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Processing Subawards (Cayuse)
Presented by the UC Davis Sponsored Programs Office

Learning Objectives

By the end of this training, you should know how to…
1. Define a subaward
2. Distinguish between incoming and outgoing subawards
3. Submit an incoming subaward to SPO
4. Submit a proposal with outgoing subawards
5. Initiate an outgoing subaward once an award is received
6. Identify the assigned SPO analyst and check subaward status

Helpful resource: SPO Key Terms (abbreviations and definitions)
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Subaward: an agreement to send funding from one institution (Prime Recipient) to another (Subrecipient) to perform work associated with a Prime Award

Sponsor/Prime Sponsor: Entity that requests/receives proposals for and provides funding to the Prime Applicant/ Recipient

Prime Applicant/Recipient: Institution that applies for/receives funding from the Prime Sponsor

Subrecipient: Institution that applies for/receives funding from the Prime Recipient
 
Prime Award: Award funded by the (Prime) Sponsor and provided to the Prime Applicant

Lead Principal Investigator (PI)/ Project Director (PD): Lead PI/PD for the entire sponsored project

Site PI/PD: Principal Investigator/Project Director from the subrecipient institution.
 
The subrecipient entity is an organization, not an individual
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A subaward may be appropriate if the Scope of Work meets one or more of the following:
1. Performance represents an intellectually significant portion of the overall programmatic effort and is
1. measured against the objectives of the sponsor’s program
2. Will use the funds to carry out a program for a public purpose, as opposed to providing goods or services for the benefit of UC Davis
3. There is an identified PD/PI for the subrecipient who has responsibility for making programmatic decisions. This Site PD/PI:
A. May do work that results in the development of intellectual property
B. May author or co‐author publications on the results of the work
C. Will need animal and/or human subject approval for the work
D. May receive cost sharing or matching funds from his/her institution
E. Is responsible for adhering to applicable program and other requirements specified in the award

If none of these terms are met, it’s a contractor/vendor or consulting agreement

If still unsure, email SPO at proposals@ucdavis.edu for guidance.

Helpful Resources:
· Subrecipient, Contractor/Vendor, Consultant?
· Subrecipient vs. Vendor
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1. Professor Smith is performing a research project to determine the effects of consuming coffee on human DNA. As part of the project, he will purchase instant coffee and coffee beans from a coffee roaster.

Vendor Agreement

2. As part of the project described above, UC Merced will compare the effects of instant coffee on human DNA. They will recruit human subjects. UC Merced will analyze the DNA of the human subjects before and after they consume instant coffee.

Subaward
 
3. Professor Pulis is performing a research project to analyze the protein compounds in milk alternatives compared to milk and milk derivatives to determine how they compare for human consumption.

As part of this project, she will utilize the services of a laboratory to provide a report on the protein compounds in milk alternatives she identifies, as well as 2% milk. The laboratory will provide Professor Pulis with a report of the protein compounds but will not perform an analysis.

Professor Pulis will perform an analysis to determine how the protein compounds would affect human consumption. 

Vendor Agreement
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UC Davis is a Subrecipient

UC Davis submits a proposal for funding to the Prime Applicant/Recipient.

Once funded by the Prime Sponsor, the Prime Recipient will then forward a subaward to UC Davis.

Submission

1. Submit an Internal Processing Form (IPF; aka “proposal”) in Cayuse SP for required internal review/approvals.
1. Submit the approved subaward proposal to the Prime Applicant using their recommended external submission system/method.
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Completely Certified and Authorized IPF
Complete IPF with Lead PI and co-PI Certifications and IPF Authorizations and indication of all subrecipients on the subrecipients tab

Sponsor Guidelines
Sponsor’s request for proposals or other guidelines for the prime application and
subrecipient proposals

Prime Applicant Guidelines
Instructions provided by the Prime Applicant regarding their requirements for subrecipient proposals

