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Quick Tips

Logaing Into the SBE Application

) o ] pennsylvania g
In order to submit a SBE application online you must osmmswmmwsoomncws ' E
login to the SBE website. This is necessary to ensure _ogin .

your information is kept confidential. In order to login For Smal Business Enterprise

applicants and firms only. To

|+ The application

you must first request access to the SBE application. requestan auhorized yoer account, | IETVPNRIN - TR I
On the SBE homepage within the ‘Login’ box, which i ) ’&, Small Business Enter
appears on the top left of the screen, there is a link ERgow 9

labeled ‘here’ which provides you detailed information Password: [
on how to request access to the SBE application. =

Follow the instructions provided on that link for access
to the application.

Home

Starti n!] an A[ H !I ication Overview & Requirements
Download Application Form

After receiving access to the SBE application you will need to log in to apply. After logging
in you will need to click on the ‘Apply Now’ link which resides in the center of the screen
under ‘Application Status’ (it also appears on the left hand pane under ‘Important Links”).

SMALL BUSINESS ENTERPRISE {SBE)

Apply Mow

You have not created an application [or affidavit) yet. To get stared click the "Apply Mow" link.

This link will take you to the ‘Apply Now’ screen where you must answer three (3)
questions before continuing.

APPLY NOw

> Overview 3} » General Information 3 » Ownership and Control 3 » Work Location 3 » Review 3 » Document Checklist 3

1s your firm organized as a for-profit business? - -
¥ e P Dves [No

Is at least 51% of the ownership a U.S. citizen(s) or lawfully admitted permanent resident(s) of ves
the U.5.7 N

Are you certified as a Disadvantaged Business Enterprise {(DBE) by the Pennsylvania Unified ®ves ®No

Certification Program {(PAUCP)?
~

The three (3) questions speak to the general eligibility requirements for SBEs. The
questions are designed to assist firms who don’t meet the basic requirements from spending
unnecessary time in completing and submitting an application. The questions only serve to
determine basic eligibility. An in-depth analysis and onsite review must be completed prior
to becoming certified.

O no




Navigating the Application

As you complete the next steps, you will be able to save your application and come back to
it at any time. You must, however, complete an entire screen before you will be able to save
and either log out or move to the next screen. If you log out at any point during the
process, you will no longer see the ‘Apply Now’ link when you log in again. Instead, the
‘Application Status’ located in the center of the screen will now display ‘Draft’ status. Click on
‘Draft’ to resume your application.

SMALL BUSINESS ENTERPRISE (SBE)

A - - -
LYa]s arion = g

Draft

Your application (or affidavit) is in Draft status. All information is editable at this time. You may continue your application (or
affidavit) in & single ar multiple sessian(s). Mo action will be taken while your application (or affidavit) remains in DRAFT status.

This link will take you to the ‘Resume Application’ screen where you can review all data
entered to date and continue completing the application.

RESUME APPLICATION |
) Overview 2 ) GenerEEInformation 2 2 2wnership and Control 3 ) Work Location ) > Review 3
) Document Checklist )

Status

Mame: Mr. John Smith FEIM: 554987104
Home/f Office Phone: 555-E55-5E5EE Other Phone:
Fax: G55-555-5556 Website: http://www . testfirm.com
Email: testfirm@mail.com Anniversary Date:

Certification Number:

Is your firm organized as a for-profit business? Yes
Is at least 51% of the ownership a U.S. citizen{s) or lawfully admitted ves
permanent resident{s) of the U.5.?

Are you certified as a Disadvantaged Business Enterprise {DBE) by the N

Pennsylvania Unified Certification Program (PAUCP)?

Use the following links to resume your application process:

General Information

ownership And Cnntrnl%

From here you can navigate the application in one of two (2) ways. First, you can click on
the arrows located under the ‘Resume Application’ header. You can only click on specific
pages you have already completed or those that were saved. You can also navigate by
clicking on the links provided under ‘use the following links to resume your
application process’. Once again, links for pages will only appear if you have already
completed or saved them. When in a particular screen you can navigate forward through
the application by clicking the ‘Save and Next’ button. You can also click on specific

pages already completed by clicking on the appropriate arrow towards the top center of the
screen.




