money you’ve been awarded, so a clear understanding of your
responsibilities is necessary.
This module has been designed to inform you about important aspects of administering a research grant or
contract, things for which you, as firstnamed CI/PI, are responsible. Your institution has a Research Office,
through which you submitted your application for funding. The Research Office is responsible, at the
institutional level, for ensuring the university complies with its contractual obligations to the funding body,
but it is the firstnamed CI/PI who is responsible for the daytoday management of the project, whether
it’s a research grant or research contract.
Some topics in this module are covered more comprehensively in other modules and are included
here to remind you of the importance of taking action on those issues. There will either be a link to
the other module or identical material has been included. If you have covered the material in other
modules there is no need to repeat it here. Please note that some material in this module covers
similar ground to topics in Module 2 (Commencement and Collaboration).
This module comprises online learning material and a workshop.
You are expected to devote time to reading the online material and carrying out compulsory
activities before attending the workshop. This module should take less than 2.5 hours to read and
you may need to devote up to another 1.5 hours to carry out the compulsory activities.
The workshop is based on the assumption that you have completed the reading and carried out the
compulsory activities.

Aims
The aims of this module are to:
Inform you about your obligations and responsibilities as the firstnamed CI/PI of a research grant or
research contract;
Provide practical advice on how to manage research grants and contracts;
Give you an overview of the legalities and structure of research contracts;
Help you to think strategically about how to schedule tasks and outcomes for your new project while
accommodating all the other activities in which you are involved.

Learning outcomes
After completing this module (and the topics from other modules from the program that are referred to) you
should be able to:
Review a funding agreement or draft research contract and identify key issues that relate to the
administration of your project;
Make strategic decisions about how to optimise your research outcomes within the constraints of time
and funding limits;
Identify personnel issues that have the potential to impact on the progress of your project;
Design a plan for the management of your project that includes the preparation of a schedule of
timelines, tasks, and outcomes for everyone involved in the project.
Identify sections in your institution that can assist in the administration of your research.

Content overview
The module comprises the following topics:
1. Administration of research grants

1.1 The nature of research grants
1.2 Managing the research grant
2. Administration of research contracts
2.1 The nature of research contracts
2.2 Managing the research contract
3. Project time management
At your University
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Accessing the module material
Now that you have read the module introduction you can access and navigate your way through the
module content via the Module 6 Organiser link in the navigation bar at the top left of this page or in the
bar below.
If you wish to print this page you can generate a pdf file via this printer icon [
]. A pdf file for each
topic in this module can be generated using the printer icon to the left of each topic title on the Organiser
page.
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Module 6: Grant and Contract Administration
Topic 1: Administration of research grants
You don’t have to grapple with the administration of your research grant alone. Your institution employs
administrative personnel in the Research Office, the Legal Office, the Human Resources Division, and in the
Central Finance Division, all of whom can help you. Your faculty, school, and department also employ
support staff who are knowledgeable about your institution’s administrative processes. However, as a grant
holder you need to be aware of your responsibilities and obligations, and this section is designed to do just
that by giving you an overview of the processes involved in administering a research grant.

Learning outcomes
After completing this topic (and the topics in other modules referred to) you should be able to:
Identify the common characteristics of research grants
Know where to find the written expectations of funding bodies
Differentiate between ‘oneline’ and ‘prescribed’ budgets
Identify items in project documents that establish the framework of your project management plan
Prioritise and address issues that have the potential to impact on project goals
Determine whether your project requires ethical or biosafety clearances
Take steps to ensure that obtaining ethical or biosafety clearances do not delay the commencement of
your project
Recognise and resolve issues that impact on your project budget
Recruit personnel with relevant skills to work on your project
Understand the importance of meeting reporting expectations
Manage student involvement in your project
Initiate the training of postdoctoral researchers through the delegation of project tasks and
responsibilities
Develop a system for maintaining project records
Identify the optimal strategy for managing changes to your project.

Topic Content
Read the following notes:
1.1 The nature of research grants
1.1.1 Common features of research grants
1.1.2 Funding bodies and their expectations
1.2 Managing the research grant
1.2.1 Key documents guiding the management of your grant
1.2.2 Researcher/project goals
1.2.3 Ethical and biosafety clearances
1.2.4 Managing your budget
1.2.5 Personnel
1.2.6 Financial reports
1.2.7 Project reports
1.2.8 Accountability and transparency
1.2.9 Modification of grant

Activities
All the activities for this topic are embedded in the subtopic pages.

At your University

Additional activities
In some of the sections in this module you will find some material listed under the heading “Additional
Activities”. Engaging with this material is optional. However, if you wish to gain a deeper understanding of
the topic you may find this material useful.
Researchers will find the following publications provide helpful advice in the area of grant and contract
management:
Allen, David. (2001). Getting Things Done: The art of stressfree productivity. New York: Penguin
Books.
Making the Right Moves: A practical guide to scientific management for postdocs and new faculty
(2006). Howard Hughes Medical Institute and the Burroughs Wellcome Fund. Based on courses held in
2002 and 2005 by the Burroughs Wellcome Fund and HHMI, this book is a collection of practical advice
and experiences from seasoned biomedical investigators. Available online at:
http://www.hhmi.org/resources/labmanagement/moves.html
< Organiser >
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Module 6: Grant and Contract Administration
1.1 The nature of research grants
1.1.1 Common features of research grants
Please note: if you have held research grants as a CI you will be familiar with information in this
topic and can move to the next topic
You will find that all research grants have some characteristics in common. Whether you have been
awarded a small seeding grant by your institution, or you have won a large competitive research grant as a
result of your application to an external funding agency, your grant will have the following features:
Offer and acceptance. If you are successful in obtaining a research grant, the funding body will provide
you with a letter of offer. Typically the letter will be addressed to the administering institution, who will
be asked to forward it to the firstnamed CI/PI. The letter will refer to the funding application, and will
include the project title and the amount awarded. In some instances the letter will be in duplicate and
the institution will be asked to sign and return one copy signifying acceptance. As firstnamed CI/PI,
you must advise your Research Office if you wish to accept the award. (There may be instances when
you do not wish to accept the grant, and such a scenario is covered under Topic 2: Managing the
research grant.) Once you have advised your Research Office that you wish to accept the grant, the
Office will send a formal letter of acceptance to the funding body. On receipt of the notification of
acceptance, the funding body will forward a funding agreement or similar to the institution for signature.
Funding agreement. The agreement to fund your research will be a legal document which, once signed
by the institution and the funding body, places contractual obligations on all parties to the agreement.
Large national and international funding bodies usually have standard funding agreements containing
clauses that have been developed, tried, and tested over many years, and individual institutions have
little opportunity to request any changes. Smaller organisations may ask institutions to sign Conditions
of Award, or may set out the conditions of acceptance in their Letter of Offer. Institutions will take all
necessary steps to protect themselves and their researchers from the imposition of unreasonable
conditions, and their inhouse lawyers will review all agreements prior to execution. Where necessary,
the lawyers will negotiate with the funding body to safeguard the institution’s and the researcher’s
interests. The funding agreement will cover issues relating to the term of the agreement and the period
of funding, the use of project funds, specified personnel, conduct of the research, intellectual property,
confidentiality, indemnity, insurance, financial acquittal, and reporting requirements. The Table of
Clauses at the commencement of an agreement lists the items covered in the agreement.
Specified personnel and their responsibilities. Your funding application will list the names of one or more
investigators. All research grants must have at least one named investigator who is either an employee
of the institution, or who holds a formal honorary position with the institution. It is the firstnamed
investigator, usually styled Chief Investigator (CI) or Principal Investigator (PI) who will be responsible
for the conduct of the research project. Where additional investigators have been named on the
application, it is expected they will fulfill the roles and responsibilities detailed in the proposal
description.
Period and level of funding. All research grants will specify the amount of money awarded to the
institution for the project. In addition, the funding body will specify the commencement date of the
project and the period for which funding is provided. The commencement date may coincide with the
beginning of the calendar or financial year, or may be dependent upon execution of a funding
agreement. In some instances funding bodies will nominate a date after which it will no longer be
possible to commence the project.
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Module 6: Grant and Contract Administration
1.1 The nature of research grants
1.1.2 Funding bodies and their expectations
Funding bodies. Research grants are provided to researchers by a variety of funding agencies, typically on a
competitive basis, to conduct basic, strategic, or applied research across a range of disciplines. For example, the
Australian Research Council (ARC) funds research across the following interdisciplinary groupings: Biological
Sciences and Biotechnology; Engineering and Environmental Science; Humanities and Creative Arts; Mathematics,
Information and Communication Sciences; Physics, Chemistry and Geoscience; and Social, Behavioural and
Economic Sciences. The National Health & Medical Research Council (NHMRC) funds research in all areas of human
health and wellbeing. These are the two major Commonwealth funding schemes, but research is also supported
by, for example, state and local governments, industry bodies, medical research foundations, and philanthropic
bodies. Increasingly, Australian researchers are accessing funds from international agencies, either directly or in
collaboration with their international colleagues. Each institution provides information about research funding
opportunities and you need to contact your Research Office to access this information.
Before discussing the expectations of research funding bodies, it is important to consider the Australian
Competitive Grants Register (ACGR). The ACGR lists qualifying, nationally competitive research schemes. The
income (research grants) that universities receive from schemes listed on the ACGR drives the allocation of over
$200 million of Research Infrastructure Block Grants (RIBG) annually, based on an average of the two most recent
years’ data collected through the Higher Education Research Data Collection (HERDC).
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Expectations. As an employee of an Australian university, the agreement to fund your research will be between the
funding body and your employer, and your research grant will be administered by your institution. Agreements are
not entered into between funding bodies and individual researchers because individual researchers are not in a
position to comply with many of the contractual obligations – for example, requirements relating to indemnity and
insurance. It is the university, therefore, that agrees to comply with the terms of the agreement and, in turn, the
university establishes administrative processes to ensure that the firstnamed CI/PI conducts the project in such a
way that the university is able to meet its obligations.
The expectations of funding bodies can be summarised as follows:
That the project will commence on a specified date and will be performed within the specified period of funding.
That the firstnamed CI/PI on the funding application will lead and coordinate the project. Any changes to lead
or other named personnel will require the approval of the funding body.
That, if applicable, research will not be allowed to commence until relevant ethical clearances have been
obtained.
That the description, aims, and research plan of the project will not vary substantially from the proposal
described in the funding application. Any variation will require the approval of the funding body.
That the project funds will be spent in accordance with the approved project budget. Any variation will require
the approval of the funding body.
That financial and project reports will be provided to the funding body in accordance with the funding
agreement.
That the institution will provide the assistance, facilities, and services necessary to carry out the project.
That the institution will comply with all the requirements of the funding body in relation to the conduct of the
project.