UC Davis Subrecipient Proposal
UC Davis Scope of Work, Budget, Budget Justification and any other materials required by the Prime Applicant
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2
UC/UC Davis Requirements
· IPF Certifications and Authorizations
· Budget and Budget Justification
· Accurate F&A Rate and Base
· Accurate calculations
· Allowable and allocable costs
· Budget and budget justification match
· Scope of Work
 

Sponsor and Program Administrative Compliance
· Required proposal components
· Eligibility
· Budget limitations and other restrictions

Regulatory Compliance
· Human and/or animal subjects
· Stem cells
· Biohazardous materials
· Human anatomical specimens

Financial COI
· Form 800 e-disclosure
· PHS e-disclosure and online training
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For each of the following scenarios:
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· Who is the Prime Funding Agency?
· What is the appropriate Sponsor Deadline?

1. Stanford University is submitting an NSF proposal with a deadline of 8/8/23, 11:59 PM EST. They will partner with UC Davis Professor C. Titus Brown in Population Health and Reproduction to conduct correlated studies on sea urchins and have requested his application to include in their submission to NSF by 7/29/23, 5:00PM PST.

2. Professor Gary Imaginary is submitting a proposal due to UCSF on 6/3/23 via email by 5:00 PM for their 6/9/23 by 5:00 PM PST submission to the National Cancer Institute (NIH).

3. The Andrew W. Mellon Foundation awarded UCLA an award to conduct research on nicotine addiction but UCLA has no rhesus macaques for the first leg of the study. To utilize UC Davis’s primates, they have asked CNPRC director Dr. John Morrison to submit a subaward application by 4/27/23.

Answers:
1. Sponsor: 			Stanford University
Prime Funding Agency: 	NSF
Appropriate deadline: 	7/29/23, 5:00PM PST
2. Sponsor: 			UCSF
Prime Funding Agency: 	NIH National Cancer Institute
Appropriate deadline: 	6/3/23, 5:00PM
3. Sponsor: 			UCLA
Prime Funding Agency: 	Andrew W. Mellon Foundation
Appropriate deadline: 	4/27/23
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Cayuse 424, linked to Grants.gov, is used for external submission of proposals to most federal agencies. 

The Prime Applicant may request you submit the subrecipient proposal via Cayuse 424

You may also prefer to create the subrecipient proposal in 424 even if not requested by the Prime Applicant.
Once approved by SPO, you can send it to them as a Cayuse export file (or PDF).
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3. Subaward Name is best entered as: 
a. Corresponding Cayuse SP Proposal # +
b. Submission date to Prime Applicant (MM/DD/YY) +
c. PI last name +
d. Prime Applicant acronym or short name +
e. Sponsor acronym or short name
I. Example: 25-1234 05/17/25 Smith UMich NIH

4. Organization: For incoming subawards only, if you enter the Prime Applicant here (as you do in Cayuse SP), you may be locked out from adding indirect costs. 
a. Therefore, search for and select “The Regents of the University of California (Davis)”

5. Validation Type refers to the Prime Sponsor

6. Attach all required sponsor forms
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As with other awards, the award process for an incoming subaward begins when SPO receives Notice of Award (NOA) 

If you or the PI receive the NOA, email it to awards@ucdavis.edu.
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Required proposal documents

The SPO Award analyst will confirm that all required proposal documents are on file and request any that are outstanding

Compliance documents

SPO will ensure all required compliance items are in place
 

Award agreement

Does it comply with:
· UC/UC Davis policies & regulations
· Principles Regarding Rights to Future Research Results in University Agreements with External Parties

Award Negotiation and Acceptance

If needed, SPO will negotiate acceptable terms and conditions with the Prime Recipient (the Sponsor in Cayuse SP)

SPO will accept the award on behalf of the UC Regents
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Outgoing Subawards – 
UC Davis submits a proposal to a sponsor that includes subaward(s) to other institutions
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The UC Davis Outgoing Subwards website provides all necessary materials and step-by- step instructions.
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Prime Application: the usual 4 items
· IPF (certified and authorized)
· All subrecipients should be indicated on the Subrecipients tab
· Scope of Work (SOW)
· Budget
· Budget Justification

