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HOW TO CREATE AN AGREEMENT

Follow the below step-by-step instructions to create a new agreement in CARA. These
instructions outline the process of creating a new agreement and completing the
Agreement SmartForm pages.
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1. How to Create an Agreement

Log-in to CARA (using Baylor Single Sign On login credentials) from the OVPR home page. A new
Agreement record can be created in one of three ways:

1. From the Dashboard, select Create > Agreements > Create Agreement.

CARA =

- Dashboard Agreements col Grants SF424 Center
Page for Jason Aimone Test @ o
My Inbox My Reviews
— My Inbox
« Agreements Filterby @ 1D - [ o EXrE o
[ Name Date Created ~ Date Modified State Coordinator
“ W NDAOGODOODT NDA 2162023 2116/2023 8:04 AM 2/16/2023.8:10 AM Pre-Submission
-~ : W MTA00000013 Test do 2 pdf 211612023 8:11 AM 201612023 8:16 AM Pre-Submission
*Grants
- W FPODI0OTIZ SF424 Pl Aimone Test 21072023 10:29 AM 201012023 1:19 PM Draft Amy Hoover Test
i FPO00000SO: New test 2 W FPO0DOOTT PreAwardTes!-Friday Fun 211072023 8:13 AM 211012023 :33 AM Draft Amy Hoover Test
W FPO000009%: Funding Proposel Job A & FPO0000107 Create and Update SF424 21912023 9:01 AM 21972023 11:49 A Draft Amy Hoover Test
W FPOC000107: Create and Updale SF424 % W FPO00000S2 Test Proposal 12115 12/15/2022 4:04 PM 2102023 9:24 AM Draft Amy Hoover Test
/BU00000161: National Ins..es of Health W FPODOODTOS TBD 20812023 10:45 AM 2/8/2023 1:00 AM Draft Amy Hoover Test
) BU0000146: National Ins.es of Health W FPODOO0T03 Test LM Aimone Stage 4 Research 20812023 8:27 AM 218/2023 8:50 AM Draft Amy Hoover Test
i) FPO0000112: SF424 Pl Aimone Test * W FPODDO000Y Onboarding Example Proposal - flow-through 8/31/2022 5:21 PM 20702023 8:58 AM Draft K anson Test

W OTHOG0DOOD 1AM ‘Amendment for Aimone Agreement for Collaboration - Test 4 2/3/2023 12:45PM 2/6/2023 1:33 PM Pre-Submission

2. From the Agreements tab, Click ‘Create Agreement’.

CARA Hello,
BT oo | G

Agreements Reports Help Genter

Agreements

Agreements

Search @ Q

. All Agreements Unassigned New In Progress Aative Evergreen Archived
eale Agreement
Filterby @ 1D w | | Enfer text ta search [ o BT Export to @

o Name Agreement Agreement Type [PF'” oy PI(Last) Contracting Party State E’F"'::f{ 3_‘::;' Modified Date
NDADDDODOO?  NDA2-16-2023 Agreement_for NDAODDO0O07 dog(1.02) :;nrefri::lrasum Jason {‘.‘;’“{“E Harvard University Sbmission ir’\w‘s.‘znzz 10
MTADOOD0013  Test doc 2.pdf Test doc 2.pdf(0.01) Hgﬂr‘:‘:s: ;y"a”ﬂe' Harvard University g[ﬁa}n\ — ﬂwnza 8:18
GTHO0000001An4 ATEnAmEnt for Mimane Agreement for Other Jason TS Eacebook Ino e ssion a3 15

SUBOGDOOODS  Test document Test document(0.01) Subaards Jason Aimene  Advertising and Brand Development g/ ELATSED
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3. Execute the ‘Create Agreement’ activity from a Funding Proposal workspace.

