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1 GENERAL REQUIREMENTS 

1.1 Objectives [26.1] 

It is the objective of Citrus Connection to ensure that DBEs, as defined in 49 CFR Part 26, have an equal opportunity 
to receive and participate in DOT—assisted contracts.  It is also Citrus Connection’s objective: 
 

(a) To ensure nondiscrimination in the award and administration of DOT-assisted contracts in the 
department transit financial assistance programs; 

(b) To create a level playing field on which DBEs can compete fairly for DOT-assisted contracts; 

(c) To ensure that Citrus Connection’s DBE Program is narrowly tailored in accordance with applicable law; 

(d) To ensure that only firms that fully meet the eligibility standards as set forth in 49 CFR Part 26 are 
permitted to participate as DBEs; 

(e) To help remove barriers to the participation of DBEs and SBEs in DOT-assisted contracts; and 

(f) To assist in the development of firms that can compete successfully in the marketplace outside the DBE 
Program. 

 
1.2 Applicability [26.3] 

The Lakeland Area Mass Transit District (LAMTD) d/b/a Citrus Connection receives Federal financial assistance from 
the US Department of Transportation (DOT) and, as a condition of receiving this financial assistance, Citrus 
Connection has signed an assurance that it will comply with 49 CFR Part 26.  In accordance with these regulations, 
Citrus Connection has established a DBE Program. 
 
1.3 Definitions (26.5) 

In addition to those definitions contained in 49 C.F.R. Part 26 Subsection 26.5, which are hereby incorporated into 
this Program by reference, the following definitions apply to Citrus Connection’s Program and will include any 
new/amended definitions as they are provided: 
 
Affirmative Action means positive activities undertaken to eliminate discrimination and effects of past discrimination 
and to ensure nondiscriminatory practices in the future. 
 

Applicant means one who submits an application, request, or plan to be approved by a department official or by a 
primary recipient as a condition to eligibility for Department of Transportation financial assistance; and “application” 
means such an application, request, or plan. 
 
Certification means the process by which an applicant is determined to be a bona fide Disadvantaged Business 
Enterprise and eligible for participation in Citrus Connection’s Disadvantaged Business Enterprise Program. 
 
Challenge means a formal filing by a third party to rebut the presumption that a particular individual is socially and 
economically disadvantaged. 
 
Commercially Useful Function means work performed by a DBE firm in a particular transaction that, in light of 
industry practices and other relevant considerations, has a necessary and useful role in the transaction, i.e. the 
firm’s role is not a superfluous step added in an attempt to obtain credit toward goals.  If, in the recipient’s 
judgment, the firm (even though an eligible DBE) does not perform a commercially useful function in the 
transaction, no credit toward the goal may be awarded. 
 

Contracting Opportunity means any decision by a recipient or contractor to institute a procurement action to obtain 
a product or service commercially (as opposed to intergovernmental actions). 
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DBE Officer is the designated staff person to have overall responsibility for promotion of the Disadvantaged Business 
Enterprise program. 
 
Goal is a numerically expressed objective which Citrus Connection or its contractors are encouraged to make a Good 
Faith effort to achieve. 
 
1.4 Non-discrimination Requirements [26.7] 

Citrus Connection  will never exclude any person from participation in, deny any person the benefits of, or otherwise 
discriminate against anyone in connection with the award and performance of any contract covered by 49 CFR Part 
26 on the basis of race, color, sex, or national origin. 
 
In administering the DBE program, Citrus Connection will not, directly or through contractual or other arrangements, 
use criteria or methods of administration that have the effect of defeating or substantially impairing 
accomplishment of the objectives of the DBE program with respect to individuals of a particular race, color, sex, or 
national origin.   
 
1.5 Record Keeping Requirements [26.11(a)] 

Citrus Connection will report DBE participation to FTA using the uniform report of DBE Awards or Commitments and 
Payments.   See Attachment 2.   
 