Additional Activities
The common case study, Safeguarding the Murray–Darling, has been developed around an application to the
Australian Research Council (ARC) Linkage Projects (LP) scheme. Using the link below, access the most recent
LP Funding Agreement on the ARC website and read Clause 4, Term of Agreement and Funding Period, and
Clause 5, Payment of Funding, to familiarise yourself with the conditions that the parties involved in the
Safeguarding the Murray–Darling project will have to comply with.
http://www.arc.gov.au/ncgp/lp/lp_fundingagreement.htm
Go to the web site of the Department of Department of Industry, Innovation, Science, Research and Tertiary
Education at
(http://www.innovation.gov.au/Research/ResearchBlockGrants/Pages/AustralianCompetitiveGrantsRegister.aspx)
and find out which schemes are listed on the Australian Competitive Grants Register.
Go the DEEWR website at
http://www.deewr.gov.au/HigherEducation/Publications/HEStatistics/Pages/HEStatisticsCollection.aspx and

read the information provided by the department about the Higher Education Data Collection.
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.1 Key documents guiding the management of your grant
There are two key documents that guide the management of your research grant. You will use the
information contained in these documents to establish a framework for managing your project.
The proposal submitted to the funding body. The completed application form and project description
submitted to the funding body for approval will contain information about:
The investigators. The roles and responsibilities of all named investigators will have been detailed
in your application. In addition, where you have requested funds to employ project personnel or to
support postgraduate student training, you will have justified your request by describing the level
of skills required and/or training to be provided. In managing your grant you need to ensure that
all investigators and project personnel carry out the tasks assigned to them in the original
proposal.
The project timetable, methodology, and goals. You will have included a timetable in your
proposal showing how and when the various components of your research project will be
completed. This will form the basis of the schedule of tasks and timelines that you will establish to
manage your grant. Your proposal will have set out the expected outcomes of the research
project. These, too, need to be included in your schedule of tasks and timelines.
The budget. Your budget will have detailed how much money you need and why. Project
expenditure must be in line with the items requested in your application.
Please note that there will often need to be a resubmission of the proposal depending on the level of
funding offered. If the original proposal is impossible given the level of funding offered, then it is important
to resubmit a revised project plan indicating what is achievable with the funding offered (see 1.2.2)
The funding agreement or conditions of award. The funding agreement or conditions of award set
out how the project is to be conducted. Some funding bodies advise that both the funding rules (the
application guidelines) and the funding agreement will govern the conduct of your research. In the
funding agreement you will receive advice about:
The level and duration of funding. The amount of money you have been awarded may not be the
same as that which you requested, and strategies for managing any funding shortfall are
addressed in subtopic 1.2.5 (Module 5) ‘Managing your budget’. You must work within the limits of
your budget and how you manage your expenditure must be planned from the outset. The
duration of funding will be specified in the funding agreement and you will use this information to
set the project end date.
Special conditions. Your letter of offer will specify any special conditions that attach to the grant.
For example, the ARC lists as special conditions the funds awarded for a Fellowship, Teaching
Relief, or Postgraduate Scholarship, advising that the money may not be used for any other
purpose. The NHMRC lists special conditions on the schedule to the funding agreement. In the
case of an NHMRC collaborative Strategic Award, the requirement for collaborating organisations
to enter into a multiinstitutional agreement will be listed as a special condition. Other examples
are nonstandard reporting requirements, or a specified project commencement date.
Reporting requirements.The funding agreement or conditions of award will set out the financial
and project requirements relating to your grant. You need to incorporate this information in your
management plan to ensure that you submit all reports by the due date.

Activity
If you have not done so in the past, find a copy of the Funding Agreement that covers the current project
you are working in. Look through the contents and flick through to get a sense of how the agreement is
structured. Find the section that covers the level of funding and duration, and the section that covers
reporting requirements. Discuss any questions you have with the project leader.

At your University
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.2 Researcher/project goals
As soon as you hear the good news that you have been awarded a research grant, you will need to think
carefully and strategically about how to manage the project. Project management is dealt with in a number
of other modules, particularly in Modules 1 and 2. If you have not completed these modules please
complete these topics now.
See Module 1 Research Strategy and Planning topic 4 and
Module 2 Commencement and Collaboration for further detail.
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.3 Ethical and biosafety clearances
Module 3: Conducting Research Responsibly  Protecting Yourself, Your Research, and Your University
addresses the issue of ethical clearances in Topic 3.4, Ethics clearances and committees. Read that topic,
and the associated activity, to familiarise (or remind) yourself with its content. While you are there, read
Topic 5.1 as well, Regulatory approvals.
The purpose of including the subject in this module is to remind you that you cannot commence your
project without ethical and/or biosafety clearances. Your approvals need to be current for the duration of
the project, and, as it is easy to overlook the need to update them, use an electronic calendar to record
when renewals are due.
IMPORTANT: Many publishers require proof of ethical approval and may even ask to sight it. If this cannot
be provided they will not accept your manuscript.

At your University

Additional Activities
The following are web links to the policies that impact on ethical and biosafety clearances:
National Statement on Ethical Conduct in Research Involving Humans
http://www.nhmrc.gov.au/healthethics/humanresearchethics/generalguidelinesresearch
involvinghumans
Australian Code for the Responsible Conduct of Research
http://www.nhmrc.gov.au/publications/synopses/r39syn.htm
AIATSIS – Guidelines for Ethical Research in Indigenous Studies
http://www.aiatsis.gov.au/research/docs/DraftGERISrevisionsDec2009.doc
NHMRC Australian Code of Practice for the care and use of animals for scientific purposes
http://www.nhmrc.gov.au/publications/synopses/ea16syn.htm
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.4 Managing your budget
Module 5 of the Future Research Leaders Program, ‘Financial Resource and Risk Management’, addresses
the issue of budget development and management. Complete that module or at least access the online
materials to cover the key recommendations on how to manage a research budget. The purpose of
mentioning the subject here is to remind you of the importance of getting in place a system for managing
your budget from day 1 of your project.
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.5 Personnel
Module 2, topic 5, Commencement and Collaboration, addresses the issue of recruitment of staff. Module
7, Leading and Managing People in a Research Context, addresses the issue of building and managing teams
and meeting the needs of individual researchers. Complete those modules, or at least access the online
materials to cover the key recommendations regarding managing a research budget.
The purpose of including the subject in this module is to remind you of the importance of selecting the right
people for your project and leading and managing them effectively.

At your University
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.6 Financial reports
Module 5, Financial Resource and Risk Management, addresses the issue of financial reporting. Complete
that module, or at least access the online materials to cover topic 5 that covers financial reporting
requirements.
The purpose of including the subject in this module is to remind you of the importance of meeting these
reporting requirements from day 1 of your project.
If the institution fails to provide financial reports in a timely manner, and in the format requested by the
funding body, it will be in breach of its contractual obligations and the grant will be terminated. Not only will
the funding body cease funding the research project, but it may also ask for any project funds previously
provided to be returned, irrespective of whether or not they have already been expended by the institution.

At your University
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.7 Project reports
Meeting project reporting expectations
Project reports are important documents that detail how your project is travelling. The funding agreement
will set out what type of information is required and how often reports are to be submitted. You need to be
aware that failure to provide reports may prejudice your chances of reapplying to the funding body in the
future.
Preparing a report requires you to think back over the reporting period, and, unless you have kept good
project records, it will be a difficult task to complete. Gathering together the information you need will be
made easier if you follow this simple advice:
When you read the funding agreement/conditions of award, make a checklist of the reporting
requirements.
Most funding agencies place report forms on their web sites. Look at the report form and add any
additional requirements to your checklist.
Use an electronic calendar to record the reporting dates, and set up a reminder in the calendar.
Continually update your results and keep them accessible so that they are readily available.
Keep a record of community engagement and media activities, since these can often be reported
against several grants.

Types of reports
Progress reports
The frequency with which progress reports are to be provided will be specified in the funding agreement.
The firstnamed CI/PI should plan for these events by keeping project records uptodate. The progress
report provides an opportunity for the researcher to show what has been achieved in the previous reporting
period, to document any publications arising from the project, and to set goals for the balance of the
project. Sometimes researchers might run into problems that delay the progress of the project, or the
research may develop in ways unforeseen at the commencement of the project. Anything that is affecting
your project should be covered in your progress report, and when problems arise they should be discussed
with your Research Office and with the funding body. Changes to the budget, the project, or personnel are
not dealt with in a progress report, but should be requested separately through your Research Office.
Milestone reports
Milestone reports, like progress reports, provide information on the progress of the project. If your project
is subject to the submission of milestone reports, this will be stated in the funding agreement and you will
be expected to meet specified targets within specified timelines. Milestone reporting requirements are
usually presented in the form of a schedule of reporting dates and payment dates. The submission and
approval of a scheduled milestone report is required before the next payment of research funds is made to
the institution. It is important, therefore, to familiarise yourself with the internal administrative procedures
that match milestone reporting to the generation of invoices for payment. Failure to do so leads to cash
flow issues and possible frustration. Milestone reports may require both a progress report and a financial
statement for the reporting period.
Final reports
Final reports are prepared and submitted at the conclusion of a research project. The due date for
submission may be anything up to 12 months after the project has been completed, allowing the researcher
to report on all research outcomes. Usually the report will ask you to describe the original aims of the
proposal and report on results, including publications, patents, and any possible commercialisation of the
research.

