Table of Contents

ABOUT THIS BOOK 6
JOB ROLE OF A RESEARCH ADMINISTRATOR 7
SPONSORED PROJECTS 8
WHAT FAR IS ALL ABOUT, AND HOW IS IT DIFFERENT FROM A GRANT OR AN AWARD?......cccccoeeeeesraneessnnnee 9
ACQUISITION PLANNING AND PROCUREMENT MANAGEMENT 11
CONTRACT ADMINISTRATION 15
CONTRACT /AWARD CLOSEOUT 16
CONTRACT MANAGEMENT, COMPENSATION AND FINANCING 17
NOTE ON DEPRECIATION AND USE ALLOWANCES ... uuvtteeitttteitteeessseeessseeasssseessssesessssseassssssssssesssssssessssesesssssssssssssssssesssssesssssssessnes 19
NOTE ON CAPITAL EEXPENDITURES ....cutvtteeittteestteeesreeessssesesssesesssessssssssssssesssssessssssssssssssssasssssssssssssssseesssssssssssssssssseesssssesssssessssnns 19
QUOTATIONS AND TENDERS 21
REQUEST FOR PROPOSAL (REP) ...ttt 21
LETTERS OF INTENT (TUOL) .ottt e e 21
REQUEST FOR EXPRESSIONS OF INTEREST (RFEI) 22
REQUEST FOR SUPPLIER QUALIFICATIONS (RFSQ) 23
REPETITIVE PROCUREMENT 23
VENDORS OF RECORD (VOR) 23
A TYPICAL BID EVALUATION PROCESS 24
DRAFTING CONTRACT 25
SETTING THE ORDER OF PRECEDENCE .....uvvteeeeeiettsteeeeeeesssssseeeeasosssssseesssssssssssssasssssssssssssssssssssssssssssssssssssssssssssessssssssssssssssasssssees 25
CONTRACT EXHIBITS. ¢..utttteetteeesuseeeesseeessssseassssesasssesesssssssssssssssssesessssssasssssessssssssssssssssssesssssesesssssssssssssssssssessssssessssssssssesssssssessssees
TIME CLAUSE ..ccceeeerevnnnes

REWARDS ...coovvvvieeeeennne

INCORRECT PAYMENTS...

LLEGAL AUTHORITY ..eeeeeeeeuitttteeeeeeeeuaeeeeeeaeeissseeeseeaeasssssesesasassssssesesaaasssssssesssasssssssesssssssssssssssassssssssesssssesssssssesssnssssseesssssssssssesenanes
INSPECTION AND ACCEPTANCE ......uvtteeettteeeetteeeeitteeaeiteeeeeaeeeaisseseeissseeasseesassseseeassseeassseaassseeeasseeeassseeasseeeesseeeasssesaassseeeseeesasseeeanes
CHANGE ORDER PROCEDURES ..............

EXPLICITLY SPELLED OUT REMEDIES

TERMINATION FOR DIEFAULT/CAUSE. .. vvieettieteeeeteeeteeeteeeteeeteeeeteeeseeeseeesseeeseessesesseesssaeseessssesssesssesesesasseeessesaseeaseseseeessesseeasseenseens
OTHER CLAUSES

SUMMARY OF THE MOST POPULAR FIXED PRICE CONTRACT TYPES 28




SUMMARY OF THE MOST POPULAR COST CONTRACT TYPES 29

SUMMARY OF OTHER POPULAR CONTRACT TYPES 29
CONTRACT MODIFICATIONS 30
SOW, SOO AND SPECIFICATIONS 30
IMPORTANT CONTRACT PROVISIONS 32
EQUAL EMPLOYMENT OPPORTUNITY 32
COPELAND "ANTI-KICKBACK" AcT (18 U.S.C. 874 AND 40 U.S.C. 276C) 32
DAVIS-BACON ACT, AS AMENDED (40 U.S.C. 276A TO A-7) 32
CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (40 U.S.C. 327-333) 32
CLEAN AIR ACT (42 U.S.C. 7401 ET SEQ.) / FEDERAL WATER POLLUTION CONTROL ACT (33 U.S.C. 1251 ET SEQ.), AS
AMENDED 32
BYRD ANTI-LOBBYING AMENDMENT (31 U.S.C. 1352) 33
DEBARMENT AND SUSPENSION (E.O.s 12549 AND 12689) 33
TERMS OF A TYPICAL RESEARCH AGREEMENT 34
TERM 34
TERMINATION 34
PROTECTED INFORMATION 34
INVENTIONS AND LICENSES 35
ASSIGNMENT 36
EXPORT CONTROLS 36
MANAGING PROJECTS 37
PROJECT OBJECTIVES AND PHASES 37
PROJECT PROPOSAL 38
PROJECT PLAN 39
PRrROJECT KiLL AND HALT POINTS 39
INTEGRATED CHANGE CONTROL «..ttteutteiteenttesuteeteesiseenttesuseenseesseeesssesaseasseesmteesssessseesssesseessseesseessseenseesseesseesseesssesnseesssesnseesssesnne 40
ScOPE CHANGE CONTROL...........

