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GLOSSARY & ACRONYMS
10%De Minimis

The 10 percent de minimis rate includes costs incurred for a common purpose thahare too
consuming/costly to allocate to a specific cost objegtiverganization 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 edveah sub

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 réed 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 USAI D uses to make awards, grant s, P
humanitarian projects and activitiSAID 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 implpanerging

Acquisition

USAID obtains goods and services through various types of contracts, purchase ordeasyauritxed

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 respmasRequest for Quotations (RFQ) that states the
Agencyds requirements and how USAI D will evaluat
Advances

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

AIDAR

USAID Acquisition Regulations to prudently administer USG public funds. It makes reasonable
assessments of contractor capability and resporfeibdigts®

Allocable Cost

A cost is allocable if the goods or services involved can be charged to the award based en 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

12 CFR 200.414(f)
2 ADS Chapter 636
3 AIDAR: SubChapter, General Part 701
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support costs, and activity cdsts.
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 dperations.

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 prodeseription 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 OfficefAO), the USAID official with thauthority to enter, administer, terminate, and/or

close out assistance agreements, make determinations and findings on the agency's behalf, and approve al
the subaward.

AOR

Agreement Offi cer 0¢AOR)BhUSAID afficial REpnsidesoe manitoring v e

the granteebs progress toward achi eatécimigalt he assi
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)

Cadification 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.@vernment/norfederal. It can be either cash ekiimd contributions.

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

Cooperative Agreements

4CFR 200 Subpart E
5 https://www.usaid.gov/aboutis/agencypolicy
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A legal instrument that facilitates the transfer of something of value from the USG to recipients,
including norgovernmental organizations and host country governments. The agaenoetst an
or gani z aand includes sulpstartiaj invalvement of USAID.

Contracts

A legal instrument that alloWSAID 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 paftpym 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 Regulatiorhe primary USG regulations for contracts (not cooperative
agreements). The purposeipublish uniform policies and procedures for federal agencies to follow
when going through the procurement process. These rules prowitsistent purchasing procedure so
that government contracts are implemented in a transparent, fair, and imparti&l manner.

Flow Downs

A USAID award will have standard legal provisions, terms, and conditions that are required to be
incorporated into subaward&’hen a prime contractor binds the subcontractor to all the terms and
conditions of the pr itodbea ckaoddotinmlaapangement. Whemn anly madsl | e d &
of the prime contractds terms and conditions ar e
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/pait0federalacquisitiorrequlatiorsystem
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Reimbursement is made upon the physical completion of an activigGtavisypor a quantifiable
element within an activity.

This type of Federal award reduces the administrative burden ankieeggiogirequirements for both
the nonFederal entity and the Federal awarding agency-thrpagh entity. Accountability is based
primarily on performance and results.

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 Raaish contributions (i.e., property or services) that benefit a federally
assisted project or program; and are contributed Hyedlenal third parties, without charge, to a non
Federal entity under a federal award.

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 owtv@asdbThis 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 cognizantlaodit@nting the government's
acceptance of the company's estimated indirect rates for the next five fistaleyN&#CRA

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 néederal entity may incur new obligations to carry out the work
authorized under the Federal award within an established start and'end date.

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

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

Notice of Funding Opportunity (NOFO)

Notice of Funding Opportunity (NOFO) is a docuntBatannounces the availability of funding for a
specific project or prograend containa description dhe projecteligibility criteriagpplication
process, andeadline for submission.

Obligated Amount or Obligation

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

7 ADS Chapters 317, 630
8 CFR 200.45

9 CFR 200.96

102 CFR 200:77
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Period of Performance
The USAID award will have an identified start and entl date.
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 at?activity

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 submissionaimeefAn RFA is used in assistance programs and
results in grants or cooperative agreements.

Request for Proposal (RFP)

An invitation by the funding ageffioy 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 prograsuit@imdaeontract.
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 econorogritracting and avoid unnecessary administrative
burdengs

Standard Grant

USAID uses a fully cestimbursable grant agreement when grantees have adequate financial,
administrative, and management capability to appropriately marajmloostable grant funds. This

grant format is more complicated than others, as the fuflevofithe Standard Provisions is attached to
the grant document. Not limited by value or type of cost.

Standard Provisions

USAID has standard provisions for 108 NGOs. There are 29 Mandatory Standard Provisions and 31
Required as Applicable provisions. View the fulesePlease note that, from time to time, the
provisions are changed/updated.

Subaward

112 CFR 200:77
12 ADS 303, 304, 305, 591)
13 https://www.acquisition.gov/far/parl 3#FAR_13 001
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USAID prime partners can providesutvar ds t o ot her organi zations
award. A sulaward may be provided through any form of éggakment, including an agreement that
the pasghrough entity considers a conttact.

Subrecipient

A subrecipient is a nellS Federal entity that receives aaswdrd with pagfrough funding to carry
out part of the primeds 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 tersrsvailable herettps://www.usaid.gov/abouiis/agency
policy/glossaradsterms

142 CRF 200.92
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PROJECT BACKGROUND

Accelerating Support to Advantedal Partners Il (ASAP 1l) is a contract (7200AA22C00041) funded

by the United States Agency for International De
that local partners have the capabilities and resources to act as prime partney Rz RFZYR

programming. ASAP Il 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 Il 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 fewvare 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 prowidtie¢irges on how primes can build
capacity at LPs; and is guided by US Government (USG) rules, regulations, and requirékbéhts (e.g.,
302, 303, 312, 2CFR 200

Subawards are an integral part of implementing and managifuntkiZorojects. 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 greaenois 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 USAI DO s
the capcity of both primes armstibrecipiens, this manual provides guidelines for primes to monitor,

oversee, and strengthen subawards.

Intended Audience

ASAP Il developed this manual based on its experience with organizational development for USAID
local prime$o usein managing awards according to USG Rules and Regulations and developing or
improving a Subaward Management Program.

Structure and Content

The training is divided int@ inodules, which can be covered in two or three days, and includes 1) a
PowerPoint presentation with technical information and questions for discu$amiitatdy notes; 3)
templates for subawards; 4) glossagcronyms 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 oversewad®)lio ensure

efficient, effective, and systematic donor compliance and successful completion of project objectives to
guarantee the delivery of quality services to project beneficiaries.

ASAP Il Subawartlanagement Training Manual 10



MODULE 1: TRAINING OPENING/INTRODUCTION

Thissession develops the tone of the training

Pre-Event Preparation

Arrive early to prepare the room, whether it4peigson or virtual training.

Set out an attendance register and name tags.

Have the pr¢ests printed and ready.

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

Create a friendgtmosphere, 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/AB8ysenergisgroupsgamesiseworkshops
meetingsandcommuity

SUBAWARD MANAGEMENT TRAINING

Welcome

Introductions
» Name

= Organization
« Position

> What you are most interested in learning in this training

Ice Breaker

Welcome/Opening Remarks

Content The training is introduced and officially launched.

PurposeTo 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 Il project leadership and/or the facilitator; or there could
be a series of formal speeches by USAID and otheerdgptiees.

2. Briefly explain that this training is based on the program and materials produced by the
USAID/PEPFARfundedASAP Il program; and summarize its goal and strategic oljective
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Participant and Facilitator Introductions and Expectations

Content Participants and facilitator(s) introduce themgahaading their current position, organization,
countryd summarizénheirsubaward managemerperienceand briefly explain what they hope to get out
of this training.

Purposetn 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 personapeetises. In addition, it gives the facilitator(s) insight on

t he partici paantpridrities and pravides anropperturgtystd rmanage their expectations
about what the training will cover and can feasibly achieve.

WHO SHOULD PARTICIPATE IN THIS TRAINING?

Leadership and Management
Contracts and Grant Managers
Finance staff

Operational staff

Technical staff

= =4 =4 =8 =4

Prerequisite.Participants should have successfully completed the training
and Regulations before taking this training on Subaward Management.

If time permits, training on USG Rules and Regulations can be added be
Subaward Management Training and/or Training eAWaed Surveys using
the NUPAS Plus.

Delivery mode/activities:

1. Start by having ipersonparticipants 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/herdekt andshareshis/her professional experienenodeling 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 thegubaward managemenperience (advanced, average, beginner), and briefly explain
what they want to get out of the training (i.c¢€
priority topics theydd |ike to be covered).

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 (i it is an in
person training) or in an o*nRatneaei nwhti Hied olairgdt ,( i
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-leigdl program, manage expectations of the participants in
terms of what feasibly can be covered and is within the scope of this Easurggtareview all slides
and facilitator noteloroughly

Purpose:
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1 To ensure that everyone understands what the traimsigp achieve and how the training will be
delivered.

f To manage participantsd expectations about wha

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

Faci |l i t:aisoses8ien shoud flew seamlessly from the last one, without the participants even
realizing that theyodve moved from one session to

Delivery mode/activities:

1. Summarize the Training Objectives and the Training Program

Talking Points:

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

Emphasize that the prime is accountable and responsible for any pogresfanorance of
the subawardi financial, technical, programmatic, or othefiwas@ny given time. That is why
this training is so important.

TRAINING OBJECTIVES

1. Learn how primes prepare, select, and manage subawards

2. Understand the different types of subawards

3. Learn about the compliance requirements when issuing a sub award
4. Learn about reporting and monitoring requirements for the sub award
5. Learn about sub award financial management and the risk of fraud

6. Learn about requirements for close -out
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TRAINING SESSIONS

Welcome and Introductions 7. Subaward Reporting
Compliance Requirements 8. Subaward Monitoring
Types of Subawards and Subcontracts 9. Financial Management
Planning Subawards 10. Fraud Management
Evaluating and Selecting Applicants 11. Closeout

Pre-Award Survey and Risk Management 12, Post test

A A A

Issuing Subawards 13. Certificates

2. While doing this, make reference to the hopes/expectations that the participants just expressed,
pointing out those that wil./l definitely be co\
therefore are not feasible to be tackled by this gaamd those that might be covered or partially
covered (depending on time, etc.)