Adding Owners, Officers, Directors/Members

You can add multiple people under each section simply by clicking the ‘Add’ button in that
section.

LDwnersnip

Identify all individuals or holding companies with any ownership interest in your firm, providing the information required below (If

mare than two owners, attach separate sheets for additional owners).

Oowners

First Name Last Name %o Owned Residence Status Action
No results.

Total Ownership Percentage: 0 uUs Citizenship /PR Status Percentage: "0"

Identify your firm's Officers and Board of Directors.

Officers Directors / Members
First name Last name Action First Mame Last Mame Action
No results. Mo results.

o Lo [y

After you complete the information and save, you will be directed back to the ‘Ownership
and Control’ screen where you can then click the ‘Add’ button and repeat as many times
as needed. Please note that if you selected ‘Sole Proprietorship’ under ‘Type of Firm’
on the ‘General Information’ screen, you will only see ‘Owners’ on the ‘Ownership
and Control’ screen.

Desired Work Location

on the map or in the checklist, please click on all Counties where you would consider doing work,
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Saving and Uploading the PDF Application and Supporting Documents

After entering information into the SBE application screens (‘General Information’,
‘Ownership and Control’, and ‘Work Location’) you will be taken to the ‘Review’ screen.
At the bottom of this screen you will see a ‘Download PDF’ button. Click on this button to
generate the PDF application. Please note that once you generate the PDF, your application
will be changed to ‘L ocked’ status and you will be unable to change the information in the
SBE application screens.

| &) + work locations successfully updated.

™ > Ownership and Control 3 & Work L The 3

Name: hang wang FEIN: 02
Home/Office Phone: 717-212-22687 oOther Phone:
Faox: wWebsite:
Email: hwang@mpa.gow Anniversary Date:

Cartification Numbear:

Please reviewall inform ation that was entered an the previous screens. [fany infarmaton needs to be changed, use the Gwerview or Previous buttons to go to the sppropnate
nform ation thathas been entered retum to this review page and at the botom of this soesn use the Download POF buttan. The application will pre-papulate the POF with the |
additional inform ation which needs to be com pleted in the POF dooument. Once thatis mmplete, please save the POF and go to the next screen which provides a way to uploa
dooumentasaon

Business Legal Name: applZéshe Federal 1D|
Work Description: test Firm Typ
Full - Time Employses: 1 Part - Tima Employee
Phone Numbers: (Home/Office) 717-214-2257 Erm ail
Physical A ddress : 400 north stree t W ebSit g
harisburg, Dauphin, PA, 17111 Contact Person
Mailing address : 400 narth streat, Gontact Tith
harrishurg . Dauphin, Pa, 17111 D esired work Locations
owners
FullMame a0 Owned Residence Status
Hong Wang 100,00 U.S. ciuzen
Plzase dick the download button to download the dats you entersdin POF form . ¥ou can fill the application with additional data. Butin arder for you to save the modifisd form
wersion ®I (Fresly downloadable fraom Adobe.com or Acrobat Reader Extensions. Otherwss you can print the application with your additional data and scan it and upload or m 4
Note: Once you download the PDF you will not be allowed to make further chanoges to dats prewiously entered. Downloading the POF will also change the status of your applica t
infarm ation previously entered is incorect you are required to notfy us, In order to do so, please click on the "Quick Tips® link abowe and refer to the "application Changes in

& Downwoss POF

You will be redirected to the ‘Download Application’
Once you download the PDF you will not screen. The application will prepopulate the PDF with

be allowed to make further changes to data the information that was entered and reviewed online in
et L the SBE application screens. You are required to fill out
Do you want to praceed? additional information in the PDF application. Please
note that prepopulated fields will not be editable on the
PDF application.

R -

Once the PDF application is complete, you will be required to Did you sawe a copy of your PDF by elicking
save it to your computer. Please make sure you have B skl

downloaded the latest version of Adobe so that the information
you entered into the PDF is not lost. After saving you will be
required to upload the PDF into the SBE application document
checklist. In order to do so, click on the ‘Next’ button which mm
appears at the top of the ‘Download Application’ screen. You
will receive a prompt asking if you saved a copy of the PDF. Click ‘No’ if you need to save
the PDF. If you have, click on ‘Yes’ in order to continue.




