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Today’s Agenda
• Announcements
• Outgoing Subawards “How To”
• Post-award Subcontract Management: 

Working with ASRSP

1



Upcoming NIH Due Dates: Cycle II (Spring)
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NIH Due 
Date

SR (5-Day) 
Deadline Description

May 25
(Saturday)* May 20

All - new, renewal, resubmission, revision
• Program Project Grants and Center Grants (P-series)
• Research Demonstration Edu. Projects (R18, U18, R25)
• Institutional National Research Service Awards (T-Series)
• Multiple other activity codes (C, D, G, S, U)

June 5 May 29 • R01 (new)
• U01 (new)

June 12 June 5 • Research Career Development (new) K-series

June 16
(Sunday)* June 10 • Other Research Grants and Cooperative Agreements (new) R03, 

R21, R33, R21/R33, R34, R36, U34, UH2, UH3, UH2/UH3

*Due date to NIH moves to next business day



Upcoming NIH Due Dates: Cycle II (Summer)
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NIH Due 
Date

SR (5-Day) 
Deadline Description

July 5 June 27 • R01 Research Grants - renewal, resubmission, revision
• U01 Research Grants - renewal, resubmission, revision

July 12 July 5 • K Series Research Career Development - renewal, 
resubmission, revision

July 16
(Sunday)* July 9

• Other Research Grants and Cooperative Agreements (R03, 
R21, R33, R21/R33, R34, R36, U34, UH2, UH3, UH2/UH3) -
renewal, resubmission, revision

August 8 August 1 • F Series Fellowships Individual NRSAs (including F31 
Diversity) - All types (new, renewal, resubmission, revision)

August 12 August 5 • R13, U13 Conference Grants & Cooperative Agreements - All 
types (new, renewal, resubmission, revision)

*Due date to NIH moves to next business day



Uniform Guidance Updates
• Go into effect October 1, 2024
• Re: SubKs - For now, continue to budget using the $25K limit; Additional information 

will be forthcoming
• Evaluation and engagement activities
• Procurement transactions
• Equipment and unused supplies increase from 5K to 10K
• Fixed amount subawards (still require prior written approval) increase from 250K 

to  500K
• DeMinimus Indirect Rate increases from 10% to 15%
• Burden reduction-removes certain prior approval requirements
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Outgoing Subawards: 
How to in CERES



Open the Subaward
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Editing Agreement

7



Agreement Upload
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General Information
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Setup Questions
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Agreement Information
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Starting Out & Budget Period Costs
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Project Period Costs
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Cost Share

14



Start/End Dates
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SR-Populated Fields
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Foreign Entity

17



Documenting Subaward Inclusion in Original 
Budget 
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Has Subaward Budget Changed?
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Scope of Work & LOI
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Budget, and Budget Justification
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Save and Exit
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Where to Find Job Aids
NU Knowledge Base Article: Complete and Submit 
an Outgoing Subaward Agreement
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Basic “how to” 
information in 
the article body

Detailed job aids 
available in the 
Attachments 
section

https://services.northwestern.edu/TDClient/30/Portal/KB/ArticleDet?ID=2267
https://services.northwestern.edu/TDClient/30/Portal/KB/ArticleDet?ID=2267


Post-award Subcontract 
Management: Working with ASRSP



Post Award Management
Once a subaward is fully executed, department administrators work with 
ASRSP to process subaward invoices. 

A fully executed subcontract:

1. Has an allocation for the subaward in NUFinancials

2. Needs a REQ or POC to be created with an understanding of the 
appropriate expense account code

3. Typically requires the receipt of final invoices 60 days after the 
subaward end date 

Presenter Notes
Presentation Notes
This presentation will address the management of subcontracts where NU is the prime.  When NU is the sub, the GCFA on the award handles the invoicing. 



