FDP Cost Reimbursement Subaward Template: User Guide
Refer to Key attached (pages 11-14)

1. Select Federal
Awarding Agency then
click Run Template

Select from drop down options

2. PTE and Subrecipient full legal name
3. PTE and Subrecipient PI names
4. Federal grant number

5. PTE's subaward identifier

6. Title on Federal Award plus any subtitle for the subaward
9. Initial budget period amount

7. Initial budget period start and end

10. Estimated PoP amount

8. Initial budget period start to end of
estimated last year

Financial

11. Select appropriate contact
Financial

the final Budget Period end date.

11.

12. Choose annual or project final invoice

Authorized Official
Authorized Official

11.

11.

Unilaterally

13. Choose type of amendments authorized
Authorized Official

Authorized Official

11.

Authorized Official

11.

__________________________________

_

__________________________________

11.

_

Attachment 1

5. Auto-populates based
on first page

Certification Regarding Lobbying
o Federal appropriated funds have been paid or will be paid, by or on behalf of the Subrecipient, to any person for
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer
or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any
Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any
cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal
.
contract, grant, loan, or cooperative agreement
If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or
intending to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress,
or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement,
the Subrecipient shall complete and submit Standard Form -LLL, "Disclosure Form to Report Lobbying," to the
.
This certification is a material representation of fact upon which reliance was placed when this transaction was made
or entered into. Submission of this certification is a prerequisite for making or entering into this transaction imposed by
.
Any person who fails to file the required certification shall be subject to a civil penalty of not less than
$10,000 and not more than $100,000 for each such failure.

Debarment, Suspension, and Other Responsibility Matters
that
neither
nor its principals are presently debarred, suspended, proposed for debarment, declared
ineligible or voluntarily excluded from participation in this transaction by any federal department or agency
.
Audit and Access to Records

5. Auto-populates based
on first page
14. Select "attached" or fill
in boxes on the right ----->
in the attached Federal Award.

15. Select either or both boxes if applicable

16. Boxes 1-4 auto-populate from the Federal Awarding Agency selection

Administrative

11.

Additive

No additional requirements

Subrecipient Grants

17. Select Additive or Other based on Federal Award terms

18. Select one of three dropdowns based on Federal Award terms

19. Select Grants or Shall Grant

20. Select which COI policy will
apply- Subrecipient or PTE

Subrecipient

21. Auto-populates from Federal Awarding Agency selection

Human Subjects
Human Subjects Exempt
Vertebrate Animals

22. Select boxes applicable to Subrecipient's Statement of Work. If
selecting Human Subjects or Vertebrate Animals, additional dropdowns are
exposed for selection

11.
The PTE requires verification of IRB and/or IACUC approval be sent to
the Administrative Contact

as required above:

Subrecipient agrees that any non-exempt human and/or vertebrate animal research protocol conducted under this Subaward shall be reviewed and
approved by the appropriate Institutional Review Board (IRB) and/or its Institutional Animal Care and Use Committee (IACUC), as applicable and that
it will maintain current and duly approved research protocols for all periods of the Subaward involving human and/or vertebrate animal research.
Subrecipient certifies that the appropriate IRB and/or IACUC are in full compliance with applicable state and federal laws and regulations. The
Subrecipient certifies that any submitted IRB / IACUC approval represents a valid, approved protocol that is entirely consistent with the Project
associated with this Subaward. In no event shall Subrecipient invoice or be reimbursed for any human or vertebrate animals related expenses incurred
in a period where any applicable IRB / IACUC approval is not properly in place.

Not Applicable

23. Select one of three in the dropdown. If "Applicable" is selected,
section leftare
intentionally
blank
additional boxes and a This
dropdown
exposed
for selection

24. These three terms (NIH T&C, MPI and CoC) appear only if the Federal Awarding
Agency is NIH. Select Clinical Trial Yes/No based on the Notice of Award. Select
"subject to" under Multiple PIs only if the Subrecipient PI is a multi PI on the NIH
award notice.This section left intentionally blank

25. Insert required flowdowns from the Federal Award, project-specific terms not
addressed elsewhere, or terms required to address PTE's determination that the
Subrecipient is high risk

26. Insert PTE's information, contacts and addresses.

5. Auto-populates based
on first page

PTE Contact

27. Ask Subrecipient to complete
Subaward Number:

5. Auto-populates based
on first page

Zip Code Look-up

28. Require completion only if Subrecipient is NOT exempt from reporting executive compensation

Attachment 3B
Highest Compensated Officers

Subaward Number:

5. Auto-populates based
on first page

Subrecipient
Institution Name:

Highest Compensated Officers
The names and total compensation of the five most highly compensated officers of the entity(ies) must be listed if
the entity in the preceding fiscal year received 80 percent or more of its annual gross revenues in
Federal awards; and $25,000,000 or more in annual gross revenues from Federal awards; and the public does
not have access to this information about the compensation of the senior executives of the entity through
periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. §§
78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986. See FFATA § 2(b)(1) Internal Revenue
Code of 1986.