Specifically, Citrus Connection will maintain records showing: 
 

(a) Procedures which have been adopted to comply with Citrus Connection’s requirements;  

(b) Specific efforts to identify and award contracts to Disadvantaged Business Enterprises and Small 
Business Enterprises; See Attachment 3 

(c) Pre-bid conference information as it relates to Citrus Connection’s Disadvantaged Business Enterprise 
and Small Business Enterprise provisions;  See Attachment 4. 

(d) Requests for assistance from DBEs and SBEs interested in bidding/proposing on Citrus Connection 
contracts and subcontracts. See Attachment 4a. 

(e) Awards to Disadvantaged Business Enterprises and Small Business Enterprises, including names of 
contractors and subcontractors, nature of the work/services to be performed, and the percentage of 
DBE or SBE participation per contract.  See Attachment 5. 

 
1.6 Bidders List [26.11 (c)] 

Citrus Connection shall create and maintain a bidders list, consisting of all firms bidding on prime contracts and 
bidding or quoting subcontracts on DOT assisted projects.  The list will include the name, address, firm status as a 
SBE, DBE, or non-DBE, age of the firm, and annual gross receipts of firms.  
 
1.7 Federal Financial Assistance Agreement [26.13]  

Citrus Connection has signed the following assurances, applicable to all DOT-assisted contracts and their 
administration: 

1.7.1 Assurance 
Citrus Connection shall not discriminate on the basis of race, color, national origin, or sex in the award and 
performance of any DOT-assisted contract or in the administration of its DBE program or the requirements of 49 CFR 
Part 26.  Citrus Connection shall take all necessary and reasonable steps under 49 CFR Part 26 to ensure 
nondiscrimination in the award and administration of DOT-assisted contracts.  Citrus Connection’s DBE program, as 
required by 49 CFR part 26 and as approved by DOT, is incorporated by reference in this agreement.  
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Implementation of this program is a legal obligation and failure to carry out its terms shall be treated as a violation 
of this agreement.  Upon notification to Citrus Connection of its failure to carry out its approved program, the 
Department may impose sanctions as provided for under Part 26 and may, in appropriate cases, refer the matter for 
enforcement under 18 U.S.C. 1001 and/or the Program Fraud Civil Remedies Act of 1986. [31 U.S.C. 3801 et seq.] 
 
This language will appear in financial agreements with sub-recipients. 

1.7.2 Contract Assurance 
The contractor, sub recipient or subcontractor shall not discriminate on the basis of race, color, national origin, or 
sex in the performance of this contract.  The contractor shall carry out applicable requirements of 49 CFR Part 26 in 
the award and administration of DOT-assisted contracts.  Failure by the contractor to carry out these requirements 
is a material breach of this contract, which may result in the termination of this contract or such other remedy, as 
Citrus Connection deems appropriate. 
 

2 ADMINISTRATIVE REQUIREMENTS 

2.1 DBE Program Updates [26.21] 

Given that Citrus Connection receives a grant of $250,000 or more in FTA planning, capital and/or operating 
assistance in a federal fiscal year, this program will be carried out until all funds from DOT financial assistance have 
been expended.  Updates representing significant changes in the program will be provided to FTA.  
 
2.2 Policy Statement [26.23] 

Citrus Connection will issue a signed and dated policy statement that expresses its commitment to the DBE Program, 
states its objectives, and outlines the responsibilities for its implementation.  The statement will be circulated 
throughout the organization and to the DBE and non-DBE business communities that perform work on Citrus 
Connection DOT-assisted contracts.   
 
2.3 DBE Liaison Officer [DBELO] [26.25] 

The Executive Director has designated, Tina L. Moore, DBE Liaison Officer (DBELO).  In that capacity, the DBELO is 
responsible for implementing all aspects of the DBE program.  The DBELO shall have adequate staff to administer 
the Program.  The duties and responsibilities include the following to be administered: 
 
 Has direct, independent access to the Transit Executive Director concerning DBE matters. 

