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Collaboration Welcome Document

Collaboration: [insert project/collaboration name]

This document should be read by the members of the research team at your institution, finance manager, and any individuals responsible for providing official authorisation for the project on behalf of your organisation. 

The University of Glasgow is pleased to have the opportunity to collaborate with you on this new initiative. This document outlines the administrative processes which might be required at different stages of the collaboration and some things we recommend all teams discuss as they co-develop their ideas. 

Funding Terms and Conditions 
All team members should review and discuss the funder conditions for the award you are applying for. We recommend giving particular consideration to the following elements:
· The flexibility available for changing the budget after the award is made – teams can often get into difficulty when assumptions are made about the ability to alter the budget after the application has been submitted.
· Eligible expenditure – teams should ensure that all funding requested in the application is both eligible and presented in accordance with the scheme’s requirements.
· Insurance – all organisations involved in the research should have appropriate insurance in place to cover liability arising from the work. This may need to be factored into the budget discussions.
· Policies and Governance – all organisations involved in the research should ensure they understand the policy and governance frameworks required by the funder and develop contingency plans for meeting these requirements if those frameworks are not already in place e.g. a team may choose to co-develop a project safeguarding policy.
· Evidence of expenditure – all organisations involved need to be able to provide evidence of expenditure upon request. If the University of Glasgow is the lead institution, partners requiring advance payments should be aware that evidence of expenditure for the use of advance payments must be sent directly to the University of Glasgow regularly (normally quarterly).
· Collaboration Processes – teams should review the Collaboration Processes section below and identify the relevant individuals at each institution who can provide the requested information or sign the required documentation. Delays can often occur because documents are not sent to the appropriate contact person.

Collaboration Processes

Application Timelines
Teams should discuss any timelines for providing required information to the lead institution. 
· If the University of Glasgow is the lead institution, please bear in mind that our four academic colleges have slightly different processes, so it is important to understand the deadlines for providing budget information for costings, draft content for internal review processes and any other timelines for application submission.
· If your institution is the lead, we ask that you please provide us with as much advance notice as possible for the information you require from us, particularly regarding costings. 

Due Diligence Checks
If the funding application is successful, the lead institution is required to conduct due diligence checks on all participating organizations. Please note that is a funder requirement and not an indicator of the trust between the collaborating partners. 

If the University of Glasgow is the lead institution, we will try to collect as much information as possible online and may also send your organisation a questionnaire that will include questions regarding:
· What type of organisation it is 
· What policies and processes are in place that are relevant to undertaking research 
· What experience the organisation has in participating in and managing externally funded collaborative research projects 
· What information we need to confirm we can send funds to your organisation
We understand that organisations may not be able to answer every question and may not have all the policies or processes covered by the questionnaire. Please be reassured that this does not mean that our collaboration cannot continue. Instead, this information will allow teams to agree how these elements will be managed e.g. with a project-based approach, or with a modified payment schedule. If you are unclear about any element of the questionnaire, please do not hesitate to contact our research assurance team to ask any questions. Their e-mail is finance-research-assurance@glasgow.ac.uk. 

If your institution is the lead, we are happy to provide any documentation that you may require as part of your own due diligence checks. We have added an appendix to the end of this letter that should cover most of the information that you require. Please let us know if you need any additional information.

Collaboration Agreement
Following completion of any due diligence checks, a collaboration agreement will be signed between all partner organisations on the project. This legal document sets out expectations for the partnership and responsibilities for each partner with respect to compliance with the funder terms and conditions. No funding can be transferred from the lead institution to the partners until a collaboration agreement has been fully agreed and signed. 

Any requirements that will need to be written into the collaboration agreement should be flagged as soon as possible to the lead institution. These include:
· Requirements for advance payments (at UofG there is an approval process for advance payments, so please be aware that this may lengthen the time before the collaboration agreement can be signed)
· IP ownership

It is important for each institution to identify who is authorized to review and sign the collaboration agreement and ensure that those individuals know to expect to be sent documents for their review and/or signature. 

Financial Claims
The lead institution will hold responsibility for submission of financial claims to the funder and the distribution of funds. Normally this reporting will take place quarterly. All partners are responsible for maintaining records of evidence for eligible expenditure such as invoices, receipts and timesheets.

If the University of Glasgow is the lead institution, we will advise you if there are particular reporting formats we require to complete funder reporting. For major UK funders, such as UKRI and NIHR, financial reporting will typically take place quarterly. We normally make payments in arrears but can make advance payments if required by our partners. If your organisation requires advance payment, we normally require all evidence of expenditure to be sent to us quarterly. This is because funders classify advance payments as inherently riskier than invoicing in arrears and therefore expect more stringent assurance processes. This requirement increases the administrative burden for partners, so teams should discuss appropriate resourcing in their application budget discussions.

The currency for project budgets will be determined by the funder. Please note that UofG normally only sends advance payments in GBP. This is to limit the impacts of exchange rate fluctuations between payment and reconciliation. Project teams are responsible for ensuring that project stay within their approved budget, including in the circumstance of currency fluctuations.

If your institution is the lead institution, we ask that you please notify us of any specific reporting requirements as soon as possible.

Openness and Transparency
The University of Glasgow is committed to equitable partnership. We recognize the structural inequalities inherent in collaborative research and understand that several elements of the processes we undertake to maintain compliance with funder rules may appear unreasonable or unnecessary. We are happy to answer any questions about why these processes are in place. We encourage teams that include Low- and Middle-Income Country partners to engage with International Research Development Manager Mary Ryan (Mary.Ryan@glasgow.ac.uk) during the application process.
 
