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November 11, 2004

SUBJECT: Sample Agreements Logs

TO: Participants of the ARMPS Breakout Session

FROM: Diane M. Strub
Area Administrative Officer

In the ARMPS Breakout Session of the MWA Office Professionals Meeting, I encouraged you all to use the Research Agreements Section of your ARMPS package as a tickler file in order to try to control your workload, assist your supervisor in meeting deadlines, and generally take initiative in this area. I also encouraged you to create an Agreements Log in order to track all the cooperative agreements in your MU with the intent of anticipating the need for extensions and/or terminations and thereby be able to "bird dog" the actions that will need to be taken in any given year. This can also be used when creating your Research Agreements Plan for the next year's ARMPS. I promised I would send you a sample that Sue Shrout, the MWA Agreements Specialist created and I slightly modified for your use. I did not forget but just became waylaid with other things.

Attached are two sample spreadsheets which may be of assistance to you. One will allow you to track all the agreements in your MU and can then become a tickler file for you to stay on top of the agreements and the subsequent paperwork that is needed for each. The other spreadsheet may or may not be of use to you but I sent it anyway. We use it to track the agreements activity on a yearly basis. You will see that the column headings are a little different and are intended to allow us to track whether the agreement is being funded by In-house or Outside Funds, when the request came into our office, whether it was in the ARMPS Agreements Plan, who has received grants from what sources, etc. 

I hope that these will be useful to you. If you have any questions on either one, please feel free to contact me. Also, I will give these to the MWA PASTG to post on the Meeting website.

Thank you again for participating in the ARMPS Breakout Session. I truly hope it was beneficial for you.
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