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Requirements for a Graduate Student Contract

The Procurement and Property Management (PPM) requirements for a Graduate Student R&D Contract are as follows:

· a Proposal from the Office of Sponsored Programs at the University signed by the Contract and Grant Administrator which includes:

1. A Statement of Work – A short description of what the student will be doing.

2. The Period of Time – How long the student will be at Brookhaven, for one year or less.

3. The Amount of Support Requested – With a breakdown of Benefits and Indirect costs. Include any tuition, stipend, material, housing, travel or additional resources that will be required.
· a completed “Graduate Student Request” memo needs to be sent to Claire Retundi for the contract file. A copy of the memo can be found at: Grad Student Request Memo
· a Web Requisition which includes the student’s name, the dates of service (dates needs to match the proposal and not greater than one year) and the title of the project.  For example, the description and comment could be: “To provide services of “student name” under the graduate thesis program (GTP) for the period of “dates”. The project is entitled “Title” under the direction of “PI at Brookhaven”.  See example below: 

     http://130.199.76.90/WebReq/Requisition.asp?docId=0000068551
Requisitioners for Graduate Student Contracts need to be designated “Contract Technical Representatives”. See below for additional information: http://nslsweb.nsls.bnl.gov/nsls/org/Budget/purchasing/GuidelinesforContractTechnicalRepresentatives.doc 

*Note - The proposal from the University should show a start date that is at least one month in the future to allow time for the contract to be placed. The original copy of the proposal needs to be sent to Claire Retundi for the contract file.
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