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Overview
The Subrecipient Guide serves as a primary reference material to safeguard federal grant funds and ensure they are used for the purpose in which they are awarded. This guide is a management tool, for both New Mexico State Forestry (NMSF) and the subrecipient, for administering grant programs and is not intended to be all inclusive of Federal and State statutes and regulations. 

 As a pass-through entity, New Mexico State Forestry (NMSF) is pleased to respond to any questions and welcome suggestions to improve the usefulness and content of the guide.

PRE-AWARD
	
Application Process
NMSF posts Requests for Proposal (RFP) for every funding opportunity (website: www.nmforestry.com). The RFP provides detailed program requirements and eligibility criteria. Proposals must be received by NMSF by the deadline.  NMSF reviews each proposal for compliance of eligibility criteria to ensure all requirements are met in the event an applicant is selected. 
Applicant project areas must fall into a pre-approved Community Wildfire Protection Plan (CWPP) or be adjacent to non-federal lands.  CWPPs are authorized and defined in Title I of the Healthy Forests Restoration Act (HFRA).  Eligibility for federal and state funding for hazardous fuel reduction projects is dependent on whether a county or community has a signed and approved CWPP.  CWPP's have three main components:  1) collaboration with all stakeholders throughout the CWPP process, 2) identification and prioritization of hazardous fuel reduction areas and 3) addressing the treatment of structural ignitability within the CWPP area.  CWPP's are reviewed by the New Mexico Fire Planning Task Force by December 1st of each year and if approved, placed on the State of New Mexico’s Energy, Mineral and Natural Resources Department, Forestry Division’s website. 
All applications received will be reviewed and scored by a Forestry Division committee.  Applicants will be ranked by score and award funds according to the ranking received.  Approved applicants for funding will be contacted by District Forester’s and work on drafting a subaward agreement.    All non-selected applicants will be notified in writing. 
Applicant Eligibility 
In order to be considered for a federal grant opportunity, the applicant must be in compliance with the following:
· Applicants must have an active Dun & Bradstreet -Data Universal Numbering System (DUNS) number in order to apply for federal funding. 
· Applicants must register in the System for Award Management (SAM). Subrecipients are required to update or renew their registration in SAM annually to maintain an active status. 
· Applicants must not be suspended or debarred from participating in government contracts, subcontracts, loans, grants or other assistance programs. 
· Applicants must be in compliance with federal and state audit requirements, see below.

Applicants that expend $750,000 or more during their fiscal year in Federal awards must have a single or program-specific audit conducted for that year in accordance with the provisions of 2 CFR Chapter I, Chapter II, Part 200 Uniform and Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards; Final Rule §200.501 Audit Requirements.   An  applicant that does not meet the $750,000 audit threshold (Tier 7), must complete the Certification (Tiers 1 or 2) or Agreed Upon Procedures (Tiers 3 - 6) in accordance with the Audit Act, NMSA 1978, §§  12-6-1 through 12-6-14. Compliance with state audit requirements requires one of the above mentioned tiers to be on file with the New Mexico Office of the State Auditor (OSA). 

An applicant that qualifies for Tiers 1 or 2 must submit a copy of the certification electronically to the Forestry Division federal grant coordinator or designee with the application.  The Forestry Division will download Tiers 3-7 requirements directly from the OSA website for review. 

Please Note:  Once awarded, if a subrecipient has a Single Audit (Tier 7) conducted, please ensure the Forestry Division is identified as the pass-through entity and the subaward number assigned is listed on the subrecipient’s Schedule of Expenditures of Federal Awards report as the pass-through entity.  Non-compliance with the Single Audit Act or the State Audit Act, as cited above, may result in a non-qualified application or loss of federal funds awarded to the subrecipient.

PRE-AWARD / APPLICANT ELIGIBILY requirements apply POST-AWARD, as subrecipient requirements.  COMPLIANCE MUST BE MAINTAINED THROUGHOUT THE TERM OF THE SUBAWARD.

