
Non-Federal “Sub-Recipient”: ARRA Header and Project Set-up Process Flow 
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Updates ARRA 

Header and 

marks as 

complete

Distributes 

SPAA to PI, RA, 

A/R, BO
Runs 

SPAA

Validates primary 

project set-up and 

changes to request 

status. Sets up 

sibling projects as 

needed and places 

in request status.

Develops ARRA 

Baseline Plan in 

Planning System (project 

based) for total estimated 

cost of project/award. 

Plan must be in 

approved status to be 

included in reporting 

database.

ARRA Header & baseline 

plan completion need to 

take place as soon as 

possible upon receipt of 

SPAA to facilitate ad hoc 

requests. It must be 

complete prior to month-end 

for various reports.

CO negotiates 

an ARRA Award

Reviews project 

set-up and opens 

project Okay to 

Start Work

Triggers 

reporting of 

award receipt

Sends Advance 

Invoice request 

to A/R w/copy 

of contract’s 

financial articles

Prepares 

advance invoice 

and sends to 

sponsor

Completes 

A/R review

Obtain internal 

approvals, sign 

agreement, and 

receive advanced 

payment
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