MEMORANDUM

TO:
Principal Investigator and Departmental Grant Administrator

FROM:
Office of Sponsored Programs

RE:
Subcontract

DATE:
XX/XX/XX

Enclosed is your departmental copy of the subcontract.

A checklist for subcontract processing and monitoring follows.  Please retain this checklist with your departmental paperwork for the life of the subcontract.

___
1.
Did A/P properly segregate the P.O. into account codes E5171 (first $25,000, subject to UI overhead) and E5172 (anything greater than $25,000, exempt from UI overhead)?

___
2.
Have you prepared a tracking system to monitor the invoice amounts, dates, and cumulative total?

___
3.
Have you prepared a tracking system for technical reports due from the subcontractor?

___
4.
Have you prepared a tracking system for required cost share from the subcontractor?

___
5.
Review of invoice upon receipt by department:


___
a)
Are the P.O. and subcontract numbers referenced?


___
b)
Are expenses charged to the proper budget categories?


___
c)
Is the total correct?


___
d)
Is the cumulative amount less than or equal to the subcontract total?


___
e)
Has the contractor submitted technical reports to support expenditures?


___
f)
Is the required cost share reported on the invoice?


___
g)
Is this cost allowable under OMB Circular A-21?

___
6.
Processing of invoice by department:


___
a)
Update departmental records, summary sheets, etc.


___
b)
Write expense account code on invoice.


___
c)
Principal Investigator  indicates approval on invoice by original signature.


___
d)
Forward invoice to OSP.

___f)
When the subcontract is completed, notify A/P.  Disencumber any remaining balance on the P.O.

___
7. 
Before final payment processing:


___
a)
Technical report submitted or enclosed?


___
b)
Patent reports submitted or enclosed?


___
c)
Property reports submitted or enclosed?


___
d)
Closing authorization from subcontractor?


___e)
Cost sharing requirement met?

