
Retrieve and Submit Subaward  
Comprehensive Grants Management System (CGMS) 

 

Subaward notifications will be issued via CGMS.  The primary and secondary point of contact for the project will 
receive the notification email, as well as the designated SAA Program Manager.  The notification will direct users to 
the Subaward Details page, which includes a link to the subaward.  This guide serves to provide instruction on 
retrieving and submitting subaward documents in CGMS.  

 
 
Step 1 | Access https://hsema.sp.dc.gov/cgms and 
navigate to your Home screen. 
 
Step 2 | Identify the desired subaward and click the 
hyperlink in the Subaward Details column; this will 
direct you to the Subaward Details page.  
 

 
Step 3 | In the Award and Adjustments section, you will find the Terms and Conditions and the subaward document 
signed by the SAA. 

 

Step 4 | Click on the document hyperlink to view the file.  

Step 5 | 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 6 | Once you have successfully uploaded the subaward, the Subrecipient Signed Document column will be 
updated to reflect the signed version. 

 

 

If you wish to upload a different version of the subaward at a later time, click the Choose File button and repeat the 
process; doing so will overwrite the existing document.  If you have any questions, contact your Program Manager. 

https://hsema.sp.dc.gov/cgms