Officer 1 Name:
Officer 1 Compensation:
Officer 2 Name:

Attachment 4

5. Auto-populates based
on first page

Subrecipient agree to

:

29. Select as many check boxes as applicable. Then choose contacts and due
dates in the corresponding dropdown menus

Monthly technical/progress reports will be submitted to the
the end of the month.

’s Administrative Contact

15

Administrative Contact

60

to the
’s Administrative Contact
. Such report shall also include a detailed
updated ther upport for key personnel, certification of appropriate education in the conduct of human subject
research of any new key personnel, and annual IRB or IACUC approval, if applicable.
A Final technical/progress report will be submitted to the

’s Administrative Contact

Technical/progress reports on the project as may be required by

Carryover is automatic

60

’s Administrative Contact

30. Choose "automatic" or "restricted." If restricted, select reason from the
dropdown menu and provide a contact
31. Select check boxes as applicable. Then choose invention report
contacts and whether a negative report is required

Administrative Contact
Administrative Contact

32. Include any reports required by the Federal Award not included
above and any special instructions for required reporting

5. Auto-populates based
on first page

Attachment 5
Statement of Work
Below

Attached

33. Select Below or Attached. If Attached,
indicate # of pages
pages

If award is FFATA eligible and SOW exceeds 4000 characters, include a Subrecipient Federal Award Project Description

34. Insert rate % and select Rate Type
Indirect Information Indirect Cost Rate (IDC) Applied

%

35. Select Yes/No- include amount if
Yes
No

Modified Total Direct Costs

36. Select Below or Attached. If
Attached, insert # of pages

37. Insert Directs, Indirects and Total
for initial budget period

5. Auto-populates based
on first page

38. Select one. If selecting first button, insert attachments

23. Add an Attachment 7 if select in Attachment 2

FDP Cost Reimbursement Subaward Template: User Guide Key
Download the template first- do not make edits in your browser
1.

2.

Federal
Awarding
Agency

PTE and
Subrecipient
Legal Name

Face Page
Select the Agency from the drop-down list, then click “Run Template.” Attachment 2
then populates with the Agency-specific regulations and policy.
Note: the FDP template is designed principally to be used for the federal agencies
listed in the dropdown. You may use the template for another federal agency, but
review to ensure the template covers all of the required flow downs. After you select
“Other” a new box pops up to type in the agency name. You will also need to fill in
the blanks in Attachment 2A fields for the federal agency policies and regulations.
Enter the legal names of the parties to the Subaward. If you are issuing a third tier
subaward, insert your institution’s name then the PTE on the first tier in parentheses:
e.g. College of Charleston (under a Subaward from Columbia University). See FAQ
#46.
Note you may include other identifying information such as a campus name: e.g.
Regents of the University of California, San Francisco.
Include the PIs for both parties- do not list Co-Is or other investigators. You may
include other investigators in the Statement of Work or budget pages.

3.

PTE and
Subrecipient
PI Names

4.

PTE Federal
Award No.

Include the grant or cooperative agreement number on the most current version of
the PTE Federal Award.

5.

Subaward No.

6.

Project Title

7.

Subaward
Budget Period

8.

Estimated
Period of
Performance

Input the number(s) that you as the PTE use in your system to identify the Subaward
and the number you need the Subrecipient to place on the invoices. You may include
a subaward number and a PO number. Once you fill in the box on the face page, the
Subaward No. box on all of the subsequent pages auto-populates.
Include the title as listed on the Federal Award and any necessary subtitle that
applies to a multi-project/program award. e.g.” Study of Cardiovascular Implications
of Air Pollution, Project 1. “
Include the dates of the initial Budget Period to the Subrecipient. The initial Budget
Period is usually twelve (12) months but may be more or less depending on the first
Budget Period of the Federal Award and your institutional policy. The End date should
not exceed the initial Budget Period of the Federal Award. See FAQ #36 .
The Start date is the same as the Budget Period Start. The End date is the anticipated
end date of the Subaward. If the Subaward is expected to last for multiple years,
include the end date of the anticipated last Budget Period.

9.

Amount
Funded This
Action

Insert the amount you are authorizing the Subrecipient to spend up to in the initial
Budget Period. See FAQ #40.

10. Incrementally
Estimated
Total

Insert the amount you anticipate authorizing to the Subrecipient through the
Estimated Period of Performance. This amount is subject to change and is only an
estimate. See FAQ #39.

11. Face Page
Contacts

Select the appropriate contact from the dropdown (i.e., Principal Investigator,
Financial Contact, Administrative Contact, Authorized Official) in accordance with
your internal process/policy. The specific names and contact information for these
contacts is entered into Attachments 3A and 3B. See FAQ #15.

