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Requisitions for subawards in UDX require an attachment that indicates the Administrative/Fulfillment address
and Payment/Remittance address for the award. The related Fulfillment Center matching BOTH of those
addresses should then be chosen in UDX when creating the requisition. This ensures that the award is set up with
the correct provider, and that payments will be disbursed to the correct location.

The type of attachment depends on the type of entity being engaged:

- For non-federal awards, the Attachment 3B (current revision) or equivalent document is required.

- Forfederal awards, It is assumed that the award addresses are the entity’s registered addresses in the
Federal Demonstration Partnership Clearing House (FDPCH) online database
(https://fdpclearinghouse.org/organizations). If the award requires different addresses, then an
Attachment 3B or similar document must be submitted with the requisition.

Best practice is to first search for the supplier/award partner in UDX to determine if the Fulfillment Center matching
the award addresses is available. If a Fulfillment Center does not exist in UDX for the indicated addresses on the
attachment, the award partner must submit an online UD substitute W9 (www.udel.edu/w9) with those addresses.
This will facilitate them being added to the system so that they will be available prior to the creation of the

requisition.

Federal Award Example:

- First obtain the required addresses from the FDPCH database website:
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The following results page should be used as the required address attachment on the subaward requisition:

2 FDP Member Organization
Penn State & prnt -
General Information Contacts Registrations & [Ds Certifications Audits Assurances Authorization

General Information

Legal Entity Name The Pennsylvania State University
Common Name Penn State
Address 201 0ld Main
University Park, PA 16802-1505
Country United States
Congressional District PA-o15
EIN 24-6000376
Federal/SAM.gov UEI NPM2J7MSCF61
s entity a member of the FDP? | What does this mean? | Yes

Entity Details

Entity Type Other (specify)

Entity represents that it is a small business concern as defined in 13 CFR 124.1002 Not Applicable
Fiscal Period End Date June 30

Payment Address Research Accounting

227 W, Beaver Ave.,, Ste. 401
State College, PA 16801-4819

Link to institution's Office of Sponsored Programs (or equivalent) website https:/#/researchsupport.psu.edu/osp/

Rate Agreements

The above indicates the addresses that are required to be reflected in the Fulfillment Center chosen for the
subaward requisition.

- Searchfor the supplier in UDX using the search feature in the top right of the application page:

Supplier Profile Pennsylvania State Univefit 0.00USD W v A 2




- Navigate to Contacts and Locations > Fulfillment Centers to see the list of available choices.
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« Back to Results

Pennsylvania State

University, The
Supplier Number 0000048497
Registration Status Approved
Registration Type Full Supplier Registra
tion

View Supplier Registration

About
Contacts and Locations
Contacts
Addresses
Locations
Diversity
Workflow and Review
Legal and Compliance
Accounts Payable
eProcurement

View History
View Email Logs

2 of 2RResults «

Suppliers » Manage Suppliers » Search for a Supplier + Supplier Profile - Pennsylvania State University, The

< >

Fulfillment Centers

Add Fulfillment Center

Fulfillment Centers

Default Settings for this Supplier
116 Transportation Researc

1A Armsby Building

201 0ld Main

201 0ld Main/114D Henderson Bu

209 Steidle Building

227 W. Beaver/Suite 401

240 Bryce Jordan Center

240 HUB-Robeson Center

301 Welch Building

308 0ld Main/1523 West College
308 Old Main/227 W. Beaver Ave
308 0ld Main/227 West Beaver A
408 0Id Main

408 0ld Main/114 Henderson
500 University Drive
FSRDC/114D Henderson

Lion Surplus

Penn State Extension

Penn State Men's Club Volleyba
ACH-201 0ld Main/227 Beaver

Name *

Address 1D

3rd Party Address ID
Active

Primary Address (used as
default in application)

Current Primary Address
Associated Addresses

Supplier Actions + | 2

General Ordering | Order Distribution ' Custom Data | History

201 Old Main/227 Beaver

00020 Edit
No Value
a

240 Bryce Jordan Center
Selected Addresses Edit

Active Fulfillment Address Active Remittance Address

201 0ld Main 227 West Beaver Avenue

201 0ld Main 227 West Beaver Avenue

University Park Suite 401

Pennsylvania, 16802 State College

United States Pennsylvania, 16801
United States

No Active Contact Provided
No Active Contact Provided

e

Override
Default
Values

<]

80

- Take note of the name of the Fulfillment Center with the addresses that match the addresses in the FDPCH
database. Note that there may be several Fulfillment Centers that may contain either the same Fulfillment
Address or Remittance (Payment) Address. The combination of addresses must match exactly to what is
determined to be the award addresses from the FDPCH database.

