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Getting Started

As part of the application process, you will be required to answer questions and provide documentation
that is considered private and confidential. For this reason, you must use a user account to log into the
system. Access to your application is strictly limited to the person that creates the application (you), any
other specific company staff you authorize (always create new accounts for other employees, do not share
accounts), and certification/support staff that you specifically authorize.

The application system is secure. All communications between you and the system are encrypted, your
company information is stored on computer servers in a secure facility, and confidential data is encrypted
at all times.

Access the online certification application system

Navigate to CCS Site to register by completing an online questionnaire. Once the questionnaire is
complete you may start of the online application process and select New Certification or Recertification.

Accessing the Application

Under Key actions, click on Renew/Apply for Certification after you login on the right side of the
Dashboard.

NOTE: Our organization requires the submission of a vendor registration form prior to the certification application;
complete the registration form Start/Renew Questionnaire and continue to the application list by using the link
on the final page of the registration.

In the Select an Option list, click the options that apply to your firm. The page will expand to offer

additional options as it guides you to the correct application.

Select an Option

Your firm is currently certified by Prince George's County.
Your firm is NOT currently certified by Prince George's County.
Select an Option

Your firm is currently certified by Prince George's County.

You would like to submit a Recertification Application.
Recertification is due one (1) year.

Update address, phone and contact information.

Your firm is NOT currently certified by Prince George's County.

Select an Option: Firms currently certified with SDDD or soon to expire

You would like to submit a Recertification Application.
Recertification is due one (1) year.
@& submit a Recertification application.

Select an Option: First Time Firms Click Here

Your firm is NOT currently certified by Prince George's County.
Your firm is seeking New County-Based Business (CBB)/County-Based Small Business (CBSB) certification.

Your firm is seeking a County-Located Business (CLB) certification.
Your firm is seeking a Minority Business Enterprises (MBE) certification.




Select an Option: Select Certification that you may be eligible for.

NOTE: If your firm is seeking dual certification, you must complete an application for each certification category.

CBB/CBSB: Your firm is seeking New County-Based Business (CBB)/County-Based Small Business (CBSB) certification.
Your firm is located in Prince George's County.
Your firm is NOT located in Prince George's County.

CLB: Your firm is seeking a County-Located Business (CLB) certification.
Your firm is headquartered in Prince George's County.
Your firm is NOT headquartered in Prince George's County.

MBE: Your firm is seeking a Minority Business Enterprises (MBE) certification.

Your firm possesses an MBE certification from one of the SDDD approved certifying agencies.

SDDD approved certifying agencies include: Maryland Department of Transportation (MDOT), Washington Metropolitan Area Transit Authority (WMATA),
Maryland District of Columbia Minority Supplier Development Council (MD/DC MSDC), Women Business Enterprise National Council (WBENC), Veterans
Affairs (Virginia), U.S. Pan Asian American Chamber of Commerce (USPAACC).

Your firm DOES NOT possess an MBE certification from one of the SDDD approved certifying agencies.

Your firm meets the definition of...
Please see the Certification Requirements above.

NOTE: If unsure of which application to submit, contact the organization before starting the process. Submitting the
incorrect application form will result in processing delay and possible denial.

Company & Contact Information

To create an application, you will need to select a company type and application auto-fill option. The
company type is used to customize the questions and documents on the application form. The auto-fill
option provides the opportunity to use another application to fill in the questions on the form, saving time
and effort in completing the process.

Eligibility Requirements

At the bottom of the application start page is a list of eligibility requirements. Review each carefully and
select an answer. Click Continue when ready to proceed. If any of the answers are incorrect, you will be
prevented from continuing. Consider carefully the explanation noted. You can return to the list and
resubmit, but if your firm and its ownership are not qualified for certification, it will be denied.

Document List Preview

Before the application is created, you will be shown a list of documents that must be submitted with your
application. If you are unable or unwilling to provide the required documentation, your application will
be denied. Check the box at the bottom of the page and click Create Application to continue.



