
Interested in doing
business with the city?
Be ready!



Incorporate

What Kind of Corporation?
One of the first and most important choices when starting a business is the selection of the type of 

legal entity your company will be.

Sole Proprietor S CorporationLimited Liability
Company (LLC) C Corporation

* Please consult an attorney or accountant to figure out the best choice for your business.



Employer Identification Number (EIN)
The federal EIN number is used by the IRS to identify you as a tax paying business entity, and many people 

think of an EIN as their business Social Security Number (SSN). Get your EIN online at:

https://www.irs.gov/businesses/small-businesses-self-employ d/apply-for-an-employer-identification-number-ein-online

Name & Title

SSN

Trade Name / DBA

Business Address (No P.O. Box) and Mailing Address if Different. 

Reason for Applying & Primary Activity

Date of Incorporation

EIN Checklist



Business Bank Account
Open a bank account for your business with the financial institution of your choice.

Employer Identification Number (EIN)

Articles of Incorporation

Corporate By Laws

Personal Identification

If a Sole Proprietor or Partnership you will need one of the following:
Fictitious Business Name
Certificate of Assumed Name
Business License*

Bank Account Checklist

* Your bank may require other documents to open a business bank account.



Certifications
Getting certified will give your business preferred status for government contracts and give you access to
more contract opportunities. Check to see if your business qualify to some of the following certifications:

Small Local Business Enterprise (SLBE)

Certified Green Business (CGB)

Disabled Veteran Business Enterprise (DVBE)

Disadvantaged Business Enterprise (DBE)

HubZone Business Enterprise (HBE)

Lesbian, Gay Bisexual, Transgender Business Enterprise (LGBTE)

Minority Business Enterprise (MBE)

Registered DIR Public Works Contractor (RDPWC)

Service-Disabled Veteran Owned Small Business (SDVOSB)

Woman Owned Business Enterprise (WOBE)

Woman Owned Small Business (WOSB)



Small Local Business Enterprise (SLBE)
All documents are required unless otherwise specified:

Download PDF here https://www.sandiego.gov/sites/default/files/newapplicationchecklist.pdf

For more information visit https://www.sandiego.gov/eoc/programs/slbe

Small Local Business Enterprise (SLBE)
All documents are required unless otherwise specified: 

Download PDF here https://www.sandiego.gov/sites/default/files/newapplicationchecklist.pdf. For more information visit https://www.sandiego.gov/eoc/programs/slbe. 



Certified Green Business (CGB)

There has never been a better time to go green!
Below are some of the biggest reasons to become a California Green Business Partner.

It’s good for the environment.

Save money.

Improve employee wellness and productivity.

Enjoy a marketing edge over the competition.

Receive recognition as environmental leaders 

by your local city or county.

Register & Apply
https://greenbiztracker.org/business/registration

For more information visit https://greenbusinessca.org/why-get-certified.



Disabled Veteran Business Enterprise (DVBE)

To obtain DVBE certification, a firm must:
How to do Business with the State of California, DGS
Submit a completed application found at the CalEProcure website.
Provide a copy of an Award of Entitlement (AOE) letter from the U. S. Department of Veterans Affairs or the U. S.
Department of Defense, dated within six months of the date the application is submitted to OSDS. To obtain an AOE letter, you may call the U.S. 
Department of Veterans Affairs at (800) 827-1000.

To be eligible for certification the business must meet the following criteria:

Disabled veterans must have a service-connected disability of at least 10 percent declared by the United States Department of Veterans Affairs or 
the United States Department of Defense.
The disabled veteran(s) who own the firm must be domiciled in California.
Disabled veterans must have an established business that is operational and active prior to submission of an application.
Daily business operations must be managed and controlled by one or more disabled veterans.
The disabled veteran(s) who managed and controls the business is not required to be the disabled veteran business owner(s).
Principal office must be located in the United States and cannot be a branch or subsidiary of a foreign corporation, foreign firm, or other 
foreign-based business.

