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Pre-contracting checklist
Part 1: DUNS number and register at SAM.gov
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Pre-contracting checklist
Part 2: Top 10 no nos with W-9s and Electronic Payment forms

1. Not filling out all 
boxes with a 
red asterisk *

2. Not entering the 9-digit 
zip code.

3. Not entering your DUNS 
number

4. Not matching your remit 
to addresses



Pre-contracting checklist
Part 2: Top 10 no nos with W-9s and Electronic Payment forms cont.

5. Leaving out a blank 
voided check or bank letter 
on letterhead.

6. Missing signatures

7. Leaving out agency 
contact information

8. Leaving the entity type 
box empty

9. Not selecting that 
you’re a local government

10. Waiting until the last 
minute to submit



Pre-contracting checklist
Part 3: Internal operations

1. Is your fiscal year end close out different than June 30th? 
If yes, please give us the different date.

2. DO NOT put your ARP funds in the same account as your 
General funds or your Corona Relief Funds accounts. Create a 
separate account.

3. YOU MUST provide us with what your budget total for 
your fiscal year that includes January 27, 2020 was. It is used 
to calculate your allotment.

4. Does you council have to vote to accept funds?

5. Let us know who will be signing and who will be facilitating 
your funds.



Pre-contracting checklist
Part 4: Submitting your documents to the NCPRO smartsheet

This upload information will come out 
once the NCPRO office has a chance to 

review the the guidance related to 
submitting this information.


