	
	
	



[bookmark: _Toc383418876][bookmark: _Toc508165419][bookmark: _Toc745346350][bookmark: _Toc1136543085]Checklist to Determine Subrecipient or Contractor Classification
 
[bookmark: Text1]Name of Vendor:      	
 
[bookmark: Text2]Award Title:     	
 
[bookmark: Text3]ERP Project #:      	   Contract Amount:      	   Contract Period:      	
 
Below are the characteristics of subrecipients and contractors Answer Yes or No (Y/N) for each characteristic. The more Yes answers in each category, the more likely the vendor falls in that category. 
 
Subrecipient Example:
The City of Madison contacts a vendor to collaborate on a grant and requires that the vendor provide a budget and scope of work which is included with the application and specific to the project.  The vendor must submit monthly progress reports and invoices in order to receive reimbursement and at the end of the project must submit a final report.
 
	Y/N
	Characteristics of the vendor which support the classification of a subrecipient: 
 

	[bookmark: Text4]   
	The vendor determines who is eligible to receive federal assistance.

	   
	The vendor’s performance is measured by the City in relation to whether objectives of the  program were met.

	   
	The vendor has responsibility for programmatic decision making.

	   
	The vendor is responsible for adherence to applicable federal program requirements specified in the award.

	   
	The vendor uses the federal funds to carry out a program for a public purpose specified in authorizing statute, as opposed to providing goods  or services for the benefit of the City.


 
Contractor Example:
The City of Madison contacts a vendor to create a survey that will be used in collecting data for a project.  The vendor regularly creates surveys in their course of business and there were several vendors that were reviewed before the decision to purchase was finalized.  Once the survey is completed they will submit an invoice for payment.
 
	Y/N
	Characteristics of the vendor which support the classification of a contractor: 
 

	   
	The vendor provides the goods and services within normal business operations.

	   
	The vendor provides similar goods or services to many different purchasers.

	   
	The vendor normally operates in a competitive environment.

	   
	The vendor provides goods or services that are ancillary to the operation of the federal program.

	   
	The vendor is not subject to compliance requirements of the federal program as a result of the agreement, though similar requirements may apply for other reasons.


 
If the determination is not clear after reviewing the characteristics, use judgment to determine the appropriate category. Have another person in your agency review the notice of award and vendor responsibilities to determine if they get the same outcome and review the award terms to identify how the good/service was itemized in the budget submitted to the funding agency. 
 
Designation (check only one):  
[bookmark: Check1]Subrecipient:	|_|  (Complete the Subrecipient Risk Assessment Worksheet)
[bookmark: Check2]Contractor:	|_| 
 
[bookmark: Text5][bookmark: Text6]Completed By:      	  Date:      	
	
	
	



