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I. UTILIZATION PLAN CHECKLIST
The following checklist is for the SRF Recipient’s Minority Business Officer (MBO) to use when reviewing the MWBE Utilization Plan (UP) and/or Waiver Request Forms submitted by the prime contractor. Once the MBO is satisfied, they should forward the UP and/or Waiver Request Forms, along with this signed checklist, to their MWBE Representative at Environmental Facilities Corporation (EFC) for final review and acceptance.  

MWBE Utilization Plan
Section 1: Municipal Information
· MBO information completed
· SRF Project Number completed (‘TBD’ if unknown)
· E-Signature: Checkbox, typed signature of the MBO and date
· E-Signature: Checkbox, typed signature of the Authorized Representative, if any, and date

Section 2: Prime Contractor
· Contractor Name, Contact Information and Federal ID #
· Description of Work and Dates
· Total Contract Amount
· MWBE Eligible Contract Amount (Should be the same as the total contract amount unless a determination to grant a waiver has already been made by the MBO and EFC or the contractor is requesting a specialty equipment/services waiver. EFC may not agree with this value.). This is the value used to calculate the goals under MWBE Goal total.
· Correct MWBE Goals (reflects the EFC-established goals from the bid packet)
· Correct MWBE Values (calculated from the MWBE Eligible Contract Amount)
· Proposed MWBE Participation Goals (Reflects the contractor’s proposed percentage of participation. If the total percentage does not meet or exceed EFC’s MWBE goals, then a separate waiver form must be completed by the contractor.)
· Proposed MWBE Participation Values 

Section 3: Utilization Plan
Note: A Schedule of Values, as well as any purchase orders and/or quotes used as a basis for the subcontract value for any certified supplier, is required to be submitted with the UP for all construction contracts, whether the UP meets the goal or not.
· NYS ESD certified MWBE firms only. (Check them on ESD’s MWBE Directory.)
· Federal Tax ID
· Contact information
· Identify whether MBE or WBE
· Identify specific work the firm will perform
· Subcontract Amount
· Start and Completion Dates (estimates are ok)

Signature Box
· Checkbox, typed signature of the prime contractor and date

II. WAIVER REQUEST CHECKLIST
There are two main types of waiver requests; a request for a waiver from meeting the goals (either a full waiver or a partial waiver) and a request for a waiver for specialty equipment or services. The MBO should review the good faith effort (GFE) documentation included with the waiver request before submitting it to EFC for review. The waiver request form contains examples of GFE documentation. The following checklist contains the items that are always required to be submitted

Requests for Waiver from Meeting the Goals:
· Letter of Explanation for waiver request
· Copies of advertisements for MWBE participation, if applicable
· Information on the scope of work for the contract and a breakout of tasks or equipment, such as a schedule of values or excerpt from the contract/agreement.
· Screenshots of search results (by business description or commodity code) from the Empire State Development’s MWBE Directory.
· A log of solicitation results, consisting of a list of MWBE firms solicited for the contract and the outcome of the solicitations. The log should be broken out into separate areas for each task that is solicited (e.g., trucking, materials, electricians) and clearly provide insight into the basis for the firms included on the completed UP. The log should show that each MWBE firm was contacted twice, by 2 different methods (e.g., fax and phone), who was spoken to and what was said.

The items below are optional, depending on the reason for the waiver request:
· Quotes to show that a non-MWBE firm was a lower bidder than an MWBE firm.
· Documentation of any negotiations between the prime contractor and MWBE contractor
· Sign-in sheet from any pre-bid meeting (for the MBO to retain; EFC does not need these for their files), if applicable

Requests for Waivers for Specialty Equipment/Services:
For specialty equipment waivers where the equipment cannot be obtained from an MWBE firm but must be obtained from a non-certified manufacturer or distributor, all 5 of the following are necessary (your MWBE Representative can provide a sample waiver request that you can provide to the prime contractor):
· A summary table listing the technical specification citation, a brief description of the equipment, the manufacturer, the distributor/rep and the cost for each piece of equipment.
· Copies of the appropriate pages of technical specifications related to the equipment,
· Letters or emails from the manufacturer stating who their distributors are in the appropriate area of NYS, and
· Screenshots of ESD Directory searches for those distributors showing that they are not found in the Directory.
· Purchase orders or invoices showing the price of the equipment.

For specialty service waivers; a letter of explanation containing information about the scope of work and why no MWBE firms could be subcontracted to provide that service. The explanation must show that the contractor attempted to find opportunities for MWBE firms.
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