POST AWARD
NMSF Requirements 
Pursuant to 2 CFR Chapter I, Chapter II, Part 200 Uniform and Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards; Final Rule, §200.331 Requirements for Pass-Through Entities (A – H), NMSF must:

A. Ensure every subaward is clearly identified to the subrecipient as a subaward and includes the following information at the time of the subaward and if any of these data elements change, include the changes in subsequent subaward modifications.  Required information includes:

1. Federal Award Identification to include:  Sub-recipients name (which must match registered name in DUNS); Subrecipient’s DUNS number; Federal Award Identification Number(FAIN); Federal Award Date; Subaward Period of Performance/Start and End Date; Amount of Federal Funds Obligated by the subaward; Total Amount of Federal Funds Obligated to the subrecipient;  Total Amount of the Federal Award; Federal award project description, as required to be responsive to the Federal Funding Accountability and Transparency Act (FFATA); Name of Federal awarding agency, pass-through entity, and contact information for awarding official; CFDA Number and Name; Identification of whether the award is Research & Development (R&D); and Indirect cost rate for the Federal Award. 

2. All requirements imposed by NMSF on the subrecipient so the Federal award is used in accordance with Federal statutes, regulations and the terms and conditions of the Federal award.
3. Any additional requirements NMSF imposes on the subrecipient in order to meet its own responsibility to the Federal awarding agency, including identification of any required financial and performance reports.
4. An approved federally recognized indirect cost rate negotiated between the subrecipient and the Federal government or, if no such rate exits, either a rate negotiated between NMSF and the subrecipient, or a de minimis indirect cost rate as defined in § 200.414 Indirect costs.
5. A requirement that the subrecipient permit NMSF and auditors to have access to the subrecipient’s records and financial statements as necessary to meet requirements.
6. Appropriate terms and conditions concerning closeout of the subaward.

B. Evaluate each subrecipient’s risk of noncompliance with Federal statues, regulations, and the terms and conditions of the subaward for purposes of determining the appropriate subrecipient monitoring which may include consideration of such factors as:
1. The subrecipient’s prior experience with the same or similar subawards.
2. The results of previous audits including whether or not the subrecipient receives a Single Audit and the extent to which the same or similar subaward has been audited as a major program.
3. Whether the subrecipient has new personnel or new or substantially changed systems.
4. The extent and results of Federal awarding agency monitoring (e.g., if the subrecipient also receives Federal awards directly from a Federal awarding agency).

C. Consider imposing specific subaward conditions upon a subrecipient if appropriate as described in § 200.207 Specific conditions. 

D. Monitor the activities of the subrecipient as necessary to ensure that the subaward is used for authorized purposes, in compliance with Federal statutes, regulations, and the terms and conditions of the subaward; and that subaward performance goals are achieved.  NMSF’s monitoring of the subrecipient must include: 
1. Reviewing financial and programmatic reports required by NMSF. (Determine if the project is progressing per the standards set forth in the contract, and address issues and concerns in writing).
2. Following up and ensuring that the subrecipient takes timely and appropriate action on all deficiencies pertaining to the federal award provided to the subrecipient from NMSF detected through audits, on-site reviews, and other means. 
3. Issuing a management decision for audit findings pertaining to the Federal award provided to the subrecipient from NMSF as required by §200.521 Management decision. 
E. Depending upon NMSF’s assessment of risk posed by the subrecipient, the following monitoring tools may be useful for NMSF to ensure proper accountability and compliance with program requirements and achievement of performance goals:
1. Providing subrecipients with training and technical assistance on program-related matters;
2. Performing on-site reviews of the subrecipient’s program operations;
3. Arranging for agreed-upon-procedures engagements as described in § 200.425 Audit services.

F. Verify that every subrecipient is audited as required by Subpart F-Audit Requirements when it is expected the subrecipient’s Federal awards expended during the respective fiscal year equaled or exceeded the threshold set forth in §200.501 Audit Requirements.

G. Consider whether the results of the subrecipient’s audit, on site-reviews, or other monitoring indicate conditions that necessitate adjustments to NMSF’s records.

H. Consider taking enforcement action against noncompliant subrecipients as described in §200.338 Remedies for noncompliance and in program regulations.

I. Disclose subaward information pursuant to the Federal Funding Accountability and Transparency Act (FFATA), using FFATA Subaward Reporting System (FSRS), for amounts equal to or greater than $25,000.  The FFATA or Transparency Act(P.L. 109-282), as amended by section 6202(a) of P.L. 110-252 requires the Office of Management and Budget (OMB) to maintain a single, searchable website that contains information on all federal spending awards.  The site is www.USAspending.gov. 
Subrecipient Requirements
Subrecipients must:	
A. Provide documentation to NMSF project manager, outlining and confirming the process for obtaining applications and ensuring the “first come first serve” basis is being followed prior to awarding federal funds. (Example:  Subrecipient has a continuous posting on their website, tracking of applications using a spreadsheet; posting of a public notice or RFP; gathering Landowners request for assistance forms). Copies of public notice and/or RFP must be placed in file.  An updated spreadsheet or tracking document must be printed and kept in the file for review during monitoring visits. All procurement processes must be documented and copies must be placed in file.

