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Purpose 

This checklist summarizes the steps in a DWSRF project. It guides DWSRF applicants through the DWSRF process. You can 

follow this list to track where you are in the process and what comes next. Each task includes a link for more information. You 

can use the comment column to make notes and check off items when they are complete. For detailed information related to 

procuring professional and construction services, please review the Procuring Professional Services or Construction Contracts 

checklist.  

DWSRF Applicant Checklist 
 

 Task Comment  Done 

Interest 

1.1 
Learn about the Drinking Water State Revolving Fund (DWSRF) lifecycle. 

For information: DWSRF General Information 

 
 

1.2 

Identify project specifications. 

For DWSRF funded opportunities and to identify appropriate scope of 

work: Contact Jocelyne.Gray@doh.wa.gov.  

 

 

Technical Assistance 

2.1 

Optional: Submit Free Technical Assistance Form for technical, financial, 

and managerial capacity building support. 

Fill out the online Technical Assistance Request Form: Request Form 

 

 

Financials 

https://doh.wa.gov/community-and-environment/drinking-water/water-system-assistance/drinking-water-state-revolving-fund-dwsrf#Approved
mailto:Jocelyne.Gray@doh.wa.gov
https://survey123.arcgis.com/share/dac1d0afa31f48d68447242497db4216
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 Task Comment  Done 

3.1 

Establish a dedicated repayment account for the DWSRF loan and send 

your DWSRF Contract Manager a copy of the statement within 30 days of 

contract execution. 

DWSRF Customer Loan Handbook Reference: Section 4 

 

 

3.2 

Non-Municipal Borrowers: Obtain proof of liability insurance and send 

your DWSRF Contract Manager a copy within 30 days of contract 

execution.  

Note: DOH must be named as a certificate holder.  

For additional information: Review section 1.9 of the DWSRF Customer 

Loan Handbook for specific requirements related to liability and property 

coverage.  

For information about insurance companies: Insurance.wa.gov 

DWSRF Customer Loan Handbook Reference: Section 1.9 

 

 

Application 

4.1 Pre-register to access the Washington State Department of Health Office of 

Drinking Water’s online loan and grant management tool (WALT) via Secure 

Access Washington (SAW). You must send your name, email address to be 

used for your SAW account, and current role to DWSRF@doh.wa.gov or 

Jason.Cammarano@doh.wa.gov for access.  

Note: If you are already in the WALT system, no action is needed. 

 

 

4.2 Log in to the SAW platform using the credentials provided by your Contract 

Manager. See step 4.1 for details above.   

For existing SAW users: Login to SAW 

 

 

https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://www.insurance.wa.gov/
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://secureaccess.wa.gov/myAccess/saw/select.do
mailto:DWSRF@doh.wa.gov
mailto:Jason.Cammarano@doh.wa.gov
https://secureaccess.wa.gov/public/saw/pub/remindAndReset.do


  

DWSRF Applicant Checklist October 2025 4 

 Task Comment  Done 

4.3 Register for a SAM.gov account and apply for a Unique Entity Identifier 

(UEI). A UEI must be renewed annually.  

Note: You must provide your UEI and SAM.gov expiration date when 

submitting your application. The expiration dates must not be before the 

application deadline. 

 

 

4.4 Register for a Statewide Vendor Number (SWV) via the Washington State 

Office of Financial Management. An SWV is required for your application.   

To register for your SWV or locate your current SWV: Visit the Office of 

Financial Management webpage.  

 

 

4.5 Populate and submit a WALT application. 

To access the WALT application: SAW Login 

For navigation support: Washington Loan Tracking External User Guide 

 

 

4.6 Optional for Construction or LSL Applications: Complete the Asset 

Management Training courses for bonus points on your DWSRF 

Construction loan or Lead Service Line loan application 

For training opportunities: RCAC 

 

 

4.7 Establish a project file used to house all documentation and decision-

making outcomes tied to your DWSRF application.   

DWSRF Customer Loan Handbook Reference: Section 3 

 

 

4.8 Designate a project manager. 

DWSRF Customer Loan Handbook Reference: Section 1 

 
 

http://sam.gov/
http://sam.gov/
https://ofm.wa.gov/it-systems
https://ofm.wa.gov/it-systems
https://secureaccess.wa.gov/myAccess/saw/select.do
https://doh.wa.gov/sites/default/files/2022-05/331-614_1.pdf
https://www.rcac.org/
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
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 Task Comment  Done 

4.9 Negotiate contract scope of work and budget with DWSRF Environmental 

Engineer, Jocelyne.Gray@doh.wa.gov or (564) 669-4893. 

For additional information: Refer to the Procurement 101 presentation for 

negotiation tips and tricks.  

 

 

4.10 Receive loan award letter from your DWSRF Contract Manager. 

For inquiries: Please contact Michael.Copeland@doh.wa.gov or (360) 236-

3083. 

