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502-006-A: Subrecipient Monitoring Procedure

This procedure implements CSU systemwide policy for Sponsored Programs Administration: Sponsored Programs

Subrecipient Monitoring Policy (ICSUAM #11002.6) — including sections on risk assessment on Federal awards,
subrecipient invoice review and roles and responsibilities.

Monitoring & Risk Assessment

Summary

A subrecipient is the recipient of a subaward for the performance of a portion of the work statement covered by a
prime agreement that is funded either directly or indirectly with external funds. This process does not apply to
contractors, vendors or consultants which are subject to University Corporation’s procurement policies/procedures.
The determination of whether an individual or entity is a subrecipient or contractor/vendor is made during the
proposal development phase, but may be reviewed during the post-award management phase and when new
subrecipients or contractors are requested by the Principal Investigator (PI) after the award is received. The
Sponsored Programs Office (SPO) and University Corporation are responsible for ensuring both that itself (when it
is a subrecipient) and its subrecipients comply with Uniform Guidance (2 CFR 200) under federal awards. The
process below details responsibilities for subawards to entities outside of the CSU. For subawards within the CSU,
campus audit findings are included in the CSU consolidated single audit report — and the Chancellor’s Office is
involved in the audit resolution process for all campus and auxiliary single audit findings, therefore additional
subrecipient monitoring for CSU campuses and auxiliaries is not required under federal or other awards.

Process
All Subawards:

1. The Director of Sponsored Programs, or designee, is responsible for negotiating agreements with
subrecipients. Among other things, the agreement will address audit requirements similar to those required
under the Federal Demonstration Partnership (FDP) Subaward Agreement. For Federal subawards, the
FDP Subaward Agreement will be based on the FDP audit requirements verbatim.

2. When the Corporation Post-Award Analyst receives a new award with subrecipients identified, they will
assign each subrecipient a PeopleSoft Account code(s) for the appropriate allocation of indirect (F&A)
costs.

Subawards Under Federally Funded Agreements:

1. Risk Assessment: For all subawards subject to this procedure, the University Corporation Controller and
the Director of Sponsored Programs will assess the risk by having the subrecipient complete the
Subrecipient Commitment Form prior to issuing a subaward.

o The Sponsored Programs Office reviews the subrecipient responses on the Subrecipient Commitment
Form for compliance with federal and sponsor-specific requirements (e.g. IRB, IACUC, Conflict of
Interest, Export Control). A subaward may not be issued if the subrecipient cannot comply with federal
and/or sponsor regulations.

o The Subrecipient Risk Analysis Form will be used to document the risk assessment and determine the
risk level. The Controller will review the documents and complete the Subrecipient Risk Analysis form
which should be done prior to issuing the subaward but may be done prior to issuing the first payment
if a subrecipient is known to be medium or low risk. The following process will be followed based on
the determination using the Risk Assessment Form:
= LowRisk:

+ Controller: Review most recent subrecipient Single Audit Report to determine there are no
relevant audit findings and if there are relevant findings, refer to step 2, below. No additional
monitoring steps necessary.

«/ Post-Award: No additional monitoring.
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=  Medium Risk:

« Controller: Review subrecipient financial statements and/or annual audit reports, accounting
policies and procedures, Sub-Recipient Mini-Audit Questionnaire and determine if additional
language is needed in the subaward template to facilitate any necessary post-award monitoring.
If additional language is necessary, Sponsored Programs will incorporate it into the Subaward
and will be identified for post-award monitoring.

«/ Post-Award: In accordance with subaward, conduct random audits of certain expenditures
from subrecipient invoice, and may request additional documentation, if necessary.

= High Risk:

« Controller: Review subrecipient financial statements and/or annual audit reports, accounting
policies and procedures, Sub-Recipient Mini-Audit Questionnaire, and determine if additional
language is needed in the subaward template to facilitate any necessary post-award monitoring,
which may include requesting specific backup documentation with invoices for reimbursement.
Additional language will be incorporated on Attachment 2 of the Subaward and will be
identified for post-award monitoring.

