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Crea�ng an Outgoing Subaward Request 

Outgoing subawards are requested and routed to the Office of Sponsored Programs Subaward 
Team via MyRA. To learn more about subawards, including help in determining subrecipient vs. 
services agreement (contractor) rela�onships please visit htps://www.osp.pit.edu/subawards. 

SmartForms 
Basic Informa�on 

Subaward and Subrecipient Informa�on 

Sponsor, Project, and Scope of Work 

Period of Performance and Budget 

Intellectual Property (IP) Informa�on 

Human Subjects Research 

Animal Research and rDNA Informa�on 

Materials 

Data 

Subrecipient Repor�ng and Prior Approval 

Addi�onal Informa�on 

1. To start the process, log into MyRA with your University of Pitsburgh compu�ng
creden�als. Begin by selec�ng Create Agreement.

https://www.osp.pitt.edu/subawards
https://myra.pitt.edu/
https://electronicresearch.pitt.edu/wp-content/uploads/Registering-for-MyRA-Access2.pdf
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2. Complete the Basic Informa�on SmartForm. Select Outgoing Subaward as the 
Agreement Type. 
 

 
 

3. Complete the Subaward and Subrecipient Informa�on SmartForm.  
a. Click +Add to select the recipient Contrac�ng Party along with the required 

contact informa�on. If the Contrac�ng Party is not available to select check the 
box to indicate as such and then provide the subrecipient name: 
 

 

 
 
 

b. Indicate if there is a financial rela�onship with any of the subrecipients. If there 
is, you will be prompted to explain the rela�onship: 
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c. Describe the prime source of funding for the project: 

 

 

d. Has approval to issue a subaward been received from the sponsor? Select the 
appropriate budget format. 

 

 

e. Is this an ac�ve Pit project? 

 

 

f. Is the project currently in an Advance Account state? 

 

If the account was opened with an Advanced Account Request, you will be asked if 
the award has now been received. 

  

 

If the subaward is being issued under a supplement you will be required to provide 
the master account number associated with the AWD. 
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4. Complete the Sponsor, Project, and Scope of Work SmartForm. 
 

a. Provide the name of the project’s prime sponsor. Use progressive text or the 
advanced search op�on.  
 

 
 
 

b. Provide the Sponsor Award ID and the Project Title. 
 

 
 
 

c. Indicate if this is a Mul�-PI Award. If so, you will need to provide an MPI 
Leadership Plan.  
 

 
 

d. Who’s FCOI policy will be followed? 
 

 
 
 

e. Provide the MyFunding ID number. 
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f. Use the Upload ac�vity to provide the award or agreement. 

 

 
 
 

g. Provide the Project ID. 
 

 
 
 

h. Indicate if the project is FFATA reportable and if it is designated as R&D. 
 

 
 
 

i. Choose the Pit financial contact and enter the address for invoicing. 
 

 
 

j. Atach a Scope of Work or enter it via the text box. 
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k. Select all items that are in scope for the Subaward. There will be subsequent 

SmartForms that will need to be completed for some items that are included in 
the scope. 
 

 
 
 

l. Select any previously established MyRA agreements related to the subaward. 
 

 

 

5. Complete the Period of Performance and Budget SmartForm. 
 

a. Provide the Start and End Date of the subaward. 
 

 
 
 

b. If this request is being completed to provide addi�onal funding provide that 
amount: 
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c. Indicate if the contract is incrementally funded and if the site has provided cost 
sharing. If there is cost sharing you will be prompted to enter the amount: 
 

 
 
 

d. Provide the indirect cost rate and base type: 
 

 
 
 

e. Atach or enter a budget. Break the budget down by direct and indirect costs: 
 

 
 
 

f. Describe the treatment of Program Income: 
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6. If it was indicated on the Sponsor, Project, and Scope of Work SmartForm that 
Preexis�ng/Background IP is used as part of this collabora�on you will complete the 
Intellectual Property (IP) Informa�on SmartForm.  
 

a. Iden�fy who owns the background IP and provide a descrip�on of the 
background IP: 
 

 
 
 

7. If it was indicated on the Sponsor, Project, and Scope of Work SmartForm that Human 
Subject Research is part of this collabora�on you will complete the Human Subjects 
Research SmartForm. 
 

