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Welcome!

In fiscal year 2013-14, the State of New York’s Division of Minority and Women’s Business Development set
a new record for MWBE utilization in state contracting - over 25% of all State spending - representing a total
of nearly $2 billion in contracts to certified MWBEs! Recently, Governor Cuomo set a goal of 30% utilization ,
the highest in the United States, designed to continue this momentum. This Division aims to meet or exceed
this goal, through the continued promotion of equality of economic opportunities for MWBESs and the
elimination of barriers to their participation in New York State contracts.

The first step to be considered for these MWBE procurement opportunities with the State of New York is to
submit a NEW Application.”

“Certification Made Easy” is designed to help minority and/or women-owned businesses with the online
certification process. There are navigation buttons on the bottom right hand-side on each slide to make it
easier to access each section. Our staff are also available to assist with questions on navigation or
certification.

We look forward to welcoming you as a New York State MWBE certified business!

Lourdes Zapata
Executive Director
Division of Minority & Women’s Business Development
:J NEWYORK | Division of Minority
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Benefits of the NYS MWBE Certification

» Listed on the NYS Statewide MWBE Certification Directory.

 Access to MWBE procurement and/or contracting opportunities with NYS Agencies
and Authorities.

* Receive customized alerts for upcoming procurement opportunities. (NYS Contract
Reporter)

« Access to statewide network of services and support for MWBES: invitations for
business development workshops, webinars, classes and customized technical
assistance.

« Access to lending and bonding programs exclusively for certified MWBEs.
NEWYORK | Division of Minority
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Eligibility Requirements
Under Article 15-A of the Executive Law, any for-profit firm that is at least fifty-one percent

(51%) owned, operated and controlled by citizens or permanent resident aliens who are
either awoman and/or minority is eligible for certification.

List of minority groups who are eligible for certification:

. Black persons having origins from any of the Black African racial groups.

. Hispanic persons of Mexican, Puerto Rican, Dominican, Cuban, Central or South American descent of either
Native American or Latin American origin, regardless of race.

. Asian-Pacific persons having origins from the Far East, Southeast Asia or the Pacific Islands.
. Asian-Indian subcontinent persons having origins from the Indian subcontinent.
. Native American persons having origins in any of the original peoples of North America.

NEWYORK | Djvision of N,Iinority
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An MWBE applicant must successfully demonstrate the following:

Ownership, Operation and Control: All firms seeking MBE, WBE or MWBE certification must be
independently owned, operated and controlled by minority and/or women members. The
ownership must be real, substantial and continuing, and the minority and/or women members
must exercise the authority to independently control the day-to-day business decisions.

Personal Net Worth (PNW) Restriction: Each minority or woman owner upon whom certification
is based, cannot have a personal net worth exceeding $3.5 million after allowable deductions.

Small Business Restriction: The firm cannot exceed 300 employees.

Independent, Active and In Business One Year: The firm must operate independently of other
firms, must demonstrate business activity and, generally, the business is required to be in
operation for at least one year.

Out of State Applicants: Firm to be currently certified as a MWBE in their home state, should a
similar process exists, and before applying for MWBE certification firm must be registered and
authorized to conduct business in the state of New York and have a presence in New York.
:J NEWYORK | Division of Minority
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Getting started....

New York State Contract System
ny.newnycontracts.com




3 Interrelated BUT NOT Interconnected Accounts

Three (3) Accounts/Profiles
(Each requiring its own separate ACTION)

New York State New York State New York State
Contract System Contract System Contract Reporter
Vendor Profile Certification
Application
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Accessing NYSCS - ny.newnycontracts.com

NEW YORK STATE .

Conirac'l Sysl'em

2011 State of the State MWBE Clip
2012 State of the State MWBE Clip

Who We Are

MWBE Division

Welcome to the New York State Contract System!
New York State Works for MWBEs

New York is working harder than ever to make this state the place to do business.

This website is the gateway to attract and grow minority-owned and women-
owned businesses.

The system makes the state certification process more user friendly and enables
businesses to easily interact with the state agencies and authorities who are . “
ble for imp ing the Minority- and Women-Owned Business Click on Apply for

Ent (MWBE s oge .
nterprises (WBE) program Certification”

Copyright © 2013. All Rights Reserved.
The New York State Contract System is powered by B2Gnow Software.
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Accessing NYSCS - ny.newnycontracts.com

EW YORK STATE
ontract System
3 2 £

Online M/WBE Certification

oo Z Welcome! Thank you for your interest in New York State’s
Pacatie Gty Minority and Women's Business Enterprise (MWEE)
Sl Ll Certification Program. MWBE certification is administered

S e PSR by Empire State Developments Division of Minority and

g Women's Business Development. The mission of DMWBD is to
promote equality of economic opportunities for MWBES and
to eliminate barriers to their participation in State contracts.

Creating a Vendor
Profile — Option 1

How MWEE Certification benefits your firm:

© Your certified firm is listed in the public Directory of Certified Minority and
Women-Owned Business Enterprises
© Your firm attracts new business
© Your firm is sought by agencies seeking contractors and subcontractors
© All State Agencies
© Public Authorities
o Federal Agencies
© Corporations
Free workshops, seminars, and networking events:
o Visit the MWBE Resource Center at www. nyfirst.ny.gov

°

If you require tachnical assistance while completing the application, please use
our online support form.

To continue, please select an option below:

Option 1 Option 2

New Certification

Your firm is not currently Your firm is gufrently certified and you would
certified with New York State like tgbdate your profile or submit a
and will submit a New or Fast Fecertification application.

NEWYORK | Division of Minority

If you know your username and STATE OF

Track application
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password for this system: = Login .

If you need to lookup your account: an Omens
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Create Account

10

Once all
information is
entered you
will see a
summary of
your business
information.
Check the box
that says “I
would like to
create an
account in this
system” and
click “Next”

e NEW YORK STATE ""‘@,

Governor's M/WBE Program = Create Account in System
- po <
The process to apply for MBE/WBE certification with New York State involves 2 [N
Fio teps.
- NYSCS Links
Step 1: Create an account in our vendor management system
< 2 -
Step 2: Fill in and submit an electronic application
Empire State Development =
= Please fill in the information below. The account creation process takes only a >
couple of minutes, and all information can be updated at any time afterward
- e O il then be automatically directed to the start of the certification - &
ation form.
Businesses 540
Went & Cortify? Important Note: If y any form of notice from New York State, or -
- are currently or pi d, an account may have been pre-configured
oy for you. Please lool s to see if an account already exists.
> You can aiso check with Cu: ce before registering to check for an
existing account. If you are currently certified then your firm is already in
> the system.
Find NYS Contracting If you have questions about this registration process or need more information,

please contact Customer Service.

* required entry
Section 1: Business Lookup

Tax 1D Number = Enter your firm!

x 1D Number and dick Lookup to
chack if an & iready exists.
k to Lookup

shes o

Section 2: Business Information

Business Name =

D5A Name
company Type = None selected v
Company Ethnicity None selected ¥

Company Gender None selected ¥

Section 3: Business Contact Information
Main Company Email =

Main Phone * Ext

NEW YORK
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Making the most of a Vendor Profile

 Why is a Vendor Profile important?
— Acts as an electronic business card
— Accessible to other firms and state agencies
— May lead to potential business opportunities

« Be sure to keep business information current!

* Any business can have a Vendor Profile regardless of certification
status.

« The Vendor Profile is not the same as the certification application.

Division of Minority
and Women’s
Business Development
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3 Interrelated BUT NOT Interconnected Accounts

Three (3) Accounts/Profiles
(Each requiring its own separate ACTION)

New York State New York State New York State
Contract System Contract System Contract Reporter
Vendor Profile Certification
Application

NERorORK | Division of Minority
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Three Clicks To Launch New Application

State of New York

5 a3

Home

View »
Search »
Message »
Settings »

Help & Support »
Logoff

Show All  Hide All

Logged on as.
Harlan Pruden,
Certification Made
Easy
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Certification Application: Available Applications

New York State MWBE Certification Program

Welcome to the online certification application for New York State! You can electronically apply for the following certifications:

+ New MWBE applicants
« Fast Track certifications for firms already hold a DBE, 8(a) or certain other MWBE certifications
+ Recertification for current NYS certified MWBES

1%t Click

To find outif you qualify, click below:

View Qualifications for New York State MWBE Certification

If you do not meet the qualifications, DO NOT CONTINUE. For guidance, please call (212) 803-2414 between the ho
Standard Time or email MWBEcertification@esd.ny.gov.