Additional Activities
For examples of various reports, log on to:
The ARC web site: http://www.arc.gov.au/applicants/reported_requirements.htm. This is the URL for
their Reporting Requirements page. You need to scroll down the page and click on “Prepare and submit a

Progress Report”. On the new page, scroll down to “Linkage Projects” in order to open an rtf version of
the report form for that scheme. (The checklist you create for this type of grant would be longer and
more detailed than for the ISL grant above.)
The Ian Potter Foundation: http://foundation.ianpotter.org.au/how_to_apply.html includes its reporting
requirements in the Conditions of Award. Click on “Grant Conditions” under the “How to Apply” section.
This report also requires a detailed income and expenditure report.
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Activity: Checklist for project reports
Use a current grant as your source of information. Read the associated funding agreement/conditions of
award and (if available) the proforma report form to create a checklist of reporting dates and
requirements.
Here is a basic format that you can adapt to fit your particular grant:
Progress/Milestone/Final Report for [name of project]
Activity to be
reported

Due date

Progress/Outcomes

Who needs to
sign off on the
report?

Date submitted

Think about how this checklist might be incorporated into your overall project management plan.
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.8 Accountability and transparency: maintaining project records
Module 3 Conducting Research Responsibly  Protecting Yourself, Your Research and Your University covers
the important issues surrounding responsible research practice and statutory and regulatory practice. It
would be useful to go to that module and read (or reread) Topic 4: Managing your research records. The
information provided below complements that of Module 3.
At the institutional level there are administrative systems and procedures in place that enable the
university to comply with its obligations to the government, to funding agencies, and to its employees. The
systems are designed to ensure accountability and transparency.
Your institution will have archiving policies covering document storage and retrieval. Please refer to them
for advice and guidance.
As a research manager you have a responsibility to maintain project records. Do you remember the pro
forma reports you looked at earlier in this Module, in the section on Project Reports? You can see how good
recordkeeping assists in report writing. It is important for you to be able to access project records quickly
and easily, and important for the institution to have access to project records if it is to fulfill its obligations
to stakeholders. Administrative staff in your school office will be able to assist with maintaining records, and
some of the documents listed below will be collected by them as a matter of course. It is preferable,
however, for you to keep copies, but if you don’t you must know where to find them.
It will help you to keep track of records if you:
Identify the type of record, the person responsible for keeping it, and where it is stored;
If you are responsible for a team or group, consider placing a list of all project documents on a shared
drive, and scan and save all documents in pdf format on the shared drive;
Arrange for the school Finance Manager to keep copies of all important records.
At a minimum you need to keep the following information:
The key documents that guide the management of your grant: the scheme funding rules, your
application, letters of offer and acceptance, the funding agreement/conditions of award, contracts,
author and IP agreements, student agreements
Ethical and biosafety applications and clearances
Information relating to the establishment of project accounts
Project management plan
Personnel records: position description, advertisement, interview notes, appointment documentation,
leave requests and approvals, annual review
Correspondence and approvals relating to any variations to the project, budget, or investigators
Financial records: orders, invoices, payment authorisations
Records relating to proof of discovery, e.g. lab books
Project data (experiments, surveys, etc.)
Reports: progress, milestone, and final
Publications, patents.
When determining which records should be retained, put yourself in the position of someone who, at short
notice and without any prior project knowledge, has to take over management of the project. What
documents and information would they need in order to do this?
Audits. A word of warning: your project might be the subject of internal or external audit. Universities
employ internal auditors who undertake random audits of research projects to ensure that both agency and
university requirements are being met. If you maintain good records you are unlikely to be in breach of any
conditions, and the audit will be a painless exercise. External audits are less common, but some funding
bodies will examine projects that they fund. The main focus of an external audit tends to be financial, but
the auditor will cover all aspects of scheme compliance.
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Activity
Selfaudit of a current grant

Consider your most recent, or current, research project. Following the template below, note down whether
you are aware of, and would be able to locate, the documents in question. Where relevant go and find
them.
Class of documents

Specifics

Grant Management

Funding rules; application;
offer & acceptance letters;
funding agreement; author
and student agreements; IP
agreements

Ethical/biosafety

Approvals (if applicable)

Project accounts
(GRL)

Account number, project
number, expenditure classes

Project management
plan

From application

Personnel records

Position descriptions;
interview notes;
appointments; leave
requests; annual reviews

Budget or personnel
variations

Change of CI or PI?

Financial records

Orders; receipts; invoices;
authorisations

Proof of discovery

Lab books; reports

Project data

Data, data, data

Milestone reports

Progress and final report

Publications &
patents

Journal, conference,
disclosure docs, etc.

Can you (or your
project leader)
locate these
documents and
note who else has
access to them?

Note any questions
you have about
where/how/why
these documents are
kept

In general terms how would you rate the document management of this project – and how well do you think
it would standup to an external audit? Use a scale of 0–5, with 0 being very poor document management
and 5 being excellent. Briefly explain the reasons for your score.
Template for selfaudit of a current grant (Word file)
Template for selfaudit of a current grant (rtf file)
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Module 6: Grant and Contract Administration
1.2 Managing the research grant
1.2.9 Modification of grant
To be a successful research manager you need to be able to respond to the changes that are likely to
occur during the life of a research project. We have already covered the common problem of underfunding
(refer back to subtopics 1.2.2 Researcher/project goals, and 1.2.4 Managing your budget), and have seen
how this can force you to rethink your approach to the research problem and redirect funding to support
activities from which you expect to gain maximum benefit. The departure, for whatever reason, of one of
the project investigators is yet another setback that you may have to overcome.
Whenever you are faced with the need to modify your grant, always keep in mind the fact that the grant
has been awarded to the institution. Hard as it may be to accept, it is not 'your' grant; therefore if
changes need to be made, or you wish to transfer it to a new university, you need to advise your Research
Office.
It is unlikely that anyone will erect barriers to prevent you from making changes, as all stakeholders want
you to maximise the potential of the grant. The funding agency wants to see you lead the project to a
successful outcome, but you will, of course, need to provide them with a persuasive argument as to why
changes are necessary.
In all instances, when considering the extent of the changes to be made, bear in mind the skill mix of
investigators (such as when one of the team is leaving and taking crucial expertise them), and how the
project can continue into the future. As soon as you become aware that the grant requires modification,
communicate the changes to all stakeholders and keep them informed of progress. By doing this you will
minimise the time it takes for the changes to take effect.
Sometimes, but it is a rare occurrence, changes to a grant cannot be accommodated. The most likely
scenario is when the lead CI/PI on a soleinvestigator grant either retires or is made redundant as a result
of restructuring. If other researchers in the field are close to or are already at their grant limit, they may
have no capacity to take on an additional grant. In such instances, the institution will have to relinquish
the grant.
The following provides general advice on how to manage the departure of an investigator.
Departure of a named (not lead) investigator
If a named investigator on a multiinvestigator grant leaves the project, their role and responsibilities will
have to be covered either by the remaining investigators or by appointing an eligible replacement. In either
case, you must obtain approval from the funding body. The funding body will need to be convinced that a
replacement investigator is able to bring similar or comparable expertise in order to maintain the viability of
the project. If a replacement is to be appointed to the project team, the process for seeking approval
follows that outlined under the heading ‘Change of investigators’ (below), except that the request will be
for a replacement investigator, not the lead CI/PI.
Departure of the lead investigator
What happens if the lead (firstnamed) CI/PI leaves the administering institution? Remember, the grant is
awarded to the institution in the expectation that the firstnamed CI/PI will lead and coordinate the
project for the duration of the grant. That person’s knowledge, skills, expertise, and experience are
regarded as being key to the project’s success, and his or her departure will have enormous impact on the
project. It will result in one of four outcomes outlined below.
Transfer of the grant. If the lead CI/PI leaves the administering institution to take up a position with
another Australian university (or organisation considered by the funding body to be eligible to administer the
grant), he/she can apply to transfer the grant to the new institution. The transfer will be handled by the
administering institution’s Research Office in accordance with the funding body’s instructions. Transfer
instructions are usually contained in the funding agreement, but if this is not the case, the Research Office
will contact the funding body for advice. As a general rule, the following information is required by the
funding body in order to approve the transfer of a grant to a second institution:
A letter from the firstnamed CI/PI advising the reason for the request.
Written agreement to the transfer from all named investigators, collaborators, and partner organisations.
A letter from the administering institution agreeing to the transfer.
A letter from the second institution agreeing to take over administration of the grant.
A financial statement indicating the balance of funds to be transferred to the second institution.

