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5.0 Award Setup As Is
5.31 ORA
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S.20

Yes

No

Obtain Request for 
Pre-award 

Spending from 
department

Update SPS with 
Fund Code (WBS) 
number, including 

parent & subs

Print Fund Code 
Notice only if 
paper file is 

required

Submit OSP pouch to 
Financial Services courier 

for delivery 
(daily – 10AM)

Award 
Acceptance

(the preceding 
process)

Prepare OSP 
Transmittal 
Document 

D.21

S.30

Email OSP, with a 
copy to the Dept. 
and ORA, stating 

package has been 
sent

S.60

Prepare OSP Award package:
1) Transmittal Document (manual) D.11

2) Award Documents
3) Copy of Proposal Information
4) Revised Budget, if applicable

In a few instances, 
Place copy of 
proposal and 

Award Documents 
in a paper file

Update SPS with 
NOA information: 

ie Restrictions

D

Retrieve Fund 
Code Notice Word 
file from GCmail 

account

Scan proposal and 
Award documents into 

PaperHost Imaging 
System

Insert supporting 
documentation 

(text only) in SPS 
record

Change SPS 
status field to: 

Awarded

A

C1

Place Award 
package(s) in Red 

OSP pouch

Is Fund Code
 (WBS) being 

requested prior 
to Award?
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