
Creating a College Requisition for a Sub-Contract:

Go to: http://www.uri.edu/purchasing/forms.html
Go to the College Requisition 

It will bring up an Excel file

Fill in the following fields:

Suggested Vendor – enter the Name and Address of the Grant and Contract Administrator here (not the PI)
Vendor PS Number -- If there is no vendor number established in PS, you will need to get the URI copy of the W-9 completed by the subcontractor.  The department submits the W-9 to Accounts Payable for vendor number.  The CR cannot proceed without a vendor number assigned.
Vendor Phone Number -- the phone number of the contact under Suggested Vendor

Vendor Fax Number -- the fax number of the contact under Suggested Vendor
Requisitioning Department – URI department
Deliver To – address of URI department

Email Address for Receiving Report – this should include the e-mail addresses of everyone who should receive a copy of the PO – including the vendor and/or vendor PI.
The Body of the College Requisition should have the following information:
	Quantity
	Unit of Measure
	Catalog Number/Description
	Unit Price
	Extended Price

	1
	
	Subcontractor Legal Name
	
	Amount of Subcontract

	
	
	
	
	

	
	
	Project Title
	
	

	
	
	
	
	

	
	
	Subcontract Period:  Beginning Date to END DATE ***
	
	

	
	
	
	
	

	
	
	Sub recipient administrative contact name and e-mail address
	
	

	
	
	
	
	

	
	
	Sub recipient PI, Address & e-mail
	
	


*** Please note that these dates must either match the beginning and end date of the award, or must be within the dates of the award.  Neither the beginning date nor the end date can be outside the dates of the award.
Requisitioner Name & Telephone – URI Departmental Administrative contact’s name & telephone

	Account Fund Dept Program


	Project
	Amount

	5447 – fund – dept – program*
	Project #
	 First 25K

	5446—fund – dept – program
	Project #
	Total amount of Sub minus 25K


*There are only two account codes used with subcontracts.  

5447 is only used for the first 25K. For example, if a subcontract will be for 100K each year for three years, the first year would be split 25K under account 5447 and 75K under 5446; the following years would be 100K under 5446.  This is due to the regulation that we charge indirect on only the first 25K of a subcontract

If a subcontract were for a total of 20K over four years, 5K each year; you would use account code 5447 each year because you will not reach more than 25K over the four years.

Authorized Signature – the PI

The following forms must be attached to College requisition: the Letter of Intent, the budget, the scope of work and the Sub Recipient Monitoring Form.  If these forms are not attached the process will be slowed down at Pre-Award while we wait to receive them.
Approval – send to Grant and Contract Accounting for approval.  They will forward to Pre-Award where the subcontract is prepared.

If you have questions about any part of this process, please call 4-2635 and you will be directed to someone who can assist you.
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