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GLOSSARY & ACRONYMS  

10% De Minim is  

The 10 percent de minimis rate includes costs incurred for a common purpose that are too time-
consuming/costly to allocate to a specific cost objective.1 An organization can charge 10% of the 
modified total direct costs, which includes clerical and management salaries, applicable fringe benefits, 
materials rent, supplies, services, travel, utilities, and up to the first $25,000 of each sub-award.  

Accrual 

USAID keeps its accounting records on an accrual basis. Expenditures and their associated liabilities must 
be recognized during the accounting period in which they occur, whether the payment of expense is made 
or not. The full amount of the accrual is recorded against the obligation in the reporting period. In the 
next reporting cycle, the accrual amounts can be reversed. 

Acquisition and Assistance (A&A) 

The process USAID uses to make awards, grants, and contracts to implement USAIDõs development and 
humanitarian projects and activities: USAID partners with organizations through an acquisition (contract) 
or assistance (grant or cooperative agreement) award, depending on the type of work, the purpose of the 
funding, and the nature of the relationship between the Agency and the implementing partner.  

Acquisition 

USAID obtains goods and services through various types of contracts, purchase orders, or fixed-amount 
awards for the use or benefit of the Agency. Interested organizations submit a proposal in response to a 
Request for Proposals (RFP) or a quote in response to a Request for Quotations (RFQ) that states the 
Agencyõs requirements and how USAID will evaluate and select the successful offer or bidder.  

Advances 

USAID advances funding to program-funded contracts and assistance awards, which assures that 
organizations receiving USAID funds are provided appropriate financing for work carried out under 
agreements with USAID.2 

AIDAR  

USAID Acquisition Regulations to prudently administer USG public funds.  It makes reasonable 
assessments of contractor capability and responsibility for costs.3 

Allocable Cost 

A cost is allocable if the goods or services involved can be charged to the award based on the agreed-
upon award activities.  

Allowable Cost 

Costs you are permitted to purchase or spend money on under an agreement. Allowable costs that are 
reasonable and necessary for the performance of an award include salaries, fringe benefits, travel, office 

 
1 2 CFR 200.414(f) 
2 ADS Chapter 636 
3 AIDAR: Sub Chapter, General Part 701  
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support costs, and activity costs.4 

ADS 

The Automated Directives System (ADS) contains the organization and functions of USAID, along with 
the policies and procedures that guide the Agency's programs and operations.5  

Assistance 

USAID provides funds to another party for the implementation of programs that contribute to the public 
good. Interested organizations apply in response to an Annual Program Statement (APS) or Request for 
Applications (RFA) which usually provides a program description and how USAID will evaluate and 
select the successful applicant.  Under Assistance, USAID issues either a grant or a Cooperative 
Agreement and is not substantially involved.  

AO 

Agreement Officer (AO), the USAID official with the authority to enter, administer, terminate, and/or 
close out assistance agreements, make determinations and findings on the agency's behalf, and approve all 
the sub-award. 

AOR 

Agreement Officerõs Technical Representative (AOR) is the USAID official responsible for monitoring 
the granteeõs progress toward achieving the assistance agreementõs purpose and serving as a technical 
liaison between the grantee and the Agreement Officer. 

Award 

A form of implementing mechanism through which USAID transfers funds to an implementing partner, 
generally selected through a competitive process and thereby resulting in a contract, grant, or cooperative 
agreement.   

Award Amount 

The total estimated amount the recipient will receive over the lifetime of the agreement. 

Code of Federal Regulations (CFR)  

Codification of the general and permanent regulations promulgated by the executive departments and 
agencies of the federal government of the United States. 

Cost-Share Contribution 

The total portion of award resources contributed by an implementing entity towards the award/grant that 
is not provided by the U.S. government/non-federal. It can be either cash or in-kind contributions. 

Closeout 

Is the final phase of a project, where closeout activities and administrative tasks are completed. 

Cooperative Agreements 

 
4 CFR 200 Subpart E 
5 https://www.usaid.gov/about-us/agency-policy 
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A legal instrument that facilitates the transfer of something of value from the USG to recipients, 
including non-governmental organizations and host country governments.  The agreement supports an 
organizationõs program and includes substantial involvement of USAID. 

Contracts 

A legal instrument that allows USAID to purchase goods and services from a contractor to implement an 
activity as directed by USAID.   

Disbursement 

Payments made by USAID to the prime to other project implementing parties using checks or electronic 
transfers. The prime then makes disbursements to the subawards.  

Debarment 

The barring/prohibiting of any party from working with the Federal Government for a specified time 
based on the offense, the failure, or inadequacy of performance.  

De-obligation 

Process of removing funds from an obligation funding instrument/mechanism. 

Direct cost 

Cost that can be specifically identified with a particular project or program, such as salaries and benefits 
for project personnel, travel, equipment, services, and supplies. 

Equipment 

Tangible nonexpendable property with a useful life of more than one year and an acquisition cost of 
US$5,000 or more per unit.  

Federal Acquisition Regulation (FAR) 

Federal Acquisition Regulation - The primary USG regulations for contracts (not cooperative 
agreements). The purpose is to publish uniform policies and procedures for federal agencies to follow 
when going through the procurement process. These rules provide a consistent purchasing procedure so 
that government contracts are implemented in a transparent, fair, and impartial manner.6  

Flow Downs  

A USAID award will have standard legal provisions, terms, and conditions that are required to be 
incorporated into subawards.  When a prime contractor binds the subcontractor to all the terms and 
conditions of the prime contract, it is called a òback-to-backó flow-down arrangement. When only parts 
of the prime contractõs terms and conditions are passed through to the subcontractor, it is called a partial 
flow-down. 

Fixed Amount Awards (FAA) 

USAID issues FAAs when the amount of reimbursement is based on outputs rather than inputs or costs. 
The amount is fixed in advance based on cost estimates reviewed and approved by USAID.  

 
6 https://www.acquisition.gov/aidar/part-701-federal-acquisition-regulation-system 

https://www.acquisition.gov/aidar/part-701-federal-acquisition-regulation-system
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Reimbursement is made upon the physical completion of an activity, a sub-activity, or a quantifiable 
element within an activity.7 

This type of Federal award reduces the administrative burden and record-keeping requirements for both 
the non-Federal entity and the Federal awarding agency or pass-through entity. Accountability is based 
primarily on performance and results.8 

Grants 

A method to transfer funds to another party / to aid implement programs that contribute to the public 
good.  The USG retains less control over the program, compared to Cooperative Agreements. 

In -Kind Contributions 

As per, it is the amount/value of non-cash contributions (i.e., property or services) that benefit a federally 
assisted project or program; and are contributed by non-Federal third parties, without charge, to a non-
Federal entity under a federal award.9 

Indirect Costs 

Costs that are incurred for the entire organization that cannot be identified with a particular project, 
funding source, or activity, yet they are required to carry out a sub-award. This would only apply to 
organizations that receive numerous sources of funding for a single purpose.   

Negotiated Indirect Cost Rate Agreement (NICRA) 

A negotiated agreement between a company and its cognizant auditor, documenting the government's 
acceptance of the company's estimated indirect rates for the next five fiscal years.  The NICRA 
establishes the indirect rates a company may use on proposals for work with the Federal Government. 

Period of Performance 

It is the time during which the non-Federal entity may incur new obligations to carry out the work 
authorized under the Federal award within an established start and end date.10 

No-Cost Extension (NCE) or Non-Funded Extension 

USAID can grant additional time beyond the award end date with no additional funds to complete 
identified activities. 

Notice of Funding Opportunity (NOFO)  

Notice of Funding Opportunity (NOFO) is a document that announces the availability of funding for a 
specific project or program and contains a description of the project, eligibility criteria, application 
process, and deadline for submission. 

Obligated Amount or Obligation 

The financial amount the USG has committed to the program. There is no guarantee that the USG will 
reimburse the recipient for any spending above the obligated amount. 

 
7 ADS Chapters 317, 630 
8 CFR 200.45 
9 CFR 200.96 
10 2 CFR 200:77 
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Period of Performance 

The USAID award will have an identified start and end date.11  

Prime Partner 

USAID provides direct funding to an organization and has a direct legal relationship (contract, 
cooperative agreement, grant, etc.) with the organization.   

Recipient 

USAID provides direct funding to an organization and has a direct legal relationship (contract, 
cooperative agreement, grant, etc.) with the organization to carry out an activity. 12 

Request for Application (RFA) 

An invitation by USAID for submission of applications to provide certain services or implement 
program/project activities. It explains the content of the application, how the application should be 
written, the evaluation criteria, and the submission timeframe. An RFA is used in assistance programs and 
results in grants or cooperative agreements. 

Request for Proposal (RFP) 

An invitation by the funding agency for submission of proposals to provide certain services or implement 
program/project activities. It explains the content of the proposal, how it should be written, evaluation 
criteria, and submission timeframe. An RFP is used in acquisition programs and results in a contract.  

Simplified Grant 

USAID uses this type of grant to acquire supplies and services. The amount cannot exceed $250,000. The 
purpose is to promote efficiency and economy in contracting and avoid unnecessary administrative 
burdens.13   

Standard Grant 

USAID uses a fully cost-reimbursable grant agreement when grantees have adequate financial, 
administrative, and management capability to appropriately manage cost-reimbursable grant funds. This 
grant format is more complicated than others, as the full volume of the Standard Provisions is attached to 
the grant document. Not limited by value or type of cost. 

Standard Provisions 

USAID has standard provisions for non-US NGOs. There are 29 Mandatory Standard Provisions and 31 
Required as Applicable provisions. View the full set here. Please note that, from time to time, the 
provisions are changed/updated. 

Subaward 

 
11 2 CFR 200:77 
12 ADS 303, 304, 305, 591) 
13 https://www.acquisition.gov/far/part-13#FAR_13_001 

https://www.usaid.gov/sites/default/files/documents/303mab.pdf
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USAID prime partners can provide sub-awards to other organizations to carry out part of the primeõs 
award. A sub-award may be provided through any form of legal agreement, including an agreement that 
the pass-through entity considers a contract.14 

Subrecipient 

A sub-recipient is a non-US Federal entity that receives a sub-award with pass-through funding to carry 
out part of the primeõs award.   

Substantial Involvement 

USAID retains the right to maintain some control over an assistance project funded through a 
Cooperative Agreement. The Agreement specifies the areas of substantial involvement. 

This right usually includes the ability to approve work plans, budgets, key personnel, monitoring and 
evaluation plans, and subrecipients.  

Unallowable Costs 

Costs that are not eligible for reimbursement as they are not in the award budget, or the cost is not 
reasonable or appropriate.  

Resource document of all ADS terms is available here: https://www.usaid.gov/about-us/agency-
policy/glossary-ads-terms 

 

 
14 2 CRF 200.92 

https://www.usaid.gov/about-us/agency-policy/glossary-ads-terms
https://www.usaid.gov/about-us/agency-policy/glossary-ads-terms
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PROJECT BACKGROUND  

Accelerating Support to Advanced Local Partners II (ASAP II)  is a contract (7200AA22C00041) funded 
by the United States Agency for International Development (USAID) with the overall goal: òto ensure 
that local partners have the capabilities and resources to act as prime partners for USAID/PEPFAR 
programming.  ASAP II has two objectives: 

1. Strengthen local partners as they transition to receive PEPFAR funding as a USAID prime 
partner to comply with regulations. 

2. Prepare local partners to directly manage, implement, and monitor PEPFAR programs, and 
maintain consistent PEPFAR program achievement and quality. 

The ASAP II consortium is led by IntraHealth International as a prime partner, with major 
subcontractors including Deloitte Consulting LLP (Deloitte) for G2G support, Right to Care (RTC) for 
Strategic Information support, SustainAbility Solutions for pre-award surveys and training in USG rules 
and regulations, and Foundation for Professional Development (FPD) for accredited training and peer-
to-peer learning opportunities. 

INTRODUCTION 

Purpose of this Training Manual  

The purpose of this manual is to provide prime partners with the basic resources and knowledge to 
support and capacitate subawards in applying for and managing grants as a prime. This manual is 
intended to respond to this PEPFAR announcement by providing guidelines on how primes can build 
capacity at LPs; and is guided by US Government (USG) rules, regulations, and requirements (e.g., ADS 
302, 303, 312, 2CFR 200).  