CARA ek, Buisr Bear -

PERLLLEG Agreements cor Grants SF424 Center
Funding Proposal Complex Projects. Awards Reports. Help Center
Grants > 10.5 proposa @ e
Awarded FP00000074 Funding Proposal
BETTENN 105 proposal aPoo
Next Steps
Proposal Information Budget Information
PDIPI; Bruiser Bear Starting Date: 17112023
Specialist: Kristy Eriansan Test Total Direct: 87,036
p—— Sponsors: Total Indirect: 534,814
Internal Submission Deadline: Total: §121,850
B COl Disclosure Status Certified:
SF424 Link:
9 Manage Relationships .
Funding Awards
£ Manage Tags
D Name State Reciplent Sponsor Start Date End Date
B Create Agrsement
B AWDOOD00027 10.5 proposal Active Economics National Institute of Mental Health 1172023 1203172023
& Add Attachments
& Copy 1items. page 1 of 1 10 / page
€ Create Revision ~
Draft Department Review Specialist Review Sponsor Review
A Send Email ( Vi
a8 Manage Acoess
Clarification Clarification
© Add Gomment Requested Requested Changes Required
. . . 5 .
This will launch a screen allowing you to select the type of agreement you’d like to create.
Create Agreement
This activity will submit a request for a new Agreement to be created. Once this Agreement is created, it will be associated with this Funding Proposal.
The newly created Agreement can be found under the Related Projects tab of the Funding Proposal workspace.
“Select an Aaresement Tune fo create:
Material Transfer Agreement v
Material Transfer Agreement
Non-Disclosure Agreement
Data Sharing Plans
Reliance Agreement
Visiting Scholar Agreement
Data Transfer and Use Agreement
Sponsored Programs Agreement |
Unfunded Collaboration Agreement

Other
Outgoing Subaward

Select the agreement type from the dropdown, then Click ‘OK’. The agreement will populate on the ‘Related
Projects’ tab of the funding proposal workspace, and the agreement ID will be created. Select the agreement
to be taken to the ‘Agreement Upload’ page.

**INSERT SCREENSHOT OF RELATED PROJECTS TAB***
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2. Complete the Agreement SmartForms

The following section walks you through the SmartForm pages that are required for every agreement type.
When you are finished with each page, Click ‘Continue’ to navigate through the rest of the SmartForm

pages.

Creating a new agreement will open the Agreement SmartForms and launch the ‘Agreement Upload’ page
which is required for all agreement types. Complete each question on the SmartForms with your relevant
agreement information. See Branching Agreement SmartForms section for instructions for
completing the additional, specific SmartForm pages for each agreement type.

2.1 Agreement Upload SmartForm
Below is the blank ‘Agreement Upload’ page which launches when an Agreement is created. The following
section explains how to complete the fields on this page.

% CARA [P

Youkre Here: . _Clickage

@ _Clickireement
Creating New: Agreement rorepr— ]

Agreement Upload

Agreement manager/Principal investigator

Deseription (Include any existing regulatory approval numbers):

1. Principal Investigator: Enter the PI’s full name or last name or use the % sign as the wildcard. The
ellipses can be used to launch the search pop-up, or you can type into the field for a list of selections to
appear.

2. Primary Contact: This field defaults to the person creating the agreement record. To change it, Click
‘X’ then search for an select someone new. The Primary Contact is the only person who can submit the
agreement and the only person who will receive automated email notifications from CARA as various
milestones are reached.

Note: that the Primary Contact may be updated by anyone listed as an Agreement Collaborator. In addition,
the CARA team may mass update the Primary Contact for all records associated with a department in case
of personnel change.
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3. Upload Agreement Draft: In most cases, the box for ‘First draft to be generated internally?’ should be
selected. In the less likely event that a draft agreement is available from the contracting organization,
upload it here.

4. Title or internal reference number: Type a short name for the agreement. As a guideline, keep it
shorter than 50 characters.

Note: This text appears throughout the system as the agreement name, for example, in My Inbox.

* Agreement type:
* Agreement type:

Sponsored Programs Agreement ¥ | Sponsored Programs Agreements are
contracts between Baylor and a sponsor
v for the purposes of funding and
AP : oo conducting research at Baylor. An SPA
Description (include any existing 1 may be supported by for-profit (e.g.,
private industry) or non-profit (e.g., state
or federal government, foundations, peer
institutions etc.) sponsors.

Material Transfer Agreement
. | Non-Disclosure Agreement reg
Data Sharing Plans
Reliance Agreement
Visiting Scholar Agreement

* Agreement type:

Data Transfer and Use Agreement
Sponsored Programs Agreement
Unfunded Collaboration Agreement
Other

Unfunded Collaboration Agreement ¥

Description (include any existing 1

An unfunded collaboration research
agreement is a contract that establishes
the rights and responsibilities of research
collaborators that are participating in a
specific collaborative research project

whereby no funds are exchanged
between the collaborators

Outgoing Subaward

5. Agreement Type: Select the correct agreement type. Once a type is selected, hovering over it will
provide a help bubble to describe the appropriate use of the selection.