«/ Post-Award: In accordance with subaward, conduct random audits of certain expenditures
from subrecipient invoice; request backup documentation, as necessary prior to payment of
invoice.

=  Extreme Risk:

« Controller: Meet with Sponsored Program Director and PI to determine best course of action
prior to executing any subaward.
= Ifrisk can be reduced to a lower level, follow appropriate monitoring steps above.
= Ifrisk cannot be reduced, SP Director will meet with PI to determine next steps.

2. Annual Review:

o Controller will review audit documentation (from the FAC or the subrecipient) for all federally funded
subrecipients. If no relevant findings, the Controller will note the review completion date on the
Subrecipient Log.

o If relevant findings are confirmed, the Controller contacts the subrecipient to review the corrective
action plan (CAP). The Controller will document the agreed upon plan and provide a copy of the CAP
to Post Award Analyst. Additionally, the Controller will indicate on the Subrecipient Log that findings
exist, fill in the date of implementation of the CAP or the date for follow-up to determine if the CAP
has not been implemented. The Controller will use their best judgment when determining if a finding
is relevant to the specific project.
= If follow-up is necessary, the Controller will note resolution on the Subrecipient Log and forward

any additional paperwork that has resulted from the CAP to the Post Award Analyst to file in

appropriate Subaward file.

o If findings are not resolved or corrective actions have not taken place — the Controller will notify the
Director of Sponsored Programs and the PI to determine next steps, which may include withholding
invoice payments and/or subaward termination.

o Once final review is complete the Controller will note the completion date on the Subrecipient Log

Subrecipient Invoice Review

Summary

The subaward will be negotiated by Sponsored Programs (Pre-Award) Office with assistance from the Principal
Investigator (PI) to define the scope of work, dates, budget and deliverables to be performed under the subaward.
At the time the subaward is negotiated, it will be agreed that the subrecipient will be paid in accordance with a
payment schedule incorporated into the subaward or will send invoices to the University Corporation financial
contact according to the invoicing terms in the subaward. This is typically not more often than monthly, with the
final invoice due within 30 to 60 days after the subaward end date depending on the sponsor’s due date for
submission of the final financial report.

502-006-A_SubMonitoring
Page 2 of 6



Process

Principal Investigator (PI)

The PI is responsible for reviewing the costs reported and/or deliverables received to verify that they are reasonable
and appropriate for the progress completed on the subaward. University Corporation Accounts Payable will follow-
up after five business days, if the PI has not yet reviewed and approved the invoice.

e [f approved, the PI or the person with delegated signature authority will sign and date the subrecipient
invoice and include the signed Subaward Invoice Certification Form; return it to Accounts Payable for final
approval by the Post Award Analyst or Manager; and payment processing.

e I[fnot approved, the PI will contact the responsible party in Post Award to discuss how to proceed.

e [f subrecipient is determined to be Medium or High Risk, the PI may be required to review additional
invoice documentation in accordance with the terms of the Subaward.

Procedure for Post Award Review
Once an invoice has been received, University Corporation Accounts Payable will forward to the PI for review and
approval.

Once the approved invoice has been returned to University Corporation Accounts Payable, the invoice is forwarded
to the Post Award Analyst for review to ensure that:
e The invoicing period is within the subaward period and amounts.
e The costs are allowable as direct costs per Procedure #503-005-A, Allowable Costs: Direct and
Indirect.
e Any cost sharing requirements are met.
e For Subrecipients identified as Medium or High Risk (during the pre-award review), follow any
additional requirements related to invoicing incorporated into the subaward on Attachment 2
(Additional Subaward Terms & Conditions).

Once approved, the Post Award Analyst will route the subrecipient invoice to University Corporation Accounts
Payable for payment processing.

Roles & Responsibilities
PI: Overall responsibility of management of subaward and ensuring completion of work. Responsibilities include:
A. Provide SPO with scope of work, deliverables, timeline and budget for incorporation into subaward.
B. Work with SP Director and/or Controller on issues regarding subrecipient risk and annual subrecipient
monitoring.
C. Review subrecipient invoices timely and notify the Corporation Post-award Analyst if work is not being
completed on schedule or if there are other concerns about subrecipient performance.

