Administration SOP 002
PROCESS FOR THE TRANSMIT OF CONTRACTS
Research and Development Center (CID)
Director’s Office and RDC Legal Office
1. [bookmark: _GoBack]The researcher sends the contract to the office of the Director of the RDC’

2. The legal advisor, counselor Griselle Hernández, revises it and initials it in the space that corresponds to the signature of the Chancellor, if the contract is correct and with all the annexes.  

3. The contract is sent to the Director’s Special Assistant to verify the availability of funds; the person in charge will initial it in the space that corresponds to the signature of the Director of RDC. Then it is sent to the Director’s office.  

4. The Director signs it.

5. The Director’s secretary registers it. 

6. It is sent to the Chancellor’s Office to be signed by the Chancellor, or it is picked up by the researcher and/or support personnel. 

7. Once the process is completed in The Chancellor’s Office, the person in charge of registering the contracts sends the original to RDC. This is then registered again in the Director’s Office as complete

8. The Office of the Director sends a copy to the Main Researcher or administrative personnel. 

9. The Director’s Secretary takes the original of the contract to Accounting and Finance to end the process of commitment and payment. 

Accounting / Finance Office 
10. The accountant in charge of the contracts in the auditing process verifies that the account number to be used is correct, the current period of the project, availability of funds and authorized signatures. 

11. Identify if the “vendor” has been created in UFIS and what type of service is to be offered to be able to encode the expenses by code and account of each part of the contract.

12. To reserve the funds, the accountant accesses Oracale RUM Purchasing User and enter data required to reserve the funds in the account and the system provides an order number for the purchase and it is sent to the supervisor for his approval.

13. To issue the disbursement of the services received, the main researcher will prepare the Disbursement Voucher which he will sign where necessary and sent to the Accounting and Finance Office with the original invoice and a certification indicating that the services were offered. 

14. The Accountant, once the documents have been received with everything indicated in point number 13 proceeds to find the contract and unites them to proceed with the disbursement. 

15. Once the Accountant has reconciled all the documents indicated in articles 13 and 14 he accesses UFIS, RDC Accounts Payable User, and enters the Disbursement Voucher. 

16. The system automatically assigns a voucher number, the accountant stamps and signs the Disbursement voucher and it is sent for the supervisor’s signature. 

17. The Accountant copies the documents, files the copies with the payment and the original is kept in the contract files until the end of the same.

18. Prepare a transmit sheet and send the Disbursement Voucher to the Campus Paymaster to issue the check. 

Paymaster’s Office

19. The Paymaster’s Office sends the checks to the service suppliers. 
20. Send the Disbursement Voucher to the RDC’s Accounting / Finance Office for filing. 
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