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5.0 Award Setup As Is
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No

Yes

Update SPS with 
parent Fund Code 

(WBS) number

Place paper copy  
in Award file

Key SPS # into database 
to generate report -

Information summary

A

Place Award 
package(s) in 

Yellow OSP pouch

S.21

Obtain Request for 
Pre-award 

Spending from 
department

C1

D

S.30

Prepare OSP Award package:
1) Transmittal Document (manual) D.12

2) Award Information
3) Copy of Proposal Information

4) Information summary from Decision 
Support System

Award 
Acceptance (the 

preceding 
process)

Retrieve Fund 
Code Notice(s) 
Word file from 

email

Prepare OSP 
Transmittal 
Document

D.22

Refresh of Decision 
Support & Reporting 

System occurs nightly

Print Fund Code 
Notice(s) 

Print Information 
summary, multiple 

copies

Is Fund Code
 (WBS) being 

requested prior 
to Award?

Submit OSP pouch to 
Financial Services 
courier for delivery

(daily – 11AM)

Distribute information 
summary to PI, co-PI, 
Business Manager via 

campus mail

Verify or Determine fund 
code structure, including 

subcodes for cross-
departmental work

Place paper copy 
of Award 

Documents in file

S.20

Update SPS with 
NOA information: 

ie Restrictions

S.40

Update Excel file 
with subcontract 

information

Issue Subcontract 
documents with 
WBS number 

reference
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