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.

—;‘5 ORSPA TAT2012 -/
Subawards - EDC has been reassigned

Student Worker will perform the following steps:

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

Crmaen LTl Amviay Aanding Lrtnem arian Susawstd [n Bragrass Asndging 7l Anneoe Amnging Susrasman Signatute Fury Bumrimad Distimmad Arnging Bunsuss ing LANNE On Hakd Commiarad Canoanas
Mew = Actions -
Subreciprent Aszzign=d Ta Xl
Count = 30
Tretitube of Play 11-445-1 # Mowra Martiner (Student) Fully Bumcuited DistritusbedPending Purchasing Agproval
Otz Rt University 12-897 # Mowra Martines (Sudent] Fully Bumcuted Ditritasted/Pending Purchasing Agproval
Ha (O Minh City Universily of Technalogy (HCMUT) 12831 # Maura Martine: (Student) Comgiated
Ha O Minh University of Technical Sducation (UTE) 12-930 # Moura Martines (Student) Fully Bumcuited DistritastedPending Purchasing Agproval
Cantha University (CTU) 12-334 # Mowra Martiner (Sudent] Fully Bumcuited Ditritasted/Pending Purchasing Agproval
Purdus 12-537-01 @ Maurs Martiner (Sudent) Comgisted
University of Melbourne 12-535-01 # Maura Martine: (Student) Comgiated
Tnfiana University 12-334-01 # Mowra Martines (Sudent] Comgisted
U of IL Chamgpaign/Urtana 05-208-04 # Moura Martines (Rudent] Camgisted
Carl T. Haytlan Rmemarch and Edurslion Foundstion 10-343-03 # Mzurs Martine: (Sludent) Comgisted
Baltielle Memorial Institute 12-903 # Moura Martiner (Sudent] Fully Bumcuited Ditritasted/Pending Purchasing Agproval
University of Rlarida 12-912 @ Maura Martines (Rudent] Camgisted
Phiomniz Indian Canlmr 11-607-02 # Mzurs Martine: (Sludent] Comgisted
e # Maura Martine: (Student) Comgiated
Oaiom Schod Dictrict 11-565-04 # Maura Martines (Rudent] Camgisted
MeREL 12-885-01 # Mzurs Martine: (Sludent) Comgisted
UNICON 12-897-01 # Maura Martine: (Student) Comgiated
Benjamin Aawe Inetitute of Aging 11-561-01 # Mowra Martiner (Student) Comgisted
SUNY Frmdania @ Maurs Martiner (Sudent) Fully Bnacuted Distrilasted/Pending Purchasing Agpraval
¥ Neveim 11-537-37 9 Wmorm Marfiner S0 et it

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

Type of Action Required Madification
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3. From the Subaward task scroll down to the “Subaward Files” and click on “Link.”

Primary Place

Performance

Activation Link
\5ubaward Files

Award Link

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

Awards

Mew - Upload =  Actions =

Tvyr Mame Modified Created By

\p} 5/17/2012 3:36 PM @ Kristy Macdonald

Awards
New - Upload =  Actions -
Type Mame Modified Created By
] Invoices 8/23/2010 3:56 PM Shana Clar]
Nu 7/25/2011 5:13PM Heather Hogan (Student)
Ca Qriginal 8/23/2010 3:56 PM Shana Clark

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

5. Click on “Partially Approved Subaward” and print out the signature page only.

'ﬂ APS0027- Ttem C- Cost Price Anaylsis and Sole Source Justification
'ﬂ APS0027- Ttem D - G210
'E APSQ027- Ttem E- W9

) s : APS0027- Item R - Partially Executed Subaward . e

=4 APS0027- Ttem 5 - Fully Executed Agreement Sent to POC

| APS0027- Item T - Request to Purchasing to Issue SC Mumber
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Only print the page where Assistant
Director must sign.

