
Preparation and Distribution of Subaward Agreements 

 
Preparing Subaward Agreement for Signature 

Student Worker receives assignment of Subaward Task from Grant and Contract Officer (GCO) 

requesting the partially executed subaward agreement be prepared for Assistant Director (AD) 

signature. 

 

 

Student Worker will perform the following steps: 

1. Locate the Subaward in the Sharepoint Subaward task list. 

 

 

2. Review top of the task to see if this is the first issued subaward agreement or a modification to 

an existing subaward. 
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3. From the Subaward task scroll down to the “Subaward Files” and click on “Link.” 

 
 

4. Open either the Original documentation folder or the appropriate Modification folder 

 

 

• If more than one mod, always select the last one. 

 

 

5. Click on “Partially Approved Subaward” and print out the signature page only. 
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6. Give print out to AD for signature. 

 

 

 

Distribution 

 

1. Scan fully executed signature page of subaward agreement and save file to temporary local 

folder (desktop or other). 

2. Replace the signature page of the partially executed Subaward with the fully executed signature 

page. 

3. Move Partially Executed Subaward or Subaward Modification to the documentation folder. 

 

 

Only print the page where Assistant 

Director must sign. Print the first page of the Task List 

page and paper clip the partially 

executed signature page to each 

other. 
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4. Save a copy of the fully executed agreement outside the documentation folder using the 

appropriate naming convention. 

 

 

5. Inside the documentation folder, go to the “Partially Executed Agreement/Mod received from 

Subrecipient” email. 

 
6. REPLY TO ALL in this email and state the following, “Please see the attached fully executed 

agreement for your records” and attached a copy of the fully executed agreement/modification. 

a. If GCO is listed on the reply list please remove.  

 

7. If no email, use email template “Subrecipient_ Fully Executed Agreement” 

 

 
i. To find who to send the email to refer to “mailing instructions” found on the 

SharePoint task. 

 
ii. CC the PI and the RA’s listed on the SharePoint task.  
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8. Sent Email should be saved in the documentation folder as follows: 

o Account #- Item X- Fully Executed mod Sent to POC 

 

 
 

9. Go to the Subaward task and click on “Edit” and change status from “Pending Subrecipient 

Signature” to “Fully Executed Distributed/Pending Purchasing Approval”. 

 

 
 

 

10. On the Subaward task insert the date the Subaward was fully executed (the date AD signed the 

agreement). 

 

 

11. On the Notes section insert a note such as – Subaward fully executed, copies sent to 

subrecipient and department  and request sent to purchasing to issue SC number (or to 

incorporate Modification into SC (Ex: Increase PO or Extend POP)). 
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12. Next, Go back to the Subawards Reference Documents folder on SharePoint and click on 

“SUBAWARDS.” 

 
 

13. Locate the E-mail templates. 
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14. Find an email template for Purchasing.  

-  If new Subaward the email template is “Purchasing_ New Subaward Request for SC 

– a – Karen Ashe.”  

 
• For the New Subaward email template, the vendor number can be 

located in the documentation folder.  

 
 

• Vendor Number is Found at the top of the Advantage Desktop PDF File 

 
 

- For a modification, use the email template entitled “Purchasing PO Modification 

Request – Karen Ashe.”  Fill out the appropriate info asked for on the email 

template and send to Karen Ashe.  

 
 

15. Save the email sent to Karen to the documentation folder following naming convention as 

before. 

a. Account #- Item X- Request Sent to Purchasing to Extend POP and Increase PO or to 

Issue SC Number 

 

 
 

16. ASU Purchasing (Karen Ashe) will confirm that she has entered the modification or she will 

confirm that the Original Subaward is entered and it will have the following SC number (i.e. 

341112M00126)  
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17. Save the email from Karen to the documentation folder and follow the naming convention 

previously used. 

a. Account #- Item X- Purchasing Confirmed Increase in PO and Extended POP 

 
18. Next update COEUS. 

 

19. In COEUS open Subcontract List click on “Edit.” 

a. If New Award: 

i. Change the status from pending to ACTIVE 

 
ii. Go to the Amount Info tab and select “Change” 

 

iii. Insert the “effective date” to reflect the date the agreement was fully executed. 

iv. Insert the Purchase Order which is the SC number provided by Karen. 

v. Insert the obligated change and the anticipated change which is the amount 

reflected on the subaward agreement. 

vi. For the “Comments” section type in Date, Initials- Original Agreement Fully 

Executed 
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b. If Mod: 

i. Go to the Amount Info tab and select “Change” 

 

ii. Insert the “effective date” to reflect the date the modification was fully 

executed. 

iii. Insert the obligated change and the anticipated change which is the amount 

reflected on the subaward modification. 

iv. Next in the comments section type date (fully executed date), hyphen then 

Modification change, hyphen student initials (i.e. 4-18-12 – Mod 3 increased 

Subaward by $10,000 and extended end date to 1/31/13 – MAM). 

 

20. Next, for a modification, if you change the end date you will need to go to the first page of 

COEUS “Subcontract” and update the End Date (this is not automatic – dollar figures change but 

not end date).  

 

21. Go back to the Subaward task and change the status from Fully Executed Distributed/Pending 

Purchasing Approval to Completed.   
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22. Make note down in comments section.  Today’s date, note about new Subaward or Mod.  

Example:  if new Subaward – 1-18-12 Received SC 34112M0013 from ASU Purchasing, updated 

COEUS and task and now the task is complete. 

 

 
23. If NEW AWARD, Date, Initial-Execution of basic agreement complete.  

 

 
 

 

 

 

 

 

 

 

 