If you do qualify, please continue to the next section and click the option that fits your situation.

0f9:00 am and 5:00 pm Eastern

Select an Option

You have been revoked, denied. or instructed to submit a new application.
You would like to update your certification profile or report a change.

Your firm has been or is currently certified by New York State.

Your firm has never been certified by New York State

NEW YORK
I STATE OF

Division of Minority
and Women’s
Business Development
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Three Clicks To Launch New Application

Welcome to the online certification application for New York State! You can electronically apply for the following certifications:
+ New MWBE applicants

« Recertification for current NYS certified MWBES

To find out if you qualify, click below:

View Qualifications for New York State MWBE Certification

If you do not meet the qualifications, DO NOT CONTINUE. For guidance, please call (212) 803-2414 between the hours of 9:00 am and 5:00 pm Eastefn
Standard Time or email MWBEcertification@esd.ny.gov.

Ifyou do qualify, please continue to the next section and click the option that fits your situation

Select an Option

You have been revoked. denied. or instructed to submit a new application

Show All Hide All

You would like to update vour certification profile or report a change.
Logged on as:
Harlan Pruden,

Certification Made Your firm has been or is currently certified by New York State
Easy
Your firm has never been certified by New York State

Your firm is based in New York State and is currently certified as an M| nd/or WBE by one of the entities listed below
(New York City Small Business Services, New York City School Construction Authority, The Port Authority of New York & New Jersey, New
York & New Jersey Minority Supplier Development Council, Inc., Upstate New York Regional Minority Purchasing Council, Inc., The Women's
President Educational Organization)

Your firm is certified as a Disadvantaged Business Enterprise (DBE) in the U.S. DOT program from anywhere in the county

Your firm is certified as a Federal 8(a) Disadvantaged Business with U.S. Small Business Administration.

Your firm is not certified by any of the New York agencies listed above, is not a DBE, and is not Federal 8(a) firm, |

Return to Certification List |

14

New York State MWBE Certification Program “EAST TRACK”

if firm has any

« Fast Track certifications for firms already hold a DBE, 8(a) or certain other MWBE certifications of the listed

certifications

2nd Click

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Three Clicks To Launch New Application

15

State of New York

& =2 9 5

Home
View »

Help & Support »
Logoff

Show All  Hide All

Logged on as:
Harlan Pruden,
Certification Made
Easy

Certification Application: Available Applications

New York State MWBE Certification Program

Welcome to the online certification application for New York State! You can electronically apply for the following certifications:

= New MWBE applicants
« Fast Track certifications for firms already hold a DBE, 8(a) or certain other MWBE certifications
* Recertification for current NYS certified MWBES

To find out if you qualify, click below:

View Qualifications for New York State MWBE Certification

If you do not meet the qualifications, DO NOT CONTINUE. For guidance, please call (212) 803-2414 between the hours of 9:00 arp
Standard Time or email MWBEcertification@esd.ny.qov

If you do qualify, please continue to the next section and click the option that fits your situation.

Select an Option

You havi n revoke ni rinstructed mit a new lication,
You would liks four tion profile or re han
r firm h, N or is currentl: New York Stas

¢ New York

Your firm h

(New York cuv Small Business Serwcas New York City s:hoo\ Construm ¢ honw 'rha Port Authonty of New Vork & New Jersev New
York & New Jersey Minority Supplier Development Council, Inc., Upstate Nexdf York Regional Minority Purchasing Council, Inc., The Wemen's
President Educational Organization)

Your firm is certified as a Disad It dB

Your firm is certified as a Federal 8(a) Disadvantaged Busip£ss with U.S. Small Business Administration

Your firm is not certified by any of the New York auenAsted above. is nota DBE. and is not Federal 8(a) firm.

» Submita new MWBE appl on.

4nd 5:00 pm Eastern

3rd Click — “NEW
APPLICATION"

NEW YORK
STATE OF
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FAST TRACK Application

 New York State based firms certified by:
— County of Erie and City of Buffalo, Joint Certification Committee *
— New York City Department of Small Business Services* (as a M and/or W)
— The Port Authority of New York & New Jersey
— New York & New Jersey Minority Supplier Development Council, Inc.
— Upstate New York Regional Minority Purchasing Council, Inc.
— Women President’s Education Organization

+ Certified as a Disadvantaged Business Entity with any Federally funded transportation
agency in the U.S.

« Certified as Federal 8(a) Disadvantaged Business with U.S. Small Business Administration

The above certifications must be current and have more than three (3) remaining months before
expiration to be eligible for FAST TRACK Application.

*Note: Participating certification program may have geographic restrictions.
f NEW YORK
STATE OF
OPPORTUNITY.
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Pre-Screening Check List

Easy
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Certification Application: Start Certification Application
(Certiing Agesoy New vork State

|Application Type Hew Application

Descripton Naw York Stats MAWBE Cartification Standard Appiication and Affida it

New York State New Certification Application

ThE pplication & br NEW MinorityWomen Businers Enterprite cs rificatin.

Meed Help?

¥ your frms carrendy cerdted as a Feckral 8(a) frm 2 DEE frmla e US. DOT program or 25 a0 MBE, WEE o MUEE vl 2 qualtying agercy ln New York 2, please retim D e revious.
[Rge and selecT e MRTNNg Fas! Track agpicaton tvm.

Forguidaice, peace call 212) 803-2414 between e hotrs of900 an aid 500 pm Eacte a Stadard Tine of emall MG Boe rification@es d.ryqoy.

‘Se RCTacompary e a1 JppIaton JVD-MIl cpuon. CONTMN Of € N 10N 15013l 3)d compary emall adiesses TP IS D EOVBETO1 q Ukl DI CHIEAIS pport Meeckd.

Company & Contact Information

[vour Bmall Addrsis your email address

[Com pany Bnall your email address

(Company Typs * Sole Proprietorship v

|2pplication Auto-Fil * Use #1610 20000 IDINIIN D VDM applaton

The DIKWIg a1 CITEN0N K 1560 D esaltak eI DI DI e MG, Howeys 1, mee Thg Bese bas 1= Tems 06 K0TgHararke tatan ppllzance willbe appioved. THE & 0al/ WEGR 36 3g¢ néral cwe kW D see INOIT
101K APl DI Rt

Eligibility Requirements

|Are you certimied a8 3 D kadaitaged Bus hess Evemprke (DEET e o
|Are you ok rifled 3¢ 3 Feck ral 8 Bushess? Yes No
|Are you ce ritfied with 3 cal New York age oy (New York C iy Small nu\umanum_m Yok € iy School Cons Ticton Avorty, New York & New Je reey Moty Supplier Dewe bpme it Yes o
(Concll, hic,, Upstak New York Reginal Mivorty Purchashg Couicll, Inc., The Women's Pres kvt Edvcational O igan Eation) 7

VO i seeklng MW E re=0e rmmcaron of as your ot rincation kpsed? Yes No
kyour fion atkastSis uuﬂ.q!mdammnullﬂwmlmm: ofwomea? Yes No
Does We MIOIMY 0! Waman MEr X8 ICke e DO 1D depe 0k 1By COMIOI he 0y D cay OPe FIoNS o7t DS hhess? Ves No
K 0 i “pAbIkcl cwied 7 Vei No
k& ik inn “owned whollyor In partby arotie r conpary’? Yes No
Dok DK i empoy Ban 300 Nl e equbak T Tei Ne
Does arymIvor iy of wWaman cwier, ipon which ce rication k based Btk fian have ape rsoral 1etworth which enceeds $3.5millon, mines aliowabk dedictions 7 Yes No
Hae Bk i bee y ope ratosal and actie D1 at Bastore year? Yes No
k& Bk fim sothipront Yes No
& Bk fimn hoorporaed I New York State of does ik fimn hawe the Artiorfy o do Breliess h New York Stie? Yes No

Cortiee Retn

Pre-Screening

Check-List
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Document List- Mandatory & Require

Certification Applicationf Document List Preview for Sole Proprietorship |\ Help & Tools 2%

In addition to completing an application form, you will be required to submi supporting documents with your These can be it in
electronic or hardcopy format, but must be all of the same format (e.g. all electronic or all hardcopy). Applications and documentstion subi letronically
are reviewed faster. Processing of applications submitted with hardcopy documentation cannot begin until the documents are received by the orgal

to the ty;;nf\

Mandatory documents must be submitted with your }, there are no tions. Required ts must be i it

your firm and nature of its work. If you have any questions, please contact us before starting.

