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Introduction 

This guide provides an overall view of the State as Grantor Pre-Award process for state agencies. It does not 

go into specific GMS functionality (see Grantor Pre-Award User Guide for a GMS technical guide) but provides 

the general process and steps Rhode Island agencies should follow from starting a subaward program to 

issuing subawards. 

NOTE: This guide is only for state agencies issuing subawards to non-state entities. It does not include Inter-

Agency Agreements with Federal Funds (State Agency passing federal dollars to another State Agency). 

Who should be viewing this user guide? 

State agency users who will be issuing a subaward to a non-state entity. Refer to Rules and Regulations for 

Grant-Making Involving Federal Funds, 220-RICR-20-00-2, for details on applicability (§ 2.3) and respective 

requirements for competitive, non-competitive, and first-come, first served programs (§ 2.6). 

What steps should I have completed before moving forward? 

1) Enter the federal funding source(s) that will be funding this program. Information on how to do this 

can be found in the in “Adding an Awarded Grant to the GMS” guide. 

NOTE: Programs that must review applications before federal funds are received: Only one source of 

funds is required to publish a solicitation. If necessary, that source can be a temporary placeholder. 

Use the Support Form for assistance. 

2) Complete a Subrecipient vs. Contractor Determination Tool 

a. U.S. Office of Management and Budget guidance (2 CFR 200.331) requires federal award 

recipients to make case-by-case determinations as to whether each agreement entered for the 

disbursement of federal program funds casts the entity receiving the funds in the role of a 

sub-recipient or a contractor. Complete the Subrecipient vs. Contractor Determination Tool 

found on the GMO website and maintain document for records. 

What other materials should I be reviewing? 

This guide is only to provide overarching workflow and checklists for the entire State as Grantor Pre-Award 

process. State agency users need to review and follow all guidance in the Grantor Pre-Award User Guide to 

ensure all required components are being met. 

https://rules.sos.ri.gov/regulations/part/220-20-00-2
https://rules.sos.ri.gov/regulations/part/220-20-00-2
https://controller.admin.ri.gov/grants-management/resources-state-agencies/grantee-prime-recipient-agency
https://controller.admin.ri.gov/grants-management/user-support
https://controller.admin.ri.gov/grants-management/forms
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State Agency Steps for Setting Up a Grant Program 

Competitive Programs 

Competitive subaward programs are the most common and consist of a competitive application and review 

process before issuing subawards. 

1) Create, Edit, and Review Solicitation 

2) Click “Application Management – Application and Review Manager” button on the Program 

Dashboard to open the Application and Review Management (ARM) Workspace. 

3) Create, edit, and finalize the application and review form(s) in the ARM Workspace. 

4) Request that the solicitation be published through the GMS User Support Form no later than 5 

business days prior to the application go-live date to avoid any delays. The GMO is not responsible 

for any delays in publication caused by user error or lack of reading user guides. 

5) Assign reviewers to review/score submitted applications and determine who will be awarded. 

6) Check that all potential subrecipients have completed their Annual Organization Registration. See 

Appendix A for how to check an entity’s status. 

7) Check that all potential subrecipients have completed their Ocean State Procures registration. See 

Appendix B for how to check an entity’s status. 

8) Complete Risk Assessment (see risk assessment template on GMO SharePoint Site) and upload to the 

“Documents” tab of the Federal Award (if using program version) or Subrecipient Award Internal 

Files section (if using individual version) in the GMS. (See Appendix C for instructions.) 

9) In the ARM Workspace, update application statuses to account for awarded applicants. 