Subawards are an integral part of implementing and managing USG-funded projects. Over time, however, 
it has become apparent that a significant number of LPs lack the capacity to effectively and efficiently 
manage donor funds entrusted to them. Of great concern is that most prime partners do not know how 
to strengthen or build the capacity of subawards; they have not had the experience of developing a 
Subaward Program in full compliance with USAIDõs Rules and Regulations. To bridge this gap and build 
the capacity of both primes and subrecipients, this manual provides guidelines for primes to monitor, 
oversee, and strengthen subawards. 

Intended Audience 

ASAP II developed this manual based on its experience with organizational development for USAID 
local primes to use in managing awards according to USG Rules and Regulations and developing or 
improving a Subaward Management Program. 

Structure and Content 

The training is divided into 12 modules, which can be covered in two or three days, and includes 1) a 
PowerPoint presentation with technical information and questions for discussion;  2) facilitator notes;  3) 
templates for subawards;  4) glossary and acronyms and terms; and 5) additional reference material. The 
modules are aligned to the life cycle of managing the general grant, from project inception to closeout. 
Each module/session details how a prime should manage and oversee its sub-award (s) to ensure 
efficient, effective, and systematic donor compliance and successful completion of project objectives to 
guarantee the delivery of quality services to project beneficiaries. 
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MODULE 1: TRAINING OPENING/INTRODUCTION 

This session develops the tone of the training. 

Pre-Event Preparation 

 Arrive early to prepare the room, whether it be in-person or virtual training. 

 Set out an attendance register and name tags. 

 Have the pre-tests printed and ready. 

 Test your equipment to make sure you can present the slide deck. 

 Create a friendly atmosphere, welcoming all participants warmly as they enter, and introduce yourself. 

 Have an icebreaker organized and ready. Here is a link to help you select an icebreaker: 
https://www.participatorymethods.org/resource/100-ways-energise-groups-games-use-workshops-
meetings-and-commuity 

 

Welcome/Opening Remarks 

Content: The training is introduced and officially launched.  

Purpose: To provide background on the training, acknowledge funders and organizers, and set the stage 

for the start of the training. 

Delivery mode/activities: 

1. Depending on what is appropriate for the location and types of participants, this could be rather 
informal with a simple welcoming by ASAP II project leadership and/or the facilitator; or there could 
be a series of formal speeches by USAID and other representatives.  

2. Briefly explain that this training is based on the program and materials produced by the 
USAID/PEPFAR-funded ASAP II program; and summarize its goal and strategic objectives. 

https://www.participatorymethods.org/resource/100-ways-energise-groups-games-use-workshops-meetings-and-commuity
https://www.participatorymethods.org/resource/100-ways-energise-groups-games-use-workshops-meetings-and-commuity
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Participant and Facilitator Introductions and Expectations 

Content: Participants and facilitator(s) introduce themselves ð including their current position, organization, 

country ð summarize their subaward management experience, and briefly explain what they hope to get out 

of this training. 

Purpose: In addition to its social value, this activity can the foundation for the tone and atmosphere of the 

workshop, especially if done in a fun and interactive manner that enables participants to get to know one 

another both from professional and personal perspectives. In addition, it gives the facilitator(s) insight on 

the participantsõ needs, interests, and priorities and provides an opportunity to manage their expectations 

about what the training will cover and can feasibly achieve. 

 

 

 

 

 

 

 

 

Delivery mode/activities: 

1. Start by having in-person participants create name tags to wear (on stickers) or place on the table in 
front of where they sit (on folded paperboard); ask online participants to make sure their name and 
preferred pronouns are displayed and have them turn on their cameras. 

2. The facilitator introduces his/herself first and shares his/her professional experience, modeling the 

way that each participant will then do the same.  

3. Ask each participant to introduce themselves (name, organization, title, country) one at a time, then 
summarize their subaward management experience (advanced, average, beginner), and briefly explain 
what they want to get out of the training (i.e., key skills/knowledge theyõd like to acquire and/or top 
priority topics theyõd like to be covered).   

4. Confirm their attendance at prior training on USG Rules and Regulations.  

5. While they list out their expectations, the facilitator captures them on the flipchart paper (if it is an in-
person training) or in an online whiteboard (if itõs a virtual training). *Retain this list, as itõll be shared on 
the last day, for the participants to assess the extent to which their expectations were met. * 

Training Objectives and Program 

Content: Present the training objectives and high-level program, manage expectations of the participants in 

terms of what feasibly can be covered and is within the scope of this training. Ensure to review all slides 

and facilitator notes thoroughly. 

Purpose:  

WHO SHOULD PARTICIPATE IN THIS TRAINING?  
 

¶ Leadership and Management  

¶ Contracts and Grant Managers 

¶ Finance staff 

¶ Operational staff  

¶ Technical staff  
 
Prerequisite: Participants should have successfully completed the training in USG Rules 

and Regulations before taking this training on Subaward Management.   

 

If time permits, training on USG Rules and Regulations can be added before 

Subaward Management Training and/or Training on Pre-Award Surveys using 

the NUPAS Plus. 
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¶ To ensure that everyone understands what the training aims to achieve and how the training will be 
delivered.  

¶ To manage participantsõ expectations about what the training will cover and aims to achieve. 

¶ To get the participants interested in and committed to the training.  

Facilitatorõs note: This session should flow seamlessly from the last one, without the participants even 

realizing that theyõve moved from one session to the next. 

Delivery mode/activities: 

1. Summarize the Training Objectives and the Training Program.  

Talking Points: 

 Review the training objectives and training sessions that will be covered. If you have created 
handouts, you can distribute them. 

 Emphasize that the prime is accountable and responsible for any poor or non-performance of 

the sub-awardñfinancial, technical, programmatic, or otherwiseñat any given time. That is why 

this training is so important.  
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2. While doing this, make reference to the hopes/expectations that the participants just expressed, 
pointing out those that will definitely be covered, those that are outside of the trainingõs scope and 
therefore are not feasible to be tackled by this training, and those that might be covered or partially 
covered (depending on time, etc.)  

3. In conclusion, state that: òUltimately, this training should better position your organization to successfully pursue 
opportunities for funding from USG Agencies such as USAID. The ultimate goal is to advance locally led development 
(LLD) and increase the amount of USG development funding going to local implementing partners (LIPs) like you. We 
hope to see you all becoming USG Prime Recipients with stable and diversified funding streams for long-term sustainability 
of your organization.ó 

4. Ask with enthusiasm, òHow does that sound to you?!ó Try to garner up some clapping, positive 
emojis/GIFs (for online participants) and enthusiastic energy among the participants, to get them 
excited for the training and mentally committed to actively participating in all upcoming sessions. 

5. You can also use this opportunity to ask a few people to share their concerns and major challenges vis-
à-vis BD. This can be helpful as an initial needs assessment; it also sets the stage for participants to 
know that this is a safe and supportive place where questions are welcomed, and everyone is here to 
learn. 

Training Agenda, Norms, and Housekeeping  

Content: Present an overview of the training agenda/schedule, get agreement on norms that everyone will 

adhere to for the duration of the training, and share basic logistical/practical information on the venue or 

online platform. 

Purpose:  

¶ To provide participants with the necessary information to be available when needed as well as actively 
and effectively participate in the sessions. 

¶ To create an enabling environment for a successful workshop. 

Delivery mode/activities: 

1. Agenda/Schedule: 
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a) If you have made copies of the agenda, you can also encourage them to participate (hard copy 
and/or electronic). 

b) Briefly walk them through it, pointing out the daily start and stop times as well as the schedule 
for breaks and meals. 

2. Training Norms 

a) Solicit ideas from participants on the training norms that will be agreed upon for the entire 
training; these typically will include starting and ending on time; no distractions like cell phones; 
being inclusive and giving everyone a chance to participate equitably; keeping cameras on for 
virtual participants, etc. Type/write them up and post them in a visible location, reminding 
participants of them each day. The group might even agree on a funny way to sanction 
someone that doesnõt adhere to the norms, i.e., they have to do a dance or sing in front of the 
group if they are caught talking on the phone or if they arrive late.  

b) If the participants themselves donõt mention active participation and peer learning, the 
facilitator should add that to the list. Mention that you will be sharing tips and tools that can 
help them with subaward management, but that many of the participants have some subaward 
management experience and therefore everyone is encouraged to actively participate in order 
to learn from one another and discuss practical, contextually relevant examples.   

3. Housekeeping information: 

a) For in-person events, briefly share any important housekeeping information like where 
bathrooms are located, where refreshments and meals will be served, Wi-Fi log-in details, etc. 

b) For online events, this is also an opportunity to explain how to use the online platform ð such 
as the White Board/Annotation tool, breakaway groups, polls, etc.  Also be sure to get 
everyoneõs consent to record the sessions.  

Pre-test 

¶ Administer the pre-test.  

¶ You can administer the test online using Survey Monkey or hand out paper tests. Have participants 
quietly fill out the pre-test handouts and put their names on the test. (See Annex)  
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MODULE 2: SUBAWARD MANAGEMENT COMPLIANCE 

Talking Point:  

 Review the learning objectives of this session.  

 

 

Talking Point:  

 Now that the participants know the learning objectives, ask them to name some sources for USG 
Compliance Requirements.  

 

Talking Points: 
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 There are many offices within USAID. The Office of Acquisition and Assistance (OAA) is solely 
responsible for issuing solicitations and awards; and its specialists, managers, and officers provide 
a full range of complex procurement activities for contracts, grants, and cooperative agreements. 

 The person with the authority to issue contracts is called the Contracting Officer (CO). They 
negotiate the procurement of products and services under a variety of contract/assistance 
mechanisms and manage procurement planning activities (e.g., preparing and maintaining current 
acquisition plans, appropriate milestone charts, and related schedules). 

 The activity/work plan is managed by a technical expert called a Contract Officer Representative 
(COR). The CORõs role is to develop proper requirements and ensure that contractors meet the 
commitments of their contracts during the contract administration, including the timeliness and 
delivery of quality goods and services required by the contract. 

 The person with the authority to issue agreements/grants for Cooperative Agreements or Grants 
is the Agreement Officer (AO). Their functions are like those of the Contracting Officer.  

 Activity is managed by an Agreement Officerõs Representative (AOR). The AOR performs duties 
associated with award administration, which includes working as part of a team with the 
Agreement Officer (AO) to ensure that USAID exercises prudent management over its 
assistance funds. The AOR monitors the recipient's progress in achieving the objectives of the 
program description in the subject award and verifies that the recipientõs activities funded by 
USAID under the award conform to the terms and conditions of that award. Authorization to 
manage an assistance award on behalf of the AO requires the nominated AOR to meet the 
eligibility requirements in ADS 303.3.15 and receive an AOR designation letter from the AO 
delegating authority to perform specific award administration duties. 

Discussion:  

Ask participants if they know the name of their CO and COR or AO and AOR. 

 

Talking Points: 

 A subaward is an award of financial assistance (money or property) made under a USAID grant 
or cooperative agreement by a recipient to an eligible sub-recipient. USAID partners need to 
manage sub-awards in ways that accomplish project objectives while assuring compliance with 
USAID Rules and Regulations. ADS 303 addresses specific requirements for subawards under 

http://www.usaid.gov/ads/policy/300/303
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various assistance instruments. The subaward may be provided through any form of legal 
agreement (2 CFR 200.92). 

 A sub-contract exists when a USAID Prime Awardee contracts another firm to assist them. Sub-
contractors may be U.S. small businesses, a large firm, or a U.S.-based or local non-profit 
organization. ADS 302 provides more information on sub-contracts, as does FAR 19.701, for 
U.S.-based small businesses. 

Discussion: 

Ask participants to share their experiences as a subrecipient, both positive and negative. 

Talking Point:  

 The US Government and USAID have strict rules and regulations on how US taxpayer money 
can and cannot be spent. These regulations assure the US Congress that funds supporting 
development and LPs are used appropriately and are devoid of fraud and corruption, with 
consequences if corruption is detected and verified. It is with this assurance that the US Congress 
votes on foreign assistance budgets.  
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Talking Points:  

 The US Government has a subset of rules and regulations for non-US NGOs. The training 
provided here does not detail each provision because other training is available. The next set of 
slides presents the 29 Mandatory Standard Provisions and the 31 Required as Applicable 
Provisions.   

 Before you show the slides, ask participants how many MSPs they can remember.  

