Section 1—Instructions for completing the Contract Compliance and

Business Enterprise Cerfification Application

1-1 General Information and Instructions

* Definitions for words in bold can be found in Section 4

* Type or print the application and the Form W-9 (Request for
Taxpayer Identification Number and Certification)

¢ Mark all unanswered questions as “N/A”, meaning “not applicable”.

* Incomplete applications, along with their supporting materials,
will be returned; this may delay the processing of your application.

* The City of Columbus reserves the right to request additional
information as a means of verifying application information.

¢ The application and supporting materials are considered
confidential.

¢ State the applicant name, application date, and the related
question at the top of additional response sheets.

* Mail completed application to:
City of Columbus
Equal Business Opportunity Commission Office
109 North Front Street, 4th floor
Columbus, Ohio 43215-9020

* This packet is available online at: www.columbus.gov.

1-2 Additional Information and Instructions for Contract
Compliance (Section 2-3)

Completing the application’s Contract Compliance section will assist you
in obtaining a Contract Compliance Number. A company must have
been assigned this number before it enters into any contract with the
City of Columbus. A Contract Compliance Number is active for one year
from the date it is assigned.

Under Section 2-2 (Employees Information) of the application, be sure to
report the total number of all employees (permanent full-time, part-time,
apprentices and on-the-job trainees). In addition, no person should be
counted in more than one race/ethnic group.

1-3 Additional Information and Instructions for
Business Enterprise Cerfification (Section 2-5)

Participants in the State of Ohio EDGE program should not complete
Section 2-4. Instead, contact the Equal Business Opportunity Commission
Office for special instructions.

It is the City of Columbus’ policy to provide minority/female businesses
the maximum practicable opportunity to participate in City contracts.
Maintaining a list of available and capable minority/female businesses
is a key aspect of putting this policy into practice. Certification is
voluntary. However, all minority/female firms are encouraged to
become certified.

Certification confirms a company’s minority/female status before it is
placed in our widely distributed minority/female business directory.
If you are a minority/female-owned business, you may become a
Certified Business Enterprise by completing Section 2-4.

In order to become a Certified Business Enterprise, a business must:

a) be at least 51% owned by one or more eligible racial minority;
and

b) be managed and controlled by the eligible racial minority
seeking to be certified; and

¢) have been in business in the Columbus MSA for at least three (3)
months, and )

d) have annual sales which for any two consecutive year periods do
not exceed the average sales for its industry, and

e) have a place of business located within the City of Columbus
corporation limits.

Upon receipt of a complete application, certification applicants are
advised of their determined eligible racial minority within thirty (30)
working days. This period may be extended to accommodate an
applicant’s availability for an onsite visit. In addition to completing
Section 2-4, applicants seeking to become certified will undergo an onsite
visit by the Equal Business Opportunity Commission Office.

1-4 Checklist: Reviewing your application for
completeness

Use this checklist to ensure that your application and supporting

documents are complete.

0 Application and Form W-9 are typed or printed.

All required supporting materials are enclosed.

Unanswered questions are marked “N/A”, meaning “not applicable”.

Application has been reviewed for typing errors.

Application is signed and notarized.

Equal Employment Opportunity Employer Information Report EEO-1

is attached, if Section 2-2 is not completed.

O The box in Section 2-2 is checked if the Equal Employment
Opportunity Employer Information Report EEO-1 is enclosed.
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1-5 Do you need further assistance?

Please call the Equal Business Opportunity
Commission Office at (614) 645-4764 during
the hours of 8am-5pm, Monday-Friday.

Definitions for words in bold can be found in Section 4






