RESEARCH SUPPORT OFFICE

Service level agreement
This Service Level Agreement sets out the services provided by the Research Support Office, which is part of Research & Enterprise Services (RES).
Our primary function is to administer all the research grants and contracts and some externally funded non-research projects for the University. Our key contacts are Principal Investigators, faculty and departmental administrators.
[bookmark: Key_objectives]   Key objectives
· Providing advice and guidance to academic staff on the costing of applications for external research funds.
· Providing advice and guidance to academic staff on the terms and conditions of researcher funders.
· Ensuring that grant and contract applications are institutionally approved prior to submission. 
· Preparing and submitting claims for research grant and contract funding to external funders. 
· Assisting in the financial administration of projects i.e. setting up internal research codes on Agresso, raising invoices, submitting financial claims to funders and closing of research grants and contracts.
· Organisation and preparation for internal and external grant audits 
· Maintaining accurate records of research grants and contracts and providing information on external research funding. 
· [bookmark: Key_outputs]Providing guidance on the above to academic members of staff.  
· Preparation for the Research Excellence Framework  
	Key Outputs
	Service Delivery targets

	Full economic costing check and RSO approval of applications for grants & contracts
	Response within 5 working days of receipt of application forms and any other necessary documentation

	Final approval to submit application to funder
	Response dependant on necessary approvals received from HoD and the Dean and also availability of Director of Finance and Vice Chancellor where their approval is also necessary.

	Review of financial aspects of research contracts prior to forwarding to Contract Officer for review
	Response within 3 working days of receipt of draft contract

	Submission of invoices and financial claims to external funders for research grants, research contracts and other externally funded contracts
	As required by the contract/grant terms and conditions.

	Financial Approval of staff appointments on 7000 codes
	Response within 5 working days of receipt of electronic staff form or hard copy staff form approved by HoD and the Dean.

	Setting up of new Agresso codes (all 7000 codes (research) and some 6000 (projects))
	As required, within 5 working days after all necessary documentation has been received

	Preparation of documentation required for grant/contract audits and arrangement of audits
	 As required


[bookmark: What_we_need]   What we need from you to meet our targets
· To receive applications for funding which need to be checked at least five days before they have to be submitted to the funder (and as early notice as possible of plans to apply). 
· pFACT costing to be completed and submitted with all applications for funding. 
· Academic staff/ departmental administrators to be prepared to provide copies of receipts, invoices, expenses claims or other information requested to enable us to provide itemised lists of expenditure as required by many funders and to have information ready for project audits. 
· Academic staff to keep timesheets for all European Commission funded projects and timesheets for all RCUK funded grants as appropriate and for any other grants if required by the funder. Timesheets should be completed monthly, signed off and forwarded to RSO if requested. 
· Meetings to be arranged for any query that may take more than 15 minutes. 
· One days notice for any meeting required.  
· Feedback from academic members of staff on the status and progress of applications and awarded contracts. 
· Feedback and assistance in chasing unpaid invoices. 
· Academics to be aware of the University's Financial Regulations and Expenses manual procedures .
Customer comments and complaints
 Complaints will be treated seriously and every effort will be made to resolve them. 
Customers are invited to contact us directly at any time with comments and suggestions about the service received.

Contact:
Yvonne Fox
Research Support Manger
Y.fox@lancaster.ac.uk