You will be taken to the ‘Document Checklist’ screen.

Suvervew ) 5 Gonaral infarmation ) 5 Dwnershis and tontol y, 5 Work tocation ) S Review ) 3 Gocumen T ohachiint 3

‘ Name: hang wang FEIN: OZSBAI456

Anniversory §
| Cortifcat bon Namber:

b =T - Raquived
1 - Condimomatty vequinod sptional Bassd on yom Onm pe and the provided n Mcation and attached

. Dacumamis) Anachod

e years); & nEw BUSINESE M USE provide & oren
ant wih comespanding dam nwners and afficers of your firm
for sach owner (9.9.. bomh sides

anceiled chede s},

gned lease agreemaents of sl real sstate used by your firm (nduding office/starage space and hom e oMo, eic)

stars af tha firm

ENan M was com plema)

£ Gwir o past fwo yaars. (Required If: Secson L vas cmg

wrm (s, and hawl audhon
. i applicahis. (g

wa/additione since the FOF apphcaton was generated snd dowiosded 1o your computer. This secion can alio be uied o
tis not covered under We olher SECUGRE Of the ARRICATON DUt you (Rel |5 i POTLANT 18 SOM M UnICAte

ALL REQUIRED DOCS ARE HOT ATTACHED 1! PLEASE ATTAGH THE DOCUMENTS.
>

The first document type on the certification ‘Document Checklist’ is ‘Applications’. Click
on ‘Applications’ and you will be redirected to the ‘Document Management’ page where
you can upload the application.

Documen

UploadedFileName UploadedFileTime Actions
No resuits.

Document Type: Applications

Document: Browse.. | &1

Supported File types: .pdf, .doc, .dock, .xls, xlsx,.txt, Jpo, Jpeqg
Magirmurm File size: 10 MB
Maximum FileName allowed: 50 Characters

e

e,

Click on the ‘Browse’ button and locate the application stored on your computer. Once the
document is selected, click on the ‘Upload’ button. After a few moments the document will
appear under ‘UploadedFileName’. If attaching more than one document follow the same
process. Once all documents are attached, click on the ‘Back’ button to return to the
‘Document Checklist’ screen.

You can then proceed in attaching all supporting documentation as needed. Required
supporting documentation is indicated by a ‘Yellow’ flag“/. You must attach all required
documents in order to successfully submit an application (The ‘Submit’ button becomes
active). ‘Blue’ flags “indicate conditional documents that may or may not need to be
provided depending on your firm. More information about conditional documents can be
found in the ‘Description’ field next to the ‘Document Type’ field. Please review the
information carefully so all conditional documents are included. If conditional documents are
not included but are later deemed required, they will be requested at a later date. However,
ensuring all documents are included will assist in expediting the review of your application.



After clicking the ‘Submit’ button, you will see the pop up message.

Message from webpage @

P

| ShAALL BUSIMESS EMTERPRISE ELECTROMIC APPLICATION SUBMISSION
' By clicking on 'OK' you will successfully submit your application, Before
~ clicking 'OK' be sure you have attached all necessary supporting
documentation in the 'Docurnent Checklist' screen, By ensuring you
hawve submitted a complete application you will assist us in reviewing
ahd processing in an expedited rmanner, If you are not yet ready to
submit your completed application, please click an 'Cancel',

o] ] ’ Cancel

When clicking ‘OK’, you will see the Submit Confirmation screen

w + Successfully sent an email!

