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Kuali Build Subrecipient vs. Contractor Determination Guide 

I. PURPOSE 
Kuali Build Forms Guide for using the Subrecipient vs. Contractor Determination Form 

II. SCOPE 
The Subrecipient vs. Contractor Determination Form is used to determine the nature of the relationship 
between UMass Boston and collaborators on a proposal. This document provides guidance on how to 
complete the determination form, for additional guidance, please refer to the related resources below.  

III. Related Resources 
ORSP Grant Lifecycle, Proposal Development: Collaborators 
ORSP Forms, Policies, & Processes: Collaborators: Subrecipients & Contractors/Consultants 

• Looking Up Entities in SAM.gov guide 
• Subrecipient vs. Contractor Determination Form (Kauli Build form) 

Kuali Build Guide in the ORSP Kuali (Kuali Build section) – General use and navigation of Kuali Build 
Team Assignment in the About Us section of the ORSP website  
FDP Clearinghouse 
System for Award Management (SAM) 

IV. Form Guidance 
The Subrecipient vs. Contractor Determination Form includes information at the beginning of the form 
to help orient you. This document walks through all components of the form, providing guidance on 
how to complete each section. For general Kuali Build navigation and use, see the Kuali Build guide 
referenced above.  
 
Using the Subrecipient vs. Contractor Determination Form 
Anyone wishing to add a collaborator to their proposal must complete a Subrecipient vs. Contractor 
Determination form for each collaborator. Once completed, the form must be uploaded as an 
attachment to your proposal.  

 
• Initiation 

o The form may be initiated by Department Research Administrators (DRAs) or unit level 
support staff. 

• Form Editing 
o Your form may be saved; you do not need to complete the form in one sitting. 
o The form initiator and DRA Leads will have edit access to the form until it is submitted.  

 

https://www.umb.edu/research/research-sponsored-programs/grant-lifecycle/proposal-development/#:%7E:text=Collaborators
https://www.umb.edu/research/research-sponsored-programs/tools-resources/form-policies-processes/
https://www.umb.edu/research/research-sponsored-programs/kuali/
https://www.umb.edu/research/research-sponsored-programs/about-us/
https://fdpclearinghouse.org/
https://sam.gov/
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Form Navigation 
When the form is initiated, you will begin on the Start Here section. Additional fields and pages will 
become available as you work through the form based on the selections you make.  
 
You may navigate through the pages using the lefthand navigation menu.  

 
 
The righthand menu includes action buttons for discarding, saving, or submitting your form.  

 
 
Start Here Page 
Form Number and Created By 
A form number will be automatically generated by Kuali, this is an easy way to reference your request or 
look for your document in the Kuali Build Document list for this form. (See the Kuali Build Guide 
referenced above).   
 
Created By will be automatically filled in by Kuali, this is the name of the person who initiated the 
request form. The person listed here will receive notifications for the request.  
 
I Agree Attestation 
“I have read and understand the related policies and procedures noted above and linked here.”  
See the Subrecipient Monitoring section of the Forms, Policies, & Processes page on the ORSP Website.  

 
 
Action Needed: Check the box to confirm 
 
Select your DRA Lead 
From the dropdown list provided, select the DRA Lead for your area. There is a link to the ORSP About 
Us page to lookup your DRA Lead if you are not sure who to select.  

https://www.umb.edu/research/research-sponsored-programs/tools-resources/form-policies-processes/#:%7E:text=Subrecipient%20Monitoring
https://www.umb.edu/research/research-sponsored-programs/about-us/
https://www.umb.edu/research/research-sponsored-programs/about-us/
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Collaborator is Not Debarred or Suspended 
Any collaborator listed on your proposal must be reviewed using SAM.gov to ensure they are not 
debarred or suspended. See the Looking Up Entities in SAM.gov guide linked in the Related Resources 
section above for more information.  

 
Collaborator has no exclusions 
If your collaborator has no exclusions or returns with “No Matches Found” in SAM.gov you may select 
the first option and continue with entering your Kuali PD Number.  
 
Collaborator has exclusions 
The University of Massachusetts is prohibited from working with an entity that is debarred or suspended 
by the federal government. If your entity has exclusions, you cannot use that collaborator on your 
proposal. 
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Action Needed: Discard the form and find a different collaborator 
 
Kuali PD Number 
Enter the Kuali Proposal Number and select the valid Kuali Proposal ID Number from the pop-up box 
below the lookup data field.  Once selected, the proposal data will automatically populate below.  

 
 
Action Needed: Enter and select the Kuali Proposal Number 
 
SAM.gov UEI Number 
Unique Entity Identification (UEI) numbers are assigned in SAM.gov, see the Looking Up Entities in 
SAM.gov guide linked in the Related Resources section above for more information. 

 
 
Subrecipient Eligibility 

• To be eligible as a subrecipient, an entity must have a Unique Entity Identification (UEI) 
number and not be debarred or suspended. 

Contractor/Consultant Eligibility 
• To be eligible as a contractor, an entity must not be debarred or suspended.  
• Contactors are not required to have a UEI number (unless required by the prime 

sponsor or program requirements). 

See the policies and procedures linked in the Related Resources above for more information on 
eligibility.  

Action Needed: Select the option based on whether or not your collaborator has a UEI.  
 
Collaborator has a UEI Number 
If your collaborator has a UEI Number, select this option and enter the UEI in the field provided. See 
Organization Lookup by UEI for more information. 
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Collaborator does NOT have a UEI Number 
If your collaborator does not have a UEI, you will be prompted to capture the Contractor Information 
and submit the form.  Your collaborator must be categorized as a contractor in your proposal.  