State of New York
Review the tems below before beginning the process to ensure you are able to and are comfortable providing the requested information. If you are unable
@;p—w‘ or unwilling to provide the . do not pi d. Faiure to submit the attachments without an explanation will result in a delay in
ing and your firm could utimately be denied certified.
Home
View » | This document list will cortinue to be available after you start the certitication application (click the Documents tab). You can also print the list to your l
printer or a PDF file.
Search »
Message » Mandatory Documents
|All mandatory documents must be provided with the application. Failure to submit a mandatory document will resutlt in a delay in
Settings » processing and/or could result in denial.

Help & Support»
Logoff

“show Al Hide All

Logged on as:
Harlan Pruden,
Certification Made
Easy
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Document
i i icati ization (New i

Document Description

Personal Net Worth Affidavit, Attachment A for each minority or
'woman upon which certification is based

Current year business Financial Statements: including Year-To-Date
Balance Sheet and Profit & Loss Statement

Most recent three (3) years of Federal, and State tax retums for
the including all hedules, and d

Most recent two (2) years of Federal and State PERSONAL tax
returns; luding all schedules, W2s, an di
for each minority or woman upon which certification is based

copies of the original personal tas
and any other applicable entities,
Cancelled checks (both sides), bank state
receipts, any loan agreements, etc.

Documented proof of sources of capitalization and investments

Bank signature card or letter from the bank identifying persons
lauthorized to conduct transactions, level of authority an
limitations, if any, on all business accounts

Proof of US Citizenship or Proof of permanent resident alien status
(ie. permanent resident “green” card.) for each Minority or Woman
who has an i

For proof of US Citizenship: Birth Certificate, U.S. Passport,
MNaturalization Certificate, etc.. For proof of permanent resident
alien status: permanent resident “green” card.

ip interest in the firm

Resumes of all principals, partners, officers and/or key employees
of the firm

Current. signed lease or Deed for all locations where your firm
iconducts business

Show home address and telephone number, all education, training,
and employment history with dates.

Provide proof of ownership of the space or home (with 3 Deed or
mortgage agreement) or proof of agreement made for rent in
exchange for the space the business occupies. If you do not have &
formal lease, provide a statement that you do not have a lease or
agreement. If you pay rent but do not have 3 current lease, in lieu of
alease or agreement, provide & months of rent payments in the

Document list
will vary
depending on
business
structure &
application
type

Print or Save
the list of
mandatory &
required
documents

Download,
Print and
Complete
these

documents

NEW YORK
STATE OF
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Document List- Mandatory & Required

Required documents must be provided when applicable to your firm. Failure to submit a required document without an explanation as to
why any such attachment was not provided will result in a delay in processing and/or could result in denial.
Document Download File Document Description

Personal Net Worth Worksheet, Attachment B for each ity or | Download Dovnload, pnnt. complete (along with Social Security number), sign,
fwoman upon which certification is based that has a net worth h rowded form, Click here to download

19

lexceeding $1.3 million
Proof of gender (any government-issued identification)

Proof of minority status as described in the definition of MBE under
|Article 15-A for for each Minority who has an ownership interest in
the applicant firm

Allsigud&idpm 9 ts including t rentals,

t, service age ts, etc.
\Any terhﬁubo-. ‘e(uﬁﬁubon or denial of certification
\documentation
\Any employment agreements
(Copies of all licenses, permits, certifications, and/or accreditations
lutilized by this firm to conduct business, including those held by
individual
ICopy of the New York State Yendor Tax Registration
[Signed lease Ag ts or proof of hip for office space,
iyard space, warehouse space, and/or equipment
Vehicle registration(s) for all vehicles used for b

and/or charged to the Business

request for np from discl garding trade
secrets
(Written request for exemption from public disclosure of certain
records maintained by the program

Download, Print
and Complete these
documents

Required for appllunts for WBE or MWBE certification, Copyo
passport, birth certificate, or any other official document.

Required for applicants for MBE certification and must explicity
state ethnicity or race. Valid forms of documentation include Birth
Cenrtificate - yours or parent, or grandparent; Death Certificate -
parent or grandparent; Tribal Card/Records; Military Records;
Naturalization Papers - yours, parent or grandparent; official court
rule specifically recognizing applicant’s minority decent - yours,
parent, or grandparent; any documentation issued by a Federal,
State, or Local Government entity establishing that the applicant,
the applicant’s parent or grandparent is 3 member of 3 minority
group as recognized under Article 15-A.

Out-of-State firms should attach copy of their home state
certification, if similar process exists,

New York State Division of Minority and Women Business
Development is subject to the Freedom of Information Law, which
governs the process for the public disclosure of certain records
maintained by the program, The request for exception must be in

writing and state why the information should be excepted, NEW YORK Division of Minority

specifying the items or portions for which the exemption is STATE OF

OPPORTUNITY. and Women’s
Business Development



Document List- Mandatory & Required
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d proof of sources of capit and i

Bank signature card or letter from the bank identifying persons authorized to conduct
transactions, level of authority and limitations, if any, on all business accounts

Pml Iusﬁlnenshu or Proof of permanent resident alien status (i.e. permanent resident
“green" card.) for each Minority or Woman who has an ownership interest in the applicant .

Resumes of all principals, partners, officers and/or key employees of the firm
Current, signed lease or Deed for all kocations where your firm conducts business.

Cancelled chacks (both sides), bank statemants, purchass receis

, any loan agresmants, etc.

For prosf of US Citizenship: Birth Certificate, U.S. Passport, Naturalization Certificate, etc.. For proof of
permanent resident alien status: permanent residert “green” card.

Shew home address and telephone numbar, all education, training, and employmant history with dates.

Provide proof of cwnership of the space or home (with a Deed or mortgage agreement) or proof of
agreement made for rent in exchange for the space the business occupies. If you do not have a formal lease
provida a statemant that you do rct have a laasa o agreemant. TF you pay rant but do rot hava a cumant

State of New York lease, in lieu of 3 lease or agreement, provide & months of rent payments in the form of cancelled checks
(bath front and back).
T |eusi rtificat
& 9 3
————————— | copy of Certificate of Trade Name or Business Trade Name filed with County Clerk, including I doing business under an assumed name.
Home amended certificates
1f out-of-state business, provide a New York State Vendor Tax Number Can be obtained by contacting the New York State Department of Taxation and Finance ak (600) 972-1233:
View »
Search » Required Documents
Required documents must be provided when applicable to your firm. Failure to submit a required document without an explanation as to why any such attachment was not provided will resultin a delay in processing andior
Message »
could resultin denial.
Settings » Document Download File Document Description
Worth Worksheet, B for each or woman upen which certification Download Dowinload, print, complete (along with Social Security number), sign, date, and notarize the provided form.
Help & Support » is based that has a net worth umdng $1 3 million Click here to download instructicns for filling out the Worksheet.
i Proof of g (any Feguired for applicants for WBE or MWEE cartification. Copy of passport, birth certificate, or any other officiall
Shovdl e dl ibed in the definition of MBE under Article 15-A for for each Required for applicants for MBE certiication and must explicity state ethricity or race. Valid forms of
nmmy who has an ounership interest i the apphcant firm documentation include Birth Certficate ~ yours er parent, or grandparant; Death Cartificate - parent or
Loggedan oy |:omr fitary Records; Naturalization Papafs = yours, parent or grandparent;
Harlan Pruden y recognizing applicant’s minority decent - yours, parent, or grandparent; any
Certification Made Easy documentation issued y, 3 Feﬂ!ra\ State, or Local Govemment entity establishing that the applicant, the
applicart's parent or grandparent is a member of & minarity group a3 recognized under Article 15-A
Al signed third party agreements mhdmg equipment rentals, purchase agreements,
mnagmem, service igm!ment
Any d i denial ifi Gut-of-State firms should attach copy of their home state certification, if similar process exists.
Any employment agreements
Copies of all licenses, permits, certifications, and/or accreditations utilized by this firm to conduct
business, including those held by individual
Copy of the New York State Vendor Tax Registration
Signed lease Agreements or proof of ownership for office space, yard space, warehouse space,
and/or equipment
Vehicle i d for business rged to the B
Wiritten request for exemption from disclosure regarding trade secrets
Written request for exemption from public disclosure of certain records maintained by the program Hew York State ivision of Minarity and Women Business Davalopmant is subject to the Frasdom of
Information Law, which govems the process for the public disclosurs of certain records maintained by the
program. The request for exception must be in writing and state why the information thould be excepted,
specifying the items or portions for ihich the exemption is requested.
Proof of business activity in the form of a signed contract or purchase order Provide this documentation if the firm has no revenues in the last three years.
Mdgndum for MWBE Certification with County of Erie and City of Buffalo, Joint Certification Download Dovnload, print, complete the addendum in full, and provide with your application, See downloadable
Committe jocument for mere information.
Mdehdum for MWEE Certifi ith New York City f Small Business Services Download  Download, print. complete the addendum in full, and provide with your apglication. See dovinloadable
focument for more information.
‘Addendum for MWBE Certification with The Port Authority of New York and New Jersey Download  Download, print, complete the addendum in full, and provide with your application. See downloadsble

document for more information.