10) Create Award Recommendation 

NOTE: Annual Organization Registration, Ocean State Procures, and Risk Assessment should be 

verified/complete before awards are issued. 

a. Complete the Subaward Agreement (using statewide Subaward Agreement Template) 

b. Create/update/compile any agency, program, or subaward specific appendices and other 

documents the subrecipient must sign. 

c. Ensure the documents below are uploaded to the “External Files” section. 

i. Subaward Agreement (using statewide Subaward Agreement Template) (Required) 

ii. Appendix I: Subaward Terms & Conditions (Required) 

iii. Appendix II: Agency/Program Terms & Conditions (Required) 

iv. Addendum A: General Insurance Requirements (required for subawards over $30,000) 

v. Other Appendices (Optional) 

https://controller.admin.ri.gov/grants-management/user-support
https://rigov.sharepoint.com/sites/DOA-AccountsControl-GrantsManagement/GMS%20Project/Forms/AllItems.aspx?newTargetListUrl=%2Fsites%2FDOA%2DAccountsControl%2DGrantsManagement%2FGMS%20Project&viewpath=%2Fsites%2FDOA%2DAccountsControl%2DGrantsManagement%2FGMS%20Project%2FForms%2FAllItems%2Easpx&id=%2Fsites%2FDOA%2DAccountsControl%2DGrantsManagement%2FGMS%20Project%2FState%20Agency%20Trainings&viewid=a15a8e88%2De4cc%2D454d%2Db0ce%2Dbf529a1cad71
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11) Complete the Recommendation and Final Award Approval processes. Be sure to review the signed 

subaward agreement package before completing final approval. 

First Come, First Served/Rolling Subaward Programs 

If permissible under the terms and conditions of the Federal award(s), Agencies may conduct a first come, 

first served subaward issuance process. For the purposes of pre-award setup, follow the steps outlined for 

Competitive Programs. Please review section 2.6.3 of the State Regulation for more information about the 

differences between Competitive and First Come, First Served Programs. 

Non-Competitive/Direct-to-Awards (DTA’s) 

Direct-to-Awards bypass the competitive process and allow agencies to directly award subrecipients. A 

written, approved waiver is required for this process. 

1) Complete the Non-Competitive Subaward Justification Waiver 

NOTE: The approval process can take up to 14 calendar days. Agencies are responsible for submitting 

forms in advance of performance period start dates and must account for this review time. 

2) Create, Edit, and Review Solicitation 

NOTE: Agencies can begin work on this step while waiting for results of waiver request. 

NOTE: Only one solicitation should be created per approved waiver. If approved to award to multiple 

subrecipients, multiple awards can be issued per solicitation. 

3) Request that the solicitation be published through the GMS User Support Form no later than 5 

business days prior to the intended date of subaward issuance. The GMO is not responsible for any 

delays in caused by user error or lack of reading user guides. 

4) Check that all potential subrecipients have completed their Annual Organization Registration. See 

Appendix A for how to check an entity’s status. 

5) Check that all potential subrecipients have completed their Ocean State Procures registration. See 

Appendix B for how to check an entity’s status. 

11) Complete Risk Assessment (see risk assessment template on GMO SharePoint Site) and upload to the 

documents tab of the Federal Award (if using program version) or Subrecipient Award Internal Files 

section (if using individual version) in the GMS. See Appendix C for instructions. 

6) Initiate Direct Awards 

NOTE: Annual Organization Registration, Ocean State Procures Registration, and Risk Assessment 

should all be verified/complete before awards are issued. 

7) Create Award Recommendation 

a. Complete the Subaward Agreement (using statewide Subaward Agreement Template) 

https://rules.sos.ri.gov/regulations/part/220-20-00-2
https://controller.admin.ri.gov/grants-management/user-support
https://rigov.sharepoint.com/sites/DOA-AccountsControl-GrantsManagement/GMS%20Project/Forms/AllItems.aspx?newTargetListUrl=%2Fsites%2FDOA%2DAccountsControl%2DGrantsManagement%2FGMS%20Project&viewpath=%2Fsites%2FDOA%2DAccountsControl%2DGrantsManagement%2FGMS%20Project%2FForms%2FAllItems%2Easpx&id=%2Fsites%2FDOA%2DAccountsControl%2DGrantsManagement%2FGMS%20Project%2FState%20Agency%20Trainings&viewid=a15a8e88%2De4cc%2D454d%2Db0ce%2Dbf529a1cad71
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b. Create/update/compile any agency, program, or subaward specific appendices and other 

documents the subrecipient must sign. 

a. Ensure the documents below are uploaded to the “External Files” section. 

i. Subaward Agreement (using statewide Subaward Agreement Template) (Required) 

ii. Appendix I: Subaward Terms & Conditions (Required) 

iii. Appendix II: Agency/Program Terms & Conditions (Required) 

iv. Addendum A: General Insurance Requirements (required for subawards over $30,000) 

v. Other Appendices (Optional) 

10) Complete the Recommendation and Final Award Approval processes. Be sure to review the signed 

subaward agreement package before completing final approval. 

