
 

GUIDANCE 
CONTRACT, BUDGET, & MCA 

REVIEW, NEGOTIATIONS, & ROUTING PROCESS 
 DOCUMENT # APPROVED BY EFFECTIVE DATE PAGE 

CTO-1001 Executive Director, ORS 10.25.23 Page 1 of 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Previous steps 
repeat until 

budget and CTA 
are finalized 

Hospital reviews CTA & 
budget, and returns 
documents to CTO 

through Negotiations, 
if applicable 

CTO sends reviewed 
CTA and budget to 
Sponsor via email 

Sponsor returns CTA 
and budget to CTO 
with Feedback via 

email 
 

CTO uploads revised 
CTA & budget in 

Negotiations for re-
review  

 

Final draft of CTA & 
Budget are accepted by 

CTO and sent to SPA 
through Negotiations 

Hospital completes 
final review and 

partially executes (PX) 
CTA 

Key 
Study Team Actions - Yellow  
CTO Actions – Purple 
Hospital Actions – Blue 
Sponsor Actions – Orange 
Sponsored Projects Actions - Green 
VCAA Actions – Grey  

Study Team receives 
CTA, Sponsor Budget, 

draft Informed Consent 
and protocol from 
Sponsor via email 

Study Team sends CTA, 
Sponsor budget, & 
protocol to CTO for 
review via email or 

through Negotiations 
 

CTO reviews CTA & 
budget and sends 

documents to Hospital 
for review, if applicable 

 

CTO sends documents 
to third party service 

provider to compile the 
MCA 

 

MCA is returned to 
CTO to begin budget 

development 
 

CTO drafts in-house 
budget on template 
and sends to study 

team for review with 
MCA  

Study Team reviews 
budget and provides 
feedback or sign-off 

*The order of who signs the agreement may vary 

CTO uploads FX CTA 
and final budgets into 

Negotiations 

CTO sends notification 
to Study Team & 

Hospital re: 
Negotiation Complete 

CTO drafts account 
request form and asks 

Study Team to have 
Department Head and 
Business Manager sign  

 

CTO sends executable 
CTA, budget, and MCA 

to PI for review and 
execution 

CTO sends PX CTA, 
budgets, and Protocol 
to Hospital via email 

Sponsored Projects 
reviews and approves 
the budget or requests 

revisions through 
Negotiations 

CTO sends PX CTA, 
budgets, and Protocol 

to VCAA for review and 
execution  

Hospital returns PX 
CTA to CTO via email 

CTO sends PX 
agreement to Sponsor 

via Email for full 
execution 

Sponsor signs CTA and 
returns it to CTO via 

email  

Once a PS Number is 
issued, CTO drafts 
invoice for start-up 

costs and IRB fees for 
department to send.  

Study Team/Business 
Manager with the 

Contracts Management 
Office to establish a 

subaward with Hospital 

CTO creates a Journal 
Entry for the CTO 

portion of the Start-Up 
Fee and the IRB Fee  

 

CTO emails FX 
contract, budget, MCA, 

and signed account 
request form to 

Sponsored Projects  
 

End of Process 