12. Final invoice

13. Type of
Amendment
14. Required Data
Elements
15. This Subaward
Is:
16. General Terms
and
Conditions

17. Program
Income
18. Data Sharing
and Access

19. Copyrights

20. COI Policy

21. Federal
Awarding
Agency COI
policy
22. Work
Involving
Human or

If carryforward requires prior approval per Attachment 4, this box will auto-populate
“after each Budget Period end date.” If carryforward is automatic per Attachment 4,
this box will auto-populate “after the final Budget Period end date.” See FAQ
Appendix 2: - Carryover Guidance.
Choose “Bilaterally” if you will issue all amendments to require signatures from both
PTE and Subrecipient. Choose “ if you will issue any amendments (non-substantive
changes to the Budget Period and Budget) with PTE signature only. See FAQ #16.
Attachment 2
You may (a) fill these Required Data Elements in Attachment 2 OR (b) attach the
Federal Awarding Agency award notice as Appendix 6 (the award notice will include
the Required Data Elements). You may redact portions of the award notice that are
not Required Data Elements. See FAQ #35.
Check the “Research & Development” box to indicate that the Federal Award is a R &
D award. See FAQ #47. Check the “Subject to FFATA” box if, per the Notice of Award,
the PTE is required to report the subaward in the Federal Funding Accountability and
Transparency Act (“FFATA”) Subaward System (“FSRS”). See the FSRS.gov FAQ.
When you select the Federal Awarding Agency from the drop-down list in Box 1 on
the face page, and click “Run Template”, the data in this section auto-populates.
Note, however, that full auto-population is available only for the named federal
agencies that are FDP members.
You may use the FDP template for subawards issued under other federal agencies.
When you select “Other” or “Other PHS” as the Federal Awarding Agency on the face
page, the boxes in this section on Attachment 2 will be blank and you will need to
complete with the appropriate Agency regulations and guidance.
Select based on the Federal Awarding Agency rules and the terms of the Federal
Award. Most are “Additive” as a default; selection of “Other” should apply only under
rare, award-specific circumstances.
Select “Attached” if you will include the Data Management or Data Sharing Plan
submitted to the Federal Awarding Agency as an attachment to the Subaward. See
FAQ #55. Select “Provided upon request” if the plan will be provided separately upon
request. Select “No additional requirements” if a Data Management/Data Sharing
Plan is not applicable
Select “Grants” if the Subrecipient will make a present license of copyrightable
material created under the Subaward to PTE upon execution of the Subaward or
“Shall Grant” if the Subrecipient will grant the license at some point in the future.
See FAQ #70-74.
Select “Subrecipient” if Subrecipient has certified that their FCOI policy is compliant
with PHS COI rules or regulations (note: all FDP members and some non-FDP
institutions have certified compliance in the FDP FCOI Institutional Clearinghouse).
Select “PTE” if Subrecipient does not have a compliant FCOI policy.
This box auto-populates after you select Federal Awarding Agency and click “Run
Template” on the face page. You may edit this box for a non-PHS sponsor that has a
specific COI term in its award notice or guidelines.
Note: if you select “Other” for Federal Awarding Agency, you need to complete this
box by reviewing Federal Awarding Agency policy.
Select at least one box- either the first box “No Human or Vertebrate Animals” or one
or more of the following: “Human Subjects,” “Human Subjects Exempt” or
“Vertebrate Animals.”

Vertebrate
Animals

If “Human Subjects,” “Human Subjects Exempt” or “Vertebrate Animals” is selected, a
second set of boxes appears. Select “upon request” if you do not presently require
evidence of IRB or IACUC approval. Select “prior to execution of this agreement” if
you require evidence of approval accompanying Subrecipient’s signature on the
Subaward. Select “not required for the following reason” if the Subrecipient is relying
on another IRB or IACUC or the human/animal work will start after year 1 (in which
case you can seek evidence of approval with the renewal amendment). See FAQ #49.

23. Human
Subjects Data

Select “Not Applicable” if human subjects data is not being exchanged. Select
“Applicable” if human subjects data is being exchanged and will be addressed in an
attachment or a separate Data Use Agreement. Select “Not addressed in this
agreement” if human subjects data is being exchanged later or another office at the
PTE or Subrecipient will evaluate what type of agreement if any is needed to
exchange the data. See FAQ #60 and Attachment 7 Human Subjects Data Transfer &
Use Guidance.