Subrecipient Commitment Form (1 of the following)
· Federal Demonstration Partnership (FDP) Supplemental Information Form
· Can check whether the subrecipient participates at https://fdpclearinghouse.org
· Subrecipient Commitment Form, or
· Multiple Campus Award (MCA) Commitment Form

Subrecipient Proposal(s)
· Scope of Work, proposed timelines and deliverables
· Budget and Budget Justification
· Subrecipient’s F&A information
· Additional info required by the Sponsor
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UC Davis F&A (indirect cost) Base
· Include the first $25,000 of each subaward as indirects
· Do not include any subawards to other UC campuses

Subrecipient F&A Rate and Base
For federally-funded awards, they should use their federally negotiated (NICRA*) rate and base

If they do not have a NICRA rate they may:
· Negotiate a rate with the federal agency
· Elect to not charge F&A
· Use a de minimis rate of 15% MTDC
· This will be applied to all future subawards from UCD

If they are a foreign institution, NIH caps F&A at 8% MTDC

* Negotiated Indirect Cost Rate Agreement
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The PI has responsibility throughout the term of the subaward to ensure awarded funds are used in furtherance of project goals, comply with regulations and with university and prime sponsor policies.

The PI must:
· Review, certify, and approve all subrecipient invoices, ensuring that invoices adhere to the subaward requirements and that invoices include sufficient detail to ensure appropriateness of charges.
· Review all progress, technical, and financial reports to ensure they are complete and comply with the
· content the frequency/timeframe requirements stipulated in the subaward.
· Seek clarification or additional information/documentation from the subrecipient as may be necessary for any submitted invoice or report.
· Keep detailed documentation of unsatisfactory performance by the subrecipient.
· Retain all invoices and reports in the department’s files for audit purposes.

Additional information can be found on the Monitor a Subaward webpage.
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Add each subrecipient to the Subrecipients tab.
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If the subrecipient is not listed:
· Select ‘Miscellaneous Sponsors’
· Add a Submission Note with their institution name, address, UEI number, F&A rate(s) and F&A base(s)/types
[image: ]

Cayuse SP Tip
· Do not include the Subrecipient location in “Location of Sponsored Activities”
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Upload required subaward documents as Proposal Attachments

Upload 2 PDFs per subaward:
1. Commitment Form
2. Subaward Proposal (use Adobe Acrobat feature: Combine Files into a Single PDF)
· Subrecipient’s scope of work, budget (with F&A rate/base) & budget justification
· Sole Source Justification (if proposal is a federal contract (as opposed to a grant or cooperative
· agreement))
· Any additional elements required by prime sponsor for inclusion in the proposal
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Create the proposal from the Opportunity as usual
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[image: ]Best practice:
As a first step, check whether the subrecipient appears as an Institution in Cayuse 424.

To do this:
In Cayuse 424, select Institutions in the top tool bar, then Search for the subrecipient institution.

If the institution is found, click through the sections to confirm the info is accurate.
· Ensure the Indirect Cost Type to be used is indicated.
[image: ] 
If info is wrong or if the subrecipient’s Organization is not found, write ORCayuseHelp@ucdavis.edu for assistance.

 
To request a new
Institutional Profile, provide
as much info about the subrecipient organization as possible:
· 
· Institution name
· Institution address
· Unique Entity Identifier # (UEI)
· Or other institutional ID numbers
· Type of institution (e.g., Private Institution of Higher Education)
· Indirect cost types and rates
· 
If known or applicable:
· Human Subjects/Animal Welfare Assurance Numbers
· Dates of HHS certifications
· Institution base fringe rate (and other fringe categories)
· Escalation rates for budget items
· Organizational units
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Request that the subrecipient send you a Cayuse 424 proposal.

