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University of Montana Subrecipient Commitment Form Information/Instructions

The University of Montana Subrecipient Commitment Form (SCF) should be completed by any potential subrecipient during the proposal phase and provided to UM’s PreAward team or attached to the Cayuse proposal record. 
In the event the proposal is successful, the subaward will not be issued until all required documents have been made available to the UM Outgoing Subawards team, including the SCF and the subrecipient specific Scope of Work, Budget (in EXCEL) and Budget Narrative/Justification. 
The information provided below is intended to answer many of the most common questions regarding the SCF. Please reach out to the UM Outgoing Subawards Team if you have further questions. 
· A note regarding links:
Due to the requirements of some sponsors, all hyperlinks have been removed from UM’s subrecipient commitment form. Web addresses for such things as UM’s FCOI policy, etc. are underlined and may be copied and pasted into the browser of your choice. 
· A note for FDP Members/Participants:
Members and Participants in the Federal Demonstration Partnership (FDP) need not complete any of the pages of the form below the signature line if providing the link to their FDP profile. 

Who should complete the Subrecipient Commitment Form?
The Subrecipient Commitment Form (SCF) should be completed by the Office of Sponsored Programs or Grant Management Office for entities with that type of office, such as other Institutions of Higher Education. 
For other entities, the form should be completed by the person or team responsible for managing grants and contracts. 
The SCF should not be completed by University of Montana staff or faculty, though they may provide information and assistance where needed. 

Who should sign the SCF? 
The SCF should be signed by a duly authorized representative of the subrecipient. At other Institutions of Higher Education, this will be someone in the OSP or Grants office. 
Dropdown boxes
This form includes dropdown boxes. These boxes have default text in them that reads “Choice Required,” or “Please choose,” etc. Forms returned with dropdown boxes that still contain the default text in any boxes are not complete and will be returned to the subrecipient for completion (with the exception of entities in the FDP database mentioned above, who need not complete the form past the signature line). 
Budget Requirements and Invoices
Note: The requirements regarding subrecipient budgets stem partly from the needs of the subawards team with respect to invoice review. 
Subrecipient budgets MUST be provided in EXCEL format, with the total calculation and the IDC/F&A calculation formulas included. 
Subrecipient budgets should be built using the cost categories of the subrecipient. 
· Cost categories – these should match or be easily matched up with the categories on the subrecipient’s invoices. If they do not, this may cause a need for formal budget revisions to align the budget with the invoice categories once subrecipient invoices are received, which will cause a delay in payment of invoices. 
· The IDC/F&A calculation – The UM Subawards Team must verify which costs are included in and excluded from the IDC/F&A calculation in the budget and on every invoice submitted by the subrecipient. This information will be used to ensure that IDC/F&A is being calculated correctly, in accordance with the subrecipient NICRA and all relevant sponsor and award requirements, within the budget and on each subrecipient invoice. Budgets and invoices for which the IDC/F&A calculation cannot be verified will be returned to the subrecipient for correction or clarification. 
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