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Starting from CRMS: 
 

Go to the CRMS record for the prime 
agreement 

Go to the “Submissions” tab 

Select the Office of Industry Contracting (OIC) 
dropdown.  

Select either “Submit CDA Request Form” or 
“Submit Amendment Request” 

This will redirect to the Organizational, 
Personnel, and Department Page in ALICE 
(below).  
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Starting from ALICE: 
 

Go to the main ALICE page:  

https://apps.research.unc.edu/alice/index_auth.cfm 

 

Click "Submit New Non-CTA Agreement Request" button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://apps.research.unc.edu/alice/index_auth.cfm
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Subcontract Request Form - Steps 
A. Organizational, Personnel, and Department Page 
The following form will open. A red asterisk denotes required information. Each step is explained below. 
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1. “Industry/Contracting Party” – This is the subcontractor or site. Search for the “Sponsor Name” or “Entity” then select the appropriate “Role” from 
the dropdown menu (“Sub-site”). When finished, click “Save.” 

 

 

 

 

 

 

 

If the Sponsor (the contracting party/subcontractor) is not listed after searching,  

click “Sponsor Not Listed” and add in the information. 
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2. “All personnel associated with this agreement” – Enter the UNC lead investigator, UNC department contact, subcontractor/site PI, external contact for 
contract negotiations. 

 
 
 

When entering any other internal contact added besides the PI, 
their role needs to initially be listed as “External Contact for 
Negotiations.” Once saved, click “Edit” next to the name to go 
back into the contact and edit the role (e.g. Dept. Contact). We 
are working to address this glitch.  

 

When entering external contact information, search by 
“External Only”, and then select "Person Not Listed" to enter 
the information manually. 

 

 
 
 
 
 
 



 

Updated | 05/17/2020 
 

 
3. “Admin Department” – This is the UNC department 

managing this project. Click the box next to 
“Department” to search for the appropriate 
department either by name or number. Click on the 
appropriate department name hyperlink to select and 
add the department.              
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4. “Agreement Type” – select the appropriate 
agreement type (“Subcontract”). Questions 5-10 
will then open. 

 

 

 

 

 

 

 

 

5. “Will any students work on this project” – Select 
“Yes” or “No” as appropriate. If “Yes”, the 
following question will open, asking “Is there a 
likelihood that any such students may be exposed to any sponsor confidential information?” – Select “Yes” or “No” as appropriate.  
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6. “Have you worked with this entity before?” - Select “Yes” or “No” as appropriate. 
 

7. “Do you intend to engage with this entity again?” Select “Yes” or “No” as appropriate. 
 

8. “Have you been in contact with anyone else at 
UNC-CH relating to this agreement or project?” - 
Select “Yes” or “No” as appropriate. If “Yes”, the 
following box will open. Type in the name and 
associated office of each person that has been 
contacted about this agreement or project. 

 

 

 

9. “Are there any other agreements associated with this project?” - Select “Yes” or “No” as appropriate. If “Yes”, these must be attached to the 
“Attachments” page later in the submission form. This could be the original agreement, template, subcontracts, or any other related agreements, such as 
a CDA. 
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10. “Does the PI wish to be cc’d on correspondence and have prior review of contract?” – Does the UNC PI want to be copied on any email  
correspondence regarding this agreement and have a chance to review the agreement before it is sent to the sponsor (subcontractor/site)  
to review? Select “Yes” or “No” as appropriate. 

 

 

When finished answering, select the 
appropriate button to save or clear 
responses. Click “Save and Continue” 
to proceed to the next page. 
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B. Agreement Information Page  
1. “Please provide a short description of this 

agreement” - Enter a description of the 
agreement, e.g. subcontract with 
subcontractor name, or the study title. 
 

2. “Protocol Number, if applicable” – If there is a 
protocol number enter it here. This could be 
the protocol number from the original CTA or 
prime study. 
 

3. “Intent of the Agreement” - Include a brief 
description of the intent or purpose of this 
agreement. This could be the same as the title 
unless there is additional information. There is 
a separate Additional Submission Notes page 
to include relevant information as well.  
 

4. “Do you have a draft agreement” – If you have 
a copy of the draft agreement, select “Yes.” If 
not, select “No” and the second question 
opens. Select “Yes” indicating that OIC needs 
to provide the draft agreement.  

 
  
Click “Save and Continue” to proceed to the next page. 
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C. Attachments Page 
If you selected “Yes” for any attachment questions above, they must be attached here. Suggested documents include the prime agreement, site budget, 
protocol, or any other relevant document.  

 
Select the appropriate “Attachment Type” from the dropdown, then “Browse” for the document(s) to be attached. 
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Click “Continue” to proceed to the next page. 
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D. Optional Submission Notes 
Include any information that has not been covered above. It is preferable to include the ALICE number of the prime agreement, IRB, and CRMS numbers 
here.  

 
  
 
 
Click “Save and Continue” to proceed to the next page.  
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E. Certify Submission Page 
This page is the final review before submitting the request to OIC for processing.  

 

Click “Submit Agreement” to submit the request and 
proceed to the next page.  
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F. Status Page 
This page shows a summary of the 
submission request, notes, status history, 
submitted documents, and personnel. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
Once this has been submitted, an email 
notification will be sent to you. Once it has 
been assigned to a Contract Manager, 
another notification email will be sent to all 
internal contacts listed. An example of this 
email is shown below.  
 
 
Please email oic@unc.edu if you have any questions that were not answered in this guidance.  

mailto:oic@unc.edu
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