3. In conclusion, state that:Ul t i mat el vy, this training should be
opportunities for funding from USG Agencies such as USAID. The ultimate goal is to advance locally lec
(LLD) and increase the amount of USG dexvelngeind to local implementing partners (LIPS) like you. We
hope to see you all becoming USG Prime Recipients with stable and diversifitat fusdistgistabditys for long
of your organization. 6

4, Ask with dmotwh udsoi eass mt h adtry tosgamear dp sbnoe clgipping? 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
avis 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 plaeeevguestions 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:

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

1 To create an enabling environment for a successful workshop.

Delivery mode/activities:

1. Agenda/Schedule:
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a) If you havemadecopies of the agenda, you can also encourage tharticipatéhard copy
and/or electronic).

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

2. Training Norms

a) Solicit ideas fromparticipant®n 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 f
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 does redtheylmadehoao sedartcaor ding ia frontoftthens , i
group if they are caught talking on the phone or if they arrive late.

b) I f the participants themselves donot ment i
facilitator should add that to the list. Mention that you will be sharing tips and tools that can
help them witlsubaward managemedntt that many of the participants have suhaward
managemergxperience 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 inperson events, briefly share any important housekeeping information like where
bathrooms are located, where refreshments and meals will be sétviedsin\iletails, etc.

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

Pre-test

1 Administetthe petest.

1 You can administer the test online using Survey Monkey or hand out paper testgidizues
quietly fill out the preest handouts and put their names on the $&t. Annex

Pre-test
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MODULE 2: SUBAWARD MANAGEMENT COMPLIANCE

Talking Point:

Review théearning objectives this session

Session 1: Compliance Requirements

1. Learn about the different types of USG  Rules and Regulations

2. Learn about the difference between Acquisition and Assistance

3. Learn the difference between subaward and subcontract

4. Refresher on Mandatory Standard Provisions and Required as Applicable Provisions
5. Learn about flowdowns for subawards

6. Learn about requirement for organization to have a Subaward Management Manual

Talking Point:

Now that theparticipants know tHearning objectiveask thento name some sources for USG
Compliance Requirements.

USAID Acquisition and Assistance (A&A)

USAID's process to implement projects and activities.

Acquisition: USAID obtains goods and services, through various types of contracts, for USAID's
benefit. 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 Agency's requirements and how
USAID will evaluate and select the successful offeror/bidder.

USAID partners with prime recipients through a contract and is substantially involved

Assistance: USAID provides funds to another party to implement programs that contribute to the
public good. Interested organizations apply in respense to an Annual Program Statement (APS) or
Request for Applications (RFA), which usually describes the program and how USAID w luate
and select the successful applicant. Under Assistance, USAID issues a Grant or a Cooperative
Agreement and is not substantially involved

Talking Points:
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There are many offices within USAID. The Office of Acquisition and Assistance (OAA) is solely
responsible for issuisglicitations and awards; and its specialists, managers, and offiders prov
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., pnédpagdiganing current
acquisition plans, appropriate milestone charts, and related schedules).

The activity/workplan is managed by a technical expert called a Contract Officer Representative
(COR)The COROGs role is to develop proper requi |
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 Officer 0:
associated with award administration, which includes working as part of a team with the

Agreement Officer (AO) to ensure that USAID exercises prudent managenmnient ove

assistance funds. The AOR monitors the recipient's progress in achieving the objectives of the
program description in the subject award and
USAID under the award conform to the terms and conditiadhataward. Authorization to

manage an assistance award on behalf of the AO requires the nominated AOR to meet the

eligibility requirements ADS 303.3.18nd 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.

Definitions

Subcontract: (Acquisition)

When a USAID prime contractor awards a subcontract to another entity to assist them
in achieving performance requirements and refers to: any contract to furnish supplies or
services for performance of a prime contract or a subcontract. It includes but is not limited

to purchase orders and changes and modifications to purchase orders. (ADS 302)

Subaward: (Assistance)

When a USAID prime issues a legal document to a subrecipient for a Cooperative
Agreement to implement part of a USAID award. It is an award of financial assistance
(maney or property) made under a USAID grant or cooperative agreement to an
eligible entity. (ADS 303)

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 eligiskcgibnt. USAID partners need to
manage suawards in ways that accomplish project objectives whillegassonpliance with
USAID Rules and Regulations. ADS 303 addresses specific requirements for subawards under
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various assistance instruments. The subaward may be provided through any form of legal
agreement (2 CFR 200.92).

A subcontract exists when a USAID Prime Awardee contracts another firm to assist them. Sub
contractors may be U.S. small businesses, a large firm,-twaadd. 8r local ngprofit

organization. ADS 302 provides more information ocutibacts, as de¢-AR 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 caiitbption
consequences if corruption is detected and verified. It is with this assurance that the US Congress
votes on foreign assistance budgets.

Sources for USG Rules and Regulations

Federal Acqumtwn Regulalmn{FAR]

s uniform policies and
ceclure so that

ntpure
artial m

USAID Acquisition Requlation {AIDAR)
Updlates the FAR and provides procedures for the acquis ition of services and personal property for
subcontracts.
(_udc. of f LdLI’d' Regulations (CFR). hitps://wwwi.ec ifeurrent/t
=14 table of previous and new rules and regulations to be app \L\Lsubdward

Automated Directives System (ADS)

Contains continually updated electronic P|\F\F nfl I.IF"|LJI° for Acquisition (contracts) and Assistance
(subaward),
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Non-US NGO Rules and Regs

(S/USAID

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

Standard Provisions for
Non-U.S. Nongovernmental Organizations

A Mandatory Reference for ADS Chapter 303

Talking Points:

The US Government has a subset of rules and regulatioos-fi8 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.

Refresher on Mandatory Standard
Provisions

Allowable Costs

Accounting, Audit, And Records

Amendment Of Award And Revision Of Budget

Nofices

Procurement Policies

Eligibility Rules For Procurement Of Commaodities And Services

Title To And Use Of Property

Submissions To The Development Experience Clearinghouse And Data Rights

Marking And Public Communications Under USAID -Funded Assistance (December 2014)
10. Award Termination And Suspension

11. Recipient And Employee Conduct

12. Debarment And Suspension

13. Disputes And Appeals

14. Preventing Transactions With, Or The Provision Of Resources Or Support To, Sanctioned Groups And Individuals
15. Trafficking In Persons

bl L e
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Refresher on MSP (Cont.)

16. Voluntary Population Planning Activities — Mandatory Requirements

17. Equal Participation by Faith -Based Organizations

18. Nondiscrimination

19. USAID Disability Policy - Assistance

20. Limiting Construction Activities

21. USAID Implementing Partner Notices Portal For Assistance

22. Pilot Program For Enhancement of Grantee Employee Whistleblower Protections
23, Submission of Datasets to the Development Data Library

24. Prohibition on Requiring Certain Internal Confidentiality Agreements or Statements
25, Child Safeguarding

26. Mandatory Disclosures

27. Nondiscrimination Against Beneficiaries

28. Conflict of Interest

29. Prohibition on Certain Telecommunication and Video Surveillance Services or Equipment

woro

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.

Required as Applicable Provisions

Advance Payment and Refunds

Reimbursement Payment and Refunds

Indirect Costs — Negotiated Indirect Cost Rate Agreement (Nicra)

Indirect Costs — Charged as A Fixed Amount (Nonprofit)

Indirect Costs — De Minimis Rate

Universal Identifier and System For Award Management
Reporting Subawards and Executive Compensation

9. Traveland International Air Transportation

10. Ocean Shipment of Goods

11. Reporting Host Government Taxes

12. Patent Rights

13. Exchange Visitors and Participant Training

14. Investment Promation

15. Cost Share

16. Program Income

00 N O LW
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Talking Point:

Requi

Required as Applicable Provisions
(Cont.)

17. Foreign Government Delegations to International Conferences

18. Standards For Accessibility for the Disabled in USAID Assistance Awards Involving Construction

19. Protection of Human Research Subjects

20. Statement For Implementers of Anfirafficking Activities on Lack of Support for prostitution

21. Eligibility Of Subrecipients of Atafficking Funds

22. Prohibition on the Use of Antirafficking Funds to Promote, Support, or Advocate for the Legalization or Practice Of
Prostitution

23. Voluntary Population Planning ActivitieSupplemental Requirements

24. Conscience Clause Implementation

25. Condoms (Assistance)

26. Prohibition on The Promotion or Advocacy of The Legalization or Practice of Prostitution or Sex Trafficking(Assistance)

27. Limitation on Subawards too Nelmcal Entities.

28. Contract Provision for DBA Insurance Under Recipient Procurements

29. Contract Award Term and Condition for Recipient Integrity and Performance Matters
30. Award Term and Condition for Recipient Integrity and Performance Matters

31. Never Contract with the Enemy

red as Applicable Standard

Talking Point:

RAA 8: Subawards

The prime recipient must :

1. Determine that the subrecipient possesses the ability to perform based on subrecipient’s integrity, record
of past performance, financial and technical resources, and accessibility to other necessary resources

2. Ensure subawards are made in compliance with the Standard Provision "Debarment and Suspension,” and
the Standard Provision “Preventing Transactions with, or the Provision of Resources or Support to,
Sanctioned Groups and Individuals.”