SUBMIT CONFIRMATION

Name: hang wang
Home/Office Phone: 7172142267

FEIN: 025852446
Other Phone:
Website:
Anniversary Date:

Fax:

Email: hwang@pa.gov

Certification Number:

PennDCT hasreceived your applic

0. You can vigw your application data but you will not be allowed to make any further changes at thistime. You mug print, sig
office receivesthe original signed &

notarized Affidzvit of Cenification document, Pleass mail the Affidayit to the following addresswithin fifteen (15) daysof elect

notanize the attached Affidayit of Cenification. Your application will ramain in *Sub
amizon

& AFROAUT OF CERMAGANON

PennDOT

Burau of Equal Cpportunily
F.0 Box 3251

Hamsourg, P4 17105-3241

After the application and all the documents have been uploaded and submitted, your
‘Application Status’ will change to ‘Submitted’. You will need to download the Affidavit of
Certification by clicking on the *‘Affidavit of Certification’ button. This Affidavit needs to be
completed, signed, notarized and mailed to our office within fifteen (15) days of application
submission in order to continue the process. If our office does not receive your Affidavit
within the time period, your application will be withdrawn. The process will end at this point
and you will need to complete an entirely new application if you wish to be considered for SBE

certification. You can mail the Affidavit to: PennDOT, Bureau of Equal Opportunity, P.O. Box
3251, Harrisburg, PA 17105-3251.



Application Changes in ‘Locked’ Status

In order to make changes to your application in ‘Locked’ status, you must clearly explain the
change needed and place it on company letterhead. You must then scan and upload the
change request via the ‘Document Checklist’ screen which appears at the end of SBE
application processing. On the ‘Document Checklist’ screen you will need to scroll down
until you see ‘Application Modifications/Additional Information’. Click on ‘Application
Modifications/Additional Information’ and you will be redirected to the ‘Document
Management’ screen. Attach the additional information using the same process you
previously used to upload documents.

DOCUMENT MANAGEMENT

Z Overview i > General Information 3 » Ownership and Control 3 Z Work Location b Z Review i ) Document Checklist 3
Application: 10910

appl15she AA Status: Locked.
Name: Mr. Hong 1 Wang FEIN: 853745866
Home/Office Phone: 800-192-8374 Extni4s Other Phone: 800-473-6198 Extrn:4d
Fax: 717-331-09825 Wehsite: hittp://www.appllSshe.com
Email: hwang@pa . gov Anniversary Date: 3/29/2015

Certification Number: 10667
Document
UploadedFileNanme uploadedFileTime Actions
No resulls.

Document Type: Application Modifications/additional Infarmation
Document: |

Browsa.. | 5]

Determining Current Application Status
-

Once you have completed the first
screen of the application, ‘General
Information’, and saved, you will
be able to review your application’s ' '
current status. The ‘Application ou have wr:= our application {or affidavit)to PennDOT. You can view your application (
, B (1 ciginal igned and notarizad Affidavitof Cettification document. Plaase mal the it 10 the addres provided within fiftoen (15) days of elactianic a1
Status bOX appearS on Center of ta notify usvia email Pleas send the change/additional information on eompany le he email address providad in the contact information which
the screen. Your current
application status along with a brief j

| J+ The application will be down frarm 4,00 PM to 8 00PM for maintenance an May 5, 2014,

SMALL BuSINESS ENTERPRISE (SBE)

wif) data, but you will not be allowed 1o

explanation including available

actions is included. If you click on Flrm Name: workin
the current status within the pork Do [ e 2 et o el
‘Application Status’ box you will Kot cas sensitive and use an aster Jidca

be taken to the ‘Application ]
Processing’ screen where you can Contctor I
review all information entered and AP i
documents attached to date. lect multple by holding the Cul ke NATCS G




Review Document Status History

Once you have completed the first screen of the application, ‘General Information’, and
saved, you will be able to review the history of your application including dates specific
actions were completed. On all screens, except ‘General Information’ you will notice a link
on the top right hand portion of the screen labeled ‘Status History’. If you click on this link
you will be redirected to the ‘Application Events’ screen where you can view the dates and
times you completed various sections of the application. You will also be able to see the dates
and times your application moves through various statuses including ‘Locked’ and
‘Submitted’. Click on the ‘Back’ button in the center of the screen to be returned to the
previous page.