For more information visit https://www.calvet.ca.gov/VetServices/Pages/Get-Certified.aspx.



In order to apply for certification as a Disadvantaged Business Enterprise (DBE), your firm must meet the following eligibility criteria stated in 49 
CFR Part 26.

The disadvantaged individual must be a U.S. citizen (or resident alien) and be a member of a socially and economically disadvantaged group.

The disadvantaged individual applying must have a personal net-worth (PNW) of less than $1,320,000. Items excluded from personal net 
worth calculation include an individual's ownership interest in the applicant firm and his or her equity in their primary. Also, if an individual 
demonstrates that he/she is able to accumulate substantial wealth, the individual's claim of economic disadvantage may be denied, even 
though the individual's PNW is less than $1.32 million.

Depending on the primary business activity, a firm (including its affiliates) must not have average annual gross receipts over the firm's 
previous three fiscal years in excess of $26,290,000 ($56,420,000 for airport concessionaires in general with some exceptions). Lower size 
standards may apply depending on business activity determination.

The firm must be a for-profit small business where socially and economically disadvantaged DBE owner(s) own at least a 51% interest, and 
have managerial and operational control of the business operations; the firm must not be tied to another firm in such a way as to compromi-
se its independence and control.

The socially and economically DBE owner(s) must possess the power to direct or cause the direction to the management and policies of the 
firm and to make day-to-day, as well as long-term decisions on matters of management, policy and operations.

If state or local law requires the persons to have a particular license or other credential in order to own and/or control
a certain type of firm, then the socially and economically disadvantaged persons who own and control a potential
DBE firm of that type must possess the required license or credential.

Disadvantaged Business Enterprise (DBE)

For more information visit https://dot.ca.gov/programs/civil-rights/dbe.



HubZone Business Enterprise (HBE)
The HUBZone program fuels small business growth in historically underutilized business zones with a goal of awarding at least three percent of 
federal contract dollars to HUBZone-certified companies each year. To qualify for the HUBZone program, your business must:

Be a small business.

Be at least 51 percent owned and controlled by U.S. 
citizens, a Community Development Corporation, an 
agricultural cooperative, a Native Hawaiian organization, 
or an Indian tribe.

Have its principal office located in a HUBZone

Have at least 35 percent of its employees live in a
HUBZone

You can find the full qualification criteria in Title 13
Part 126 Subpart B of the Code of Federal
Regulations (CFR). You can also get a preliminary assess-
ment of whether you qualify at the SBA’s
Certify website.

For more information visit https://www.sba.gov/federal-contracting/contracting-assistance-programs/hubzone-program



Lesbian, Gay Bisexual, Transgender Business Enterprise (LGBTE)

NGLCC is the exclusive third-party organization for the certification of LGBT
Business Enterprises. NGLCC, in cooperation with its international affiliates,
also offers International LGBT Supplier Registration. Is your business at
least 51% owned and operated by LGBT individuals? Start your application
today for NGLCC’s LGBTBE® certification or International LGBT Supplier
registration and open your business to the many growth opportunities within
the NGLCC Supplier Diversity Initiative!

Get certified at:
https://my.nglcc.org/register/business_enterprise



Minority Business Enterprise (MBE)

Get your MBE certification through the Pacific Southwest Minority Supplier Development Council.
Certification criteria:

United States citizens.

Minority businesses must be at least 51% minority-owned operated and contro-
lled. For the purposes of NMSDC’s program, a minority group member is an 
individual who is at least 25% Asian, Black, Hispanic or Native American. Minori-
ty eligibility is established via a combination of screenings, interviews and site 
visits. Ownership, in the case of a publicly-owned business, means that at least 
51% of the stock is owned by one or more minority group members.

Must be a for profit enterprise and physically located in the U.S. or its territories.

Management and daily operations must be exercised by the minority owners-
hip member(s).

