	ORSS “CHEAT SHEET” FOR CONSORTIUM AGREEMENT (SUBCONTRACT) DOCUMENTS
	PENN IS PRIME
Request (REQUEST) these documents from consortium 
and send (SEND) to sponsor as indicated:
	PENN IS SUB
Provide these documents to the prime award recipient:


	Remember to follow any specific instructions provided by the awarding institute.
	REQUEST
	SEND
	REQUEST
	SEND
	

	
	
	
	
	
	
	

	COMPETING APPLICATIONS:
	Modular
	Non-Modular
	Modular
	Non-Modular

	Letter of Intent 

	N
	N
	N
	N
	If requested
	If requested

	PHS398 Face Page 

	Y
	N
	Y 
	N
	Y
	Y

	PHS398 Abstract / Performance Sites / Personnel (Form Page 2 & Continued)
	Y
	Add info to Penn’s form page 2 & modular budget page
	Y
	N
	Y
	Y

	PHS398 Year 1 Detail Budget (Form Page 4)
	Y
	
	Y
	Y
	Y
	Y

	PHS398 Summary Budget All Years (Form Page 5)
	Y
	
	Y
	Y
	Y
	Y

	Budget Justification
	Y
	
	Y
	Y
	Y
	Y

	Biosketches (using PHS398/2590 Biosketch Format Pages)
	Y
	Y
	Y
	Y
	Y
	Y

	Other Support (using PHS398/2590 Other Support Format Pages)
	N
	N
	Y
	Y
	Y
	Y

	Resources (using PHS 398 Resources Format Page)
	Y
	Y
	Y
	Y
	Y
	Y

	Research Plan on PHS398/2590 Continuation Format Pages 

	Y
	Combine with Penn’s
	Y
	Combine with Penn’s
	Y
	Y

	PHS398 Checklist
	Y
	Y
	Y
	Y
	Y
	Y

	PHS2590 Personnel Report 

	If requested
	Combine with Penn’s form
	If requested
	Combine with Penn’s form
	If requested
	If requested

	PHS398/2590 Targeted/Planned Enrollment and Enrollment Format Pages
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable

	
	
	
	
	
	
	

	NONCOMPETING APPLICATIONS:
	SNAP
	Non-SNAP
	SNAP
	Non-SNAP

	Letter of Intent 2
	N
	N
	N
	N
	If requested
	If requested

	PHS2590 Face Page 3
	Y
	N
	Y
	N
	Y
	Y

	PHS2590 Detail Budget for Next Budget Period (Form Page 2)
	Optional 

	N
	Y
	Y
	If requested
	Y

	PHS2590 Budget Justification & Unobligated Balance (Form Page 3)
	N
	N
	Y
	Y
	N
	Y

	Biosketches (using PHS398/2590 Biosketch Format Pages)
	If new Key Personnel
	Y
	 If new Key Personnel
	Y
	If new Key Personnel
	If new Key Personnel

	Other Support (using PHS398/2590 Other Support Format Pages)
	
	Y
	For All
	Y
	
	For All

	PHS2590 Form Page 5
	Y
	Combine w/ Penn’s info
	N
	N
	Y with SNAP Qs answered
	Y without SNAP Qs answered

	PHS2590 Checklist (Form Page 6)
	Y
	Y
	Y
	Y
	Y
	Y

	PHS2590 Personnel Report (Form Page 7)
	Y
	Combine with Penn’s form 

	Y
	Combine with Penn’s form 7
	Y
	Y

	Progress Report on PHS398/2590 Continuation Format Pages
	Y
	
	Y
	
	Y
	Y

	PHS398/2590 Targeted/Planned Enrollment and Enrollment Format Pages
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable
	If applicable


� Except as noted, the University and/or SOM usually expect to see these documents whether or not they are requested by the prime recipient.


� If sponsor requests a letter of intent in addition to, or in place of, the face page, ORS will provide and sign a letter of intent; the University / SOM still expect the face page.


� There are occasionally some proposals, usually in response to an RFA/RFP, that request the face pages of consortium sites for both competing and noncompeting.


� The Research Plan from consortium sites is incorporated into the entire plan; ORSS does not expect to see this document.


� Provide the Personnel Report on competing continuations only when requested by the awarding institute.


� ORSS recommends as a best practice that Form Page 2 (the detail budget) be obtained for your own records, but this is not required.


� The Progress Report from consortium sites is usually incorporated into the total Progress Report; ORSS does not expect to see this section.
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