Pre-Award Checklist for Subrecipients

Subrecipients should be prepared to complete the following before an agreement with UTEP is fully executed:

* Register on SAM.gov and provide the corresponding Unique Entity Identification (UEI) Number. If a Subrecipient needs
assistance in registering on SAM.gov, they can utilize this step-by-step video or contact the SAM.gov Helpdesk.

¢ Register to use UTEP Subrecipient Portal and upload all requested documentation through the portal.

Note: Members of FDP can opt out of completing Certifications and Assurance on form, however, they will still need to
upload all documents, including FDP Commitment Form, and have the institution AOR submit form.

¢ Provide a copy of the organization’s most recent Single Audit OR complete a Single Audit Certification.

* Provide a Certificate of Insurance with coverage that meets UTEP standards.

¢ Provide a Conflict of Interest Policy.

* Provide a Negotiated Indirect Cost Rate Agreement.

* Provide an eVerify affidavit.

¢ Disclose restrictions on any intellectual property or data rights planned to be used on the research project.

o If applicable, Certificate of Current Cost or Pricing in accordance with FAR 15.406-2.

« If animal subjects are involved in Subaward, copy of Institutional Animal Care and Use Committee (IACUC) approval.
¢ If human subjects are involved in Subaward, copy of Institutional Review Board (IRB) approval.

¢ Awards governed by the Federal Acquisition Regulations (FAR), may also require accounting certification regarding
compliance with FAR Part 31, Contract Cost Principles and Procedures or Generally Accepted Accounting Principles
(GAAP) or letters of approval from cognizant governing agency.

It is recommended that Subrecipients begin the process of gathering this information at the time of sponsor funding
application, so all are complete by the time the award is funded and a Subaward is needed. Subrecipients should be
prepared to complete the following annually thereafter:

¢ Renew registration on SAM.gov and provide the corresponding Unique Entity Identification (UEI) Number.

¢ Provide an updated copy of their organization’s Single Audit OR complete an updated Single Audit Certification.


https://sam.gov/content/home
https://www.youtube.com/watch?v=ZPtYkndW8vQ
https://www.fsd.gov/gsafsd_sp
https://orspweb4.utep.edu/scp/login.php
https://fdpclearinghouse.org/helpdocs/LOI-pdf.pdf

