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Agenda

1. Welcome and Introductions

2. Workshop: State Contracting Basics

• OFM Vendor Payee Registration

• Sales Reporting

• Small Business Registration & Certifications

• Scope & Quote Process

3. Using Subcontractors to Grow Your Government Contract Business

4. Q & A and Discussion (Workshop Topic)

5. Q & A about Statewide Contracts

6. Closing Remarks
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Part 1: State Contracting Basics: 

• OFM Vendor Payee Registration 

• Sales Reporting 

• Small Business Registration & Certifications 

• Scope & Quote Process 3



OFM Vendor Payee 
Registration

Register for OFM at: Vendor payee 
registration | Office of Financial 
Management

• Enter business information. 

• Enter bank account information.

• Monitor email for notification of 
acceptance, rejection, or 
clarification.

4

https://ofm.wa.gov/it-systems/accounting-systems/statewide-vendorpayee-services/vendor-payee-registration
https://ofm.wa.gov/it-systems/accounting-systems/statewide-vendorpayee-services/vendor-payee-registration
https://ofm.wa.gov/it-systems/accounting-systems/statewide-vendorpayee-services/vendor-payee-registration


Sales Reporting

• Complete Sales Report at the following link: DES Login.

• Pay management fee for all revenue generated through the 

statewide contract during the quarter. Management fee amounts 

vary. You can find details about your management fee in your 

contract document.    

 Gross receipts = total revenue, not profit 

 (total income before expenses)

• Invoice will be posted in account and emailed to you.

• You must call the DES Payment Processing department at 

(360) 725-5700 to pay your invoice. You cannot pay through an 

online account.
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https://apps.des.wa.gov/CSR/login.aspx


Small Business Registrations 

& Certifications

• Small business certifications (small 

business, veteran, MBE/WBE, etc.), if 

any, are listed next to firms on the DES 

contract portal page. 

• If you obtain OMWBE certification (or 

your certification status changes) after 

your contract award, notify your 

contracting officer to update your file.
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Scope & Quote Process

• Agencies will research firms

— They conduct preliminary research 

to narrow down firms.

— You should consider what the 

agency is looking for.

• Outreach process

— Agencies reach out to vendor(s) of 

interest to request quotes.

• Agencies may request

— Technical approach

— Firm/staff qualifications

— Price quote (cost of firm’s goods or  

services, materials, and other 

direct costs related to the scope of 

work)
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Part 2: Using Subcontractors to Grow 
Your Government Contract Business
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Overview: What We’ll Cover

1. The Case for Subcontracting

2. Setting Up Processes, Subcontracts, and Systems

3. Sourcing, Evaluation, and Selection

4. Onboarding and Compliance

5. Project Management

6. Conclusion
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The Case for Subcontracting: How 

Subcontractors Can Help You Grow

• Expand capacity without the cost or commitment of hiring 

employees.

• Stay flexible by scaling your workforce up or down for 

seasonal needs, events, and urgent work.

• Win more competitive bids by partnering with firms that 

bring complementary expertise and proven past 

performance.

• Access specialized skills your business may not have in-

house, without building a full-time team. 
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Setting Up Processes:

Planning, Subcontracts, 

and Systems
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Subcontractor 

Process 

Summary
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Manage Manage performance, payment, and reporting.

Complete Complete agreements and onboarding.

Source and 

evaluate
Source and evaluate subcontractors.

Plan Plan scope and budget.

Review Review contract requirements.



When Do You Bring in a Subcontractor?

When you bring in subcontractors will depend on your situation. Some prime contractors 

identify and commit to subcontractors at the proposal or bid stage — particularly when a 

subcontractor's qualifications, certifications, or specialized expertise are part of what 

makes the bid competitive. Others hire subcontractors after contract award, once the 

full scope and workload are confirmed. 

Both approaches are common, and your contract may specify which is required.



Know Your Contract Before You 
Subcontract

• Review your contract or draft contract early — some contracts name required subcontractors or 

set subcontracting percentages at the proposal stage.

• Understand that subcontractor selection criteria may vary depending on the size and complexity 

of the work, whether specific certifications are required, the timeline and urgency of the project, 

and whether the agency has approval requirements.

• Check labor rules such as prevailing wage before hiring — these affect your cost planning at 

both the bid and post-award stage.

• Approval requirements may require agency review and submission of documents before work 

begins.

• Plan reporting systems to track subcontractor use and performance.



Planning, Scope and Budget

• Prepare a scope of work before hiring subcontractors.

• Scopes of work explain tasks, deliverables, and 

expectations.

• Deliverables are the final services or results the 

subcontractor must complete.

• A clear scope helps reduce confusion and prevent 

disputes.

