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SJS4 University Organization Agreement 

Workflow

New Partner 
Proposal Initiated

SJS4 team 
sets up 
Agency 

account and 
log in 

information

Agency Reviews 
UOA

SJS4 team enters 
site as pending 

approval

SJS4 notifies 
department that 
Agency needs 
modifications

Department identifies 
modifications required, 

creates Purchase 
Requisition, Dept. Emails 
Contract Office of PR# 

and Modifications 
needed

Good for 5 years

Requires Modifications

Agrees to UOA 
(NO Modifications)

SJS4 Designee 
approves agency 

UOA

Contract Office 
prepares  modified UOA 

for Final Approval

SJS4 Archives 
UOA, adds end 

date and 
activates site in 

SJS4

UOA goes through  
adjustment negotiations 

until agreed upon by 
Agency and Contracts

Modified UOA 
Signed by Agency

Contracts Approves 
Modified UOA, processes 
and emails notification to 

dept. and SJS4 team

Once modification is 
agreed upon Contracts 

updates file for final 
approval between parties.
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