Sub-Award Considerations

1. Early Coordination
· Initiate Contact Early: Begin discussions with the subawardee institution well in advance of the deadline to allow time for required documentation and institutional approvals.
· Clarify Roles and Responsibilities: Define the scope of work, deliverables, and budget responsibilities for the subrecipient.
2. Required Documentation from the Subawardee
Obtain the following documents from the subawardee’s institution:
· Statement of Work (SOW): Clear description of tasks to be performed by the subawardee.
· Detailed Budget & Budget Justification: Includes both direct and indirect costs, calculated using the subrecipient’s approved F&A rates.
· Letter of Intent (LOI): Signed by the subrecipient’s Authorized Organizational Representative (AOR). If cost sharing is involved, details of commitment should be included. 
· F&A Rate Agreement (if applicable): Verifies indirect cost rate used in budget.
· Subrecipient Commitment Form: Confirms eligibility, compliance, and willingness to participate. Forms for incoming or outgoing subawards at UW-Madison can be found here Forms | Research and Sponsored Programs.
Note: This form is not always required and, in some cases, has been used as a substitute for a Letter of Intent.
· Key Personnel Documentation: For key personnel at the subawardee institution as requested by sponsor, at minimum usually a Biosketch, Current & Pending support document are needed.
3. Budget & Compliance Considerations
· Indirect Costs: Ensure that UW–Madison’s indirect costs are only applied to the first $25,000 of each subaward (as per Uniform Guidance).
· Cost Sharing: Clarify and document any cost sharing commitments, if applicable.
· Compliance Requirements: Confirm the subrecipient has IRB/IACUC approvals if needed, and follows appropriate compliance policies (e.g., COI, export controls, human/animal subjects).
4. Institutional Approvals
· Internal Routing: Ensure subaward information is included in the UW–Madison RAMP routing record and is internally approved.
· RSP Review: Allow sufficient time for RSP to review subaward documentation before submission to the sponsor.
5. Sponsor-Specific Requirements
· Check FOA Guidelines: Some sponsors require additional forms (e.g., NIH Subaward Budget Forms, NSF Collaborators & Other Affiliations).
· Consortium Agreements: Be aware of any special requirements for multi-institutional or collaborative applications.
6. Post-Award Planning
· Subaward Agreement: Post-award, UW–Madison RSP will draft and issue the subaward agreement once the prime award is executed.
· Monitoring & Oversight: PIs are responsible for monitoring subrecipient progress, financial reporting, and compliance throughout the project period.

7. Tips for Success
· Start early: Gathering subaward materials often takes longer than expected due to institutional review processes.
· Use RSPs guidance: UW–Madison’s RSP provides helpful guidance for including a subaward on a proposal. Subawards at Proposal | Outgoing Subawards | Research and Sponsored Programs
· Communicate frequently: Maintain open communication with both internal staff and external collaborators to avoid last-minute issues.