Note: The agreement type selected in this question determines the following SmartForm pages that will
appear, and the subsequent agreement templates that can be generated from the record. Contact
CARAagreements@baylor.edu if you have questions about which agreement type should be selected for
your situation.

6. Description: Provide a succinct description of the purpose of the agreement. This field is not required
but may be helpful to enter any relevant notes for OVPR.

7. Supporting Documents: Attach any supporting documents that may be required to review or issue
the agreement. Most agreements will require a Scope of Work. Many agreements will require other
documentation as well. Documents uploaded here will also appear in the ‘Documents’ tab of the workspace.

Once the Agreement Upload fields have been completed and the ‘Continue’ button has been selected, the
following items will appear:

- Anew Agreement ID
- Additional SmartForms based on the agreement type selected

Note: The record number is created based on the agreement type, and will use the following format:
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Type
Material Transfer Agreement MTAXXXXXXXX
Non-disclosure Agreement NDAXXXXXXXX
Data Sharing Plans DSPXXXXXXXX
Reliance Agreement RAXXXXXXXX
Visiting Scholars Agreement VS AXXXXXXXX
Data Transfer and Use Agreement DTUAXXXXXXXX
Sponsored Programs Agreement SPAXXXXXXXX
Unfunded Collaboration Agreement COLXXXXXXXX
Other OTHXXXXXXXX
Outgoing Subaward SUBXXXXXXXX

2.2 General Information SmartForm

% CARA

= B v 5B compers «

You Are Here: g OTH 2.21.202
Editing: OTH0O0000011

General Information

* Contracting party:

Gontracting party name:
Contracting party contact name:
Contracting party eontaet e-mall

Contracting party centact phane.

1. Contracting Party: Select the organization with which the agreement is being signed. You can type
into the box for a drop-down list to be populated (use the % sign as the wildcard) or select the ellipses to

display the search box.

If the contracting party is not in CARA, follow these steps:

1) Leave the ‘Contracting Party’ box blank. Note: Selecting the ‘TBD’ option will return an error and
prevent you from moving on to the next page.

2) Enter the name in the ‘Contracting Party Name’ box below.

3) Email CARAsupport@baylor.edu to request the new organization to be added with the
organization name, type, address, and phone/email info.

7|Page


mailto:CARAsupport@baylor.edu

CARA Agreements Job Aid

4) Once the OVPR team notifies you that the new organization has been added, update the ‘Select an
organization’ box to include the name of the organization and remove the name from the
‘Contracting Party Name’ box. Do not submit the record with a blank ‘Select an organization’ box.
The agreement record cannot be processed if it is submitted with a blank organization.

2. Contracting party contact name: For non-subaward agreements, this field is not required but will
delay processing if left blank. For subawards, this field is always required.

3. Contracting party contact e-mail: For non-subaward agreements, this field is not required but will
delay processing if left blank. For subawards, this field is always required.

4. Contracting party contact phone: For non-subaward agreements, this field is not required but will
delay processing if left blank. For subawards, this field is always required.

5. Responsible department/division/institute: This defaults as the PI’s home department. Update it
to the responsible (submitting) department, center, or institute, as required.

6. Agreements collaborators: Enter the names of other departmental users who need read/edit access
to this record. For example, your Business Officer, URA, or project staff.

7. Additional contracting parties: Use this field if there are multiple organizations signing the
agreement. Follow the same instructions as in 1.

Click ‘Continue’ to save and move on to the next SmartForm.

2.3 Completion Instructions Page

CARA Hello, Bruiser Bear v

= B valdate 818 Compare «
You Are Here: i OTH 2-21-2023

Error/Warning Messages (0) Editing: OTHO0000011 tConiomnens Bpiy @t

Agreement Upload v

Completion Instructions e
General Information v
You have reached the end of the Agreement form. Read the next steps carefully:
Completion LV
Instructions Click Validate to verify that all required questions in this Agreemant form are answered.
Correct any errors or omissions and refresh the error report

When ne errors are reported, click Finish to exit the form,

From the workspace, click Submit to send the Agreement for review.

©Ext HSave
I
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This page is informational and requires no data entry. Select ‘Validate’ to confirm all required fields have
been completed. Once validated, select ‘Finish’ to return to the agreements workspace and complete the
required activities there.

