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I. Purpose 

The purpose of this Standard Operating Procedure (SOP) is to describe how Post-Award 
Specialists (PAS) handle incoming subaward contracts. This process will promote a 
consistent approach and understanding to ensure all incoming subawards are handled 



Non-Federal Subaward 
Non-federal subawards are processed in Agiloft and the PAS is responsible for 
processing these in Agiloft along with uploading the required documentation needed by 
the OVPR Contracts team as noted in the Agiloft Google drive.  The PAS will monitor the 
processing of this subaward and work with the PI and OVPR Contracts team as needed.  
Once the subaward is fully executed then the PAS will ensure it is uploaded to Agiloft 
and Workday, as well as continue with the appropriate Workday processes. 
 
Amendments to Federal or Non-Federal Subawards 
If an amendment to a federal or non-federal subaward is sent to SLU, then the PAS will 
process this in Agiloft for institutional reviews and approvals according to the 
appropriate job aid/Agiloft processes.  The PAS will monitor the processing of this 
subaward and work with the PI and OVPR Contracts team, as needed.  Once the 
subaward is fully executed then the PAS will ensure it is uploaded to Agiloft and 
Workday, as well as continue with the appropriate Workday processes. 
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