Provi

S

ons

al

For the next slide, ask participants what must be included in a subaward and then share the slide.
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Subawards Must Contain

1. Pragram description, budget, and period of performance
2. Terms and conditions to define a sound and complete agreement

3. All provisions from the award that contain a requirement to incorporate that provisioninto the
subawards. The recipient must insert a statement in the subaward that, where appropriate, in instances
where USAID is mentioned in such flow down provisions, the recipient’s name will be substituted and
where "recipient” appears, the subrecipient’s name will be substituted

4. Other terms that the recipient determines are required to ensure compliance with the terms of this
award

Subaward Management Manuals

A prime partner is required to prepare a manual to manage subrecipientsthat includes:

1. Roles and Responsibilities for Grants Management and Administration
2. Pre-award Processes and Procedures

3. Post-award Processes and Procedures

4, Implementation of the Grant Project

5. Project Evaluation

6. Compliance, Audits, and Audit readiness

7. Project Close-out

Examples:

Grants Under Contract Manual, example from DAL hitps://pdfusaid.gov/pdf dacs

Subaward Manual: hitps://pdf.usaid.gov/pdt docs/PA

Talking Point:

An organization that plans and manages subrecipients must haveap@oaed Subaward
Managemerilanual. 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

- Preaward processes and procedures

- Postaward 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/abotiis/accccgenepolicy/series300/referenceshapter/303maa

https://www.usaid.gov/sites/default/agenpglicy/303mab.pdf

https://www.ecfr.gov/current/title2/subtitleA/chapterll/part -200?toc=1
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MODULE 3: TYPES OF SUBAWARDS AND
SUBCONTRACTS

Session 2: Types of Subawards and

Subcontracts

USAID Acquisition: Contracts USAID Assista_nce: Cooperative Agreements or Grants
1. Grantunder Contract (GUC) 1. Cost Reimbursable Subaward
2. Firm Fixed Price 2. In-Kind Grant
3. Cost Plus Fixed Fee 3. Fixed Amount Award (FAA)
4. Cost Reimbursement
5. Time and Materials
6. Indefinite Delivery/Indefinite Quantity (IDIQ)

ADS 302
hitps:/www.usaid.qov/about -us/agency-
policv/series -300/302 ADS 303

hitps:/iwww usaid.qov/about -us/agency -policv/series -
300/303

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.

USAID Acquisition: Contracts

. Grant under Contract (GUC)

. Cost Reimbursement

. Firm Fixed Price

. Cost Plus Fixed Fee

. Time and Materials

. Indefinite Delivery/Indefinite Quantity (IDIQ)

AW -

ADS 302
Dttps:iwww usaid.gov/about -us/agency -policy/series -300/302
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Grant Under Contract (GUC)

A prime with a contract can issue GUCs if authorized in the contract.

USAID is substantially involved and must approve selection criteria and provide prior
written approval of grant recipients.

USAID retains the right to terminate grants.

Grants must follow ADS 302, USAID Direct Contracting: https://www.usaid.gov/about-
us/agency-policy/series-300/302 and ADS 303, Grants and Cooperative Agreements to
NGOs: https://www.usaid.gov/about-us/agency-policy/series-300/303 and the
applicable standard provisions in ADS 303

Example of GUC Manual: https://pdf.usaid.gov/pdf docs/PAQ0Z688.pdf from
International Executive Services Corps (IESC)

I

Talking Point:

Grants under Contracts (GUCs) are a US#déxific mechanism that authorizes contractors to
aid nongovernmental organizations (NGOSs) on behalf of USAID. If the contractor is
authorized to implement a GUC program under the contract, specifics of thabGid@ pvill

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 theegipr@nts. Also, USAID retains

within the contract the unilateral ability to terminate grant activities. GUCs may be provided as
costreimbursement fixe@mount grants but must not include construction. All grants must be
closed out before the end dat¢hef contract.

Contract; Cost Reimbursement

* The procuring organization pays all costs but no fee  as long as the
work is in accordance with the SOW

+ The SOW can be more flexible and less defined

* The risk is on the prime contractor that costs will increase

ASAP Il Subawartlanagement Training Manual 25



Talking Points:

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

This kind of contract is fully cagimbursable and should only be used for a grantee with
adequatéinancial, administrative, and management capability foFisdmirsable grant funds.

The agreement requires the full volume of the Standard Provisions-thiSNon
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 USAfinded Cooperative
Agreement.

Template: Tell participants that there is a template for Cost Reimbursable Subtheaadnex to this
training manual.

Contract: Firm Fixed Price

« Contractor has full responsibility for the performance costs and
resulting profit (or loss). The majority of the risk is on the contractor.

« Everybody must agree on fixed price at inception

+ Use when deliverables and price can be negotiated with high
degree of certainty

* Deliverables have to be completed regardless of how much it
costs. Even if it is more or less than what the contract states.

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 deliverabtese aaoh pe 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 oisithe 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 partids. An audi

is not required for FFP contracts.
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Example of Firm Fixed Price

A vendor has an FFP confract to supply 33 baby scales at $454 a piece totaling $15,000.00

If it costs the vendor $14,000.00 to supply the 33 baby scales, the vendor is still owed the agreed
upon amount of $15,000.00 —which 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.

Here is an example of a firm fiygtte contract:

Suppose a vendor has been awarded an FFP contract to supply 33 baby scales at $454 per piece, for a
total agreedpon 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 tveealgreedpon amount of $15,000(0hich 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 theeption of
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.

Contract: Cost Plus Fixed Fee

* The negotiated fee (profit) is fixed. Negotiate with the vendor an
estimate of the total cost.

* The risk in using this contract type is on the organization procuring
the services because costs may increase

* The contractor will perform against the SOW and any work
performed under the SOW will be reimbursed up to a predefined
ceiling
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Talking Point:

A CostPlus Fixed Fee contract isastreimbursement 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
change 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 berutes lexed 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.

Contract: Time and Materials

« Direct labor hours at specified fixed rates (inclusive of indirect
expenses and profit); materials or other direct costs at actual cost

+ May only be used after a determination that no other contract type
is suitable —per 2 CFR 200.318(j)(i)

* The contract must include a ceiling price that the contractor exceeds
at its own risk

+ Used when there is not a requirement for deliverables (best effort to
achieve goals on contract)

Talking Point:

The cost of a timandmaterials contract to a nbederal 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. Sincerthiddayenerates an ogded price, time
andmaterials contracts offer the contractor no profit incentive for cost control or labor

efficiency. Therefore, each contract must set a ceiling price. Heela@i entity awarding

such a contract must assehigh 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 duvatiqroof

to anticipate costs with a reasonable degree of confidence. This type of contract is common for
consultants.

ASAP |l Subawarilanagement Training Manual 28



Contract: IDIQ

Indefinite Delivery/Indefinite Quantity (IDIQ)

IDIQs are contracts that do not specify delivery or quantity a the time of award. Work is
requested through task orders, which may be issued as fixed price or cost reimbursement
type orders.

IDIQs are also sometimes called "Task Orders” or "Delivery Order Contracts.” IDIQ contracts
are a subtype of the Indefinite Delivery Contract (IDC), which is a "vehicle that has been
awarded fo one or more vendors to facilitate the delivery of supply and service orders.”

This type of contract provides for an indefinite quantity of supplies or services during a fixed
time.

The legal origin of IDIQ contracts is the Federal Acquisition Regulation (FAR) section
16.504(a) (48 CFR 16.504).

Talking Points:

An IDIQ is a type of delivery contract that provides for an indefinite quantity, within stated

limits, ofsupplies 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 peii@hd serves as an umbrella agneenvéh 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 withimtbgimum value of the contract. This

contract type should only be used when a recurring need is anticipated.

1 An example of an IDIQ is the USAID Technical Assistance Support Contract 4 (TASC4) Africa
IDIQ. ASAP Il | was issued as a task order under this IDIQ.

USAID Assistance: Cooperative Agreements or Grants

1. Cost Reimbursable Subaward
2. In-Kind Grant
3. Fixed Amount Award (FAA)

ADS 303
hitps://www.usaid.gov/about _-us/agency -policy/series -300/303
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Cooperative Agreement or Grant:
Cost Reimbursable Subaward

Cost reimbursable subaward is a standard subaward under which the subrecipient is
reimbursed for the amount expended to carry out its scope of work.

The total estimated amount is for the life of a project.

The total obligated amount is the amount of funding available to the subrecipient to
spend.

Financial and programmatic reports are required at a frequency determined by the
prime.

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-thiSNon
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 manageicastirsable grant funds. It can
also be used whdme results of the pavard 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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In Kind Grants

In-Kind Grants are a type of subaward which provide for the transfer of in  -kind goods
and services from Prime to the subrecipient.

They are non-cash subawards, but they must be set up and monitored following the
requirements set forth in the procedures.

In-kind good and services must not be transferred until the in -~ -kind grant is fully
executed.

Financial Reports are not required.

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 IKind Grant, no funds are given directly to the grantee.
- The Prime procures all necessary commaodities 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 USAI DO6s procu

Discussion: Ask participants for examples dh-Kind Grants.

Common examplesetraining room space at a government builfbod, clothing, prescription drugs,
equipment, and medical supplias/ernmentsjonors,individualsand businesses doniens to
NGOs to supporactivities

Template: Tell participants that there is a template in the training manual annex-Kindrgrant
from WaterAid.
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Cooperative Agreement or Grant:
Fixed Amount Award (FAA)

Fixed Amount Awards are used for very specific program elements and do not
require the prime to monitor actual costs incurred, as all costs are covered on a
benchmarked reimbursement basis. ADS 303.3.25 states that an FAA is appropriate
when supporting a specific project and when the prime is confident that a reasonable
estimate of the actual cost of the effort can be established, and that clear milestones
can be defined.

Must not exceed $250,000 USD.
Payments and milestones can be divided into smaller units.

Payments are made upon completion and documentation of the milestone.

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
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.

Do Not Use a Subaward When

1. The agreement is for the provision of goods or services within normal business
operations

2. The organization/business provides similar goods or services to many different
purchasers

3. The organization/business operates in a competitive environment for the
provisioning of the goods or services to be procured

4. Providing goods or services are ancillary to the operations of the funding agency, or
the organization/business is not subject to the requirements of the funding agency
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Talking Point:

Before primes issue a subaward to a subrecipient, they must decide that a subaward is the right
mechanismThis is done on a casgcase basis by determininifpe party receivirthe federal

funds should be a subggent or a subcontractoin determining whether an agreement

between a pa#isrough entity and another nBaderal 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 dermed, not the legal instrument, determines whether it is a subaward or
subcontracRefer to the Subrecipient vs Contractor Determination Sfeeetan 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 20@efinition a subaward means an award provided by-thpasghentity to a
subrecipient for the subrecipient to carry out part of a Federal award received by the pass
through entity.Characteristidhatsupport the classification of the fegderal entity as a
subrecipient includehen the notfederal entityl) deeérmines who is eligible to receiat

federal assistance; 2) hasdtfopmance measuradoutwhether objectives of a federal

program were met; 3) has responsibility for programmatic de@giog; 4) is responsibde
adherence to applicable federal program requirements specified in the federal avpend; and 5)
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 afhitoeighss
entity A subaward does not include payments to a contractor or payments to an individual that
is a beneficiary of a Federal progia@FR 200.331 Subrecipient and cootract

determinations).