3. Complete Branching Agreement SmartForms

The following section walks you through additional forms known as “branching forms” that will appear
based on the agreement type selected on the ‘Agreement Upload’ page. When you are finished with each
page, Click ‘Continue’ to navigate through the rest of the SmartForm pages.

Note: Some agreement types do not have additional branching forms. For help completing the universal
agreement SmartForms, see the Complete Agreement SmartForms section.

3.1 Material Transfer Agreement Branching Forms

3.1.1 General Information Page
This page is identical to the General Information page on the universal agreement SmartForms.

See section 2.2 General Information SmartForm for instructions to complete this page.

3.1.2 MTA Direction of Transfer
When ‘Material Transfer Agreement’ is selected on the ‘Agreement Upload’ page, the ‘MTA Direction of
Transfer’ SmartForm will appear.

= E“QVaMdate OIb Compare «
You Are Here: MTA Sending Ex for Agreement J...

Editing: MTA00000015

Agreement Upload

General Information

MTA Direction of Direction of Transfer
Transfer
* Are you receiving or sending materials?
(O Sending
O Receiving
Clear

Based on the answer to 1. on the ‘MTA Direction of Transfer’ page, additional SmartForms will populate
after you click ‘Continue’.
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MTA Sending SmartForms MTA Receitving SmartForms

= [R, validate &8 Compare & = [ vaidate &8 compare &

Agreement Upload
General Information

MTA Direction of

Agreement Upload

General Information

MTA Direction of
Transfer Transfer
MTA Material .
Description MTA Ma.terlal
Description

MTA Material Source )
MTA Material Use

MTA Material
Development MTA Additional
Information

MTA Material Use
MTA Export Control

MTA Additional

Information Completion
Instructions

Completion

Instructions

The below section includes details for how to complete the additional SmartForm pages based on whether
you select ‘Sending’ or ‘Receiving’.

Note: Some of the SmartForm pages are the same whether you select ‘Sending’ or ‘Receiving’, and some are
entirely unique based on that selection. The designation will be noted at the SmartForm section header.

3.1.3 MTA Material Recipient Information (Sending)

Material Recipient Information

1. * Are you exporting material outside the United States?
O Yes O No Clear

2. * For institutionally developed technology, are there transfer costs that should be reimbursed to your lab?
O Yes O No Clear

3. * Have you received, or will you receive, a financial gift from the recipient?
O Yes O No Clear

4. * Do you have a financial relationship with the recipient? @
O Yes O No Clear

0 EXIt B Save

1. Exporting material: Select ‘Yes’ or ‘No’.
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2. Transfer costs: Select ‘Yes’ or ‘No’. If yes, an additional required question appears. Input the total
amount of transfer costs that should be reimbursed.

3. Financial gift from recipient: Select ‘Yes’ or ‘No’. If yes, provide details.
4. Financial relationship with recipient: Select ‘Yes’ or ‘No’. If yes, provide details.

Click ‘Continue’ to save and move on to the next SmartForm.

3.1.3 MTA Material Provider Information (Receiving)

Material Provider Information

* Have you received, or will you receive, a financial gift from the provider?
QO Yes O No Clear

* Do you have a financial relationship with the provider? (for example, consulting income or stock) @
QO Yes O No Clear

e = a save

1. Financial gift from provider: Select ‘Yes’ or ‘No’. If yes, provide details.
2. Financial relationship with provider: Select ‘Yes’ or ‘No’. If yes, provide details.

Click ‘Continue’ to save and move on to the next SmartForm.
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3.1.4 MTA Material Description (Both)

Material Description

# Identify the material

* What is the origin of the material?

What Is the materlal type? (cnack all fat zoply
O Animal. Liv

* Are you requesting or providing live animals?

Identify any hazardous biological anants involved

@ e B

1. Identify the material: Identify the material being transferred in the agreement. Note: What is entered
in this field will be mapped to the MTA Agreement contract template.’

2. Origin of material: Select one of the options from the list: animal, plant, plasmid, human, other. If
other, enter the origin.

3. Material type: Select all that apply. Note: If ‘cDNA / Plasmid / Vector is selected, an additional
question 6 will appear. Enter the IBC registration number in that field.

4. Live animals: Select ‘Yes’ or ‘No’. If yes, enter the strain or geno and IACUC protocol number.

5. Hazardous biological agents: Using the ellipsis button, identify and select all hazardous biological
agents involved in the transfer.