Checklists 

Before Creating Award Recommendations 

Once an application period has closed, applications have been reviewed and it is determined 

who will be awarded, ensure the steps below are complete before issuing awards. 

On the Grantee side: 

 For federal grants that are funding program solicitation/subrecipient awards, check that the correct 

appropriation is entered in the Internal Grant Name field on the Grantee side “Project Dashboard”. 

When the subrecipient begins to submit invoices, they will be paid out from the appropriation 

entered there. If the incorrect appropriation is entered, DO NOT make a change. Submit an ERP 

help ticket to request the appropriation be updated.  

In the Program Solicitation (Grantor): 

 Make sure the correct funding source(s) and dollar amount is added in the Financial tab. 

o If applicable, remove “Placeholder” funding sources from the Financial tab. 

 To autogenerate subaward contract numbers when creating awards, ensure that the “Contract 

Number” field is marked “Yes” in the Submission tab, and provide a unique prefix. 

NOTE: Once auto-generation is selected and program is published, the award numbers cannot be 

overridden/changed later. 

 Ensure that the check box “Require Invoice Number on financial reports” is checked on the 

Submission tab. A unique invoice number needs to be entered before an approved payment request 

is sent for payment. Marking this field as required serves as an extra check for the agency approvers 

to enter that information before approving the payment request. 
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 Add any files to send to ALL subrecipients in their award package to the Award Files section of the 

Approval tab. 

 Make sure the correct approval workflows are set up in the Approval tab for each task item. 

NOTE: These can be edited in the post-award stage if needed. 

Required Registration Checks and Assessments: 

 Annual Organization registration completion (See Appendix A) 

 Ocean State Procures registration completion (See Appendix B) 

 Risk Assessment form completion (See Appendix C) 

During Award Recommendation Process 

The award recommendation process is the final grantor pre-award step before the subrecipient is awarded. 

This process also includes issuing the subaward agreement and other award documentation. 

Business Process 

 Issue Approval/Denial Notices. 

 Required documents to upload in GMS. See Appendix C for instructions. 

o Federal Award Letter is uploaded to Project Dashboard. 

o Subaward Issuance Materials uploaded as part of award recommendation. 

o Risk Assessment Form to Subrecipient Award Files or Federal Award. 

Guidance on Single Source/Sole Source 

How will single source and sole sources be handled in GMS? Would Purchasing process continue? 

This depends on the agency’s determination of contractor/subrecipient, per 2 CFR 200.331. When the agency 

determines the proposed single or sole source recipient is a contractor, then Purchasing’s process must be 

followed. When the agency determines that the proposed scope of work/recipient is a 

subaward/subrecipient, the Non- Competitive Subaward Justification Form must be completed with 

written approval received prior to publishing the solicitation. Regardless of whether subawards are 

competitive or non-competitive, the agency’s subaward process must comply with 220-RICR-20-00-2 and 

with all applicable federal laws, including federal program regulations and UGG, 2 CFR 200. 

UGG has detailed procurement provisions (for contracts) but is vague on requirements for subawards. 

1) The federal awarding agency may specify formula-based subawards, discretionary subawards made 

through a competitive process or based on merit of proposals, or some other approach. If the agency 

limits subrecipient eligibility beyond what is established by the federal awarding agency, such limits 

must be consistent with applicable laws, regulations, and policies. The agency must be able to 

document and justify such restrictions. 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR031321e29ac5bbd/section-200.331
https://rules.sos.ri.gov/regulations/Part/220-20-00-2
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
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2) However, UGG’s Part E, Cost Principles, does require that all costs be allowable, reasonable, 

allocable, and applicable. The agency may be required to document that costs incurred via a non-

competitive/non-merit based subaward are reasonable. 

