1) SUBCONTRACTOR INFORMATION & GUIDANCE FORM
To Be Completed by Subcontractors Upon Engagement by a Prime Contractor
DISCLAIMER: This document is for informational purposes only and does not constitute legal advice. All subcontractors are strongly advised to have their agreements reviewed by a qualified attorney before signing.

SECTION 1: Subcontractor Information
	Field
	Details

	Legal Business Name
	

	DBA (if applicable)
	

	Business Structure
	(LLC, Corp., Sole Proprietor, etc.)

	Point of Contact
	Name / Title

	Email Address
	

	Phone Number
	

	Mailing Address
	

	DUNS / UEI Number
	

	Tax ID / EIN
	

	Certifications
	(e.g., DBE, WOSB, HUBZone)

	NAICS Codes
	

	Scope of Work
	

	Insurance Coverage
	Attach proof of current policies

	SAM.gov Registration
	Yes / No



SECTION 2: Basic Terms to Include in a Subcontract Agreement
	Term
	Definition / Importance

	Scope of Work (SOW)
	Specific services, deliverables, timelines, and exclusions.

	Compensation Terms
	Fixed fee or hourly rate, how/when invoices are paid, and any retainers or milestones.

	Flow-Down Clauses
	Incorporation of required terms from the prime contract (e.g., federal compliance).

	Confidentiality
	Protection of proprietary and client information.

	Termination Clause
	Conditions under which the agreement can be ended by either party.

	Indemnification
	Outlines responsibility for legal claims or damages caused by subcontractor actions.

	Dispute Resolution
	Method for resolving conflicts (e.g., arbitration, court jurisdiction).

	Subcontractor Status
	Confirms relationship is independent and non-exclusive.

	Insurance Requirements
	General liability, workers’ comp, cyber liability (as applicable).

	Compliance Obligations
	Requirement to adhere to relevant laws and policies (e.g., 2 CFR 200, Davis-Bacon).

	Ownership of Work Product
	Defines who owns final deliverables and intellectual property.



SECTION 3: Do's and Don’ts for Subcontractors
	Do’s
	Don’ts

	Read and understand all terms before signing.
	Begin work without a fully executed agreement or purchase order.

	Request a copy of the prime contract or key flow-down clauses.
	Communicate directly with the end client unless authorized in writing.

	Maintain valid insurance and certifications.
	Submit invoices outside the agreed process or with missing documentation.

	Document hours, deliverables, and communication.
	Assume DBE/minority credit without written agreement or listed participation.

	Clarify scope, timeline, and reporting expectations with the prime.
	Ignore compliance requirements attached to federal/state funding.



SECTION 4: Guidance for Subcontractors
	Key Tips

	Clearly define roles and responsibilities during proposal and contract execution.

	Confirm whether your participation fulfills any compliance requirement (e.g., DBE subcontracting).

	Understand that being a subcontractor does not guarantee future work without a separate agreement.

	Retain records of communications, performance, and payments for at least 3–5 years, per audit rules.

	If work is funded by grants or government funds, familiarize yourself with applicable CFR provisions.