If the firstnamed CI/PI is a sole investigator and there are no project personnel employed on the grant,
the transfer is a simple process.
If coinvestigators, project personnel, and students will remain at the first institution, an agreement must
be executed between the first and the second institutions covering the continuing management of the
project and the distribution of project funds.
Change to the order of investigators. If the firstnamed CI/PI on a multiinvestigator grant moves to a
second, eligible administering organisation, but a consensus decision is taken that administration of the
grant should remain at the first institution, the order of investigators must change. This is because a grant
is always administered by the institution that employs the firstnamed CI/PI. As a general rule, the following
information is required by the funding body in order to approve a change in the order of investigators.
A letter from the firstnamed investigator advising the reason(s) for the request.
A letter from the nominated CI/PI agreeing to take over as lead investigator.
Written agreement to the request from all named investigators, collaborators, and partner organisations.
A letter from the administering institution supporting the request and confirming the new order of
investigators.
An agreement must be executed between the administering institution and the university to which the
investigator has relocated covering his/her continuing involvement in the project and the distribution of any
project funds.
Change of investigators. If the firstnamed CI/PI departs to work overseas, or to become the employee
of an organisation that is not eligible to administer a grant, he or she will no longer be eligible to hold the
grant. (If the departure is due to retirement, the CI/PI should seek to secure a formal, honorary position at
the administering institution which, in most cases, will ensure that he or she remains eligible to hold the
grant.)
(a) Sole investigator grant
If the CI/PI is the sole investigator, the grant may have to be relinquished. However, there may be a well
qualified investigator(s) working at the administering institution, in the same research field, who could take
over the project. In this instance an application can be made to the funding body to transfer the grant to
the new investigator(s). (Read the scheme funding rules to confirm that your chosen researcher complies
with the eligibility criteria.) If the project has made good progress and is close to completion, it is worth
exploring this option. As a general rule, the following information is required by the funding body in order to
transfer a soleinvestigator grant to a new investigator(s):
A letter from the departing sole investigator advising the reason(s) for the request.
A letter from the replacement investigator(s), together with curriculum vitae and track record,
requesting approval to become an investigator on the grant.
A letter from the administering institution supporting the request.
(b) Multiinvestigator grant
Where there is more than one investigator on the project and the firstnamed CI/PI is no longer eligible to
hold the grant, approval can be sought for the role of lead investigator to be taken on by one of the
remaining investigators. Before this can happen, the institution must seek advice from the project team as
to how the project will proceed without the skills and expertise of the departing CI/PI. Sometimes the loss
can be covered by the combined expertise of the remaining investigators and other project personnel, but
usually this is not the case and an eligible replacement needs to be identified and appointed to the team.
As a general rule, the following information is required by the funding body in order to approve a new lead
CI/PI and/or a replacement investigator.
A letter from the departing investigator advising the reason(s) for the request.
A letter from one of the existing CIs/PIs seeking approval to take over as lead investigator.
A letter from the replacement investigator, together with curriculum vitae and track record, requesting
approval to become an investigator on the grant.
Written agreement to the request from all named investigators, collaborators, and partner organisations.
A letter from the administering institution supporting the request.
Depending on the scheme, it may be possible for the departing researcher to change his/her status to that
of a Partner Investigator. You need to refer to the scheme funding rules and funding agreement/conditions
of award to see if this is possible.
Relinquishment of grant. If none of the above solutions are available, regrettably the grant will have to
be relinquished. Advise the funding body and provide them with a final report and a statement of financial
acquittal.

Activity
Case study: Professor Stupendous wins a Laureate Fellowship (this is an extension of the
Safeguarding the Murray–Darling case study)
Halfway through the ARC Linkage – Projects grant, the lead investigator, Professor Stupendous, is delighted
to learn that his application for a prestigious ARC Laureate Fellowship has been successful. The application
was lodged through a different university, i.e. not the university administering Safeguarding the Murray–
Darling Basin. After the initial euphoria, he realises that he needs to reassess how his changed
circumstances will affect the management of this large project. Should he apply to take the grant with him?
The grant employs a number of postdocs, technical staff, and research assistants, as well as providing
training to several PhD students. (He is principal supervisor of one of the students – will this be a problem?)
He must consider what is best for the project, and he must make sure his Partner Organisations agree with
the decisions he makes. He has to consider:

Will his changed status have any impact on the budget? His current institution is providing inkind
support to the project, beyond Professor Stupendous's salary component. In particular, the university
has agreed to provide the services of a statistician. If he moves his grant to the second university, will
the current university continue to support the project in this way?
His relocation means that he will no longer be in the same regional area as most of the researchers or
the major Partner Organisation, Cozinca. How will this affect the overall management of the project?
If any of the Partner Organisations are unhappy with the proposed changes, would they want to
withdraw support from the project?
What would you do if you were Professor Stupendous? Make some notes on what you think his strategy
should be and bring them to the workshop.
Read the commentary on these questions:
Professor Stupendous wins a Laureate Fellowship: Case study explanation/commentary.
The ARC Linkage – Projects provides advice in the Funding Agreement about the mechanics of changing
personnel or transferring a grant to a second institution. Refer to Clauses 15 and 16. The Agreement can be
accessed online at: http://www.arc.gov.au/pdf/LP11_fundingagreement.pdf
He must first decide whether he should remain as firstnamed investigator, taking the grant with him to his
new institution, or whether the best interests of the project would be served by reversing roles with
Professor Prolific, currently secondnamed investigator. In this way the project would remain at the current
institution.
The decisions that need to me made about the future of the project must include all stakeholders – that is,
the ARC and all signatories to the Partner Organisation Agreement. Professor Stupendous's first action
should be to meet and discuss all options with his research team and representatives of his Partner
Organisations, remembering to keep the Research Office advised of the outcome of the meeting.
If the grant is to be transferred, then a new Partner Organisation Agreement must be entered into by all
parties, with the agreement of the ARC and the current institution. If the grant remains at the current
institution, then Professor Stupendous's new university will need to become a party to the original
agreement.
If a Partner Organisation were to withdraw its support from the project, under the Funding Agreement with
the ARC the administering institution must find a replacement. If they cannot find another organisation
willing to fund the grant to the same level, then the university is in breach of its agreement with the ARC,
and the ARC may terminate the grant.
To summarise, when the lead CI/PI moves to a new institution a grant will require modification. Make sure
you understand the university's contractual obligations, apprise all stakeholders of the potential impact on
the grant, and seek advice from the Research Office. Don't delay! Act as soon as you can so that the
project does not lose momentum.
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returns you to the first page for this topic, so you can review the topic as a whole and complete
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Module 6: Grant and Contract Administration
Topic 2: Administration of research contracts
You may enter into a research contract as a result of applying for a research grant (for example, an ARC
Linkage Projects grant scheme). In this scheme, the researcher applies to the ARC for research funds, and
partner organisations pledge to provide matching funds if the application is successful. When the grant is
awarded, the institution signs a funding agreement with the ARC and also enters into a research contract
with the partner organisation(s). The funding agreement covers Commonwealth support for the project and
the research contract covers the funds provided by the partner organisation(s).
When you apply for a research grant you respond to an advertised call for the submission of research
proposals. Your application is assessed by a panel and/or individual experts nominated by the funding body,
and it is ranked against all the other applications. Only a small number of grants are awarded as the
process is highly competitive.
When you enter into a research contract it is likely to be the result of direct contact. Universities promote
the expertise and successes of their researchers, which attracts organisations to seek their services. It is
the researcher, or research team’s reputation, that prompts the organisation to engage them, so although
not competitive in the sense of applying for a grant, you still have to be highly competitive to attract
research contracts. Research contracts are not always the result of direct contact, but can be the result
of applying successfully to a call for tenders.
Although there are similarities in administering research grants and research contracts so far as ethical and
biosafety clearances, budgets, project personnel, and accountability and transparency are concerned, the
relationship between you and the company funding your research will in the latter case be closer and of a
more collaborative nature. From the outset you probably will have had facetoface contact with their
representatives: you will have discussed the initial research problem, worked with your respective lawyers
to negotiate a contract, and you will continue to interact with them as the project unfolds. Communication,
therefore, has been and will continue to be a key element in managing your project. In the section on
managing the research contract, we will look at the importance of communication and managing mutual
understanding, the relationship between milestones and money, and balancing desired academic outcomes
with project deliverables.

Learning outcomes
After completing this topic you should be able to:
Identify whether any work you are asked to perform complies with the definition of consulting or the
definition of research.
Provide your lawyer with information relevant to the review or creation of a research contract.
Develop strategies for initiating and maintaining communication with project stakeholders.
Initiate discussions with your funder about incorporating flexibility into financial and milestone
requirements, and into the reporting of outcomes.

Topic content
2.1 Nature of research contracts
2.1.1 Difference between consulting and engaging in research
2.1.2 Structure of a research contract
2.2 Managing a research contract
2.2.1 Communication and managing mutual understanding
2.2.2 Milestones and money
2.2.3 Deliverables: reports versus publications
2.2.4 Other issues identical to managing research grants

Additional Reading/Activities
Researchers will find the following publications provide helpful advice in the area of grant and contract
management:
Allen, David. (2001). Getting Things Done: The art of stressfree productivity. New York: Penguin Books
Making the Right Moves: A practical guide to scientific management for postdocs and new faculty.

(2006) Howard Hughes Medical Institute and the Burroughs Wellcome Fund. Based on courses held in
2002 and 2005 by the Burroughs Wellcome Fund and HHMI, this book is a collection of practical advice
and experiences from seasoned biomedical investigators. Available online at:
http://www.hhmi.org/resources/labmanagement/moves.html
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Module 6: Grant and Contract Administration
2.1 Nature of research contracts
2.1.1 Difference between consulting and engaging in research
As an expert in your field, you will be asked to apply your knowledge and expertise to solve problems. When
you are approached by an organisation to enter into a ‘research’ contract, you need to be able to identify
whether you are being asked to provide a consultancy service, or to engage in genuine research.
If you use preexisting knowledge and IP, and there is no expectation that new knowledge will be
generated, you are not engaged in ‘research’ as defined by the Department of Education, Science and
Training (now DIISRTE). You are providing a consultancy service and you will enter into a consultancy
agreement. Fees earned through consultancies are not counted as research income and are not taken into
consideration in the formula used by DIISRTE to allocate research funds to universities.
In order to meet the DIISRTE definition of research, the subject of the project must involve creative and/or
investigative work that will increase the stock of knowledge.
Note: the difference between consulting and research is really only an internal university problem affecting
the way they report their income. It is of no consequence to the organisation funding the project. An
example of how one project might incorporate both consultancy and research would be one that involves
the sequencing of a gene (consultancy) and interpreting the results (research).
Fees earned through consultancies are not counted as research income and are not taken into
consideration in the formula used by DIISRTE to allocate research funds to universities.