 



ASAP II Subaward Management Training Manual                   20 

 

Talking Point: 

 Mandatory Standard Provisions are the laws, regulations, and requirements that apply to entities 
funded by USAID.  There is separate training on MSPs and RAAs.  
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Talking Point: 

 Required as Applicable Standard Provisions are applied as per the awardõs activities. 

 

 

 

Talking Point: 

 For the next slide, ask participants what must be included in a subaward and then share the slide. 
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Talking Point: 

 An organization that plans and manages subrecipients must have a Board-approved Subaward 
Management Manual. The manual is a living document that is updated when USAID issues new 
guidance, and it should include and clearly define all tools and templates used to manage 
subrecipients, namely: 

-  Roles and responsibilities for grants management and administration 

-  Pre-award processes and procedures 

-  Post-award processes and procedures 

-  Implementation of the grant project 

-  Project evaluation 

-  Compliance, audits, and audit readiness 
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-  Project closeout 

https://www.usaid.gov/about-us/accccgency-policy/series-300/references-chapter/303maa 

https://www.usaid.gov/sites/default/agency-policy/303mab.pdf 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part -200?toc=1 

 

  

https://www.usaid.gov/about-us/accccgency-policy/series-300/references-chapter/303maa
https://www.usaid.gov/sites/default/agency-policy/303mab.pdf
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
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MODULE 3: TYPES OF SUBAWARDS AND 

SUBCONTRACTS 

 

Talking Point:  

 A variety of mechanisms may be used to contract with a subrecipient. The type of mechanism is 
determined by whether the prime has a Contract (Acquisition) or a Cooperative Agreement or 
Grant (Assistance). This section will discuss each mechanism.   
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Talking Point:  

 Grants under Contracts (GUCs) are a USAID-specific mechanism that authorizes contractors to 
aid non-governmental organizations (NGOs) on behalf of USAID. If the contractor is 
authorized to implement a GUC program under the contract, specifics of that GUC program will 
be outlined in the RFP and resulting contract. The contractor must comply with USAID Rules 
and Regulations in awarding and administering grants. USAID is significantly involved in 
establishing the selection criteria and will approve the grant recipients. Also, USAID retains 
within the contract the unilateral ability to terminate grant activities. GUCs may be provided as 
cost-reimbursement fixed-amount grants but must not include construction. All grants must be 
closed out before the end date of the contract.    
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Talking Points:  

 Emphasize the points made on the slide and cover the additional details listed below:  

 This kind of contract is fully cost-reimbursable and should only be used for a grantee with 
adequate financial, administrative, and management capability for cost-reimbursable grant funds. 

 The agreement requires the full volume of the Standard Provisions for Non-U.S. 
Nongovernmental Organizations or U.S. Nongovernmental Organizations.  

 The Standard Grant is not limited by value or type of cost. 

Discussion: Ask participants how many have worked as sub to a USAID-funded Cooperative 
Agreement. 

Template: Tell participants that there is a template for Cost Reimbursable Subaward in the annex to this 
training manual.   

 

Talking Point:  

 A firm, fixed price (FFP) contract is suitable for acquiring commercial items, supplies, or 
services, based on reasonably definite requirements or specifications when a fair and reasonable 
price can be established at the outset. Specific deliverables and price can be negotiated with a 
high degree of certainty about what is being purchased and what it will cost, with little expected 
variability. If reasonably definite conditions do not exist, an FFP contract should not be used 
because it places maximum risk on the contractor and full responsibility for all costs and resulting 
profit or loss. It provides maximum incentive for the contractor to control costs and perform 
effectively and imposes a minimum administrative burden on both contracting parties. An audit 
is not required for FFP contracts. 
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Here is an example of a firm fixed-price contract: 

Suppose a vendor has been awarded an FFP contract to supply 33 baby scales at $454 per piece, for a 
total agreed-upon cost of $15,000.00. In that case, the vendor must produce 33 baby scales for the agreed 
$15,000.00 during the period of performance in the contract. If it costs the vendor $14,000.00 to supply 
the 33 baby scales, the vendor is still owed the agreed-upon amount of $15,000.00ñwhich means that the 
vendor will make a profit of $1,000.00. However, if it costs $20,000.00 to supply 33 baby scales, the 
vendor will still be paid $15,000.00 because of the FFP that was agreed upon at the inception of the 
contract. The risk of an FFP contract is on the vendor. 

Template: Tell participants that there is a template for a fixed amount subaward in the annex to this 
training manual.  
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Talking Point: 

 A Cost-Plus Fixed Fee contract is a cost-reimbursement contract that provides for payment to 
the contractor of allowable incurred costs with a negotiated fee that is fixed at the inception of 
the contract. The fixed fee does not vary with the actual cost but may be adjusted because of 
changes in the work to be performed under the contract. The risk is on the organization 
procuring the services because costs may increase, or additional work may be needed. The 
contractor has less incentive to control costs. This type of contract can be used when the level of 
effort required is unknown, or it is challenging to define a Scope of Work (SOW) or specific 
deliverables, or because the uncertainties involved in contract performance do not permit cost 
estimation with sufficient accuracy. 

 

Talking Point: 

 The cost of a time-and-materials contract to a non-Federal entity is the sum of (1) the actual cost 
of materials; and (2) direct labor charged at fixed hourly or daily rates that reflect wages, general 
and administrative expenses, and profit. Since this formula generates an open-ended price, time-
and-materials contracts offer the contractor no profit incentive for cost control or labor 
efficiency. Therefore, each contract must set a ceiling price. The non-Federal entity awarding 
such a contract must assert a high degree of oversight to obtain reasonable assurance that the 
contractor is using efficient methods and effective cost controls. It is best to use this type of 
contract when it is not initially possible to accurately estimate the extent or duration of work, or 
to anticipate costs with a reasonable degree of confidence. This type of contract is common for 
consultants. 
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Talking Points:  

 An IDIQ is a type of delivery contract that provides for an indefinite quantity, within stated 
limits, of supplies or services during a fixed period. It is suitable when it is not possible to 
predetermine, above a specified minimum, the precise quantities of supplies or services that will 
be required during the contract periodñand serves as an umbrella agreement, with subsequent 
task orders issued as needs and quantities are determined. Task orders under the IDIQ must 
clearly describe all services to be performed and be within the scope of the contract, issued 
within its period of performance, and be within the maximum value of the contract. This 
contract type should only be used when a recurring need is anticipated. 

¶ An example of an IDIQ is the USAID Technical Assistance Support Contract 4 (TASC4) Africa 
IDIQ. ASAP II I was issued as a task order under this IDIQ. 
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Talking Point:  

 Emphasize the points made on the slide and cover the following:  

-  This type of subaward can only be used when the prime has a Cooperative Agreement or 
Grant and is the standard subaward.  

-  The agreement requires the full volume of the Standard Provisions for Non-U.S. 
Nongovernmental Organizations or U.S. Nongovernmental Organizations  

-  The Standard Grant is not limited by value or type of cost. 

-  A Cost Reimbursable Subaward can be used when the subaward is fully cost- 
reimbursable and for a subrecipient with adequate financial, administrative and 
management capability to appropriately manage cost-reimbursable grant funds. It can 
also be used when the results of the pre-award assessment determine that a subrecipient 
is low risk. 

Discussion: Ask participants how many have worked as sub to a USAID funded Cooperative 
Agreement. 

Template: Tell participants that there is a template for Cost Reimbursable Subaward in the annex to this 
training manual. 
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Talking Points:  

 In-Kind grants are used when Prime has a Cooperative Agreement or Grant.  

 Review the points on the slide and emphasize that: 

-  Under an In-Kind Grant, no funds are given directly to the grantee.  

-  The Prime procures all necessary commodities and services on behalf of the grantee.  

-  The grantee should be an active partner in deciding how the funds are to be utilized.  

-  A grantee can provide valuable input on what is needed to complete the objectives and 
technical completion of the grant by verifying the delivery of goods or completion of 
services as needed.  

-  The Prime will ensure the integrity of any procurement process by conducting 
procurement and paying vendors directly. All procurement implemented under an In-
Kind Grant must comply with USAIDõs procurement regulations. 

Discussion: Ask participants for examples of In -Kind Grants.  

Common examples are training room space at a government building, food, clothing, prescription drugs, 
equipment, and medical supplies. Governments, donors, individuals, and businesses donate items to 
NGOs to support activities. 

Template: Tell participants that there is a template in the training manual annex for an In-Kind grant 
from WaterAid.   
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Talking Points:  

 This type of subaward is also used when the prime has a Cooperative Agreement or Grant.  

 Read the points on the slide and emphasize:  

-  Fixed Amount Awards (FAA) grant a sum of money according to òmilestonesó or 
targets shown in the agreement.  

-  When a milestone is reported, the prime will pay the agreed amount. 

-  The prime cannot reimburse more than the amount.  

-  The sub must maintain records for three years.  

-  All changes require prior approval.  

Template: Tell participants that there is a template for a fixed amount subaward in the training manual 
annex.  
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Talking Point:  

 Before primes issue a subaward to a subrecipient, they must decide that a subaward is the right 
mechanism.  This is done on a case-by-case basis by determining if the party receiving the federal 
funds should be a subrecipient or a subcontractor.   In determining whether an agreement 
between a pass-through entity and another non-Federal entity casts the latter as a subrecipient or 
a contractor, the substance of the relationship is more important than the form of the agreement, 
i.e. the work to be performed, not the legal instrument, determines whether it is a subaward or 
subcontract. Refer to the Subrecipient vs Contractor Determination Sheet.  You can use this 
form to document the decision to enter into a subaward with a subrecipient or to enter into a 
contract with a subcontractor.  The determination may not be crystal clear and you may need to 
make a judgment call.   

 By 2 CFR 200 definition, a subaward means an award provided by a pass-through entity to a 
subrecipient for the subrecipient to carry out part of a Federal award received by the pass-
through entity.  Characteristics that support the classification of the non-Federal entity as a 
subrecipient include when the non-federal entity: 1) determines who is eligible to receive what 
federal assistance; 2) has its performance measured about whether objectives of a federal 
program were met; 3) has responsibility for programmatic decision-making; 4) is responsible for 
adherence to applicable federal program requirements specified in the federal award; and 5) per 
its agreement, uses the federal funds to carry out a program for a public purpose specified in 
authorizing statue, as opposed to providing goods or services for the benefit of the pass-through 
entity.  A subaward does not include payments to a contractor or payments to an individual that 
is a beneficiary of a Federal program (2 CFR 200.331 Subrecipient and contractor 
determinations). 

 A contract is to obtain goods and services for the non-federal entityõs use and creates a 
procurement relationship with the contractor.  Remember that subawarding is passing on 
assistance to a subrecipient or where a subrecipient carries out a piece of the primeõs scope of 
work.  Contracting is buying a good or service for our use.  Per 2 CFR 200.331 Subrecipient and 
contractor determinations, a subaward should not be used when goods and services are provided 
within normal business operations when goods or services are provided to many different 
purchasers, when the organization or business receiving the federal funds operate in a 
competitive environment, when goods and services provided are ancillary to the operation of the 
program, and when the organization or business is not subject to the compliance requirements of 
the program. In these instances, the more appropriate mechanism is a subcontract.   

ADDITIONAL REFERENCE MATERIAL ON COMPLIANCE  

This section includes USG terminologies for Trainers to quote or share.  

The recommended agreements for executing a subaward are the Standard Grant Agreement or Fixed 
Amount Award Agreement. Before entering a contractual relationship, it is necessary to ensure that all 
parties understand the legal obligations involved, including provisions that flow from a prime recipient to 
a subrecipient and any certifications or other documents required under the agreement.  

The agreement must include the following Federal award identification/information: 

1. Subrecipient name 

2. Subrecipient's unique entity identifier 

3. Federal Award Identification Number (FAIN) 

4. Date of award to the recipient by the Federal agency 

5. Subaward period of performance start and end date 
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6. Start and end dates of subaward budget.   

7. Total amount of the Federal award committed to the subrecipient by the pass-through entity. 

8. Federal award project description, as required by the Federal Funding. Accountability and 
Transparency Act (FFATA). 

9. Name of Federal awarding agency, pass-through entity, and contact information of the awarding 
official from the pass-through entity. 

10. Assistance listings number and title; the pass-through entity must identify the dollar amount 
made available under each Federal award and the assistance listings number at the time of 
disbursement. 