6. Transmittal fees: Enter the $ amount of transmittal fees, if applicable.

Click ‘Continue’ to save and move on to the next SmartForm.
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3.1.5 MTA Material Source (Sending)

Material Source

Identify the institution that develrnad the material:

If you cannot find the institution in the list above, enter its information here:

Institution name:

Name of the investigator who developed the material:

How was the material obtained?
O Developed solely in my lab
O Originally obtained from another firm, institution, or college
O Derived from material received from others (repositories, gifts, MTAs)
O Other
O I don't know
Clear

* For material developed at your institution, does it incorporate research material received from others?
QO Yes O No Clear

What is the function of the material?

oe | oae

1. Institution that developed the material: Select the institution that developed the material. You can
type into the box for a drop-down list to be populated (use the % sign as the wildcard) or select the ellipses
to display the search box.

Note: If the institution that developed the material is not in CARA, see the ‘Contracting Party is not in
CARA'’ section above for next steps.

2. Investigator that developed the material: Type the name of the scientist who developed the
material.

3. Material obtained: Select one option from the options.

4. Research material received from others: Select ‘Yes’ or ‘No’. If yes, describe institution's original
material, its relationship to the third-party material, and how the materials have been combined.

5. Function of material: Describe the function of the material.

Click ‘Continue’ to save and move on to the next SmartForm.
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3.1.5 MTA Material Development (Sending)

Material Development

* Was development of this material funded by a sponsored research agreement or other extramural funding?
O Yes O No Clear

Has the researcher published about the material or a related methodology?
O Yes O No Clear

0 = a save

1. Funded by sponsored research agreement or extramural: Select ‘Yes’ or ‘No’. If yes, answer the
following questions:

* Funding source: a. Funding source: Using the ellipsis button,
select the appropriate funding source. Provide
details if organization that provided funding is

If you cannot find the organization in the list above, provide details: . . .
not an option in the list.

b. Grant number: Input the CARA Award ID
(i. e. AWDXXXXXX) related to the funding
that contributed to the development of the
material.

* Grant number:

2, Published about material or related methodology: Select ‘Yes’ or ‘No’. If yes, enter the citation or
publication title in the dialog box.

Click ‘Continue’ to save and move on to the next SmartForm.

14| Page



CARA Agreements Job Aid

3.1.6 MTA Material Use (Both)

Material Use

Provide a concise scientific description of the recipient's use of this material:

* List the quantity of the material to be transferred: (specify units)

* What is the approximate value of the materials?
Will the material be used with material owned by an industrial or non profit agency?

Q Yes O No Clear

Comments:

o | s

1. Scientific description: Provide a concise scientific description of the recipients use of the material.
Note: Character count is limited to xxx.

2. Quantity of material to be transferred: Enter the quantity of material being transferred. Specify
units of the material.

3. Value of materials: Enter the approximate $ value of the material being transferred.
4. Used with material from industrial / non-profit: Select ‘Yes’ or ‘No’.
5. Comments: Include additional comments if applicable.

Click ‘Continue’ to save and move on to the next SmartForm.
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3.1.7 MTA Additional Information (Both)

Additional Information

Add any comments that will be helpful to the MTA staff:

e = a save

1. Additional comments: In the comments box, include the name of the outside scientist and the
shipping address for the materials. Add any comments that will be helpful to OVPR Compliance staff in
reviewing and creating the MTA agreement.

Note: Although this question is not required, failing to include the name and address will delay processing
of the agreement.

Click ‘Continue’ to save and move on to the next SmartForm.

3.1.8 MTA Export Control (Receiving)
This is the final branching SmartForm of an MTA Receiving Agreement.

Export Control

* |s the material being received subject to export controls?
O Yes O No Clear

1. Select ‘Yes’ or ‘No’.
If no, Click ‘Continue’ to move to the ‘Completion Instructions’ page.

If yes, the following questions will appear:
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* Is the information or technology in the public domain? (available commercially without restriction)
Q Yes QO No Clear

* Is there a military application for the information or technology? (for example, in a weapon)
QO Yes O No Clear

* Do you have any reason to believe the end user may intend to use the information or technology for military or defense systems? (including design, production,
transfer, or re-export of the information or technology to another party)
Q Yes O No Clear

* Will any foreign nationals at Baylor be in receipt of the information or technology and/or does the end user intend to re-export the information or technology?
Q Yes Q No Clear