A contracisto obtaingoods and services fortheflederak nt i t y6s use and cr e
procurement relationship with the contracRemember that subawarding is passing on
assistance to a subrecipemt wher e a subrecipient carries ou
work. Contracting is buying a good or seforoeur use.Per2 CFR 200.333%ubrecipient and

contractor determinatiorssubaward 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 erikonment, 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 $ubcontrac

ADDITIONAL REFERENCE MATERIAL ON COMPLIANCE

This sectioncludes USG terminologies 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, ingualitgjons 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:

o pr w D RE

Subrecipient name

Subrecipient's unique entity identifier

Federal Award Identification Number (FAIN)

Date of award to theecipient by the Federal agency
Subaward period of performance start and end date
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Start and end dates of subaward budget.
Total amount of the Federal award committed to the subrecipient by-theopabsentity.

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

9. Name of Federal awarding agency;thasggh entity, and contact information of the awarding
official from the pasthrough entity.

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

11. Identificationof 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 ghssugh 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 flassigh entity imposes on the subrecipient for
the pasghrough entity to meet its own responsibility to the Federal awarding agency,
including identification of any required financial and performance reports.

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

14. The negotiated indirect cost rate between thetpaggh entity and the subrecipient can be
based on a prior negotiated rate between a different PTFEh(pagh entity, also known as a
prime recipient) and the same subrecipient. If basing the agtecoiously negotiated rate, the
passthrough 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 pasghrough entity must not requtteeuse 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 thethemsgh entity and auditors to have access
to the subrecipient's records and financial statements as necessary fahtbeghasatity 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 o0fl ow dowragreemdntRgfdr® appl i c
section 16c¢ of this manual for flow downs for the Standard Ptd\8sibiosBorarhimental Organization.)
't is critical f orAUWS reapentpreviding@subawarkdis.congemizatioh e t h at

must use the Standard ProvisionsUds aNdeBovernmental OrganizatiordASw@tipient providing an
award to a U.S. organization must use the Standard ProvisiGuvéonidehtdlddrganizationsa s p er
ADS 303 Grants and Cooperative Agreements to-8owernmental 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

Session 3: Planning Subawards

Learning Objectives:
1. Identify the planning stages for developing a subaward

2. Understand how to develop and solicit responses to an
RFP/RFA

3. Detail the components of a Request for Proposals (RFP) and
why they are important

4. Develop independent cost estimate

Session 3: Topics

1.
2.
3.
4.
5.
6.
7.
8.
9.

Planning

Factors for Consideration
Competitive or Non-Competitive
RFP Planning Stages

RFP Planning Timeline

Steps to Prepare the RFP
Recommended Sections in an RFP
RFP Sections

Budget for RFP
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Factors for Consideration

1. Prime Recipient's budget: Does the Prime Recipient have sufficient budget
allocation?

2. Geographical scope: Can the sub recipient best serve a given geographical area?

3. Thematic area: Do sub recipients have prior experience operating in the thematic
area of the program?

4. Demonstrated capacity: Does the sub recipient have the required resources,
capacity, and the experience to manage the subaward and implement activities in
their scope?

Talking Point:

Primes must consider many factors béddomeching 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.

Competitive or Non-Competitive

The process of selecting subs determines the justification required to secure USAID approval:

1. 5ub awardees selected competitively
+ Preferred selection process by USAID through Request for Applications (RFA) or Request for Proposal (RFP)

2.Sub awardees identified within original application (non-competitive)
* These subs are identified when applying for the award and appear explicitly on the propasal to USAID
+ Na further requirements are needed to select these partners for subaward
1.5ub awardees selected by USAID (non-competitive)
+ USG must provide legal documentation that they have directed such inclusion and their rationale for doing so

4. 5ub awardees selected without competition because of unique attributes {non-competitive)
+ Inrare circumstance, sub awardees may be selected without competition because of their unigue qualifications

+ Sale sourcing requires justifying why there was no open solicitation

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 feaat 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 singlsource. For example, one of the prime projects needs

the services of a vendor to destroy VMMC mtstie. 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 techniclworking 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 solicitatioNote:
Lack of preplanning is not the same as a public emergency.

The funder or prime expressly authorizes, in writing, noncompetitive proposalsFor

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 Gdemn the production
companyds unique expertise, prior experience
cost and limited start time, the CO provided written approval for the sole source procurement.

After soliciting several sources, competition is found inadequat&or 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 Ndtidha Response efforts and experience in proposal
writing. After soliciting quotes and trying to find aquallified 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 ofRmadit is a separate element of cost and must be
determinedsxreasoable.

ASAP Il Subawartlanagement Training Manual 37



RFP Planning Stages

Subaward Plans are included in the Prime's proposal to USAID
Prepare Request for Applications/Tenders/Proposals

Select Subrecipients

Complete Pre -Award Survey

A

Pre-Award Authorizations and Conditions

Talking Point:

Pl anning for subawards starts at the proposal
subaward plan includes the name of the organizations, budget, and expected results. Explain that
planning for a subaward is a comprehensive and systematictpabceguires strategic

organization, coordination, and effective resource management. This entails seé&ingl

organizational systems to sufficiently issue subrecipient awards, provide funding in a timely

manner, monitor performance, and proealgacity strengthening. It also includes developing a

plan and policy to facilitate the-mik and implementation of a sound subaward support

framework. Read the stages listed below.

RFP Planning Timeline

Allocate a reasonable amount of time  for each stage (see estimates below)

Poor planning can delay work and attract unnecessary cost

Estimated Number of Days Task

30 Develop Request for Proposals

24 Respond to Proposal Questions

30 Evaluate and Select Proposals

10 Pre-Award Survey

5 Award Contract
]

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 mechanismsayweed, awarénd posaward phases.

ASAP Il Subawartlanagement Training Manual 38



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).

Competitive or Non-Competitive

The process of selecting subs determines the justification required to secure USAID approval:

1. Sub awardeas selected competitively
+ Preferred selection process by USAID thraugh Request for Applications (RFA) or Request for Praposal (RFF)

2.Sub awardees identified within criginal application (nen-competitive)
+ These subs are identified when applying for the award and appear explicitly on the proposal to USAID
+ No further requirements are needed to select these partners for subaward

1.5ub awardees selected by USAID (non-competitive)

+ USG must provide legal documentation that they have directed such inclusion and their raticnale for daing so

4. 5ub awardees selected without competition because of unique attributes (non-competitive)
* Inrare cireumstance, sub awardees may be selected without competition because of their unigue gualifications

+ Sole sourcing 'eﬂ\llfFSJUSTlf'(lng why there was no open solictation

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 propogifBsarelisted on Grants.Gov or SAM.gov.
Use link to share an exampl&ps://www.grants.gov/web/grants/seargnants.htmi

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 théslioléme:

1. Determines a clear scope of work (activities and geographical region), budget, and
ti meframe that align with the projectds ne:

2. Forms the team or working group that will develop the RFP, coordinate, and communicate
responses to potential offerors, and serve on the review comanittieidentifies 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 largeofpmtential
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.
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Recommended Sections in a Request
for Proposal

. Brief Project Overview

IIl. Your Organization’s Background
lIl. Project Goals & Target Audience
IV. Scope of Work & Deliverables
V. Budget

VI. The RFP Instructions

VII. Elligibility Criteria
VIIl.Evaluation Criteria

Talking Point:

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

RFP Sections

I. Brief Project Overview:

+ Introduce your organization (the organization issuing the RFP) and the
purpose of the RFP.

+ State not only what you want the service provider to do, but also why.

+ Instead of describing a solution, articulate the problem. Focusing on
the job to be done encourages the responder to think outside the box.

Talking Point:

Introduce your organization (the organization issuing the RFA/RFP), and the purpose of the
RFP. State not only what you wantsrerice 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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RFP Sections Continued

II. Your Organization’s Background:

« Describe your organization, what it does, and how it does what it
does.

+ Outline the organization's values. By describing your values, you're
more likely to find an organization that's a good value fit for your goals
and processes. What makes your organization unique? Why does its
work matter? Why is it important?

Talking Point:

Describe your organization, what it daad, how it does what it does. Additionally, outline the
organizationds values. By describi
a good value fit for your goals and processes. What makes it unique? Why is the work of the
organiation important?

RFP Sections Continued

IIl. Project Goals & Target Audience:

* Explain what you hope the offeror will accomplish and whom you want them to serve,
including a timeline of what needs to get done.

IV. Scope of Work & Deliverables:

* Describe, in as much detail as possible, all the services you want and the deliverables
you expect.

V. Budget:
* Provide the ceiling budget amount of the planned project.
» State if matching funds are required and how much.

* The prime recipient must provide a budget template to be used for the RFP.

Talking Points:

1. Project goals and target audiencdExplain what you hope the offeror will accomplish and

ng

your va

whom you want them to serve. Figure out the details of the project, such as a timeline of exactly

what needs to get domehich helps bidders accurately calculate their budgets and how to

allocate their internal resources.

2. Scope of work and deliverablesder e8s wher e you
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 proposabiailales
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.

RFP Sections Continued

V1. RFP Instructions

+ Clearly state all documents and information required to support the RFP.

* The proposal and budget that must be prepared according to the format and instructions
provided by the prime recipient.

+ Provide both proposal and budget templates with clear instructions on required
information.

* In some circumstances, a prime recipient can specify the number of pages required for a
whole proposal, and even in each specific sub-section within the proposal; font; spacing to
be used; the kinds of documents required to accompany the application; and how this
information should be submitted and by when.

