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SUPPORTING DOCUMENTS CHECKLIST
FOR CERTIFICATION APPLICATION  

In order to complete your application certification, you must attach copies of all of the 
following documents as they apply to you and your firm. 

All Applicants 
o Completed application with notarized affidavit of certification 
o DBE and SBA 8(a) or SDB certifications, denials, and/or decertifications, if applicable 
o Signed Personal Financial Statement (form available with this application) with notarized affidavit of 

personal financial statement 
o Work experience resumes (that include places of ownership or titles/roles & 

responsibilities/employment with corresponding dates), for all owners and officers of your firm 
o Picture ID of all owners 
o Proof of citizenship or legal residency (birth certificate, passport, or immigration card). 
o Personal federal tax returns for the past three years, if applicable, for each owner (including all 

schedules and attachments) 
o Documented proof of contributions used to acquire ownership for each owner (e.g. both sides of 

cancelled checks) 
o Documented proof of any transfers of assets to/from your firm and/or to/from any of its owners over the 

past two years 
o Your firm’s tax returns (gross receipts) and all schedules for the past three years 
o A new business must provide a current balance sheet indicating gross receipts if no taxes filed 
o Copies of the last 3 years of business tax returns of all additional businesses in which the applicant or 

applicant’s spouse has an ownership interest.  If you are seeking SBE certification, all owners must 
submit the above referenced information if applicable. 

o A notarized statement from an accountant or other independent financial professional as to their 
estimate of the value of any ownership interest in additional businesses owned by the applicant or the 
applicant’s spouse.  If applying for SBE certification, this information must be provided by all owners 
who have ownership interest in additional businesses.  This includes a spouse who has not renounced 
ownership interest and the applicant business is subject to community property laws. 

o Schedule of salaries (or other compensation or remuneration) paid to all officers, managers, owners, 
and/or directors of the firm 

o All relevant licenses, license renewal forms, permits, and haul authority forms 
o Descriptions of all real estate (including office/storage space, etc.) owned/leased by your firm and 

documented proof of ownership/signed leases 
o List of equipment leased and signed lease agreements 
o List of construction equipment and/or vehicles owned and titles/proof of ownership 
o Copies of 3 completed, in progress contracts, proposals, or bids for each trade area in which you are 

seeking certification 
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o Bank authorization and signatory cards 
o Five consecutive cleared business checks 
o Your firm’s signed loan agreements, security agreements, and bonding forms 
o Trust agreements held by any owner, if any 

 
Partnership or Joint Venture

o Original and any amended Partnership or Joint Venture Agreements 
 
Corporation or LLC 

o Official Articles of Incorporation (signed by the state official) 
o Both sides of all corporate stock certificates and your firm’s stock transfer ledger (if certificates issued) 
o Shareholders’ Agreement 
o Minutes of all stockholders and board of directors meetings 
o Corporate by-laws and any amendments 
o Corporate bank resolution and bank signature cards 
o Official Certificate of Formation and Operating Agreement with any amendments (for LLCs) 

 
Trucking Company 

o Documented proof of ownership of the company 
o Insurance agreements for each truck owned or operated by your firm 
o Title(s) and registration certificate(s) for each truck owned or operated by your firm 
o List of U.S. DOT numbers for each truck owned or operated by your firm 

 
Regular Dealer

o Proof of warehouse ownership or lease 
o List of product lines carried 
o List of distribution equipment owned and/or leased 

 
NOTE: The specific state UCP to which you are applying may have additional required 
documents that you must also supply with your application.  Contact the appropriate certifying 
agency to which you are applying to find out if more is required. 
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