11. Identification of whether the award is for research and development (R&D) 

12. Indirect cost rate for the Federal award (including if the de minimis rate is charged). 

13. All requirements imposed by the pass-through entity on the subrecipient for implementation of 
the Federal award according to Federal statutes, regulations, and the terms and conditions of the 
award. 

a. Any additional requirements that the pass-through entity imposes on the subrecipient for 
the pass-through entity to meet its own responsibility to the Federal awarding agency, 
including identification of any required financial and performance reports. 

b. An approved Federally recognized indirect cost rate negotiated between the subrecipient 
and the Federal government. If no approved rate exists, the pass-through entity must 
determine the appropriate rate in collaboration with the subrecipient, which is either: 

14.  The negotiated indirect cost rate between the pass-through entity and the subrecipient can be 
based on a prior negotiated rate between a different PTE (pass-through entity, also known as a 
prime recipient) and the same subrecipient. If basing the rate on a previously negotiated rate, the 
pass-through entity is not required to collect information justifying this rate but may elect to do 
so. 

OR 

15. The de minimis indirect cost rate 

a. The pass-through entity must not require the use of a de minimis indirect cost rate if the 
subrecipient has a Federally approved rate. Subrecipients can elect to use the cost 
allocation method to account for indirect costs in accordance with §200.405(d). 

16.  A requirement that the subrecipient permit the pass-through entity and auditors to have access 
to the subrecipient's records and financial statements as necessary for the pass-through entity to 
meet the requirements of this part; and 

17. Appropriate terms and conditions concerning closeout of the subaward. 

Requirements and Regulations: 

Ensure that there is a òflow downó of the applicable standard provisions in the sub-agreement. (Refer to 
section 16c of this manual for flow downs for the Standard Provisions for a Non-U.S. Non-Governmental Organization.) 
It is critical for prime recipients to note that òA U.S. recipient providing a subaward to a non-U.S. organization 
must use the Standard Provisions for a Non-U.S. Non-Governmental Organization. A non-U.S. recipient providing an 
award to a U.S. organization must use the Standard Provisions for U.S. Non-Governmental Organizations.ó as per 
ADS 303 ð Grants and Cooperative Agreements to Non-Governmental Organizations. 

The prime recipient should also work with the subrecipient to review the requirements and USG 
regulations related to the type of agreement used with them (standard or Fixed Amount Award (FAA).  
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MODULE 4: PLANNING FOR SUBAWARDS  
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Talking Point:  

 Primes must consider many factors before launching into planning for subawards. A Best 
Practice is to include these details in the proposal to USAID. Otherwise, the Prime can include 
subawards in the annual workplans. 

Discussion: Ask participants for examples for each factor to consider.  

 

Talking Points:  

Selection processes can include:  

1. Competitive selection of subawards:  

a. The selection process that USAID prefers is through a Request for Applications (RFA) or 
Request for Proposal (RFP). 
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b. ADS 303 requires that an RFA stay on air for at least 30 days. Local laws should also be 
followed since these could require a longer or different period. 

2. Non-competitive selection (subawards identified within original application):  

a. These subs were identified when applying for the award and appear explicitly on the 
proposal to USAID.  

b. No further requirements are needed to select these partners for subaward. 

3. Non-competitive selection of subawards by USAID:  

a. USG must have a legal representative provide documentation that they have directed such 
inclusion, and the rationale.  

4. Non-competitive selection of subawards because of unique attributes: 

a. In rare circumstances, subawards may be selected without competition because of their 
unique qualifications.  

b. Sole sourcing requires that you justify why there was no open solicitation.  

Sole sourcing is permitted only when one or more of the following circumstances apply: 

 The item is only available from a single source.  For example, one of the prime projects needs 
the services of a vendor to destroy VMMC metal waste. At the time, Company ABC was the only 
provider that had a strong incinerator with the capacity to destroy VMMC metal waste to ashes in 
an environmentally friendly way. Thus, all partners in the country have been advised by the national 
VMMC technical working group and CDC to use Company ABCL waste disposal incinerators for 
this purpose. 

 A public exigency or emergency will not permit a delay for a competitive solicitation. Note: 
Lack of pre-planning is not the same as a public emergency. 

 The funder or prime expressly authorizes, in writing, noncompetitive proposals.  For 
example, a prime organization previously hired a production company to work on a video to 
showcase one of its projects. The prime requested USAID CO approval to enter a sole source 
contract with the production company for additional work on the video. Given the production 
companyõs unique expertise, prior experience working on the video, ability to do the work at a low 
cost, and limited start time, the CO provided written approval for the sole source procurement. 

 After soliciting several sources, competition is found inadequate. For example, the prime 
organization would like to hire a consultant to assist with writing a proposal for a recently released 
RFP for clinical support to the Kenyan National HIV Response. The consultant shall have 
knowledge and expertise in Kenyan National HIV Response efforts and experience in proposal 
writing. After soliciting quotes and trying to find a well-qualified consultant, only one consultant 
was available with the required expertise.   

 Avoid sole sourcing. In addition to the very narrow circumstances under which it is permitted, 
having a sole source agreement under a federal grant or cooperative agreement requires you to 
negotiate profit as a separate element of cost. Profit is a separate element of cost and must be 
determined as reasonable.   
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Talking Point:   

 Planning for subawards starts at the proposal development stage of the primeõs bid to USAID. A 
subaward plan includes the name of the organizations, budget, and expected results. Explain that 
planning for a subaward is a comprehensive and systematic process that requires strategic 
organization, coordination, and effective resource management. This entails setting-up internal 
organizational systems to sufficiently issue subrecipient awards, provide funding in a timely 
manner, monitor performance, and provide capacity strengthening. It also includes developing a 
plan and policy to facilitate the roll-out and implementation of a sound subaward support 
framework. Read the stages listed below.  

 

Talking Point:  

 The prime should plan for the time and resources (personnel and cost) required at every step. 
This process should follow a successive lifecycle that includes identifying need (nature of 
project/activity), partner identification mechanisms, pre-award, award, and post-award phases. 



ASAP II Subaward Management Training Manual                   39 

The prime should adequately plan for the time required at every step, as well as the resources 
required, including personnel and staff. 

Discussion: Ask participants to identify one of the tasks and explain why it may take that length 
of time (e.g., it can take up to 30 days to evaluate and select sub proposals because multiple 
people review them and may need many days to do so).  

 

Talking Points:  

 An RFP is exactly what it sounds like: a request to offerors to submit a detailed proposal before 
you evaluate and decide the winning proposal/s.  RFPs are listed on Grants.Gov or SAM.gov.  
Use link to share an example: https://www.grants.gov/web/grants/search-grants.html 

 The following major steps are involved in developing the RFP. Each step includes several 
activities, all of which require careful coordination to ensure a fair, competitive process. Briefly 
review these steps and their importance, as listed on the slide. The prime:  

1. Determines a clear scope of work (activities and geographical region), budget, and 
timeframe that align with the projectõs needs and available resources.  

2. Forms the team or working group that will develop the RFP, coordinate, and communicate 
responses to potential offerors, and serve on the review committeeñand identifies who is 
responsible for making decisions.  

3. Develops the request to competitively solicit potential offerors; the competitive nature of 
this process ensures that successful applicants match the needs sourced by the RFP. 

4. Advertises the RFP in a way that allows for the most relevant potential applicants to learn 
about it and apply. This could mean advertising it on its social media profile, sending it to 
large group email listservs/networks, and/or sending it to a large group of potential 
organizations identified using specific criteria. The methodology for promotion should be 
documented.     

5. Provides an opportunity for applicants to submit questions and seek clarifications on the 
RFP; the prime should provide a written response to all questions raised within the 
stipulated time and ensure all applicants can access the answers provided. 

https://www/
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Talking Point: 

 Let participants know that the next slides will cover all elements that should be included in an 
RFP.  

 

Talking Point:  

 Introduce your organization (the organization issuing the RFA/RFP), and the purpose of the 
RFP. State not only what you want the service provider to do, but also why. Rather than 
describing a solution, try articulating the problem. Focusing more on the job to be done 
encourages the responder to think outside the box. 
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Talking Point:  

 Describe your organization, what it does, and how it does what it does. Additionally, outline the 
organizationõs values. By describing your values, youõre more likely to find an organization that is 
a good value fit for your goals and processes. What makes it unique? Why is the work of the 
organization important? 

 

Talking Points:  

1. Project goals and target audience: Explain what you hope the offeror will accomplish and 
whom you want them to serve. Figure out the details of the project, such as a timeline of exactly 
what needs to get done, which helps bidders accurately calculate their budgets and how to 
allocate their internal resources. 

2. Scope of work and deliverables: Hereõs where you want to provide more detail on the project. 
To the extent you can, describe all the services you want and the deliverables you expect. Figure 
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out the details of the project. This helps bidders accurately calculate their budgets and how to 
allocate their internal resources. 

3. Budget: Provide the ceiling budget of the planned project. Also state whether matching funds 
are required, and if so, how much. Budget information is important to enable vendors to 
compete on the same figures and to avoid having vendors prepare a proposal far above available 
resources, which makes the evaluation of applications impossible. Budget clarity also enables 
vendors to concentrate on areas of the highest priority. The prime must provide a budget 
template for the RFP.  

 

Talking Points:  

 The prime must clearly state all documents and information required to support the RFP. 
Mandatory documents when responding to an RFA include the proposal and budget, which are 
key documents that the prime uses to approve activities.  

 The prime must provide proposal and budget templates with clear instructions on required 
information. In some circumstances, a prime can specify the number of pages required for a 
whole proposal, and even in each specific sub-section within the proposal, as well as the font, 
spacing to be used, application requirements that clearly indicate the kind of accompanying 
documents required for the application, how this information should be submitted, and by when. 
Prospective applicants are responsible for strictly following the instructions provided.  
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Talking Point: 

 Eligibility Criteria:  The prime must provide eligibility criteria in the RFP, clearly stating what 
type of organizations should apply, their targeted geographical reach, and other eligibility 
restrictions. The prime must also include a pre- and post-award conflict of interest disclosure 
clause, encouraging applicants to report any possible conflict of interest they are aware of that 
may give the applicant an unfair advantage when competing for an award. The prime must 
propose ways to deal with such disclosures without disqualifying the applicant. 

 

Talking Points:   

 The prime should ensure that the RFP provides clear guidance on the budget requirements and 
budget structure. Budget categories should be clearly explained so that they accurately inform 
budget line items. The following budget categories should be considered: 

1. Personnel costs (including salaries and fringe benefits)  
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2. Consultants and other Short-term Technical Assistance (STTA)  

3. Travel and transport (international and local travel)  

4. Equipment  

5. Supplies and consumables  

6. Activities (detailed as per work plan)  

7. Indirect cost; operation and overhead costs  

8. Cost share/matching costs  

9. NICRA or a de minimis rate of 10%  

10. Budget notes 

Example of Summary Budget 

 

Example of Detailed Budget 
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Example of Budget Notes 

OVERVIEW 

Partner is pleased to submit this cost proposal to USAID in response to  XXX. This cost proposal 
represents the best value for the proposed scope of work. The period of performance for this program 
will be August 2023 ð July 2028. All costs are presented in USD.  

SALARIES AND WAGES  

Briefly summarize the role, description, and level of effort for each position proposed on the project, 
including any that may be based at regional offices.  Be sure to include in the description, a brief 
statement detailing the expected contribution to the program to achieve the SOW proposed. Clearly 
describe the method used to calculate the daily rate, the number of days that constitute a full-time 
equivalent, and the treatment of leave.  Applicants must provide their established written policies on 
compensation.  If the applicantõs written policies do not address a specific element of compensation that 
is being proposed, the Budget Narrative must describe the rationale used and supporting market research.   

The Offeror must demonstrate the calculations and rationale for the base daily labor rate utilized in 
calculating labor costs. No unburdened base daily rate may exceed the current USAID CST, as described 
in ADS 302.3.6.9. Additionally, per AIDAR 722.170, compensation paid to TCNs and CCNs may not 
exceed the prevailing compensation paid to personnel performing comparable work in the cooperating 
country as determined by the USAID Mission, without prior approval of the Mission Director or the 
Assistant Administrator having program responsibility of the project. 

Direct salaries and wages should be proposed per the offerorõs personnel policies. Unit costs for each 
proposed position, key or not, should be expressed in an amount per work day with a corresponding level 
of effort required for the position (number of work days) and then calculated to a total cost. 

