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1. Description 
These procedures are intended for departments or equivalent dealing with external research grants. 
The document aims to demonstrate the various stages of the procedures for external research grants, 
clarify responsibility, and provide support with the process. The existing procedures have been 
reviewed and updated following the approval of the Vice-Chancellor’s decision-making and 
delegation procedure (FS 1.1-1570-16) approved on 20 December 2016. The document was updated 
in spring 2017. 

2. Background 
The Financial Office, in collaboration with the Planning Office, the Research Support and 
Collaboration Office and the Legal Affairs Office, has reviewed the existing procedures. The original 
procedures build upon the final report and procedures for external research grants approved by the 
Vice-Chancellor on 1 November 2011 (Umu 200-2484-11). In spring 2015, the procedures were 
updated with clearer instructions on how and when actions need to be taken. A new review became 
necessary following the new Vice-Chancellor’s decision-making and delegation procedure (FS 1.1-
1570-16), approved on 20 December 2016. Hence, the document was updated in spring 2017 and 
replaces the previous version approved by the Vice-Chancellor on 26 May 2015 (FS 1.1-807-15). 
 
These procedures are intended for departments or equivalent dealing with external research grants. 
They are largely similar to existing procedures and will clarify and document the process and provide 
support. Supplementary instructions can be found on the University’s website for staff, Aurora. Here 
you will also find recommended approaches for projects funded by external grants and accounting 
principles for projects at Umeå University funded by grants. 

3. Procedures 
Component Responsibility Action 

Idea about the application 
for external research grants 

Project manager Creates the project application and 
consults with a financial administrator 
to create a full cost estimate. 

When creating a budget for an EU 
project, it is recommended to consult 
the Research Support and 
Collaboration Office.  

Application evaluation  Head of department or 
equivalent 

Assesses the project’s impact on the 
organisation and whether the project is 
compatible with the activities being 
conducted. 
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The evaluation must address any: 

• Joint funding 

• Co-funding of mutual costs 

If a project involves several 
departments, the head of department 
responsible for the main application 
must consult with the other heads of 
department. 

Application approval Head of department or 
equivalent 

Must sign all applications of 
SEK 100,000 or above. 

The head of department’s eSignature is 
the equivalent of a physical signature 
on digital applications. 

When the head of department signs the 
full cost estimate, by using the 
University’s calculation template, the 
head of department approves both the 
calculation and the application. 

EU projects require a special certificate 
from the head of department or 
equivalent. Consult the Research 
Support and Collaboration Office’s 
instructions. 

The Vice-Chancellor’s signature is 
required for certain applications, such 
as those to the Kempe and Wallenberg 
foundations. A complete version of the 
application, including the budget, a 
signed certificate from the head of 
department and a draft of the 
supporting letter must be sent to the 
Research Support and Collaboration 
Office no later than three weeks before 
the application deadline. The Research 
Support and Collaboration Office must 
review the budget before the 
supporting letter can be obtained. 
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These applications must be recorded in 
the university-wide registry. 

Application submitted Project manager Submits the application to the funding 
body.  

A copy of the application must be 
recorded at the department or 
equivalent.   

A copy of applications for EU grants 
and applications requiring a supporting 
letter from the Vice-Chancellor must be 
sent to the Research Support and 
Collaboration Office.  

Funding body’s decision 
received  

Project manager Reviews the funding body’s conditions. 

Legal officers can provide support 
when creating or negotiating the 
content of an agreement. 

For EU project applications, a copy of 
the project evaluation must be sent to 
the Research Support and 
Collaboration Office.  

Approval of the grant 
agreement and signing the 
contract and partnership 
agreement 

 

 

 

 

 

 

 

Head of department or 
equivalent 

 

 

 

Vice-Chancellor, 
University Director or 
Deputy University 
Director 

 

 

 

Signs the grant agreement when the 
funding body is a government, 
municipal or intergovernmental 
authority, and organisations and 
foundations, regardless of the size of 
the grant. Signing takes place together 
with the project manager, if stipulated 
in the grant agreement. 