* Select one of the following:
ITAR: | have found the following export regulaticn classification applicable to the information or technology:

v

EAR: | have found the following export regulation classification applicable te the information or technology:

v

Unknown: | am unsure which export regulation classification is applicable to the information or technology []

0 = a save

2. Public domain: Select ‘Yes’ or ‘No’.

3. Military application: Select ‘Yes’ or ‘No’.

4. Military defense: Select ‘Yes’ or ‘No’.

5. Foreign nationals: Select ‘Yes’ or ‘No’.

6. Select one: For this question, do ONE of the following:

- Select an option from the dropdown in a
- Select an option from the dropdown in b
- Check the boxin ¢

Note: You will receive an error message and be unable to continue if you select more than one of the above
options.

Click ‘Continue’ to save and move on to the last page.

3.1.9 Completion Instructions
This page is identical to the Completion Instructions page on the universal agreement SmartForms.

See section 2.3 Completion Instructions for instructions to complete this page.
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3.2 Non-Disclosure Agreement Branching SmartForms

= [ validate 878 Compare 144

Agreement Upload
General Information

NDA Agreement
Information

NDA Additional
Information

Export Control

Completion
Instructions

Before starting a non-disclosure agreement record, in addition to the information that is normally collected
for other types of agreements be sure to have the answers to the following questions:

- What is the purpose of the exchange? Provide a description.

- Who will be disclosing information: Baylor University, Contracting Party, or both?

- Abrief description of the confidential technology or information to be disclosed.

- Is it mandatory to receive or disclose confidential information to accomplish the purpose stated
above?

- Isthere a deadline to have the agreement signed?

- Is there any possibility that the contracting entity’s confidential information may co-mingle with
similar work or information in your possession?

- Will confidential information be shared with non-employees, including students? If yes, provide
details.

- Has an invention disclosure been submitted by the PI related to the information that will be
received or disclosed? If yes, provide the disclosure number(s).

- Does the PI plan to submit an invention disclosure prior to receipt or disclosure of confidential
information? If yes, provide submission date.

3.2.1 General Information Page
This page is identical to the General Information page on the universal agreement SmartForms.

See section 2.2 General Information SmartForm for instructions to complete this page.
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3.2.2 NDA Agreement Information Page
This is the first branching SmartForm specific to the Non-Disclosure agreement type.

You Are Here: gig NDA Job Aid Example

Editing: NDA00000008 (Gobomsmens PPty @ Hel

Agreement Information

Describe the purpose of the exchange:

Who will be disclosing informzticn?

v

Provide a brief description of the confidential technology or information to be disclosed:

Is it mandatory to receive or disclose confidential information to accomplish the purpose stated above?
O Yes O No Clear

Is there a deadline to have the agreement signed?

O Yes O No Clear
© Exit B Save Continue e

Note: The agreement ID number begins with the prefix “NDA”.

1. Description of purpose: Add detailed description provided by the PI.

2. Who will be disclosing information: Select Contracting Party, Institution, or Both from the
dropdown menu.

3. Description of confidential tech or info: Add a detailed description provided by the PI.
4. Mandatory: Select ‘Yes’ or ‘No’.
5. Deadline: Select ‘Yes’ or ‘No’. If yes, a required deadline date field appears.

Click ‘Continue’ to save and move on to the next SmartForm.
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3.2.3 NDA Additional Information Page

Additional Information

* |s there any possibility that the company's confidential information may co-mingle with similar work or information in your possession?
Q Yes O No Clear

* Will you be sharing any confidential information with non-employees, including students?
Q Yes O No Clear

* Has an invention disclosure been submitted by you related to the information that will be received or disclosed?
Q Yes O No Clear

* Do you plan te submit an invention disclosure prior to receipt or disclosure of confidential information?
QO Yes O No Clear

@ 8 5ave

1. Select ‘Yes’ or ‘No’.

2. Select ‘Yes’ or ‘No’. If yes, provide details.

3. Select ‘Yes’ or ‘No’. If yes, provide disclosure number(s).
4. Select ‘Yes’ or ‘No’. If yes, provide date.

Click ‘Continue’ to save and move on to the next SmartForm.