Role/Title  Name Technical Expertise and Justification 
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FRINGE BENEFITS  

The fringe benefit rate used in the budget shall be the Offerorõs indirect rates per their NICRA. If a fringe 
benefit rate has not been approved, the offeror must propose a rate, and the budget narrative must 
explain how the rate was determined and provide a detailed breakdown comprised of all items of fringe 
benefits (e.g., unemployment insurance, workers compensation, health and life insurance, retirement, 
FICA, etc.) and the costs of each, expressed in dollars and as a percentage of salaries. 

Fringe Benefit Percentage % 

Benefit Description  0% 

Benefit Description 0% 

Benefit Description 0% 

Benefit Description 0% 

Benefit Description 0% 

Benefit Description 0% 

TOTAL  0% 

CONSULTANTS  

Services rendered by persons who are members of a particular profession or possess a special skill and 
who are not officers or employees of the Offeror are allowable costs. Unit costs for each proposed 
position, key or not, should be expressed in an amount per work day with the corresponding level of 
effort required for the position (number of work days) and then calculated to a total cost. Completed 
Contractor Employee Biographical Data Sheets are required for all named consultants. 

TRAVEL AND TRANSPORTATION  

Costs should be broken down by the number of trips, domestic and international, and the estimated cost 
per trip, including airfare, per diem, and other related travel costs. The origin and destination, purpose for 
each proposed trip, duration of travel, and number of individuals traveling must be specified. Per Diem 
should be based on the Offeror's normal travel policies; however, the rates cannot exceed those of the 
Department of State Standardized Regulations for cost estimates.  

Purpose of Trip Traveler Origin/Destination  
Total # 
Trips 
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Include purpose of trip Traveler position To/From  

    

    

EQUIPMENT ( non-expendable items over $5,000/unit)  

The Budget Narrative must include the purpose of the equipment and the basis for the estimates. The 
Budget Narrative must support the necessity of any rental costs and reasonableness in light of such 
factors as rental costs of comparable property, if any; market conditions in the area; alternatives available; 
and the type, life expectancy, condition, and value of the property leased. Equipment means tangible 
nonexpendable personal property having a useful life of more than one year, and an acquisition of $5,000 
or more per unit. 

Equipment Justification Quantity 

   

   

   

 

SUPPLIES AND MATERIALS ( including expendable equipment below $5,000/unit) 

Specific information regarding the type of non-expendable supplies and other materials to be purchased 
must be presented. Information presented must include unit cost and quantities to allow an assessment of 
the realism and reasonableness of these costs. The Budget Narrative must include the purpose of the 
supplies and the basis for the estimates (for example, actual cost incurred, vendor quotation, etc.) 

Item Justification Basis of Estimate 

   

   

   

CONTRACTUAL  

Any goods and services being procured through a contract mechanism for the performance of a prime 
contract or a subcontract must be detailed in the spreadsheet. A detailed budget for each subcontract 
must be submitted and should be in a similar format as the primeõs budget. 

OTHER DIRECT COSTS  

This includes communications, report preparation costs, passports, visas, medical exams, and 
vaccinations, insurance (other than insurance included in the applicantõs fringe benefits), meetings, 
equipment, office rent abroad, as well as any other miscellaneous costs that directly benefit the project 
proposed by the Offeror. Costs should be broken down by type of item, unit rate, quantity, and total cost 
for the item. 

INDIRECT CHARGES  
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Partners must indicate whether they are proposing indirect costs or will charge all costs directly. If 
organizations have a Negotiated Indirect Cost Rate ð please provide the applicable supporting 
documentation. 

To better understand indirect costs please see Subpart E of 2 CFR 200. Local/ regional or other 
organizations that do not have a Negotiated Indirect Cost Rate Agreement (NICRA) letter with any US 
Government, these organizations should exclude all indirect costs from the cost estimate and instead use 
the de minimis rate of 10% of modified total direct costs as specified in 2 CFR 200.414(f) if appropriate. 
Otherwise, shared costs should be treated as direct and a basis for the allocation should be provided. 
USAID is under no obligation to approve the applicantõs requested method. 

COST SHARE 

USAID has established a required cost share contribution of at least ten percent (10%) of the USAID 
funding amount. Please provide a strategy for meeting and or exceeding the minimum ten percent cost 
share requirement on the subaward and explain the detailed nonfederal funding calculations in the 
detailed budget. 

Indirect Costs  
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Talking Points: 

 Indirect costs are those costs incurred for a common purpose that are too time-
consuming/costly to allocate to a specific cost objective. Examples of indirect costs include 
office space rental, utilities, and clerical and managerial staff salaries. Administrative and clerical 
salaries should normally be treated as indirect costs (finance and administrative costs). In 
contrast, administrative and clerical salaries that can be identified specifically with a final cost 
objective, (i.e. award), should be charged as a direct cost.  To the extent that indirect costs are 
reasonable, allowable, and allocable, they are a legitimate cost of doing business payable under a 
U.S. Government assistance award.  

For more info, visit https://www.usaid.gov/india/partner-resources/infographic-de-minimis-rate-
indirect-costs 

 Both Primes and Subs are eligible for the 10% de minimis. USAID must accept the 10% de 
minimis rate without any review of actual costs. Primes are responsible for overseeing that  Subs 
receive the 10% de minimis and understand how to use it. 

 The 10% de minimis rate for modified total direct costs can only be elected under an award by a 
non-profit organization that has never held an indirect cost rate agreement. 

 The organization must include the 10% de minimis amount in its application and maintain 
documentation of costs included in its modified total direct costs. It must be used consistently 
across all USG awards. It is allowable for use indefinitely. 

 The use of 10% de minimis rate should not be used as a substitute by an organization that has an 
indirect cost rate simply because they have no NICRA. In this instance, the organization's 
proposed rate should be reviewed for propriety and honored if adequately supported. 

 2  CFR 200.414(f) states that organizations can charge a 10% de minimis rate of Modified Total 
Direct Costs (MTDC). MTDC include:  

1. Salaries 

2. Wages 

3. Applicable Fringe Benefits 

4. Materials and Supplies 

https://www.usaid.gov/india/partner-resources/infographic-de-minimis-rate-indirect-costs
https://www.usaid.gov/india/partner-resources/infographic-de-minimis-rate-indirect-costs
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5. Services 

6. Travel  

7. Up to $25,000 of each subaward (regardless of the period of performance)  

 Salaries and Wages: for salaries and wages to be allowable for the calculation of MTDC the 
following must apply:       

-  Must be integral to the Program.       

-  Individuals involved can be specifically identified with the project or activity,  

-  Such costs are explicitly included in the budget. 

-  The costs are not also recovered as indirect costs.  

-  The costs must not be used as a match.      

 Reference: 2 CFR 200.413         

 Fringe Benefits: Fringe Benefits related to Salaries and Wages (above) that are reasonable and 
required by: law, non-Federal entity employee agreement, or an established policy of the non-
Federal entity. Such benefits must be allocated to Federal awards and all other activities in a 
manner consistent with how fringe benefits are charged throughout the organization. Any match 
portion is not to be included.    

 References: 2 CFR 200.431         

 Travel Costs: Travel costs are the expenses for transportation, lodging, subsistence, and related 
items incurred by employees who are assigned to the Program. Travel costs are allowable with 
prior written approval of the awarding agency (e.g. be in the budget) and when they are 
specifically related to the Federal award. Travel costs must also be reasonable, per the non-
Federal entity's written travel policy, and proper documentation must be kept. Any match portion 
is not to be included.      

 Reference: 2 CFR 200.474       

 Supplies: Costs incurred for materials and supplies necessary to carry out the Federal Program 
are allowable and must be charged at their actual prices net of applicable credits. This category is 
applicable for all consumable and short-term items with an acquisition cost of less than $5,000 
each. Any match portion is not to be included.    

 Reference: 2 CFR 200.453         

 Contractual (Sub-Contracts): Use for written contracts or agreements with fiduciaries or 
secondary recipient organizations such as affiliates, cooperating institutions, or delegate agencies. 
Payments to individuals such as stipends, allowances for trainees, and consulting fees do not get 
recorded here. Any match portion is not to be included. 

 Unallowable costs: Costs that cannot be charged to Federal awards and has internal controls in 
place to ensure that this is followed. Examples of unallowable costs are:  

1. Advertising and public relations,  

2. Entertainment/alcoholic beverages,  

3. Capital expenditures,  
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4. Defense claims by or against the Federal Government,  

5. Bank Interest,  

6. Lobbying and fundraising.  

2 CFR Part 200, Subpart E, or the FAR (Subpart 31.205) 

 

Talking Point: 

 Talk through the example and see if there are any questions.  

 

Talking Points: 

 Primes use a project life cycle to plan, implement, monitor, and close.  USAID oversees the 
primes, and the primes oversee the subs. USAID does not have a legal relationship with the subs 
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and does not interact with them unless the Prime is present.  Therefore, the primes and sub-
partners have different roles within the partnership. Primes are responsible for: 

-  Leadership in developing the application or proposal 

-  Identification of the project strategy 

-  Selection of partners 

-  Overall management of the project 

 Sub-partners are responsible for:  

-  Expanding the teamõs capacity to achieve objectives 

-  Contributing to proposal development  

-  Providing comparative advantages and expertise in a technical area or specific service 

 

Talking Points: 

 Explain the core functions of subaward management, including:  

1. Lead in drafting subgrant agreements and all modifications to subgrant agreements.  

2. Follow your organizationõs Delegation of Authority (DOA) for signing subawards.  

3. Ensure that subgrant payments are made in accordance with subgrant agreements. 

4. Conduct anti-terrorism compliance checks of partners and ensure accurate tracking of all 
such requests. 

5. Assist in recipient-contracted audits and other regulatory compliance. 
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Talking Points: 

 Typical oversight and reporting responsibilities (from the grants management division at the 
prime level) will include: 

1. Reviewing the pre-awardõs due diligence assessment of current and potential partners and 
analyzing organizational capacity to manage sub-grant funding and project implementation 
for subgrantees, working with field staff in assessing local in-country subgrantees. 

2. Tracking of sub-granting financial and programmatic reporting and ensuring timely receipt 
by field staff. 

3. Analyzing the status of current and closed subgrants (e.g., spending patterns, outstanding 
reports). 

4. Monitoring the timely submission of financial and other reports submitted by the 
subrecipient. 
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Talking Points: 

 Subrecipients are responsible for: 

1. Conducting the scope of work set out in the sub-agreement. 

2. Familiarizing themselves with all USAIDõs requirements for the subaward through the 
Internet and other means the prime and USAID make available and complying with all 
contractual requirements under the sub-agreement. 

3. Informing the prime in a timely fashion of any change in key management personnel, and 
not replacing such personnel without the primeõs prior written consent. 

4. Reporting periodically to the prime on progress in implementing the scope of work.  

5. Complying with the reporting process required by the prime.  

6. Budgeting and reporting on financial matters as per the primeõs requirements. 

7. Maintaining financial records, supporting documents, statistical records, and all other 
records pertinent to the subaward in accordance with Generally Accepted Accounting 
Principles (GAAP) formally prescribed by the United States (being the cooperating country 
under the Co-Operative Agreement) to sufficiently substantiate charges to the subaward. 

8. Disclosing all violations of Federal criminal law involving fraud, bribery, or gratuity 
violations potentially affecting the Federal award to the USAID Office of the Inspector 
General (in Washington DC) and the prime, in a timely manner.  

ADDITIONAL REFERENCE MATERIAL ON PLANNING 
SUBAWARDS  

This section includes USG terminologies for Trainers to quote or share.  

PLANNING  

Deciding:  

The prime should consider several factors before deciding whether to work with subawards:  

1. Budget: The prime should determine if their award has a sufficient budget allocation for 
subawards.    

2. Geographical scope: The prime should determine if a subaward can best serve a given 
geographical area. 

3. Thematic area: The prime should determine if subawards have prior experience with thematic 
areas of the program. 

4. Capacity: The prime should assess the capacity of an organization by conducting a Pre-Award 
Survey.  

Time Management:  

Subawards require adequate time for the entire subaward process, from need identification (nature of 
project/activity) and partner identification mechanisms to pre-award and post-award phases. The prime 
should adequately plan for the time and resources required at every step, including personnel and 
staff.  Time management should include enough time to:  

1. Determine projects/activities that will require a subaward.  

2. Identify staff and their responsibilities to develop/manage the subaward.  
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3. Identify subrecipients.  

