University of Rhode Island Requirements Sub Award Recipients:
At a minimum, the following is required of all sub awardees must provide the following items:  

1. Must be registered with CCR (Central Contractor Registration): https://www.bpn.gov/ccr/default.aspx 

2. Must have a DUNS number 

http://www.dnb.com/us/duns_update/
3. Must complete and sign a subrecipient monitoring form (signed by institutional official): http://www.uri.edu/research/tro/offices/sponproj/subawardmonit.doc
4. Must provide a yearly detailed budget

5. Must provide a scope of work

6. If requesting indirect cost they must provide a copy of their negotiated indirect cost rate agreement

In Cayuse there are two kinds of proposals :

(A) Proposals submitted electronically through Cayuse to Grants.gov/Research.gov (see instructions below)
(B) Proposals not submitted electronically through Grants.Gov /Research.gov.  Sub awards on these proposals need to provide the Items 3-6 listed above to the PI.  
Subawardee Instructions for Proposals submitted electronically through Cayuse to Grants.gov/Research.gov 

At the proposal stage, a subawardee can supply their proposal materials to URI in one of two ways:

· Exporting the information from Subawards.com (URI recommends this).  

· The Adobe form from Grants.gov (link to URI website)
Attached is the link to a very short video that explains the difference between the two:

 http://www.subawards.com/SubawardsMovie1/SubawardsMovie1.html
Below are detailed instructions for Using Subawards.com

Go to Subawards.Com:

https://cayuse.subawards.com/105/login.do
1. Log into Subawards.com or click on look below for “Sign up for a free account now”

2. Click on Subawards

3. Click on +Create Subaward

4. Enter Subaward Name (this is not the official title)

5. Enter the organization

6. Enter the Default IDC Rate

7. #of Budget periods

8. Validation type NIH, NSF, HHS, CDRMP, etc

9. Click on Create a subaward

Click on RR Key Persons

1. Click on Manage Key Persons

2. Click on Add Key Person  - If you do not see any key person, click on + Create New Professional Profile 

a. Fill in First Name, Last Name, click on create new profile, choose Salary/Appointment Type Calendar/Academic/Summer

b. Fringe rates are optional, you may include them directly into the budget.

3. Choose the key person and click on the pencil – add selected key person

4. You will be directed to a screen with a green highlighted information

5. Upload the Biosketch, 

6. Choose the role on the project, PI, consultant, co-investigator, etc.

7. Complete Appointment type

8. Select the close button

Under RR Performance Sites

1. Subcontractor’s Organization – name of subcontract

2. Subcontractor’s Duns number

3. Subcontractor’s Address

4. Subcontractor’s Project/Performance Site Congressional District:

RR Fed/NonFed Budget.

1. Page1

a. Enter Personnel including all appropriate fringe benefit

b. Enter Other Personnel

2. Page 2

a. For Equipment click on + new equipment Row

b. Travel –break out domestic and foreign – for foreign, check the RFP to make sure that it is allowed.

c. Participant costs – for NSF these items are exempt from indirect cost.

3. Page 3

a. Materials and Supplies

b. Publication costs

c. Consultant services

d. ADP/computer services

e. Subawards/consortium (check with the agency to see if multiple tier subawards are allowed)

f. Equipment or Facility Rental/User Fees

g. Alteration and Renovations (exempt from indirect cost)

h. Facilities or Administrative costs, Indirect cost – in order for a subcontract to be able to charge indirect cost, the subcontractor must have a federally negotiated indirect cost rate.

4. Look at errors and warning in the lower left-hand side – if there are no errors or warnings, you may proceed to Proposal management.

a. If there are errors, click on error box and your errors will be displayed.  

b. Click on blue highlight error and it will take you to the section in the proposal where there error is.

c. When all errors have been corrected, please click on the Validate Subaward, if no errors appear, proceed to Proposal Management

 Proposal Management

1. Click Export

2. Enter name for the exported file

3. Click on Export Subaward

4. Click on Save file

5. E-mail the file as an attachment to the PI (or contact) at the University of Rhode Island

If you have any questions, please call the Sponsored Projects Office at the University of Rhode Island at 401-874-2635.
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