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MBE Contract Compliance File Checklist 

Place this page immediately inside the Document Folder 

     DOCUMENTS 

Contract General Information 

1. Contract Number____________________________
2. Name and Description_______________________________________
3. MBE Goal Setting Analysis and Memo Percentage_________________
4. Pre-Bid Conference Attendees List
5. Contract Bidders Log/List
6. Appendix B-2 Memo
7. Schedule of MBE Participation
8. Letter(s) of Intent
9. Award/Contract Amount _____________________________________
10. Notice to Proceed/Award Letter
11. Prime Contractor ___________________________________________
12. List of Non-MBE Sub-Contractor(s)
13. Prime vs. MBE Contract Agreements

Contract Compliance Reports: 

1. Prime Monthly Payment Reports
2. MBE Monthly Payment Reports
3. Compliance Jobsite Reports

Contract Compliance Information: 

1. Compliance Chronological Log Sheet
2. Contract Modification Information
3. Meeting Notes
4. Close Out Memo
5. Miscellaneous
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