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Dear Business Person:

Congratulations on your certified small business status with the State of California. Your certification
entitles you to benefits under the state’s Small Business Participation Program within state contracting,
including a five percent bidding preference and special provisions under the Prompt Payment Act.

Certification period

Your certification period for each business type is:

Industry From To
SERVICE 2/19/2008 9/30/2009

Annual Submission Requirement

To maintain your certified status, you must annually submit to the Office of Small Business and DVBE
Services (OSDS), proof of annual receipts and proof of employees for your firm:and each of your affiliates

(if any).

Proof of Annual Receipts

Submit to OSDS, a copy of your firm’s and any affiliate firm’s ENTIRE federal tax return each year
following your certification. Include ALL accompanying schedules, forms, statements, and any other
support documents filed with that specific tax return.

If you request a tax filing extension with the Internal Revenue Service, submit to our office a copy of the
extension form. When your tax returns are filed, submit a copy of the entire federal tax return to our office.

Proof of Employees

If you have employees whose taxable wages are reported to the California Employment Development
Department (EDD) on a quarterly basis, you must annually submit to our office along with your proof of
annual receipts, proof of employees for your firm and any affiliates.

We will accept a copy of the EDD’s “Quarterly Wage and Withholding Report” (Form DES6) or other format
accepted by the EDD. Your employee documents must cover the same four quarters as the tax return
you submit for your proof of annual receipts.

If you have out-of-state employees, submit the employee documentation comparable to EDD’s “Quarterly
Wage and Withholding Report” for the same four-quarter period.

Maintain Your Online Certified Firm Profile

A secure access feature on our website enables you to maintain certain company profile information,
including customizable keywords to best describe your business specialties with. Details about the
Certified Firm Profile and your secure logon information are available on the final page of this letter.
Please keep your logon information page in a secure place and DO NOT share it with anyone or include it
with any of your bid documents or submittals.



