
Research Awards Team   
Core services and indicative time frames

We work with you in collaboration throughout the duration of your research 
project. Whether you are recruiting staff, need advice on project finances, funder 
terms and conditions, how to claim your expenses or pay someone, or need 
advice on the general hurdles of managing a grant post award, our team has the 
expertise and experience to guide and support you.

These are the core or minimum levels of services and 
responsibilities we aim to deliver, recognising that 
some projects may need more (or even less) support 
than others.  

Prior to accepting the award, investigators should 
discuss what levels of support, not covered below, 
are available to them in their academic unit. Where 

additional support from the Research Awards Team 
is needed and can be accommodated within the team 
then this can be arranged.

Timeframes are indicative and may be influenced by 
several factors, such as current staffing levels, major 
reporting periods, year-end, reliance on others to provide 
us with information needed to complete tasks, etc.   
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Research Awards Team

Academic unit/PI/Research team

We support:
•  Externally funded research grants and contracts, 

meeting the HESA definition of research or those that 
have external reporting requirements

•  HEIF and HEIF-related finances and project accounts

•  Internal research support funded awards.

Support from other services departments
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Time frame (based on working days)

Set up project code in OneFinance 
and link associated components, e.g., 
fund source, cost centre, project type, 

budget groups

Advise on award agreement  
T&Cs and signpost specific terms 

and conditions

Read and fully understand project’s 
description of work, budget and 

award agreement T&Cs

Signpost to LSE Financial 
Regulations and other School 

procedures

Be aware of and understand LSE 
Financial Regulations and other 
School procedures and how they 

relate to project expenditure

Organise kick-off meeting with PI 
and project team

Discuss within academic unit the 
level of support provided to PI and 

project team during the project

Complete Converis project data entry 
and circulate Project Information 

Report (PIR)

Review and let RAM know if any 
corrections needed. Retain for future 

reference

1-10 days from handover

Sub-contracts, collaboration 
agreements and contracts for goods 
and services: advise on procedures 
for setting up or amending contract; 
draft contract and obtain signatures; 

liaise with LSE research contract 
manager where changes to standard 

LSE clauses needed

As required

Project amendments: discuss 
proposed amendments or variations 
with PI/research team and provide 

advice as needed

Procurement Team

Project amendments: discuss 
changes with funder and/or partners 

and submit amendment request 
on behalf of PI/research team; 

organise contract amendments and 
signatures

Review expenditure transactions 
submitted in OneFinance against 

funder T&Cs and availability of funds; 
provide 2nd level approval; provide 

advice on eligibility of proposed 
expenditure against funder T&Cs and 

LSE Financial Regulations

3-4 days from receipt

Approve staff advances for research 
submitted in OneFinance; chase  

un-expensed advances

3-4 days from receipt; as required

Prepare and send financial 
statements to PI and/or academic 

manager to assist with budget 
tracking

Prepare and post correction 
journals and approve journal 

requests

Review and approve expenditure, 
and spend funds, in line with 

LSE Financial Regulations and 
other School procedures; provide 
supporting documents/receipts

Keep track of expenditure and 
commitments; be aware of budget 
availability and pace of spending

Expense advance in good time 
providing details and supporting 
documents in OneFinance; return 

unspent funds

Review transactions to identify 
charging errors and inform RAM of 
corrections needed by submitting 

journal in OneFinance or requesting 
RAM to create journal

As required

Accounts Payable: queries on 
unpaid staff expense claims and 

external payments
Procurement Team: advice on 
procurement issues, support 

for tendering, approval of single 
supplier request, support with 

ordering goods and services through 
OneFinance

LSE Tax Manager

Provide details of new contracts or 
amendments to contracts including 

clearly defined deliverables/
milestones and basis of payment; 
obtain signature from contractor; 

approve contractor invoices in 
accordance with contract

Inform RAM ASAP of need for any 
changes e.g., extensions, change to 
spending, variations in project plan. 

Provide justification for request

Manage research project so that 
variations, such as extensions or 

budget variation, can be identified as 
early as possible

Advise on budget availability 
and appointment periods; ensure 
appointments comply with funder 

T&Cs

As required

Provide financial costing and 
approval of research funded staff 
appointments and studentships 

3 days from fund check request

HR Adviser/HR Admin
HR Hourly Paid Support Team

HR Visa and Compliance Team

Populate and send timesheet 
templates to relevant project staff; 
advise on completing timesheets; 

make journal adjustments 
correcting staff charges following 

timesheet submission

As required

Recruit staff and students in 
line with LSE recruitment policies 
and procedures, approved project 

budget and funder T&Cs; complete 
all recruitment documentation 
and contract templates; obtain 

necessary approvals and right to 
work checks

Complete regular timesheets and 
get appropriate approval e.g., from 

line manager; ensure all project 
members are completing and 

signing timesheets and obtaining 
necessary approvals; submit 

approved hourly paid timesheets to 
pay team monthly

HR Adviser/HR Admin
HR Hourly Paid Support Team

Financial reporting and invoicing: 
advise that deadline is upcoming 

and if any input is needed from PI/
research team; prepare and submit 
financial claims, invoices, financial 
statements and reports to funders 
in line with funder T&Cs; where LSE 

is collaborative lead, coordinate with 
partners on their submissions

Scientific reporting and other 
project deliverables: support 

process by monitoring against 
deadlines, provide guidance on 

submission process and obtaining 
institutional signatures

As required

Submit expenditure and timesheets 
by given deadlines; review draft 

financial statements and notify RAM 
of any revisions/omissions

Prepare and submit reporting/
deliverables to funders by reporting 

deadline; notify RAM of delays; where 
LSE is collaborative lead, coordinate 
with partners on their submissions 

Departmental Research 
Investment Fund (RIF): calculate 

annual allocation and transfer 
to departmental RIIF account; 

coordinate submission of annual 
reports; agree carry forward 

balances of unspent RIIF

Annually

Personal Financial Rewards (PFRs):
provide advice on uses of PFR; agree 

how PFR will be taken with PI/Co-I

FP&A Team for staff appointment 
approvals

Personal Financial Rewards (PFRs):
organise salary supplement and/
or transfer funds annually to OSF 

account or departmental substitute 
teaching account 

As required

Manage RIIF budget and 
expenditure in line with RGP and  

RIF policy

Notify RAM of changes that will 
impact recovery of research income/
PFR such as periods of leave or not 

working on project

Discuss and agree buyout 
requirements within PI/Co-I’s 

academic unit

FP&A Team for balances on OSF 
account and substitute teaching 

account

Advise on closing projects Check all deliverables submitted Ensure all funds are received and 
account balance is zero

Close and archive project

Within 2 months of final reporting 


