Instructions for Initiating a Subcontract from Grants Management
Subcontracts are initiated with outside agencies performing a specific set of services or work to accomplish the objectives of a grant award.  Subcontracts are usually listed as a separate line item with the grant budget detail.   Although the PI may have already verbally made arrangements when during the grant proposal process, once awarded, the subcontract becomes a legal, binding document between the subcontract agency and the University of Louisville Research Foundation and thereby must be initiated and completed through the UofL Grants Management Office.   This is a two-step process as explained below.  
Step One: The completion of this form is required to initiate and setup a subcontract through the Grants Management Office.   A subcontract is established for one (1) 12-month time period, even when a multi-year grant award is involved.   Use of the same agency in future years must also be handled by Grants Management (once funding award has been confirmed) and are viewed as addendums to the original subcontract.  This is because multi-year awards are subject to cutbacks and/or loss of funding so this protects us and the University.
Fill in all applicable sections (can be cut and pasted from grant document as appropriate) as requested on the form (next page) and save under a different name.  For your information, the Technical Rep is the individual at the subcontract agency who is doing the service or scope of work for us.  The Administrative Rep is the individual who handles the business end for the agency, like invoicing, signatures, etc.   Please provide as much contact information as you can.  Once completed, submit the completed form to Ann LaPerle, Grants Mgmt, (balape01@gwise.louisville.edu) with copies to Martha Hellman, Grants Mgmt (mshell02@gwise.louisville.edu) and Kay McCulloch, Kent (kay.mcculloch@louisville.edu ). Grants Management will prepare the official subcontract document and mail to the subgrantee plus engage in negotiation of specific questions or concerns from subgrant agency, with assistance from the PI.
Once signature has been obtained from the agency, Grants will sign representing UofL, send completed back to the agency and will also sent to the PI and department business manager that subcontract has been completed and is ready to be executed.   Step Two:  When this notification is received from Grants Management, the assigned speedtype reconciler should initiate a purchase order with the University Purchase Order system.  This will encumber (commit) the budgeted dollars as agreed upon in the subcontract document against the speedtype which in turn will allow the agency to submit invoices that can be paid in a timely manner.  Any confirmed unbilled or unused encumbered monies should be liquidated through the normal Purchasing Department procedure.  

The internal contact person for questions is Kay McCulloch.  

Information Needed to Generate Subcontract from Grants Management

Grant Number:

Name of Subcontractor:

Period of Performance:

Amount of Subcontract:

Does invoice require signature of PI:           YES
Invoices shall be submitted to:   (name and address)
Technical representative for subcontract (TR):  (name, title, address, phone #, and fax # )
Administrative representative for subcontract (AR):  (name, title, address, phone# and fax#)
Does the UofL TR identifies subcontract’s work involving human subjects?

Does the UofL TR identifies subcontract’s work involving animals?

Scope of Work:  (as it would appear in the subcontract)
Budget:  (provide breakdown of categories and amounts)