Key Contacts
UofG Project Lead (this may or may not be the project Principal Investigator, depending on the lead institution):
Name: 
Email: 
Project Coordinator (this is the research support contact point for this specific project):
Name: 
Email: 

We thank you for considering collaborating with the University of Glasgow. If there are any questions about anything in this document, please don’t hesitate to contact us. 

Call Details
[Please provide a link or copy of the call document and a link to the funder’s financial guidance]























Appendix - Due Diligence Requests
This document provides links to our website for the most commonly requested information, and collectively will provide a clear understanding of who we are as an organisation. However, if you require any further information, please let us know.

Organisational Governance
Name of Organisation: University of Glasgow

Registered address: University of Glasgow, Glasgow, G12 8QQ, Scotland

Registration number and name of registration body: OSCR Scottish Charity no. SC004401

Legal status of organisation: The University of Glasgow is a Higher Education Institution (HEI) with charitable status. The University was founded by Papal Bull in 1451, however, its modern constitutional framework derives from the Universities (Scotland) Acts 1858 to 1966 and the Higher Education Governance (Scotland) Act 2016.

Affiliations to other organisations: 
· https://www.gla.ac.uk/connect/businessandinnovation/spin-outsstart-ups/ 
· https://www.gla.ac.uk/explore/internationalisation/ourpartners/#prioritypartnersandtransnationaleducation,internationalnetworksandalliances,programmepartners 

Head of organisation and role title: Sir Vito Antonio Muscatelli – Principal

Governance Structure:
· https://www.gla.ac.uk/myglasgow/governance/corporategovernance/structure/ 
· https://www.gla.ac.uk/explore/facts/whoswho/ 


Strategy:
· https://www.gla.ac.uk/explore/strategy/ 


Policy, Processes and Procedures

Policy and Strategy main page:
· https://www.gla.ac.uk/myglasgow/staff/policy/ 

All HR Policies and Procedures:
· https://www.gla.ac.uk/myglasgow/humanresources/a-z/

Code of Conduct
· https://www.gla.ac.uk/myglasgow/humanresources/all/codeofprofessionalconduct/ 

Anti-fraud, corruption and bribery: 
· https://www.gla.ac.uk/myglasgow/humanresources/a-z/briberyandcorruption/ 

Whistleblowing:
· https://www.gla.ac.uk/myglasgow/humanresources/mgrs-admin/employee/whistleblowing/ 

Safeguarding:
· https://www.gla.ac.uk/myglasgow/apg/policies/studentsupport/safeguardingpolicy/ 

Bullying, Discrimination and Harassment
· https://www.gla.ac.uk/myglasgow/equalitydiversity/dignityworkstudyover/reportharassmentbullyingorsexualviolencestaff/ 

Travel, Subsistence and Expenses:
· https://www.gla.ac.uk/media/Media_855017_smxx.pdf (travel)
· https://www.gla.ac.uk/myglasgow/payandpensions/expenses/expensesprocedures/ (subsistence and expenses)

Conflict of interest:
· https://www.gla.ac.uk/media/Media_176371_smxx.pdf 

Health and Safety:
· https://www.gla.ac.uk/myglasgow/health/#safetyandenvironmentalprotectionservice

Risk Management:
· https://www.gla.ac.uk/myglasgow/riskattheuniversity/ 
· https://www.gla.ac.uk/myglasgow/governance/corporategovernance/othergovernance/auditriskcommittee/ 

Research Ethics:
· https://www.gla.ac.uk/research/strategy/ourpolicies/ethics/ 

Research Misconduct:
· https://www.gla.ac.uk/research/strategy/ourpolicies/researchmisconductpolicy/ 

Recruitment and Staffing:
· https://www.gla.ac.uk/myglasgow/humanresources/recruitment/ 

UK Modern Slavery Act (MSA) 2015 Compliance:
· https://www.gla.ac.uk/legal/modernslaveryact/ 

Data Protection (inc. Research Data Management):
· https://www.gla.ac.uk/myglasgow/dpfoioffice/policiesstrategies/ 

Procurement:
· https://www.gla.ac.uk/myglasgow/procurementoffice/ 

 University Regulations (23/24):
· https://www.gla.ac.uk/myglasgow/apg/policies/uniregs/regulations2023-24/ 

Finance

Financial Procedures and System: 
· https://www.gla.ac.uk/myglasgow/financialregulations/
· https://www.gla.ac.uk/myglasgow/agresso/informationforusers/usermanuals/ 

Financial Statements:
· https://www.gla.ac.uk/myglasgow/finance/financialstatements/ 

Asset Register:  
· https://www.gla.ac.uk/myglasgow/dpfoioffice/gdpr/onlineinformationassetregister/ 


Research and Grant Administration

Research Strategy: 
· https://www.gla.ac.uk/research/strategy/ourstrategy/ 

Research Impact:
· https://www.gla.ac.uk/research/impact/ 


Administrative support service to research projects and overall responsibility for the management of externally funded research projects across the organisation:

· Central RSO: https://www.gla.ac.uk/myglasgow/researchsupportoffice/ 

along with relevant college RSO:

· MVLS: https://www.gla.ac.uk/colleges/mvls/researchinnovationengagementsupport/researchmanagement/
· CoSE: https://www.gla.ac.uk/colleges/scienceengineering/staff/researchsupport/researchsupportoffice/ 
· CoSS: https://www.gla.ac.uk/colleges/socialsciences/research/researchsupport/  
· CoAH: https://www.gla.ac.uk/colleges/arts/research/coa-research-support/ 


Timesheets:
· https://www.gla.ac.uk/myglasgow/payandpensions/payroll/onlinehourlytimesheets/ 
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