
How to Fill Out a Subcontracting 
Plan
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Page 1 Page 1 is informational for suppliers. TWU is meant to fill 
out page 1 before providing to suppliers.

RFP #

731

TWU Employee 
who can do 

courtesy reviews 
of your HSP

TWU Employee 
in charge of this 

Formal Bid.

TWU 
subcontracting 

goals = 1% VetHUB 
utilization

RFP Name

Texas Woman’s 
University



Page 2 Page 2 is where you provide your contact information. 
Make sure that all highlighted fields are filled out.

We must have 
a way to reach 
you if we have 
questions, so 

these fields are 
vital.

Optional

OptionalAutofills based on page 1

If your company is a 
VetHUB we will verify 
that you’re currently 
certified during the 

review process.

Must choose one.

If Yes, must sign this 
page and submit 

pages 1 and 2.

If No, this page 
should NOT be 

signed, and Sections 
4 and 5 should be 

filled out.

Signed and dated 
ONLY if planning to 

Self-Perform the 
entire contract.
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Page 3 Page 3 (Section 4) is where you will list all 
subcontracting opportunities. You’ll reference these in 
Section 5.
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Find NIGP Codes at: 
https://commbook.app.cpa.

state.tx.us/

Percentage of total contract that you 
plan to spend on this subcontracting 

opportunity, specifically with 
VetHUBs.

Percentage of total contract that you 
plan to spend on this subcontracting 

opportunity, specifically with 
non-VetHUBs.

Architectural Services 906-00 0 12
Surveying Services 961-64 3 0

In this example, the 
prime contractor has 

determined 2 
subcontracting 

opportunities for this 
contract.

They anticipate 12% of 
the total contract will 

go towards 
Architectural Services, 
and that likely none of 

that will go towards 
VetHUB 

subcontractors.

They also anticipate 
3% of the total 

contract will go 
towards Surveying 

Services, and likely all 
of it will go to a 

VetHUB.

https://commbook.app.cpa.state.tx.us/
https://commbook.app.cpa.state.tx.us/


Section 5, pg 1 Page 4 (Sections 5.1 - 5.3) is where you’ll 
document your good faith effort to notify 
VetHUBs of your subcontracting opportunities.
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Architectural Services1
Reference the first 

subcontracting 
opportunity you 
listed on page 3.

If you are a Mentor 
in the Texas 

Mentor Protege 
Program, indicate 
if you’ll be working 

with a protege.

Sample Company A
Sample Company B

000000001

000000000

1/2/34

1/2/34

List the VetHUBs 
you notified of this 

subcontracting 
opportunity

You can find 
VetHUBs (and 

their VIDs) here: 
https://mycpa.cpa.
state.tx.us/tpassc
mblsearch/tpassc

mblsearch.do

Indicate when you 
reached out and if 
they responded.

We suggest waiting 
at least 1 week to 

receive a response.

Please attach your 
correspondence to 

your subcontracting 
plan.

IMPORTANT! You must fill out a copy of Section 5 for EACH subcontracting opportunity listed on page 3.

https://mycpa.cpa.state.tx.us/tpasscmblsearch/tpasscmblsearch.do
https://mycpa.cpa.state.tx.us/tpasscmblsearch/tpasscmblsearch.do
https://mycpa.cpa.state.tx.us/tpasscmblsearch/tpasscmblsearch.do
https://mycpa.cpa.state.tx.us/tpasscmblsearch/tpasscmblsearch.do
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Section 5, pg 2 Page 5 (Section 5.4) is where you’ll 
indicate which subcontractor(s) you’ve 
decided to work with.

2,000X

In this example, the prime contractor has chosen 
2 subcontractors to fulfill this subcontracting 

opportunity.

They anticipate spending 2% of the total contract 
with the VetHUB, Sample Company B, and 10% of 

the contract with a non-VetHUB company, 
Sample Company Z.

Fill in 
subcontractor(s) 
you plan to work 

with, indicate 
their VetHUB 

status and give 
an estimate of 

how much you’ll 
be paying them.

Sample Company B 000000000

Sample Company Z

2
10,000 10X

IMPORTANT! You must fill out a copy of Section 5 for EACH subcontracting opportunity listed on page 3.
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Section 6 This section is where you’ll affirm that all 
subcontracting opportunities have been addressed 
and agree to the bullet points listed.

Make sure all 
fields are filled 

correctly.
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Optional This final page is a template that you can use to notify 
VetHUBs of your subcontracting opportunities. It is 
optional to use.