+ It is the responsibility of prospective applicants to strictly follow the instructions provided.

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 specifisesttion within the proposas, 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 fohsfaltbwing the instructions provided.
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RFP Sections Continued

VII. Eligibility Criteria

+ Criteria should clearly state what type of organizations are required to apply,
targeted geographical reach and other eligibility restrictions.

* Include a pre-and post-award conflict of interest disclosure clause, where
applicants are encouraged to report any possible conflict of interest that they are
aware of that may provide the applicant with an unfair competitive advantage
when competing for award.

* The Prime Recipient must propose ways of dealing with such disclosure
without disqualifying the applicant.

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-eapcepostaward conflict of interedisclosure

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 disomiatié applicant.

Budget for RFP

The RFA or RFP needs to provide guidance on the required budget categories which subsequently
inform budget line items:

Personnel costs: this includes salaries and fringe benefits.
Consultants and other Short -term Technical Assistance (STTA).
Travel and transport (International and local travel).
Equipment.

Supplies and consumables.

Activities -detailed activities as per work plan.

Indirect cost; operation and overhead costs.

Cost share/matching cost.

NICRA or a de minimis rate of 10%

Budget notes.

=4

Talking Points:

The prime should ensure that the RFP provides clear guidance on the budget requirements and
budget structure. Budget categories should be elgdaiped 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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Consultants and other Sht@tm Technical Assistance (STTA)
Travel and transport (international and local travel)
Equipment

Supplies and consumables

Activities (detailed as per work plan)

Indirect cost; operation and overhead costs

Cost share/matching costs

NICRA or a de minimis rate of 10%

10. Budgemnotes

© © N o g s~ Db

Example of Summary Budget

Example of Summary Budget
T O I T TR
e —

100,000 250,000 300,000 550,000

m 50,000 120,000 150,000 320,000
_ 15,000 25,000 35,000 75,000
_ 10,000 10,000 10,000 30,000
375,000 405,000 495,000 1,275,000
50,000 1,500,000 1,200,000 3,650,000
_ 500,000 1,280,000 0 2,180,000
_ 2,255,000 3,185,000 1,495,000 7,135,000
_ 225,500 318,500 169,500 713,500
_ 112,750 159,250 750 354,750
2,593,250 3,662,750 1,949,250 8,205,250

Example of Detailed Budget
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Example of Detailed Budget

1. Personnel

Umt measure | of Units__|Unit Rate Total Cost

Project Director Month 12 00,000 12,400,000

Month 12 180,000 12,160,000

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 20Z8July 2028. All costs are presemtediSD.

SALARIES AND WAGES

Briefly summarizime role, descriptipand 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 pleadged. C

describe the method used to calculate the daily rate, the number of days that condtinge a full

equivalent, and the treatment of leave. Applicants must provide their established written policies on
compaasati on. I f the applicantds written policies
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 722.1of@pensation 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 Admintsator having program responsibility of the project.

Direct salaries and wages should be propesech e of f er or 6s per sonnel pol i
proposed position, key or not, should be expressed in an amount per work day with a corresponding level
of effort required for the position (humber 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 i perthein ICRAUfGfiege s hal |
benefit rate has not been approved, the offeror must proposaad#te budget narrative must

explain how the rate was determined and pradetailed breakdown comprised of all items of fringe

benefits (e.g., unemploymigisturance, workers compensation, health and life insurance, retirement,

FICA, etc.) and theosts 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 membegrarttalar profession or possespecial skill and
who are not officers or employees of the Offeror are allowabléJoitstests for each proposed
position, key or not, should be expressed in an amowtrgedtay with the corresponding level of
effort required for the position (number of wdalys) 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 dolaynthe 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 individualsganust 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.

Total #

Purpose of Trip Traveler Origin/Destination 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, iharket 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 acqui§ifion of $5
or more per unit.

Equipment Justification Quantity

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

Specific information regarding the type of@quendable 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 theseTdwsBudget Narrative must include the purpose of the

supplies and the basis for the estimates (for example, actual cost incurred, vendor quotation, etc.)

ltem Justification Basis of Estimate

CONTRACTUAL

Any goods and services being procured through a contract mechahispeftormance of a prime
contract or a subcontract must be detailed in the spreadsheet. A detailed budget for each subcontract
must be submitted and should basni mi | ar f or mat as the primeds bud

OTHER DIRECT COSTS

This includes communications, report preparation costs, passports, visas, megdaa exams
vaccinations, i nsurance (ot her than insurance 1r
equipment, office rent abroad, as well as any other miscellanethist dostsly 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 indicatdnether they are proposing indirect costs or will charge all costs directly. If
organizations have a Negotiated Indirect CosbRétase 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 inolitsdiram 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.
Otherwiseshared costs should be treated as direct and a basis for the allocation should be provided.
USAI D i s under no obligation to approve the appl

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 thgbaward and explain the detailed nonfederal funding calculations in the
detailed budget.

Indirect Costs

Indirect Costs

CFR 200,56 - Z)USAID

Costs incurred for a common or joint purpose benefitting more than one
cost objective, and not readily assignable to the cost objectives specifically
benefitted, without effort disproportionate to the results achieved.

W
DN PRCET CREARTATIONG

NICRA: Negotiated Indirect Cost Rate Agreement
Must be approved by USAID, complicated and time-consuming

10% De Minimis: 10% of Modified Total Direct Costs
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10 % De Miminis

* May be used indefinitely until a NICRA is requested
+ USAID does not need to approve but you have to calculate correctly.
+ Calculation: 10% of modified total direct costs (MTDC)

Included: Excluded:
1. Salaries
2. Wages 1. Advertising and public relations
3. Applicable Fringe Benefits 2. Entertainment/alcoholic beverages
4. Materials and Supplies 3. Capital expenditures
5. Services 4, Contributions
6. Travel 5. Fines/penalties
7. Up 10 $25,000 of each subaward 6. Bank Interest
(regardless of period of performance) 7. Lobbying and fund raising

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 c@stsdfand 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
reasonablallowableand allocable, they are a legitimate cost of doing business payable under a
U.S. Government assistance award.

For more infq visithttps://www.usaid.gov/india/partneresources/infographideminimisrate
indirectcosts

Both Primes and Subs atigjible for the 10% de minimi$SAID must accept the 10% de
minimis rate without any review of actual cBsitses are respsible for overseeingathSubs
receive the 10% de miniraied understand how to use it.

The 10% de minimis rate for modified total direct costs can only be elected under an award by a
nonprofit 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 usexlibstitute 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 organizatiorcheage 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
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5. Services
6. Travel
7. Up to $25,000 of each subaward (regardlésspefriod of performance)
Salaries and Wagedor salaries and wage<e 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 usedasatch.

Reference: 2 CFR 200.413

Fringe Benefits: Fringe Benefits related to Salaries and Wages (above) that are reasonable and
required by: law, ndrederal entity employee agreement, or an established policy of the non
Federal entity. Such benefits must be allocated to Federal awards and allititisen acti

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) ahdydren

specifically related to the Federal award. Travel costs must also be rgastmablen

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 steonh items with an acquisitioost of less than $5,000

each. Any match portion is not to be included.

Reference: 2 CFR 200.453

Contractual (SubContracts):Use for written contracts or agreements with fiduciaries or

secondary recipient organizations such as affiliates, cooperating institdétegate agencies.
Payments to individuals such as stipends, allowances for, tnatheessulting 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 teensure 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)

Example MTDC Calculation

Talking Point:

Talk through the example arde if there are agyestions.

BudgetLineltem _ DirectCost _ [ Exclude __IMmoc____
Salaries $500,000 §0 $500,000
Fringe Benefits $125,000 $0 $125,000
Travel $10,000 §0 $10,000
Training $50,000 §0 $50,000
Audit $10,000 ($10,000) 0
Marketing $5,000 ($5,000) 0
Total $700,000 $15,000 $685,000
10 % MTDC $68,5000

Roles of Prime and Sub Awards

3. Develop Request for Proposals or Applications

4. Select Applicants

5. Conduct Pre award Survey

6. Conduct required hackground checks

7. Develop and finalize Subaward Agreements/Contracts
6. Monitor Activities

7. Review financial reports and disburse funds

8. Include information in Primes reperts to USAID

9. Close out

Talking Points:

Primes use a project life cycle to plan, implement, monitor, and88¢B.oversees the

1. Leadership lo select and mange sub awards. 1
2. ldentifyservice and programmatic needsand overall budget
for subawards 2

Sub Awards

Expand the capacity of team to achieve objectives

To provide comparative advantages and expertise
in a technical area

primesand the primes oversee the sUIBAID does not have a legal relationshiptivittsubs

ASAP Il Subawardlanagement Training Manual
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and does not interact with them unless the Prime is présergfore, thenimes andgub
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

Subpartners are responsible for:

- Expanding the teambs capacity to achieve
- Contributing to proposal development
- Providing comparative advantages and expertisschmical area or specific service

Subaward Management

1. The Prime drafts subgrant agreements and all subgrant agreement modifications using approved
templates

2. The Prime ensures subgrant payments are in accordance with subgrant agreements.

3. The Prime conduct anti-terrorism compliance checks of partners and ensure accurate tracking of all
such requests.

4. The Prime assists in recipient-contracted audits, and other regulatory compliance

Talking Points:

Explain the core functions of subaward management, including:
1. Lead in drafting subgrant agreements and all modifications to subgrant agreements.
2Foll ow your organizationds Del egation of A
3. Ensure that subgrant payments are made in accordance with subgrant agreements.

4. Conduct antterrorism compliance checks of partners and ensure accurate tracking of all
such requests.

5. Assist in recipiergontracted audits and other regulatory compliance.
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Subaward Oversight

Typical oversight and reporting responsibilities

1. Reviewing the pre-award's due diligence assessment of current and potential partners and
analyze organizational capacity to manage sub grant funding and project implementation

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

3. Provide analysis of the status of current and closed subgrants, e.g., spending patterns,
outstanding reports.

4. Monitoring the timely submission of financial- and other reports by the subrecipient.

Talking Points:

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

1. Reviewingthepewar dés due diligence assessment of
analyzing organizational capacity to managganitfunding and project implementation
for subgrantees, working wiithld staff in assessing locatauntry subgrantees.