Addendums “One-
Stop” Certification
Application

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority

Check this box and click Continue to start the application process.

and Women’s
Business Development



“One-Stop” Certification Application
(only available to New Applicants)

Upon Certification —
Addendum(s) allow us to
share application

N

The Port Authority of New
York & New Jersey

County of Erie and City of New York City Department of
Buffalo, Joint Certification Small Business Services*
Committee* (as a M and/or W)

*Note: Participating certification program have geographic restrictions.
NEWYORK | Division of Minority
OPPORTUNITY. and Women!s

21 Business Development




Certification Appl

22

State of New York
e =2 &

Home

Wiew »

Search »

Message »

Settings »

Help & Support »

Logoff
Show Al

Loggedon a:

Harlan Pruden,

Certification Made
Easy

Hide A

Certification Application: Main Summary

Mal | Docment | Sigvanre | S| Unimes | Certiit]
Certification Made Easy

Appheation Type: New Application

Appiication Number: 1

Fillin €ach of the sections noted below by clicking th Process buttons. You can complete the sections in any onder,
information as you go. Once all sections have been completed, the application will be complete and you wil be able ta sign and submit.

The Contact Person noted below is the only user authorized to access this application. If someone else needs access, change the contact by clicking the

drop down menu or grant them access on the LRilties tab.

Application Information

#pplication Type New Spplication

Centifying Agency New York State

Business Name Certification Made Easy

Curment Status Incomplete

Application Number 1553035

o o i

Contact Person Hailan Fiud Add user not on list

Section Fetions

W Frocess |
* Process
* Process

Incomplete

Company Profile

Ownership Information for Sole Proprietorship Incomplete:
Cornmodities and Services Incompl ete:
Business Operations Incomplete:

Company's Assets & Liabilities Incampl ete:

dfiliations W Process | Incomplete:
Outside Consultants ’ Process Incompl ete:
Other Certifications W Frocess | Incomplete:
Document List W Process | Incomplete:

$Seotion Fetions
Signature X Sign J
Subrmittal E | swbmic

Delete fpplication |

Sections and Documentation q

Signature and Submittal

Help & Tools 2%

Applcation status: Incomplete
Application started: 477/2014

and the system will save your

-~

Status
1 completed of 16 required; 0 completed of 8 optional
0 completed of 1 required; 0 completed of D optional
D completed of 4 required; 0 completed of 9 optional
0 completed of & required; 0 completed of 0 optional
D completed of 7 required; 0 completed of 0 optional
D completed of 11 required; 0 completed of O optional
0 completed of 2 required; 0 completed of 0 optional
0 completed of 1 required; 0 completed of 0 optional

0 attached of 13 mandatory; 0 attached of 15 required

5

Status

iIcation-Main Summar

In 90 days, if the
application is not
submitted - it will
be deleted. This
deadline can also
be EXTENDED!

Applications are
DELETED on the
date listed and
cannot be
recovered.

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
Business Development



Extending The Deadline

Certificati icati Help & Tools

cation App"cm'o'T The page at htips://ny.newnycontracts.com says: b3 L *
W) pocument | Sigratre | Satt

Cerfification Made Easy Aoplcation status: Incomplete
Appheation Type: New fpplicat  Extend the date For deletion by one week? Appheation staed: 4772014

Application Number: 1559035

Fill in each of the sections note oK Cancel and the system will save your
information as you go. Once all sign and submit. Need Help?

State of New York

@ @ 3_’ The Contact Person noted below rs ume vimy s autimoncey 1o auwess s sppmuation. 11 yu i wrse Treus avoess, change the contact
drop down meny or grant them access on the Utilities tab.

Home

View »

Search » Application Information ?
Application Type New Application

Eesse Cerifying Agency New York State

Settings » Business Name Certification Made Easy
Cument Status Incomplete

ERRE Swrnes pplication Humber 1553035

Logoff Date for Deletion 7872014 (Extend)

Show Al He Al Contact Person Harlan Pruden ¥ | (Add user not on list)

Loggedon a:

Harlan Pruden, ry

Cortifieation tade Sections and Documentation ?

Easy Section Hetions Status
(Company Profile ‘ Process Incomplete: | completed of 16 required; 0 completed of § optional
(Ownership Information for Sole Proprietorship ‘ Process J Incomplete: 0 completed of 1 required; 0 completed of D optional
(Commodities and Services ‘ Prooess Incomplete: 0 completed of 4 required; 0 completed of 9 optional
Business Operations W Frocess | Incomplete: O completed of § requined; D completed of 0 optional
(Company'’s Assets & Liabilities ’ Process J Incomplete: 0 compléted of 7 required; 0 completed of O optional
(etfiliations ‘ Process Incomplete: O completed of 11 required; 0 completed of 0 optional
(Outside Consultants ’ Process Incormplete: 0 completed of 2 required; 0 completed of O optional
(Other Certifications ’ Process Incomplete: 0 compléted of 1 required; 0 completed of D optional
Document List W Process | Incomplete: O attached of 13 mandatory; 0 attached of 15 requined

Signature and Submittal ?
Section Aetions Status

Signature R s |
Submittal X submit

Delete Application

23

Click “OK” to
EXTEND the
deadline by ONE
WEEK. This can be
done as many
times as you like!

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Certification Application- Company Profile

24

Certification Application: Main Summary

Maly I Docwmert | Sigrature | Sutmit] Utites | CertList]
Certification Made Easy

Apphcation Type: New Spplication

Agplcation Number: 1559035

State of New York

. The Contact Person noted below is the only user authorized to access this application. If someone else needs access, change the contact by clicking the

L Q‘l #  rop down menu or grant them access on the Utilties tab

Fill in each of the sections noted below by clicking the Process buttons. You can complete the sections in any order, and the system will save your
information as you go. Once all sections have been completed, the application will be complete and you will be able to sign and submit.

Help & Tools

Application status: Incompl ete
Agplication started: 4772014

Home

View »

e nplcatlon Information _ ?
\Application Type HNew fpplication

Message » Centifying Agency Hew York State

Setttings » Business Name Certification Made Easy
Current Status Incompl ete

Help & Support » |pplication Number 1553035

LogofF Date for Deletion 7672014 (Extend)

Yl e ) Haran Pruden ¥ | (Add user not on list)

Loggedon as: - .

Harlan Pruden, Sections and Documentation ?

Certification Made ton Asior Saopc

Easy

l CmE“! Profile ’ Process | Incomplete: 1 completed of 16 required; 0 completed of 8 optional

Ownership Information for Sole Proprietorship W Process Incomplete: O completed of 1 required; 0 completed of D optional
Commodities and Services ‘ Process Incomplete: 0 completed of 4 required; D completed of 9 optional
Business Operstions ’ Process J Incomplete: 0 completed of 6 required: D completed of D optional

Company's Assets & Liabilities B Process | Incomplete
el iations W Process Incomplete
Dutside Consultants W Process | Incomplete
Dther Certifications W Process | Incomplete

Document List " Process | Incomplete

Section Fetions
Signature X se |
Submittal X submi
Delete Application ]

0 completed of 7 required; D completed of D optional
0 completed of 11 required; 0 completed of O optional
0 completed of 2 required; 0 completed of 0 optional
0 completed of 1 required; D completed of D optional

0 attached of 13 mandatory; D attached of 15 required

Signature and Submittal T

Hatus

Company Profile -
Click “Process”
and begin

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Company Profile
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Search »

Message »
Settings »
Help & Support »
Logoff

Show Al Hide Al

Loggedon a:
Harlan Pruden,
Certification Made
Easy

Certification Application: Company Profile Help & Tools 3§

#ah | Docunert | Sratiie | Sibmr] Ut | certiet] oy .