• A clear budget communicates expectations for cost 

performance. 
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Sections of a Scope of Work

Tasks and 

responsibilities

Timelines (start 

dates, milestones, 

and deadlines)

Deliverables and 

quality 

expectations

Communication 

and reporting 

expectations

Site conditions or 

special 

requirements

Payment terms and 

invoicing schedule
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Your scope should cover and clarify several key areas including



Budgeting for 

Subcontractors

• Factor subcontracting costs into your proposal or bid. It is 

important to adequately plan for subcontract costs.

• Subcontractor rates, labor hours, and project expenses 

should be included.

• Include the markup and/or indirect rate will apply to 

subcontractor costs. (Indirect rate: percentage added to 

subcontractor's cost to cover your own overhead) 

• Strong budgeting helps maintain profitability and 

competitive pricing.
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Sourcing, Evaluation, and 

Selection
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Finding Subcontractors

You can find quality subcontractors and subcontractor 

firms using multiple sources 

• Certified directories such as OMWBE can provide 

verified firms.

• Job boards such as Indeed can help identify 

available workers.

• Associations such as Tabor 100 can connect you to 

experienced businesses.

• Chambers and local networks often support 

business connections.

• Referrals can lead to more reliable subcontractors.
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Selection Process
1. Set up a simple intake and screening process.

2. Score and shortlist subcontractors based on project fit.

3. Send RFI (a request for information used to gather details 

from potential subcontractors) to verify licensing, insurance, 

experience, capacity, timeline.

4. Interview top candidates.

5. Complete evaluation and vetting.

6. Document decisions, scoring, and interviews.

7. Maintain records for compliance, audits, and risk protection.
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Evaluation 

Matrix
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A matrix is a scoring system to 

compare subcontractors.

Experience, quality control 

processes, and safety record are 

common criteria.

Evaluate financial stability and 

evaluate proposed approach and 

pricing.

Assess capacity, which refers to 

the ability to complete work 

correctly and on time.

Document selection 

rationale and maintain 

procurement records. 

Use a matrix (see 

worksheet) to evaluate 

and score each 

subcontractor.



How to Interview a Subcontractor

Here are a few key topics to cover. Give the subcontractor time to ask questions, as 

this can help you understand their approach and familiarity with your sector.

• Review education, skills, training, and relevant experience.

• Ask for examples of past work and problem-solving.

• Confirm availability and staffing fit your timeline.

• Verify licensing, insurance, and compliance history.

• Discuss how they handle delays and urgent issues.

• Review tracking, reporting, and quality control.

• Discuss communication style and response time.
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Vetting

Get the information you need to evaluate 

potential subcontractors, then verify your 

highest-rated subcontractors before selecting a 

subcontractor.

• Check documents, insurance, li censes, 

certi fications, other vital information. 

• Call  references and check past work history.
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Interactive Discussion Break

• Let’s review a sample subcontractor profile in small groups.

• Evaluate their strengths, risks, experience, and potential.

• Consider evaluation matrix questions to assess reliability.

• Find pros and cons about this subcontractor’s response.

• Share your own experiences finding, evaluating, and hiring 

subcontractors with the group.
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Example Subcontractor Profile

“I am the owner of ABC Company in Seattle. I have one current city contract and have 

also worked as a subcontractor to two primes. My background is in commercial facility 

work, with more than 15 satisfied commercial and retail clients. My office and my clients 

are all in Olympia. I manage operations, schedules, and client communication directly. My 

business is registered and up-to-date as an LLC. I have a $20,000 policy for insurance. I 

completed my DBE certification last year and my number is 123456. I completed OSHA 

training in 2009. I have three W2 workers. My part-time supervisor formerly worked for a 

state agency and is highly experienced. All staff have previous industry experience and are 

fully trained. I do annual training, but I’m not sure when we last completed this. My 

biggest job completed is a 9,000 sq. ft. office complex. I have a work van and equipment. 

I have three strong references. I just received an SBA loan to balance cash flow.”
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Example Subcontractor Profile Summary
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Business & Legal

Business structure:  LLC, registered and current

Certification:  DBE #123456  [verified]

Insurance:  $20,000 policy  [low — verify 
requirements]

Cash flow:  SBA loan recently secured  [review]

Experience & Capacity

Contract history:  One city contract; Two 
subcontractor roles

Client base:  15+ commercial & retail clients

Largest project:  9,000 sq. ft. office complex

References:  Three available

Staffing

Workers:  Three W-2 employees

Supervisor:  Part-time, ex-state agency  
[strong]

Management style:  Owner-operated

Training & Safety

OSHA training:  Completed 2009  [outdated — 
17 years ago]

Annual training:  Conducted — date unknown  
[verify recency]

Equipment:  Work van and tools on hand



Onboarding and Compliance:  

Agreements, Risk, and 

Best Practices
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Next Steps After Choosing a 

Subcontractor

• The written subcontractor agreement is essential to define 
expectations and create a clear legal framework. 

