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MANUAL OF GOOD PRACTICES  
OBSERVED DURING MONITORING VISITS 

 

Introduction 

During the past years, the NSERC/SSHRC Financial Monitoring team conducted many financial 
monitoring visits, some to large universities, others to smaller ones. This has enabled us to glean 
some very interesting information about the various systems and procedures being used to 
administer NSERC and SSHRC grants. 

With the universities’ permission, we have compiled this collection of what we consider to be 
good, efficient practices that help to ensure that the Councils’ funds are well managed. We fully 
recognize that a procedure that works well in one university may not be as effective or efficient 
elsewhere because of differences in organizational structure, systems, etc. If you wish to know 
more about a specific item, contact the Research or Business Offices of the relevant institution. 

Please note that this collection is far from exhaustive. Many good practices likely exist in 
universities that were not visited. We intend to update this manual periodically and would like 
your input. As we are planning many visits in the coming months, the next update of the manual 
will probably be released by the end of this fiscal year. Also, please contact us if some 
information in this manual does not reflect the reality of your institution. If you feel that you may 
have a particular procedure that would be useful to others, please share it with us.  
 
 
Ms. Carole Crête-Robidoux 
Manager, Financial Monitoring 
Tel: (613) 992-5596 
Fax: (613) 996-0458 
carole.crete-robidoux@nserc.ca  
carole.crete-robidoux@sshrc.ca  
 

Ms. Pascale France Saulnier 
Senior Officer, Financial Monitoring  
Tel: (613) 996-0493 
Fax: (613) 996-0458 
pascale.saulnier@nserc.ca
pascale.saulnier@sshrc.ca  

Mr. Carl Boisvert 
Senior Officer, Financial Monitoring  
Tel: (613) 995-7790  
Fax: (613) 996-0458 
carl.boisvert@nserc.ca
carl.boisvert@sshrc.ca
 
 

Ms. Melanie Melo  
Officer, Financial Monitoring   
Tel: (613) 995-6553 
Fax: (613) 996-0458 
melanie.melo@nserc.ca
melanie.melo@sshrc.ca
  

mailto:carole.crete-robidoux@nserc.ca
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mailto:chantal.renaud@sshrc.ca
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1.0 ORGANIZATIONAL STRUCTURE 

One-Stop-Shop Approach  
 
The Office of Research at the University of Waterloo encompasses research services, ethics 
review and the financial administration of grants. The units that carry out these activities are in 
neighbouring offices and report to the Vice-President (Research). 
 
This client-oriented structure promotes on-going exchange of information between the three 
units, and facilitates the development of efficient procedures which, in our opinion, helps to 
provide excellent and consistent support to researchers involved in the administration of NSERC 
and SSHRC grants.  

Controlled Decentralization 
 
The University of Ottawa and Université Laval have decentralized the day-to-day 
responsibilities of administering grants to departmental units. One advantage of decentralization 
is that it brings the administrative and financial processes and the expertise closer to 
grantholders, reducing transaction time and facilitating a better understanding of their needs. 
Over time, however, it can result in different interpretations leading to inconsistent applications 
of policies and procedures. To prevent this situation from happening at Ottawa and Laval, a key 
function of the Financial Services group is to provide training and support to the departmental 
representatives and to ensure the consistent application of the university’s and Councils’ policies 
and regulations. 

 

2.0 CONTROL FRAMEWORK 

2.1 Internal Control 

Building the Councils’ Rules into the Financial Information System 
 
The Councils’ rules and policies on the eligibility of expenses are built into the information 
system at Université Laval; for instance, for some types of grants, certain codes cannot be 
entered into the system. Backed by a verification program that ensures that expenses are coded 
correctly (based on a sampling of transactions), this functionality helps to ensure adherence to 
the Councils’ policies.  

Letter of Agreement for Transfer of Funds to another University 
 
Since the publication of the first compilation of good practices, the majority of universities are 
now exchanging letters of agreement when research involves collaborators from other Canadian 
universities. The Research Grants Officer prepares a letter of agreement that must be signed by 
his/her counterpart at the other institution, prior to funds being transferred to that institution. 
This letter clarifies for both parties the amount of funds transferred and the intended use (salary, 
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equipment, etc.), identifies signing authority and reporting requirements, and refers to the terms 
and conditions set by the relevant Council, including certification. 
 
