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CITY OF INDIANAPOLIS 
DEPARTMENT OF MINORITY AND WOMEN BUSINESS DEVELOPMENT  

 
CERTIFICATION CHECKLIST 

FOR  
RENEWAL APPLICANTS   

 
Company Name:_________________________________________________________________ 
 
Type of Certification Sought: MBE________   WBE ________ 
 
Legal Structure: Sole Proprietor ________ Partnership________ Corporation____________ 
 
Home State: Indiana _____ Other_____________ Include Home State Certification_____________ 
 
 
For All Applicants: 
 
List of Active Contracts: _____     Required 
Notarized Signature: _____     Required  
Past 3 Years Income Statements/Balance Sheet: _____  Required  
Work Experience Resume of Owner(s):_____   Required (if changes) 
Signed Loan Agreements: _____     Required (if changes) 
 
Description of Real Estate & Title: _____    Affirmation & Any Changes  
Description of Equipment _____     Affirmation & Any Changes 
Equipment Leases: ______     Affirmation & Any Changes  
Office Lease: ______      Affirmation & Any Changes  
Relevant Licenses: ______     Affirmation & Any Changes  
Vehicle Titles: ______      Affirmation & Any Changes  
Bank Signature Cards: ______     Affirmation & Any Changes  
Schedule of Salaries to Officers etc: ______    Affirmation & Past 3 Years 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CITY OF INDIANAPOLIS 
DEPARTMENT OF MINORITY AND WOMEN BUSINESS DEVELOPMENT  

 
CERTIFICATION CHECKLIST 

FOR  
RENEWAL APPLICANTS   

Page 2 
 
 
 
For Sole Proprietorships: 
 
Past 3 Years Personal Federal Tax Return______   Required  
 
 
 
For Partnerships:  
 
Past 3 Years Personal Federal Tax Return: ______   Required 
Past 3 Years Partnership Federal Tax Return: ______   Required 
Past 3 Years Income Statements/Balance Sheet: _______  Required    
 
Partnership Agreement ______     Affirmation & Any Changes  
 
 
 
For Corporations:  
 
Past 3 Years Personal Federal Tax Return: _______   Required 
Past 3 Years Corporate Federal Tax Return: _______   Required  
Past 3 Years Income Statements/Balance Sheet: _______  Required  
 
Articles of Incorporation (State Seal):_______   Affirmation & Any Changes  
Corporate bylaws & amendments: _______    Affirmation & Any Changes 
Minutes of shareholder and Board of Director meetings: _______ Affirmation & Any Changes 
Stock Certificates (both sides):_______    Affirmation & Any Changes 
Shares Ledger: _______      Affirmation & Any Changes 
Corporate bank resolution/signature cards:_______   Affirmation & Any Changes  
 
 
 
 
 
 
 
 
 
 
 
 
 



AFFIRMATION 
 

I affirm, under the penalties of perjury, that all documents previously submitted to the City of Indianapolis, 
Department of Minority and Women Business Development (DMWBD) in support of previous applications 
for certification as a minority or woman business enterprise (MBE/WBE) are true and accurate to the best of 
my knowledge and belief.  
 
Further, I realize that DMWBD is relying on the accuracy or this information in making decisions regarding 
my certification, and that in the event that documents or other information previously supplied to DMWBD 
are found to be false, inaccurate or untrue, it shall be grounds for removal from the program pursuant to 49 
CFR, part 26 or the City of Indianapolis, Minority and Women Business Utilization Plan and subject to other 
penalties under federal and state law.   
 
 
 
 
_______________________________________ 
Signature  
 
 
_______________________________________ 
Printed Name 
 
 
_______________________________________ 
Date  
 



CITY OF INDIANAPOLIS
DIVISION OF EQUAL OPPORTUNITY

CERTIFICATION INSTRUCTIONS

The City of Indianapolis (City), Division of Equal Opportunity (DEO), issues both City
and Federal certifications.  In general, a certification attests that there is an actual, or
potential, business in operation and that the business is owned and controlled, at least
51%, by listed minority or female owner (s).  The City certifications are issued as
Minority Business Enterprise, MBE, or Woman Business Enterprise, WBE.  Federal
certifications are issued as Disadvantaged/Minority Business Enterprise, D/MBE, or
Disadvantaged/Woman Business Enterprise, D/WBE.  The difference between the two
types of certification is that a City certification tests only the social disadvantage which
arises from minority or female ownership of a business.  A Federal certification tests both
social and economic disadvantage.

City certifications are all that is necessary for City projects.  The federal certifications are
issued for Indianapolis Airport Authority (BAA) and Indianapolis Public Transportation
Corporation (METRO) projects which receive direct federal funding.  City certifications
are regulated by the City Minority & Women Business Utilization Plan.  Federal
certifications are regulated by Chapter 49, Code of Federal Regulations, part 26.

The application must be complete.  All questions must be answered or marked “N/A” if
they do not apply to the applicant firm.  It must be signed by the minority or female
owner and be notarized.  All pertinent additional documentation from the “Document
Request” section of the application must be submitted.  Firms applying for MBE or WBE
certification need not submit personal income taxes but must submit business tax returns.
W-2, W-3, 1099, and 1096 forms from the applicant business to it’s owners must be
submitted for any type of certification.  Applicants for D/MBE or D/WBE certification
must submit personal and business tax returns as well as complete and submit the D/MBE
and D/WBE Certification Addendum.

Once received, certification applications are reviewed for completeness.  If the
application is incomplete, DEO will write the applicant with notice of what items are
missing and a date by which those items must be received.  In some cases, DEO may
return the entire application packet for correction.  If the application is complete, it is
logged in for an on site review or, in the case of an out of state applicant, the home state
certifying agency is contacted, in writing with a copy to the applicant, for a copy of the
home state on site review.



City of Indianapolis, DEO, Certification Instructions, page 2

On site review is required by the City DEO for any type of certification.  The City DEO
will conduct, or cause to be conducted, an on site review of certification applicants
located in the following Indiana Counties:

1. Marion
2. Hamilton
3. Boone
4. Madison
5. Hancock
6. Hendricks
7. Shelby
8. Morgan
9. Johnson

Indiana based applicants located in counties other than those listed above should submit
their application to:

Indiana Department of Administration
Minority Business Development Division
402 W. Washington Street, Room W474
Indianapolis, IN 46204

Those applicants can request that IDOA copy the completed file and forward it to this
office per the reciprocity agreement.  The City DEO may do an on site review in Indiana
Counties other than those listed above if the applicant has a contract or subcontract with
the City, BAA, or METRO.

Applicants located outside the State of Indiana must provide proof of home state
certification and on site review.  Once a home state certification is received here, DEO
will write the home state certifying agency for a copy of their on site review.  Once
received, that home state on site review must meet or exceed the standards of the City
DEO. The City DEO will not issue any type of certification absent an acceptable on site
review!  Normally, on site reviews conducted by the City DEO will take place within
sixty (60) days of receipt of a complete application.

Certification Reciprocity exists between the City of Indianapolis, (DEO), Indiana
Department of Administration (IDOA), and Indiana Regional Minority Supplier
Development Council (IRMSDC).  Reciprocity is not automatic and must be requested
by the applicant.  Each agency retains the right to reject a certification issued by the other
agency.  IRMSDC does not certify woman owned businesses and charges a fee for its
services.

Certification Standards are printed on the following pages.  These standards are the ones
for D/MBE and D/WBE (federal) certification (49 CFR, part 26).  The standards for
MBE and WBE (City) certification are essentially the same except the federal economic
and business size standards are not included in the City standards.
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