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Step 3: Documenting and managing simple agreements 
☐  Make sure the agreement is properly authorised within the University. 

 Ensure what you are committing to is in line with your delegations (financial and non-financial) – if not, get the necessary approval. 

☐  Keep others in the loop if they need to be informed.   

 Even if an agreement is simple, there may be others in the University that need to know about it.  Ask yourself whether there is: 

 Anyone else in the University who might need to do something in connection with the agreement, directly or indirectly?   

 Anyone else in the University who also has an agreement with the same party? 

 Anyone else in the University that might be affected by the agreement in some other way (eg, a time or work commitment you 
previously made to them might be altered by this new agreement)? 

 Keep anyone who needs to know (or may want to know) in the loop – all it takes is a brief email, as a collaborative courtesy

 