Complete: 15 rneqe man!atury; O required
Document Format Electronic documents only.
“This document checklist is used to securely and attach electronic files to the application.
Mandatory Documents
Document e Status
Attached by Gary Wiggin on 3/18/201
Attached by Gary Wiggins on 3/18/2019
Y dious 3 years Tax Return 990 for Non-Profits Antached by Gary Wiggins on 3/18/2049
festl docx (DOCX, 375.39 K8)
state 12) months Attached by Gary Wiggins on 3/18/2019
festt docx (DOCX, 375,39 KB)
Copies of past Income Attached by Gary Wiggins on 3/18/2019
festt doc (DOCX, 375,39 KB)
Taxation Attached by Gary Wiggins on 3/18/2019
testidocx (DOCX, 375.39 KB)
Ful st of at i Artached by Gary Wiggins on 3/18/2019
test1 docx (DOGX, 375.33 KB)
Official Artictes of i Artached by Gary Wiggins on 3/18/2019
test1 docx (DOGX, 375.33 KB)
! Broof of e or deed) Attached by Gary Wiggins on 3/18/2019
test1 docx (DOCX, 375.33 KB8)
Resume » ownership Attached by Gary Wiggins on 3/18/2019
test1 docx (DOCX, 375.33 K8)
Orgar I chart Attached by Gary Wiggins on 3/18/2019
testt doc (DOCX, 375.39 K8)
and percentage of ownership Attached by Gary Wiggins on 3/18/2015
(DOCX, 375.33 K8)
u assets; Indi Ateached by Gary Wiggins on 3/18/2015
test1 doex (DOCX, 375.33 K8)
Seate 1. u proot of Paszpore Attached by Gary Wiggin on 3/18/2019
fest docx (DOCX, 375.33 K8)
Number Attached by Gary Wiggins on 3/18/2019
festl docx (DOCX, 375.33 K8)
Required Documents
Document n Status
Bonding form Attached by Gary Wiggins on 3/18/2019
‘testi.docx (DOCX, 375.39 K8)
Full contact list of at least 3 p performedin Artached by Gary Wiggins on 3/18/2019
test1 docx (DOGX, 375.33 KB)
Additional supporting documentation not included above Artached by Gary Wiggins on 3/18/2019
(00Cx, 375,33 K8)

Answering Questions

The application questions are grouped into sections. You can complete the sections in any order, and the
guestions in each section can be answered in any order. Every time you take action, a draft of the
application is saved, permitting you to return to the application in the future for convenience or if you are
timed out of the system.

Click the Process button for a particular section to begin. Questions highlighted in red are required and
must be answered. Questions highlighted in yellow are optional and should be answered if applicable to
your firm. Once all required questions are complete, the section status will change to Green when
complete. When all sections and the document list are complete, the entire application is completed and
can be signed and submitted.

3.8, Identify the shareholders of the company. Optional

Sharsholder Number of Shares  Class
v

This is @ “siretchy” table — I whl expand o you save lines. To adkl more ines, save page. To clear a e, delote data Wom all feids i the Bne and save paga. H ihe question shading turns gray, tha answer s complate. You can ignore any axira blank nas — they will be utomaiically
ramevedwhen you submil the agpiicaion

3.C. Identify all Officers * Required
Titla Name

Other Employment Gander  Raca/Ethnicity

Chief Executive Officer | Gary Wiggins None M v | African Amaerican
President v v
Vice President v v
Secretary
Treasurer v v
3.0. Provide the work location for each Officer. * Required

Separate responses with a new line,

Home Based

3.E. Are all owners Prince George's County residents? * Required
® Yes
O No

3F. Are all Board Membars Prince George's County residants? + Required

© Yes




Some questions are formatted as a table to permit multiple lines to be entered. Fill in the fields for a line
and click the Add more lines; save page link to save the data and add more blank lines to the table. To
remove a line, delete the data from all fields and save.

2.6. Provide the names of three (3) major contract referrals aver the last three (3) years * Required

Include Name, Address, and Contact Information

Organization Name Contact Name Title Email Phone Number Product/Service Provided ta Refarence Company.

This is a "srelchy” table — i will expand as you save bnes. To add more lines, save poge To ciear a ine, delete data from al fekss in the e and save page 1 the questan shading huma grey, the answer fs complete Yo can igncre amy extra blark ines — Ihey will be automaticaly
rermaved when you submt the application

2H.Is your firm currently MBE or DBE certified? * Required
Please indicate Certifying Agency (CRMSDC, MDOT, NMSDC, WMATA, WPED, USPAAC, VA)
Yes ‘agency Typo of Certification Renewal/Expiration Data
(men/ddyyyy)
t voy)
This bs a "staichy” table — it will axpand as you save fnes. To add maor lines, save page. To clear a e, dolete data from all Relds in the lse and save paga 1 the quesiion shading fums grey. the answer is complete. Yeu can ignare any exira blark lines — they will be
automatically removed when you subll the appication
No
21 Company License * Requirad
Constructian, Electrical, Engineer, ICC, Detective, etc
Name of Lict T " e Expiration Date e -
Name of Licensing Entity Quatfying Type of Licer Ethnicity/Race Gender  Expiration Dat v
. . (men/dd/yyyy) n
(men/dd/yyyy) =
This s & “sireichy” table — & willexpand as you save nes. To add more lines. save poge: To ciear a fne, delet data rom al felds in the ine and 34y page: I the questn shading lums grey, the answer is camplete You can ignre any exira blank lines ey will be automaticaly
rermavad when you subrt e applcation

