Award Review from an Award Set-Up Perspective

The information below is required to set up an award account. A grant award legally obligates funds. If you have reason to negotiate or otherwise interact with the sponsor, please try to request any of the information below so as to not cause delay during the account set-up process. Based on a sponsor’s award instrument, it may not be possible to incorporate all of the following into that particular document.  In these cases, an e-mail containing the missing information is helpful for audit purposes. In addition, any contradictory terms noted should be flagged for clarification.
 
· Project period, including a specific start and end date  
· Project title (not absolutely required but helpful to understand which project an award is for)
· Sponsor name
· Sponsor financial contact person with a physical address
· If federally funded, the federal Assistance Listings (ALN) name and number.  This number is mandatory for all federal grants or cooperative agreements.  They do not exist for federal contracts. 
· If State funded, the State Identifier for use in the State Single Audit
· Total budget 
· Scope of work (either included or referenced)
· Clear evidence of whether the agreement is fixed price or reimbursable
· For fixed price agreement not paid all up front, specific dates for payment to be received (e.g., July 1, 2028 - $25,000; October 1, 2028 - $25,000, January 1, 2029 - $25,000)  OR if milestone based payments, clear milestones along with an approximate timeline for completion (e.g., $50,000 paid upon receipt of first report ~July 1, 2028; $50,000  paid upon receipt of final report ~December 1, 2028)
· For cost reimbursement agreements, invoicing frequency should be defined (e.g., monthly or quarterly, on the 15Th day of the month, etc.).  The end date to spend funds (i.e., project period end date) and the due date for a final financial report/invoice cannot be the same.   MU cannot spend funds up to a date and prepare a financial invoice/report on that same date.  A 60-day differential is preferred.  If this cannot be accommodated by the sponsor, the spending period of the award will be truncated in the account set-up process and communicated to the PI.
· Reporting requirements 
· Full execution – signatures from all parties when required
· All referenced Attachments/Appendices in their entirety, attached to the single agreement document and are clearly labeled consistently with what they are referred to in the agreement.   
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