 

 

4.11 Receive procurement training from your DWSRF Contract Manager. 

For scheduling or inquiries: Contact your Contract Manager, identified in 

the DWSRF Customer Loan Handbook.  

 

 

Compliance 

5.1 Complete the state environmental review process (SERP). Submit State 

Environmental Policy Act (SEPA) determination from jurisdiction of 

authority (county, city, or town) to DWSRF@doh.wa.gov. 

DWSRF Customer Loan Handbook Reference: Section 6 

 

 

5.2 Complete the Section 106 Cultural and Historical review process. Receive a 

completion letter from Scott.Kugel@doh.wa.gov. 

DWSRF Customer Loan Handbook Reference: Section 6 

 

 

Records 

6.1 Receive your loan contract via DocuSign from the DOH Contracts team.   

For scheduling or inquiries: Contact your Contract Manager 

 
 

mailto:Jocelyne.Gray@doh.wa.gov
mailto:Michael.Copeland@doh.wa.gov
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
mailto:Scott.Kugel@doh.wa.gov
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
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 Task Comment  Done 

DWSRF Customer Handbook: Section 1 

6.2  Review and sign contract electronically via DocuSign. DOH will then 

finalize.  

 
 

6.3 Receive training from your DWSRF Contract Manager on contracts 

management and federal requirements. 

For scheduling or inquiries: Contact your DWSRF Contract Manager. 

DWSRF Customer Handbook: Section 1 

 

 

Professional Services 

7.1 Conduct a competitive process to procure professional services (engineer, 

architect). For loans under $300,000, include either a formal published 

advertisement or a consultant roster to satisfy the requirement.  

Note: Borrowers already under contract with an engineering or 

architectural consultant may continue to use that consultant for their 

project if they were originally hired through a competitive process.  

This step is not required if assigned an engineering firm from DWSRF 

Planning & Engineering Technical Assistance. 

DWSRF Customer Loan Handbook Reference: Section 5 

 

 

7.2 Check the Federal Excluded Parties List (SAM.gov) for clearance on 

professional service providers (engineers, architects) before signing 

contracts (even if your professional service is currently under contract). 

Send copies of website search results to your DWSRF Contract Manager. 

For Federal Excluded Parties: SAM.gov 

 

 

https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
http://sam.gov/
http://sam.gov/


  

DWSRF Applicant Checklist October 2025 7 

 Task Comment  Done 

DWSRF Customer Loan Handbook Reference: Section 5 

7.3 Develop contracts according to all applicable state and federal 

requirements. 

DWSRF Customer Loan Handbook Reference: Section 5 

 

 

Construction Contracts 

8.1 Determine eligibility status:  

• Was the system invited to Emerging Contaminants in Small or 

Disadvantaged Communities (ECSDC)? 

• Is the Water Safety Plan (WSP) or Surface Water Ambient Monitoring 

Program (SWAMP) approved? If yes, locate the approval letter for 

upload.  

• Upload the page(s) from the WSP or SWSMP that includes the 

project specifications.  

• Upload water rights if the project is a new source or a 

consolidation.  

• Upload project site(s) ownership documents (deeds, leases, 

easements, etc.). 

• Contact Michael.Copeland@doh.wa.gov for audit related concerns. 

Upload meeting minutes of governing body (board, council, committee, 

etc.) that show they approve the submission of the application. Minutes 

MUST include name of person submitting application and the loan amount 

requested.  

For eligibility information: see Construction Loan guidelines or the DWSRF 

webpage. 

 

 

https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
mailto:Michael.Copeland@doh.wa.gov
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-196.pdf
https://doh.wa.gov/community-and-environment/drinking-water/water-system-assistance/drinking-water-state-revolving-fund-dwsrf
https://doh.wa.gov/community-and-environment/drinking-water/water-system-assistance/drinking-water-state-revolving-fund-dwsrf
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 Task Comment  Done 

8.2 Identify project specifications. 

For project opportunities: Contact Jocelyne.Gray@doh.wa.gov to identify 

your scope of work. 

 

 

8.3 Develop a bid packet and forward to your DWSRF Contract Manager for 

review and the DOH assigned county engineer for review and approval. 

Copy Jocelyne.Gray@doh.wa.gov You MUST provide the DWSRF loan 

number. Please refer to the county specific map for additional contact 

information.  

DWSRF Customer Loan Handbook Reference: Section 7 

 

 

8.4 Send a copy of your proposed bid advertisement to your DWSRF Contract 

Manager for approval.  

DWSRF Customer Loan Handbook Reference: Section 7 

 

 

8.5 Publish bid notice after your DWSRF Contract Manager approves it. 

DWSRF Customer Loan Handbook Reference: Section 7 

 
 

8.6 Demonstrate compliance with Disadvantaged Business Enterprises. 

DWSRF Customer Loan Handbook Reference: Section 5, 7 

 
 

8.7 Ten days before bid opening, verify with your DWSRF Contract Manager 

that federal and state rates in bid packet are current. 

