HOW TO Sponsor a Requestor (MMP)

Definition of a Requestor and their responsibilities

Requestor = Individual who may complete and submit an order with a FOAPAL in the McGill
MarketPlace (MMP).

« Fund Financial Managers (FFM) or Principal Investigators (PI) are automatically considered to
be Requestors.
e FFMs or Pls may sponsor individuals as Requestors.

Sponsorship Records

To become a Requestor, a Sponsorship record must be created and a Fund Financial Manager must
confirm this record.

Sponsorship records may be created in Minerva through the Finance (Fund) Administration >
Procurement Administration menu:

« By the Fund Financial Manager (FFM) - once created, these records are considered to be
"confirmed".
e On behalf of a Fund Financial Manager (FFM)
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