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	Purpose and Objective:



	To identify the  process for maintaining a research award incorporating invoicing and various reporting methods.




	SOP Text




	
	Responsibility
	Activity

	1.
	Joint R&D Office


	Ensure invoices are issued to the funder in accordance with the funding agreement. Each project has different claiming procedures, which are specified by the sponsor e.g. quarterly invoices, half yearly, milestone or patient recruitment



	2.
	Joint R&D Office


	Ensure that all projects are reconcilied to the general ledger on a quarterly basis, budget sheet is updated on file and Invoice checklist signed



	3.
	Joint R&D Office


	Ensure that, were applicable, either PI or study co-ordinator is  contacted on a quarterly basis and sent a patient visit template to be completed



	4.
	PI or Co-ordinator 


	To complete any requested documentation requested by R&D Office or sponsor in a timely manner



	5.
	Joint R&D Office


	Produce monthly (College) / Quarterly (Trust)  summary of expenditure reports for Principal Investigator's for each research project they are responsible for.



	6.
	Joint R&D Office


	To inform budget holders of potential budget overspends  in a timely manner



	7.
	Joint R&D Office


	Ensure all recharges are journalled on a quarterly basis and copies of journals sent to the relevent department



	8.
	Administrator/PI


	To inform the R&D office of any changes to completion dates or budgets and check this against their monthly report



	9.
	Joint R&D Office


	Database used to generate reports on awards, which are for use as part of the budgetary control process for PI's and externally by funders as part of the process by which expenditure is periodically reclaimed from funders. 
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