B. Collect landowner applications, complete agreements and practice plans for every landowner awarded funding. Subrecipient must get NMSF program manager approval on landowner applications, completed agreement and practice plans for every landowner.
1. Request written approval to use a practice plan other than the official NMSF- “Landowner Practice Plan”, if applicable
2. Document proposed treatment 	
3. Approved Landowner applications, agreements and practice plans must be kept in the file.

C. Document environmental clearances. Document must be printed and kept in file.

D. Submit invoices with supporting documentation at least once a quarter, but no more frequently than monthly, unless prior written approval is authorized.  Each work plan clearly specifies the deliverables expected and states what conditions must be met to justify expenses for payment. 
1. Invoice must include the following, if applicable: 
a.	certified invoices 
b.	inspection report 
c.	certificate of payment 
d.	match report 
e.	progress report (report should include all new goals accomplished since last report) 

Award Monitoring
The NMSF project manager monitors sub-recipients through a variety of methods. For example, the project manager may meet with the subrecipient on a regular basis to keep abreast of the ongoing progress and status of work.  The project manager is required to complete an inspection report for ongoing projects, or write a trip report for watershed projects, to document the communication with the sub-recipient.  The following process is followed throughout the term of any subaward: 
1. NMSF project manager must verify documents provided by subrecipient to confirm processes used for obtaining applications from landowners for request for assistance.  Project manager must verify processes used by sub-recipient to keep track of landowner’s and conform to the “first come first serve” basis (e.g., maintain a spreadsheet that tracks the applications).  All processes must be documented and accessible during a project inspection and hard copies must be maintained in the file. NMSF staff must verify updated spreadsheets (or whatever document is used to track landowners) have been printed out by the subrecipient, at least once a quarter, and kept in a file for review during monitoring visits. 
2. NMSF project manager will verify subrecipient has collected landowner applications, completed landowner agreements and practice plans for every landowner provided funding.  All landowner applications, landowner agreements and practice plans must be maintained in the file and available for review.  The project manager must ensure the subrecipient has prior written approval from EMNRD if the sub-recipient is not using the Forestry “Landowner Practice Plan”.  Forestry staff must verify all documentation on proposed treatments and verify that all documentation is kept in the file for later review by Forestry staff. 
3. NMSF project manager must review and verify documents ensuring compliance with all applicable environmental and cultural clearances and confirm documents are in the file.  The project manager must confirm that the Archeological Records Management System (ARMS) database has been checked (print the map from the ARMS database and place in the file.)  
4. NMSF project manager must check the Notice to Proceed letter was signed and issued and the practice plan was approved and signed off by Forestry staff prior to the subrecipient beginning work.
5. NMSF project manager must check invoices submitted by sub-recipient to assure required backup documentation is valid and accurate.   The work plan/agreement between Forestry and subrecipient establishes the deliverables that are expected and clearly states what conditions must be met to justify expenditures for reimbursement.  The invoice must include, if applicable: (a) certified invoice from subrecipient, (b) documentation of a project area inspection report  (approved by NMSF project manager) (c) certificate of payment, (d) documentation of match, (e) a narrative progress report (report shall include all new goals accomplished since last report). The NMSF project manager must review progress reports to confirm project is progressing within normal standards and per work plan timeline. 
6. Approval of all sub-recipient invoices will be made by the NMSF district forester.  If the NMSF project manager is unable to validate the invoice for payment due to lack of detail, billing errors, etc.; the project manager will respond to the sub-recipient with a written notification explaining the deficiencies and request for clarification with a response deadline.    If anomalies are identified during the review of the invoices, questioning the accuracy and applicability of claims, the NMSF project manager will initiate an on-site review.  The sub-recipient may seek a meeting with the NMSF district forester in the event an invoice is at an impasse, however the final approval of the invoice will be at the discretion of the district forester.