6. Give print out to AD for signature.

Home # Reszarch Admin » ORSPA > Subawards = EDC

Subawards: EDC

¥ The contestt o Six = will e set mx = =il messags to the person o grous sssiged T Hhe e

= New Tt=m | [GAEdi Ttem

Type of Action Required
Lou

Status

Subrecipient

ASU Subaward Number
Coeus Award Number
Propossal Number
Assigned Ta

Team

Sponsar

Sponsor Awsard Number
Project Title

Lesd PI

Department

RA

Motification Email Address
ORSPA Contact
Subrecipient PI
Multi-year

Cost Share Required

Parent Agency/Org
Account

Child Ageney/Org
Account

Current Period of
Performance Start

Current Period of
Performance End

Distribution

[a= |

K Delete Ttem | (%) Workflows | Sl=rt M=

New G ard
Ne

Completad

EDC

2012514

025306

11050648

Maurz Martinez [Stutent) @
Team 3

=3

1130436

COMPUGIRLS: Scale Up
Kimbarly Scott

Schosl of Socisl Transfarmatizn
Tami McKeraie; Mefizss Weimsr
sstsporsored@asu.adu

Mary Graci

Detitie Waodward

Yex

Ne

APSDO22
APSDO27
5/15/2012

40302013

Print the first page of the Task List
page and paper clip the partially
executed signature page to each
other.

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.
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4. Save a copy of the fully executed agreement outside the documentation folder using the
appropriate naming convention.

Awards

Mew - Upload =~  Actions -

Type MName Modifi

\ | Documentation 6/5/2012 3:21PM
:i 12-925-5t Josephs Hospital and Medical Center Fully Executed Agreer@ 7/17/2012 10:43 AM

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

Subrecipient” email.
Y150125-01-Ttem D - Visual Compliznce Verfication

¥150125-01-Ttem E - GCO A133 Audit Risk Review
¥150125-01-Ttem F - Email to Dept re status of QAF
¥150125-01-Ttem G - Email from R.A with OAF

¥J50125-01-Item H - Reguest for PI approval
¥150125-01-Item I - PI approval

¥J50125-01-Item J - Mod sent to POC for review and signature

—

¥150125-01-Item K - Partially Executed Agreement received from POC 23
W150125-01-Ttemn L-Fully Executed Mod Sent to POC

L_gL_L_L_L_L_I_,EEJL_

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. IfGCO is listed on the reply list please remove.

7. If no email, use email template “Subrecipient_ Fully Executed Agreement”
Home = Research Admin > ORSPA > Proposals and Megotiations = Reference Documents > SUBAWARDS = EMAIL TEMPLATES

Reference Documents

- | e e e i SR

B Subredipient for signature_Modifications

£ j Subredpient_Fully Executed Agreement %

o | Subredpient-MAL signature to fully execute

1 Cuihrariniantd AFAT cinnzhira ta fills avam s

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

Mailing Instructions Ewvonne Tsangg
a evonne@instituteofplay.org

ii. CCthe Pl and the RA’s listed on the SharePoint task.

Lead PI Bonnie Gance-Cleveland

RA janino; Debra Fisher; Kristina Winterstein
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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

10.

11.

. | VAU L2 -1 L - FL dpPpr v dl

= Y150125-01-Ttem 1 - Mod sent to POC for review and signature

| Y150125-01-Ttem K - Partially Executed Agreement received from POC

- u=l

V150125-01-Ttem L-Fully Executed Mod Sent to POC

—

V150125-01-0AF

pd

Go to the Subaward task and click on “Edit” and change status from “Pending Subrecipient
Signature” to “Fully Executed Distributed/Pending Purchasing Approval”.

= New Item _j' Edit Item } ‘X Delete Item () workflows | Alert Me

Status

Subrecipient *

ASU Subaward Number
Coeus Award Number

Proposal Number

Fully Executed Distributed/Pending Purchasing Approval =]

Initial Review/Pending Information
Subaward in Progress

Pending PI Approval

Pending Subrecipient Signature

‘Fully Executed Distributed/Pending Pur
On Hold

Cancelled

Completed

IOOF F Lo

chasing Approv

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

agreement).

Fully Executed Date

6/29/2012

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)).

Review Comments

6,/29/12 MAM- Subaward fully executed, copies sent to subrecipient and
department. Coeus has been updated to reflect change of FI. Subaward mod

task is now complete.
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12. Next, Go back to the Subawards Reference Documents folder on SharePoint and click on
“SUBAWARDS.”