4. Assess pre-awards.  

5. Incorporate subaward activities into overall project implementation.  

6. Conduct subaward evaluation.  

7. Support closeout activities.  

Cost management:  

The prime should determine and allocate all resources required to effectively and efficiently support 
subaward management, and ensure that the management process is cost-effective, overall. This includes:  

1. Allocating sufficient funds for subaward activities.  

2. Assigning staff with the appropriate knowledge, skills, and experience for pertinent 
functions; and allocating clear roles, responsibilities, and associated reporting lines. 

3. Ensuring that the budget allocates enough funds to procure necessary equipment.  

DEVELOPING A REQUEST FOR PROPOSALS  

 An RFP is advertised to solicit potential offerors. The competitive nature of the selection process, which 
involves the review of detailed proposal submissions, ensures that successful applicants match the needs 
sourced by the RFP. A high-quality RFP should be prepared by a team whose skills match the requirements 
of the RFP. The RFP is the face of the issuing organization for potential collaborators, so it is important 
to compile it impeccably. A good RFP leads to good proposals, and good proposals lead to better working 
relationships, which lead to better projects and outcomes. 

Standard operating procedure (SOP) for RFPs:  

1. Determine the scope of work.  

2. Determine the timeline and budget available.  

3. Reach out to offerors to propose a solution (and themselves) as the best fit.  

4. Provide an opportunity for a question-and-answer (Q&A) period; the more details you can include up 
front, the less back and forth there will be with offerors later.  

5. Develop the RFP document. 

The following sections are recommended as part of a clear RFP:  

1. RFP Instructions: The prime must clearly state all documents and information required to support 
the RFP. Documents that are mandatory when responding to a call for applications include the 
proposal and budget, which must be prepared according to templates with clear instructions on the 
required information, which the prime provides. The proposal and budget are key documents that the 
prime uses to approve activities. In some circumstances, a prime can specify the number of pages 
required for an entire proposalñeven for each specific sub-section within the proposalñas well as the 
font, spacing to be used, the documents required to accompany the application, how this information 
should be submitted, and by when. It is the responsibility of prospective applicants to strictly follow 
the instructions provided.  

The prime must provide eligibility criteria clearly stating what type of organizations are required to 
apply, their targeted geographical reach, and other eligibility restrictions. All this information must be 
contained in the RFP. The prime must also include a pre-and post-award conflict-of-interest disclosure 
clause, whereby applicants are encouraged to report any possible conflict of interest that they are aware 
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of which may give the applicant an unfair advantage when competing for the award. The prime must 
propose ways to deal with such disclosures without disqualifying the applicant. 

2. Brief Overview of the Project: 

 Introduce your organization (the organization issuing the RFA/RFP), and the purpose of the RFP.  
Provide background on the current condition of the use you want to address.   State what you want the 
service provider to do and why. 

3. Your Organizationõs Background:  

Describe your organization, what it does, and how it does what it does. Additionally, outline the 
organizationõs values because it makes you more likely to find an organization that is good value fit 
both for your goals and processes. What makes it unique? Why does the organizationõs work matter?  

4. Project Goals and Target Audience:  

Explain what you hope the offeror will accomplish and whom you want them to serve. Figure out 
project details like a timeline of exactly what needs to get done. This helps bidders accurately calculate 
their budgets and allocate their internal resources. 

5. Scope of Work and Deliverables: Here, provide more detail about the project. To the extent you can, 
describe all the services you want and the deliverables you expect. Figure out the details of the project. 
This helps bidders calculate their budgets accurately and determine how to allocate their internal 
resources. 

6. Budget: The prime must provide the ceiling budget amount for the planned project and state if 
matching funds are required, and if so, how much. Budget information is important for vendors to be 
able to compete on the same figures and avoid wasting time preparing a proposal far above available 
resources, which makes evaluation impossible. Clear budgets also enable vendors to concentrate on 
areas of highest priority. The prime must provide a budget template to be used for the RFP and 
should include the following budget line items:   

i. Personnel costs (including salaries and fringe benefits). 

ii.  Consultants and other Short-term Technical Assistance (STTA). 

iii.  Travel and transport (international and local travel). 

iv. Equipment.  

v. Supplies and consumables.  

vi. Activitiesñdetailed activities as per work plan. 

vii. Indirect cost, including operation/overhead costs, as well as general and administrative 
costs like communication, rent, etc. (these budget items must be specific). 

viii.  Cost share/matching cost. 

ix. NICRA or a de minimis rate of 10% of modified total direct costs (MTDC). This can be 
used if one has an already approved NICRA and is not charging indirectly.  

x. Budget notes. 

7. When compiling a budget, refer to 2CFR 200.413 and 2CFR 200.414 for guidance on direct and 
indirect costs. The budget can be presented in three basic ways: summary budget (budget by major line 
items), detailed budget (detailed budget with sub-categories) and budget notes. 

8. Evaluation: The prime must clearly state the evaluation process and the criteria that stipulate how the 
application will be evaluated and scored. The prime must also specify the criteria it will use to make an 
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award decision in each solicitation, which should include technical and cost/price factors, as well as the 
relative importance of these factors. Evaluation criteria should include elements like past performance 
(not necessarily previous USG-funding experience), technical approach to implement the project, the 
personnel, and organizational capacity, etc.  

9. Supporting Documentation: 

i. Copy of certificate of registration, charter, and by-laws. 

ii. Proof of bank accounts maintained. 

iii. Copy of the audited annual financial statements for the last two years. 

iv. Organizational chart, with positions and names of key employees. 

v. CVs of key employees. 

vi. Annual progress performance reports from other donors. 

10. Publishing your RFP:  

Competitive selection entails publishing the RFP in a public domain, such as advertisements on websites 
or widely read newspapers, with clear instructions on how to respond to the RFP, where to get details on 
the application templates, the submission date, how to submit, and to whom to submit (e.g., email to 
submit). Any call for application is open for a fixed amount of time, though an extension is sometimes 
granted.  

11. Point of Contact:  

Specify a person with an email address for queries.  This person will circulate questions to the finance or 
technical team without revealing the identity of the requesting individual. Compile all the questions and 
answers and release the information to all interested parties. 

12: RFP clarifications:  

During publication of the RFP, the prime should specify how questions arising from the RFP will be 
responded to. Ideally, the prime provides an email address to channel all questions on the RFP. The 
duration for questions and answers must be fixed and ideally before the closing date of submitting the 
application. The prime must provide written answers to all questions, including clarifications requested by 
applicants regarding the RFP. All questions and answers must be in a public domain that all prospective 
applicants can access. The prime should never provide answers solely to one individual applicant.  

DEVELOPING A PROPOSAL: 

All prospective applicants should follow the RFP instructions in developing their proposal. Prospective 
applicants should ensure that they develop a quality proposal, following the template provided and 
sections/sub-headings as provided in the RFP call. 

Good proposals contain:  

1. Cover page, including project or activity title, name of the applicant (sub-awardee), institution or 
organization, name of the implementing agency, postal address, telephone number(s), contact person 
and their designation, proposed duration of the project (start date and close date), and cost of the 
project.  

2. Executive summary. 

3. Introduction and background information. 

4. Clear problem statement. 
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5. Goals and objectives. 

6. Project Description: activities planned to address the problem and achieve the objectives.  

7. Methodology: how the activities will be executed (be innovative and show how you can accomplish 
them differently). 

8. Monitoring and evaluation plan and indicator table (Project Management Plan-PMP) 

9. Project implementation work plan, with timelines. 

10. Cross-cutting issues (e.g., gender mainstreaming clause). 

11. Environmental clause. 

12. Sustainability plan. 

13. Key project staff and their associated CVs, including job descriptions.  

14. Detailed summary of project budget, and budget notes, using a provided budget template. 
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Subrecipient vs. Contractor Response Form 

 
Project Number:  Project Name:                       

 
Circle a yes or no answer and provide an explanation for the answer.  Also include references to the contract or other documentation used to arrive at the answers.   Use the last 

column to identify any other factors not specifically addressed that should be considered material to the decision. 
Contractor Subrecipient Use of Judgment in 

Making Decisions 

1)  Provides the goods and services within normal 

business operations. 
 

YES NO 
 

Reference: 

1)  Determines who is eligible to receive what financial 

assistance. 
 

YES NO 
 

Reference: 

1) 
 
 
 
 
 

Reference: 

2)  Provides similar goods or services to many different 

purchasers. 
 

YES NO 
 
Reference: 

2)  Has its performance been measured against whether the 
objectives of the program are met? 

 
YES NO 
 
Reference: 

2) 
 
 
 

Reference: 

3)  Operates in a competitive environment. 
 

YES NO 
 

Reference: 

3)  Has responsibility for programmatic decision-making. 

 
YES NO 

 
Reference: 

3) 
 

 
Reference: 

4)  Provides goods and services that are ancillary to the 

operation of the program. 

 

YES NO 
Reference: 

4)  Has responsibility for adherence to applicable program 

compliance requirements. 

 
YES NO 
Reference: 

4) 
 

 
Reference: 
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5)  Is not subject to compliance requirements of the 

program. 
 
 

YES NO 
 

Reference: 

5)  Uses the funds to carry out a program of the organization as 

compared to providing goods or services for a program of the 

pass-through entity. 
 

YES NO 
 

Reference: 

5) 
 
 
 
 
 
 

Reference: 
 
 
Source: Adapted from Texas Workforce Solutions'  Financial Manual for Grants and Contracts. June 2008. 
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MODULE 5: EVALUATING AND SELECTING APPLICANTS  

 

Talking Point: Introduce learning objectives. 

 

Talking Points:  

 Selection of subawards is crucial and calls for thorough scrutiny to minimize risks. It is necessary 
for the prime to use an established selection process and evaluation criteria and properly document 
all its selection decisions. There are several steps to ensure a systematic review of all the proposals. 
This slide includes the first four.   

1. List all offerors that have submitted a response to the RFP/RFA. 

2. Review each proposal for compliance with the application instructions (are all sections 
completed and requested documents attached and are all required certifications signed?).  
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3. Have members of the review committee sign conflict of interest and non-disclosure 
agreements.  

4. Conduct the review process with a team that has relevant skill sets based on the targeted 
thematic area and no conflict of interest of any kind.  

  

Talking Point:  

 Convene a meeting for all reviewers to discuss each proposal and their scores.  

 Rate the proposals as per the grading criteria (see the end of this session for more information 
and examples), and finalize and aggregate scores to determine the best offerors. Once a decision 
is made, all applicants must be given feedback on the outcome of the evaluation. 

  

Talking Points:  
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 Primes are responsible for ensuring that subs meet the requirements and can obtain certifications. 
Since subs are preparing to become primes, it is important for the prime to demonstrate the 
procedure and schedules when the annual certifications are due. 

Prior to issuing any grant, awardees must sign the following certifications: 

1. A signed copy of Certifications and Assurances, which includes Assurance of Compliance 
with Laws and Regulations Governing Nondiscrimination in Federally Assisted Programs. 
(This assurance applies to non-U.S. organizations if any part of the program will be 
undertaken in the U.S.) 

2. Restrictions on Lobbying (22 CFR 227). 

3. Prohibition on Assistance to Drug Traffickers (ADS 206.3.10). 

4. Certification Regarding Terrorist Funding (AAPD 04-14). 

5. Certification Regarding Trafficking in Persons. 

6. Certification of Recipient:  
https://www.usaid.gov/sites/default/files/documents/1868/303mav.pdf 

7. A Unique Entity ID: https://sam.gov/content/duns-uei  

Talking Points: 

 At the end of the evaluation process to select the best applicant, the evaluation lead should finalize 
the report, which should contain a comprehensive detailed description of the entire evaluation 
process and the decisions made. This includes the tools/templates used for grading (ranking, rating 
applicants).  When awarding a fixed amount award (FAA), the following procedures should be 
used:  

1. ADS 303.3.25 

2. ADS 303saj 

3. ADS303mak 

Discussion: Why is completing the evaluation report so important? 

 

https://www.usaid.gov/sites/default/files/documents/1868/303mav.pdf
https://sam.gov/content/duns-uei
https://www.usaid.gov/ads/policy/300/303saj
https://www.usaid.gov/ads/policy/300/303mak
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Talking Points:  

 Once the award process is completed and the subaward approved, the prime must keep critical 
award documents and those the prime needs to share with the subawards to guide them in 
implementing the project. It is important to keep all the information in case an applicant protests 
the process.  In this case, you will need to demonstrate that you have followed your 
organizationõs process for fair and transparent selection.  