If they do not have Cayuse access, they can use the Cayuse website: https://subawards.com/.

Once the Cayuse export file is added, you will be able to see subaward information in the Prime Application.
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· Here you can see that the subaward location, though incomplete, has been added to the Prime Application Performance Site form
· Add any missing information or edit other information in the subaward (select “view on subaward”)
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· Here you can see that the subaward site PD/PI is now listed on the Key Personnel form
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When you select Link Subaward, you are able to search for and then link a previously imported or created subaward file.
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Outgoing Subawards - 
UC Davis may issue subawards after an award has been received
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[image: A close-up of a subaward form
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Best practices:
· Do not wait
· Submit request as soon as award account is created
· Set calendar reminder to submit amendment one year from end date
· Ensure all fields are completed on the request form
 




On the 2nd page are two helpful sections.

[image: A close-up of a document

Description automatically generated] 

The Subaward Specific Requirements section allows you to enter additional important information or to add explanations for other completed sections. 
· The information you provide here can expedite the process by saving the SPO analyst from having to come to you for additional information or clarification.

Additionally, the last section of the form provides live links to other documents that may be required. 
· Pay attention to this section to ensure you provide all needed documents. 

[bookmark: _Toc181021371]Subaward Request Documents
Use the PI/Dept Subaward Checklist

Submit one Subaward per email to subawards@ucdavis.edu
Include the Cayuse SP Project/Award # and Lead PI’s name

First PDF
· Subaward Request Form (instructions)
· Include the Cayuse SP Project No. & the Lead PI’s name

Second PDF (To combine PDFs in Adobe: select ’File’ then ‘Create’ then ‘Combine Files into a Single PDF’)
· Commitment Form (one of the following):
· Subrecipient Commitment Form
· Multiple Campus Award (MCA) Commitment Form
· FDP Supplemental Information Form (simplified form for participating organizations)
· Federal Demonstration Partnership (FDP) participating organizations
· Mini-Audit Questionnaire (if “no” is selected in Section D of the Subrecipient Commitment Form)
· Sole Source Justification Form (if prime sponsor is Federal and subrecipient was not designated at proposal stage)
· Subrecipient’s Statement of Work
· Subrecipient’s Budget and Budget Justification
· Subrecipient COI (see Section C of (UC Davis) Subrecipient Commitment Form)

[bookmark: _Toc181021372]Subaward Review

Your assigned SPO Subawards Analyst will review the subaward request, draft the subaward agreement,
and negotiate with the subrecipient as necessary. Some of the items they will review:


Selection Basis
· Provide the Sole Source Justification if the Prime award is a Federal contract and the subrecipient was not designated at the proposal stage.
· If the Subrecipient was selected competitively it’s probably not a Subaward.
 

Risk Assessment and Compliance
· SAM/Visual Compliance: Debarred List,
· Delinquent Federal Debt
· Risk Assessment / Continuing Assessment Tool
· Audit: FDP Clearinghouse, Federal Audit Clearinghouse, Mini-Audit Questionnaire
· F&A Rate Determination
· Financial Conflict of Interest (COI) disclosures
· FFATA (Federal Funding Accountability and Transparency Act) Reporting

[bookmark: _Toc181021373]Checking Subaward Status in Cayuse SP

Check Outgoing Subaward Status and SPO Analyst Assignment video: https://www.youtube.com/watch?v=4I5X4WLAwDg (length: 1min 31sec)
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These are the various subaward statuses
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Handbook for Accessing Subawards
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Let us know how we did:
https://ucdavis.co1.qualtrics.com/jfe/form/SV_9QZk1mNDmeBAlaS


Jamie Robin Fletcher
Contracts & Grants Analyst, Subawards 
Tel: 530-754-3732
Email: jafletcher@ucdavis.edu
 