This agreement clarifies for all involved parties, their roles in the administration of the grant 
funds. It eliminates the risk of misunderstanding, and prevents funds from being used for 
purposes other than those intended, thus protecting the grantholder and each university.  
 
Appendix C contains a sample letter from the University of Ottawa. It covers all of the aspects to 
be discussed when the next letter of agreement is prepared.  

Authorization of Travel Form 
 
At the University of Victoria, Winnipeg, Ottawa and the University of Alberta, grantholders 
submit a pre-travel form serving, among other things, as authorization to travel and as an 
attestation that the travel is relevant to the funded research. See Appendix A for an example of 
such a form, which enables an institution to gather the required information as stated in the 
NSERC Program Guide for Professors and the SSHRC Grantholder’s Guide (note that this 
form could also be used in conjunction with the travel claim form).  
 
Simon Fraser University has developed a travel claim form that contains essential information. 
See www.sfu.ca/finance/travel/trclaim.xls. In addition, SFU has identified key information that 
should appear on invoices that come through travel agents (or other suppliers):  
- name of the person(s) travelling; 
- dates of travel (and of conference, if applicable); 
- purpose of the trip; 
- additional anticipated expenses, if applicable. 
  
The Université du Québec en Outaouais (UQO) has a similar policy of pre-authorizing travel, 
but with an added feature. Once a trip has been authorized by the dean or a department head, the 
Research Office (in their case, but it could also be the Finance Office) assigns a travel number to 
be used to track travel arrangements and cash advances. This travel number remains active until 
the expense claim is submitted. The advantage of this process is to link all expenses related to a 
specific research trip and ensure a proper audit trail.  
 

Form for Meetings and Networking Activities 
Dalhousie University has developed an expense form for all activities related to meetings and 
networking activities. The grantholder can use the form to record the reasons for the activity, the 
names of attendees, and to ensure that the agencies’ guidelines are respected. An example of the 
form appears in Appendix A.  

Purchase of Animals 
 
At the University of Calgary, the purchasing system helps to maintain control over the purchase 
of animals by researchers. There is a direct link from this system to the certification database, 
which can prevent the purchase of animals when proper certification is not in place. When an on-
line purchase requisition is filled out for animals, the protocol number must be included in a data 
field in order for the requisition to be processed and the animals ordered. 

http://www.sfu.ca/finance/travel/trclaim.xls
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Although not linked to an on-line purchasing system, Dalhousie University also has a 
mechanism in place to prevent the purchase of animals until certification has been obtained. The 
university has limited the purchasing of animals to one central source that is able to monitor 
whether a researcher has received certification from the animal care committee before ordering 
animals. 

These controls help ensure that the proper certification is in place for research involving animals 
prior to the animals being ordered, received and paid for.  

Yearly Accountability Statement 
 
At the University of Toronto and at McMaster University, Annual Accountability Reports are 
prepared by administrators, faculty and staff, and collected by their supervisors. When signing 
this report, grantholders certify, among other things, that they understand and agree with the 
terms and conditions of their research project, commit to review and approve all expenditures, 
and maintain documentation on delegated signing authority. They also agree to comply with the 
university’s policy on Conflict of Interest and on Ethical Conduct in research, and inform staff 
under their direction of relevant policies. 
 
As the Accountability Report is required on a yearly basis, researchers are regularly reminded of 
their role in the administration of their research grant, and in the university’s research program. 
In addition, the Accountability Reports are issued on an individual basis to all members with a 
role in the research program at the university, which helps to ensure that all faculty and staff are 
well informed about the responsibilities pertaining to their position. Clearly outlined guidelines 
and responsibilities help to increase awareness, and teach faculty and staff their role in the 
university’s research program.  

2.2 Procedures 

Employment Contract 
 
The Université du Québec en Outaouais issues an employment contract to all research personnel 
(students, fellows, technicians, etc.) paid from grants. This contract identifies the supervisor and 
clearly defines the duties to be performed, the duration of the contract, and the expectations 
concerning ethics, confidentiality of information, data ownership, etc.  
 
Also, a professor at York University has developed a letter of agreement that he sends to 
students before they start working in his lab. The letter sets out his expectations for their 
relationship.  
 
A copy of UQO’s standard contract and a copy of the York’s letter are found in Appendix B. 
 