Security

The application system is secure. All communications between you and the system are encrypted, your
company information is stored on computer servers in a secure facility, and confidential data is encrypted
at all times. Access to your application is strictly limited to the person that creates the application (you),
any other specific company staff you authorize (always create new accounts for other employees, do not
share accounts), and certification/support staff that you specifically authorize.

Seeking Assistance

During the application process, you may require assistance. To contact Customer Support, click the
Customer Support link at the top or bottom of every page. Type the issue and click Send. Your query will
be routed to the appropriate staff use for response. The more detailed your submission, the faster the
support team will be able to determine a resolution and respond to your query.

Your application is secure and visible only to you. If it is necessary for support staff to access the application,
they will request that you grant access to the application for a specific period of time. To grant access, click the
Utilities tab at the top of the page while in the application. Select a staff contact from the drop down, duration
to authorize access, and click Grant Access. The user will receive an email alert. You can revoke access at any
time.



CBB/CBSB New Application Information
Type CBB/CBSB New Application
Business Name Tucson Test 1

Application Number 4793936

CBBI/CBSE New Application Actions

Contact Person MSD Test1 v | (Add user not on list)

This Is the assigned user for this CBB/CBSB New Application. To ensure security, only YOU have access to this CBB/CESE New Application unless you reassign it to another user for
completion or explicitly grant access by adding a user to the Access List below.

Grant Access To ‘ Select a user v ‘ for | 1 day v | Grant Access
No other users currently authorized to view application.

Notice Sent To Date
Start Application Confirmation MSD Testl 6/19/2019 2:15:16 PM
Application i - Electronic Doci i MSD Testl 6/19/2019 2:29:02 PM
NOTE: You must submit your application by the listed “Date for Deletion” as organizations require that submissions use

up-to-date forms and document. If you need a few days more, you may be able to self-extend the date by click
the Extend link on the Utilities tab. Once your application is automatically deleted, you must start again.

Supporting Documents

Your application requires submission of certain documents. The documents required are based upon your
company type and can be submitted in electronic or hardcopy.

Please note that as a condition of your application for certification, you are required to maintain in your
office the original documents provided. The agency will review these original documents, including the
signed and notarized certification affidavit, during the site visit, if applicable. Furthermore, the agency
reserves the right to inspect in person and/or request original documents by mail of any supporting
document at any time during the term of certification.

When you first view the document list, you will be required to select electronic or hardcopy format. All
documents must be submitted in the same format. If you decide that you would prefer to use the other
format after making an initial selection, you can clear the list at any time and repeat the process.

Always Required vs Required Documents

The documents listed are split into two sections. All documents must be attached or marked as Not
Applicable to complete the application.

1. Required documents must be provided with your application. There are no exceptions and failure
to provide all of these documents will result in an immediate delay in the processing of your
application.

2. Optional documents must be provided if applicable to your firm. Review the document type and
included notes to determine the relevance of the document. If the staff reviewer determines that
a document not provided is needed, they will contact you to obtain the file, resulting in a delay in
the processing of your application. If a document is not applicable to your firm, you must mark it
Not Applicable.




Attaching Electronic Documents

To attach an electronic file, click the Attach link. In the popup window (you may need to allow your Internet
browser to permit popup windows), click the Browse button to find the relevant file. Click Attach File to upload
to your application; for larger files it may take several minutes for the process to complete. You can

, upload as many files as needed for a particular document type. Once the file is
s coquived documents cannot be mared == aot 2 uploaded and listed on the page, you can close the window. On the document list, click
ccuments: deoing o may result in denial of your =ppli .
Attach pecement (1eeery  REFr@sh to update the status of the list.

(Refresh)
Attach Affidavit of Recertification

Attach Personal Financial Statement

Acknowledging Hardcopy Documents

If you choose to provide your documentation in hardcopy format, you must still acknowledge the
documents. Click the checkbox next to each file you will be providing and click Acknowledge. When you
are ready to submit the application, a cover page and document list will be provided for your package

Always Required Documents

Always reguired documents cannot be marked as not a;

Mark as

Acknowledged Document

Affidavit of Recertification

Personal Financial Statement



File Limitations of Electronic Documents

The types of files that you can attach are restricted to maintain system security. We recommend that you
use PDF, DOC, XLS, and JPG formatted files. Other files types may not be easily readable by staff and may
delay the review of your application.