Home > Research Admin = ORSPA > Proposals and Negotiations > Reference Documents

Reference Documents

MNew

*  Upload ~  Actions -

=
=

=]

U EEEd

\

Mame

Administration

ARCHIVED (no longer in use) DELETE DATE Dec 31 2012
Contracts

OIRC

Proposals

SUBAWARDS

13. Locate the E-mail templates.

Home > Research Admin > ORSPA > Proposals and

Reference Documents

Mew

*  Upload =~  Actions «

-]
=

ype

= W W W W W N W NN

Mame

A-133 ALUDIT

ARRA

CLOSEQUTS

EMAIL TEMPLATES
FFATA

FORMS

GUIDAMCE DOCUMENTS
METRICS SUBAWARDS
SUBAWARD INVOICING
TEMPLATE AGREEMENTS
Expired Subcontracts-30 Day Spreadsheet
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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.”
| Pruchasing_new subaward request for 5C

e For the New Subaward email template, the vendor number can be
located in the documentation folder.

=1

'3 V150125 - Item H - Advantage Vendor Info

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

Votar :éﬁﬁhﬁjﬂ”m

b R

- 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.

= | Purchasing PO Modification Request

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

= | APS0027- Item T - Reguest to Purchasing to Issue SC Mumber

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)

RE: Vendor No. 042241718 | SUBRECIPIENT SUBAWARD# 12-914 | APS0027
Karen Ashe
@ Follow up. Completed on Wednesday, August 01, 2012,
Tue 7/31/2012 5:17 PM
% Maura Martinez (Student)

Hi Maura, The PO # is 34113M00008. Thanks,

Karen S. Ashe

eCommerce Group

AsU * purchasing and Business Services
University Services Building

PO Box 875212

Tempe, AZ §5287-5212
(v}480-965-3270

SunRISE Helpline 480-727-7473 or Email sunrise@mainexl.osu.edu (fax 480-223-6232)
pCard Helpline 480-265-0658 or Email pecard®asu.edu (fax 480-223-6231)
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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

| APS0027-Item U- Purchasing Provided S Number ! Hew

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

Status: [ 4 LI

sountant:

Clozed (Archived)
Inactive

nd D ate: Pending

ii. Go tothe Amount Info tab and select “Change”
Correct Subcontract 2010403: Sequence : 1

| Aot Releasedl Cu:nr'ltactsl CIu:nse::nutI O‘thersl

Dbligated: | $139,99900 Anticipated: | $139,999.00 Change

Released: | £13 544 65 Available: | $126,354 .35
History of Changes:

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
Subcontract PO Changes - Line Number 4 B |

—
Effective Date;

[Ibligated Change:

Purchase Ordef) |1 51 1omo03s4 Ok
i Anticipated Ehange:P oo Cancel |
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b. If Mod:
i. Go tothe Amount Info tab and select “Change”

Correct Subcontract 2010403: Sequence : 1

Subcor‘dradl Funding Source C'I Arnount Releasedl Cor‘dac’(sl Closeoutl O‘lhersl

Dbligated: I %#139929.00  Anticipated: I $1:39,3859.00 Change

Released: I %13 644 55 Available: I §126,354.35
History of Changes:

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. Nextin 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).

Subcontract PO Changes - Line Number 4 x|

_Purchase OrdeRyac o1 ovon3se Ll
e Anticipated Change:P oo LCancel |

fibligated Change:

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).

Subcontract Code: Izm 04073 Seq. No: |1 Status: IActi\-'e LI

Account Ho: ICL-'\I'SDDQS Dfﬁce"l.&ndersun,ﬁrian Dravicd Accountant: IAnderson,Eﬁrian Drarvicd
Subcontractor: ISan Diego State University Foundation %l
Start D ate: Im _tar-2010 < EndDate: [z Fop_on3 e
Subaward Type: |z ssued Subgrant =] Current PO #: [zc1911 o054

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

Status |Cnmpleted ;I
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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.

Review Comments 6/27/12 MAM- Purchasing increased PO and POP, updated Coeus. Subaward
Mod task is now complete.

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

Review Comments 06.13.12 KM - Purchasing provided SC. Updated subaward module in coeus.
Subaward task complete.



