
Ancillary Review for Contracting 
Proposal Review 

 

As Pre-Award prepares a Funding Proposal for submission, there may be 
documents that require review or action from a Contract Analyst.  This will 
be completed by initiating an Ancillary Review. 

 

Examples of Documents requiring Contracting Review: 

• Terms and Conditions must be reviewed at submission time.  
• If submitting to an Industrial Sponsor or National Lab?   
• Intellectual Property questions   
• Any documents or language that must be reviewed prior to proposal 

submission.  

(see Contracting Review Decision Tree for additional information) 

 

Initiate the Ancillary Review 

To initiate a Contracting Ancillary Review, Pre-Award will send an email to 
SPS Contracting.  This email will then be reviewed and assigned to a 
Contract Analyst.  Support staff will then create the Ancillary Review.   

 

1. Select “Send Email” from the Funding Proposal Workspace. 

 

 

 



2. Complete the Send Email Form. 

 

1. Email subject line:  Proposal Review: Sponsor/PI – Due Date 
 

2. Select recipients:  In the text box add SPS Contracting or 
search to add. 

 
 

3. Comments to be included in the email: 
 If response is required in less than 5 days, include 

"URGENT" as the first word in the Comments 
section.    

 Include specific instructions in comments section 
that include:  

 The reason for review.   
 Add the page number of section for review.  



 Enter the date a response is required (calculate 5 
days prior to sponsor due date)  
 

4. Supporting documents:  Include relevant documents as an 
attachment to the Ancillary Review. 

 
 

3.  A system generated email notification will be sent to the 
spscontr@purdue.edu email address. 

a. This email will be reviewed by the support staff and assigned 
to a Contract Analyst. 

 
4. Support staff will forward the system generated email to assigned 

Contract Analyst AND Pre-Award Specialist to inform all parties 
that the Proposal Review is assigned and the Ancillary Review will 
be created. 
 

5. Support staff will create the Ancillary Review for the Funding 
Proposal. 

 
1. Select “Manage Ancillary Review” from the Funding 

Proposal Workspace. 
 

 
 

 

2. Click Add on the Manage Ancillary Review pop-out 
screen. 
 

 

mailto:spscontr@purdue.edu


 

 

3. Person:  Assigned Contract Analyst  
 
4. From the review type drop-down, select Contracting 

Review. 
 

5. Select ‘Yes’ for Response Required if a response is needed 
prior to proposal submission. 

 
6. Comments:  Copy and Paste the Comments from the 

system generated email. 
 



7. Supporting Documents: Attach the system generated 
email which includes any other relevant attachments from 
the Pre-Award Specialist. 

 
8. Select OK to Save and close the page. 

 

 
9. On the Manage Ancillary Review page, verify the information is 

correct for the Ancillary Review and select OK.  This will send an 
email notification to the individuals in the COI Organization and 
place this Funding Proposal in their inbox. 
 

**The Contract Analyst assigned to the Review will receive a system 
generated email with information related to the Review request.  The Funding 
Proposal will also appear in the Inbox on the individual Dashboard.   

 

Submit Ancillary Review 

6.  The Contract Analyst will review the request and respond to the 
Pre-Award Specialist by Submitting the Ancillary Review.  Notes 
and any required documents will be added to the Submit Ancillary 
Review page.   
 

7. A system generated email will be sent to the Pre-Award Specialist 
notifying them of the completed review. 

 



 

 

8.  The Ancillary Review information can also be found in the History 
tab. 

 

 

NOTE:  The proposal should not be submitted to the sponsor until a 
response is provided by the Contract Analyst.  