Certification Made Easy Apphcation status: Incomplate Fill in the
Agplication Type: New Bpplication Application started: 4772014

Application Number: 1559035 -

required
Please answer all questions as completely 3s possible and that are applicable to your business. Questions highlighted in red are required and must tion Color Codi . -
be completed in order to submit your application. If a required field is not applicable to your fimn mark it as N/A. Questions highlighted in yellow are Question Color o ".q lnformatlon .

optional; please complete all those that apply to your business.

When
completed, click
“Save & Return”
to return to the
MAIN SUMMARY

page.

Click Save Draft frequently while filling out the form to ensure that your information is saved. Once saved, you ¢an retum to the section at any
time to continue. Some questions may not be shown in this section due to your company type.

Section Status
Company Profile Section Status

Completed By Harlan Pruden
Date Completed 41772014 9:25:54 AM

Section Questions

1.4, Thiz firm is applying for certification as * Required
Check one or bath categories.
¥ Mnority Business Enterprise (MBE)
Woman Business Enterprise (WBE)
1.B. Name of applicant firm * Required

Enter the full legal name of the enterprise. For example, 3 corporation named ABC Construction, Inc. should be identified as "ABC Construction, Ind<_not as "ABC
Construction™.
Certification Made Easy
1.C. "Doing Business As"” (DBA) Name
Complete if firm does business under an assumed or trade name that is different from its legal name

Notes what is

1.0. Business Address * Roguired completed and
Must represent a physical location; no PO Box allowed . .
£33 Third Ave Address ine 1 what is incomplete
33rd fl Address line 2
Address line 3
new york City
NY ¥ o017 - State, Zip, Zpd
1.E. Mailing Address * Required
B33 Third Ave Address line 1 - s = - -
o Addess on 2 NEWYORK | Division of Minority
Address line 3 OPPORTUNITY. and Women’s
e Yok City

S T M FERE A Business Development
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ompany Profile Completed
Certication Appication: Wain Summary [l £ Toos 3¢

l'l Docwment | Siyatire | Sutmit] Utites | CertLt]

Certifioation Made Easy Applcation status: Incomplete
Appheation Type: New Spplication Application started: 4772014
Agplication Number: 1559035

Fill in each of the sections noted below by clicking the Process buttons. You can complete the sections in any order, and the system will save your

State of New York  information as you go. Once all sections have been completed, the application will be complete and you will be able to sign and submit. . Need """?‘ i

w© 3 The Contact Person noted below is the only user ized to access this application. If someone else needs access, change the contact by clicking the "

drop down menu or grant them access on the Utilities tab e
wew» Green Check
Search » Application Information ? H
— ook Tyve e optiaton Mark — Section

- Certifying Agency New York State

Settings » Business Name Certification Made Easy DBA NE2SS completed!
Help & Support » Cumrent Status Incomplete

“pplication Number 1559035
Logoff Date for Deletion TH372014 [Extend)

Low b Contact Person Harlan Pruden ¥ | (#dd user not on list)

Loggedon a:
Harlan Pruden, . .
Certification Made Sections and Documentation ?
Easy Section Actions Status

F : T X

Fropaiania J ﬁJ completed of & optional

wnership Information for Sole Proprietorship i Process of 0 ;ptinn:l N

Commedities and Services * Process Incomplete: 3 completed of 4 required; 0 completed of 9 optional

Busi Operations ’ Process Incomplete: & completed of & required; 0 completed of 0 optional

Company’s Assets & Liabilities ’ Process Incomplete: & completed of 7 required; 0 completed of O optional Att h . &

ilistions W Frocess | Incomplete: 10 completed of 11 required; 0 completed of O optional aching

Ouiside Consultants B Process Incomplete: 1 completed of 2 required; 0 completed of O optional U pl Oad ing

ification: B Puces | o ired; i
ﬁ‘"‘"" List W Process | Incomplete: D attached of 13 mandatory: 0 attached of 15 required DOC uments
Signature and Submittal ?
Section Actions. Status hici H H
: : NEWYORK | Division of Minority
signature X s STATE OF

- R sk greornm | and Women'’s

Business Development



Supporting Documents- Electronic or Paper
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(& a the organization and reviewed faster, Prooessing of applioations submitted with hardcopy documentation cannot begin untithe documents are reoeived by the organjzation,

Certifcation Application: Document List

| B | e e Submitting
Cerffication Made Easy Applcaton status: Incomplele :
i Ty N dlcaton g Electronic/Fax

documents will result
in a FASTER processing
of applications

Appleation Number: 1553035

Home - Note:this application alows faxing of documents to the system. Select elecronic documentation to use this option,
View»
S Selecta Document Format; N ’
/
Message “ s
Setting» Electronic/Fax w ~Hardeopy , 7
S Mailed hardcopy

Oocuments uill be provided by you in];dcoﬁ format, This option may delay

HelpSupport»  Documents will be electronically atached securly and confidentalytothis
processing uhile documerts areregsived zﬁh#@ed.

* applcation. You can also fax documents to the system and they il be documents will result

!‘Wﬁ ,am?mmiczllymmhedlothfa?plicaian.lhis option Iammatically rgceiyeszm y N in SLOWER processing
Show Ml e AL validates documents, resuling in the fastest processing of vour application. 7’ N . N

- N of applications

11 .

e ety st Bu: Do Foma | L7 | by e oma | |
Coticton Hde , N NEW YORK | Djvision of Minority
£ ’
sy OPPORTUNITY. and Women’s

Business Development



Selecting Electronic/Fax Format
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Certification Application X Help & Tools ¢

o DEEAE | Syt sut
Certficaion Nade Easy J

Aegcation Type: New Applic:
plctton Nomber: 1538035 |

The page &t https:/fny.newnycontracts.com says:

Select electronic document format?

Agpheation status: Incomplete
Aopleation started: 4TRMA

Electronic or hardeopy doout 0K —mgf—mmmwm%
State of New York - documents for this apphcation

shrmitted with electronic documentation are able to be received by
untl the documents are received by the onganization

the organization and reviewed f3

#9949

Homa Note: this application allows faxing of documents to the system. Select electronic documentation to use this option.
Yiew»
— SelectaDocument Format:
Message » .
s Electronic/Fax o Hardcopy
14
Heb & Suppart» Documents will be electronically attached securely and confidentially to this Documents will be provided by ‘you in hardcopy format. This option may delay

application, You can also fax documents to the syatem and they il be processing while documents are recelved and validated.
Logoff automatically attached to the application. This option automatically receives and

e yalidates documents, resulting in the fastest ing of on.
T 5 ents, resulting in the fastest processing of your apphication

Loggedon . Select Bectronic Document Format
Harlan Pruden,

Certification Made

Easy

Select Hardoopy Document Fomat

Select “OK” for
Electronic/Fax Format
Submission

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Attaching Documentation
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Certification Application: Document List

nah | Documers ] Siiatire | Sutmt] Utittes | CertLst]
Certification Made Easy

Apphcation Type: New Application

Application Number: 1559085

Help & Tools

Applcation status: Incomplete
Application stanted: 47772014

Note that some documents are required due to the nature of your fim. Failure to submit the attachments without an explanation as to why any such attachment was not provided will
result in a delay in processing andfor could result in denial.