APPLICATION EVENTS

calion: 10951
Name: hong wang FEIN; 025852256
Home/Office Phane: 717-214-2297 Other Phone:
Fax: Website:
Email: hwang@opa.gov Anniversary Date:

Gertification Number:

EVENLS

Date Event Type Status User

4/2/2014 9:45 AM Subimitted 14 Subm ittad SRBE Applicant 26/PennDdT BP-000402
4/2/2014 9:39 4M Docum ent Uplozded 14 Locked SBE applicant 26/PennDOT BP-000402
4/2/2014 9:19 4M Locked 14 Locked SBE applicant 26/Penn00T BR-000402
4/2/2014 9:05 AM Work Location Complete 14 Draft SRE Applicant 26/PennDOT BP-000402
4/2/2014 9105 &M Qwnarship and Control Com plete 14 Draft SBE Applicant 26/PennD0T BP-000402
4/2/2014 9:05 &M General Infarm ation Complete 14 Draft SBE Applicant 26/PennDOT BP-000402

Responding to Requests from PennDOT

During the review process, PennDOT may request additional information and/or documents.
After receiving an email notification from PennDOT, you must log back into your SBE account
in order to upload the requested information and/or documents. After logging in, you will see
the ‘Request For Information (Review)’ or ‘(Inspection)’ under ‘Application Status’
you will need to click this to begin the process to respond to the request.

ISAR BN - CNIicREEE SBE AppLicANT

| T C The application will be down from 9.00 AM to 12.00AM for maintenance on May 19, 2014.

-

SMALL BUSINESS ENTERPRISE (SBE)

A ~
ARpplication o

Request For Information {Review)

In arder to complete the revie

applcation (or affidavit) we are in need of additional information. An email notification has been sert to the email
address you previously provided wi

application (or affidavit). That email contains a list of all required information Please respond accordingly.

Firm Name: Working |Adams a




You will see the ‘Application Processing’ screen with the expanded ‘Document Checklist’
for you to upload additional documents as needed. At the bottom of the checklist click
‘Respond’ when all information has been uploaded or ‘Withdraw My Application’ if you do

not want to continue with the application process.

Business Legal Nome: appl3she
WOk Description: 17455
Full - Time Ewployens: 3
Phon e Numbars: {Fomaifics) STLee8-277 1
Physical Address 1651 rauddn strect,
hasristurg, Dachin, 34, 1710
: n
Moling Address : Is3inasanstrest,

FederalTD ; 2775600007
Firmn Tepe: Urited it Corpan
Part- Tina Enplaysas: 2
Emall : T renEps T
wrebsite b ives naworitheeald, oo
Cantact Paran : [, valiam Hela
Contat Titke: CEQ
Desined Work Lucatiuns = Adans, Berks, Crester, Cirton Colanlia Crasfard, ©

Elk, Frig, Farklis, Tniata, Lansassar, Labanm, Lakish
Sehdhill, Sy, e

ovwmers
FuliName W Ovined Residence Statis
william Kaila .o L= Citizen

Tt
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PN
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L iruck tnsurance Agrme ments sreLrarce arerene for mochtruck ownedor opersteed by your i (Required i Tepo of Business is kg T
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q Tk 01,5001 Mumbers Listef L1 S 00T rmbers for eech truck oured o operated by your finm - (Regquined if: Type of G nuckine’)
= supplie P urts Visk céprochoet lines camied, {Reauined IF: Tane of Busines s is Men facturer o “Supclier”]
L Distibution Equipment List of i tribasion squipmert ceried and/or lessed, (Required If: Typa o BUsingss is "ManeactLrer o “Supolier]
= Resume ek eeperi e firelcd places of inferployment with ddates], for all wrers ardd officers of yer i, {Requined iF: Thens are new auners andy/ ar ficams)
L'} cantibution Statements (= of usad b o bursings s for each owner (2 0, both sides of cancellad chacks) (Required I Thars 302 e qunars)
q Real Cstates Cesenphiors andprod of eements of all sl o him | spane and ore dfives e ), (Required if: Plisical Aokdess has chengad
g Oranization/ Farmatian Certificate s fivial Certificaa of organ i iall. (Remuired if: Trs ofFi m thasgd mLLS, (LR, Pamaashin, or Trint vamrs and for Business |Lagdl Mama s changar )
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Withdrawing an A

IS N

lication

b4

\ ./ The application will be down from 4.00 PM to 8.00PM for malntenance on May 5, 2014.