Administration of  NSERC and SSHRC Postgraduate Scholarships 
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York University’s Graduate Studies administers the bi-monthly payment of scholarships to 
students through a wage contract (generally 12 months) between the student and the university. 
This process ensures that the university has in its file the annual progress report required by the 
agencies. The contract is renewed when the student hands in his satisfactory progress report and 
the next payment is then issued to the student. 
 

Administration of Research Time Stipends (SSHRC) 
At York University, the Finance Department and the Office of Research Administration 
rigorously monitor the level of research stipends. Monitoring focuses on the amount paid by the 
Council and by the university to ensure that the 50% rule is respected and that unused funds are 
returned to SSHRC.  

List of Changes in Academic Appointments 
 
At the University of Lethbridge, Dalhousie University and the Université de Montréal, the 
Human Resources department generates monthly or bi-monthly lists of changes in academic 
appointments. A copy of this list is distributed to the Research Grants Office and the Business 
Office. This enables them to follow up with the Councils, on a timely basis, appointments that 
may affect a professor’s eligibility to hold grants.  

Notification of Transfer of Equipment 
 
The University of Waterloo has a central inventory system that, among other uses, controls the 
movement of equipment within its institution and between Waterloo and other universities. Even 
though equipment purchased from NSERC and SSHRC grants is considered to be university 
property, the University of Waterloo may permit a researcher transferring to another university 
to take the equipment. In such cases, it makes certain that the proper arrangements are made for 
its transfer. By contacting the receiving university, the University of Waterloo ensures that the 
equipment will be added to the new university’s inventory, and special arrangements (if needed) 
can be made for its accommodation. 
 
This procedure ensures that all parties are informed and aware of the transfer of equipment. 
There may be important considerations, such as the need for space, for the new university taking 
on a piece of equipment. With all parties actively involved, the transfer should run smoothly.  

Using Per Diem Rates Relevant to the Travel Destination 
 
Travelers know that the cost of meals and accommodation can vary significantly from country to 
country and sometimes from city to city within a country. Most universities recognize this and 
usually have two per diem rates, one for travel in Canada and another for international travel. 
The Université du Québec en Outaouais’ travel policy details accommodation and meal rates for 
a number of Canadian cities and for many countries. This ensures that faculty receives a 
reimbursement based on reasonable costs at the location, without having to submit receipts. 
 
If you are interested in implementing a similar policy, you may wish to consult the list of rates 
used by federal agencies. It is available on the Treasury Board Web site at www.tbs-
sct.gc.ca/travel/travel_e.html. 

http://www.tbs-sct.gc.ca/travel/travel_e.html
http://www.tbs-sct.gc.ca/travel/travel_e.html
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Book Acquisition 

 
It may sometimes be difficult for universities and researchers to ensure that the desired book is 
not already available in the library. St. Francis Xavier University has centralized book 
acquisitions in the library, which is responsible for ordering all books for the university and its 
staff and for ensuring that the book is not already available. If the book is in the university’s 
collection, an explanation for the request is sought from the person requesting the purchase. 
When it is received, the book is entered in the library’s databank. In addition, since equipment 
purchased using grant money is university property, this process also makes it possible to clearly 
identify and administer the university’s inventory of holdings.  
 

2.3 Systems 

Salary Encumbrance 
 
Concordia University, Université Laval, and Simon Fraser University encumber salaries to 
graduate students, postdoctoral fellows and other personnel paid from grants. As salaries often 
represent a large fraction of the expenses being charged to grants, encumbrances for contracts 
already entered into help the grantees to efficiently manage their grant funds in a pro-active and 
timely manner. Such a system also decreases the risk that grantees unknowingly over-commit 
their accounts.  
 

Administration of Progress Reports 
 
The Faculty of Graduate and Postdoctoral Studies of the University of Ottawa has incorporated 
in its system the option for the need for a progress report. When the grant program requires 
progress reports, this option is selected. If the progress report is not received, funds for the 
second and third year are not released until the student submits the report. 

Monitoring and  Renewal of Certification 
 
The University of Ottawa’s Research Grants and Ethics Services has developed a system for 
managing the certification required to continue research activities. The first step is to determine 
certification at the time of application. This information is entered in the system and monitoring 
of renewal is determined according to a schedule predetermined by the committee. A memo is 
sent to the researcher to remind him that his certification will soon expired and that it must be 
renewed in order to receive the next payment. Payment is not released until the new certification 
is in place. 
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On-Line Access to Grant Account Information 
 
An increasing number of universities are making grant account information available 
electronically on their web sites or through their financial systems. Information is updated daily 
and access is controlled by passwords. Grantholders have access to summaries, as well as 
detailed, up-to-date information on expenses and commitments charged to their account. 
Concordia University, University of Victoria, University of Calgary, Lakehead University, 
Université de Sherbrooke and Université Laval are among the universities that provide 
researchers with on-line access to their accounts.  

