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Welcome to the Payment Process

A Brief Timeline
- Paperwork returned to grants manager
- Internal routing at CAH (we make sure to cross all the t’s and dot the i’s)
- A Purchase Order (PO) is requested
- PO communicated to you
- Invoice is submitted to the DC Vendor Portal
- Invoice approved 
- Payment



Payment

● All Payments will be via Mailed Check

● If you have direct deposit set up, that is still in effect- for now

● When your Vendor Profile expires so will direct deposit



Taxes
● Generally, all grant awards are considered taxable income. Each grantee has a different set of 

circumstances and we recommend they consult with a tax professional to determine tax obligations
● We will make every effort to get your award payment to you by the end of the calendar year, but the 

award will be tied to the calendar/tax year in which it is paid out
● If you are a Fellow, you can delay submitting your invoice until the New Year if that makes the most 

sense for you. Just let us know!
● Please, if you have any questions- speak to a tax professional. We do not have that expertise to 

offer advice. 



Process
Paperwork returned to CAH- DUE OCTOBER 15, 2021

Staff Reviews paperwork for completion

A Purchase Order Number is requested

Purchase Order is Established

        CAH communicates PO# and instructions to grantee

Grantee submits the invoice to the DC Vendor Portal

Invoice Reviewed and Approved

Payment Mailed

While Staff reviews 
paperwork for completion 
we will also be working 
with you to ensure your 
registration with the DC 
Vendor Portal



Returning Grantees

Check your PASS account:
● Does it have an expiration date?
● Do the name and address on the PASS 

account match the name and address on 
your grant agreement?

Check your DC Vendor Portal account:
● What is the expiration date?
● Do the name and address the DC Vendor Portal account match the 

name and address on your grant agreement?
● Are you registered for ACH? Is the bank information correct?



New Grantee

Do you have an existing PASS account with Procurement 
Center of Excellence (PCE)?

Do you have an existing DC Vendor Portal account?
 

Is name and address on these accounts 
the SAME name and address on your grant agreement?



It is a TWO-STEP process 
in this order: 

Set up a PASS account with DC Procurement Center of Excellence (PCE)
(CAH can facilitate this process)

Set up an account with the DC Vendor Portal 

Must get set up as a Vendor with the DC Government



STEP ONE

Complete your 
Master Supplier 
Form & W9 (October 
2018 version)

STEP TWO

Email PDF copies 
of the
Master Supplier Form 
& W-9 
to your CAH Grant 
Manager

STEP THREE

CAH Staff moves your PASS 
application through the 
Procurement Center of 
Excellence (PCE)

STEP FIVE

PCE sends email 
confirming the set-up 
of your new PASS 
account

STEP FOUR

PCE sends you an email 
acknowledging receipt of 
your application

PASS account open!
You may now register 
in the DC Vendor 
Portal

REGISTER for PASS



Register for PASS

1) Complete all three pages 
Master Supplier Form

2) Prepare a new W9

3) Email the completed 
forms to your grant 
manager, who will move 
them through the Office 
of Contracts and 
Procurement (OCP)

Your Grant Manager will send you the Master Supplier Form



IRS form W-9

October 2018 version
Name should match on all grant 

application documents 

Address must be in DC and match 
all other documents

Applying as an individual -- use your 
Social Security Number

Signature must be manual or electronic 
date/stamp

Date:  as close to the day you send it 
as possible 



IRS form W-9

FOR INDIVIDUAL GRANTS

JUST YOUR NAME

No business name!
If you put a business name on this 

line on this document when you 
submit for an individual grant, you 
slow down your application when 

your W-9 is sent back for correction. 

