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Research Institutional Overhead Collection Process Q & A

What does the institutional overhead collection schedule look like?

Starting April 1, 2022, the Department of Evaluation and Research Services (DERS) will collect the
overhead fees every April, August and December for study visits/procedures that occur during the period
of December through March, April through July, and August through November, respectively.

To facilitate the invoicing process and to increase transparency of overhead fees for both DERS and the
principal investigators, DERS will use either the Clinical Trial Management System (CTMS) report or the
Study Schedule and Payment Form (SSPF) to calculate the overhead fees for each period. Unless the study
has been exempted by DERS, all sponsored research studies (both industry and grant-funded studies) will
be required to use the CTMS. Any study that is not entered in the CTMS is required to complete the SSPF.

How does the SSPF work?

DERS will send the principal
investigator and the research team
the SSPF template prefilled with
the study visit schedule and budget
as indicated in the research
agreement once the Letter of
Authorization to Conduct Research
(LOA) has been issued. Throughout
the study, the principal investigator
or their delegate must complete
this form to record completed
subject enrollment and study visits,
including screen-failed subjects,
unscheduled visits and conditional
procedures in the Study Schedule
tab of the SSPF.

Every April, August and December,
DERS will collect the updated SSPF

STUDY SCHEDULE AND PAYMENT FORM (SSPF)

Y SCHEDULE AND PAYMENT FORM (SSPF)

Figure 1: SSPF Study Schedule Tab

Figure 2: SSPF Overhead Collection Tab

forms from the principal investigator to calculate the institutional overhead fee using the calculation in

the Overhead Collection tab of the SSPF.

A new Overhead Collection tab will be created for each amendment to the budget.

Please contact research.contracts@fraserhealth.ca if you have any questions regarding the completion of

the SSPF.

How does DERS use the CTMS to calculate the overhead fees?
For studies using the CTMS for study management, the principal investigator and the research team will

update subject enrollment and study visits in the CTMS throughout the study.
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coordinator will generate a CTMS report (Study Financial | ==
Detail — Tabbed Export report) from the system to
calculate the institutional overhead fee.
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How to add your study to the CTMS?

Fraser Health requires all funded studies (including both
industry-sponsored and grant-funded trials) to be added
to the CTMS. Please complete the CTMS Intake Event
Form in ROMEO to add your study to the CTMS. The
CTMS Coordinator will create the study template once
the LOA has been issued.
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Please contact CTMS@fraserhealth.ca if you have any wmwwwm'wmﬂ T
guestions or issues with the CTMS or visit CTMS
SharePoint for resources.
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What does the invoicing process look like?

Once DERS receives the completed SSPF or CTMS Report, Ffigure 3: CTMS Report

DERS will calculate the institutional overhead fees and

send a PDF copy of the SSPF or CTMS report for both the principal investigator and the Manager, Clinical
Trials and Business Development to review and sign.

DERS recognizes that there may be circumstance where the funds from the sponsor/funder are not
available until the sponsor has paid. Please indicate in the PDF copy of the SSPF or CTMS report the
amount you will be paying at this time.

Once DERS receives the signed report, the Fraser Health Treasury will issue the invoice to the principal
investigator and/or research site. The principal investigator and/or research site must submit the payment
to Fraser Health’s Treasury.

Please contact Raman Sran, DERS Program Assistant (Raman.sran@fraserhealth.ca) with any questions
regarding the invoices.

What if the budget is in a foreign currency?

If the budget is in another currency besides Canadian dollars and the study is in the CTMS, DERS will
calculate the institutional overhead fees for study items that have been paid by the sponsor and will use
the same exchange rate applied on that sponsor payment.

If the study is not in the CTMS, the Fraser Health treasury department will use the exchange rate on the
day the invoice is being issued.

Questions?
Please contact Patrick Altejos, Manager, Clinical Trials and Business Development
(Patrick.Altejos@fraserhealth.ca) with any questions or concerns.
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