Purchasing Information System 
 
The University of Calgary’s on-line purchasing system, APEX, is closely linked with its Office 
of Trust Accounting, which ensures that NSERC and SSHRC eligibility criteria are met. This on-
line purchasing system ensures authorization by the grantholder or a delegate prior to the 
processing of payments. In addition, a purchase over a set materiality level ($1,000) requires 
Trust Accounting’s authorization prior to being processed. A grantholder can also control a 
delegate’s authority by, for instance, limiting the delegate’s ability to enter or approve certain 
orders, or to use the major account codes, or by setting a limit to the dollar amount the delegate 
can approve. 
 
An on-line purchasing system directly benefits NSERC and SSHRC researchers administering 
grant funds by simplifying purchasing. In addition, the ability to easily monitor purchases made 
over the materiality level benefits the Office of Trust Accounting and helps to ensure the proper 
use of grant funds. Individual researchers also benefit from this system, which enables them to 
delegate specific functions to their research team, yet maintain a level of control they are 
comfortable with. 
 
At the University of Saskatchewan, purchases are captured either by the Purchasing Department 
or Accounts Payable, which ensures that items over $1,000.00 are capitalized and tagged. Items 
are identified by the source account, location, the person responsible for the equipment, etc. The 
university uses the Capital module of its financial system– Financial Records System (FRS) 
 
At Université Laval, the institution’s automated financial management system is used to 
document all transactions made using grant funds, including equipment purchases. All capital 
purchases come through central receiving. The item in question is then marked or tagged with an 
identification number and the numbers are entered into the computer system. The item is then 
sent to the requesting unit, which is required to keep an updated list of its capital assets. 
 
 

Funded Research Digest 
 
The Funded Research Digest (FRD) is a report generated from the University of Toronto’s 
Research Information System (RIS) (that system is integrated with the university’s Financial 
Information System (FIS) and Human Resources Information System (HRIS)). When the 
university receives notification of a new grant, relevant information about the grant (amount, 
conditions, including limits on budget categories and portions of the amount that can be 
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expended by co-investigators, certification and reporting requirements) is entered in the RIS. The 
FRD is then printed and sent to the grantholder, his/her department head and dean, and to the 
Business Officer. FRDs provide valuable information and refer to relevant policies and 
documents for the administration of the grant. To obtain a copy of the FRD, contact the Finance 
Division at the University of Toronto. 
 
 

Posting University Policies and Procedures on the Web 
 
Most Canadian universities now have a Web site, which can be used to reach external as well as 
internal audiences (students, faculty, and employees). This tool can be a very useful and 
powerful information vehicle. Policies and procedures related to research and research 
administration can be distributed to faculty and research personnel easily and at little or no 
incremental cost. When preparing for visits, the Financial Monitoring team routinely consults 
university Web sites, especially the pages on policies and procedures related to research and 
research administration. We have found a number of particularly user-friendly and complete 
pages, such as, the University of Ottawa Research Services’ Web page and its ‘Researcher’s 
Guide’ (www.uottawa.ca/services/research/)  
 
More web site to visit 
University of Calgary’s:  http://www.ucalgary.ca/UofC/about/policy/. 
Alberta University: 
https://www.conman.ualberta.ca/stellent/groups/public/@ppoladmin/documents/infodoc/pp_ppol
-home.hcsp  
 

Digitizing of Vouchers 
 
The number of boxes required to store vouchers can become quite cumbersome and require 
additional space in order to retain documents for the seven years required under federal 
legislation. To overcome this problem, the Université du Québec à Montréal (UQAM) 
introduced a digitization system a few years ago in order to retain copies of vouchers. To comply 
with provincial and federal legislation, UQAM obtained the necessary authorization from these 
governments to use this type of system. Briefly, once the vouchers have been verified and 
payment authorized, the university’s staff digitize each voucher, which is saved for future 
consultation or printing, if required.  
 