DWSRF Customer Loan Handbook Reference: Section 7 

 

 

8.8 Conduct bid opening according to Washington State law. 

DWSRF Customer Loan Handbook Reference: Section 7 

 
 

mailto:Jocelyne.Gray@doh.wa.gov
mailto:Jocelyne.Gray@doh.wa.gov
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
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 Task Comment  Done 

8.9 Contact your DWSRF Contract Manager if fewer than two bids are received. 

DWSRF Customer Loan Handbook Reference: Section 7 

 
 

8.10 Adopt required bonding.  

DWSRF Customer Loan Handbook Reference: Section 7 

 
 

8.11 Verify affidavit or certification of American Iron and Steel product usage to 

ensure compliance throughout the lifecycle of the project as well as Build 

America, Buy America (BABA) federal requirements.  

For additional information on BABA requirements and resources: BABA 

Overview 

DWSRF Customer Loan Handbook Reference: Section 7 

 

 

8.12 Check Federal Excluded Parties List (Sam.gov) for clearance on prime 

contractors, subcontractors, and vendors before signing contracts. Provide 

copies to your DWSRF Contract Manager. 

DWSRF Customer Loan Handbook Reference: Section 5, 7 

For Federal Excluded Parties: Sam.gov 

 

 

8.13 Hold a pre-construction meeting to discuss project details and federal 

requirements. You must forward a copy of the record, written or video 

recorded, to your DWSRF Contract Manager. 

DWSRF Customer Loan Handbook Reference: Section 9 

 

 

8.14 Submit DWSRF Note of Contract Award and Notice to Proceed to your 

DWSRF Contract Manager. Notice to Proceed must be issued within 18 

months of contract execution. 

 

 

https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://www.epa.gov/baba/build-america-buy-america-baba-overview
https://www.epa.gov/baba/build-america-buy-america-baba-overview
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
http://sam.gov/
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
http://sam.gov/
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
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 Task Comment  Done 

DWSRF Customer Loan Handbook Reference: Section 7 

8.15 Non-Municipal Borrowers: Submit proof of property insurance coverage to 

your DWSRF Contract Manager. 

DWSRF Customer Loan Handbook Reference: Section 1 

 

 

8.16 Post applicable Federal Wage Decision and U.S. Department of Labor 

poster at the job site. 

DWSRF Customer Loan Handbook Reference: Section 7 

 

 

8.17 Submit 21-day Labor Packet to your DWSRF Contract Manager for 

approval. 

DWSRF Customer Loan Handbook Reference: Section 9 

 

 

8.18 Monitor labor standards compliance and conduct employee interviews 

throughout construction. 

For Labor Standards Provisions: See Attachment 7-D (municipal borrowers) 

or 7-E (non-municipal borrowers) of the DWSRF Customer Loan Handbook.  

DWSRF Customer Loan Handbook Reference: Section 7 

 

 

Execution and Completion 

9.1  Submit project reports, construction drawings, and bid documents to the 

DWSRF assigned county engineer through the project submittal process. 

You MUST provide the DWSRF loan number. Please refer to the regional 

map for appropriate contact information.  

 

 

https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/community-and-environment/drinking-water/offices-and-staff
https://doh.wa.gov/community-and-environment/drinking-water/offices-and-staff
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 Task Comment  Done 

Provide a copy of the approval letter from the county engineer for your 

Project Report and Construction Documents to your DWSRF Contract 

Manager.  

For more information: Refer to the Drinking Water Offices and Staff landing 

page.  

9.2 Submit progress status reports to your DWSRF Contract Manager as part of 

each reimbursement request. For construction draws, you must include 

Certified Compliance of Payroll, American Iron and Steel, and BABA forms. 

DWSRF Customer Loan Handbook Reference: Section 4 

 

 

9.3 Submit the Project Completion Request to your DWSRF Contract Manager. 

DWSRF Customer Loan Handbook Reference: Section 9 

 
 

9.4 Schedule an A-133 audit if you spend more than the amounts listed below 

within the fiscal year: $750,000 or $100,000 on the small works roster. 

Note: Audit requirements are being updated. Please contact your DWSRF 

Contract Manager for current information.  

DWSRF Customer Loan Handbook Reference: Section 4 

 

 

9.5 Meet the Investment Grade Efficiency Audit requirements, if applicable. 

DWSRF Customer Loan Handbook Reference: Section 8 

 
 

 

https://doh.wa.gov/community-and-environment/drinking-water/offices-and-staff
https://doh.wa.gov/community-and-environment/drinking-water/offices-and-staff
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/331-586.pdf
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