Instructions for attaching files » click here to show

Note: this application allows faxing of documents to the system. To use this option, click the Bitach Ml Docs Via Fax button below or any individual Fax link to display and print a

View » fax eover page. Additional instructions will be included on the cover page.
Seach » Al copies of contracts, agreements, and other documents requiring a signature to be walid must be submitted in their signed form.
Message » - ) ) . -
Please note that as a condition of your application for certification, you are required to maintain in your office the onginal documents provided. New York Statewill review these
Settings » original documents, including the signed and notarized certification affidavit, during the site wisit, if applicable. Furthermore, New York State reserves th to inspect in person
andfor request original dacumernts by mail of any supporting document at any time during the term of cenification.
Help & Support »
Logoff Status
Shons M " |Document List Status Incomplete: 0 sttached of 13 mandstory; 0 attached o
. Document Format Electronic documents only. This document ist is used to securely and confidentially attach electronic files to
:’99'“"" the application
arlan Pruden, ne 3PP "
Certification Made e

Easy

Atach Al Docs Ma Fax Retum

Mandatory Document

Mandatory & o uments; doing 50 may resul
Document (Refresh) °""';'|‘_::" Document Description (Refresh) Status (Refresh)
Certification Applicstion Natarlzation (New Downlosd Downk NOT attached
Application) tha aff
Personal Net Worth Alfidavit, Attachment A for each Download [x NOT attached

minority or woman upon which certification is based
Current year business Financial Statements: including
Year-To-Date Balance Sheet and Profit & Loss
Statement

Most recent three (3) years of Federal, and State tax
returns for the BUSINESS including all statements,
schedules, and amendments

Most recent two (2) years of Federal and State
PERSONAL tax returns; including all schedules, W2s,
statements and amendments for each minority or
woman upon which certification is based

Documented proof of sources of capitalization and
investments

NOT attached

Bank signature card or letter from the bank identifying
persons authorized to conduct transactions, level of

Select “Attach”

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
Business Development



Selecting The Document

Document Type: Certification Spplication Notarization (New fpplication)

Cick Browse... to ¢

n view the

File Description

Upload File

o

Documented proof of sources of capitalization and
investments

Bank signature card or letter from the bank identifying
persons authorized to conduct transactions, level of
authority and limitations, if any, on all business
accounts

Attach Fax Proof of US Citizenship or Proof of permanent resident
alien status (i.e. permanent resident "green” card.) for
each Minority or Woman who has an ownership
interest in the applicant firm

Resumes of all principals, partners, officers and/or key
employees of the firm

Current, signed lease or Deed for all locations where
your firm conducts business

Business Certificat. any

Copy of Certificate of Trade Name or Business Trade
Name filed with County Clerk, including amended
certificates

1If out-of-state business, provide a New York State
Vendor Tax Number

Refresh List | Atach Al Doos Ma Fax | Retum |

“Choose File” is
the same
process as
attaching a file
to an email.

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Faxing Documents
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State of New York
e 2 :i

Home

.‘Im»

Search »

Message »

.w”

.lllb& Support »

Logoff

Show Al Hide AN

Loggedon a:

Harlan Pruden,
Certification Made
Easy

Certification Application: Document List Help & Tools

wai | Mﬁ]sgmn]smq Uties | Certibt]

Certification Made Easy Agplication status: Incomplete
Applcation Type: New Bpplication Application started: 4772014

Application Number: 1559035

Hote that some documents are required due to the nature of your firm. Failure to submit the attachments without an explanation as to why any such attachment was not provided will
result in a delay in processing and/or could result in denial,

Instructions for attaching files » click here to show

"
MNote: this application allows faxing of documents to the system. To use this option, click the Ritach Ml Does Wia Fax button below or any individual Fax link to display and print 3 se I eCt Fax
fax cover page. Additional instructions will be included on the cower page.

Al copies of contracts, agreements, and other documents requiring a signature to be valid must be submitted in their signed form.

Please note that as a condition of your application for certification, you are required to maintain in your office the onginal documents provided. New York Statewd iaw these
original documents, including the signed and notarized certification affidavit, during the site visit, if applicable. Futhermore, New York State reserves th
andlor request original documents by mail of any supperting document 3t any time during the term of certification.

Status
[Document List Status Incomplete: 0 attached of 13 mandatory; 0 attached of
Document Format Electronic documents only. This document ches is used to securely and corfidentially sttach electronic files to
the application.

Atach Al Docs a Fax Retum

Mandatory Documents

jes in bew of the requested documents; d
- Download "
Document (Refresh) o] Document Description (Eelesn) Status (Refresh)
Certification Application Notarization (New Download Covnk NOT attached
Application) NS af
Personal Net Worth Affidavit, Attachment A for each Download Dawnk NOT attached

minority or woman upon which certification is based
Current year business Financial Statements: including
Year-To-Date Balance Sheet and Profit & Loss
Statement

Most recent three (3) vears of Federal, and State tax
returns for the BUSINESS including all statements,
schedules, and amendments

Most recent two (2) mr! of Federal and State

tax returns; i all , W2s,
statements and amendments for each minority or
woman upon which certification is based

Documented proof of sources of capitalization and NOT attached
investments
Bank signature card or letter from the bank identifying - NOT attached

persons authorized to conduct transactions, level of

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
Business Development



Fax Coversheet
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Applicant’'s Name:
Document #:
Document Name:

Document Status:
't Download, print, sign, notarize and provide this affidavit with your

Documen
Description/Instructions

Instructions to Applicant

1. Faxthis coverpage and document package
to (480) 907-3882.

2. After receiving the confirmation notice,
access the application onine and verfy the
document was fully received and attached.

3. Resend the fax, ¥ necessary, to ensure a
conmplete document is attached.

NEW APPLICATION

Certification Application Number: 1559035

New York State

Certification Made Easy

1

Certification Application Notarization (New Application)
Mandatory

application.
20292953_1559035_00748952

Each time “Fax” is
selected, a new fax
coversheet will be
generated. Applicant must
place coversheet on
corresponding document.

NERorORK | Division of Minority
OPPORTUNITY. and Women S

Business Development



“Lock-In” Required Documents
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State of New York

& 1:] o

Home

View »

Search »
Message »
Settings »
Help & Support »
Logoff
Loggedon a:
Harlan Pruden,

Certification Made
Easy

1f out-of-sta
Vendor Tax t

The page at https://ny.newnycontracts.com says:

Update selected documents?

0K Cancel

bion

B2Gnow FAX(13

View File

Document (Refresh)

minority or woman upon w| on is based

that has a net worth exceeding $1.3 milliol

Proof of gender (any government-issued identification)

Proof of minority status as described in the definition
of MBE under Article 15-A for for each Minority who has
an ownership interest in the applicant firm

All signed third party agreements including equipment
rentals, purchase agreements, management, service
agreements, etc.

Any certification, decertification or denial of
certification documentation

Any employment agreements
Copies of all licenses, permits, certifications, and/or
accreditations utilized by this firm to conduct
business, including those held by individual

Copy of the New York State Vendor Tax Registration
Signed lease Agreements or proof of ownership for
office space, yard space, warehouse space, and/or
equipment

Vehicle registration(s) for all vehicles used for business
purposes and/or charged to the Business

Written request for exemption from disclosure
regarding trade secrets

Document Description (£elwsh)

<k the Lock In ¢

Personal N porksheet, Attachment B for each  Downlo.

Status (Refresh)

Attached b
Pruden on 4,

Step 1 - Afterall

required documents
have been attached,
faxed or “Marked as

T Not Applicable”,

select “LOCK IN” to
complete this
section

N\, Step 2 - Select
llOK"

NEWYORK | Division of Minority

STATE OF
OPPORTUNITY. and Women’s
Business Development



Return to Main Page

=

Home

View »

Search »
Message »
Settings »

Help & Support »
Logoff

Show ll  Hide All

Logged on as:
Harlan Pruden,
Certification Made
Easy

34

Certification Application: Document List

. . asy Application status: Incomplete
Application Type: NeWApplication Application started: 4/7/2014
Application Number: 155903

Note that some documents are required due to tie~sature of your firm. Failure to submit the attachments without an explanation as ta why
any such attachmentwas not provided will resultin a delay+processing andfor could result in denial.

Instructions for aftaching files » click here to show

Note: this application allows faxing of documents to the system. To use this option, clicRthe Attach All Docs Via Fax button below or any

provided. New York State will review these original documents, including the signed and notarized certification affidavit, during the sifervigit
i applicable. Furthermore, New York State reserves the right to inspect in person andlor request original documents by mail of any
supporting document at any time during the term of certification.

Document List Status Incomplete: 0 attached of 13 mandatory; 0 attached, 3 not applicable of 15 required

Document Format Electronic documents only. This document checklist is used to securely and confidefitially
attach electronic files to the application.

[Clesr docurnent format selection]

Refresh List | Attach Al DocsViaFax | | Retum |

Mandatory Documents

Mandatory documents cannot be marked as pot applicable. All mandatory documents must be attached. Do not attach other files in
lieu of the requested docurnents; doing so rmay result in denial of your application and/or delay in processing, If unsure how to
proceed, please contact Customer Support.