Definition of consulting
Successful completion requires the application of professional skills and experience and the application
of preexisting knowledge and intellectual property.
The outcomes are fundamentally predictable.
At the time when the agreement is made, there is no expectation that new knowledge suitable for
publication will be generated.
The project does not require extensive use of university resources or laboratory facilities.
Projects involving the routine, smallscale testing of products and processes will generally be classified
as consulting projects.

Definition of research from DIISRTE 2011 HERDC Specifications
Research and experimental development comprises:
creative work undertaken on a systematic basis in order to increase the stock of knowledge, including
knowledge of humanity, culture, and society, and the use of this stock of knowledge to devise new
applications (OECD, 2002, Frascati Manual: Proposed Standard Practice for Surveys on Research and
Experimental Development, OECD: Paris);
any activity classified as research that is characterised by originality; it should have investigation as a
primary objective and should have the potential to produce results that are sufficiently general for
humanity's stock of knowledge (theoretical and/or practical) to be recognisably increased. Most higher
education research work would qualify as research.
Research includes pure basic research, strategic basic research, applied research, and experimental
development.
Activities that support research and therefore meet the definition of research are:
provision of professional, technical, administrative or clerical support, and/or assistance to staff directly
engaged in research and experimental development;
management of staff who are either directly engaged in research and experimental development or are
providing professional, technical, or clerical support or assistance to those staff;
activities of students undertaking postgraduate research courses;
development of postgraduate research courses; and
supervision of students undertaking postgraduate research courses.
Activities that do not support research may include:
preparation for teaching;
scientific and technical information services;
general purpose or routine data collection;
standardisation and routine testing;

feasibility studies (except into research and experimental development projects);
specialised routine medical care;
commercial, legal, and administrative aspects of patenting, copyright, or licensing activities;
routine computer programming, systems work, or software maintenance (research and experimental
development into applications software, new programming languages, and new operating systems would
normally meet the definition of research).
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Module 6: Grant and Contract Administration
2.1 Nature of research contracts
2.1.2 Structure of a research contract
(The information in this section is based on ‘Contracts Issues for Non Lawyers’ by Kerrin Anderson and
Tania Kearsley, Francis Abourizk Lightowlers, Commercial & Technology Lawyers, 300 Adelaide Street,
Brisbane, for an Australian Tertiary Education Managers (ATEM) training program. Please contact the
authors if you want a copy.)
A word of warning: if you are entering into a research contract with an international organisation there will
probably be significant delays during the negotiating period. This, together with fluctuating exchange rates,
can have an enormous impact on your budget. As far as possible, build a financial buffer into the budget. It
is a good idea to seek advice from a colleague who has experience negotiating and working with
international organisations.
Research contracts are designed to protect all parties involved in a research project: the investigators, any
collaborators, and the organisation funding the project. Contracts generally follow a basic pattern or
structure, commencing with:
The date of the agreement;
the names of the contracting parties;
the project title; and
the background.
This preliminary information is followed by the main body of the agreement, which covers the conduct of
the project, the obligations of the contracting parties, and the expected outcomes. As a guide, the
content of a typical agreement will include information under the headings listed below.
Whether you receive a contract from an outside body or you are required to provide a contract, your first
action will be to contact your university’s legal office for advice. One of the most important aspects of
getting a contract processed quickly is to ensure that the person who is required to either review or draft
the contract is given sufficient information to allow them to determine whether the contract properly
reflects the intentions of all parties. Contracts cannot be considered in a vacuum. The advice provided to
you by the lawyer is based on the instructions he/she receives. You must give sufficient background
information so that the terms of the contract can either be drafted or checked against the detail of the
arrangements.
If possible, try to avoid using the contracting party's standard contract as such contracts are usually one
sided, drafted for commercial entities (not universities), and will require significant negotiation.
(a) What the lawyers need to know
For the purposes of reviewing or drafting a legal document, the lawyer will need the following information:
Project title
Background: the reason for entering into the contract.
Scope of work: a description of what is required.
Methodology: a description of how the work will be carried out.
Parties to the contract. A contract with a university must have the name of the university as the
contracting party, not the name of the department, school, or faculty that will be undertaking the work.
University departments, schools, and faculties are not recognised by the law as legal entities. The
contracting body is, therefore, The University of X. Alternatively, if you want to identify the school or
department undertaking the work then you could express it as The University of X acting through the
School of Social Work. For all university contracts it is very important that the staff member undertaking
the work is not personally named as the contracting party. The following should be avoided: Associate
Professor Jill Jones, Faculty of Law, University of X. As a person over the age of 18, the staff member is
capable of signing a legally binding contract but it means they are assuming personal liability for the
performance of the contract terms. Generally individuals do not carry the relevant insurance to cover
themselves for these types of liabilities.
Specified personnel. Provide the names of all investigators and collaborators associated with the
project. Unlike in some sectors, collaboration on projects with one’s peers is widely encouraged within
an academic environment. If those peers are within the same institution then this presents no
difficulties legally. However, if the collaborators come from different universities or other organisations,
such as CSIRO or a hospital, this does present legal problems. If the organisation that employs these
people is not a party to the contract then the collaborator is not bound to observe the terms of the
contract.
This raises a number of issues:

Confidentiality: you cannot disclose confidential information to them. If you do it may be a breach
of the agreement.
Breaches by collaborators: the university has no way of enforcing the collaborator’s obligations to
carry out specific parts of the contract, or to provide the results, or to maintain confidentiality.
Payments: The collaborator, on the other hand, may not be able to enforce the requirement to be
paid for the work done. Legally, therefore, the way to deal with collaborations is either to have
the other institution sign the primary contract or to arrange for a subcontract between your
institution and the collaborator's institution. The latter is usually the simplest method and can
often be done relatively easily by way of exchange of letters. However, there are two important
issues to consider in arranging a subcontract: (1) Does the primary contract allow you to enter
into subcontracts? It is often standard to include in contracts a provision that prevents
subcontract without consent. Therefore it is important to ensure that, if collaborators are
involved, this provision is either removed or the consent is acknowledged within the contract
itself. (2) There is an issue of timing: you don't want the primary contract signed first only to find
you cannot conclude the subcontract. Similarly, you don't want to bind yourself to the payment
obligations under the subcontract until you know the money is committed under the primary
contract. Therefore, ideally, these contracts should be negotiated and signed simultaneously.
Term of the agreement. The term of the agreement will be the duration of the research project.
Commencement and completion dates. Unless otherwise determined, the commencement date will
usually be the date of final execution of the agreement (i.e., the date on which the final signature is
obtained). The completion date will be determined by the duration of the project.
Project funds. The cost of the project services, plus GST. When costing your project you should refer
to any relevant university policies on charging of overheads (also known as infrastructure costs or
indirect costs). Also note that if your contract does not include a requirement for the payment of the
GST in addition to the project amount, then 1/11th of your project amount will be deducted and
remitted to the ATO in GST payment. Research contracts drafted by outside bodies may have specific
financial reporting requirements that need to be carefully considered before the contract is signed. For
example, the university may direct that only certified financial statements will be provided in response
to contract reporting requirements, but the requirement of the contracting party may be for externally
audited financial statements.
Allowances and costs. Specific items that can be recovered from the contracting party in addition to
the agreed cost of the project services. Build in a degree of flexibility to cover, for example, a steep and
unforeseen rise in the cost of consumables.
Purchase of and use of assets and access to facilities. Will equipment be purchased using project
funds? If so, who will own the asset(s)? Will you require access to collaborators’ or the contracting
party’s assets and/or premises. If so, what if any conditions will apply?
Project milestones and desired outcomes. Project milestones are usually set out in the form of a
schedule under the headings: milestone, due date, details. Milestone dates are often expressed as
‘commencement plus X months’, but a specific date may be set for the achievement of each milestone.
The desired research outcomes may be included in the schedule, or detailed separately.
Reports. The format and frequency of reports must be agreed. Reports are usually linked to milestones.
Primary contacts for notices, and address for notices. You need to provide the names of contact
persons for project matters (usually the firstnamed investigator or team leader), intellectual property
and legal matters (the university’s legal officer), and contract administration (your university’s research
office). The contracting party must also provide the name of a contact person. In the case of the
university, generally the address for service of notices will be its legal office.
Students. You must advise if students are to be involved. When you involve students in projects that
are subject to external contracts, you need to remember that they are not employees of the university.
Students are not bound, in the way employees are, by the obligations taken on by the university under
the contract. Therefore if you need to bind the student, which will usually be the case where there are
intellectual property and confidentiality obligations, there needs to be some additional arrangement
between the university and the student. The form of this additional arrangement may vary from
institution to institution. Some institutions make it a condition of enrolment, while others require a
separate legal agreement to be entered into on a casebycase basis.
Confidentiality and publications. One of the most significant issues for researchers, academics, and
students alike is the ability to publish the results of their work in order to enhance their reputation and
improve their career outlooks. This is equally important for the university. Therefore this should be
drawn to the attention of the contracting party at the earliest possible time, as the contracting party’s
confidentiality requirements may need to be tempered by the recognition of a right to publish. This is
particularly the case with students, where a guaranteed right of publication of his/her thesis is usually
mandatory. Unlimited discretionary clauses which allow publication only on approval should be viewed
with extreme caution, as they do not actually guarantee a right of publication. The preferred position is
to negotiate a mechanism whereby the contracting party has an opportunity to review publications
before submission and to ask that the publication be withheld for a period of time to allow them to take
steps necessary to protect their interests.
Intellectual Property (IP). The protection of IP is important to the researcher and the university. (If
retention of IP is not an issue for the researcher, they must instruct the lawyer accordingly, otherwise
the lawyer will argue to retain IP.)
Background Intellectual Property (BIP). Any project that builds on preexisting work has the
potential to involve BIP. An effort should be made to identify whether BIP is involved. Where there
is BIP and it belongs to the university, you need to ensure that it is not subject to any obligations
under previous project contracts. Where the BIP belongs to another institution or entity, you need
to make sure you have appropriate permissions and that the terms of the contract are consistent
with those permissions.
Ownership of IP. Make sure that you are aware of the university's requirements regarding the
ownership of IP. It is not ideal for the contracting party to own the IP unless the research is fully
costed (including a profit margin) and it is discrete – i.e., it is not the subject of an ongoing
research program. Joint ownership creates too many legal issues and can result in the IP being left