2. Tracking of sulgranting 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.

Subrecipient’s Role

. Comply with all award provisions, terms and conditions
. Conduct activities per the signed agreement

. Report on activities per requirements of agreement

. Report financial expenditures according to agreement

. Disclose all violations of fraud, bribery, gratuity violations

(= ATV B S A

. Maintain records according to agreement
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Talking Points:

Subrecipients are responsible for:
1. Conducting the scope of work set out in theagmbement.

2. Familiarizing themselves withthb Al Dds requirements for the
Internet and other means the prime and USAID make available and complying with all
contractual requirements under theagrgeement.

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

Reporting periodically to the prime on progress in implementing the scope of work.
Complying with the reporting process required by the prime.
Budgeting and reporting on financi al matt e

N o o A

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 coopenditing cou
under the C@perative 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 awardibafficient budget allocation for
subawards.

2. Geographical scopehe prime should determine if a subaward can best serve a given
geographical area.

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

4. CapacityThe prime should assess the capacity of an organization by conductmaedPre
Survey.
Time Management:

Subawards require adequate time for the entire subaward process, from need identification (nature of
project/activity) and partner identification mechanisms tawaedand postiward 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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Identify subrecipients.

Assess prawards.

Incorporate subaward activities into overall project implementation.
Conduct subaward evaluation.

N o g~ ow

Support closeout activities.
Cost management:

The prime shouldletermine and allocate all resources recuiretfectively and efficiently support
subaward management, and ensure that the management procestedicesoverall. This includes:
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 thRFP. A higilguality 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 pmpsdigood proposals lead to better working
relationships, which lead to better projects and outcomes.

Standard operating procedure (SOP) for RFPs:

Determine the scope of work.
Determine the timeline and budget available.
Reach out to offerors to propose a solution (and themselves) as the best fit.

»p wDd PR

Provide an opportunity for a questamdanswer (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 apphchias 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 someangtances, a prime can specify the number of pages
required for an entire progai even for each specific ssdction within the propofahs 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 prospectivetsyplstaotly 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 alsedad@ preind postaward confliebf-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 ofthe 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 Organizationds Background:

Describe your organization, what it does, and how it does what it does. Additionally, outline the
organizationd6s values because it makes you mor
both for your goals and processes. What makes itumMgue? does t he organi zati c

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 Deliverablesiere, 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 hovetshaitoraernal
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 pagpaogal 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 et line items:

i.  Personnel costs (including salaries and fringe benefits).
ii.  Consultants and other Shtatm Technical Assistance (STTA).
iii.  Travel and transport (international and local travel).
iv.  Equipment.
V.  Supplies and consumables.
vi. Activitiesi detailed 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, refer2@FR 200.412nd2CFR 200.414or 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 witbadabories) 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 U@ding experiece), technical approach to implement the project, the
personnel, and organizational capacity, etc.

9. Supporting Documentation:

i.  Copy of certificate of registration, charter, addwvas.
i.  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 luaeto 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 indBoduaile all the questions and
answers and release the information iatetested parties.

12: RFP clarifications:

During publication of the RFP, the prime should specify how questions arising from the RFP will be
responded to. ldeally, the prime provides an email address to channel all questions on the RFP. The
duration for questions and answers must be fixed atig #are 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 al prospectiv
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/sukheadings as provided in the RFP call.

Good proposals contain:

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

Executive summary.
Introduction and background information.
Clear problem statement.
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Goals and objectives.
ProjectDescription: activities planned to address the problem and achieve the objectives.

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

Monitoring and evaluation plan and indicator table (Project ManagemBMm)lan
9. Project implementation work plan, with timelines.
10. Crosscutting 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 ResponseForm
ProjectNumber: ProjectName:
CirclayesrnoansweaandrovidanexplanatifortheanswerAlsoincludesferendethecontractr othedocumentatisedo arrivattheanswerdJse thiast
columtoidentifpnyothefactorsotspecificallgddresstthtshouldeconsidenedhteriab thedecision.
Contractor Subrecipient Use of Judgment in
Making Decisions
1) Providegshegoodsandservices withinormal 1) Determines whes eligibleto receivewvhatfinancial 1)
businessperations. assistance.
YES NO YES NO
Reference: Reference: Reference:
2) Providessimilargoodsor serviceso manydifferent  |2) Hasitsperformancdeenmeasuredgainstwhetherthe 2)
purchasers. objective®f theprogramaremet?
YES NO YES NO Reference:
Reference: Reference:
3) Operatesn acompetitiveenvironment. 3) Hasresponsibilityor programmatidecisioamaking. 3)
YES NO YES NO
Reference:
Reference: Reference:
4) Provides goods arsgrviceshatareancillaryto the 4) Hasresponsibilityor adherenct applicabl@rogram 4)
operatiorof the program. complianceequirements.
YES NO YES NO Reference:
Reference: Reference:
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5)

5) Isnot subjecto complianceequirementsfthe

5) Useghefundsto carryout aprogramof theorganization as
comparedo providinggoodsor service$or aprogramof the

program.
passthroughentity.

YES NO YES NO

Reference: Reference: Reference:

SourceAdaptedrrom Texas Workforcgolutions'FinancialManuafor Grantsand Contractsune2008.
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MODULE 5: EVALUATING AND SELECTING APPLICANTS

Session 4. Evaluating and Selecting Applicants

Learning Objectives:
1. Identify the steps for evaluating and selecting a subrecipient.
2. Understand the required certification.

3. Understand the subaward requirements to file for the RFP process.

Talking Point: Introduce learning objectives.

Select Subrecipients

1. Develop a list of all the offerors/proposals/bids

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

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

4. 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.

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 stegsite 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 adidaiosure
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.

Select Subrecipients Contd.

5. Convene meetings for all reviewers to discuss each proposal and their scores.
6. Finalize and aggregate scores to determine the best offerors.

7. Develop the Final Evaluation Report that summarizes the process, results, and
rationale for the decision.

8. Notify all applicants.

Talking Point:

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

Rate theroposals as per the grading cri{egehe end of this sessidar more information
ard examplgsandfinalize 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.

Required Certifications

The prime is responsible for obtaining certifications for or from the subs:
1. AUnique Entity ID (generated by SAM.gov)

Restrictions to Lobbying (22 CFR 227)

Prohibitions on Assistance to Drug Traffickers (ADS 206.3.10)
Certification Regarding Terrorist Financing (AAPD 044)

Certification Regarding Trafficking in Persons

Certification of Recipient

B - B S AR

Asigned copy of Certifications and Assurances, which include Assurance of Compliance with Laws and
Regulations Governing Nondiscrimination in Federally Assisted Programs [this assurance applies to
Non-U.S. Government Organizations if any part of their program will be undertaken in the U.S.)

L

Talking Points:
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Primes are responsilide ensuringhat 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.

L O

7.

A signed copy of Certifications and Assurances, which inkbsdesnce of Compliance

with Laws and Regulations Governing Nondiscrimination in Federally Assisted Programs.
(This assurance appliesnmn-U.S. organizations if any part of the program will be
undertaken in the U.S.)

Restrictions on Lobbying (22 CFR 227).

Prohibition on Assistance to Drug Traffickers (ADS 206.3.10).
Certification Regarding Terrorist Funding (AARRD4).
Certification Regarding Trafficking in Persons.

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

A Unique Entity IDhttps://sam.gov/content/dunsiei

Talking Points:

At the end of the evaluation prodesselecthe best applicarthe 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 awang a fixed amount award (FAA), the following procedures should be
used:

1. ADS 303.3.25
2. ADS 303s3j
3. ADS303mak

Discussion: Why is completing the evaluation report sanportant?

Subaward File

1. Request for proposal

2. Evidence documentation for competition (copy of newspaper  advert , website, social media
postings, etc.)

3. All applications received

4. Evaluation report

5. Offerors feedback regarding the application
6. Subaward notification

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

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 projedt.is important to keep all the informatiarcase an applicant protests

the process. In this cageu will neeto demonstrate thgou have followed your

organi zationds process for fair and transpar ¢

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

Call for proposal for RFA, RFP,Notice of Funding Opportunit]QFO).

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

3. All applications received.

The evaluation report with award recommendations, and ofesrdback on
the application.

Subaward notification.

Signed standard checklist, such as Fixed Amount Award Entity Eligibility
Checklist, SAM checks, ezgof Certifications and Assurances (Prohibition on
Assistance to Drug Traffickers (ADS 206); and, Certification Regarding
Terrorist Funding (AAPD 034), Certification Regarding Trafficking in
Persons, Certification of Recipient).

Documents to Share with Sub

Prime award approval (approved) notification with clear start date of the project and
award amount.

1. Sub award approved agresment with clear terms and conditions of the award, proposal
and project description complete with reporting requirements, type of reports (financial
and programmatic), frequency of reporting, reporting period and due dates, and reporting
contents and also special award conditions if applicable.

2. Final approved technical proposal with project description or scope of works and detailed
approved budget.

3. Donor operating guiding document such as relevant applicable ADS, 2CFR 200 etc.

Talking Points:

Once the subrecipientds contract is signed
essential documents to the subrecipient to guidertipeoject 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. Subawarépproved agreement with clear terms and conditions of the award,,raghosal
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 oro$cod and detailed
budget.

4. Donor operating the guiding document, such as relevant applie@pBCFR 200.

The prime must ensure that the subrecipient fully understands the content of these documents
and mayonvene a project stanp meeting with the subrecipient to discuss and explain the
startup 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) atachark all required certifications signed
as necess&y

Have members of the review committee sign conflict of interesiradidclosure agreements.

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

5. Conveneameeting 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:

Weight
Evaluation Criteria: (For illustrative purposes only.)