"TIME CONTROL «.tvttteteeeeeittteeeeeeaeeuseeseeeaeaissseseeeaaaassssssseaasassssssesesaaasssssesessssssssssesesasssssssssssssassssseesssssosssssssesasssssssseessnsssssssesennnnes

PROJECT TIME MANAGEMENT 40
MANAGING PROJECT TEAM 42
GROUPS 42
OVERALL RESEARCH PLANNING 44
QUANTITATIVE METHODS 46
DESCRIPTIVE METHOD VS INFERENTIAL METHOD 46
THE CENTER 46
THE DISTRIBUTION 46
NORMAL DISTRIBUTION 47
CORRELATION ANALYSIS AND CONTINGENCY ANALYSIS 47
STATISTICAL INFERENCE 48
OTHER ANALYSIS METHODS 48




CODE OF FEDERAL REGULATIONS 49
TYPES OF RESEARCH 50
OBJECTIVITY IN RESEARCH 52
RESEARCH ETHICS & CONDUCTS 53
CODES AND PROFESSIONAL PRACTICES 53
GENERALLY ACCEPTED PRINCIPLES 53
REAL LIFE EXAMPLE OF INFORMED CONSENT ELEMENTS 55
THE ROLE OF THE ORI AND THE DEFINITIONS IT SPECIFIES 56
RCR 56
CONFLICTS OF INTEREST 57
REGULATORY COMPLIANCE 58
PRINCIPLES OF FISCAL RESPONSIBILITY 59
RESEARCH PROTOCOLS AND CONTROLS 60
SAMPLE RESEARCH REPORT STRUCTURE 62
SPONSORSHIP SERVICING AND PROPOSAL 64
REFERENCE: COMMUNICATION MANAGEMENT 65
VERTICAL COMMUNICATION 65
HORIZONTAL COMMUNICATION 65
DIAGONAL COMMUNICATION 65
CIRCULAR COMMUNICATION 66
COMMUNICATION BARRIERS 66
FORMAL NETWORK VS GRAPEVINE 67
FORMAL COMMUNICATION VS INFORMAL COMMUNICATION 67
VERBAL VS NONVERBAL COMMUNICATION 67
NONVERBAL CLUES 68
THE NEGOTIATION PROCESS 69
STYLES OF NEGOTIATION 69
REFERENCE: MANAGING BUDGET AND COSTS 70
BUDGET DEVELOPMENT STRATEGY 70
BUDGET VARIANCES 71
STANDARD COSTING 72
COST ALLOWABILITY 72




INDIRECT COSTS AND G&A ITEMS 74

TIMING AND METHODS OF AWARD PAYMENT 74
REFERENCE: MANAGEMENT PRINCIPLES 75
MANAGEMENT SCIENCE, DECISION MODEL, AND CONTROLS 76
DECISION THEORY 78
GILBRETH THEORY 78
COMPLEXITY THEORY 78
THEORIES OF LEADERSHIP 79
POSTMODERNISM MANAGEMENT VS CLASSICAL MANAGEMENT 79
CONTINGENCY MANAGEMENT THEORY. 79
THE MAYO THEORY OF MANAGEMENT 80
THE BLANCHARD MANAGEMENT STYLE 80
MCGREGOR’S THEORY 80
THE LIKERT SCALE 81
PRODUCTIVITY ANALYSIS AND METHODS ANALYSIS 81
ORGANIZATIONAL DESIGN 81
EMPLOYEE ASSIGNMENTS 83
EMPLOYEE COMPETENCIES 83
EMPLOYEE BEHAVIORS 83
EMPLOYEE MOTIVATION 83
COMPETENCY MODEL 84
REFERENCE: WORKFORCE PLANNING, DEVELOPMENT AND MANAGEMENT........cccoecceee00eesu000000000000nsssssnsses 85

STAFFING RELATED LAWS AND REGULATIONS 86
WORK HOURS AND PAY 86
DIVERSITY MANAGEMENT 88
WORKPLACE SAFETY ENGINEERING 89
THE ROLE OF OSHA 89
HAZARDS CONTROL 90
SAFETY AND HEALTH PROGRAMS 90
REFERENCE: INTERNAL CONTROLS IMPLEMENTATION 92
BASIC PRINCIPLES 92
CASH HANDLING 92
DISBURSEMENTS, PAYMENT AND ACQUISITION 92
INTERNAL AUDITING 95
REFERENCE: MANAGING KNOWLEDGE 97
DISTINGUISHING BETWEEN DIFFERENT KINDS OF KNOWLEDGE 97
KM, TEAMWORK AND TECHNOLOGIES 98
PROMOTING KM 98
REFERENCE: MANAGING RECORDS 100




MANAGING RESEARCH RECORDS 100
OVERVIEW OF RECORDS MANAGEMENT 100
RECORD STORAGE, INDEXING AND SORTING 100
ELECTRONIC RECORD MANAGEMENT 102
REFERENCE: MANAGING QUALITY 103
AN OVERVIEW OF THE TERM “QUALITY” 103
QUALITY ASSURANCE, CONTROL AND MANAGEMENT 103
TQM 104
QUALITY STANDARDS 106
REFERENCE: MANAGING RISK 107
THE ASSE DEFINITIONS OF RISK 107
RISK MANAGEMENT 107
RISK ANALYSIS TOOLS 108
ASSESSING THREATS 108
BCP, DRP AND COOP. 108
REVIEW QUESTIONS.....ccccceeetiesensscssnscossanssssansssssassssssasssssassssses 110
CONTENT UPDATES 110

ExamREVIEW is an independent content developer not associated/affiliated with the certification vendor
mentioned throughout this book. The certification exam described is the trademark of the corresponding

certification vendor.