Dean (or other administrator): N/A

Corporation, Post-Award Admin:
Controller:
A. Prepare initial risk assessment and work with SP Director to ensure appropriate measures are put into place
to manage risk, when necessary.
B. Perform annual review of subrecipients in accordance with this procedure, working with SP Director and
PI, as necessary.
C. Update subrecipient log to document compliance with federal subrecipient monitoring requirements.
Post-award Analyst:
A. Work with PI on approval of subrecipient invoices.
B. Coordinate with Corporation AP to ensure timely payment of subrecipient invoices.
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SPO: Overall responsibility for subaward negotiation and risk management resolution. Responsibilities include:
A. Collaborate with PI on budget, scope of work, deliverables and terms and conditions of the subaward to
manage risk (when necessary).
B. Work with Controller on subrecipient risk assessment and incorporate additional terms and conditions into
the subaward, if necessary.
C. In the rare instance of a subrecipient being designated “Extreme Risk” — work with PI to determine next
steps, which may include selection of a new subrecipient if risk cannot be minimized.
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References

For definitions of key words in this procedure, refer to the CSU systemwide Sponsored Programs Definitions Policy
(ICSUAM #11001.01).

Guidelines

Uniform Guidance (2 CFR 200) - Subrecipient Monitoring & Management
§200.330 Subrecipient and contractor determinations.
§200.331 Requirements for pass-through entities.

§200.332 Fixed amount subawards
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Forms

Subrecipient Risk Assessment

Subrecipient Risk Assessment

Project 1D |

Subracipient Mame: |

Low Risk Medium Rigk Hgh Rigk Whaight Whaighted Scora
1 |Foraignor Domedic Brtity Darrestic Fuareign 4 0
2 |Maturity ofthe Organization hgture Few Yearsin Operatian Start-up 4 0
1 |Organization Type University Man-Praft ndustry 4 ]
4 | Granting Agenay Privgte ar Faundation Man-Federal Gowemment Federal Gowemment 3 i}
5 |Bward typa from Grarting A genay Grant Cantract ar Subcantract 4 1]
g |Ameount Subcontract < §100k 100K <500k 00K k| 1]
7 |Percemtaga of UCorp Award Subcontracted 430% 2J0%; 449.9% 249 9% 2 0
g |Bcocouting Sysems Edablished Prakssianal Small Business Fystem Mane 2 0
9 |Procuremert Systems appraed n Place/nat appmred ad hac 2 a
10 |Megotiated Indirect Codt Rats Agreement fes M 2 i}
11 |Budt Report A133 Other Audit Reparts Mo Pudit Repart 2 1]
11a |F A-133 audt, are there any findngs? Ma Yaz 4 1]

MNew Subrecipient, ar

12 |Pricr experienee working with UCom? Frwous positive experience | 5ome experence: awrage previaus negative exper ence 2 0
13 |ITAREAR (Export Controlled) Type of work Ma Yas 2 a
Complianza
14 [humans, arnimals, 0N, stam calls] Ma fes 2 0
15 |Location of Work At subrecipient's Gailty A C5LhA 2 i}
Ralationship of subrecipiant to Pland potartial for Ma existing ar famer .
19 | corlict of irterag rlationship ta P Frsrelatie ! 0
. Tangible praducts=;
17 |Staterment of Work & Deliverables Fepart anly pihatal ta sucgess of prajet 4 0
" " . MNat small business, HUB
= .
12 |"Advartaged” status claimed? zane, ete, fes 1 0
10 Spacial Consdarations: up toanadditiomal 4 0
poirts:=.g. high §
Total Risk Score: 1]
Ma:mum Scare: 100
Risk Dassification Seale: Low = 0-40 Medium = 4175 High = 78-99 Extreme = 100 Risk Classification |:[
A =zasgmert performed by: [

Data of Asszssmert:

Signatira |

502-006-A_SubMonitoring

Page 6 of 6