Digitization of Invoices for Authorization 
 
Accounts Payable staff at the University of Victoria digitize invoices that they receive and send 
the invoices by e-mail to the person who placed the order. That person views the invoice on the 
screen and ensures that it matches the good or service received. As the account holder, he must 
authorize payment of the invoice from his account by returning the invoice to Accounts Payable 
by e-mail. This procedure ensures that the recipient actually receives the invoice for 

http://www.uottawa.ca/services/research/
http://www.ucalgary.ca/UofC/about/policy/
https://www.conman.ualberta.ca/stellent/groups/public/@ppoladmin/documents/infodoc/pp_ppol-home.hcsp
https://www.conman.ualberta.ca/stellent/groups/public/@ppoladmin/documents/infodoc/pp_ppol-home.hcsp


      - 11 - 

authorization, the e-mail being proof, and makes it easy to send reminders to those who might 
forget to authorize the payment.  
 

Purchases in Supply Stores (bookstore) 
 
At the University of Windsor, for all purchases in supply stores (COOP store) that must be paid 
by internal invoicing (payment from a research account, for example), the store clerk is required 
to ensure that the purchaser has authorization to charge the purchases to an account. When the 
clerk enters the account number to be billed in the computer, the name of the account holder 
appears on the invoice. The purchaser must then sign the invoice. When the name of the 
purchaser is different from that of the account holder, the clerk must verify on his list whether 
the purchaser has the authority to invoice purchases to the account. 
 
 

3.0 OTHER 

Format of Financial Report 
 
At the University of Ottawa and the University of Toronto, financial reports have been 
reformatted to closely reflect the Tri-Council Annual Statement of Account (SOA - former Form 
300). Because the format of Form 300 is simpler than the one based on universities’ often 
complex charts of account, grantees are more likely to review it regularly to help them manage 
their grant funds.  
 

Purchasing Communications Tool 
 
The University of Western Ontario publishes a purchasing newsletter, called the "Purchasing 
Post". The newsletter is a communications tool that gives researchers hands-on information and 
helps cut down on costs. The University is also using its Web site to provide information about 
different suppliers as well as tips to facilitate purchases and save money on its Web site.  
 
Copies of some issues of the "Purchasing Post" are reproduced in Appendix D. 
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Appendix A –  Forms 

Travel Authorization Form 
For Travel Charged to NSERC and SSHRC Grants 

 
Grantee 
 
 

Account No. 

Traveller (if other than grantee, indicate the affiliation with the grantee’s research group) 
 
  
Date 
 
from    ___________________________________    to   ___________________________________ 
 
 
Purpose of the trip (check all that apply) 
 

 Participation in a Conference (attach official documentation showing dates of event: either a registration 
receipt or a copy of the first page of the program) 

 
 Field Trip (provide details on activities, their dates, etc.) 

 
 
 
 

 Consultation with colleagues (indicate the name of person(s) or organization(s), and dates of each visit) 
 
 
 

 Other (provide details on the purpose and on how the trip relates to the funded research) 
 

 
 
_______________________________________                  _____________________________ 
Signature of the traveller if other than the grantee                                           Date 
 
I certify that all expenditures charged to my NSERC/SSHRC grant account are for purposes for which the 
grant was awarded, that these charges have not been claimed from other organizations, and that 
reimbursements for expenditures received from other organizations will be disclosed to the university. 
 
 
_______________________________________                  _____________________________ 
                   Signature of the grantee                                                                Date 
 
I attest to the relevance of the travel to the research funded. 
 
 
_______________________________________                  _____________________________ 
        Signature of department head or dean,                                                    Date 
            if the traveller is the grantholder 
 



 

Meeting Expenses form (Example – Dalhousie University) 
 
To be completed for all meeting expenses reimbursed from research account. 
Complete form and submit along with a completed cheque requisition form and the itemized 
original receipts 
 
Alcoholic beverage are not accepted expenses without prior approval of the funding agency 
 
Date of meeting  :          
 
 
Reason for meeting :   
 
 
 
 
 
 
Attendees :           
 
 
 
 
 
 
 
 
Justification :    
(line item of budget) 
 
 
      
 
I hereby certify that the
awarded. 
 
