Global Programs and Strategy Alliance Agreements
Standard Operating Procedure for Requestors

The following process is used when:
1. anew GPS Alliance agreement is needed (e.g., an agreement with a new partner, a complete re-negotiation of an existing agreement that is outdated, a second
agreement with an existing partner for a completely different program type, etc.) or
2. thereis a change to an existing GPS Alliance agreement (e.g., a new schedule or scope of work, an extension of the end date, a change in terms, etc.).

GPS Alliance agreements include:
e International student/faculty mobility agreements, such as exchange and study abroad affiliation agreements (except those originating in Health Sciences units)
e Contracts for Professional Services (CPSs) for international program providers
e Memoranda of Understanding (MOUs) with international entities

| Requestor completes a GPS Alliance Agreement Request Form

!

Assistant Director of Contracts and Compliance (“ADCC”) receives the request and
completes required screenings

If the other party has agreed to use our agreement template, ADCC If the other party Insists .On u§|ng th.e" own agreement template,
. . . . ADCC works with other units — including the Requestor and OGC — to
selects and fills out the appropriate one — including a scope of work . .

carefully review the template. If no scope of work or schedule is

or schedule template if necessary - and sends the agreement to the . . , .
P ¥ & included with the other party’s agreement template, ADCC will add
Requestor .. .
it in before sending the agreement to the Requestor

| > Requestor completes scope of work or schedule template, if included, before .

protecting the document (see how on page 2) and sending the entire agreement to
the other party for review and comment

!

When the other party’s review is complete, Requestor returns the agreement to ADCC
’—b who will review any requested changes to terms or conditions with other units (like

0GC, ORM, etc.)

If continued negotiation is needed, ADCC responds to the other If all changes are acceptable and no further negotiation is needed,
party’s edits and comments in the agreement and then returns the ADCC collects all signatures — including the other party’s — via
agreement to the Requestor, who sends the agreement with ADCC’s DocuSign. All parties, including Requestor, will automatically receive
comments and edits to the other party a copy of the signed document when complete.

| ~—

| ADCC files fully signed document in SalesForce

Please contact gpscontracts@umn.edu with questions or feedback about this process.


https://docs.google.com/forms/d/e/1FAIpQLSfvrtKcqnGdO3-f6p-ZkVwtcBJWeX3ZDf38_gbkNTJDHc_hrQ/viewform?usp=header
http://gpscontracts@umn.edu/

How to protect a document so that all changes will be tracked

Depending on which version of Microsoft Word you are using, you will use one of the following two options:
Option 1:
1. Open the document and select “Protect Document” under the Review tab.
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2. Inthe popup that appears, check the box that says “protect document for” and make sure that “Tracked changes” is selected.
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Option 2:

1. Open the document and select “Protect” and then “Restrict Editing” under the Review tab.
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2. Inthe popup that appears, check the box that says “Allow only this type of editing in the document:” and then select “Tracked changes” from the dropdown menu.

Then, click “Yes, Start Enforcing Protection”.
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3. If you are prompted to assign a password to the document, leave the password fields blank and click “OK”".
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(The document is not encrypted. Malicious users can edit the file and
| remave the password.)
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