NEW
SPECIFIC COOPERATIVE AGREEMENTS
CHECKLIST
______________________________________________

____ 	Approved (LOI) Letter of Intent 

____ 	SCA template, budget sheet and contact data sheet filled out by scientist 
	____ 1. 	Template includes: 
* Statement of mutual interest 
* Cooperator agrees to: (detailed research portion of the project) 
* ARS agrees to: (detailed research portion of the project) (Detailed research needs to be listed to not compromise intellectual property rights) 

	____ 2. 	Budget sheet (ARS-454) with all three columns filled out and detailed information of budget categories (i.e. equipment, foreign travel, etc.). Supplies and Materials must have detailed list.

	____ 3. 	Contact Data Sheet 

____ 	Use “Caps Lock” for data entry on Agreement Info Screen 

____ 	After entering all information through the ‘Accounting’ tab, go to ‘Forms’ and ‘SOW/Budget’ to start entering the Statement of Work and Budget 

____ 	Take off ‘Caps Lock’ for Statement of Work 
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____ 	Cooperator’s contributions must be at least 20% of ARS funding on budget sheet. This contribution cannot be only indirect costs. 

____	At least 10% of contribution needs to be toward ‘direct costs’.

____ 	Print ‘REE-451 Package’ for review prior to approving 

____ 	Notify your AO that an agreement is pending their approval in ARIS