3.2.4 Export Control Page

Export Control

* |s the information or technology being disclosed subject to export controls?
QO Yes O No Clear

1. Select ‘Yes’ or ‘No’.
If no, Click ‘Continue’ to move to the ‘Completion Instructions’ page.

If yes, the following questions will appear:
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* Is the information or technology in the public domain? (available commercially without restriction)
Q Yes QO No Clear

* Is there a military application for the information or technology? (for example, in a weapon)
QO Yes O No Clear

* Do you have any reason to believe the end user may intend to use the information or technology for military or defense systems? (including design, production,
transfer, or re-export of the information or technology to another party)
Q Yes O No Clear

* Will any foreign nationals at Baylor be in receipt of the information or technology and/or does the end user intend to re-export the information or technology?
Q Yes Q No Clear

* Select one of the following:

ITAR: | have found the following export regulaticn classification applicable to the information or technology:

v

EAR: | have found the following export regulation classification applicable te the information or technology:

v

Unknown: | am unsure which export regulation classification is applicable to the information or technology []

0 = a save

2. Public domain: Select ‘Yes’ or ‘No’.

3. Military application: Select ‘Yes’ or ‘No’.

4. Military defense: Select ‘Yes’ or ‘No’.

5. Foreign nationals: Select ‘Yes’ or ‘No’.

6. Select one: For this question, do ONE of the following:

- Select an option from the dropdown in a
- Select an option from the dropdown in b
- Check the boxin ¢

Note: You will receive an error message and be unable to continue if you select more than one of the above
options.

Click ‘Continue’ to save and move on to the last page.

3.2.5 Completion Instructions
This page is identical to the Completion Instructions page on the universal agreement SmartForms.

See section 2.3 Completion Instructions for instructions to complete this page.
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3.3 Data Sharing Plan Branching SmartForms

= @/Validate AI@Compare «
Agreement Upload

General Information

DSP Additional
Information

Completion
Instructions

3.3.1 General Information Page
This page is identical to the General Information page on the universal agreement SmartForms.

See section 2.2 General Information SmartForm for instructions to complete this page.

3.3.2 DSP Agreement Information Page

Agreement Information

1. * Describe the information to be gathered, used, or made available:

2. Upload data managemant nlan-
Choose File

3. Describe the funding requi including I ion for data personnel or other resource sharing and allocation:

4. Funding source:

o = S m

1. Describe the information: Add detailed description provided by PI.

2. Upload data management plan: Upload data management plan provided by PI.
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3. Describe funding requirements: Add detailed description provided by PI.
4. Funding source: Select the funding source.

Click ‘Continue’ to save and move on to the next SmartForm.

3.3.3 DSP Additional Information Page

Additional Information

* Who owns the data?

If consortium, local community, or partnership, provide details:

* Describe plans for data storage, archiving, and security:

* Will data be made available to non-employees?
QO Yes O No Clear

Describe any confidentiality concerns that should be considered as part of this agreement:

@ | save

1. Data owner: Select the data owner from the options provided: consortium, funder, institution, local
company, partnership, or researcher. Provide details if necessary.

2. Describe data storage plans: Add detailed description provided by PI.

3. Data availability: Select ‘Yes’ or ‘No’. If yes, answer the following questions:
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a. * Who will be given access to the data? a. Access to data: Select one or more Options as
O Community .
O Research Partners apphcable'
O Students . L. .
O oOther b. Plans: Add detailed description provided by PI

If other, enter the group:

. * Describe plans to manage approval for access:

4. Describe concerns: Add detailed description provided by PI.

Click ‘Continue’ to save and move on to the next SmartForm.

3.2.5 Completion Instructions
This page is identical to the Completion Instructions page on the universal agreement SmartForms.

See section 2.3 Completion Instructions for instructions to complete this page.

3.4 Outgoing Subaward Branching Forms
Refer to the OVPR procedure for issuing Subawards for additional information.

= @,Validate OIOCompare «
Agreement Upload

General Information

SUB Regulatory
Compliance

SUB Risk
Assessment

Completion
Instructions
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3.4.1 General Information Page

This page is identical to the General Information page on the universal agreement SmartForms.

See section 2.2 General Information SmartForm for instructions to complete this page.

3.4.2 SUB Agreement Information Page

N

=]

@

®

@

Agreement Information

1. * Prime Funding Agency:

. Project Title:

. Prime Award ID:

4.* Subaward ID:

. * Direct costs:
50

. * Indirect costs:
$0

10. * Total costs:

$0

. Estimated Total Costs:

12. * Budget start date:

13. * Budget end date:

1

1

>

o

. Estimated project start date:

. Estimated project end date:

16. Carryover:

QO Yes O No Clear

17. Subject to FFATA:

O Yes O No Clear

18. Fixed-price Subaward:

QO Yes O No Clear

19. Foreign Entity:

O Yes O No Clear

* Subrecipient Pl First Name:

Subrecipient Pl Middle Initial:

* Subrecipient Pl Last Name:

(Gototoms mens Bt @ Hep

ot | save
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1. Prime funding agency: Select the prime funding agency
2. Project title: Use Award title.