Forestry staff or Forest Contract Inspector (FCI) will conduct 100% of the inspections on the project. If Forestry staff of FCI is not conducting 100% if inspections, then the NMSF project manager must perform spot checks on at least 10% of work completed per work plan throughout the life of the contract. An inspection report must be completed for each spot check. Spatial data will be collected on all treated areas and reported back to the project manager.
7. When the NMSF project manager receives the final request for reimbursement from the subrecipient, the project manager must verify a final progress report is submitted with the invoice. The final progress report should be a summary of the overall project (goals accomplished, how the project was beneficial, any major delays, problems or concerns). Forestry staff or FCI will complete a final progress report for the file and the report should be a comparison of what was accomplished to what was stated in the work plan/agreement.  Any significant variances from the work plan should be documented.
8. NMSF Project manager and Forestry staff will monitor the subrecipient’ s use of federal awards through reporting, site visits, regular contact, and other means.  Monitoring will provide reasonable assurance that the subrecipient administers Federal awards in compliance with laws, regulations, the provisions of the work plan/agreement, and the performance goals are achieved.

Pursuant to 2 CFR Chapter I, Chapter II, Part 200 Uniform and Administrative Requirements, Cost Principles and Audit Requirements for Federal Awards; Final Rule, §200.328 Monitoring and reporting program performance, NMSF must:

A. NMSF is responsible for the oversight of the operations of the Federal award supported activities.  NMSF project manager must monitor project activities under Federal awards to assure compliance with applicable Federal requirements and performance expectations are being achieved.  Monitoring by NMSF project manager must cover each program, function or activity.

B. Non-construction performance reports, if applicable.  NMSF project manager must use standard, OMB-approved data elements for collection of performance information (including performance progress reports, inspection forms, trip reports).

	1.  NMSF must submit performance reports at the interval required by the Federal awarding agency or NMSF to best inform improvements in program outcomes and productivity.  Intervals must be no less frequent than annually but not more frequently than quarterly except in unusual circumstances (e.g., frequent reporting necessary for the effective monitoring of the federal award)

	2.  NMSF must submit performance reports using OMB-approved government wide standard information collections when providing performance information.  These reports will contain, for each federal award, brief information on the following unless other collections are approved by OMB
		a. A comparison of actual accomplishments to the objective of the federal award established for the period. Where the accomplishments of the federal award can be quantified, a computation of the cost (e.g., costs related to units of accomplishments) may be required if that information will be useful. 
		b. The reasons why established goals were not met, if appropriate.
		c. Additional pertinent information including, when appropriate< analysis and explanation of cost overruns or high unit costs.  

C.  Onsite technical inspections and certified percentage of completion data are relied on heavily by federal awarding agencies and NMSF to monitor progress under federal awards.

D.  Events may occur between the scheduled performance reporting dates that have significant impact upon the supported activity.  In such cases, NMSF must inform the federal awarding agency as soon as the following types of conditions become known:

	1.  Problems, delays, or adverse conditions which will materially impair the ability to meet the objective of the federal award.  This disclosure must include a statement of the action taken, or contemplated, and any assistance needed to resolve the situation.
	2.  Favorable developments which will enable meeting project time schedules and tasks sooner or at less cost than anticipated or producing more or different beneficial results than originally planned.

E.  The federal awarding agency may make site visits as warranted by program needs.

F.  The federal awarding agency may waive any performance report required by the Part if not needed.

Subrecipients  must use their own documented procurement procedures  which reflect applicable State and local laws and regulations, provided the procurements conform to applicable Federal law and standards identified in 2 CFR Chapter I, Chapter II, Part 200, et al, Procurement Standards §200.318 through §200.326
· §200.318 General procurement standards
· §200.319 Competition
· §200.320 Methods of procurement to be followed
· §200.321 Contracting with small and minority businesses, women’s business enterprises, and labor surplus area firms
· §200.322 Procurement of recovered materials
· §200.323 Contract cost and price
· §200.324 Federal awarding agency or pass-through entity review
· §200.325 Bonding requirements
· §200.326 Contract provisions. 
Contracts
Subrecipients entering into contracts will comply with state and federal government contracting regulations. Subrecipients are encouraged to abide by §200.321 (above) to the extent practical.  Contract deliverables must meet the intent of the grant application and requirements.  Compensation must be reasonable and consistent with the amount paid for similar services in the marketplace, and may require justification.  Sub-recipients must maintain documentation (invoices, progress reports, etc.) for all contractual expenditures.
Grant Guidance 
States, Local Governments, and Indian Tribes follow:
· A-87	Cost Principles, Relocated to 2 CFR, Part 225 
· A-102 	Administrative Requirements
· A-133 	Audit Requirements

NOTE: Final Guidance has been issued that supersedes and streamlines requirements from the above mentioned, effective December 26, 2014. 

2 CFR Chapter I, Chapter II, Part 200
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards; Final Rule

Federal Funding and Transparency Act (FFATA) 
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