SMALL BUSINESS ENTERPRISE

Bubmitted

(€:13)

application, you may decide to

withdraw it for some reason. You will
You ha ully submitted licati fidawit) to PennDOT. ¥e licab fiid d . .
0 OO SUbte & ekl el o oce ecanves e oginal sined and rened et o conred  l0g into your SBE account and click
electronic submi ¥ you d ine that inf i bmitted is incorect or you need to provide additional info

company lketterhead to the email address provided in the conl

Firm Name:

Work
Description: |

the ‘Submitted’ link under
‘Application Status’.

tact information which can be accessed by cliclang the “Conta

After you have submitted your SBE



The system displays the ‘Application Information’ T G
screen. Simply click ‘Withdraw My Application’ il =

button. The application status will reset and the ﬁ
‘Apply Now’ link will appear again.

% Witroraw My ApPLICATION &

e Amnnvn or CERTIFICATION

Starting an Annual Affidavit

After logging into your SBE account, if the SBE is 60 days within its anniversary date, you will
see ‘Start Annual Affidavit’ button.

SMaLL BUSINESS ENTERPRISE {(SBE)

Application Status
Approved
Your application is keyed in by PennDOT on behalf of you

= StarT AnnuaL AFFIDRT
¥ou need to renew your application yearly to requalify being an SBE. Please click the button above w through the process of annual affidawit

Search the Certified SBE Directo

Firm Name: working Gounty: [Adams
Allegheny =
Armstrong
Beaver

Mot case sensitive and use an asterisk as a wildcard
work

Description: 1 ,; case sensitive and use an asterisk as a wildeard

Business Profile: Aot Concessionaires =
Broker

Construction

Bedford
Berks
Blair
Bradford

Consultant Bucks
Engineering Butler
Manufacturer L Select multiple by holding the Ctrl key
Select multiple by halding the Ctrl key NAICS Code
() Separate codes with a comma

After clicking the button, you will see a screen with two questions and arrows, starting with

‘Overview’ 2 ‘General Information’ 2 ‘Ownership and Control’ = ‘Work Location’
2>’Review’ > Document Checklist’.

ANNUAL AFFIDAVIT STARTS HERE.
Z Overview ; ZGeneraI Information ; Z Ownership and Control ; ZW‘ork Location ; Z Review ; > Document Checklist

‘ Application: 10621 Perfect Cut

Pleas e provide the following information and start the renewal process

"Is the average of your firm's annual gross receipts for the three previous years less than $22.41 million?" ®ves ®No

Cves UNo
e Ny
Once the questions are answered, click ‘Save and Next’ and continue through the remaining

screens. The firm’s previous information will be prepopulated on these screens. Review and

update information accordingly. Once the information has been reviewed and updated, you
will be directed to the ‘Review’ screen.

"Is the individual Personal Net W orth of each majority owner less than $1.32 million?"




On this Review tab, you will need to click the _
‘Download PDF’ button. A popup message will

appear. By clicking ‘Yes’, the system displays an Once you download the PDF you will not be
Annual Affidavit PDF, prepopulated with the data allowed to make further changes to data
entered online and you will not be able to make dELIEE T

changes to the prepopulated information . Do you want to proceed?
Complete the affidavit in its entirety either
electronically or on paper (print-out copy).

Upon clicking the ‘Next’ button, the system will display a reminder “Did you save a copy of
your PDF by clicking the ‘Disk’ icon?”

Click ‘No’ if you need to save the PDF. Click ‘Yes’ to go

Did you save a copy of your PDF by clicking the to the ‘Document Checklist’ screen.

'Disk' icon?

e T

Upload all applicable documents. The ‘Submit’ button will be available when all “required”
documents (those with a yellow flag) have been uploaded. (Please refer to No.6 ‘Saving and
Uploading the PDF Application and Supporting Documents for detailed instructions)

After clicking ‘Submit’, you will see the following message:

Message from webpage

% SMALL BUSIMESS EMTERPRISE ELECTROMIC APPLICATION SUBMISSION

' By clicking on '"OK' you will successfully submit your application. Before
clicking 'OK' be sure you have attached all necessary supporting
documentation in the 'Document Checklist' screen. By ensuring you
hawve submitted a complete application you will assist us in reviewing
and processing in an expedited manner, If you are not yet ready to
submit your completed application, please click on 'Cancel'.