Individuals



You will receive 2 emails 
from the DC Procurement Center of Excellence 

regarding your PASS registration:

1. The first acknowledges receipt of your application

2. The second confirms your registration

You are in PASS only after you receive the 2nd email



When your PCE/PASS registration is confirmed
you can then register with the 

DC Vendor Portal

Visit 
https://vendorportal.dc.gov/Account/Login

Click “Register Company” link 

After agreeing to terms, Complete the resulting fields...

https://www.vendorportal.dc.gov/Account/Terms
https://vendorportal.dc.gov/Account/Login


Name, 
address, 
SSN/EIN 
must match 
the information 
on your grant



W-9 forms must 
be signed and 
dated within 180 
days of your 
registration



Questions?

Your Grant Manager is here to help!



Links to recordings of the October 4, 2021 Workshops:

https://bit.ly/FY22GranteeOrientationPartOne

https://bit.ly/FY22GranteeOrientationPartTwo

https://bit.ly/FY22GranteeOrientationPartOne
https://bit.ly/FY22GranteeOrientationPartTwo


FAQ

Can you provide URLs for PASS and the DC Vendor Portal?
DC Vendor Portal: vendorportal.dc.gov
Master Supplier Form: https://dgs.dc.gov/publication/master-supplier-form

If a Master Supplier Form was updated in July 2021, will a new one need to be submitted for the new 
award year?

You should be covered for this cycle. If we run into an issue we will let you know. 

If we became a vendor for an award earlier this year is that still operational?
Your Vendor Status should be ready for this year. We will double-check. 

I don’t have a PASS account. Do I need to set this up? I already have the DC Vendor Portal account. 
If you are set up with the Vendor Portal you should already have a PASS account. It’s all part of the 
process. 

https://dgs.dc.gov/publication/master-supplier-form


What is the very first step in setting up the PASS account? Do we send our grant manager the 
paperwork and they take care of it?

The very first step is submitting your W-9 and Master Supplier Form. You will already need the W-9 
for the processing of the award paperwork, and may use the same W-9. In addition to your W-9 you 
will need to fill out the Master Supplier form. Both may be submitted to your grant manager to get 
the process started. 

Is the Master Supplier Form only for organizations, not individuals?
Everyone will need to fill out the Master Supplier form. 

Can you explain what a DUNS number is?
From grants.gov: "A DUNS number is a unique nine-character number used to identify your organization. 
The federal government uses the DUNS number to track how federal money is allocated."

Is there a place on the DC Vendor Portal website where we can check the expiration date for our 
account?

You can call or email the Vendor Portal to check on the status and verify your address. 



For the W-9 should we just submit the same one submitted in the spring (at the time of application)?
That should be fine. For payment we will need the W-9 dated within 180 days of submission. As we 
go through the process your grant manager will be checking the dates and let you know if we need 
a new one. 

Is there an invoice template?
Yes- once we have a purchase order established for you we will send out instruction and an invoice 
template for you. Please wait to submit your invoice until hearing from us so we can help you 
through the process. 

I’m not familiar with ANID number. What is this?
“An Ariba Network Identification (ANID) number is a unique identifier of an Ariba Network 
account.” 
supplier.ariba.com
DC Government utilizes the Ariba Network for payments. Organizations need to register for this 
number in order to submit your invoice and receive payment. Please register at the above URL

https://service.ariba.com/Supplier.aw


We have a USID/Sam.gov number. Can it be used instead of the ANID?
That’s a different system. For DC payments you will need the ANID number

Can you clarify the address and phone number used to fill out the Master Supplier form?
This will be your personal address (for individuals) or the organization address/number (for 
organizations)

We are an organization but we do not have a business license- how should be handle that in the MSF?
Please reach out to your grant manager to see what you will need. 



Will payments be mailed via certified mail?
Payments are sent via USPS First Class- we will be confirming addresses with you every step of the 
process. 
Please make sure the Vendor Portal has your most up to date and accurate address (i.e. apartment 
numbers, etc).

To clarify direct deposit- even if we have received direct deposit in the past will we only be getting 
checks this year?

This will depend on when you registered for direct deposit. Registration has an expiration, and if 
you had an active account it may have expired in the last year. If you still have an active account 
with the DC payment system you will receive a direct deposit this year, but may not next year. 