 An organizational chart displaying the DBELO’s position in the organization is found in Attachment 1 to this 
program document. 

 Gathers and reports statistical data and other information required by FTA. 

 Reviews third party contracts and purchase requisitions for compliance. 

 Works with all departments to set overall annual goals. 

 Ensures solicitation notices are available to DBEs and SBEs in a timely manner. 

 Identify contracts and procurements so that DBE goals are included in solicitations for race neutral methods 
and contract specific goals and monitors results. 

 Analyze progress toward goal attainment and identifies ways to improve progress. 

 Participates in pre-solicitation conferences. 

 Act as Liaison to the Uniform Certification Program in the State of Florida.  

 Advises Transit Executive Director and Board of Directors on DBE matters and achievement. 

 Participates with applicable project manager to determine contractor compliance. 
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 Monitor payments to DBEs for work committed to them at the time of contract award. 

 Plans and participates in DBE training. 

 

2.4 DBE Financial Institutions [26.27] 

It is the policy of Citrus Connection to investigate the full extent of services offered by financial institutions owned 
and controlled by socially and economically disadvantaged individuals in the community, to make reasonable efforts 
to use these institutions, and to encourage prime contractors on DOT-assisted contracts to make use of these 
institutions.  Notification of solicitations for financial services will be sent to the institutions identified in the United 
States Department of Treasury, Financial Management Services Division, Minority Bank Deposit Program listings of 
financial institutions in the State of Florida.  The availability of such institutions can be obtained at the U.S. 
Department of Treasury website http://www.fms.treas.gov/mbdp/current_list.html.  
 
2.5 Prompt Payment Mechanisms [26.29] 

The contractor shall pay to each subcontractor the amount (s) due within ten (10) calendar days after receipt of 
payment from Citrus Connection.  The Contractor shall submit with each invoice a report of DBE expenditures.  The 
report shall show each DBE, the amount of their subcontract, the amount earned to date, the amount earned for 
that respective invoice and the amount remaining to be earned.  The report shall also have each DBE subcontractor 
to certify relative to the amounts earned and paid to date.  Also in this section, Citrus Connection is required to 
mandate and enforce prompt payment of subcontractor, including the payment of “retainage” from the prime 
contractor to the subcontractor, as soon as subcontractor’s work has been satisfactorily completed (i.e., all tasks 
called for in the subcontract have been accomplished and documented as required by Citrus Connection.  This 
prompt payment provision is intended to apply to subcontractors at all tiers.   

2.6 Directory [26.31] 

Citrus Connection is required to participate in the Uniform Certification Program (UCP).  The combined statewide 
directory, identifying all firms eligible to participate as a certified DBE, may be located at the Florida Department of 
Transportation website http://www.dot.state.fl.us/equalopportunityoffce/.  Citrus Connection will make available to 
interested persons a directory identifying all firms eligible to participate as DBEs in Citrus Connection’s program. 
 
2.7 Overconcentration [26.33] 

If Citrus Connection determines that DBE and SBE firms are so over concentrated in a certain type of work as to 
unduly burden the opportunity of non-DBE firms to participate in this type of work; Citrus Connection will devise 
appropriate measures to address this overconcentration.  Appropriate measures to address this overconcentration 
may include the use of incentive, technical assistance, business development program, mentor-protégé programs, 
and other appropriate measures designed to assist DBEs and SBEs in performing work outside of the specific field in 
which it has determined that non-DBEs are unduly burdened. 
 
2.8 Business Development Programs [26.35] 

Citrus Connection is not required to establish a formal business development program.  The following activities are 
designed to ensure the DBEs and SBEs have the equal opportunity to participate in contracts: 
 
 Participate in training seminars and community outreach activities for the purpose of informing potential 

contractors of available business opportunities. 

 Email procurement advertisements to businesses that have been identified as certified DBEs and SBEs, 
which are likely to participate on the contract. 

