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Standard Operating Procedure (SOP) 
 
Subject: Development and Approval of Research Proposals & Agreements, 

Service Contracts and other Agreements1 
 
Issued by: Associate Dean, Research, International, & Innovation, &  

Chief Administrative Officer 
______________________________________________________________________ 
 
Purpose: 
 
The purpose of this SOP is to establish processes for each type of contract (e.g. research 
grants, research contracts, service contracts, donations received for research, and other 
agreements). 
 
This SOP will define the roles and responsibilities of faculty, staff, and administrators 
throughout the proposal and contract lifecycle.  It also establishes guidelines for budget 
development, and overhead. 
 
Key Guiding Principles: 
 

a. All OISE revenue generating activities support the division’s academic priorities, 
which include research, training, program and policy development, curriculum 
development, teacher/education leadership training and development, evaluation, 
knowledge mobilization and/or knowledge translation, and consultation and analysis 
with respect to education (broadly defined), human development, and applications of 
psychology. Proposals and contracts are reviewed to confirm that the activities are 
consistent with OISE’s mandate and priorities. 
 

b. All projects undertaken are financially self-sustaining.  Each budget developed will 
be based on the principle of full cost recovery with an appropriate amount of 
overhead included. 

 
c. All funded projects are administered appropriately, following established UofT 

financial policy and sponsor guidelines. 
 
Resource References: 
 

a. UofT Governing Council Policy on Research Administration Policy, October 2013 
b. OISE Divisional Guideline on Approval and Signing Authority for Contracts and 

Agreements for Which There is No Existing University Pathway 
c. OISE Fee for Service Contract Template 
d. Service Contracts Checklists 

                                                           
1 E.g., Memoranda of Understanding (MOUs) and Non-Disclosure Agreements. 
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Definitions: 
 

“Research” means investigation or experimentation aimed at the discovery or 
interpretation of knowledge, the systematic   collection or revision of knowledge in 
light of new facts or theories, the development and application of methodologies to 
increase knowledge and the practical application of knowledge to specific problems 
or circumstances, as may be more particularly described in any guidelines issued 
pursuant to this Policy. 
 
“Sponsored Research” are activities that are distinct from service contracts or 
agreements. Under sponsored research, the scope of work and allocation of funds 
are primarily defined by the PI, and are intended to advance knowledge in the field 
and lead to scientific or scholarly findings. Funds received for sponsored research 
activities are administered through a restricted research account. In general, projects 
requiring review by the Research Ethics Board (REB) will be also be administered 
through a restricted research account. 
 
“Research Agreements” means an agreement entered into or proposed to be 
entered into by the University in respect of Research and includes any Sponsored 
Research agreement and any agreement to provide or receive materials, 
information, or data, or any other tools to facilitate Research.  Research Agreements 
are typically reviewed, negotiated and financial reporting are administered through 
University of Toronto Research Services (UTRS). 
 
“Research Grants vs. Research Contracts.”  Distinguishing between Research 
Grants and Research Contracts – whether a project is determined to be a “grant” or 
a “contract” relies on the nature of the work to be performed, as well as the 
terms/conditions under which the work is to be performed. No single factor 
determines a project as a “grant” or “contract”, rather different factors are reviewed in 
order to make the distinction.  Typically, grants provide financial support to principal 
investigators (PI) to conduct research in a particular area or field. The objectives of 
the research are defined in a general fashion without any formed detailed stipulation 
as to the direction of such research. Contracts, however, are formal agreements 
between legal entities between the University of Toronto and the sponsor, who, in 
turn, typically provides financial support to university researchers to conduct 
research in a particular area or field under specific stipulations and conditions. 
Additional factors that are considered when determining contracts and grants 
include, but are not limited to: provisions for confidentiality of information supplied or 
created; budget flexibility; terms of Intellectual Property. 
 
“Service” means applying existing knowledge to solve a particular identified 
problem. Such existing knowledge may include publicly known or proprietary testing 
protocol or exiting research tools or specific expertise aimed at achieving a client 
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driven outcome.  Service activities are not expected to generate patentable 
inventions or opportunities for publications. 
 
“Service Contracts” means a legally binding agreement entered into or proposed 
to be entered into by the University in respect to the provision of a specific service to 
an external (non-UofT) party in exchange for fair compensation.  The contract 
requirements are typically specified by the sponsor and the services are delivered by 
the service provider (i.e. OISE).  Service Contracts are reviewed, negotiated, and 
administered locally by the Division(s). 
 
