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	[bookmark: _GoBack]State Certification Documentation Requirements: The following documents are required to be submitted with applications for certification by the Supplier Diversity Office (SDO) as a Minority Business Enterprise (MBE), Women Business Enterprise (WBE), Non-Profit Organization (NPO), Portuguese Business Enterprise (PBE) and/or Veteran Business Enterprise (VBE) based on the Business Structure of the Organization. This list is made available for reference purposes only; additional items may be requested by SDO on an as needed basis. For additional information about how to apply for SDO certification, go to www.mass.gov/sdo or email us at wsdo@state.ma.us.
	Sole Proprietor
	Partnership
	LLC/LLP/LP
	Corporation
	 Out of State Firm
	Non-Profit

	Original signed Request for Verification of Taxation Reporting Information (W-9) Form. Do Not Date This Form. 
http://www.mass.gov/anf/docs/osd/sdo/forms/sdo-request-form.pdf 
	X
	X
	X
	X
	X
	X

	Original signed Commonwealth Terms and Conditions Form. Do Not Date This Form. http://www.mass.gov/anf/docs/osd/sdo/forms/state-terms-conditions.pdf
	X
	X
	X
	X
	X
	X

	Current resumes and professional licenses (used in the conduct of the business, if applicable) held by owners, officers and key employees demonstrating education, training, and prior employment dates and duties. For non-profits: resumes and professional licenses of the Executive Director, key employees and the Board of Directors/Trustees.
	X
	X
	X
	X
	X
	X

	A copy of a birth certificate, US passport, lawful permanent resident card or tribal registration card (If Native American) for all eligible owners.
	X
	X
	X
	X
	X
	

	Copy of bank signature card OR letter from bank that states who has signatory authority.
	X
	X
	X
	X
	X
	X

	Copy of most recent complete Business Federal Tax Return, signed or with proof of e-filing, including all schedules or the extension submitted to the IRS.  Do not include state taxes.  If less than one year in business, substitute with a copy of the opening business balance sheet. Sole proprietors submit business 1040 federal personal tax return, signed or with proof of e-filing, including Schedule C or the extension submitted to the IRS
	X
	X
	X
	X
	X
	X

	Signed Partnership agreement.
	
	X
	
	
	
	

	Signed LLC/LLP/LP Operating Agreement with ownership percentages.
	
	
	X
	
	
	

	Signed LLC/LLP/LP Certificate of Formation.
	
	
	X
	
	
	

	Articles of organization, incorporation or association, with (where applicable) all amendments.
	
	
	
	X
	
	X

	By-laws with all amendments showing any changes in officers, ownership or business structure.
	
	
	
	X
	
	X

	Copies of the front and back of all issued and cancelled stock certificates, and copy of stock transfer ledger.
	
	
	
	X
	
	

	Copy of vehicle registration(s) used in the conduct of business only (See “Leased or Owned Equipment/Vehicles” section of this application to determine if applicable).
	X
	X
	X
	X
	X
	X

	Copy of contracts or invoices from three (3) recent customers or clients showing the scope of your services with a dollar amount. If not applicable or available, provide marketing materials prepared for the business that show the scope of service(s) performed and dollar amounts.
	X
	X
	X
	X
	X
	X

	Business space documentation (if applicable based on business structure), e.g. copy of recent property tax bill if firm owns building, copy of lease if leased space and written lease exists, or copy of 3 months’ rent checks and landlord name if a tenant-at-will and no written lease exists.
	X
	X
	X
	X
	X
	X

	OUT OF STATE FIRMS – Additional Required Documents: All Out of State Applicants, must provide applicable supporting documentation according to the firm’s business structure, see above (e.g., sole proprietorship, corporation), and:
	
	
	
	
	X
	

	· A home state certification letter or evidence of certification by a home state governmental agency (city, county, state), by your home state Department of Transportation, or by an SDO-approved third-party certifying partner organization.
	
	
	
	
	X
	

	· A home state site visit report that explains who owns at least 51% of the applicant firm and who has the knowledge, skills, background and/or professional licenses to manage its daily operations (if available from certifying agency).
	
	
	
	
	X
	

	NON PROFIT ORGANIZATIONS (NPO) - Additional Required Documents: All non-profit applicants must provide applicable supporting documentation according to the firm’s business structure, see above (e.g., sole proprietorship, corporation), and:
	
	
	
	
	
	X

	· List of all Board of Directors/Trustees members; identify US citizenship/permanent resident status, gender, ethnicity and current term start and end dates.
	
	
	
	
	
	X

	· IRS tax-exempt certification letter for a 501 (c) (3) or 501 (c) (4) organization. 
	
	
	
	
	
	X

	· Complete copy of most recent Form PC filed with the Massachusetts Attorney General, Division of Public Charities.
	
	
	
	
	
	X

	· First page of the most recent IRS Form 990.
	
	
	
	
	
	X

	· Current or proposed budget.
	
	
	
	
	
	X

	· Current (most recent) Massachusetts Non-Profit Annual Report filled with the Secretary of State.
	
	
	
	
	
	X

	VETERAN BUSINESS ENTERPRISE (VBE) - Additional Required Documentation: All VBE applicants must provide applicable supporting documentation according to the firm’s business structure, see above (e.g., sole proprietorship, corporation), and:
	
	
	
	
	
	X

	· Certificate of Release or Discharge from Active Duty a/k/a Report of Transfer or Discharge (DD Form 214) for all eligible VBE owners.
	X
	X
	X
	X
	X
	X
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