Attached files are limited to 10 MB. This is not a limitation of the system, but a reasonable maximum size
that staff users are able to open and view on their computers. Larger files cannot be easily read or printed.
If your electronic files exceed the 10MB limit, you will need to rescan at a lower resolution or compress
the file.

Signing the Application

Once all sections and the document list have been completed, you will be able to access the Signature
tab. Type your name as a digital representation of your signature, your title, confirm the date and
company name, and click Sign Application. You will be automatically redirected to the application
submission page.

* required entry

Electronic Signature

Signature Staff 1
Title Owner
Organization Tucson Test 1
Date 6/19/2019
NOTE: If you need to make a change to your application after signing but before submitting, return to the Signature tab

and click Clear Signature.

Submitting the Application

Click Submit Application to send your application. The page will refresh and you will be displayed final
information based on your document format choice.

NOTE: Once submitted, you cannot edit or recall your application.

For Hardcopy Documents For Electronic Documents

Because you chose to submit your supporting documents in There is nothing further to do. Your

hardcopy format, there is an additional step required. application will be received by staff and

Use the links displayed in the Required Actions section to | processed.
download and print final documentation. The Supporting
Document List link will provide a printable checklist that you
can use to ensure that all documents are provided.

Click BUTTON to view the full
application to print or convert to PDF for
saving.

Order the documents according to the list, place the printed
Supporting Document List on top, then the Cover Page on the top of
the packet. Seal the documents in a secure envelope. Send or drop
off the package at the address listed at the bottom of the cover page.




Your application will not be reviewed until all documents are received. A weekly reminder will be sent
until you provide the documents.

Application Review Process

Once received, your application will be closely reviewed by staff. The application form and supporting
documents will be read closely to verify if your firm meets or continues to meet the requirements for
certification.

During this review, additional information is often identified as necessary. Staff will create a “Question”
in the system for you to answer, which may also require submission of additional documentation. You will
receive a notification when a question is asked. The response must be submitted within the system as the
guestion and answer may contain confidential data and are not for disclosure outside the security of your
account. The review of your application may be suspended if you do not respond to the question in a
timely manner.

To response to a question, access the application and click the Q&A tab. click the question to be
answered in the list.

[ required entry
Supplemental Information

Supplemental Information *

Y

IMPORTANT: If you are unable to complete and submit your answer at one time, are composing a lengthy response, or attaching multiple/additional files, make sure to click Save
Draft to save your entry as you go.

Save Draft

Attach Optional File(s) | am not providing additional documentation with this submission.
| am attaching an electronic document to this submission

Attach File

Please note that as a condition of responding to this question with an electronic file attachment, you are required to maintain in your office the original documents provided. Prince
George's County Government reserves the right to inspect in person and/or request original documents by mail of any supporting document at any time during the application
review and term of Certification

| am submitting a document by fax
| will mail in or drop off a hardcopy version of the document.

‘ Spell Check | ‘ Next/Review ‘ | Save Draft | ‘ Cancel ‘

Answer the question, attach any requested documentation, and submit the response. If you chose
hardcopy documentation, you will be presented with a cover page after submitting the answer for you to
include with your document submission.

Returned Applications

If you have not provided key information on the application, the organization may not consider it to be a
valid submission. In this case, the organization might “return” the application to you for further review
and resubmission. You will receive an email alert if this happens along with a reason for the action. Follow
the instructions provided to resubmit.



Ineligible Applications

If your firm does not meet the basic eligibility criteria for certification but you still submit an application,
the organization may mark your application as "ineligible” and apply a penalty time period during which
you cannot reapply. In this circumstance, you will receive an email alert along with a reason. No further
action can be taken on the application, although you may contact the organization for further explanation
and clarification.

Unresponsive Applications

If you choose to submit the supporting documentation in hardcopy format, you are required to provide
the files within a certain time period during which you cannot reapply. In this circumstance, you will
receive an email alert along with a reason. No further action can be taken on the application.

What is the status of my application?

Throughout the process, you will receive notifications when status changes. This status can also be viewed
on the application in the system. At the conclusion of the application review, you will receive a letter
noting the final decision.



Questions?

Contact: Diona Roney-Guy
Senior Compliance Analyst/ PGC CCS Administrator
Email

301-883-6147


mailto:Droney-guy@co.pg.md.us