“Risks” means the possibility of a loss.  Such losses can be financial, reputational, 
legal, physical, Intellectual Property (IP) etc.  Proper steps should be taken to 
mitigate risk to the maximum extent possible.  Responsibility for mitigating risk is a 
collective effort of the OISE community. 
 
“Donor Agreements” are developed for donations made in support of a particular 
research activity or project.  It is a legally binding contract entered into by the 
University and a Donor which outlines the purpose of the donation and stipulates any 
restrictions placed upon the University by the Donor for the Gift received.  Donor 
Agreements are not administered by UTRS under the definition of Research 
Agreements.  Instead, it is administered by UofT’s Trust Accounting department as 
trust funds. 
 
“Other Agreements” means arrangements which do not involve the exchange of 
funds for research or services.  In most cases, “other agreements” are arrangements 
between 2 or more organizations for the purpose of furthering a mutual objective or 
mission.  Examples include, but are not limited to:  Memorandum of Understanding, 
Letter of Understanding, Non-Disclosure Agreements, etc. 

 
Roles and Responsibilities: 
 

Vice-President  & Provost.  The Vice-President and Provost has responsibility / 
authority for signing off on all OISE contracts, on behalf of Governing Council, 
$250,000 or more upon the recommendation of the Dean. 
 
Dean.  The Dean has responsibility/authority to bind OISE, on behalf of Governing 
Council, in all contractual obligations up to $249,999 upon the recommendation of 
the Associate Dean of Research, International, & Innovations and the Chief 
Administrative Officer. 
 
Associate Dean of Research, International & Innovation (AD-RII). The AD-RII is 
responsible for overseeing OISE’s portfolio of research, service, and other 
agreements. She/he shall review and approve all proposals to ensure that the 
activities therein are consistent with OISE’s  mandate and priorities and that the 
resources and expertise are available to fulfill the proposal requirements. 
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Chief Administrative Officer (CAO).   The CAO is responsible for overseeing 
OISE’s overall administrative infrastructure, which includes building operations, 
finance, human resources, and information technology. The CAO reviews and 
approves all proposal budgets, institutional matching, space and technology 
implications and/or requirements, contract language, legal requirements and risk 
management.   The CAO also provides strategic advice, and provides resources and 
support to complete OISE’s contractual obligations. 

 
Director of External Relations.  The Director of External Relations is responsible 
for overseeing OISE’s strategic approach to fundraising and donor relations. She/he 
is the primary contact between OISE and individual donors / foundations.  She/he is 
responsible for reviewing all donor agreements. 
 
Department Chair.  The Department Chair is responsible for the department, and its 
faculty, staff and students. With respect to research and service contracts, Chairs 
review and make recommendations regarding PI proposals for submission. Chairs 
determine any required departmental commitments. By supporting applications, 
Chairs agree to provide the necessary administrative and other support should an 
application be successful, including administrative support, financial support and 
space as noted in applications. Chairs also agree that research will be administered 
in accordance with a sponsor’s terms and conditions. 
 
Principal Investigator (PI).  The Principal Investigator is the faculty member who 
leads a research project. He or she is responsible for drafting the initial proposal and 
budget, overseeing the post-award management of the project, ensuring project 
expenditures are in compliance with sponsor and University guidelines, and 
supervising students and staff participating in the project. 
 
Business Officers (BO).  The Business Officer is the primary administrative staff 
person assigned to assist in managing the day-to-day administration of each 
contract/project. BOs are involved in a multitude of duties including, but not limited 
to:  a) purchasing, b) financial collections, payments, monitoring, and reporting, c) 
processing of hiring and termination of students and staff, d) space assignments, 
relocations, and renovations, etc. They are the liaisons between the PI, department, 
and the various divisional and university-wide offices. 
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Definition of Normal Course of Business 
 
Within its Normal Course of Business, OISE and its faculty engage in a broad range of 
activities that are consistent with OISE’s academic priorities, including research, training, 
program and policy development, curriculum development,  teacher/education leadership 
training and development, evaluation, knowledge mobilization and/or knowledge translation, 
and analysis with respect to education (broadly defined), human development, and 
applications of psychology. 
 