Perry King 
Training Officer 
Tel: 530-304-8137
Email: pking@ucdavis.edu

[bookmark: _Toc181021377]Cayuse SP and 424
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· SPO Learning Resources (FAQs, written materials, videos & trainings):
· Learn: Cayuse SP
· Learn: Managing Roles in Cayuse
· Learn: Cayuse 424 and NIH ASSIST
· Cayuse 424 Professional Profiles (How to set up)
· Cayuse SP Handbook for Dept. Contract & Grant Staff, PIs and Approvers
· Handbook for Role Managers
· Cayuse Quick Reference
· Cayuse SP Tips

[bookmark: _Toc181021378]Electronic Research Administration (eRA) Systems

UC Davis
· Cayuse 424 and SP:		https://ucdavis.cayuse424.com/ 
· Biological Use Authorization (BUA) Application
· Electronic Conflict of Interest (eCOI) System (Instructions)
· Institutional Animal Care and Use Committee (IACUC) Application
· IRBNet (Human Subjects Protocols)
· Human Anatomical Specimen and Tissue Oversight Committee (HASTOC) Resources
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· UC Davis Guide to Research Compliance
· Contracts and Grants Accounting (CGA)
· Office of Research
· Checklists (PDFs):
· Call for Proposals Checklist
· New Proposals Checklist
· Proposal Preparation Checklist
· Budget Justification Checklist
· Subaward Processing Checklist
· CGA Award Closeout Checklist
· Sponsors/Agencies that have adopted PHS regulations for COI (PDF)
· Principles Regarding Rights to Future Research Results

[bookmark: _Toc181021380]Common Acronyms

· 
· AMRC: Anatomic Materials Review Committee
· BAA: Broad Agency Announcement 
· BUA: Biological Use Approval
· CGA: Contracts and Grants Accounting
· COI: Conflict of Interest
· eRA: Electronic Research Administration
· F&A: Facilities & Administrative rates, aka indirect cost rates
· FOA: Funding Opportunity Announcement
· IACUC: Institutional Animal Care and Use Committee
· ICR: Indirect Cost Rate
· IDC: Indirect Costs
· IPF: Internal Processing Form (Cayuse SP “proposal”)
· 
IP: Intellectual Property
· IRB: Institutional Review Board (Human Subjects)
· PHS: Public Health Service
· PI: Principal Investigator
· RCR: Responsible Conduct of Research
· RECO: Research Ethics and Compliance Office
· RFA: Request for Applications
· RFP: Request for Proposals 
· RPPR: Research Performance Progress Reports
· SBIR: Small Business Innovation Research 
· SPO: Sponsored Programs Office
· STTR: Small Business Technology Transfer

[bookmark: _Toc180402050][bookmark: _Toc181021381]SPO Contacts & Links

· Proposals:		proposals@ucdavis.edu
· Awards:		awards@ucdavis.edu
· Subawards:		subawards@ucdavis.edu
· Closeouts:		closeouts@ucdavis.edu
· eRA Help:		SPOeRAhelp@ucdavis.edu
· Cayuse Help Desk:	ORCayuseHelp@ucdavis.edu
· Training:		SPOTraining@ucdavis.edu
· Negotiations:		OR-SPO-Negotiation-Team@ad3.ucdavis.edu

· SPO Contact Us webpage
· Sponsored Programs Office (SPO)
· SPO Proposal and Award Learning Resources
[bookmark: Slide_68:_Electronic_Research_Administra]
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SPO Office Hours: Bring your questions and join our knowledgeable staff for guidance and training on preparing and submitting proposals for extramural funding.
· Drop in via Zoom the 1st Thursday of each month between 10 and 11am https://ucdavis.zoom.us/j/96045587567?pwd=MnVMTXN5SDRuM0RITzlKUjNmdjl5Zz09

All SPO training opportunities at https://research.ucdavis.edu/research-support/proposals/spo-proposal/spo-training/training-opps/

[bookmark: _Toc180402052][bookmark: _Toc181021383]Research Administration Forum

Forum for department research administrators to:
 	
