
30 days before 
anticipated engagement

PI notifies DBA to initiate 
agreement

15 days before
 commencement 

Agreement is routed to PI & 
Contractor for review and signatures

10 days before commencement 

DBA creates online requisition and 
routes to OCG

Is info 
on

requisition complete?

Is 
Contractor approved in 

award’s budget?

(Upon completion of review)

Generate PO for encumbrances 
and notify the DBA

Invoice and Deliverables 
submitted to PI for inspection 

& approval

Create PO voucher to pay 
Contractor

 route to Sponsor 
for prior approval

Contract value over 
$50K?

Sponsor Approved?

up to 14 days
Route to Provost for review 

and approval

Provost Approved

Sponsored Contractual 

Agreement

STOP

STOP

YES

YES

NO

NO

YES YES

NO
NO

YES

NO
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