underutilised due to a failure of the joint owners to agree on how to deal with it.
From a university’s perspective, the best position is for the university to own the IP and to share
control by way of licensing. The reasons for this are that ownership of the IP:
locks the university into further research opportunities relating to the IP in the future;
ensures future income;
allows the university to ensure that the IP benefits Australia and reaches the market place
if the contracting party decides in the future it no longer has an interest in the IP (for
example as a result of changing business focus);
allows the university to find other parties interested in the IP if the contracting party
becomes insolvent;
allows the university to protect its ongoing research programs and the careers of its staff
and students.
Management committee. Establish a management committee and detail its composition and functions
as part of the agreement.
(b) Other important considerations
Signing contracts. It is important to know who within the university is authorised to sign contracts. As
a corporate body, the university must act through its employees. One of the most important things to
remember is that university contracts can only be signed by authorised university employees. You will
need to refer to your individual university's policies on signing of contracts.
Generally, in assessing who is authorised to sign university contracts, there are two categories of contracts
under consideration:
contracts where the university is purchasing goods or services from an outside party (e.g., to
purchase a photocopier);
contracts where the university is providing services to a third party (e.g., a research contract).
For the first type of contract, the university may have financial delegations that allow different persons at
different levels to sign purchase orders up to designated limits.
For the second type of contracts (no matter how trivial), there will be only one or two people authorised to
sign. Check with your internal legal office or contract services division to find out the names of your
institution’s authorised signatories.
Conduct of project  ethics approvals. All ethics approvals should be obtained BEFORE the contract is
signed because if approval is subsequently withheld the project cannot proceed and the university will
be in breach of its contractual obligations. Alternatively, the contract should include a term that the
performance of the contract is conditional upon obtaining all necessary ethics approvals.
Warranties, indemnities, and other matters.
Warranties. There should be nothing in the agreement that requires the university to warrant or
guarantee particular outcomes. Research, by its nature, is uncertain and therefore the university
cannot guarantee that the results the contracting party is seeking will be achieved.
Indemnities. There should be no liability for consequential losses between the parties. The nature
of any indemnities provided in the contract will need to be considered in the context of the
particular project and also in light of the requirements of the insurance policies held by the
university.
Insurances. Universities are large, wellfunded organisations that hold comprehensive insurance
policies. Requirements to take out individual policies for specific projects or that require the
contracting party or its interests to be noted on such insurance policies are not generally
acceptable. If the university had to do this for each project it would be a significant
administrative cost. Universities are large enough and sufficiently financially secure that these
clauses are not warranted.
Termination provision. This allows for the project to be terminated if there is a material breach of
the agreement.
Dispute resolution. This provides a mechanism to resolve disputes before resorting to court action.
Volunteers. Some projects may envisage the use of outside volunteers. It is important to remember
that volunteers are not employees of the university and should not be directed to perform work that
would normally be undertaken by university staff. Usually, volunteers are covered by the university's
public liability insurance for damage they may do to other people and property in the course of their
work for the university. However, you should confirm the extent of insurance coverage for volunteers
with your own institution. Most universities do not provide personal accident insurance for volunteers. If
this is the case in your university, you must ensure that volunteers are aware of the advantages of
having such insurance and that they are encouraged to arrange cover before commencing the project.
As volunteers are not employees of the university, the same considerations raised above in relation to
students will apply where there is an external contract, and a separate agreement should be entered
into with them.

Activity
Case Study: Why do I need to worry about all this stuff?
Sally Superstar was a young researcher with plenty going for her. She was bright, hardworking, and
passionate about her research. She was good at promoting her work and, as a result, had attracted the
attention of DodgeyBrothers.com. They could see that her expertise and knowledge in the area of
interactive software would add a whole new dimension to their online business.

Although Sally was bright and hardworking, she was also impatient and impulsive. She designed a project
that would develop cuttingedge applications, and included a request for a student stipend. The contract
was drawn up by DodgeyBrothers' lawyer and it stipulated, as one of its deliverables, completion of the PhD
project. The funding was generous. Sally didn't really understand the terms of the contract, in particular
the one relating to IP, or the restrictions on publishing, but the Dodgeys were really cool guys and she
didn't foresee any problems. She was over 18 and therefore capable of signing a legally binding document,
so that is what she did.
Nerdy Nick was delighted to take up the PhD stipend, and everything looked rosy.
One year into the 3year project and all was going well. Sally's results were excellent and she started to
write a paper for submission to a prestigious journal. She was good at communicating with DodgeyBrothers
and over a drink after a project meeting, mentioned the article she was writing. Her attention was
immediately drawn to the contract she had signed. To her horror she saw that she had agreed not to
publish her results until the project ended. This was a devastating blow to the young star who needed 'runs
on the board' to advance her career. In addition, her failure to fully understand the IP clause meant that
neither she, nor the university, owned the software IP. It belonged to DodgeyBrothers. Any hope of
commercialising her application was dashed.
The following month, Nerdy Nick decided he was bored with the project and announced that he didn't want
to pursue PhD studies any longer. (He had become a Second Life devotee and was trading successfully in
cyberspace). She tried, but failed, to get a replacement student. She was in a seriously difficult position
now: one of the project deliverables was completion of the associated PhD project. Under the contract,
she was obliged to complete the student project.
In desperation, she turned to the University Legal Office for help, at which time the full extent of her woes
became apparent when she learned that having signed the contract herself, she was personally liable for
the performance of the contract terms.
Read the commentary on this case study:
Why do I need to worry about all this stuff? – Case study explanation/commentary
It is unlikely that anyone would be as naïve as Sally Superstar, but it illustrates the type of problems that
can arise when contracts are not reviewed by a lawyer. Always seek legal advice before entering into a
research contract, and make sure the lawyer knows exactly what you expect to get from the project.
Please consider these questions.
Are there any instances when you might not wish to retain IP?
If the retention of IP was likely to be an issue, what type of advice would you be looking for from your
university’s lawyer?
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Module 6: Grant and Contract Administration
2.2 Managing a research contract
2.2.1 Communication and managing mutual understanding
(this topic also applies to research grants with multiple stakeholders and collaborators)
The importance of communication in managing a research contract cannot be overemphasised. When
communications break down problems inevitably arise, and in a worst case scenario the project can
collapse. To keep the communication channels open, not only will you have weekly meetings with your
research team, but you will also establish a schedule of regular meetings with collaborators and funders.
Communicate regularly with your team, your collaborators, and your funder. Make sure that all stakeholders
are provided with correct, consistent, and timely reports on progress. Any concerns that may arise should
be addressed immediately. You need to present yourself as a responsible, responsive, and efficient manager
– someone who inspires the confidence of the funder and the research team.
Outcomes and research methods. Research contracts can take a long time to negotiate, particularly if
there are several parties involved. Once the contract is signed, contact all parties and reconfirm the
project outcomes and the agreed methods. Initial discussions might have taken place 6 months ago,
company personnel may have changed during this period, or there may be an imprecise understanding of
the nature of the project. It is absolutely critical that from the outset there is mutual agreement about how
the research will be conducted and what is expected to be achieved. You don’t want to get half way
through the project and find that one party to the contract is at odds with the research methods, and the
disagreement causes the project to fail.
Establishing protocols and mutual understanding. Please refer to Module 2, Commencement and
Collaboration: Putting Ideas Into Practice, which addresses the issues of communication and decision
making. The information in that section is directly relevant to establishing protocols for communicating with
your funder/collaborators and the dissemination of project outcomes. If this important aspect of managing
your contract was not addressed during the early stages of negotiation, then it must be addressed before
the project commences. In a team environment, it is critical to identify and record individual expectations
at the very beginning and to establish mutual understanding of how the project will be managed (what will
be done and by whom, what resources will be available, how it will be done, and when the results are due).
Communication. Your communication style is important, in particular at the individual level. You want your
team to work well together so make sure your interactions with them are positive, emphasising how
important each person's contribution is to the whole project. Negativity from the team leader will infect the
group, dampen enthusiasm, and the project will end up becoming a chore.
Meetings. Routine is critical to keeping the project on track, therefore you need to establish a timetable of
compulsory weekly meetings for project personnel. It is a good idea, to provide focus, to set an activity for
the meeting. (Don't stifle creativity by being overly bureaucratic with team reporting requirements.) If
problems arise, they can be discussed and remedial action taken in a timely manner. In the case of a large,
collaborative project that has a management committee, make sure you hold regular committee meetings so
that all stakeholders are kept informed of activities and progress.
Action list. This should be typed up as soon as possible after the meeting and either circulated or stored
electronically where it can be accessed by everyone.
Social activities. Getting the team together informally is a good way of communicating, and of building
friendships and collaborations between researchers. Include your PhD students and support staff as well. A
regular gettogether on a Friday evening, or over lunch during the week, is easy to organise. You can often
learn as much, if not more, about what is going on at an informal gathering when everyone is relaxed!

Activity
Selfassessment of how you are managing communication and mutual understanding.
From one of the following links download a template that will guide you through the process.
Template for communication audit (Word file)
Template for communication audit (rtf file)

Communication audit
Multiinvestigator research projects face a range of challenges in establishing and maintaining good
communication, and in recognising and resolving misunderstandings. If you lead or participate in such a
team, we recommend you work through the following exercise, and then discuss the range of options for
your project with a senior researcher in your discipline who has managed a large collaborative research
project.