Hear updates		Ask questions 		Provide feedback

Sponsored Programs Office (SPO)IRB Administration
IACUC
Technology Transfer

Contracts and Grants Accounting (CGA)
Research Ethics and Compliance Office (RECO)

Join via Zoom
4th Wednesday of each month ( Jan – Oct)
8:30 am

Access videos of previous forums and related materials on the Forum webpage
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Contracts & Grants (OVCR-cg) listserv
· The primary mechanism for informing the campus community of the latest research administration news.
· Click this link to subscribe (UC Davis emails)

SPO Cayuse info listserv
· Cayuse SP and 424 info and announcements, as well as training opportunities from the Sponsored Programs office.
· Click this link to subscribe (UC Davis emails)

Other Office of Research Listservs
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[bookmark: _Toc181021385]UC Learning Center classes

SPO offers classes individually or as a series:
· Research Administration Certificate Series (RACS)
· eRA Train the Trainer Certificate Series
· Individual classes (under “Grants and Sponsored Programs”)

[bookmark: _Toc180402055][bookmark: _Toc181021386]Thank you!

Follow SPO on X and YouTube!
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To prepare a subrecipient proposal:
1. Login to ucdavis.cayuse424.com and select Cayuse 424

2. Select + Create Proposal, then Research Subaward
Proposal
a. Other option: Training Subaward Proposal

Note: This is the only time you create a proposal using +
Create Proposal. All other times, start from the
Opportunities tab.

08 =

ol create Proposal

O Grants.gov

Proposals for federal opportunities dovnloaded from and
submittabls to Grants.gov.

O Other Proposal

Other proposal formats not slsctronically submitted to
Grants.gov, including othar fedaral propossls, or oppartunities
from non-federal sponsors. Also Includes internal opportunities.

O Research Subaward Proposal

‘Subavard proposal for internal use or for sending to othar
Proposals (525) sites; uses the 424 RR Budgat.

O Training Subaward Proposal

‘Subavard proposal for internal use or for sending to othar
Proposals (525) sites; uses the PHS 398 Training Budgat.

[create] [ cancel
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7. Complete the forms in the left column.

* Subawards have less forms in the left column than typical applications.

* Make sure you follow all Prime Applicant and Prime Sponsor guidelines

* Supporting Documents: attach documents the Prime Applicant requires, usually the same required
documents you attached in Cayuse SP.

* Routing & Approval: Ignore this section. SPO doesn’t use it. Simply notify your SPO Proposal Analyst
that you have completed this section in Cayuse 424. Share the Subaward Name so they can find it.

* Export: When instructed by your SPO analyst, export the proposal and send it to the Prime Applicant.

Er @ mea] [ g ]





image10.png
UCDAVIS s [T

OFFICE oF RESEARCH

Outgoing Subawards

« Prepare a proposal with subawards — If a proposal is to include a subaward to a subrecipient (or
subawards to subrecipients), the information indicated on this page should be included in the proposal.

« Send a subaward request to SPO — Once a Prime Award has been awarded (fully executed) to UC
Davis, the P must send a request to the Sponsored Programs Office (SPO) that the subaward(s) be sent
to the subrecipient(s)

« Monitor a subaward — Once a subaward has been sent to a subrecipient, the P! is responsible to
monitor it as described on this page.

« Closeout a Subaward — Once a project with a subaward is complete, it must be closed out.

Checklist and Guidance
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missing items

Create the proposal

* Cayuse SP
e Complete IPF as usual

¢ Add all subrecipients to Subawards

tab

* Upload required info for each
subaward proposal in the Proposal

Attachments tab
* Cayuse 424, if applicable

¢ Confirm subrecipient has an
Institutional Profile and Indirect
Cost/F&A Rate(s) and Base(s)

e Complete application as usual
e Enter/import subaward

Submit to SPO as usual

* For a full review, the
routed, certified and
authorized IPF must
arrive in SPO at least 5
business days before
deadline

* Consider submitting
earlier, so SPO has

ample time to review
the subaward materials
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Once the subrecipient Institution is in place, find the Prime Sponsor’s funding opportunity under
Opportunities and begin your Cayuse 424 proposal. To add the Subaward to your proposal.

