The Subcontract Application Process
If we are not the lead:

At least 5 days ahead of the agency deadline, provide the following to OSP:

1) The completed OSP route sheet

· List the TTUHSC PI as the PI

· Either in an email or as a note on the route sheet provide:

· the name of the lead institution, 

· the PI at that institution, and 

· the contact information.

2) A basic budget (can be on white paper)

3) A Statement of Work

4) A Letter of Intent (different from an MOU), if required by the lead institution. 
· If the lead institution requires it, it will need to be drafted by the TTUHSC PI, but placed on OSP letterhead.

If we are the lead:

At least 5 days ahead of the agency deadline, provide the following to OSP:

1) The completed OSP route sheet

· List the TTUHSC PI as the PI

· Either in an email or as a note on the route sheet provide:

· the name of the secondary institution, 

· the PI at that institution, and 

· the contact information.

2) A complete budget, which incorporates the subcontract budget*
· It should include the subcontract budget information, as well as the other institution’s F&A
· For questions concerning NIH subcontract budgets, contact Lee Paradise. Ideally, this should be done 10 days in advance of the agency deadline so that we can coordinate our efforts with the other institution.
3) A Statement of Work from the PI at the other institution
4) TTUHSC does not require a Letter of Intent from the secondary institution.

*When we are submitting an NIH modular grant and we are the lead, the subcontract budget we receive from the other institution does not have to be detailed. We really only need direct costs and indirect costs from the other side, as well as their F&A rate. 
NOTE:
Lee Paradise works all NIH grants (R01s, R03s, R21s, R15s, R18s, etc.) including STTR/SBIRs
Judy Harper works DOD, CDC, and HRSA grants