Elements of a Potential Contract/Agreement that Fall under OISE Normal Course of 
Business  
 
Contracts/agreements are considered to fall within OISE’s Normal Course of Business if the 
activities fall within the above scope and content definition and do not contain any of the 
elements outlined below. Contracts/agreements to undertake activities that fall outside the 
scope and content definition will not be considered within OISE’s Normal Course of 
Business and will therefore require Provostial or other approval. Contracts/agreements to 
undertake activities will fall outside OISE’s Normal Course of Business if one or more of the 
following elements is present: 
 
• Involves international partners or activities 
• Involves an ongoing relationship with an external organization or entity (e.g., a 

contract without term end date or that allows for automatic renewal without an 
opportunity for review); 

• Impacts one or more other University of Toronto divisions; 
• Poses a high level of risk (e.g., financial, reputational, health and safety, academic 

freedom); 
• Contains unusual insurance or indemnity provisions; 
• Contains publication restrictions or unusual provisions on intellectual property, 

privacy, or confidentiality; 
• Contains academic components beyond OISE’s authority to approve (e.g., granting 

of degrees, diplomas, or certificates, faculty appointments, student coursework or 
credit); 

• Involves an educational placement that is not consistent with a form of agreement 
(i.e., template) previously approved by the Provost; 

• Involves budget total amount exceeding $250,000;  
• Does not conform to one or more provisions of existing University agreements, 

policies and procedures (e.g., does not incorporate indirect costs of research as per 
the Research Administration Policy; does not include review of activities involving 
human subjects by Research Ethics Board; is inconsistent with the terms of 
collective agreements, etc.); 

• Restricts the intellectual property freedom of faculty or students (e.g., publication 
restrictions impacting student progress; scope of intellectual property restriction 
impacts research activities; creates a license or otherwise transfers assignment of 
existing university-owned intellectual property)  

• Is governed by law other than Ontario law; 
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• Is written in a language other than English; 
• Contains some other element requiring one-up review and approval. 
 
Budget Development Guidelines: 
 
All proposals must include an OISE internal budget that includes all direct costs associated 
with carrying out the duties required to accomplish the project goals.  Each internal budget 
in general contains the following components:  salaries, detailed personnel expenses (i.e. 
supplies, travel, hospitality, etc.), and overhead.   
 
Overhead (or Indirect costs) are defined as expenses which cannot be directly traced to a 
particular project.  Some examples include: human resources, facilities and services, central 
finance, research support, and OISE divisional administration. 
 
Any cash or in-kind cost sharing commitments should also be included.  The funding source 
for cash commitments must be clearly identified. 
 
The following table illustrates the suggested overhead rates for the various types of 
Agreements: 
 
 

Research Service 

Standard Rate 40% 40% 

Gov’t of Canada:  Non-Tri Council 65% of on-campus salaries 
30% of off-campus salaries 
2% of travel & living expenses 

NA 

US. - National Inst. of Health 8% NA 

US - other Agencies 44% of total direct costs, and 
Subcontracts in excess of $25K. 

NA 

 
Any project budget that includes an overhead rate that is lower than the above table 
requires approval from both the AD-RII and CAO. 
 
Allocation of Overhead: 
 
Overhead recovered from research and service agreements is used largely to offset costs 
associated with administering the contract as well as to provide the PI start-up funds for 
future research and development.  The following allocation is recommended: 
 
 

Research Grant Allocation Service Contract Allocation 
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Central 0% 10% of Gross 

Division (OISE) 50% 50% of residual overhead 

Department* 25% 25% of residual overhead 

Principal Investigator* 25% 25% of residual overhead 
 
* The Department may choose to retain all allocated overhead if it supplies and pays for the 
majority of the PI or Centre administrative functions. Otherwise, it is recommended that, as 
a minimum, 25% of the allocated overhead goes to the PI’s fund centre 
 
Review and Approval Thresholds: 
 
The majority of all proposals and contracts are initiated either by a faculty member or the 
Institution (OISE) in any of the following manners: 
 

a. In response to a public RFP for research project opportunities or provision to deliver 
a service.   
 

b. As a direct request from external sponsors supporting OISE’s research or to engage 
OISE for a specific service. 

 
Faculty members request approval from their respective Chairs of their intent to participate 
in the above activities.  Chairs, in turn, notify and request approval from both the AD-RII for 
appropriateness of activity and the CAO for the budget, institutional matching, space & 
technological requirements and impact, and other legal and risk management issues.  For 
this approval process, please use the PI Checklist and Contract Signature Routing Form 
located at the end of this SOP. 
 