RR Subaward Budget Attachm
i

* Add a check next to RR Subaward Budget Attachments
* This form may have another name, depending on the sponsor/funding opportunity.

PHS 398 Cover Page Suppleme
1

PHS 398 Research Plan
1

* Example: PHS 398 Training Subaward Budget
*  Within this form, you have three options to add subaward info. We’ll explore these one at
a time, starting with Create Subaward.
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If only one (greyed out) budget period is indicated though
there should be more, this is because the budget section of
your Cayuse 424 proposal has not yet been fully

SF424RR
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RR Budget
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1
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1
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completed.

Proceed with creating the
subaward, then add budget
periods in the RR Budget section
before populating the new
subaward.

Note: This issue will come into play
during an upcoming activity

‘ Create New Subaward

Subaward Name:

Organization:

Default IDC Rate:

# of Budget periods:

University of Texas - Austin

University of Texas at Austin

MTDC v

Due ate: 03/31/2025 ]
Validation Type: | N1 B
Create Subaward | | Cancel
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When you enter an Organization, both the Default Indirect
Cost (IDC) Rate and Validation Type fields appear.

The Subaward Name doesn’t need to be as detailed as for

an incoming subaward.
* Since it’s linked to your full Cayuse 424 proposal, simply
indicating the subrecipient’s name is sufficient.

The Organization screen is where you'll be stuck if the
subrecipient has no Institutional Profile.

For Default IDC Rate, select the appropriate rate type.
* Asmentioned earlier, if the rate you want doesn’t appear,

request assistance from ORCayuseHelp@ucdavis.edu.

‘ Create New Subaward

Subaward Name: | njversity of Texas - Austin

Organization: | Unjversity of Texas at Austin
Default IDC Rate: | \TDC v
# of Budget periods:

01®2030405

Due Date: |03/31/2025 |

validation Type: | N[ o

Create Subaward | | Cancel
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For Due Date, enter an earlier date than the submission to
sponsor date to allow for review and approval by both the
Pland SPO.

For Validation Type select the (type of) Prime Sponsor

‘ Create New Subaward

Subaward Name:
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Default IDC Rate:
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Due Date:

Validation Type:
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* Complete all the forms in the left column with info provided to you by the subrecipient.

¢ Onthe RR Performance Sites form, check Include in Prime to indicate that the subrecipient site should be
included in the Prime application.

Proposals List » Prime » Linked Subawards » University of Texas - Austin

g

44 Linked Subawards

{Qvloe

RR Performance Sites
1

RR Key Persons.
1

RR Budget

swnn

Proposal Summary
Summary
Supporting Documents
Proposal Management
@ permissions

« Proposal History

1 8| University of Texas - Austin

Project/Performance Site Location(s)

Project/Performance Site Primary Location

Organization:

DUNS Number: |

*Streett: |

*City: | Austin

Include in Prime *

Street2: |

County/Parish: |

* State/Province: | Texas

" Zip/Postal Code: |

= Country: [United States

* Project/Performance Site Congressional Distric

Othersites  expand all/collapse all
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. X ~State/Province: [Texas * Zip/Postal Code:
* Important: Indicate their s ‘ I
. Country: [ Please Select...
Project role as Other and
Phone Number FaxNumber “EMail
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« If the Site PI/PD doesn’t
appear when you try to
add them, create a new

Profile for them (see next
slide)
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Ic;

redential. e g agency login]

“ Project Role: | Other (Specify)

Other Project Role Category:

Site PD/PI

Degree Type]

Degree Year:





image25.png
& Amie Admin ~

Routing

People

Institutions.

