
RFP Creation and Submittal 
Instructions for District Staff



• Once the BMPs have been installed, 
a Request For Payment (RFP) can be 
created.  The contract must be in 
“Approved” status to be able to 
create the RFP.  

• Select “RFP” from the bar at the top 
of the screen. The RFP screen will 
display.  Click on “Create RFP”.

• Use the text box to enter the 
contract number in the format XX-
XXXX-XXX (2-digit district #, 4-digit 
program year, and 3-digit contract 
number). Then click “Search”.

• The contract summary will display 
below.  Click on the blue contract 
number to open it up for RFP entry.



RFP Creation for Average Cost 
Components



• The amount of money remaining in the contract will show 
here.  

• If this RFP completes the contract in full, click on the button 
for “Complete Contract and/or Cancel Remaining Funds”.  If it 
doesn’t complete the contract, click “Partial Payment”. You 
have to select one or information will not be saved.

• Any previous payments will be listed under “RFP 
Transactions”.

• All BMPs and components from the contract will populate in 
the “BMP Details” section.  

• You MUST enter the BMP Implemented Units (total for all 
fields) and the JAA level for the BMP.  This is a record of how 
much of the BMP is installed.

• Click on the blue “Select” on the left that corresponds to the 
components that are to be paid in the current RFP.  

• The “Component Details” box will pop up below. This is where 
the information on what was installed is entered by clicking 
on the blue “Edit”.

• Boxes will appear for you to enter the amount installed for 
the components under “Current Units” and “Actual Amount”.  
Then go back and click on “Update” on the left to save that 
data. 

• Repeat this step for all components that are to be paid in the 
current RFP.

• After the component details are entered the total amount to 
be paid should be entered in the “Cooperators” section at the 
bottom.  Click on the blue “edit” button and fill in the amount 
under “In Process”. Then click on “Update” on the left.

• Once everything is entered, select “Submit for Approval”.
• After you submit the RFP, you can now print a copy from the 

Forms menu on the contracting screen.
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RFP Creation for Actual Cost 
Components



The amount of money remaining in the contract will show here.  
If this RFP completes the contract in full, click on the button for 
“Complete Contract and/or Cancel Remaining Funds”.  If more 
payments will be made, click “Partial Payment”. You have to select 
one or information will not be saved.
Any previous payments will be listed under “RFP Transactions”.
All BMPs and components from the contract will populate in the 
“BMP Details” section.  Click on “Select” and the Component Details 
box will populate below. 
Click Edit on the left to enter costs for the component. The process is 
the same for creation of RFPs for average cost BMPs except that the 
value to put into the “Actual Amount” box in the “Component 
Details” section has to be calculated using the receipts that are 
required to be uploaded to the “Reference Material” section of the 
contract. You review the receipts and add up all relevant amounts 
and then take the cost share rate of that total (75 or 90%). Use the 
“Receipts Summary” form to calculate this value. This value is what 
you enter in the box titled “Actual Amount” then click on “Update” 
on the left. If you haven’t selected a “Remaining Funds” button at 
the top, this component step will not save. 
You MUST enter the BMP Implemented Units and the JAA level for 
the BMP in the “BMP Details” section (multiple fields add up to one 
value).  This is a record of how much of the BMP is installed.
After the “Component Details” information is entered, the total 
amount to be paid should be entered in the “Cooperators” section.  
Click on the blue “edit” on the left and fill in the amount “In Process” 
on the right and then click on “Update” on the left again to save it.
Once everything is entered, select “Submit for Approval”.
After you submit the RFP, you can now print a copy from the
Forms menu on the contracting screen, make yourself a copy,    
and mail the original to the division.
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Required Documentation – see BMP Webpages 
for Additional Upload Requirements



Examples of Required Uploads

•Receipts - For ACTUAL cost components ONLY
• Include summary page

•Send the permit receipt, not the permit itself

•Construction approval letters

•Well Construction Record GW-1

•Well Checkout Sheet

•Well Abandonment Record (GW-30)



RFP Receipt Summary



• Districts should highlight the cost 
that are to be included in the 
calculations for the RFP.

• Multiple items should be added 
together to get a total, if 
applicable.  The cost share rate 
(75% or 90%) should be taken of 
that total and that number is 
what goes into the RFP in the 
“Actual Amount” box.

Examples – Receipts/Calculations



Do highlight 
costs 

associated 
with the BMP 

and 
components 

you are 
submitting 

payment for 
on the RFP!

Do!!!

Black out



Required Forms for Payment Processing

• Send the original RFP on yellow paper and include the Substitute W-9.
• Substitute W9 Form

• All highlighted items on the Form need to be completed.
• Recommend to use the online fillable form and type in all information

except the signatures. Have the cooperator verify all information is
correct, then print and sign.

• All information must match the tax record exactly!
• Ex. Wilson Brothers Farm ≠ Wilson Brothers Farms
• Ex. James B. Wilson ≠ Jimmy Wilson

• Consider requesting during construction and submitting 1-3 months
prior to payment.



Choose One

Choose One

Substitute 
W-9 Form



Direct Deposit 
Form



Direct Deposit Form

• Information here must match what is on the W9 form 
(SSN/TaxID, Name, Address).



Direct Deposit Form
• All banking information should be filled in and include an email 

address for the cooperator.

• Once submitted, an email will be sent from the Office of State 
Controller (OSC) with a form containing security questions.  These 
questions must be answered and emailed back to OSC before banking 
information will be set up (allow 30 days to be set up).



Direct Deposit Form

• The agency contact is Paula Day. Her contact information should be 
entered as shown here. 

• The link on our website has this already filled in with the correct 
information. 



RFP Tips and Recommendations

•Make sure to collect all signatures before 
mailing

•Verify the person signing has the correct JAA

•Only original signatures – no copies or scans

•Request itemized receipts



How to Check Payment Status
RFP Processing Dates
• In the CS2 RFP screen Search to find:

1. RFP Approval Date
2. RFP Payment Date
• Entered as the date the payment is sent to 

the cooperator’s bank
•Not the date received by the cooperator



Check Payment Status
RFP Payment Date
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