• Consult a qualified attorney to ensure your agreement is 

enforceable and complete. 

• The required scope, timelines, and deliverables needed 

should be clearly discussed and agreed upon.

• Define payment terms and invoicing rules.

• Checklists, handbooks, procedures, and quality standards 

help ensure consistent performance.

• A dispute resolution process can guide solving problems 

and handling issues.
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Risks, Safety, and Legal Matters

• Verify documentation, insurance, and required 

training records.

• Ensure proper equipment use and safe work 

practices.

• Complete onboarding with signed policies and 

records.

• Maintain oversight with regular reviews and 

documented issues.
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Project Management
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Managing Subcontractor Performance: Day-to-Day Performance

• Day-to-Day Management

– Set a regular check-in schedule (weekly or per milestone).

– Use a shared tracking tool or simple status log to monitor progress.

– Address issues early — small problems become costly delays if ignored.

• Quality Control

– Compare completed work against the scope of work and deliverables.

– Conduct site visits or progress reviews at key milestones.

– Document approvals, corrections, and any scope changes in writing.
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Managing Subcontractor Performance: Payments, 

Problems, and Multiple Subcontractors

• Payment Management

– Review and approve invoices against actual work completed.

– Track payments against your project budget.

– Keep a clear paper trail of all financial transactions for reporting and audits.

• When Things Go Wrong

– Follow the dispute resolution process outlined in your subcontractor agreement.

– Document all communications and incidents thoroughly.

– Know your contract's provisions for corrective action or termination.

• Managing Multiple Subcontractors

– Coordinate schedules to avoid conflicts and gaps in coverage.

– Clarify who is responsible for each task when scopes overlap.

– Maintain a single project log that tracks all subcontractors in one place.
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Conclusion
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Building Long-Term 
Subcontractor Teams

• Reliable subcontractors can be 

used for future projects.

• Trust, communication, and 

respect help build long-term 

relationships.

• Consistent processes can reduce 

onboarding time.

• A list of proven subcontractors 

can help you maintain a reliable 

bench.
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Common 

Pitfalls
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Subcontracting can be a 

positive experience. 

Watch out for these 

common mistakes.

• Treating subcontractors like employees can 

create legal risk.

• Skipping vetting or missing key checks increases 

risk and can lead to poor performance.

• Unclear subcontract agreements can cause 

confusion and disputes.

• Lack of subcontractor oversight can impact 

quality and timelines.

• Missing compliance requirements can lead to 

penalties.

Note: Remember, as the prime contractor, 
you are responsible for managing your 
subcontractor and for their performance.



Key Takeaways

1. Subcontractors can improve competitiveness 

and flexibility.

2. Clear planning and vetting help reduce risk.

3. Compliance and oversight practices support 

strong operations.

4. Long-term relationships create more reliable 

teams and reduce risk.
36



Recommended First Actions

• Define the scope, timeline, and budget for a sample contract 

where hiring a subcontractor would be beneficial.

• Set up a simple intake and evaluation process.

• Identify sources to find qualified subcontractors in your sector. 

This may include:

– Certi f ied Directo ries & Government Resources

– Industry Assoc iations & Networks 

– Online Platforms 

– Relationship-Based Sources
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Worksheet 

Want to dig deeper on 

the topic of networking 

for contracts? Every 

session we provide 

tutorials, tips, and 

creative brainstorming 

ideas for you to plan 

your next steps. Let’s 

take a quick look at 

this week’s resource 

guide.
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Reminder Before Q&A: Next Session

Winning Testimonials: 

Build Your Reputation 

with Proof of 

Performance

Wednesday, April 15

6:00 – 7:30 pm
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Q & A: 

Subcontracting

What questions do you have 

about subcontracting?
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Q & A: Statewide 

ContractingWhat questions do you have 

about managing or marketing 

your statewide contract, WEBS, 

reporting, or other topics?

41



Closing

• Thank you to DES for sponsoring the Learn & Grow: Statewide Contract 

Holder Workshop Series! 

• If you need support, reach out for resources.

• The workshop presentation and handouts will be emailed to you.

• Next workshop is Winning Testimonials: Build Your Reputation 

with Proof of Performance, Wednesday, April 15, at 6:00 pm.
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Thank You!

See you next time!

Ryan Taylor 206-397-7872 ryan@goldengiftconsulting.com www.goldengiftconsulting.com
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