For more information visit https://pswmsdc.org/certification-criteria-and-required-documents



Registered DIR Public Works Contractor (RDPWC)

Have workers' compensation coverage for any employees and only use 
subcontractors who are registered public works contractors.

Have Contractors State License Board license if applicable to trade.

Not have any delinquent unpaid wage or penalty assessments owed to 
any employee or enforcement agency.

Not be under federal or state debarment.

Not be in prior violation of this registration requirement once it becomes 
effective. However, for the first violation in a 12-month period, a contractor 
may still qualify for registration by paying an additional penalty.

Register or renew at:
https://mycadir.force.com/registrations/CommunityLogin

For more information visit https://www.dir.ca.gov/public-works/contractor-registration.html.



Service-Disabled Veteran Owned Small Business

Why should Disabled Veteran Business Enterprise (DVBE) certification be pursued? There are many benefits associated with a DVBE certification, including a 
competitive edge when applying for contracts and streamlined processing.

Firms that have registered with eProcurement, seeking
recertification or updating certification profile:

Login to your registered Cal eProcure profile First time
certification applicants:

Registration Instructions (PDF)

Register to create a new eProcurement supplier profile.

There is no registration fee. This procurement tool also provides the ability 
to receive email or fax bid notifications; download or respond to State of 
California bid solicitations and receive contract award notices. If you have 
any questions or are experiencing technical issues regarding the virtual 
tools, contact OSDS Help.

For more information visit https://www.calvet.ca.gov/VetServices/Pages/Entrepreneurship-Pathway-Module-1-Veteran-Owned-Business-Enterprise-Programs-Getting-Certified.aspx.



Woman Owned Business Enterprise (WOBE)

The minimum requirements to qualify as a WBE with the Women’s Business Enterprise National 
Council (WBENC) or a WBE program administered by a city, county or state are:

A for-profit business located in the United States.

51% owned by a woman, or a group of women who,
but for an inheritance, contributed a proportionate

amount of capital to acquire ownership.

When applicable, governing board is controlled by a
woman or a group of women.

Top executive officer, responsible for daily operations is
a woman with a technical expertise (experience) in the

firm’s primary business activity.

Women owners are U.S. Citizens or legal residents.

For more information visit
https://www.mwbe-enterprises.com/women-business-enterprise-wbe-certification/#faq.



Woman Owned Small Business (WOSB)

The WOSB is a program coordinated by the Small Business Administration (SBA) with the goal of giving women-owned businesses more easier 
access to the resource they need to grow their business. 
The Economically Disadvantaged Woman-Owned Small Business (EDWOSB) certification is a subset of the WOSB program.

To qualify as a women-owned small business, or WOSB, your business must meet the following requirements:

Your company must qualify as a small business based on SBA small business size standards. The standards are usually stated in terms of emplo-
yee size and/or annual revenue, and vary depending on your industry code.
Your company must be 51 percent owned by women who are U.S. citizens.
Women must manage the operations on a daily basis.
Women must make long-term decisions for the company.
A woman who works full-time for the company during normal work hours must hold the highest officer position in the
company.
There are no rules governing time in business.

To qualify as an economically disadvantaged women-owned small business, or EDWOSB, your business must meet the WOSB
requirements, and the owner of the company must demonstrate economic disadvantage in the following ways:

Personal net worth is less than $750,000 with some exclusions
Adjusted gross income averaged over three years of $350,000 or less with some exclusions
Fair market value of all assets (no exclusions) of $6 million or less

Currently, the SBA has approved four organizations as “TPCs,” or third-party certifiers: National Women Business Owners
Corporation, U.S. Women’s Chamber of Commerce, Women’s Business Enterprise National Council (WBENC).



Define your business strategy

Build your brand

Have a marketing strategy

Build your network and reputation

Be professional

Never take things for granted

Deliver over expectations

Provide a great service

BE READY!



www.mainoacademy.com