 
 
Organization Lookup by UEI 
Enter the UEI Number in the field provided. The form will return with the Organization details if that 
entity is captured in Kuali.  
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Entity Data Cleanup 
Verify the information returned from Kuali is correct and up to date.  

 
 
Select Yes if the entity information is correct and update to date. 
 
Selecting No provides an opportunity to input any corrections needed, this will be forwarded to the eRA 
Systems group for updating in Kuali. Note - The most common update is the SAM.gov registration is 
expired in Kuali.  
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Select Next in the lefthand navigation to move into the determination section of the form.  

 
Subrecipient vs. Contractor Page 
In this section of the form you will be guided through making a determination of subrecipient vs. 
contractor for your collaborator. The first part of this page includes definitions and resources to assist 
you in this process.  
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Statement of Work 
Here you will upload the Statement of Work for your collaborator. The statement of work is a 
fundamental component in determining the nature of the relationship between the university and the 
collaborator.  

 
 
Action Needed: Upload the Statement of Work for your collaborator. 
 
Determination 
The Determination is comprised of 3 sections.  Sections 1 & 2 compare different characteristics that 
might apply to your collaborator. Section 3 is where you select your determination based on the results 
of those selected characteristics.  
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As you check boxes for characteristics, related messages populate providing guidance for your 
determination.  
 
Selections are Incompatible  
Note that some combinations of selections are incompatible. If that is the case, you will see a validation 
error message similar to this populate:  

 
 
A form with this kind of message cannot be submitted until different characteristics are selected. Review 
your statement of work to ensure you are correctly characterizing the collaborator’s work on this 
proposal.  
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Determination Guidance 
Based on characteristics selected you will see messages that provide a Determination or an Indication. 
These are designed to guide you in your determination. 
 

Example of a Determination message: 

 
 
Example of an Indication message: 

 
 
Criteria Undetermined/Inadequate 
This type of message will populate if the selections between sections 1 & 2 are equitable. You are 
prompted to review your selections and can move forward with making your own determination if no 
additional characteristics are applicable.  

 
 
Section 3 Determination 
Here you are prompted to select the most appropriate categorization for your collaborator.  

 
 
Anytime Subrecipient is selected, you will be prompted to upload the results of your SAM.gov search. 

 
 
Additional messages may populate based on your responses and how they relate to the characteristics 
selected.  
 
Scope May Not Support a Contractor Relationship 
This message populates if Contractor is selected in Section 3 when the characteristics selected in 
Sections 1 & 2 indicate a Subrecipient relationship.  
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Scope may be inconsistent with your Subrecipient Determination 
This message populates if Subrecipient is selected in Section 3 when the characteristics selected in 
Sections 1 & 2 indicate a Contractor relationship.  

 
 
This message also prompts an upload of the Notice of Funding Opportunity to support your 
determination of Subrecipient.  

 
 
Section 3 Comments 
This field provides an opportunity to capture any additional comments or information that might be 
helpful.  

 
 
Next Steps 
A Next Steps message will populate that provides an overview of any additional review or approval that 
may be required.  
 

Submission  
Once you have completed the form, click Submit on the right. 
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Action Needed: Click the Submit button in the upper right corner of the form 
 
Validation Errors 
An error message will appear if the required fields on the form are incomplete.  If this happens, review 
the form and complete any field you may have missed.  Required fields are marked with a red asterisk. 
 
Example of an error message: 

 
 
The Pages menu on the left will alert you to which pages contain the validation errors. 

 
 
Once all required fields have been completed, you should be able to complete the submit action. 
 
Workflow 
Below is an overview of the workflow steps for the Subrecipient vs. Contractor Determination form. 
Notifications are sent by the Kuali system through the Completed step. 
 

 
 
ORSP Validations 
ORSP Validations are triggered in the following scenarios: 

• Subrecipient is selected in Section 3 when Section 2 options 1 and/or 4 are selected, which 
triggers a Contractor/Procurement determination message. 

Form Submission

•Confirmation 
notification to 
submitter

•If no ORSP review 
is required, this 
process is 
complete, upload 
the form to your 
proposal

ORSP Validation

•The ORSP 
Subaward 
Administrator 
validates any form 
where the section 
3 selections 
require review 

eRA Systems

•Notification to 
eRA Systems for 
any data clean up 
or additions to 
Organizations in 
Kuali

Completed

•Notificaiton to 
form submitter of 
ORSP Subaward 
Administrator 
review and final 
determination

•Submitter uploads 
form to their 
proposal
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• Contractor is selected in Section 3 when Section 1 options 2 and/or 3 are selected, which 
triggers a Subrecipient determination message 

• A For Profit entity has Subrecipient override selected 
 
Validations route to the ORSP Subrecipient Preaward staff who reviews the supporting documentation 
provided and makes a final determination. This is communicated to the submitter in the notification 
they receive once this process is completed.  
 
Troubleshooting/Questions 
 
Technical questions involving how to complete the form or viewing the status of your application – 
Please review the Kuali Build guide linked above or reach out to ORSP Training and Education at 
ORSPTraining@umb.edu  
 
Policy or process questions, please review the resources linked above or reach out to your DRA contact, 
see the ORSP Contacts by Department page. 
 

mailto:ORSPTraining@umb.edu
https://www.umb.edu/research/orsp/contact-us/by-dept/
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