NOTE: A fixed amount subaward (provides a specific level of support without regard to actual costs 

incurred) requires “prior written approval from the Federal awarding agency” 2 CRF 200.333 

Appendix A: How to Check for Annual Organization Registrations 

The Annual Organization Registration (AOR) is a required step for subrecipients to complete before issuing 

an award. The Grants Management Office manages these registrations, but it is the responsibility of the state 

agency to confirm they have an active registration before issuing an award. Follow the steps below to check 

if an entity has an active AOR. 

1) Navigate to the Grants Management Office webpage, Resources for Subrecipients – Annual 

Organization Registration. 

2) Find document titled “List of Annual Organization Registrations” and download. 

3) The list is sorted alphabetically by Organization Name, then DBA name. Find the name of the 

intended subrecipient. 

4) In the “Status” column, check that their status. 

a. “Active” indicates the entity has completed the AOR and it has been processed. 

b. “In Progress (Reopened)” indicates the AOR has been returned to the organization for changes. 

c. “Rejected” indicates the AOR will not move forward. The applicant will be made aware of the 

specific reason for the rejection. 

d. If an entity is not on the list, an AOR has not been started or successfully submitted.  

NOTE: Entities are asked to renew the AOR yearly and receive communication on that process. 

NOTE: Only one AOR is required per entity/UEI. Exception: Public school districts may submit a 

separate registration from their city/town. 

NOTE: This list is updated weekly. If an agency needs an update on a specific entity in-between 

weekly updates, submit a User Support Form. 

https://controller.admin.ri.gov/grants-management/resources-subrecipients/annual-organization-registration
https://controller.admin.ri.gov/grants-management/resources-subrecipients/annual-organization-registration
https://controller.admin.ri.gov/grants-management/user-support
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Appendix B: How to Check for Ocean State Procures Registrations (Subrecipients) 

Ocean State Procures (OSP) is the vendor management system in Rhode Island that allows for subrecipients 

(and other vendors) to be paid. The Grants Management Office does not manage this process; it is managed 

by Purchasing. Once the OSP registration is complete, the GMO can verify the registration. That allows 

agencies to select their subrecipient at the time of award recommendation. It is recommended that 

agencies confirm vendors are in GMS and have an OSP registration before issuing awards to avoid delays. 

Follow the steps below to check if an entity is in GMS and has an active OSP registration. 

1) Login to the GMS and select Grant Management – Organization Documents. 

 

 
2) On the Organization Documents page, search for “Ocean State Procures Registrations” and use the 

gear icon under “Actions” to download the document. 

 

3) Search for the subrecipient in the document. The entity will be listed under the name they used 

when completing the registration. OSP is a one-time registration, but if an entity has had a name 

change, change of address or other change, they will need to update their OSP registration. It is 

recommended that agencies confirm with their subrecipients that all information in their OSP 

registration is up to date. 

4) If the subrecipient is not listed, they have either not successfully completed the OSP registration,  

or they have not been identified as a subrecipient in Workday. 

https://ridop.ri.gov/ocean-state-procures-osp
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To correct this, first confirm with the vendor that they have successfully completed their OSP 

registration. If the vendor states they have completed the OSP registration, submit a User Support 

Form with the vendor ID and select “Add Subrecipient to Euna” as the Type of Issue. The GMO will 

then confirm the registration. 

5) If the subrecipient is not an active vendor, an OSP registration is not complete, or is currently 

pending. Refer the subrecipient to OSP Vendor Registration for assistance. 

a. Once agency has received confirmation that an entity has successfully submitted/updated their 

registration, the state agency can submit a User Support Form with the vendor ID and select “Add 

Subrecipient to Euna” as their Type of Issue. The GMO will then confirm the registration and add 

the entity to the GMS. 

NOTE: The OSP Registration process is managed by Purchasing. Once an OSP registration is 

submitted by an entity, it needs to go through a Purchasing workflow, and it may take time for it to 

become active. That is why it is recommended to check an entity status early. 

