
HOW TO RETRIEVE 
AND SUBMIT AWARD  
THIS GUIDE PROVIDES INSTRUCTIONS ON HOW TO RETRIEVE AND SUBMIT

SUBAWARD DOCUMENTS IN SAA.SP



Subaward Notification 

 Subaward notifications are 
issued via SAA.SP.
 The primary and secondary 

point of contact for the 
project and the designated 
SAA program manager will 
receive the notification 
email.
 The notification contains 

two links.
• Instructions on how to 

download the award letter 
from SAA.SP

• Direct link to view the 
subaward details in SAA.SP
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Subaward Details Page 

Direct link goes to 
subaward details page 

• Subaward Details 
• Project Management Plan 
• Award and Adjustments 
• Quarterly Status Reports
• Information and Action 

Log
• Equipment Purchases 
• Reimbursements
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Subaward Access from Homepage  
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 You can also access the subawards from the homepage when you are already 
logged in



Step 1: Identify the desired subaward and click the hyperlink in the 
Subaward ID column to go to the Subaward Details page
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Step 2: In the Award and Adjustments section, you will find the Terms 
and Conditions and the subaward document signed by the SAA

Click on the document hyperlink to view the file 
 Review and obtain appropriate signatures 



Step 3:  Once you have obtained the appropriate signature, click the 
Choose File button to locate the document and the Upload button to 
attach the document



Step 4:  Once you have successfully uploaded the subaward, the 
Subrecipient Signed Document column will be updated to reflect the 
signed version
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 If you wish to upload a different version of the subaward later, click the 
Choose File button and repeat the process; doing so will overwrite the 
existing document. If you have any questions, contact your SAA Program 
Manager.
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