 The prime must keep all documents used in the process (from preparation of the RFA to 
awarding), including:  

1. Call for proposal for RFA, RFP, or Notice of Funding Opportunity (NOFO). 

2. Documentation/evidence of competition (e.g., copy of newspaper 
advertisement, website where the advertisement was placed).  

3. All applications received. 

4. The evaluation report with award recommendations, and offerors' feedback on 
the application. 

5. Subaward notification.  

6. Signed standard checklist, such as Fixed Amount Award Entity Eligibility 
Checklist, SAM checks, copies of Certifications and Assurances (Prohibition on 
Assistance to Drug Traffickers (ADS 206); and, Certification Regarding 
Terrorist Funding (AAPD 04-14), Certification Regarding Trafficking in 
Persons, Certification of Recipient). 

 

Talking Points: 

 Once the subrecipientõs contract is signed by both parties, the prime must provide a copy of 
essential documents to the subrecipient to guide them in project implementation. These 
documents include: 

1. Prime award approval (approved) notification, with a clear start date for the project and 
the award amount. 
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2. Subaward-approved agreement with clear terms and conditions of the award, proposal, and 
project description complete with reporting requirements, types of reports (financial and 
programmatic), frequency of reporting, reporting period and due dates, and reporting 
contents; also, special award conditions if applicable. 

3. Final approved technical proposal with project description or scope of work and detailed 
budget. 

4. Donor operating the guiding document, such as relevant applicable ADS, 2CFR 200.  

 The prime must ensure that the subrecipient fully understands the content of these documents 
and may convene a project start-up meeting with the subrecipient to discuss and explain the 
start-up and implementation requirements. 

ADDITIONAL REFERENCE MATERIAL ON EVALUATING AND 
SELECTING APPLICANTS  

This section includes USG terminologies for Trainers to quote or share. 

Subaward selection is crucial and calls for thorough scrutiny to minimize risks associated with implementing 
partners (LIPs). Primes need to use established selection processes and evaluation criteria and properly 
document all decisions.  

The review must be conducted by a team with relevant skill sets based on the targeted thematic area, with 
no conflict of interest of any nature. Several steps are needed to ensure a systematic review of all the 
proposals:  

1. List all the offerors. 

2. Review each proposal for compliance with the application instructions; are all sections 
completed, requested documents (e.g., budget) attached, and are all required certifications signed 
as necessary? 

3. Have members of the review committee sign conflict of interest and non-disclosure agreements. 

4. Distribute proposals and rating documents based on selection criteria in the RFP, with a 
response (which should include scores) deadline.   

5. Convene a meeting for all reviewers to discuss each proposal and their scores. 

6. Finalize and aggregate scores to determine the best offerors. 

Examples of evaluation criteria and the weights for each criterion:   

 

Evaluation Criteria:  

Weight  

(For illustrative purposes only.)  

Technical suitability and innovation, including clear 
objectives and goals (in line with the project)*  

       45  

Organizational capability and historic performance.          15  

Project management ability.          10  

Cost-effectiveness of budget.          17  

Project viability/sustainability.          13  

Total weight        100  
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A prime will need to use its established selection process and properly document selection decisions. The 
process of selecting subawards will determine the kind of justification required to secure USAID approval.  

The Final Evaluation Report: At the end of the evaluation process, the evaluation lead needs to finalize 
the final evaluation report, which should contain a comprehensive detailed description of the whole 
evaluation process and decisions made. 

Required Certifications 

Before issuing any grant, awardees must sign the following certifications: 

1. A signed copy of Certifications and Assurances, which includes Assurance of Compliance with 
Laws and Regulations Governing Nondiscrimination in Federally Assisted Programs (This 
assurance applies to Non-U.S. organizations if any part of the program will be undertaken in the 
U.S.). 

2. Restrictions on Lobbying (22 CFR 227). 

3. Prohibition on Assistance to Drug Traffickers (ADS 206.3.10). 

4. Certification Regarding Terrorist Funding (AAPD 04-14). 

5. Certification Regarding Trafficking in Persons. 

6. Certification of Recipient; 
https://www.usaid.gov/sites/default/files/documents/1868/303mav.pdf 

7. A Unique Entity Identifier (UEI) is a number that identifies an entityõs registration in SAM.gov. 
This identifier is used for federal award management and reporting purposes. See SAM.gov | 
Duns - Sam UEI for more information.  

Contents of the Subaward File  

Once the award process is completed and the subaward is approved, there are critical award documents 
that must be kept by the prime some of which the prime needs to share with the subawards to guide 
implementation of the project. All documents used in the process from the preparation of the application 
request, up to awarding, must be kept by the prime. These documents include: 

1. Call for proposal for RFA, RFP, or NOFO. 

2. Evidence documentation for the competition such as a copy of the newspaper advert, the 
website where the advertisement was placed, and any other relevant information. 

3. All applications received. 

4. Evaluation report with award recommendations. 

5. Offerors feedback regarding the application. 

6. Subaward notification.  

7. Signed standard checklists such as Fixed Amount Award Entity Eligibility Checklist, SAM 
checks, copies of Certifications and Assurances (Prohibition on Assistance to Drug Traffickers 
(ADS 206); and, Certification Regarding Terrorist Funding (AAPD 04-14), Certification 
Regarding Trafficking in Persons, Certification of Recipient). 

  

https://www.usaid.gov/sites/default/files/documents/1868/303mav.pdf
https://sam.gov/content/duns-uei
https://sam.gov/content/duns-uei
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MODULE 6: PRE-AWARD SURVEY 

 

 

Talking Points:  

 This module provides an overview of how a prime should support the subrecipient in conducting 
a pre-award assessment.  It is mandatory to conduct a pre-award survey and often a Prime will 
already have a pre-award survey.  It is important to cross-reference with the USAID Non-U.S. 
Organizational Pre-Award Survey (NUPAS) which has minimal standards. A best practice is to 
use the NUPAS Plus or NUPAS Plus 2.0 tool, which not only identifies organizational 
weaknesses but also the root cause for weaknesses such as a policy is not compliant, the board 
has not approved new policy, staff is not trained in the new policy, or internal systems have not 
been upgraded to match new policy. By the end of this session, participants will be able to:  

1. Explain how to perform a pre-award survey. 

2. Be aware of the NUPAS Plus and NUPAS Plus 2.0 assessment tools. 
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3. Understand the pre-award assurances to be considered/obtained by the prime when 
making an award under USAID-funded projects.  

 

Talking Points:   

 Explain and describe the primeõs key responsibilities in selecting and managing subs:  

1. Conducting risk assessments on prospective subrecipients. 

2. Selecting subrecipients. 

3. Pre-award assessments. 

4. Consideration of imposing special award conditions. 

5. Seeking USAID approval on selected subrecipients. 

6. Preparing a complete agreement. 

7.  Including all applicable MSP/RAA provision flow-downs in the agreement. 

8.    Monitoring the activities of the subrecipient. 

9.    Providing technical assistance/support to the subrecipient. 

10.  Ensuring that the subrecipient is subject to assurance reviews. 
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Ask participants:  

1. Have they ever conducted a pre-award survey? 

2. What assessment tool did they use?  

3. What was their experience in conducting a pre-award survey? 

 

Talking Points:   

 The main purpose of a pre-award assessment is to gauge the capacity and preparedness to 
implement funding, which allows for capacity building. A NUPAS can be administered by the 
prime or self-administered by a sub-recipient. However, assessments administered by 
subrecipients tend to be biased. To be more objective, it is highly recommended that the 
assessment be conducted by a third party that has no direct relationship to the subrecipient. The 
prime must ensure that subrecipients are familiar with and understand the NUPAS tool before 
the assessment is conducted. If primes have their own organizational capacity assessment tools, 
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which they administer to gauge the capacity and risk of their sub-recipients, they should ensure 
that there is no major difference in the content and detail of information that must be collected 
during the assessment. 

 

Talking Point:  

 Read out the six domains. 

 

Talking Point:   

 ASAP II developed the NUPAS Plus, which includes the six domains from the NUPAS and adds 
15 domains to understand the root cause of organizational weaknesses in policies, procedures, 
systems, and templates. The assessment starts with a Kickoff meeting and the signing of a 
Memorandum of Understanding.  Over 100  documents are shared and reviewed, after which 
assessors interview leadership and staff, conduct sample tests of financial transactions, and rate 
over 300 questions. The length of time to complete a NUPAS Plus or NUPAS Plus 2.0 is 
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determined by how long it takes to get the organizational documents. A delay in receiving them 
delays completing the assessment. If all documents are received as agreed, the process takes up to 
four weeks.  

 

Talking Point:   

 The NUPAS Plus uses the same rating criteria as the NUPAS.   

 

Talking Point:   

 This is a sample of one of the domains. There are specified criteria for each question with a 
rating scale of 1 to 4. 
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Talking Point: 

 Above is a summary of scores for an NGO.   

 

Talking Point:  

 Risk is common in any organization, and it is not possible to eliminate all risks. However, the 
prime must take precautions and conduct a pre-award assessment to decide if the amount of risk 
is acceptable. The prime is accountable and responsible for any poor or non-performance of the 
sub-awardñfinancial, technical, programmatic, or otherwiseñat any given time. The prime 
should also ensure that there is a continuous process to manage risk at the subrecipient, which 
allows risks to be detected on time, assessed/reassessed, and properly managed. 

The concept of risk has various interpretations:  
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 USAID definition of risk is òthe effect of uncertainty on objectivesó which are considered 
negative. 

 OMB Circular A-123 defines risk as the òeffect of uncertainty on [an Agencyõs] objectives.ó Risk 
management is òan internal management process for identifying, analyzing and managing risks 
relevant to achieving the objectives of reliable financial reporting, safeguarding of assets and 
compliance with relevant laws and regulations.ó 

 GAO-17-63 defines risk as the possibility that an event will occur and adversely affect the 
achievement of objectives. 

 

Talking Points:  

 The following steps of the ERM process are outlined in the GAO Enterprise Risk Management 
Document (primes may encourage subrecipients to implement these steps for effective risk 
management): 

1. Assess risks: Examine risks, considering both the likelihood of the risk and the impact of 
the risk on the mission, to help prioritize risk response. A matrix may be used to assess 
identified risks.  

2. Select risk response: Select a response to treat the risk (based on risk appetite), 
including acceptance, avoidance, reduction, or sharing. 

3. Monitor Risks: Continuously monitor how risks are changing and if responses are 
successful. 
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Talking Point:  

 Remind participants of the section on Pre-Award Surveys, which are used to determine if the 
level of risk is acceptable to the prime, and which type of award mechanism should be used. 

  

Talking Point:  

 Review the levels of risk. Risk assessment results of the pre-award survey may identify "findings" 
or "deficiencies" in the subrecipient's systems. Low scores in areas critical to comply with 
USAID requirements or considered a priority for the prime and/or program may prevent the 
organization from receiving an award.  

Discussion: Ask participants about their experience working in an environment with these risks. 
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Talking Points:  

 Precautions to minimize the risk of subgrantees include:  

-  Not to fund (award) the grant application. The sub-grant should not be made if the nature 
and extent of the risk are so serious that poor performance by the prime is probable.  

-  Award the grant application with special award conditions, such as a reimbursement 
method of funding instead of advancing. 

-  Set a minimum ceiling for funding. Subgrantees with high risk can start with limited 
funding and the amount increases as they become more efficient and less risky. 

-  Award the grant but recommend technical support based on areas of need (demand-driven 
support). The purpose of technical assistance is to increase the competence of the 
subrecipient organization so that it no longer needs to be treated as high-risk or medium. 

-  Award the grant but recommend frequent monthly financial and narrative reporting 
coupled with frequent routine monitoring (site visits). 

-  Ensure that the subrecipient has good internal control systems in place. 
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Talking Point:  

 The pre-award survey should result in/lead to the development of an action plan to improve 
performance in areas deemed priorities/high risk. Some findings may be simple to address but 
are more expensive and time-consuming to complete. This is an essential consideration during 
the negotiation phase. For example, if the prime requires a significant upgrade to the sub-
recipient's accounting system, the sub should consider the possibility of having the award cover 
its share of the upgrade cost. 