Request for approvals under research grants and research contracts are submitted through 
the university’s My Research Applications (MRA) system.   
 
Request for approvals under service contracts and other agreements are submitted to the 
AD-RII and CAO and must include the following information: 
 

a. Information about the proposed project’s alignment to OISE’s academic mission 
b. Potential risk assessment 
c. List of requested OISE resources needed to complete the project such as additional 

space, renovation plans, IT requirements, staffing or student support, etc.  
d. List of cash or in-kind cost sharing commitments (if any) 
e. An internal OISE budget as per the budget development section which includes 

overhead 
f. Intellectual Property ownership 
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The following table outlines the review and approval thresholds at OISE: 
 
RESEARCH 
GRANTS & 
AGREEMENTS 

REVIEW RECOMMEND APPROVE 

Under $500,000 Chairs Chair Chairs 

$500,000 or more 
    and/or requires: 
 
 Increased utility 

usage 
 Increased space 

usage 
 Renovation 
 Teaching release 
 Univ. direct costs 

contribution 
 Foreign Sponsor 
 Change from 

standard overhead 
rate 

Chairs  
 
AD-RII (e.g., for 
appropriateness of activity, fit 
with Normal Course of 
Business) 
 
CAO (e.g., budget, institutional 
matching, space and 
technology implications and/or 
requirements, legal 
requirements, risk 
management)  

Chairs, AD-RII, 
& CAO 

Dean, 
Provost, and 
University 
Approver 

SERVICE 
CONTRACTS 

REVIEW RECOMMEND APPROVE 

Up to $249,999 
 

AD-RII & CAO Chair, AD-RII, & 
CAO 

Dean 

$250,000 or more AD-RII & CAO Dean Provost 

DONATIONS IN 
SUPPORT OF 
RESEARCH 

REVIEW RECOMMEND APPROVE 

ALL Director of External 
Relations, AD-RII & CAO 

Advancement 
Director & Dean 

DUA 

OTHER 
AGREEMENTS (e.g., 
MOUs, Non-disclosure 
agreements 

REVIEW RECOMMEND APPROVE 

ALL AD-RII & CAO Chair, AD-RII, & 
CAO 

Dean 
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Project Administration: 
 
As a leading public institution, UofT and OISE are committed to high standards of quality 
financial management that promotes both transparency and accountability.  Such high 
standards are critical for OISE to continue to attract needed public and private support for 
its academic mission. 
 
In compliance with UofT’s financial guidelines, all financial management and transactions 
must obtain one-up approval. 
 
The CAO’s office oversees OISE’s established internal controls and procedures for 
managing contracts, which includes, but is not limited to:  establishing fund centres for each 
project, invoicing, monitoring, and reporting of funds, allocation of overhead, establishing 
secondary service and consulting contracts, etc.   
 
The CAO’s office will be responsible for allocating and collecting overhead based on actual 
revenues collected in accordance to the above-mentioned allocation method. 
 
For research grants and contracts, financial administration will be the responsibility of the PI 
and his/her department. 
 
For service contracts up to $249,999, day-to-day financial administration will be the 
responsibility of the departments led by the PI and his/her business officer, with oversight 
from the CAO’s office.   
 
For service contracts of $250,000 or more, day to day financial administration will be the 
responsibility of the departments led by the PI and his/her business officer, with reporting, 
tracking, and oversight from the CAO’s office.  
 
 
Process: 
 
 

(Please see process maps) 
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Research Grant or Research Contract Process 
(Through the MRA System) 

 
 

1. Workflow is initiated when PI clicks “submit” 
2. Application is directed to the Chair/Director (Dean of non-departmentalized Faculties) of the unit 

of the PI’s unit of Primary Appointment 
a. If the administering unit selected by the PI is not the PI’s unit of primary appointment, the 

application will be director to the chair/director of the administering unit after the 
Chair/Director of the PI’s unit of primary appointment has approved the application 

3. If fully affiliated teaching hospitals have been listed in the Application Record, the application will 
be directed to the relevant hospital approver. 

4. In departmentalized Divisions, applications will be escalated to the Dean/Principal (UTM & UTSC) 
of the Administering unit, if one of the escalation factors is involved. 

5. If the Dean/Principal (UTM & UTSC) is the applicant, the application will always be escalated to 
the Provost. 

6. The final step in the workflow is the University Approver Group (RSO/IPO – F of Med Research 
Office for most CIHR applications from the Faculty of Medicine). 