People

Search

e[Alinstitatons
ShowAll

Recently Viewed: 13 people &3
2] 2rown,stacy

[?] Belden. Michelem
Browter Leoh Mare

[F] imasinar Gary

[2] admin. Amie

[2] Aocte Charie

[?] ssbalos. ahsiaias

[?] Revnolds. Burt
2] Nerk. Erta il
2] Nobie. Emitee

To add someone who is not at UC Davis:
* Select the People tab in the top toolbar
* Select + Person
* Enter info. After selecting Create New Profile:
* Enter their Institutional Association
* ERA Role: Principal Investigator
* Skip Demographics and Biosketches
Do NOT use this process to add UC Davis personnel.
Instead, write ORCayuseHelp@ucdavis.edu with their
info and request they be added.
+ This will allow them access to their projects in
the Cayuse system
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Request Subaward to Start Process \ 4
* Outgoing subawards do not happen automatically, even '

when the subrecipient has been included in the proposal. Subaward Funded
* Emailthe subaward request to subawards@ucdavis.edu
AFTER the prime award is executed. '

Agreement Drafted

SPO Reviews Agreement Executed
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SPONSORED PROGRAMS OFFICE UNIVERSITY OF CALIFORNIA, DAVIS

SUBAWARD REQUEST FORM

Complete and submit this form along with the required documents specified under Directions below to: subawards@ucdavis edu
*See Subaward Request Form Instructions for additional guidance**

UCD Prime Award Information Subaward Information
Sponsor Name: Legal Name
Sponsor Award Number. *Subaward Number:
Cayuse Project Number:

KFS Fund

Overall Project Period "Leave blank f this is a request for New Subaward

O (select ths or *Amend below) Issue New Subaward

UC Davis Information fa new subawarc, complte ai fids inthis secton
UC Davis Principal InvesfigatorProject Director: Initial Subaward Period Entire Subaward Period
Name: (12 months or less)
Department:
Start Date: Start Date:
Phone:
Email: End Date: End Date:
Address:
Funding: Funding:

UC Davis Department Administrative Contact: O Amend Existing Subaward (complete applicable fields below)]
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Subaward Specific Requirements

Tn the space below, please list any specific requirements that need to be included in the terms of the subaward. For example,
due dates for interim and final reports, payment schedules, other instruction as applicable. Provide any special instructions as

needed. (Optional)

irections for Submission to SPO

7. This form and all required documents should be sent as one PDF document to subawards@ucdavis.edu

2. Aseparate form and email is required for each subaward requested

3. Submission of this form by the department represents Principal Investigator’s approval of the information provided
Required documents for New Subaward:

« Statement of Work - must include clear involvement in programmatic decision-making
« Budget and Budget Justification - must be agreed to by the subrecipient prior to submission to SPO.
- Subrecipient Commitment Form, FDP Pilot Subrecipient Project Information Sheet, or Multiple Campus (MCA)

Commitment Form (as applicable) - must be filled out and signed by Subrecipient's authorized official within the last 12
months.

«  Mini-Audit Questionnaire, if applicable (see Section D of the Subrecipient Commitment Form)

«  Subrecipient COI Form (PHS or Non-PHS), if applicable (see Section D of the Subrecipient Commitment Form)
«  Sole Source Justification Form (if applicable)

Required documents for Amendment to an Existing Subaward:
« Statement of Work—only if different from the original subagreement or amendment and approved by subrecipient.
« Budget and Budget Justification—only if different from the original and approved by subrecipient

- Mini-Audit Questionnaire - only if it was required as part of the initial request package and more than 12 months has
passed since it was originally signed

Note: Incomplete forms without ALL of the above required attachments will be returned without further review and will
delay issuance of the subaward. ****See Subaward Request Form Instructions for additional guidance.***
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(Awaiting) Admin Dept Action is required by the Principal Investigator /department

(Awaiting) Award Mgr/Analyst Action is required by the SPO Award Analyst

(Awaiting) Subcontractor Action is required by the Subrecipient

Fully Executed The subaward is fully executed and has been sent to CGA