 

Talking Point:  

 It is important to close the loop and notify applicants whether or not they have been successful 
in their proposal.  
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ADDITIONAL REFERENCE MATERIAL ON PRE-AWARD SURVEY  

This section includes USG terminologies for Trainers to quote or share. 

To ensure compliance with the subrecipient responsibility above, the prime should conduct a Pre-Award 
Survey. USAID further provides guidelines on how to do a Pre-Award Survey in ADS 303sam. The primary 
objective of the Pre-Award Survey is to assist in making a responsibility determination through the 
assessment of a potential awardee's likelihood for compliance with the Standard Provisions for Non-U.S. 
Nongovernmental Recipients. The Pre-Award Survey precedes an award and is used in the selection 
process. 

This module provides an overview of how a prime should support the subrecipient in conducting a pre-
award assessment using various tools, such as the USAID Non-U.S. Organizational Pre-award Survey 
(NUPAS) and NUPAS Plus tool. The main purpose of a pre-award assessment is to gauge the capacity and 
preparedness to implement any funding that allows for capacity building. A NUPAS can be administered 
by the prime or can be self-administered by a sub-recipient; however, assessments administered by 
subrecipients tend to be biased. To be more objective, it is highly recommended that the assessment is 
conducted by a third party that has no direct relationship to the subrecipient. The prime must ensure that 
subrecipients are familiar with and understand the NUPAS tool before the assessment is conducted. When 
primes have their own organization capacity assessment tools to gauge the capacity and risk of their sub-
recipients, they should make sure there is no major difference in the content and details of the information 
to be collected during the assessment. 

NUPAS 

The prime should address the risk of the subrecipient through a Pre-Award Survey.  USAID uses a standard 
Non-US Pre-award Survey (NUPAS) which includes six domains and 28 questions, including:  

i. Legal 

ii. Financial Management and Internal Controls 

iii. Procurement 

iv. Human Resources 

v. Sustainability 

vi. Performance 

The objectives of the NUPAS are:  

i. To determine whether the organization has sufficient financial and managerial capacity to manage 
USAID funds per U.S. Government and USAID requirements. 

ii. To determine the most appropriate method of financing under the potential USAID award. 

iii. To determine the degree of support and oversight necessary to ensure proper accountability of 
funds provided to the organization. 

Results of the pre-award survey identify "findings" or "deficiencies" in the subrecipient's systems. Low 
scores in areas critical for compliance with USAID requirements or considered a priority for the prime 
and/or program, may prevent the organization from receiving an award. In such cases, the agreement will 
state, in the "Special Award Conditions" section, that the subrecipient must address these deficiencies 
within a certain time after the agreementõs start date. If the prime makes an award before the Pre-Award 
Survey findings are resolved, the prime must insert SAC in the resulting instrument, which requires the 
recipient to correct the reported deficiencies. 

  

https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf
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DESK REVIEW 

Depending on the criteria to be reviewed in the Pre-Award Survey, the following items must be collected 
from the organization to the extent possible, for a desk review:  

i. Articles of incorporation or charter  

ii. Record of legal registration, other material licenses/permits  

iii. By-laws  

iv. Mission statement  

v. Organizational chart with supporting documentation for the delegation of authority  

vi. Names of depository commercial banks  

vii. Chart of Accounts and corresponding General Ledger  

viii. One or more annual financial statements (income and expenditure report and balance sheet)  

ix. Audit report  

x. Written policies or manuals: Procurement, Financial management (accounting and internal 
controls), Personnel (timekeeping/activity reports or other personnel time tracking systems), 
Travel policies and procedures, Fraud management, Property management, and list of funding 
sources (current year). 

The survey tool helps the Pre-Award Survey team assess the strengths and weaknesses of a potential 
subrecipient. Depending on the nature of the award, the reviewing team will pre-determine specific areas 
for consideration in the following categories:  

BRIDGING CAPACITY NEEDS  

The pre-award survey should result in/lead to the development of an action plan to improve performance 
in areas deemed priorities/high risk. Some findings may be simple to address but are more expensive and 
time-consuming to complete. This is an essential consideration during the negotiation phase. For example, 
if the prime requires a significant upgrade to the sub-recipient's accounting system, the sub should consider 
the possibility of having the award cover its share of the upgrade cost. 

Mechanisms that the prime can instigate to assist the subrecipient include:  

 Resource Hubs ð to provide tools, resources on best practices, and access to experts. Such hubs offer 
a subrecipient an easily accessed online portal (or in-person platform) that can serve as a repository of 
information, a platform for collaboration, a central resource-management tool, and a place to house 
and disseminate best practices. This may include the prime sharing its policies with the subrecipient 
guidance. 

 Training Workshops ð which gather a selected group of participants at a single event to learn or 
improve skills and knowledge in a specific discipline. The training should be aimed at addressing 
issues of concern like the pre-award survey report. If a prime is to have multiple subrecipients under 
its award, it should consider having a consolidated training event where consistent messaging on 
templates, reporting dates, and supporting documentation, etc., can be shared will all subrecipients. 

 Substantial involvement ð in program implementation with the subrecipient, which may include field 
supervision of program activities performed by the subrecipient.  

 Training and technical assistance/support ð to the sub on program-related matters. 

We obtained USAID guidance from: Non-U.S. Organization Pre-Award Survey Guidelines and Support 
Additional Help for ADS Chapter 303. 

https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf
https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf
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See Appendices 

Non-U.S. Organization Pre-award Survey (NUPAS) (Word Version)  

NUPAS Final Report (suggested format)  

NUPAS Questions for Consideration  

SF 424B Assurance of Compliance 

Non-U.S. Organization Pre-Award Survey Guidelines and Support Additional Help for ADS Chapter 303 

 

 

  

https://www.google.com/search?q=Non-U.S.+Organization+Pre-award+Survey+%28NUPAS%29+%28Word+Version%29&sxsrf=ALeKk02qbjfccuhFitNfHKkddm0ZDq4m2Q%3A1623072653177&ei=jR--YOWqCsXJkwXa4InABw&oq=Non-U.S.+Organization+Pre-award+Survey+%28NUPAS%29+%28Word+Version%29&gs_lcp=Cgdnd3Mtd2l6EAMyBwgjEK4CECdQ8M47WPDOO2CU1ztoAHAAeACAAY8CiAGNBJIBAzItMpgBAKABAqABAaoBB2d3cy13aXrAAQE&sclient=gws-wiz&ved=0ahUKEwilpb_n0IXxAhXF5KQKHVpwAngQ4dUDCA4&uact=5
https://www.google.com/search?q=NUPAS+Final+Report+%28suggested+format%29&sxsrf=ALeKk018GPcwgcIJcTvL-78wyO4G3BGP9g%3A1623073697687&ei=oSO-YLafKaHhkgWH9LegCg&oq=NUPAS+Final+Report+%28suggested+format%29&gs_lcp=Cgdnd3Mtd2l6EAMyBwgjEK4CECdQkroCWN7GAmCwyAJoAHACeACAAZ8CiAH-A5IBAzItMpgBAKABAqABAaoBB2d3cy13aXrAAQE&sclient=gws-wiz&ved=0ahUKEwj288bZ1IXxAhWhsKQKHQf6DaQQ4dUDCA4&uact=5
https://www.google.com/search?q=NUPAS+Questions+for+Consideration&sxsrf=ALeKk01mubxNWerNnxzgB3a11kV_n-twjA%3A1623073759614&ei=3yO-YJmEJbLgkgWh-JzACg&oq=NUPAS+Questions+for+Consideration&gs_lcp=Cgdnd3Mtd2l6EAMyBQghEKABUPbtBFjI9wRgofwEaABwAHgAgAG2AogBhAaSAQUyLTIuMZgBAKABAqABAaoBB2d3cy13aXrAAQE&sclient=gws-wiz&ved=0ahUKEwjZ74r31IXxAhUysKQKHSE8B6gQ4dUDCA4&uact=5
http://apply07.grants.gov/apply/forms/sample/SF424B-V1.1.pdf
https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf
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MODULE 7: ISSUING THE SUBAWARD  

 

 

Talking Point:  

 The prime has a responsibility to report on specific programs and provide financial information 
to the AO under USAID-funded projects/programs. This section is aimed at assisting the Prime 
Recipient to understand the information to be reported to the AO, the structure of the 
information, and how the subrecipient contributes to the reporting. 
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Talking Point:  

 In making an award, a prime may require any of the following additional conditions: 

Special Award Conditions (SAC) must describe the milestone(s) or task(s) that the recipient must 
complete to meet requirements. As a best practice, a SAC: 

-  Must be one or more concise, clear, and explicit provision(s) in the award. 

-  Must be included in the schedule for the award. 

-  Must be organized based on the format of the Pre-Award Survey criteria. 

-  May be of limited duration or cover the entire period of the award. 

Talking Point:  
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 When the prime determines that more oversight is necessary, it may:  

-  Contract with a third party to provide technical assistance to the subrecipient. 

-  Require the subrecipient to contract for technical assistance; or 

-  Have the primeõs staff provide the recipient with technical assistance.  

-  Not provide the recipient with additional funding if the SAC has not been satisfied; only 
the prime may make exceptions.  

 

Talking Point:  

 Prime must include all the Mandatory Standard Provisions and the Required as Applicable 
Provisions as included in the Primeõs Agreement Award.  This practice is called òFlow-Downsó.  
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Talking Points: 

 It is essential to be familiar with the kinds of modifications permitted, the processes associated 
with these, and extensions to award terms that may be granted. 

Modifications: 

Modifications fall into one of two broad categories: unfunded and funded. Within those categories are 
modifications that must be countersigned by the grantee (bilateral, i.e., specific agreement from the 
subrecipient) and those that do not require a countersignature (unilateral, i.e., imposed, usually due to a 
new Standard Provision, or specifically required condition by the prime due to changes in the operating 
environment). 

 Scope modifications: 

These changes relate to the extent of activities to be performed under a program. 
For example, in the case of COVID, the prime (perhaps after receiving an 
instruction from USAID) might embark on additional activities that were not part of 
the original scope).  

 Budget modifications: 

Normally this type of modification follows changes to the scope (refer to section 17 
(b)). 

These modifications can either be funded (i.e., the prime provides additional funding, normally due to a 
change/increase in the primeõs activities, and for which they receive additional funding from the donor); 
or unfunded (e.g., when the subrecipient failed to properly plan for budgeted activities, or when the prime 
simply doesnõt have additional funding available to sponsor additional activities at the subrecipient level). 

Administrative modifications are issued if there is a change to the standard provisions, a prime award 
term or condition, an executive order, or other such change in regulation, article, term, or condition. 

Extensions: 

Extensions normally relate to delays in achieving program results due to Acts of God (e.g., natural 
disasters, etc.) or to achieving program deliverables, which may be a central factor in the primeõs reporting 
obligations to the donor. 

Prior Approval: 

The award may indicate that prior approval is needed to move funds exceeding 10% of the total budget 
between budget categories. If the award does not say this, prior approval is only needed for changes 
when/to:  

 Scope or objectives 

 Key personnel (if included in the proposal stage) 

 Participant support funds moved to other categories 

 Subawards (including fixed amount award) and contracts (including adding, 
changing, or dropping a partner, subawards, or sub-contractor). 

 Approved cost share 

 More USG funds needed  

 Transfer of funds between direct and indirect cost lines 
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 Transfer of funds allotted for construction activities to other cost categories, or vice 
versa. 

Discussion: Ask participants to review the list of reasons when prior approvals are needed and 
ask if they note any surprises as to when modifications are needed.  

 

Talking Point:  

 In the Primeõs proposal, you can add a section on Subawards which identifies partners, scope of 
work, and budget.  

 A subaward must be approved by USAID before it is fully executed.  

 

Talking Point:  
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 When the subaward is fully executed,  the Primes have a òKick Offó meeting with the sub-
partner.  It is important to be respectful and polite as this meeting sets the tone for the 
relationship during implementation.  The Prime should bring operational and technical staff and 
review the different sections of the award together.  It is also critical to review the compliance 
requirements in the Primeõs award.   

 

Talking Point:  

 For the sub partner to understand how they fit into the overall project, it is important to share 
the proposal or annual work plan.  It is also critical to review the compliance requirements in the 
Primeõs award.   

 

Talking Point:  

 Emphasize that the subrecipient must prepare annual work plans that are aligned to the activities 
in the subaward. The prime must approve such work plans.  










































































































