Attach Download Document Description
(Refresh) Document (Refresh) Form (Refresh) Status (Refresh)
Attach Fax Certification Applicati ization (New Download Download, print, sign, notarize NOT attached
Application) and provide this affidavit with

vour aoolication,

Click on MAIN tab
or the RETURN
button to go back to
main application

page

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Taking a Break from Your Application

Division of Minority
and Women’s
Business Development

f NEW YORK
STATE OF
OOOOOOOOOOOO

35



Returning to My Application

ny.newnycontracts.com

e NEW YORK STATE .

Contract System “-=-N

Welcome to the New York State Contract System!
New York State Works for MWBEs

2011 State of the State MWBE Clip New York is working harder than ever to make this state the place to do business.

P DD R LR This website is the gateway to attract and grow minority-owned and women-
owned businesses.

Who We Are The system makes the state certification process more user friendly and enables
MWBE Division businesses to easily interact with the state agencies and authorities who are
responsible for implementing the Minority- and Women-Owned Business
Enterprises (WWBE) program.

System Access Login

Username: || |

Password:

(Logn |

Copyright © 2013. All Rights Reserved.
The New York State Contract System is powered by B2Gnow Software.

36

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
Business Development



Returning to Application- 1st Page
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€ 2 C A htips://ny.newnycontracts.com;

State of New York

¢33 8d

Home

View »

Search »
Message »
Settings »

Help & Support »
Logoff

I Show All  Hide All

Logged on as:
Haran Pruden,
Certification Made
Easy

5
1
]|

Welcome to our system! -

Our system is designed to make data gathering simplier and faster. Please review the information below before continuing to ensure that you
maximize your

Security
» Change your password immediately if someone else set up your account.
» Do not use someone else's account. Every person must have their own account. If you do not know how to setup a user account, please
contact us through the messaging system: from the left menu, click Message, then Contact System Support.

Navigating
» All system functions are available from the menu on the left Just click any of the topics to view the subitems. This menu is visible at all
times.
» The page you will see after this welcome screen is your dashboard. It provides a quick summary of your assigned records, and identifies
ifimmediate action is required.

Finding Records
» Ifyou need to find a particular record (contract, vendor, user, certification), the best place to startis Search. From the left menu, clic!
Search, then selectthe type of record you need to find. For tips on searching the system, download the Quick Guide listed bel

Help & Support
» Download the support guide in PDF format - Download Support Guide.
» Download the training manual in PDF format - Download Training Manual.
» More help options are available from the left menu under Help & Support, including our online help systend, a Forums module, and
messaging tools.

' Do not show this page again. Continue

Customer Support Home | Help | Print This Page | Print To POF
Copyright @ 2014 82Gnow. All rights reserved.

Select “Continue”

NEW YORK
STATE OF
OPPORTUNITY.
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and Women’s
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Returning to Application- 2nd Page

View »

Search »
Message »
Settings »
Help & Support »
Logoff

ShowAl  Hide Al

Loggedones
Harlan Pruden
Certification Made Easy

38

Dashboard

Certfication Applica

Status

Certification Center

&, 1f yeur firm helds active certifications {SBE/MBH
to add them to your account.

Displaying reconds assigned o your company ¥
Pending Pending Pending
Submission Receipt Processing
1 0 0

I DBE/HUB/ ekc) from any organization, submit » request

Key Actions
Apply/Renew/Update Certification

1 Certification Agolications pending
Take 3 Training Class

Alert

Mo Activated Alerts, View Pending Alerts.

System News
) Special Features for Vendors

1F your firm is certified (SBE, DBE, MEE, WBE, etc.), active records will appear in the "Certification Center” on the left
side of this Dashboard, You can take two important actions:

1, Add a date alert to an active certification to remind you of an upcoming renewral, You can 2dd multiple alerts to
any active certification -- for example S0 days, 60 days, and 30 days before the renevial is due.

2. 1F your fiom holds a certification that is not listed, submit a missing certification request. Qur customer support
team vill rvient the supparting documentation and take action to 834 the record bo ensure your refie s complete and
uprto-date.

Training Classes & Events

Leam more about the system with our regular training classes and see upcoming events relevant to your business.
detalls,

» View events & RSYP today
Configure
Change Your Password Business Info
Edit Your User Account Settings Profle Setup
List/Add Users
Main Contacts

Commodity Codes

EEO/Workforce Comp.

Click this hyperlink

STATE OF

OPPORTUNITY. and Women’s
Business Development

NEWYORK | Division of Minority



Returning to Application-3rd Page

€ - C B hips://ny.newnycontracts.com/FrontPage/VendorMain asp?XID=573 v el =

Vendor Profile: Certifications

Business Name: Certification Made Easy
Mein | General o | Pubic Profi | Users | Commoty Codes | Cortacts | Employees |
Cerifications | Warkforce CompostionEEO | Questionnaies |

Applyfor Certification | RequestMissing Certfication |
State of New York
H ' 'l

ol Current Certifications ? Click “Process

9 99 ,
———— |Nocurrent cerfifications
Home
View » Applications
Search » Status Af“:m:“' App Type Organization Dates Comact  Actions

Message » .

E"““;:‘:?;I:d'“g 1559035 New Application New York State  Started: 4/7/2014  Harlan Pruden

Settings » L.

Help & Support »

Logoff

Show All  Hide All
Logged on as: .. . .
Hardn Pruden, NEWYORK | Division of Minority
Certification Made OPPORTUNITY. y
Easy and Women'’s

39
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Sign and Submit

40

State of New York

aanu

Home:

View »
Search »
Message »
Settings »
Help& Suppaort »
Logoff

Show A Hide A

Logged o1 &

Harlan Pruden,
Certification Made
Easy

Certification Application: Main Summary

Malh | Docume s | Signatie | Sabm ] Ut | CertLit]
Certification Made Easy

Applcation Type: New Application

Agphcation Number: 1559035

[ER——

Apphcation status: Complete, Pending Signature > Sign fpplication
Appheation started: 4772014

Al sections have been completed and the application is complete. Click the Sign button to electronically sign the application.
Application Information ?
[fpplication Type New Bpplication
Cenifying Agency New York State
Business Name Certification Made Easy
Cument Status Complete, Pending Signature > Sign pplication
| pplication Number 1553035
Date for Deletion 7612014 (Extend)
Contact Person Harlan Pruden ¥ | (#dd user not on list)

Sections and Documentation

Section T Jetions Stat
. Complete (Haran Pruden, 472014316 completed of 16 required; 4
SRR '/ | 15 comglleted(ol 8 optional mp -
Ownership Information for $ole Proprietorship ( Process :?:ﬂxn(::m" Prydefi, 47/2014): 1 completed of | required; 0 completed
e e v | Frocess ffnz\ rian Pruden, 4/7/2014): 4 completed of 4 required; 0 completed
Business Operations J [ u:?oxn(:\’amn Pruden, 4/7/2014). 6 completed of & required: 0 completed
— Complete (Harlan Pruden, 47/2014): 7 completed of 7 required; 0 completed
Company's Assels & Liabilities V [fess | 0V "
_— Complete (Harlan Pruden, 4/7/2014): 11 completed of 11 required;
[Amliations v | Process | completed of D optional
Outside Consultants J oty Cmpdm (Harlan Pruden, 4/7/2014): 2 completed of 2 rggdited; 0 completed
] of 0 optional
T Complete (Harlan Pruden, 477/2014): 1 compleped ot 1| required; 0 completed
Other Certifications v JProcess | T
Document List J Procass I I:an'!pdeoe: 13 atached of 13 mandagerf; 3 attached, 12 not applicable of 15
f required

Signature and Submittal

CONGRATULATIONS!!!
All that is left is to sign &
submit your application

Click “Sign”

NEWYORK | Division of Minority

STATE OF

OPPORTUNITY. and Women’s
Business Development



Signing Application

State of New York

& 2 9 &

Home

View »

Search »

Message »

Settings »

Help & Support »
Logoff

“showAll Hide Al
Logged on as:

Hadan Pruden,

Certification Made
Easy

41

* re

Your Organization *

Today's Date *

vired entr
Electronic Signature

Signature *
(type your full, legal name)

Your Title *

Certification Application: Sign Application
ain | Docunents | Sgneture | st | s | Cer it |

Certification Made Easy
Application Type: New Application
Application Number: 1559035

Under penalty of perjury, the person signing below: (1) warrants that he/she is authorized to subrmit this application for certification on
hehalf of the applicant firm, and (2) warrants that all documents, information, and statements contained in, attached to, or included with this
application are true, accurate and complete as of the date fumished to the State. Submission ofthis form constitutes making the oath

associated with notarization.