Technical suitability and innovation, including

objectives and goals (in line withproject)* 45

Organizational capability and historic performance 15

Project management ability. 10
Costeffectiveness 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 amyant, awardees must sign the following certifications:

1. A signed copy of Certifications and Assurances, which inktgdegnce of Compliance with
Laws and Regulations Governing Nondiscrimination in Federally Assisted Programs (This
assurance applies to NOIS. organizations if any part of the program will be undertaken in the
u.s.).

Restrictions on Lobbying CFR 22Y.

Prohibition on Assistance to Drug Traffick&3$ 206.3.10
Certification Regarding Terrorist FundingRD 04149).
Certification Regarding Trafficking in Persons.

L T

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

7. A Unique Entity Ildentifier (UEI) is a number
This identifier is used for federal award management and reporting purp8sés.cdee
Duns- Sam UEfor 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 samhevhich the prime needs to share with the subawards to guide
implementation of the project. All documents used in the process from the prepahatieppt€ation

requestup to awarding, must be kept by the prime. These documents include:

Call for proposal for RFA, RFé* NOFO.

Evidence documentation fibve competition such @scopy ofthe newspaper advettie
website where the advertisement was pkoddny other relevant information.

n

All applications received.

Evaluation report with award recommendations.
Offerors feedback regarding the application.
Subaward notification.

Signed standard checkl&ich as Fixed Amount Award Entity Eligibility Checklist, SAM
checkscopesof Certifications and Assurances (Prohibition on Assistance to Drug Traffickers
(ADS 206; and Certification Regarding Terrorist FundigKD 0414, Certification

Regarding Trafficking in Persons, Certification of Recipient).

N o o bk~ w
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MODULE 6: PRE-AWARD SURVEY

SESSION 5PRE AWARD SURVEY

Learning Objectives:

1. How to perform a pre-award survey

2. Become aware of NUPAS Plus assessment tool

3. Understanding pre-award assurances to be considered/obtained by the Prime Recipient when
making an award under USAID funded projects.

Topics forPreAward Survey

Options for Pre-Award Survey

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

Assessment Scale

Definition of Risk Management

Risk Management

Sub-Risk Assessment

Levels of Risk

. Risk Mitigation Choices

10.Examples of Special Award Conditions
11. Capacity Development for Subs

Talking Points:

LCoNoOR WM =

This module provides an overvidvinow a prime should support the subrecipient in conducting
a preaward assessmefttis mandatory to conduct a fae&ard survey andten a Prime will
already havepme-award survey. It is important to creeference with thdSAID Non-U.S.
Organizational Py&ward Survey (NUPA8hich has minimal standardisest practice t®
usetheNUPAS Plusr NUPAS Plus 2.tbol, whichnot only identifies organizational
weaknesses but atke root cause for weakaessuch as a policy is not compliant, the board
has not approved new policy, stafiot trained in theew policyor internal systems have not
beenupgraded to match new poliBy the end of this session, participants will be able to:

1. Explain how to perform a pesvard survey.
2. Be aware of the NUPAS PRdNUPAS Plus 2.8ssessment teol
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3. Understand the pr@wvard assurances to be considered/obtained by the prime when
making an award under USAfiihded projects.

Prime's Responsibilities

"The recipient remains responsible for the work that is sub awarded, and therefore, the
recipient must comply with the following:

The Prime recipient must determine that the subrecipient possesses the ability to perform
successfully under the terms and conditions of a proposed award, taking into
consideration the sub recipient's integrity, record of past performance, financial and
technical resources, and accessibility to other necessary resources.

The recipients must ensure subawards are made in compliance with the Standard Provision
"Suspension and Debarment" and the Standard Provision "Preventing Transactions with, or
the Provision of Resources or Support to, Sanctioned Groups and Individuals.”

Source: RAAS(b)(1)

Talking Points:

Explain and describe the primeds key

1
2
3
4
5.
6
7
8
9

Conducting risk assessments on prospective subrecipients.
Selecting subrecipients.

Preawardassessments.

Consideration of imposing special award conditions.
Seeking USAID approval on selected subreaipient
Preparing a complete agreement.

Including all applicable MSP/RAA provision fidewns in the agreement.

Monitoring the activities of the subrecipient.
Providing technical assistance/support to the subrecipient.

10. Ensuring that the subrecipient is subject to assurance reviews.

responsi
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Options for Pre-Award Survey

The Pre-Award Survey should be included in your Procurement Manual and be
approved by your Board.

Available Tools:

1. Ask your former prime for the Pre-Award Survey they use
2.Use USAID's NUPAS

3. Use ASAP's NUPAS Plus

4. Use ASAP II's NUPAS Plus 2.0

Ask participants:

1. Have they ever conducted a-@nard survey?
2. What assessment tool did they use?
3. What was their experience in conducting-avpaed survey?

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

USAID uses the Non-U.S. Organization Pre-award Survey (NUPAS)

NUPAS Objectives:
1)Determine whether the Non-U.S. Organization has sufficient financial and
managerial capacity to manage USAID funds following U.S. Government and
USAID requirements.

2)Provide recommendations to USAID on areas of support needed for the local
partner to succeed as a Prime Recipient with increased funding.

International Primes have developed their own pre award survey

Talking Points:

The main purpose of a ppevard 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 seladministered by a suécipient. However, assessments admaddgr

subrecipients tend to be biased. To be more objective, itis 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 amstamdi¢he 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 theicipidnts, they should ensure
that there is no major difference in the content and detail of information that must be collected
during the assessment.

NUPAS

The NUPAS is a pre-award survey to identify and establish the baseline for potential risk areas
inherent in making a non-U.S. NGO award. USG regulations require the prime to conduct a pre-award
survey, prior to issuing an award, that assesses the following domains among other areas:

1. Legal

2. Financial

3. Procurement

4. Human Resources
5. Sustainability

6. Performance

Talking Point:

Read out the six domains.

NUPAS Plus

ASAP has developed the
NUPAS Plus tool which we have
used with over 50 organizations

= USAID e

The tool and training manual Navigation Links

are available upon request
—_—

Talking Point:

ASAP Il 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 assesstagatwith a Kickoff meeting and tignisg of a

Memorandum of Understandin@ver 100documentgre sharednd reviewed, after which
assessointerview leadership and staffnductsampldestsof financial transactions, and rate

over 300 questionBhelength of time to complete a NUPAS Plus or NUPAS Plis 2.0
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determined by how long it takes to get the organizatamahents. A delay in receiving them
delays completing the assessnifegiit documents are receiesdagreed, tlpgocess takegp to
four weeks.

Assessment Scale

Scoring individual Scoring Scale Description
elements

Significant control weaknesses could expose
the organization to significant financial or
other loss or otherwise significantly impair its
ability to manage USAID funds.

Significant control weaknesses exist that
could expose the organization to
unacceptable/inadequate levels of
unmanaged risk.

Although a control weakness was noted,
compensating controls and other factors
exist to reduce the residual risk within the
organization to acceptable lewels.

Owerall, a strong control framework is in
place. Some improvements may be
recommended. No deficiencies or low risk.)

1.0-15 Inadequate

251-35 Adequate

Talking Point:

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

NUPAS Plus: Finances

1 2 3
NAOLQUATE CAPACTY WEAK CAPACTY ADEQUATEAPRTY
Some Orfcarcn Mo Odcnscar

ot by Remedut s Selore Amard Humedash Selors Amard

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.

67



NUPAS
Domain and Categories Score|

Definition of Local Organization
Compliance with Legal Requirements 2.00

EXAM P L E ; Organizational Structure 350
2.00

4 Governance

FROM ON E 5 Control Environment
Average Score 3.10
N GO 2. Finance

5 Banking Relationship and Accounts 325
7 Accounting Bookkeeping System 3.50
8 Chart of Accounts General Ledger 3.38]
g Variance Analysis 300
10 |Allowable and Unallowable Costs 313

7" Direct and Indirect Costs
12 Payments- Segregation of Duty

13 Accounting- Segregation of Duty
n Financial Records Management
15 Sources of Funding

16 |Financial Reporting

17 Audit and Review of Financials

15 Financial Management Personnel
Average Score

Talking Point:

Aboveis a summary of scores &mMNGO.

Definition of Risk Management

Risk

The possibility that an event will occur and adversely affect the achievement of objectives

Risk Management

An internal management process to achieve objectives of reliable financial reporting, safeguarding of
assets and compliance with relevant laws and regulations and includes:

1. Identification of risks
2. Analysis of risks

3. Tracking and managing risks

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-avpaed assessment to decide if the amount of risk
is acceptabl@he prime is accountable and responsible for any poor-perfiormance of the
subawardi financial, technical, programmatic, or othefinas@ny given time. The prime

should also ensure that there is a continuous process to manage risk at the sunetipient
allows risks to be detected on time, assessed/reassessed, and properly managed.

The concept of risk has various interpretations:
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Y

USAI D definition of risk is othe effect of ul

negative

OMBCircularAL1 23 defines risk as the oOeffeRsk of unc
managemens O an i nternal management process for i
relevant to achieving the objectives of reliable financial reporting, safeguarding of assets and
compliance with relevant | aws and regul ati on:

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

Risk Management

1. Assemble a comprehensive list of risks, both threats and opportunities

ro

. 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 for assessment of identified risks.

. Determine level of risk your organization is willing to take.
. Select a risk treatment response including acceptance, avoidance, reduction, sharing, or transfer.

. Continuously monitor how risks are changing and if responses are successful.

S A w

. Communicate risks with stakeholders, including Prime Recipients, and report on the status of
addressing the risks

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 risksExamine 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 responseSelect a response to treat the risk (based on risk appetite),
including acceptance, avoidance, reduotisharing.

3. Monitor Risks: Continuously monitor how risks are changing and if responses are
successful.
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Sub Risk Assessment

Uniform Guidance requires risk assessments for subrecipients
Factors to review and consider:
1. Subs prior experience with similar awards

2. Previous audits

Talking Point:

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

Levels of Risk

High Risk Recipients

Organizations that have not met most of the requirements as per the selection and evaluation criteria.

They posehigh risk to the organizafion if selected to work with,

However, it does not necessarilyimply thathese organizationscannot be selected to work with.