Communication requirements differ between disciplines and projects, and individual preferences for
communication styles also differ. Using the management of a current project and the template provided
below, carry out a selfassessment of how you manage communication and mutual understanding. Print out
your template (please feel free to add to it if there are areas that you feel should be, but haven’t been,
covered) and bring your results to the workshop for discussion.
Selfassessment of a current project: Communication and managing mutual understanding
Activity

Comment

1. Stakeholders

A project often means different things to different stakeholders.
Understanding and managing their expectations is a valuable skill

List the stakeholders in the
project

e.g., who is the funding body, coinvestigators, research team,
students, admin, public?

For each stakeholder, what do
they expect to gain from the
project and what do they expect
to contribute?

If you’re not sure, ask them

2. Responsibilities

Responsibilities can be explicit or implicit, mandated or negotiated

Who has overall responsibility for
the project?
What responsibility is devolved to
others in the project? How is it
documented?
Do you have team members who
are external to the university
(e.g., partner organisation or
industry representative)? What is
their level of involvement?
What level of responsibility do
postdocs have on your team?
How do you ensure that they have
a clear understanding of their role?
Describe the reporting mechanisms
you have in place so that you can
monitor the progress of the
project
If you have students as part of
the team, who are their
supervisors?
Describe, briefly, how you and the
cosupervisor ensure that you are
accessible to the student
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Module 6: Grant and Contract Administration
2.2 Managing a research contract
2.2.2 Milestones and money
Unlike research grants, the payment of project funds for research contracts is usually linked to the
achievement of stated milestones. Milestone dates will be scheduled in the research contract or its
appendices. Generally you will receive an upfront payment on execution of the contract, but future
payments are, as stated above, dependent on progress.
It is important to familiarise yourself with the internal administrative procedures that match milestone
reporting to the generation of invoices for payment. Failure to do so leads to cashflow issues and potential
frustration.
Timelines, focus and targets. You know from the commencement when you need to achieve your first
target, and you will build this into your research plan. You need to focus on achieving and reporting on your
targets within the agreed timeline or risk being in breach of contract. Milestone occurrences sometimes
represent ‘go’ gates or ‘nogo’ gates. In this scenario, if the milestone target is not achieved you cannot
proceed with the project, i.e., you have reached a nogo gate and the agreement will be terminated. It is
important, therefore, not to ‘oversell’ yourself: be realistic about what you can achieve and don’t set
yourself impossible targets.
Flexibility. When negotiating your contract you should aim to build in as much flexibility as possible where
both milestones and money are concerned. In the first instance, set yourself practical targets: think about
what can be achieved, realistically, within a given period and even allow for some additional leeway. Your
progress can be affected by circumstances beyond your control and an allowance for such circumstances
should be built into the contract. Similarly, make sure that where costs unavoidably run overbudget (for
example when the price of consumables rises beyond reasonable expectations), that you have the ability to
recover the additional costs.

At your University
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Module 6: Grant and Contract Administration
2.2 Managing a research contract
2.2.3 Deliverables: reports versus publications
Publications. You are well aware that publications are important to your career as an academic. It is
through your publications that you report on your discoveries, and it is your peerreviewed publications
that establish your credibility and reputation. Clearly, you need to ensure that publication is acknowledged
as an outcome of your project. But the publication of your results in an academic journal is unlikely to be a
priority for your funder.
Reports. Your funder is likely to have specific requirements as to how the results are to be reported. For
example, in the case of industry, a report might be required to encourage investment in the development of
new processes. Where government sponsored research is concerned, the results may be used to inform
policy. At the contract negotiation stage you need to discuss the type of report that you will be asked to
produce, and at the same time seek agreement for you to be allowed to publish your results in journals
appropriate to your discipline.
The balance between confidentiality and collegiality. There is potential for conflict of interest to arise
when the work you are contracted to carry out is commercially sensitive and therefore of a confidential
nature. Striking a balance between confidentiality and collegiality is a difficult call and you should seek
advice from your mentor as how best to deal with conflicting demands on your loyalty.

Activity
The common case study, Safeguarding the Murray–Darling, has been developed around an application to
the Australian Research Council (ARC) Linkage – Projects (LP) scheme. You are involved in the research
component that is supported by the Federal Minister for Climate Change and Water and clearance may be
required prior to publishing. You must publish your results in order to boost your track record, in particular
because you want to apply for a fellowship, and your track record must be outstanding for you to have any
chance of success.
Knowing in advance about this requirement allows you to instruct the university's lawyer to negotiate a
mutually acceptable compromise with the Ministry for Climate Change and Water. What argument could you
advance to protect your right to publish?
Discuss with an experienced research project leader (perhaps your mentor) the best way to approach this
conflicting situation.
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2.2 Managing a research contract
2.2.4 Other issues identical to managing research grants
The following subtopics have already been covered in the previous topic, "Administration of research
grants". They are equally relevant to the administration of research contracts. You may wish to use the
links below to review those subtopics in the context of administering research contracts. There is no need
to reengage with the activities in those subtopics.
If you do revisit these pages, you can use your browser's back button to return to this page.
Ethical and biosafety clearances
The requirement to obtain relevant clearances holds for research contracts as well. Note, however, that
all ethics approvals should be obtained before the contract is signed, because if approval is
subsequently withheld the project cannot proceed and the university will be in breach of its contractual
obligations. Alternatively, the contract should include a term that the performance of the contract is
conditional upon obtaining all necessary ethics approvals.
Managing your budget
The principles remain the same, but your income will depend upon the terms of your research contract.
Personnel
The advice provided in that section holds true for selecting, training, and managing personnel employed
under a research contract.
Financial reports
The contract the university signs on your behalf will stipulate the frequency and nature of the funder's
financial requirements. As with a research grant, you must expend and acquit funds in accordance with
the project budget and contract.
Project reports
The organisation funding your research will have included in the research contract the type of report it
requires, and the frequency with which they must be completed. If you fail to comply, the university will
be in breach of its contractual obligations and the contract might be terminated.
Accountability and transparency
It is as important to maintain good project records for contract research as it is for research grants.
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Module 6: Grant and Contract Administration
Topic 3: Project time management
You really need to get serious about this. If you cannot manage your time you won’t be able to manage
your projects effectively, and this will be reflected in your outcomes. Furthermore, if you get a reputation
for poor management, for not being able to meet project deadlines, you will find it difficult to attract new
funding.
Time and resource management are essential skills for the research manager. Module 1 and Module 2 of the
Future Research Leaders Program look at the researcher’s role in research project management generally,
and Module 5 covers financial, resource, and risk management.
Project time management is included as a topic in this module because it is critical to the successful
administration of your grant or contract. When designing a schedule that allows you to meet your project
goals and reporting requirements, you must also allow time for all the other activities in which you and your
project personnel are involved, not least of which is planning and writing applications for new grants.
The information in this section provides general advice on how to organise your own time and on how to
schedule activities and targets for your project as part of the grant/contract administration process.
It is strongly recommended that you enrol in a time management course.

Learning outcomes
After completing this topic you should be able to:
Quantify the amount of time you have available for the mix of activities in which you are involved
List and prioritise your tasks in order to manage your time effectively
Develop a template for scheduling tasks and managing project timelines.

Topic content
3.1 Managing your own time
3.2 Defining critical timelines – scheduling tasks and outcomes

At your University
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Module 6: Grant and Contract Administration
Topic 3. Project time management
3.1 Managing your own time
Managing your own time is an important first step in being able to manage a research project. In order to
manage your time you must be able to prioritise your commitments and tasks. You probably have teaching
and supervision duties, so work on your research projects and consultancies needs to be planned around
these responsibilities.
Topic 4.2 of the Settling In Module looks at time management. Complete that topic or review it if you have
completed that module.
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Module 6: Grant and Contract Administration
Topic 3. Project time management
3.2 Defining critical timelines – scheduling tasks and outcomes
There are three main phases to the time management of your project.
The planning phase
The framework. The two documents you need to refer to are: (i) your original proposal, which sets out
the investigators, the project timetable and goals, and the budget; and (ii) the funding agreement or
research contract, which determines the level and duration of funding, any special conditions, and reporting
requirements. Read the funding agreement/research contract closely. The target dates set in this document
will be the ‘skeleton’ on which you will build the body of your management plan.
Establish priorities for getting started. Estimate the time required for each activity and determine what
resources you need in order to commence the project: do you have the physical and electronic resources in
place to commence the project? Do you need to recruit personnel? Have you identified suitable students?
Identify any constraints that might affect progress.
The scheduling phase
‘Plan the work’ and ‘work the plan’. You know what has to be achieved and by when it must be done.
Now you need to map out the process, and stick to your plan. Essentially this means managing people and
activities to deliver the expected outcome (even if there is only one person, and that person is you). For
each activity:
Set a time limit for completion of the activity.
Identify what resources are needed and any budgetary limitations.
Identify who will have overall responsibility (possibly a postdoctoral researcher) and what that
responsibility entails (monitoring, reporting, budgeting).
Identify who will perform project tasks (research assistants and/or students). Set time limits for the
smaller components, detail how you want progress reported, and obtain a commitment from each
person.
Team meetings. Communicating regularly with your team is essential. Establish a timetable of compulsory
weekly meetings for project personnel at which individual team members will report on their activities. If
problems arise, they can be discussed and remedial action taken in a timely manner. In the case of a large,
collaborative project that has a management committee, make sure you hold regular committee meetings so
that all stakeholders are kept informed of activities and progress.
Minutes of Meetings. These should be typed up as soon as possible after the meeting and either
circulated or stored electronically where they can be accessed by everyone.
Staff leave entitlements and their implications. Allow for periods of leave for yourself and your project
personnel. There are some categories of leave that you simply cannot plan for, such as extended sick leave
or parental leave, but be aware that your progress will be affected if a key researcher is away for an
extended period.
Reporting against timelines. You know when reports are due and the extent of information to be
provided. Set aside sufficient time in your management plan for report writing, or you will find yourself
missing the deadline and placing your project in jeopardy.
Conference papers and publications. Establish from the outset what conferences you will attend and a
project publication target. Will you present a poster or a paper at the conference? Decide which journal(s)
you will target and check their requirements. Decide how much time each author will need and factor it into
their individual timetables.
Scheduling time for your own research. As your research career takes off, and you find yourself
managing several projects simultaneously, it will get more difficult to factor in time for your own research.
In each project management plan, make sure you schedule time for your own research. If you don’t, your
own productivity will fall behind, your research reputation will suffer, and so will your research income.
Writing applications for new grants. Most research grants and research contracts run for 3 years, and
the lead time for application and approval of a new grant is usually 1 year. Therefore, towards the end of
the second year you need to be developing your next research proposal. The due date for submission will
probably coincide with a progress/milestone report for your current grant, and the final report for a previous
one; you need sufficient time to complete all these writing tasks. Developing an application is a time