Approval signature :  
    
Date :    
 
 
 

    

       
       
       
       
        

         
         
         
         
          

 
 
 
 

        

        

        
        
        
   
se expenses are directly related to the research for which the funds were 

         
   Researcher’s Signature 
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Appendix B – Contract  

Contract for Research Personnel UQO (translation) 

 
Université du Québec en Outaouais  
 
Object of contract: 
The University is hiring (incumbent’s name) as (position title), in the department of 
(department), under the supervision of (name of professor) from (start date) to (end date). 
 
Duration of contract: xx (weeks/months) 
 
Reason for contract: 
(Description of project) 
 
Summary of work: 
(Description of main tasks to be performed by incumbent) 
 
Conditions of employment: 
The conditions of employment are as described in the collective agreement for professional staff 
of the Université du Québec à Hull. 
 
The university will pay the incumbent a salary of $xx.xx per hour. This salary corresponds to the 
hourly rate in the salary scale for the professional staff. (Add pertinent details. We also 
recommend adding: Funding for the salary was obtained from NSERC or SSHRC.) 
 
Payment Procedures: 
(Insert the pertinent details. For example, The incumbent will be required to complete time 
sheets. For each pay period, the salary will be paid in accord with the time sheets submitted) 
 
Number of hours per week: xx 
Work schedule:  variable 
 
The incumbent agrees to abide by the specific conditions for research personnel set out in the 
appendix to this contract. 
 
Termination of Contract: 
This contract can be terminated at any time by one of the two parties following written notice. 
However, an incumbent who has worked more than 180 days is entitled to receive two weeks’ 
notice. 
 
NOTE: The incumbent confirms having received a copy of the collective agreement and having 
provided all required documents attesting to his/her qualifications and experience and any other 
documents requested by the university. 
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(Integral part of the 
employment contract) 

 
Specific conditions 

for research personnel 
 
 
1.1 The incumbent solemnly declares that he/she will not divulge without prior authorization, 

any information or data that he/she obtains as a result of this employment. 

1.2 The incumbent agrees to refuse any remuneration or any other advantage, direct or 
indirect, as a result of this contract, other than the salary paid by the university. 

1.3 Any publication or product produced by the incumbent as a result of this contract and 
during the term of this contract belongs solely to the university. 

1.4 It is agreed that at the end of this contract, the incumbent will not take or keep any 
document, report, project, data, etc., resulting from this contract without permission from 
the university. 

1.5 The incumbent acknowledges having read the university’s policy on integrity in research 
and agrees to follow it. 

 
In the event that the incumbent fails to abide by these conditions, the contract will be terminated 
without notice. 
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Letter of agreement (Example - York University) 

 

Dear Student: 

 As I explained in our earlier conversation, it has been my custom to write to all new 
students in my lab in order to set out my expectations. I have found that this heads off any 
misunderstandings that might otherwise arise. Thus I hope that you will read this carefully, and 
then sign one of the copies and return it to me. 

 Let me deal with financial matters first. It is a rule in our program that students ought to 
have an annual income of $ XXX. Where there are no scholarships, that income arises from a 
combination of TA (Teaching Assistantship) and a payment from my research grant. I regard the 
$ XXX payment as minimal, and for the forthcoming year I have arranged a total payment of 
$ XXX. I have requested on your behalf a full TA, and I have recently heard that has been 
granted. During the 8 months from September to April, you will receive from that source a total 
of $ XXX (about $ XXX per month). I am supplementing that by $ XXX per month ($ XXX total) 
for the same period. During the four summer months, you will receive no payment from the TA, 
but I will increase the payment from my grant to $ XXX per month ($ XXX total). It is my hope 
that this arrangement will be repeated in future years, but that will depend on grant income. In 
the case of grant reductions, I have always given students priority. I do not expect difficulties. 

 We will agree on an area of research, which you will develop under my general 
supervision. I expect PhD students in particular to develop a good deal of independence, but I 
will, of course, always be available to help you develop that independence. We will meet 
informally in the normal course of events, but I expect to be kept informed about the progress of 
your work. You should expect me to take an interest in your research, to be available for 
discussions and to read and comment upon drafts of your writing promptly. 

 While the culmination of your research will be the dissertation, it is also important that 
you publish the relevant results of your research. This will be done under our joint authorship, 
normally with you as senior author. Publication is important for many reasons, not the least of 
which is continuing to attract funding to the lab so that other students can be supported. My 
ability to pay you and to support the expenses of your research rests at least partly on the 
efforts of students who have preceded you. Thus, if there are outstanding papers when you 
leave the lab, you will have one calendar year to deliver to me a draft manuscript. If, at the end 
of that time, you have not produced a manuscript, I will produce the paper, but as a senior 
author. 