a. If available atach the Pit and Subrecipient IRB approval. If it is not available you 
will be prompted to provide an explana�on for not having IRB protocol approval 
at this �me: 
 

 
 
 

b. Will a single IRB (sIRB) be used? If so, you will need to indicate who will serve as 
designated sIRB: 
 

 
 

c. Indicate where the clinical research will be performed: 
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d. Indicate if an import permit from the Centers for Disease Control is required, 
obtained or not obtained, or if this is not applicable. If it was obtained it will have 
to be atached: 

 
 

e. Are human samples being received? If so, addi�onal details will be requested: 

 
 
 

f. Is the subrecipient a clinical trial site? If so, indicate if the study drug be provided 
at no cost to the subrecipient: 

 
 
 

8. If it was indicated on the Sponsor, Project, and Scope of Work SmartForm that Animal 
Research and/or rDNA is part of this collabora�on you will complete the Animal 
Research and rDNA Informa�on SmartForm. 
 

a. Indicate if IACUC and/or rDNA approvals will be atached or explained why they 
are not atached in the text box: 
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9. If it was indicated on the Sponsor, Project, and Scope of Work SmartForm that a Material 
Transfer is part of this collabora�on you will complete the Materials SmartForm. 
 

a. Indicate if the materials are being received and/or sent: 

 
 

b. If materials are being sent informa�on will need to be provided on the following: 
- Iden�fy the materials 
- Does it contain biological material 
- Where was the material developed 
- Were third party materials incorporated 
- Was the material derived from materials obtained from a third party 
- Was any of the outgoing material brought to Pit from somewhere else 
- Are there alterna�ve sources to provide the outgoing material 
- Are there any other agreements/funding/material applicable to your 

research 
- Is the outgoing material under disclosure to or patented by Pit 

Innova�on Ins�tute 
- Other informa�on regarding the applica�on of the material 

 
c. If materials are being received informa�on will be provided on the following: 

- Iden�fy the materials 
- Does it contain biological material 
- Descrip�on of the use of material 
- Will the material be modified 
- Will the incoming material or modified material become incorporated 

into a new research material 
 

10. If it was indicated on the Sponsor, Project, and Scope of Work SmartForm that Data 
Sharing is part of this collabora�on you will complete the Data SmartForm. 
 

a. Describe the data being shared. 
 

b. Indicate if you are sharing iden�fiable health informa�on. If so you will also need 
to describe the health informa�on and check what human subject data is 
exchanged: 
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c. A data management sharing plan will need to be atached. 
 

11. Complete the Subrecipient Repor�ng and Prior Approval SmartForm. 
 

a. Will a final technical progress report need to be submited? If so, you will need to 
indicate the number of days a�er comple�on it is due and to whom the report is 
submited to: 

 
 

b. Will monthly progress reports need to be submited? If so, you will need to 
indicate the number of days a�er the end of the month they are due and to 
whom the report is submited to: 

 
 

c. Will quarterly progress reports need to be submited? If so, you will need to 
indicate to whom the report is submited to: 

 
 

d. Are there technical/progress reports as may be required for Pit to sa�sfy its 
repor�ng obliga�ons to the Federal Awarding Agency? If so, you will need to 
indicate to whom the report is submited to: 

 
 

e. Will an annual progress report need to be submited? If so, you will need to 
indicate the number of days a�er the project year complete that the report is 
due and to whom the report is submited to: 
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f. Is there an inven�on to disclose? If so, you will need to indicate the number of 
days post-disclosure that the Principal Inves�gator or Financial Contact need to 
be no�fied: 

 
 

g. Is a Property Inventory report required? If so, the frequency, type and submission 
instruc�ons for Property Inventory Report will need to be provided: 

 
 

h. Are there other Special Repor�ng Requirements? If so, they will need to indicate 
here: 

 
 

i. Is prior approval carryover automa�c or restricted? If it is restricted, is this by the 
sponsor or Pit: 

 
 

12. Complete the Addi�onal Informa�on SmartForm. 
a. Add any comments that the Office of Sponsored Programs should be aware of 

regarding the request. 
b. Save or Finish and Submit to route the request to the OSP Subaward team: 

 
 

13. The status of your request can be followed on the subaward WorkSpace. In the 
WorkSpace you can find the state of the request: 
 

 
 
A flowchart is available: 
 

 
 
The History tab can provide detailed informa�on: 

 


