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CONTACT INFO 
*College of Ag: 

 Rolynne Anderson (Research Admin) 

 Donna Hinton (Extension Admin) 

 Holly Hodges (McMinnville Admin) 

 Trang Doan (Account Clerk II) 

                       Beth Duncan (Resource Manager - All personnel issues) 

                       Dr. Carter Catlin (Head of Research) 

*Grants office: 

                     Frances Gore (Budget form) 

                     Regina Cochran (New grant number) 

                     Cornelia Reese (Supervisor) 

*Procurement: 

                      Jennifer Nelson (approver set up) 

                      Sharon Bunch (Supply requisition) 

                      Linda Goodman (Travel requisition) 

*RSP: 

                      Corrine Vaughn (Sub-award & No Cost extension) 

*Academic affair:         

                      Cordia McCutcheon (Sub-contract package/get Dr. Crook’s & Dr. Mosley’s signature/directly submit to Legal office) 
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GETTING NEW GRANT NUMBER 
 

 

-PI completes the Budget form. 

-Trang & Dr. Catlin review and submit to Grants office (Ms. Gore) 

-Grants office: contact PIs for Budget form submission receipt & new grant number. 

-PI shares new grant numbers with Fiscal office. 
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GETTING NEW GRANT NUMBER  
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GETTING NEW GRANT NUMBER 
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BANNER ACCESS 
Banner access MUST be completed by PI once a new grant number is received. 
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BANNER ACCESS 
For the first time Banner Access, PI MUST complete Banner Security Form. 
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SCIQUEST/PROCUREMENT 
 

 

-Travel & Operation Requisitions procedure: Purchase and Travel hand-outs from Dr. 
Gawel. 

-Any problem with submitting Requisition, work with Admin first. 

-Check the balance and due date before submitting any requisitions. 

-Follow up PO, invoices: PI/Admin, not Dean’s office. 
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SUB-AWARD & SUB-CONTRACT 
 

 

***Incoming SUB-AWARD:  
      (Incoming money) 
     RSP (Ms. Vaughn & Ms. Danner) 
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SUB-AWARD & SUB-CONTRACT 
***Outgoing SUB-CONTRACT:  

            (Outgoing money) 
-PI and Admin complete & gather the 3 following forms to submit to Ms. McCutcheon for Dr. Crook’s & Dr. Mosley’s 
signatures on Routing form. 

  +“Contract Routing & Approval form” 

  + “Professional form” 

  + “W9” (from Sub-contract institution) 

-Ms. McCutcheon will submit the whole package to Legal office who will send email receipt to Contract Initiator & Contract 
Monitor.  

-Payment: thru Sci-quest (like regular Operation Requisition) 

-Get paperwork for sub-contract done once a new grant# is issued. 

-Get all invoices done by the due date. 
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SUB-AWARD & SUB-CONTRACT 
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SUB-AWARD & SUB-CONTRACT 
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SUB-AWARD & SUB-CONTRACT 
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BUDGET REVISION FORM 
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NO-COST EXTENSION FORM 
-Funds used up in a time frame: highly expected. 

-Special case only: If plan for extension, contact Dr. Catlin & submit the form to RSP at least 60 days before 
expiration date. 

-If receive Extension approval, please work with Fiscal Office for Budget balance, especially for Payroll purpose. 
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