 
 
 
Note:  please see next page for escalation factors.
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Research Grant or Research Contract Process 
(Escalation Factors) 

 
In departmentalized units only a subset of applications will be escalated to the 
Dean/Principals for an approval.  Applications which display one or more of the following 
characteristics will be escalated: 
 

• A Chair/Director/Dean/Principal is the applicant. 
• Increased Utility Usage – if the applicant anticipates a non-trivial increase in utility 

usage 
• Incremental Space – Space not under the control of the PI or other team members 

will be required 
• Renovation/Construction – Renovation and or Construction is included 
• Teaching Release Time Required 
• University Direct Cost – a contribution (cash or in-kind) to the direct costs of the 

research is included 
• Foreign Sponsor – the Sponsor is foreign based 
• Decanal Approval Required – University Operating procedures for designated 

Sponsors/Programs require an approval at the Dean/Principal level.  These are 
institutional initiatives, e.g. CFI, CRC, etc. 

• Standard Overhead Rate Not Met – The indirect cost rate calculated in the 
application is less than stipulated for the Sponsor/Program in the University policy on 
the recovery of indirect costs. 

• Program Requested Amount Threshold Exceeded – if the total requested from the 
program exceeds a preset limit (currently $500,000). 

• Grant Total Requested Amount Threshold limit Exceeded – if the grand total 
requested, i.e. there are collaborating sponsors making contributions, exceeds a 
preset limit (currently $500,000). 
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Contact Sheet 
 

Office of the Associate Dean, Research, International & Innovation 
Michele Peterson-Badali, AD-RII      Tel. 416.978.0937 
m.petersonbadali@utoronto.ca 

 OISE Normal Course of Business 
 Interpretation of policy 

 
Lara Cartmale, Director of Research and International Initiatives Tel. 416.978.0055 
l.cartmale@utoronto.ca 

 
 CFI Proposals 
 Institutional research grants 
 Approval process 

 
Madeleine Taylor, Research Admin Coordinator    Tel. 416.978.0081 
madeleinem.taylor@utoronto.ca 

 
 Research Grants 
 MRA System 

 
Loredana Polidoro, Contracts and Information Officer   Tel. 416 978-1117 
l.polidoro@utoronto.ca 
  
 Research Contracts 
 Service Contracts 
 MOUs 

 
Office of the Chief Administrative Officer 
Helen Huang, CAO         Tel. 416.978.7779 
Helenl.huang@utoronto.ca 
 
 Budget / overhead allocation 
 Institutional Matching 
 Space Allocation 
 Risk managements 
 Contract administration 

 
Pierre Lee, Assistant to the CAO      Tel. 416.978.8906 
Pierre.lee@utoronto.ca 

mailto:m.petersonbadali@utoronto.ca
mailto:l.cartmale@utoronto.ca
mailto:madeleinem.taylor@utoronto.ca
mailto:l.polidoro@utoronto.ca
mailto:Helenl.huang@utoronto.ca
mailto:Pierre.lee@utoronto.ca
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 Insurance certificates 
 Indemnification language 
 Other Institutional certifications (i.e. Audit / Financial records) 
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PI Checklist & Contract Signature Routing Form 
 PI Name:  

Co-PI Name 1:  

Co-PI Name2 :  

Proposal Name:  

Sponsor Name:  Amount:  

Start Date:  End Date:  

 

Total Contract 
Value: 

 Overhead 
Amount: 

 Overhead Rate 
(%): 

 

Matching Funds 
(Y/N):  

 Source:  

 
Yes No N/A Question 

   I have read and understand the Statement of Work and Deliverables 
   This proposal/agreement falls within OISE’s Normal Course of Business definition 
   Is an internal budget included in the proposal? 
   Will this project result in newly created intellectual property? 
            If yes, will OISE own IP rights? 
   Are there restrictions to academic freedom (e.g., publication limitations)? 
   I have read and understand the Insurance Requirement(s) 
   I have read and understand the Confidentiality Requirement(s) 

 
This is to confirm that I have read the agreement and understand all OISE’s commitments and 
obligations herein: 

 
Principal Investigator Signature: _________________________    Date: ______________ 

 
                   

Department Chair Signature:  _________________________    Date: ______________ 

AD-RII Signature:   _________________________     Date: ______________ 

CAO Signature:    _________________________     Date: ______________ 

Dean Signature:    _________________________   Date: ______________ 

Please return to: ____                                              ________________ 