NOTE: If entities have questions about completing their OSP registration, or need assistance, they 

can contact the Help Desk and access an instruction guide on the OSP Vendor webpage. 

Appendix C: Subrecipient Award Files 

The steps below provide instructions on the documents that need to be uploaded into the GMS for agencies 

issuing subawards, and where those documents should be uploaded. 

Federal Award Letter: 

The Federal Award Letter(s) for any federal funds used in the subaward program should be uploaded within 

the Project Dashboard on the grantee side of the GMS. This should have been completed when the federal 

funds were initially added to the GMS. The steps below provide instructions to ensure that task is complete. 

1) Login to the GMS and navigate to the appropriate program solicitation by selecting the Grants 

Management tab, then Subrecipient Management. Once on the Program Dashboard, select Edit 

Solicitation and navigate to the Financial tab. Check here to see the sources funding the solicitation 

that will need federal award letters uploaded to the GMS. 

2) Next, navigate to the Grant Management tab. Use the Project Dashboard, Project Search, or My 

Projects options to find the Project funding the subaward program. 

https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration
https://controller.admin.ri.gov/grants-management/user-support
https://ridop.ri.gov/ocean-state-procures-osp/osp-vendor-registration
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3) From the Project Dashboard, select the “Documents” tab. 
 

4) The Federal Award Letter (and any amendments) should be uploaded under the grant funding this 

Project. Use the folder icon to add document/s if needed. 

 

 

 
Subaward Issuance Materials: 

Per the State Regulation, agencies are required to use the State of Rhode Island Subaward Agreement 

template for all subawards funded, in whole or in part, with federal funds. This agreement includes the 

following components: 

• Statewide Subaward Agreement: Required for all subawards. 

• Subaward Appendix I: General Terms & Conditions. Required for all subawards. 

• Subaward Addendum A: General Insurance Requirements. Required for subawards over $30,000. 

• Subaward Appendix II: Agency/Program Terms & Conditions. Optional for agencies. 

Information on how to prepare these documents can be found in: 

• The Grants Training Materials SharePoint site (access granted to active GMS users) 

• The GMS “Organization Documents” – See steps 1 – 2 of Appendix B (Search for keyword 

“subaward”) 

Information on how to upload these documents as part of the Award Recommendation process: 

• See Phase 9 of the Grantor Pre-Award User Guide 

../RULES%20AND%20REGULATIONS%20FOR%20GRANT-MAKING%20INVOLVING%20FEDERAL%20FUNDS
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Risk Assessment Form: 

Per the State Regulation and Business Process Policy, agencies are required to complete a risk assessment 

provided by the GMO for all subrecipients. Risk Assessment Forms are available in Grants Training Materials 

SharePoint site (access granted to active GMS users). Financial risk assessment form is required and cannot 

be edited by agencies. The programmatic risk form can be edited and is not required. The completed risk 

assessment form must be uploaded in at least one of two locations. See instructions below for details. 

Option 1: Upload Risk Assessment to Subrecipient Detail Page 

Once a subrecipient is awarded, an agency user can upload the completed risk assessment form(s) to the 

Subrecipient Detail page. This is recommended if you are using the “single SR” version of the risk 

assessment form. 

1) Login to the GMS, navigate to the Grants Management – Subrecipient Management tab and find the 

Program the subrecipient has been awarded in the “Program Solicitations” table. 
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2) From the “Program Detail” page, scroll down to the “Subrecipient Awards” table and select the 

subrecipient project. 
 

 
3) On the “Subrecipient Detail” page, select Manage Subrecipient – Award Files. 

 

4) Scroll down to the “Internal Files” section, select Attach Internal Files and upload the risk assessment 

form(s). Upload document from computer and select Done. 

 

Option 2: Upload Risk Assessment to the Federal Award 

Uploading the risk assessment form can be done pre-award or post-award as the federal award funding this 

subaward program should already be in the GMS. This is recommended if you are using the “program” 

version of the risk assessment form. See instructions below. 

1) Follow instructions in Appendix C: Federal Award Letter for location of where to upload risk 

assessment for this option. 


