


Document Workflow for Facility Projects funded by USDA/NIFA  
 

Dr. Walker- Facilitator of State Facility Funds and Project Director for all SUAREC construction 
projects 
Dr. Toledo- Facilitator of Federal Facility Funds, and Department Head approval for Research Funds 
Dr. Marshall- Department Head approval for Teaching /Instructional Funds 
Dr. York- Department Head approval for Extension Funds 
Dr. Udoh- directs all correspondence with USDA/NIFA, submits all requests, change orders, receipt 
of approvals, award letters, award amendments, etc., all related to federal funding.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Grants, Sponsored Program 
Office (Dr. Udoh)

•Initiates & process notices to NIFA
•Submits requests to NIFA
•Receives Approvals & 

Correspondence from NIFA
•Submits award notice and 

correspondence to Dr. Toledo, Dr. 
Walker and Department Heads 
(V/C)

Facilities Federal Funds 
(Dr. Toledo)

•Receives approvals
•Maintain file and records
•Prepares Budget Load/Mod & 

routes for approvals, and submit 
to Finance  

Facilites Project Management 
(Dr. Walker)         

•Prepares necessary contracts, 
purchase requisitions, etc.

•Routes for signature approvals
•Submits final to Finance Dept.
•Prepare change order requests & 

submit to Dr. Udoh cc: Dr. Toledo

NOTE: 
Any changes to project scope of 
work must be submitted to Dr. 
Udoh to be submitted to 
USDA/NIFA for prior approval 
If approved by NIFA, the workflow 
process will be proceed as outlined 
herein (see Udoh above).

Finance & Administration 
Finance office receives and reviews 

entire packet (contract, purchase 
requisition, award agreement)

•Check for available budget
•Return to Facilities (Dr. Walker) if 

any changes or revisions are 
needed. 

•Documents must be returned to 
Finance

•Submit to Vice Chancellor of 
FIinance when ready for signature 
approval

•Accountant Technician will conduct 
processing and routing to 
Purchasing 
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