
Common Errors to avoid when completing the following forms:
Key Contacts
SF-424
SF-424A
Pre-award Compliance (Form-4700)



This form must be filled out completely.

Authorized 
Representative 
must match 
signatory on 
SF424, Pre-
Award (4700), 
Lobbying



Authorized 
Representative, 
Payee, 
Administrative 
Contact, and 
Project 
Management 
CANNOT be the 
same person

Authorized 
Representative 
needs to be 
different from 
other three





X
X

Make sure all lines are filled out correctly.



Make sure all 
lines are filled 
out correctly.



Make sure all lines are filled out correctly.

Environmental Protection Agency

66.475

Geographic Programs - Gulf of America Program



Make sure all lines are filled out correctly.



Only list federal money
X
X
X
X
X

If ‘a’ is selected, 
must provide a 
date submitted 
for review



Same person 
listed as 
Authorized 
Representative 
on key contacts 
form

Authorized Representative must sign and date



66.475

DO NOT USE

DO NOT USE
this column

Use this 
column 

only



Leave these columns blank

DO NOT break 
out by year

Use total budget
only

DO NOT USE



DO NOT USE

Leave blank

Enter type of rate, 
amount of base to 
which base is 
applied, total indirect 
expense
Ex. Provisional; base: 
$32,517; Total: 
$8,022

(b) Second 
year funding

(c) Third year 
funding



Must provide an answer even if an answer is na/none

Any currently active projects prior to this award



Must provide an answer even if answer is na/none

Must provide an answer even if answer is na/none

X Always ‘No’



Make sure to 
answer each one



Authorized Representative should be same as Authorized Representative on key contacts form.
Authorized Representative signs and dates.

Must state citation or internet address if not providing a copy of procedures; make sure 
attachment is part of application package

MUST provide name, title, position, mailing address, e-mail, fax number, telephone number


