UW Subcontract (Outgoing) Administrative Checklist

_____1.  Department/PI obtain Contractor’s proposal (work scope and detailed budget)

               as signed by an authorizing business official.  Include Contractor's proposal in
               UW proposal prior to sending GC-1 to OSP.  

    Note:  if Subcontract was not contemplated until after the UW proposal is  
    funded, obtain proposal from Contractor and route to Michael Blackwell,
    Subcontract Administrator in OSP.  Sponsor approval may be needed
    depending on award terms and conditions.

_____2.  Department/PI initiate a Purchase Requisition (PR) using object code 03-62, 
               after award is received and account no. issued.

_____3.  Copy of the PR given to the OSP Subcontract Administrator by Purchasing for 
                preparation of the Subcontract.  Minimum two weeks processing time due to
                heavy volume, negotiation of terms, cost analysis of budget, collection of audit 
                report, etc.

_____4.  Subcontract Administrator delivers Subcontract to UW Purchasing for
               execution and transmittal to Contractor.  Minimum three days processing time.  

_____5.  Subcontract is reviewed and signed by Contractor and returned to Purchasing. 
              Generally this takes a month or so to process. 

_____6.  Purchasing releases the Subcontract award to Payables Administration.        
               Minimum three days processing time.

_____7.  PI and Department administrator reviews invoices at least quarterly, no more 

               frequently than monthly.  Final invoice from Contractor due 60 days
               following termination date.

_____8.  Amendments?  Department/PI send a written memo or email
               (mikeb@u.washington.edu) to the Subcontract Administrator requesting the
               relevant changes, e.g., no cost extension, supplemental funding, work scope
               add on, and so forth.  Once processed, repeat steps 4 through 7 above.

______9.  OSP is unable to transfer funds to a Contractor automatically.  PI and
                 Department must initiate (as noted above) a PR or amendment request and 
                 transmit it to the Subcontract Administrator.  

Policy Reference:  Grants Information Memorandum No. 7, Subcontracts for Sponsored Programs


Prepared:  12/2004
