
HUBSCO+ Formal Project Entry Checklist

Use this form to help you gather information needed to submit building construction or repair 
and renovation projects that cost $300,000 or more. It can be used for projects of lower dollar 
amounts if bids are solicited publicly and good faith effort affidavits are required from bidders. 
While some fields are listed as optional, the HUB Office requests vendors complete all fields. 

Project Tab 

Designer Tab – Prime Designer 

Field Required at Entry or Finalization Entry Complete 

Company Name Op�onal 
Contact Last Name Op�onal 
Address Op�onal 
City Op�onal 
State Op�onal 
Zip Op�onal 
Email Op�onal 
Phone Number Op�onal 
HUB Cer�fied: Yes or No Op�onal 
NC SBE Cer�fied: Yes or No Op�onal 

Note: If you click “Search” with no criteria you get an error.  Including any value that has a company will show the results.  If the 
company is on the list, click select and if the firm was a HUB the Ownership Category and Source of Ownership will auto populate. 

Field Required at Entry or Finalization Entry Complete 

Project Number Required at Entry 
Project Name Required at Entry 
Project Type Selected on previous screen. 
No�ce to Proceed/Project Start Date Required at Finaliza�on 
Project Comple�on Date Required at Finaliza�on 
Construc�on Method Used Required at Entry 
Loca�on of Project Required at Entry 
Total Square Footage Required at Entry 
Total Linear Footage Op�onal 
Original Project Value Required at Entry 
Final Design- Related Services Value Op�onal 
Final Construc�on Value Required at Finaliza�on 
Miscellaneous Cost Op�onal 
Final Project Value Calculated automa�cally by HUBSCO+ 
Project Includes State Appropria�ons 
or State Grant Funds 

Required at Entry 

Verifiable Percentage Goal 10% is default 



HUBSCO+ Formal Project Entry Checklist

Designer screen fields after selecting a company 

Field Required at Entry or Finalization Entry Complete 

Prime Designer Name Required at Entry – Auto Populates 
Type of Service Required at Entry 
Discipline Required at Entry 
Ownership Category Auto Populates 
Source of Ownership Auto Populates 
Method of Solicita�on Required at Entry 
Original Contract Value Required at Entry 
Final Contract Value Op�onal 

Designer Tab – Adding a Consultant Prime Designer 

Field Required at Entry or Finalization Entry Complete 

Prime Designer Name Auto Populates 
Consultant Name Required at Entry 
Type of Service Required at Entry 
Discipline Required at Entry 
Ownership Category Op�onal: Auto Populated 
Source of Ownership Op�onal: Auto Populated 
Method of Solicita�on Required at Entry 
Original Contract Value Required at Entry 
Final Contract Value Op�onal 

Contract Tab – Adding a Construction Contract Screen 

Field Required at Entry or Finalization Entry Complete 

Contract Descrip�on/ID Required at Entry 
Contract Method of Adver�sement Required at Entry 
Bid Opening Date Required at Finaliza�on 
Contract Date Required at Entry 
No�ce to Proceed/Contract Start 
Date 

Required at Finaliza�on 

Contract Comple�on Date Required at Finaliza�on 
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Contract Tab – Contractor Solicited Directly 

Field Required at Entry or Finalization Entry Complete 

Contract Descrip�on/ID Op�onal: Auto Populated 
Firm Name Required: Auto populates a�er selec�on of company. 
Full Address (Line 1, Line 2, City, 
State, Zip) 

Required: Auto populates a�er selec�on of company. 

Phone and Extension Op�onal: Auto populates a�er selec�on of company. 
Ownership Category Op�onal: Auto populates a�er selec�on of company. 
Source of Ownership Op�onal: Auto populates a�er selec�on of company. 
Primary Type of Work Required at Entry 
Date Contacted Required at Entry 
Method of Contact Op�onal 

Response Due Date Op�onal 
Specifica�ons Provided Op�onal 
Was a Quote Received Op�onal 
Amount of Quote Received Op�onal 

Contract Tab – Contractors Used 

Field Required at Entry or Finalization Entry Complete 

Contract Descrip�on/ID Op�onal: Auto Populated 
Firm Name Required: Auto populates a�er selec�on of

company.

City Op�onal: Auto populates a�er selec�on of company. 
State Op�onal: Auto populates a�er selec�on of company. 
County Op�onal: Auto populates a�er selec�on of company. 
Reason for Out of State Selec�on Op�onal
Primary Type of Work Required at Finaliza�on 
Ownership Category Op�onal: Auto populates a�er selec�on of company. 
Source of Ownership Op�onal: Auto populates a�er selec�on of company. 
Original Contract Value Required at Entry 
Final Construc�on Value Op�onal
Self Performing: Yes or No Op�onal 
Verifiable Percentage Goal 10% is Default 
Bidders Good Faith Efforts Select any of the 10 Good Faith Efforts 
Bidders Complied with Any Good Faith 
Efforts Required by Owner: Yes or No 

Note: If no addi�onal GFEs required by 
owner, select “Yes” 
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Contract Tab – Adding a Subcontractor 

Field Required at Entry or Finalization Entry Complete 

Subcontracted to: Op�onal: Auto Populated based on 
Prime Contractor 

Contract Descrip�on/ID Op�onal: Auto Populated 
Firm Name Required at Entry 
City Op�onal: Auto populates a�er selec�on of company. 
State Op�onal: Auto populates a�er selec�on of company. 
County Op�onal: Auto populates a�er selec�on of company. 
Reason for Out of State Selec�on Op�onal
Primary Type of Work Required at Finaliza�on 
Ownership Category Op�onal: Auto populates a�er selec�on of company. 
Source of Ownership Op�onal: Auto populates a�er selec�on of company. 
Original Contract Value Required at Entry 
Final Construc�on Value Op�onal
Contractor is a 
Subs�tu�on/Replacement for 
Contractor Originally Listed on the Bid 
Affidavit: 

Op�onal

Contract Date Required at Entry 
No�ce to Proceed/Contract Start Date Op�onal 
Contract Comple�on Date Op�onal 
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