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PI Quick Guide to Subrecipient Monitoring
What a Principal Investigator (PI) owns when a subaward is on the sponsored project
When a subaward is part of your sponsored project, you have primary responsibilities for monitoring the subrecipient's technical and financial performance, working with Office of Sponsored Programs (OSP). This quick guide walks through what that means, start to finish.
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1   Confirm and Document
•	Confirm the subrecipient entity and document why it was selected for the work.
•	Justify the Subrecipient’s status instead of a Contractor/Vendor, using the Third-Party Engagement Form.
2   Set Up the Subaward
•	Submit a Request to Issue a Subaward form to OSP to start the process.
•	Be aware of the organization's past performance and any risks OSP has identified.
•	Confirm the Statement of Work and budget in the subaward agreement are accurate.
•	Approve the subaward agreement, including reporting requirements and due dates.
3   Monitor Ongoing Work
•	Stay in regular contact with the subrecipient's PI for the project.
•	Monitor the subrecipient's technical and programmatic progress.
•	Collect, review, and keep the required technical and performance reports per the terms of the subaward, along with a record of your monitoring efforts (emails, phone logs, and similar documentation).
•	Confirm the subrecipient work is on schedule, and the results align with the approved Statement of Work.
4   Review and Approve Invoices
•	Check every invoice against the subaward budget and question any charge that looks off including.
· Confirming charges are allowable, allocable, reasonable, and consistently treated.
· Confirm charges fall within the budget period and within the subaward's funding limits and period of performance.
•	Approve an invoice only once charges check out, progress matches, and required reports are in hand.
5   Escalate When Needed
•	Raise issues or concerns directly with the subrecipient's PI and project collaborators first.
•	Escalate performance or billing concerns to OSP for assistance when they are not resolved.

Bottom Line: PI is responsible for monitoring a subrecipient throughout the life of the subaward, not just checking it one time at subaward setup.
Questions?  Contact your Office of Sponsored Programs (OSP) Subaward Administrator subawardadmin@syr.edu.
Office of Sponsored Programs: ospoff@syr.edu
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