However, grant agreements with 
companies must be signed by the Vice-
Chancellor, University Director or 
Deputy University Director, regardless 
of its size, as per the Vice-Chancellor’s 
decision-making and delegation 
procedure (FS 1.1-1570-16). 

Grant agreements that are to be signed 
by the Vice-Chancellor, University 
Director or Deputy University Director 
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Conditions for participation 
(certificate for researchers) 

 

 

 

 
Authorised signatory – 
check who is 
authorised as per the 
Vice-Chancellor’s 
delegation of authority 

 

 
Project manager  

 

as per the Vice-Chancellor’s decision-
making and delegation procedure must 
be reviewed by a legal officer before 
they are signed. Agreements must be 
sent to the legal officer in good time 
before they are signed. 

Please note that when contracts and 
partnership agreements between 
the project parties are signed, they 
must be signed by the authorised 
signatory as per the Vice-Chancellor’s 
decision-making and delegation 
procedure and any additional 
regulations in place.  

The project manager is not authorised 
to sign contracts and partnership 
agreements in which Umeå University 
is a party. 

Grant agreements, contracts, and 
partnership agreements must be 
recorded and archived at the 
department or equivalent. 

The certificate for researchers, 
conditions for participation, is an 
internal document that must be signed 
by all Umeå University staff affected by 
the intellectual property rights of 
academic staff and by students 
involved in the project. The certificate 
must be signed before the contract or 
partnership agreement is signed. The 
certificate for researchers must be 
recorded and archived at the 
department or equivalent. 

Creating a project account 
in the financial system 

Financial 
administrator 

Registers the project account in the 
financial system using the codes as per 
the Financial Office’s instructions.  
 
The registration needs to include a 
scanned copy of the grant agreement, 
alternatively confirmation from the 



Procedures  
Vice-Chancellor 
Reg. no.: FS 1.1-952-17 
 
 
 
 

 

29 June 2017 
Page 7 (8)  

 
funding body of the accepted 
application. 
 

Orders Project manager 
(Can be conducted by a 
financial 
administrator) 

Orders must be made in accordance 
with the contract or agreement with the 
funding body. 

See also: Financial Office’s 
instructions. 

Project governance Project manager In consultation with the financial 
administrator, the project manager is 
to have control over their projects. This 
means they are responsible for the 
grant being used in accordance with 
the project plan or equivalent, and that 
the grant is used in accordance with the 
conditions in the agreement or similar.  

Project financial follow up Head of department or 
equivalent 
 

Regular financial follow ups in 
consultation with the project manager 
and financial administrator for all 
ongoing grant-funded projects. 

Financial follow ups must be conducted 
at least three times per year, ideally in 
conjunction with budget and 
forecasting events and annual 
accounts. 

See also: Financial Office's 
instructions. 

Final statement of accounts, 
scientific report and 
financial report 

Project manager Presents information to the funding 
body as per conditions of the 
agreement.  

The financial report is to be created in 
consultation with the financial 
administrator. 

The financial report must be signed as 
per the funding body’s requirements. 

For EU projects, Form C must be 
completed and reviewed by the 
Research Support and Collaboration 
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Office before the University’s 
authorised signatory may sign it. 

Covering deficits, allocation 
of surplus and repayment of 
surplus 

Head of department or 
equivalent 

Decides on how surplus is allocated, 
deficits are covered or surplus is repaid 
as per instructions from the Financial 
Office. 

Auditing of ongoing EU 
projects 

Financial 
Administrator 

Contacts the procured auditing firm as 
per instructions from the Research 
Support and Collaboration Office. 

For audits requested by the 
EU Commission 

Project manager or 
financial administrator 

Contacts the Research Support and 
Collaboration Office who will 
coordinate an audit. 

Zeroing and termination of 
the project accounts in the 
financial system 

Financial 
Administrator 

As per the Financial Office’s 
instructions. 
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