3. Prime award ID: Use funding agency award number.

4. Subaward ID: Use Baylor subaward naming convention.

5. Subrecipient PI first name: Type PI’s first name. Note: This field will be mapped to the Subaward
Agreement template.

6. Subrecipient PI middle initial: Add MI if desired.

7. Subrecipient PI last name: Type PI’s last name. Note: This field will be mapped to the Subaward
Agreement template.

8. Direct Costs: Input direct cost amount for this action.
9: Indirect Costs: Input indirect cost amount for this action.

10. Total costs: This field is not editable; it will populate based on the direct and indirect costs inputted in
questions 8 and 9.

11. Estimated total costs: Input the estimated costs for the entire project period.
12. Budget start date: Match to award budget start date.

13. Budget end date: Match to award budget end date.

14. Estimated project start date: Match to award project period start date.

15. Estimated project end date: Match to award project period end date.

16. Carryover: Select ‘Yes’ or ‘No’.

17. FFATA: Select ‘Yes’ or ‘No’.

18. Fixed-price Subaward: Select ‘Yes’ or ‘No’.

19. Foreign Entity: Select ‘Yes’ or ‘No’.

Click ‘Continue’ to save and move on to the next SmartForm.
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3.4.3 SUB Regulatory Compliance Page

Subaward Regulatory Compliance

Are Human Subjects Involved:
@ Yes O No Clear

Upload IRE Aporoval:
None|] X Upload

Are Vertebrate Animals Involved:
@ Yes O No Clear

Upload !AC1Ie Angroval:
[None] X Upload

o Ex‘l B Save

1. Human subjects: Select ‘Yes’ or ‘No’.
2, If yes, upload IRB approval.

2. Vertebrate animals: Select ‘Yes’ or ‘No’.
4. If yes, upload IACUC approval.

Click ‘Continue’ to save and move on to the next SmartForm.

3.4.4 SUB Risk Assessment Page

Subaward Risk Assessment & Questionnaires
Risk assessment level:
O Elevated
O Low

Clear

Upload Risk Assessment Form:
[None] & Uplosd

Upload Subaward Commitment Form:
[None] - &, Upload

Upload Audit Questionnaire:

[None] | & Upkosd

o Exn a Save

1. Risk assessment level:
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2, Risk assessment form:
3. Subaward commitment form:
4: Audit questionnaire:

Click ‘Continue’ to save and move on to the next SmartForm.

3.4.5 Completion Instructions
This page is identical to the Completion Instructions page on the universal agreement SmartForms.

See section 2.3 Completion Instructions for instructions to complete this page.

4. Agreement Workflow

Unassigned
. Clarification '

Requested

In Review
. Clarification '

Requested

The Workflow Map bubbles on the Agreements workspace show the major steps the agreement record
moves through from the pre-submission phase through activation. The bubble highlighted in orange
indicates the current step in the workflow process. Below is an explanation of the basic workflow an
agreement will go through to reach the activated state.

Note: See Agreement Routing and Review for detailed instructions on how to complete the remaining
workflow steps for an agreement.
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Clarification Clarification
Requested A Requested A

Workflow State Explanation

Pre-submission PI/Agreement Creator is working to complete the SmartForm.

Unassigned Submitted to Pre-award office, ready to be assigned to Agreement
Reviewer.

Clarification Requested Agreement Reviewer may contact PI for additional information.

Internal Review Record is being reviewed by OVPR or Subcontract Administrator.

External Review Agreement has been sent out to subcontracting party for their review.

Note: Agreement may move back and forth between Internal Review
and External Review states multiple times as agreement or contract
language is negotiated.

Language Finalized The agreement language has been finalized and it is ready to move
into the signing phase.

Routing for Signature Internal routing for Baylor signatures.

Send out for Signature DocuSign

Out for signature The finalized agreement has been sent out to the contacting party for
their signature.

Active The agreement has been signed by the contracting party as well as by

Baylor University, thus it is fully executed. The agreement is active.
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