You authorize the State of New York or appointed designee ta verify the accuracy of the statements contained within your application and
supporting documentation to determine whether your firm meets the eligibility standards of the certification program

Director

Certification Made Easy

4772004 (mm/dd/yyyy)

Help & Tools 3¢

Application status: Complete, Pending Signature > Sign Application
Application started: 4/7/2014

By electronically signing this certification application, | hereby attestthat the
information contained herein and atiached in electranic format is accurate and
correctly represents the business, its owners, and its management.

| Sign Application | I Canel

Fill in your Name

Disclosure
statement

Sign Application

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
Business Development



Submit Application

42

State of New York

EEE

Home

Yiew »

Search »
Message »
Settings »

Help & Support »
Logoff

Logged on as
Harlan Pruden,

Certification Made
Easy

Certification Application: Submit Application

Mo | Dounents St | S | s | et i

Certification Made Easy Application status: Complete & Signed, Pending Submittal > Submit Application
Application Type: New Application Application started: 4712014
Application Nurnber: 1559035

Submit Your Application o | View Your Application
Ifyou are readyto submityour application, check the box below and click Submit View and Print Application |

Application. Once submitted, the application cannot be edited.

By submitling this cerffication application, | acknowledge

individually, and on behalf of the applicant business, the policies, Edit Your Appﬁcation

niles, and requirements of the program
+ Subrmit Application ‘ Edit Application

\

NOTE: After firm clicks “Submit Application” -
application goes through intake process to check for
completeness before it is “RECEIVED” by the Division
of Minority & Women’s Business Development

Review, and Print
Application

Edit Application

When application is
SUBMITTED - no
changes can be made
to the application

NERorORK | Division of Minority
OPPORTUNITY. and Women S

Business Development



Common Documentation Shortfalls

« No proof of capital contribution
— Equipment (purchase receipts)
—  Capital (Initial bank statements, copy of check/money order
—  Expertise (resume reflecting experience/role in business)

* Financial Statement (Accountant not needed!)

« Current signed lease/deed
— Home based businesses are not exempt from this requirement.

— Suppliers need to provide proof of warehouse location and an
inventory list.

Division of Minority
and Women’s
Business Development

f NEW YORK
STATE OF
OOOOOOOOOOOO
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Common Documentation Shortfalls

« Corporate documents necessary (specific to business structure)
* Proof of race/ethnicity

— Providing birth/death certificates of parents/grandparents if
necessary

« Personal Net Worth Statement
— Must be filled out even if negative
« Business vehicle registrations
« Certificate of Publication
— Specific to LLCs
- Even Out of State firms must get a C.O.P

f NEW YORK
STATE OF
OOOOOOOOOOOO

Division of Minority
and Women’s
Business Development
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3 Interrelated BUT NOT Interconnected Accounts

Three (3) Accounts/Profiles
(Each requiring its own separate ACTION)

New York State New York State New York State
Contract System Contract System Contract Reporter
(updating) Vendor Certification
Profile Application
42‘;5‘@’010'“‘ Division of Minority
°°°°°°°°°°°° and Women'’s

45 Business Development



Contract System Vendor Profile

State of New York

L)

Home

View »

Search »
Message »
Settings »

Help & Support »
Logoff

Logged on as:
Harlan Pruden,

Certification Made
Easy

46

Dashhoard Displaying records assigned to your company ¥

Certfication Applications BendiraRbendno igREendi

ubmission  Receipt  Processing

Status 1 0 1]
Certification Center

i, If your firm holds active certifications

(SBE/MBE/WBE/DBE/HUE/etc) from any organization, submit &
request to add them to your account,

Key Actions
Apply for Certification

Tske 3 Training Class

Alert

Mo Activated Alerts, View Pending Alers,

System News

@ Special Features for Yendors

Select “Profile Setup”

1f your firm is certified (SBE, DBE, MBE, WBE, etc.), active records will
appear in the "Certification Center" on the left side of this Dashboard,
You can take two important actions:

1, Add a date alert to an active certification to remind you of an
upcoming renewal. You can add multiple alerts to any active
certification -- for example 90 days, 60 days, and 30 days before the
renewal is due,

2, If your firm holds a certification that is not listed, submit a missing
certification request. Qur custorner support tearn will review the
supporting docurnentation and take action to add the record to
ensure your profile is complete and up-to-date,

Training Classes & Events

Learn more about the system with our regular training classes and
see upcoming events relevant to your business, View details,

» Yiew events & RSYP today

Configure

Change Your Password
Edit Your User Account Settings

STATE OF

NEWYORK | Division of Minority

Main Contacts

Tommedin Sabes orrorUNTY:- | and Women’s

orkforce Comp. i
&0/ Wokiore Comp. Business Development



NYS Contract System

&« C' £ hitps://ny.newnycontracts.com /=

47

State of New York

9 4 S

Home

View »

Search »

Message »

Settings »

Help & Support »

Logoff
Show All  Hide All

Logged on as:

Harlan Pruden,

Certification Made
Easy

Vendor

dorMain.asp?) 30 S

ntPag

Vendor Profile: Public Profile Setup

Business Name: Certification Made Easy
Maln] General hfol Public Profile IUsersI Commodty Codes | Contacts ] Empbyess]

Cerifications | Workforce Compostion/EEO | Questionnaires |

As avendor you can maintain a profile page that other users can view when evaluating your business. Enter the information below exactly
as you would like another user fo see it. To check the appearance of your profile page, click the View button. Changes are NOT saved

until you click the Save buton.
Spell Check ]I View ]I save |  Cancel

Business Information

Business Name Certification Made Easy
Address 633 Third Ave
33rdfl
new york, NY 10017
=
Order Information @
Enter your order contact information and availability. If you are closed on the weekend, select the Closed checkbox.
Phone * 646 351-7380 Ext.
Fax 646 803-3838
Email hpruden@gmail.com
Hours * Monday - Friday
Open: |1 v |00 v |am ¥ Eastem Timezone ¥
Close: 1 v |00~ |am ¥
Saturday
Closed
Open. 1 v |00 v am v Eastern Timezone ¥

P_rofile

Fill in the
required
information.
When
completed, click
“Save” to return
to the MAIN

SUMMARY page.

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
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3 Interrelated BUT NOT Interconnected Accounts

Three (3) Accounts/Profiles

(Each requiring its own separate ACTION)

New York State
Contract System
Vendor Profile

48

New York State
Contract System
Certification
Application

New York State

Contract Reporter

NERorORK | Division of Minority
OOOOOOOOOOOO and women S

Business Development



NYS Contract Reporter

NEW
YORK
STATE

Services News Government

&0 30 14 {{Ipew York State

Opportunities posted
I the last 7 days.
cpportunites

163 W& Contract Reporter

NTS' official source of contracting opportunities

— 780 Bringing business and government together

)

49

| want to | want to
find contracts advertise
to bid on opportunities

Learn about the Learn about
New York State doing business
Business Registry with New York

WWW.Nnyscr.ny.gov

NEW YORK
STATE OF
OPPORTUNITY.

Division of Minority
and Women’s
Business Development



Utilizing the NYS Contract Reporter

50

Create a FREE username/password

Primes/ NYS Agencies & Authorities advertise
opportunities on the NYSCR

Search for Procurement Opportunities

— Contract size, location, agency, industry, etc.
Receive customize alerts based on preferences
Join the NYS Business Registry for FREE

Division of Minority
and Women’s
Business Development




Avoiding Common Application Pitfalls

« Do not mail documents before submitting your application.
« Scan and label documents according to the document list!

 When uploading electronically- attach the correct documents
for each sections.

« Sign and notarize where applicable.

 Respond in a timely manner to requests for
Information/documentation.

« If your business requires a license, submit a copy of the
license.

Division of Minority
and Women’s
Business Development
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Additional Assistance

MWBE HELP DESK

212.803.2414 or 855.373.4692
MWBE-certification@esd.ny.gov

Division of Minority
and Women’s
Business Development

f NEW YORK
STATE OF
OOOOOOOOOOOO

52



