


This is my first rodeo‐ help!!

https://research.cuanschutz.edu/ogc/home/ogc‐
teams/contracting/OGCContracts/subcontracts#ac‐process‐
documents‐0

OGC Sub Contract Process

Department Subcontracts OGC Post Award

Decide a 
subcontract is 

needed

Is there 
a Prime 
Award?

Wait for Prime 
Award to be set-

up

Speedtype is 
set-up for Prime 

Award

No

Request 
Received

Choose and populate 
appropriate RSA, PPA, 

Fixed Price or Cost 
Reimbursement 

Template based on the 
prime award set-up

Return template draft to 
department to obtain 

signatures

Request a subcontract 
using the Sub request 
form link on the OGC 

website

Request an RSA 
using the RSA 
request form 

link on the OGC 
website

Draft 
agreement 

received

Send agreement to 
subrecipient for 

signature

Send partially executed 
agreement & CU 

Marketplace number to 
ogc.subcontracts@

ucdenver.edu

Review agreement for 
accuracy or redlines  

Send final agreement 
and routing formto post 

award.

Receive and 
review partially 

executed 
agreement and 

routing form

Return to 
Subcontracts 
team with or 

without 
instructions to 

alter the 
marketplace 

entry

Adds signature 
to fully execute 

agreement

Updates CU 
marketplace 
and attaches 
agreement

Return fully 
executed 

agreement to 
department

Submit requisition 
in CU Marketplace

Yes

Wait for 
speedtype to be 

set up

Note: Req # not required for RSAs



https://research.cuanschutz.edu/docs/librariesprovider148/ogc_
documents/outgoing‐funds‐
diagram356a3de7302864d9a5bfff0a001ce385.pdf?sfvrsn=fa4259
bb_0

https://research.cuanschutz.edu/docs/librariesprovider148/ogc_
documents/subrecipientdeterminationchecklist_2016sept414e9
2e5302864d9a5bfff0a001ce385.doc?sfvrsn=8e66f6b9_0



https://research.cuanschutz.edu/ogc/home/ogc
‐
teams/contracting/OGCContracts/subcontracts
#ac‐subcontract‐request‐forms‐2

• Which Request Form should I use?

• What attachments should I include?
Original Sub: Amendment to a Sub: RSA/PPA:

Subrecipient commitment form Budget template (if money or time is changing) Budget
Budget template SOW (if the work description is changing) SOW
Statement of Work (SOW) for the site New Attachment 3B or 3A (if changing)
Contract Packet

Request forms:

Attachments:



SUB ORIGINAL FORMSTACK AMENDMENT FORMSTACK





Protip: be sure to populate 
your selections for reporting 

requirements!

Protip: this will be different 
for each project/PI

The site will populate or provide this 
information

https://research.cuanschutz.edu/docs/librariesprovider148/ogc_documents/contract‐packet‐2023.pdf?sfvrsn=cb035abb_0





No!



I’ve submitted the 
request‐ yay! 

Now what happens?

Missing or inaccurate information/attachments 
= delays in drafting and returning your sub!

Every piece of information you fill out in the 
formstack is used to:

Verify registration in 
sam.gov or perform Visual 
Compliance Check for 
international sites

Fill out the Risk 
Assessment 

Questionnaire we 
populate for subrecipient 

monitoring

Select the correct sub 
template to draft 

Populate key information 
in the draft

Populate the Routing 
Form we eventually send 
to our post award team 

A member of the Outgoing Subs team will 
review the formstack request



Pre‐drafting  
Stage



InfoEd



Compliance 
Checks



Risk
Assessment
Questionnaire



Drafting  Stage



1. We pick  a  template



2. We  populate  a  bunch  of  info  in  that  template



3. The email  phase…

1. Draft is 
Ready

2. Request 
Post Award 
Approval

3. Provide 
Fully 

Executed 
Copy



All changes to money or time for Subcontract SPOs require the approval of our OGC subs team and we 
always loop in your OGC post award team for advisement before making any changes in Marketplace.

All changes to a Sub SPO in Marketplace must match the latest fully executed amendment on file or a new 
amendment will need to be initiated.  

Contacting Change Order in advance of requesting this amendment just duplicates the change request we 
will accomplish during the execution of the amendment you request. 

TL;DR: Never!



https://research.cuanschutz.edu/ogc/home/ogc‐
teams/contracting/OGCContracts/subcontracts#ac‐subrecipient‐
monitoring‐documents‐3