Roles & Responsibilities

NU department 
administrators

Sets up PO based on approved budget, in 
anticipation of invoices  

Subrecipient institution Submits invoices to ASRSP for payment of project 
work performed 

ASRSP Reviews invoices against award agreement and 
budget for accuracy and required certification

Principal Investigator Certifies work performed by subrecipient

Presenter Notes
Presentation Notes
The roles and responsibilities for the various players involved in the invoice payment process are as follows:Departmental administrative personnel set up PO The subrecipient provides invoices to ASRSP for work performedASRSP ensures financial compliance and if acceptable, sends invoice The Principal Investigator certifies the work performed by the subrecipient, and finallyPayment is issued by NUFinancials to the subrecipient



Subcontract Invoice Process

Purchase 
Order (PO) 

Setup

Invoice 
Submission 
& Review

Invoice 
Approval

Invoice 
Payment

Presenter Notes
Presentation Notes
The subcontract invoice process follows these basic steps.First, there is encumbering the obligated funds by setting up a Purchase Order. Next an invoice is submitted by the subrecipient to ASRSP, who reviews the invoice. Then, the invoice is approved, and finally the invoice is paid to the subrecipient.



Terminology
Requisition: A purchase request subject to approval based 
on NU workflow rules. Creating a requisition is the first step 
in the procurement process. Once approved, a requisition 
becomes a purchase order which encumbers the funds for 
the subaward. 

POC: A purchase order change is a revision to an existing 
purchase order. A POC should be initiated when an 
amendment authorizes additional funding for a new budget 
period. 

https://www.northwestern.edu/procurement/policies-forms/resources/purchasing-definitions.html


REQ/POC Requirements
Every REQ or POC must have the following components to be 
processed efficiently: 

1. Correct account code

2. Correct supplier ID

3. Correct attachment(s)
• Copy of agreement/amendment

• Purchasing Decision Document (formerly SSJ) form 
when REQ > $10,000

Presenter Notes
Presentation Notes
Contact ASRSP or Vendor File Management for help with supplier ID 



When to Create REQ vs. POC
The NU department creates a Requisition (REQ) 
or a Purchase Order Change (POC).

New Subaward Amendment

REQ

Carryforward allowed?

No

New REQ

Yes

POC

Note: Foreign subrecipient institutions receive international wire 
transfers as payment.  A REQ or PO is not needed.



Expense Account Codes
Subaward REQs use the following expense account 
codes, which are linked to corresponding budget codes:

78640 = $ < $25k per subaward
78642 = $ < $25k no F&A*
78650 = $ > $25k
78652 = $ > $25K TDC* (Total Direct Cost)

*Applies if 1) the sponsor has specified F&A is not allowed or 2) F&A has 
been waived by NU with Dean’s office, VPR & SR approval.



Invoice Submission
Subrecipient institution submits invoice to Northwestern:

• Subcontract invoices must be sent to the ASRSP department 
email address as specified in the subcontract agreement:

ASRSP-subk-CH@northwestern.edu   

ASRSP-subk-EV@northwestern.edu

• The NU department may be copied

• Discrepancies found during review will cause invoice to be 
returned for revision 

Presenter Notes
Presentation Notes
The invoice processing phase begins when a subrecipient submits an invoice to Northwestern. Subrecipients must submit invoices to the ASRSP department email specified in the subcontract agreement. The department may be cc’d on invoice submission, but it is imperative that the invoices be sent directly to ASRSP.

mailto:ASRSP-subk-CH@northwestern.edu
mailto:ASRSP-subk-EV@northwestern.edu


Closeout Considerations
Department responsibilities to prepare for closeout of subawards: 

• 90 days prior to end date: 
– Notify subrecipient institution that prime award will be closing 

and request final projection for remaining invoices

• After project end date: 
– Confirm that final invoice has been received 60 days after the 

award end date 



Online Resources
See the ASRSP webpage on Subcontracts for:

Grant Subcontract REQ Job Aid

Grant Subcontract Requisition Processing

Subcontract Invoice PI Workflow Certification Process Job Aid

How to Find Pending Subcontract Vouchers  

See Cognos for GM092 – Subcontract Monitoring Report 

https://www.northwestern.edu/asrsp/expenses/subcontracts.html
https://www.northwestern.edu/asrsp/docs/grant-subcontract-requisition-processing.pdf
https://www.northwestern.edu/asrsp/docs/job-aid-for-subcontract-invoices-pi-workflow-certification-process.pdf
https://www.northwestern.edu/asrsp/docs/how-to-find-pending-subk-vouchers.pdf
https://www.northwestern.edu/asrsp/grant-management/cognos-reporting-tools.html#GM092


Join us for the 
next CLEAR Meeting: 

Wednesday, August 7, 10:00am

Pre-show networking and breakfast 
at 9:30am (Chicago campus)
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