 There is also the question of presentation at scientific meetings. Where there are 
presentations to be made that feature your work in a prominent way, then you will be a co-
author. Indeed, there will, I hope, be opportunities for you to present the research. But on many 
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occasions I am invited to summarize the work of our lab at a conference or in a book chapter. 
Given the number of persons involved in the work, it is not my normal practice to include as co-
authors in such presentations the several people who have contributed, but I always 
acknowledge the specific contribution of the individuals concerned. 

 You, of course, will keep orderly records of your research data. When you leave the lab, 
you will want to take those records with you. I may, however, request that copies of the data be 
deposited with me, particularly if these data are not available in the dissertation. 

 While the matter of commercialization has never arisen in my lab, it is probably wise to 
anticipate such an eventuality. If there is a patent or other commercial application, which 
emerges from your work, we would share equally in any profit. Because commercialization 
involves some initial expense, we would probably have to involve the university or a member of 
the private sector as a partner. But the principle of equality between us is, I think, important and 
would be the basis of any future legal agreement, which might become necessary. 

 Finally let me say that while it is important to have these understandings, I very much 
look forward to working with you. I hope that our relationship is always one of mutual respect, 
and that it might grow, as have many other such relationships in the lab, into friendship. It is my 
objective to encourage your intellectual development to the very limit of your capability and 
beyond. 

 

       Sincerely, 

 

 

 
I have read the contents of this letter and understand them 
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Appendix C - Letter of Agreement for Transfer of Funds to 
another University 

 
 

Collaborative Research Agreement 
 

Between 
 

______________ (_________) 
 

and 
 

University of Ottawa (UofO) 
 

 
Date:  
 
UofO Principal Investigator:   
    
_______ Co- Investigator:  
 
Project Title: "" 
 
Sponsor:   
 
Sponsor Award Number:  
 
Period of Collaboration:   _____________ to _______________ 
 
Description of Responsibilities of Co-Investigator:  As per proposal.  
_________________________________________________ 
_________________________________________________ 
 
Detailed Budget: As per proposal 
 
Amount payable to ________:   _____________ to ____________:   $_______ 
 

Payments will be subject to satisfactory progress and 
conditional upon continued support from Sponsor. 

 

Payment Schedule:     _______________:  $______ 
 

Subsequent installments shall be determined and approved on an 
annual basis and conditional upon a duly-signed amendment or 
extension of this Agreement. 

 
Reporting Requirements:  _______ University and Co-Principal Investigator must 

complete the appropriate statement of expenditures form 
(e.g. Tri-council form 300) and return within 30 days of the 
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end of the reporting period (March 31 of each year).  
Future payments may be withheld if financial reports are 
not provided to UofO within 45 days of the end of the 
reporting period.   

 
General terms and conditions: This grant is subject to terms and conditions relating to 

______ (agency name) grants including, without limitation, 
the "Memorandum of Understanding on the Roles and 
Responsibilities in the Management of Federal Grants and 
Awards" to which ________ University is a signatory and 
all requirements related to "Tri-Council Policy Statement: 
Ethical Conduct for Research Involving Humans".  
_________ University agrees to abide by these terms and 
conditions and further agrees not to release any funds to 
the Co-Principal investigator until approval has been 
obtained from the appropriate Research Ethics Board. 

 
 All financial documentation must be retained and available 

for audit following the completion of the project in 
accordance with the sponsor’s rules and regulations.   

 

No Liability: Each party is liable for its own losses, costs damages or expenses of any 
nature which it may suffer, sustain, pay or by reason of any matter or 
thing arising out of, or in any way attributable to this Research Agreement 
except if such losses, costs damages and expenses are the result of the 
willful breach of the terms of this Research Agreement or the negligent 
acts and omissions by the other party or the other party’s employees, 
agents or subcontractors. 

____________________________________________________________________ 

 

Please sign both copies and return one to us as soon as possible. 

 

Required Signatures: 
 
 
___________________________   ___________________________ 
Name:       Dr.  
Title:       Co-Investigator 
Institution: ________ University 
 
 

 

___________________________   ___________________________ 
Name:   Gilles Morier    Dr.  
Title:  Director, Research Grants   Principal Investigator 

and Ethics 
Institution: University of Ottawa 
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