Medium Risk Recipients

Organizations that demonstrate some abilityto parfially comply with the award terms and condition and meet the
requirements, but the exceptions could materially affect the reliability of reporting or the ability to attain program

activities. Medium risk status may still require some level of oversight, monitoring and supenvision and technical support

fo ensure deficiencies observed are addressed.

Low RiskRecipients

Organizations that meet most of the requirements They demonstrate the ability to comply with award terms and
conditions with a few exceptions. Unlessotherwise,suchorganizationsmaystill be subjected to specialaward conditions
(SACs)and require frequent monitoring at the discretion of the Prime Recipient, or they should be given standard
reporting requirementswith minimalsupendsionand monitoring by the PrimeRecipient

Talking Point:
Review the levels of risk. Risk assessment results ofahapteurvey 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 apaigram 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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Risk Mitigation Choices

1. Not to fund

2. Apply Special Award Conditions

3. Set minimum ceiling for funding

4. Make award but provide technical and operational support

5. Make award and require monthly reports and conduct frequent site visits

Talking Points:
Precautions to minimitieerisk of subgrantees include:
- Not to fund (award) the grant application. Thegsabt 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 neeetl(demand
support). The purpose of technical assistance is to itlcezmsapetence of the
subrecipient organization so that it no longer needs to be treateetiak bighedium.

- 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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Capacity Development of Subs

The PreAward Surveycan inform capacitybuilding technical assistance (TA) for the subrecipient, based on the identified
areas of risk and weaknesses.

Types of TA:

Resource Hubs:Provide subrecipient tools, resources on best practices, and access to experts. Offer subrecipients an easily
accessed online portal (on ipperson platform) that can serve as a repository of information, a platform for collaboration, a
central resourcemanagement tool, and a place to house and disseminate best practices. This mayinclude the prime sharing
its policies with the subrecipient.

The subrecipient gathers a selected group of participants at a single event to learn or improve skills and knowledge in a
specific discipline. The training should address issues of concern, such as the/werd Survey report. lf a prime is to have
multiple subrecipients under its award, the prime should consider having a consolidated training event where consistent
messaging regarding templates, reporting dates, supporting documentation, efc., can be shared with all subrecipients.

Substantial Involvement: Such invalvement in program impl ion with the subrecipient mayinclude field supervision
of program activities and performance of the subrecipient.

Talking Point:

The preaward survey should result in/leathiadevelomentof an action plan to improve
performance in areas deemed priorities/high risk. Some findings may be simple to address but
are more expensive and tioo@suming to complete. This is an essential consideration during

the negotiation phase. For example, if tinegprequires 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.

Award Notification

Primes must notify all bidders on whether selected or not

Primes meet with successful applicants for a "Kick Off" meeting to review the
agreementand all the requirements

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 cortlwetrd Pre
Survey. USAID further provides guidelines on how to defanrRirel Survey iADS 303sanirhe primary
objective of the PrAward Survey is to assist in making a responsibility determination theough
assessment of a potential awardee's likelihood for compliance with the Standard ProvisidnisSfor Non
Nongovernmental Recipients. The-Rnard 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 USAWDSN@rganizational Pagvard Survey
(NUPAS) and NUPAS Plus tool. The main purpose ofanae 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 satfministered by a subcipient; however, assessments administered by
subrecipientsend 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 NUPAfefio@ 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 throughveaPdeSurvey. USAID uses a standard
Non-US Preaward Survey (NUPAS) which includes six domains and 28 questions, including:
i. Legal

ii. FinanciaManagement 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.

i.  To determine the most appropriate method of financing ungetémial 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 praward 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 organizatiam fieceiving 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 agreemdwarddis st al
Survey findings are resolved, the prime must insert SAC in the resulting instrument, which requires the
recipient to correct the reported deficiencies.
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https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf

DESK REVIEW

Depending on the criteria to be reviewed in thé\Rezd Survey, the following items must be collected
from the organization to the extent possible, for a desk review:

i.
ii.
iii.
iv.
V.
Vi,
Vil.

Viii.

Articles of incorporation or charter

Record of legal registration, other material licenses/permits

By-laws

Mission statement

Organizational chart with supporting documentation for the delegation of authority

Names of depository commercial banks

Chart of Accounts and corresponding General Ledger

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

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 mayagdistof funding
sources (current year).

The survey tool helps the Pxeard Survey team assess the strengths and weaknesses of a potential
subrecipient. Depending on the nature of the award, the reviewing teanteidirpriae specific areas
for consideration in the following categories:

BRIDGING CAPACITY NEEDS

The preaward survey should result in/leathedevelopentof 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 gime requires a significant upgrade to theesipient'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 Hubdto provide tools, resources on best practices, and access to experts. Such hubs offer
a subrecipient an easily accessed online portgbéosan platform) that can serve as a repository of
information, a platform for collaboration, a central rescumnagment tool, and a place to house

and disseminate best practices. This may include the prime sharing its policies with the subrecipient
guidance.

Training Workshopdwhich 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-preard survey report. If a pans 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 involvemeitn program implementation with the subrecipient, which may include field
supervision of program activities performed by the subrecipient.

Training and technical assistance/sugptarthe sub on progranelated matters.

We obtained USAID guidance fradon-U.S. Organization Rfavard Survey Guidelines and Support
Additional Help for ADS Chapter 303
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https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf
https://www.usaid.gov/sites/default/files/documents/1868/303sam.pdf

See Appendices

Non-U.S. Organization RPeavard Survey (NUPAS) (Word Version)
NUPAS Final Report (suggested format)

NUPAS Questions for Consideration

SF 424B Assurance of Compliance

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

MODULE 7: ISSUING THE SUBAWARD

Session 6: Issuing Subawards

Learning Objectives

1. Learn about the components of a subaward
2. Learn about kick-off meeting

Topics under Issuing the Subawards

1.
2.
3.
4.
2.
6.
7.
8.
9.

Special Award Conditions

Donor approval

Documents to share with sub

Award notification

Kickoff meeting

Mandatory flow downs

Annual Workplan

Activity Monitoring Evaluation and Learning Plan (AMELP)
Award amendments and modifications

Talking Point:

The prime has a responsibility to report on specific programs and provide financial information
to the AO under USAIBunded projects/programs. This section is aimed at assisting the Prime
Recipiento 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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Special Award Conditions

SACs are identified in the Pre-Award Assessment as risk areas requiring special
attention to remedy before or during the award.

Examples of Special Award Conditions

a The Board of Directors must comply with Professional Standards of Conduct within 30 days.

.I.'II Management must pean organization- wide policy review for alignment and subsequent reform
update within 60 days.

= NGO must provide proof of reconciliation on top  -up fuel cards in each quarterly financial report in
the new award.

‘ NGO must hire a dedicated M&E Advisor at HQ and one for the Center of Excellence within 60 days
of the new award.

@ NGO must dewelop and use a timesheet for the organization and provide training in timekeeping
within 30 days.

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

Special Award Conditions (SAC) must describmilibsione(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 thédWweaed 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 primebds staff provide the recipi

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

Mandatory Flow Downs

+ Fraud reporting * Conflict of Interest
+ Prohibition on Terrorism Transactions + Whistieblower rights
(Preventing Terrorist Financing)
« Debarment and suspension * Procurement of resfricted goods (must get
. ) rior approval
+Award termination and suspension P pproval)
- Trafficking in persons + Standard Provisions for Non -U.S.

. . Nongovernmental Organization, A
+ Child safeguarding

+Voluntary population planning activities

+Anti-corruption

Mandatory Reference for ADS Chapter 303

Talking Point:

Primemust include all the Mandatory Standard Provisions and the Required as Applicable

Provi

sions as included in the

Pr i nieodwsn sAOg.r e e mi

Award Amendments and

Modifications: Prior Approval Needed:
*Categories: unfunded and funded *Change in scope or cbjectives
*Key personnel change (if included inthe proposal stage)
*Scope and moedifications
*Participani ort funds moved to other categories

+Budget and modifications
+Extensions

* Administrative

ect and indirect cost lines

*Transfer of funds from construction to other cost categories or vice

Versa
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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 eeigmature (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 sca).

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 primeds activities, and f

or unfunded (e.g., when the subrecipiertf&il properly plan for budgeted activities, or when the prime
simpyd oesndt have addi t i o radditiondl activiigs at he subrexcipiéentldvdl)e t o

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 delayachieving program results due to Acts of God (e.g., natural
di sasters, etc.) or to achieving program deliver
obligations to the donor.

Prior Approval:

The award may indicate that prior approval is needed to move funds exceedittiplidtalodidget
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, subaywarrdsibcontractor).

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.

Donor Approval

The prime must request and obtain in writing USAID approvals for Subawards.

Requirements for obtaining approval are outlined within the “substantial involvermnent”
section in the award document.

Talking Point:

I n the Pr iyouwecénsaddm sectiprddabawards which identifies partners, scope of
work, and budget.

A subaward must be approved by USAID beforéutysexecuted.

Kick Off Meetings with Subawards

The Prime must meet with the subaward and review the entire agreement together,
including:

1. Establishing a working relationship and establishing roles and responsibilities
2. Program Description
3. Reporting Instructions

4, Compliance with provisions

Talking Point:

80



When the subaward is fully executedPrimeshavea 0 Ki ck Of f 6 meeting wi
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 titsb wrireview the compliance
requirements in the Primeds award.

Documents to Share with Sub

Prime award approval (approved) notification with clear start date of the project and
award amount.

1. Sub award approved agreement with clear ferms and conditions of the award,
proposal and project complete with reporting requirements, types of reports (financial
and programmatic), frequency of reporting requirements, reporting period and due
dates, and reporting contents and also special award conditions if applicable.

2. Final approved technical proposal with project description or scope of works and
defailed approved budget.

3. Donor operating guiding document such as relevant applicable ADS, 2CFR200, efc.

Talking Point:

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

Talking Point:

Emphasize that the subrecipient must prepare annugllarkhat are aligned to the activities
in the subaward. The prime must approve suchphaor&
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