- Inthe above example, the Fulfillment Center “201 Old Main/227 Beaver” matches the addresses in the

FDPCH data warehouse.

- Create your subaward requisition choosing that Fulfillment Center:

Review and Submit

Supplier Name

i Pennsylvania State University, The

Suppliers A Search Registered Suppliers
Attachments v Supplier Pennsylvania State University
Form Fields A Zip Code Within

5 Miles ~

Doing Business As

Clear Q search
Fulfillment Centers Action

116 Transportation Researc Select
116 Transportation Research Building, University
Park, Pennsylvania 16802 United States
14 Armsby Building Select
Department of AESE, 1A Armsby Building, University
Park, Pennsylvania 16802 United States
201 Old Main Select
201 Old Main, University Park, Pennsylvania 16802
United States
201 Old Main/114D Henderson Bu Select
201 Old Main, University Park, Pennsylvania 16802
United States
201 Old Main/227 Beaver Select
201 Old Main, University Park, Pennsylvania 16802
United States
209 Steidle Building Select
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Non-Federal award or Federal Award with different addresses than listed in FDPCH warehouse:

The Attachment 3B (or similar document) must include the transactional addresses for the award, indicated as
Administrative Address and Payment Address:

Attachment 3B Subaward Number:

Research Subaward Agreement H |
Subrecipient Contacts

Subrecipient Information for FFATA reporting

Entity's UEI/DUNS Name: |Prestigiou5 State University |
EIN No.: [ | Institution Type: | Public/State Controlled Inst. of Higher Ed. -
UEI / DUNS: | | Currently registered in SAM.gov: o Yes o No

Parent UEI / DU NS:I | Exempt from reporting executive compensation: Yes @ No

(if no, complete 38 pg2)
Place of Performance Information for FFATA reporting

Physical Address, City, State (if U.S.) and Country:

[ 1

L | r L |

Legal Address:

123 Main Street
Dover, DE 19901

Administrative Address:

123 Main Street
Dover, DE 19901

Payment Address:

Accounts Receivable
968 First Ave
Dover, DE 19901

EnEan 4 1TAK 2000

This subaward requires a Fulfillment Center matching both the Administrative Address (Fulfillment Address in
UDX) and Payment Address (Remittance Address in UDX).



- Searchfor the supplier in UDX to determine the name of the Fulfillment Center that should be selected:

TPy EXCHANGE

Prestigious State

University

Registration Status In Progress

Registration Type Full Supplier Registra
tion

View Supplier Registration

About

Contacts and Locations
Contacts
Addresses
Locations

Fulfillment Centers

Diversity

aaae.amaua

Workflow and Review
Legal and Compliance
Accounts Payable
eProcurement

View History
View Email Logs

Al = Search (Alt+Q)

Suppliers ¥ Manage Suppliers » Search for a Supplier » Supplier Prafile - Prestigious State University

Fulfillment Centers

Add Fulfillment Center

Fulfillment Centers General |Ordering Order Distribution | Custom Data | History

Default Settings for this Supplier

Name

Address 1D No Value
3rd Party Address ID No Value
Active
Primary Address (used as

default in application)
Current Primary Address 123 Main Street/968 First Ave

Associated Addresses Selected Addresses

Ive FulTilimen ress

123 Main Street
123 Main Street
Dover
Delaware, 19901
United States

0.00USD W

[123 Main Street/968 First Avel N

Edit

ive Remittance
(Primary Fallback)
968 First Ave

968 First Ave

Dover

Delaware, 19901
United States

ress

QM ey

41 Logout

Supplier Actions w | 2

B
Override

Default
Values

BOO

No Actfive Contact Provided

No Active Contact Provided

Therefore, when creating the requisition, the supplier and Fulfillment Center that matches the addresses for the

award should be chosen:

Existing Supplier

Prestigious State University

Fulfillment Address

Item

¥ Q Prestigious State University x

~ Distribution Methods

123 Main Street/968 First Ave Q -123 Main Street, Dover, Delaware 19901 United States

It is important to select the correct Fulfillment Center, and not just the default one, if it doesn’t match. Again, if a
suitable Fulfillment Center is not available in the system, the partner must submit an online UD Substitute W9
reflecting the required addresses (www.udel.edu/w9).

Please send any related questions to procuement@udel.edu