consuming task and you must plan to set aside a significant amount of time for this activity. You may find
that you are writing up to eight or nine applications each year, so you need to factor this into your overall
time management plan.
The control phase.
The control phase comprises the checks and balances you establish to ensure that the project is being
conducted in accordance with your plan, that targets/milestones/reports are on schedule and conform to
funding agreement/contract requirements, and that the cost of the research activities remains within
budget.
Monitoring task and phase completions. The only way you are going to ensure that you and your team
are meeting reporting or milestone deadlines is to set a date in your plan, say 10 days before the event is
due, to check on progress. If project personnel know you are monitoring their progress, they will be more
focused. People do what you inspect, not what you expect! Incorporate a quality system into your
monitoring activities so that you establish a culture of continuous improvement.
Integrating accountabilities for project outcomes in researcher roles. Different sections have referred
to giving specific responsibilities to project personnel, in particular to postdoctoral researchers, as this
provides valuable training. Give clear advice about your expectations and the nature and level of their
responsibility. Maintain a record of their activities and outcomes so that you can discuss their progress.
Where these activities are accompanied by financial responsibility, provide them with the necessary
guidelines, resources, and authorisation. Keep a close eye on transactions and set a schedule for the
submission of expenditure reports.
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Frequently asked questions
1. I have just heard that I have been awarded a research grant! How soon can I get hold of the
money and commence my research?
Not until the following has happened:
The university has signed an agreement with the funding body and, if relevant, any collaborators and/or
partner organisations;
You have obtained ethical and/or biosafety clearances (if applicable);
A project account has been established.
Funding bodies will also advise the date from which funds will be available. For example, you apply to the
NHMRC in March 2011 for funding in 2012 and the results are announced in October 2011. Funds will not be
available until the agreement is signed and your clearances are in place.
2. How will I know if my project requires ethics or biosafety clearance?
Your institution will have information available through the administrative section that processes clearances,
but you will need clearance in the following instances.
Research involving human participation. All research involving human participation in its many forms,
including interviews and the completion of questionnaires, requires clearance from your institution’s Human
Ethics review committee. Student projects must also be cleared before commencement.
Research involving the use of animals. All work involving the use of animals must be reviewed by an
Animal Ethics committee and no animal experimentation can take place without a current Animal Ethics
clearance.
Biosafety. Appropriate biosafety approvals must be obtained from your institution’s biosafety committee
prior to commencement of the research project, and the firstnamed CI/PI must ensure that project staff
and students are qualified, trained, and appropriately supervised. There are potential health risks in using
chemicals and biohazardous materials in the workplace, and all personnel working with such material should
be familiar with and comply with regulatory authorities and internal university requirements in this area.
3. How will I know when a project account has been set up?
You will receive advice from your Research Office or Corporate Finance Research providing details of your
research account. The daytoday administration of your account is carried out by your faculty/school
finance officer, or equivalent. The university has specific delegations of authority regarding expenditure and
payments from the account.
4. I need to appoint some project personnel. How do I go about this?
Talk to HR or the University Recruitment Unit in the first instance. They will be able to explain the policies
covering recruitment, selection, and appointment of staff. They can also provide you with the necessary
forms to complete. You will need to write a position description, and you may need to get the appointment
level classified. Decide if the position is to be advertised internally and/or externally. Following receipt of
applications, set a date for interviews and select appropriate people to sit on the interview panel. All this
takes time, added to which the person you choose may need to give at least a month’s notice. It is a good
idea, therefore, to initiate the process as soon as you know you have been successful so that the new
recruit(s) can start at the commencement of the project.
5. In the period between applying for the grant and the award, one of the investigators has left
Australia and is now working overseas. What should I do?
Advise your Research Office and refer to the funding agreement for guidance. You will probably be able to
appoint a replacement investigator, who must be approved by the funding body. The person you choose
must comply with the funding scheme eligibility criteria for investigators and have similar skills and
expertise. Subtopic 2(g) of this module, ‘Departure of lead investigator’, covers this issue in more detail.
6. I only received 60% of the funding I requested, which is just enough to cover the salary of the
postdoc who was going to do the bulk of the work. There is nothing to cover the other budget
items. Is the project still feasible?

You may need to explore other avenues of support. If you have a consultancy account you can probably
use money from there, but check your university’s policies. Investigate the possibility of collaborating with
someone working in your research area and sharing the costs. If none of these options are feasible, think of
this grant as seed funding, do one component of the original proposal (seeking approval from the funding
body) and get what publications you can out of it.
7. When will I need to provide reports? How will I know then they are due?
Reporting requirements are always detailed in funding agreements / conditions of award. When you plan the
management of your project, make sure you put these dates into the plan – plus a reminder at least 3
weeks prior.
Financial reports are handled centrally (for ARC and NHMRC), or by your school finance officer (for other
sources).
8. What is the difference between a consultancy and a research contract?
If you use preexisting knowledge and IP, and there is no expectation that new knowledge will be
generated, you are not engaged in ‘research’ as defined by DIISRTE. In order to meet the DIISRTE definition
of research, the subject of the project must involve creative and/or investigative work that will increase
the stock of knowledge.
9. Why can’t I sign my own research contracts?
Research contracts, like funding agreements for grants, are always made between the funder and the
institution. If you are over 18 you are capable of signing a legal document, but if you do so you will assume
personal liability for the performance of the contract terms. It is unlikely that you would carry the relevant
insurance to cover yourself for this type of liability. The university will have only one or two people who are
authorised to sign research contracts.
10. I will be involving students in the grant – there is at least one component that would be perfect
for a PhD, and there are other aspects that are well suited to Honours projects. What do I need to
check in the way of safeguards, etc.?
All students receiving a stipend from a research grant will be required to comply with university procedures
relating to admission, candidature, enrolment, and thesis preparation and submission. If the student is
funded by a specific scholarship, then the scholarship conditions will also apply.
Students are usually (but not always) required to enter into an agreement to protect confidential
information, and assign their IP (except copyright) to the university. This must not be a precondition to
enrolment.
In some cases, it may be appropriate for the student to become a party to a project/scholarship
agreement, or for the institution to employ the student.
Students must always be given the chance to seek independent legal advice before signing any legal
document.
Cls/PIs must always consult with the Research Office or Commercialisation Office prior to brokering
projects with sponsors that involve students.
Agreements must be drafted in such a way that minimises the university's risk in the event that the
student withdraws from their studies or the project. (Make sure the terms of the contract do not leave
you responsible for completing their PhD!)
11. I have completed my milestone and submitted a report. Why haven’t I received the money
that was to follow completion of the milestone?
You won’t receive any money until an invoice is raised by the university. Submitting a milestone report is
not sufficient in itself to trigger the next payment. It is important, therefore, to familiarise yourself with the
internal administrative procedures that match milestone reporting to the generation of invoices for
payment. Failure to do so leads to cashflow issues and potential frustration.
12. When I submitted my progress report to the funding body I sought permission for changes to
my project budget. It's now several weeks since the report was submitted and I have not heard
anything from the Research Office, through whom it was submitted. Is there a problem with this?
It is not appropriate to make such a request in your progress report, unless specified by the funding
agreement. Any changes to project budgets or project personnel must be dealt with by addressing the
specific request in a letter to the funding body. The letter will be sent via your Research Office.
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Checklist
Instructions
When you are next involved in managing a research project, you may wish to use this checklist as a quick
check reference document to confirm that you have covered all appropriate steps.
The checklist has two components:
1. A list of generic critical items that apply to the phase of a research project covered in this module;
2. An extension to that list that covers critical items particular to the your home university. (This
extension to the list may be developed as part of the Workshop.)
The Checklist is provided as a Word document for you to download and print out. Please bring it to the
Workshop.
Checklist (click on this link to download the Word file)
Checklist (click on this link to download the same file in rtf format)
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Record of completion
Your university will record your participation in whichever modules you undertake.
In order to complete each FRLP module, you are required to attend the module Workshop and to conduct a
Guided Conversation with an experienced researcher at your university.
An official Certificate of Completion will be provided to all participants who complete the entire Future
Research Leaders Program. To obtain this certificate you will need to download the Record of Completion as
you complete each of the numbered modules and obtain the necessary signatures. You will require
signatures from:
the Workshop facilitator
the experienced researcher
Keep each of these documents and when you have completed all the numbered modules send all the
Records of Completion to your university's FRLP coordinator:

For your University

The Record of Completion is provided as a Word document for you to download and print out.
Record of completion (click on this link to download the Word file)
Record of completion (if you prefer, click on this link to download the same file in rtf format)
You are required to conduct a guided conversation with an approved experienced researcher. You must
provide this person with:
the web address of the FRLP
the name of the module you intend to discuss with them
the access login and password you were given (to enable them to familiarise themselves with the
material if they so wish)
A copy of the Record of Completion
For the purposes of this module a person designated as an 'experienced researcher' is a researcher
experienced in dealing with research grants and contracts.
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