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Agenda

• Introduction – Ryan Holland 

• Proposal Stage – David White

• Subcontract Request – Eric Maize

• Postaward Management – Stephanie Thompson



Subcontract
• Outgoing Funds – CU Anschutz|Denver is the prime recipient

• Purpose of carrying out a portion of a Federal award and create a Federal 
assistance relationship with the subrecipient (2 CFR 200.330)

– Performance requirements
– Programmatic decision making ability
– Accountable to Federal program requirements
– Carry out public purpose vs benefit of prime recipient

• Subrecipient vs Contractor
Subcontract Determination Checklist
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Subcontracts Team Metrics 
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Proposal Stage

David White
Senior PreAward Specialist



PreAward
Subcontract Proposal Routing Requirements

Subcontract information to be provided at the proposal review stage

1. All UCD sponsor requested subcontract proposal documents. (except the science)

2. Signed consortium letter or signed PHS 398 face page from each subrecipient institution.
a. The signed document(s) must include the subcontract budget figure(s) and subcontract 

project period dates.
3. Budget documents. If the UCD sponsor does not require a subcontract detail budget, then, at a 

minimum, OGC requires a budget with budget figures that include direct and indirect costs for each 
year of the proposed subcontract. These budget figures must match the signed consortium 
letter/face page.

4. For any UCD sponsors that do not use our federally negotiated rate agreement, provide any UCD 
sponsor specific subcontract F&A information with the proposal routing.

5. Conflict of Interest certification for those sponsors that require it. (Not needed if subcontract 
institution is FDP compliant.

Note: Adding a subcontract to your proposal will increase your proposal preparation 
time requirements. Take into consideration the UCD proposal routing deadlines when 
adding a subcontract(s).



What We Review 

• Conflict of Interest certification (if required).
• Ensure all required subcontract routing documentation is 

provided.
• While we do not do a complete review of the subcontract 

information, (the signatures of the subcontract institution 
is their verification that the information is correct and 
sponsor compliant) we will confirm that any sponsor 
forms are filled out correctly and (in regards to 
NIH/system to system) to reduce errors on submission.

• We will make sure the subcontract budget is correctly 
shown in the UCD sponsor proposal budget.



Most Common Errors and Delays
• No signed consortium letter/face page with proposal routing. 
• Incomplete subrecipient documentation.
• Incomplete/No COI.
• Budget does not match consortium letter/face page budget 

amount.
• UCD Sponsor Subcontract forms not filled out correctly.
• Incorrect subcontract/consortium letter form used.
• Incorrect application of UCD sponsor subcontract F&A policy.
• Multiple consortium/subcontract/statement of intent 

letters/forms included with proposal routing when only one 
signed form from a subcontract institution is needed.



Current Links to Forms
Subcontract institution can use their form if it meets UCD requirements or you can provide 
them our form. They add their letterhead to our form.

• UCD consortium letter one page form (subcontract institution adds their Letterhead). 
http://www.ucdenver.edu/research/Research%20Administration%20Documents/Subrecipie
nt%20Form%20-%20HSC%20As%20Prime%202011.doc

• UCD subcontract six page commitment form. Can be used instead of consortium letter. 
http://www.ucdenver.edu/research/Research%20Administration%20Documents/Subrecipie
nt%20Commitment%20Form%20(Proposal%20stage)_2016Sept.docx

• PHS 398 Face Page. Can be used instead of consortium letter. 
https://grants.nih.gov/grants/funding/phs398/398_fp1.docx



Location and form for Consortium (Subcontract) Letter - CU 
Denver is Prime Grantee

OGC website form location One Page Form



Location and form for 
6 Page Subcontract / Subrecipient Commitment Form, Proposal Stage

OGC website form location

Six Page Form



Alternate website location of the same forms

One Page Form
Six Page Form



Subcontract Request 

Eric Maize
Subcontract Specialist



When to request a subcontract?

• Subcontract requests can only be processed 
after the award has been set up in InfoEd by 
Setups Group



Subcontract Request Process

• Grants and Contracts Website
– www.ucdenver.edu/research/ogc

• Click on “A to Z Resources”
• Type in “subcontract”
• Click on “Subcontract FIRST STEPS, Overview 

and Documents”
• Click on Arrow to the left of “Subcontract Request 

Forms”
– This is where all of the templates are found



























Subcontract Request Process (cont.)

• Subrecipient Commitment Form?
– Needed for federal funding under following conditions:

• New budget period + New money
• Same budget period + New money greater than 

$50,000
– Not needed on any outgoing agreement under the 

following conditions:
• No Cost Extension
• Same budget period + New money less than or equal 

to $50,000
• Any outgoing subcontract with a Non-Federal prime



Subcontract Request Process (cont.)

• Documents needed in order to request a subcontract or amendment:
– Request Form
– Budget (if cost reimbursable) or Payment Schedule (if fixed price)
– Statement of Work
– Assessment Stage Subrecipient Commitment Form (Federal Funds 

only!)
– Protocol (Clinical Trials only!)

• Once all documents are ready to send, department administrator will 
send all of the documents to ogc.subcontracts@ucdenver.edu

• Once all documents are received by Subcontracts team (Eric Maize 
and Will Carter), a draft of the subcontract or amendment is sent to 
the department administrator.



Back-end Process
• For new subcontracts only!

– Department admin creates Marketplace Requisition Number (any questions 
about this process can be sent to changeorder@cu.edu) 

• Department admin either sends DocuSign info or sends partially executed 
subcontract/amendment to ogc.subcontracts@ucdenver.edu

– Partially Executed Document  Subcontractor and UCD PI’s signature
• Partially executed document and Internal Subcontracts Routing form are 

sent to OGC Post Award
• OGC Post Award approves document and it is send to Authorized Official
• Authorized Official signs and returns to OGC Post Award for upload into 

Marketplace
– Email is automatically sent to Department Administrator with fully-executed 

document



Postaward Management of 
Subcontracts

Presenter: Stephanie Thompson
Postaward Manager



Review Process

• Subcontract
• CU Marketplace
• General Ledger 



Subcontract Review



Subcontract Review

• Dates and Amount

Budget 
Dates and 
Amount 
Funded



Subcontract Review

• Budget Review

Budget Period 
Dates and 
Total Amount



Subcontract Review

• Carry forward Terms Automatic
Carryforward?



CU Marketplace Review



CU Marketplace Review

• Dates

Budget Period



CU Marketplace Review

• Subcontract Account Codes-1st 25K Example

1st $25K fo
F&A and >
$25K



CU Marketplace Review

• Subcontract Account Code-Example > 25K

Subcontract Code >
$25K



CU Marketplace Review

• Subcontract Account Codes

1st 25K and > $25K



General Ledger Review



General Ledger Review

• Subcontract Account codes

Budget and 
Expenses



General Ledger Review

• Budget Available

Budget, Expenses 
and Budget 
Available



Postaward Management



Postaward Management

• Monthly Review of the Financial Statements
• Request for a Change to a PO

Please contact your Postaward Administrator if you 
need to make a change to a PO. Postaward will 
provide approval to Change Order to make the 
change(s). 



Postaward Management

• Invoicing
Due Date of the
Invoice



Resources

CU Marketplace Training

https://www.cu.edu/psc/training/cu-marketplace-
training

• Creating Subcontract SPOs
• Creating Subcontract SPOs with F&A split



Subcontract Request Flowchart
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Questions


