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Part IB:  PROPOSAL DEVELOPMENT- ADDING SUBCONTRACTOR(S)
1) To add a Subcontractor to your proposal in InfoEd, check off “Yes” in answer to the “Will your proposal include any Subcontrators” under the General Proposal Properties  section in the Set Up Questions (Step 8) TAB.
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2) Under the Performance Sites TAB, do not add any information for subcontractors.  This information will be added automatically when you create you Subcontractor Budget in Step 3.
3) Under the Budget/Budget Items  TAB, on the Sucontractors Bar, click on the Click to add button and you will get the Select Subcontract/Consortium Pop Up box
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4) Subcontractors are listed alphabetically.  Highlight the name, and hit the Select button.  If you can not find your Subcontractors name, please contact your Proposal Development Specialist.  They will need the following information to add a Subcontractor:  Organizational Name, Address, City, State, Zip Code, and DUNS number.  If Foreign entity, the Country of the Subcontractor.
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Once you hit the Select button, a “Select PI” window will pop up.  You can either A)  Select a PI from the drop down list, or B) Add New Subcontractor PI by entering the following information:   First Name*, Last Name*, Degrees, Title, Address*, City*, State*, Phone*, Fax, e-Mail*, Country*, Department*, and e-Commons User Name* (User Name mandatory for subcontract PIs on “Multi-PI” designated applications).  The items with (*) are mandatory for NIH grants.  Then hit the “Add New” button.

6) After you “add” the Subcontract PI (or any other key subcontract personnel), go back to Personnel tab and add the “Biosketch” for each subcontract key personnel.  These individuals will be indicated by a double “**” in front of their name.  If you have forgotten any information on these individuals, you can add information by clicking on their name (see below)
7) After you “add” a subcontract and subcontract PI, you will see the following information appear under the “Subcontractors” line under Budget/Budget Items.  If you click on “Detail Budgeting”, you will get the “Subcontractor” budget window.  Notice that each subcontract has its own Proposal Number, which starts with “SC-“.


Note:  You can add personnel and non-personnel items to the subcontractor budget window just like you do for the main grant.  Three differences:  1)  the FB amount for each person has to be added manually;  2)  the Overhead or F&A has to be added manually; and 3)  the budget justification has to added to the main Budget/Justifications section.  See Page 13 of ELECTRONIC GRANT SUBMISSIONS USING INFOED manual for instructions on adding Appointment Periods for personnel whose fringe benefits, appointment dates or inflation rates change each year.
8) After you add all the budget items, and the F&A, hit the [image: image18.jpg]EXCEPTIONAL CARE. WITHOUT EXCEPTION.



button to finalize the budget, then hit the [image: image2.png]


 button, and finally, the [image: image3.png]


 button.  At this point you have completed your subcontract budget.
Note:  If you have no subcontract costs in one of the grant “periods”, you must check off the Inactive box ( under the period with no “costs”, then hit the[image: image4.png]
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