24. NIH Terms and
Conditions,
Multiple PIs
and Certificate
of
Confidentiality

These three terms appear only if you select NIH as the Federal Awarding Agency then
click “Run Template” on the face page.
For the Clinical Trial Indicator, select Yes or No based on information found in the
Federal Award. If you select “yes,” a further dropdown is exposed that requires you
to confirm whether or not the work being conducted by the Subrecipient is an
NIH-defined clinical trial. A Subrecipient’s particular Statement of Work may differ
from the overall project.
Certificate of Confidentiality is a non-editable term that outlines NIH Policy
NOT-OD-17-109 and applies to the Subrecipient only if the Subrecipient’s work meets
the criteria indicated in the Policy.

25. Additional
Terms

26. PTE
Information,
Contacts,
Addresses

27. Subrecipient
Contacts
28. Subrecipient
Highest
Compensated
Officers
29. Technical
Reports

FDP strongly discourages the use of this box for any terms beyond: state-specific laws
that are mandated by state law and applicable to the Subrecipient, flow-down terms
from the Federal Award, project-specific terms that are not addressed elsewhere in
the attachments, and additional restrictions for subrecipients identified as high risk.
See FAQ #52.
Attachment 3A
Insert PTE’s legal name, address and research website. Insert contacts as applicable.
Contacts may be duplicated across different roles or be in some cases a central email
box. Be sure to include an invoice contact under Financial if email invoices are
required. Insert Addresses that may be required for formal notices and invoice
transmission (if PTE cannot accept or Subrecipient cannot submit email invoices).See
FAQ #15.
Attachment 3B
Require Subrecipient to complete all fields. Contacts may be duplicated across
different roles or be in some cases a central email box. See FAQ #15 and #84.
Subrecipient must complete if they are not exempt from reporting executive
compensation under 48 CFR § 52.204-10 and have indicated as such on this
attachment.
Attachment 4
The general practice is to only require reports from the Subrecipient as often as PTE is
required to report under the Federal Award (i.e. the Subrecipient should usually only be
required to report on an annual and final basis). Due dates should be at least 15 days
prior to PTE’s own due date.
More reporting may be necessary for complicated projects or high risk subrecipients. If
such reporting is necessary, include the reasoning and more details in the SOW.

30. Prior
Approvals

Choose “automatic” if the Subrecipient may carry over unspent budget amounts from
one budget period into subsequent budget periods. The FDP preferred practice is to
flow down automatic carry over to Subrecipients if allowed by the Federal Award.
Choose “restricted” if the Federal Award requires prior approval to carry over
unobligated balances or if PTE restricts per their own policy. See Appendix II:
Carryover Guidance of the FAQ.

31. Other Reports Select invention reporting checkbox as a default because most if not all Federal Awards
require some form of ad hoc and final/cumulative invention reporting.
Select PTE’s contact(s) to receive the ad hoc and final reports and from the dropdown
menu select whether or not the PTE must receive a “negative report.” A “negative
report” means that, even if the Subrecipient’s technology transfer office did not receive
invention disclosures related to the project, that it would still need to formally report to
the PTE that no inventions were made. The general practice is to not require a negative
report or only require upon request.
Check “Property Inventory Report” only if such a report is required by the Federal
Award.
32. Additional
Technical and
Reporting
Requirements
33. Statement of
Work
34. Indirect
Information

35. Cost Sharing

36. Budget Details
37. Budget Totals

38. NOA and any
additional
documents

Include other reporting required by the Federal Award that must be flowed down to
the Subrecipient, any special instructions regarding carryover and any special
instructions regarding any of the reports indicated as required above. The FDP
strongly discourages the use of this box for any other purposes.
Attachment 5
Include the full Statement of Work (SOW) that you require the Subrecipient to
perform. Note the SOW is the description that is used by the PTE for entry into FSRS
for FFATA reporting, so proprietary information should be clearly identified, if
applicable
Include the allowable indirect cost rate for the Federal Award. In most cases, this will
be the Subrecipient’s approved federally negotiated facilities and administrative
(F&A) rate. Include the de minimis if the Subrecipient does not have a federally
negotiated rate. You can find rate agreements for many Subrecipients in the FDP
Clearinghouse.
Under Rate Type, select the appropriate rate type from the dropdown list.
Select Yes or No as applicable. If selecting Yes, in the “amount” box, include any
mandatory cost sharing commitment for Subrecipient associated with the initial
Budget Period. Cost sharing for future budget budget periods should be included in
the modifications, as appropriate. See FAQ #33 and #34.
Include details for only the initial Budget Period.
Include totals for only the initial Budget Period (i.e. Total Costs should match
“Amount Funded this Action” on the face page). The Total Costs field should NOT
include any cost sharing amounts.
Attachment 6
Choose one of the radio buttons. If you are attaching the NOA, include a copy of the
Federal Award and, if applicable, the Multiple PI Leadership Plan, the data sharing
plan and any other separate documentation referenced in the Federal Award. You
may redact certain information from the Federal Award that you deem confidential,
but you must leave in the Required Data Elements (see 14 of this User Guide Key).