OK ] [ Cancel

After clicking ‘OK’, you will see the ‘Submit Confirmation’ page. Click the *‘Affidavit of
Certification’ button to print the affidavit. The application status is changed to ‘Submitted’.
The affidavit must be signed, notarized, and mailed to the address provided on the form
within 15 days. Once PennDOT receives the signed and notarized affidavit, the review process
of the application will commence. Applicants will be notified via automated emails as the
application progresses through the various review stages.



Starting a Notice of Change (NOC)

After logging in, the system displays
the following links for any approved
SBE without an Annual Affidavit in

SMALL BUSINESS ENTERPRISE (SBE)

Application Si

process or due within 60 days. Approved

Congratulahons! You are now a certfied Small Business Enterpnse. An emall notfication has been sent o the email address you
with your application (or affidawil) with additional details aboul opporiunities that exst for certified SBEs.

By clicking ‘Change Contact
Information’, the system displays
the ‘General Information Page’.

Notice of Changl
You can update mai"ng address, I_h.l!|l|-‘_1a|lf.!|l|||1“|||I-'ﬁiﬂl|‘%thameyUlIEBI'ﬂﬂHII‘fUI’I“BiIOH
contact person, email address, Change Work L..,_.]ri..r.;c% & your desired work localions.
phone/fax number' and number of Notice of Change Affidavit : Click this W™ attach and submit supporting docume nis and to download notice of change PDF form

employees.

By clicking ‘Change Work
Location’, you can update the desired working counties.

By clicking ‘Notice of Change Affidavit’, the system displays the ‘Document Checklist’
screen as following:

Documen hecklis een

B DownLoao NOC Form
Click the above link to downlead the PDF Form to be filled out an your notice of change,
7 Required
- Conditi lly required/optional based on your firm type and the information provided in application and attached documents
7 . Documents) Attached
“lags Document Type Description

Documents detailing any changes/additions since the PDF application was generated and downloaded to w
q application Modifications/Additional Information computer. This section can also be used to attach additional information about wour firm that is not coven
the other sections of the application but you feel is important to communicate.
ED NOC DOCS ARE MOT ATTACHED Il PLEASE ATTACH THE DOCUMENTS.

=4

lease note that all fields in the Certification Document Checklist below are read only. Please attach all documents in support of your Motice of Change in the Application Modifications/Additional Informatic
hove

“lags Document Type Description
q& Applications The completed annual affidavit downloaded from the 'Review' page.
R4 Personal Tax Returns Complete Federal Personal tax returns for the past three years for each owner claiming economic disadvantage.

Y¥ear-end balance sheets and income statements for the past three years {or life of firm, if less than three years); a new business must

A
i Balance Sheets a current balance sheet,

a Rucinece Tav Returnc ramnlate Faderal Ricinace tav ratiirnc for the nact three wearc for life af firm if loce than thres vearch

You must click ‘Download NOC Form’, complete, sign, and notarize. By clicking the
‘Applications Modifications/Additional Information’ link, you will be able to upload all
applicable documentation in support of the Notice of Change. If you are unable to upload
supporting documentation, it should be mailed with the signed and notarized ‘Notice of
Change Affidavit’ to the address provided on the form. Please note that you will not be able to
use the “submit” button until at least one document has been uploaded.

Discontinuing Participation from the Program

If you wish to be removed from the SBE program, you must submit written notice to
PennDOT’s Bureau of Equal Opportunity via email at penndotsbe@pa.gov or mail to:

Bureau of Equal Opportunity
P.O. Box 3251
Harrisburg, PA 17120-3251

Should you have any questions concerning discontinuing your participation you can call the
Bureau @ 717-787-5891 or 800-468-4201.


mailto:penndotsbe@pa.gov
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