 Encourage DBE and SBE attendance at solicitation conferences. 
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2.9 Monitoring and Enforcement Mechanisms [26.37] 

Citrus Connection will take the following monitoring and enforcement mechanisms to ensure compliance with 49 
CFR Part 26:  

 Bring to the attention of DOT any false, fraudulent, or dishonest conduct in connection with the program, so 
that DOT can take the steps provided in 49 CFR Part 26.109. 

 Perform interim audits of contract payments to DBEs to ensure that the actual amount paid to DBE 
subcontractors equals or exceeds the dollar amounts stated in the schedule of DBE participation.  A letter of 
DBE participation will be mailed to the firm identified by the Prime contractor as performing work on the 
contract.  The firm shall be requested to return the letter acknowledging the work and payment amount 
submitted to Citrus Connection from the Prime. 

 Require prime contracts to maintain records and documents of payments to DBEs for three years following 
the performance of the contract.   These records will be made available for inspection upon request by any 
authorized representative of Citrus Connection or DOT.  This reporting requirement also extends to any 
certified DBE subcontractor.   See Vendor Payment Form (Attachment 8).  

 Specific efforts to identify and award contracts to Disadvantaged Business Enterprises and Small Business 
Enterprises; 

 Copies of direct mailings to Disadvantaged Business Enterprises and Small Business Enterprises; 

 Pre-bid conference information as it relates to Citrus Connection’s Disadvantaged Business Enterprise and 
Small Business Enterprise provisions;  

 Requests for assistance from DBEs and SBEs interested in bidding/proposing on Citrus Connection contracts 
and subcontracts; 

 Workshops, seminars and training programs conducted for DBEs and SBEs; and 

 On site visits.  DBE Participation Documentation Form will be filled out to verify that the DBE is actually 
performing the work identified on contract documents (Attachment 6). 

 
2.10 Fostering Small Business Participation [26.39] 

Citrus Connection has incorporated the following non-discriminatory elements into its DBE program.  In order to 
facilitate competition on DOT-assisted public works projects by small business concerns (both DBEs and non-DBE 
small businesses): 

 Removal of unnecessary and unjustified bundling of contract requirements that may preclude SBE 
participation in procurement as prime contractors or subcontractors; and  

 Letting prime contracts of a size that small businesses can reasonable compete for and perform. 

 

3 GOALS, GOOD FAITH EFFORTS, AND COUNTING 

3.1 Set-asides or Quotas [26.43] 

Citrus Connection will not permit the use of quotas for DBEs on DOT-assisted contracts subject to this part. Citrus 
Connection will not set-aside contracts for DBEs on DOT- assisted contracts subject to this part.  Citrus Connection 
cannot be penalized or treated by the Department as being in noncompliance with this rule because Citrus 
Connection’s DBE participation falls short of its overall goal unless Citrus Connection has failed to administer its 
program in good faith. 
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3.2 Overall Goals [26.45] 

As a recipient of DOT financial assistance through the Federal Transit Administration (FTA) Citrus Connection is 
required to set an overall goal for DBE participation in DOT assisted contract.  The overall goal will provide for 
participation by all certified DBEs and will not be subdivided into group specific goals, or established as a quota 
system.  The methodology used to calculate overall goal can be found in Attachment 7. 

Citrus Connection’s overall goal is based on verifiable evidence of the availability of ready, willing and able DBEs 
available to participate on U.S. DOT assisted contracts.  Citrus Connection intends to meet those goals to the 
maximum extent feasible through the race neutral measures described in the 49 CFR Part 26 Section 26.45 (f). 

Citrus Connection will publish a notice of the proposed overall goal, informing the public that the proposed goal and 
its rationale are available for inspection during normal business hours at Citrus Connection’s office for 30 days 
following the date of the meeting notice.   Historically, by averaging the previous three years DBE participation, 
Citrus Connection’s overall goal is 2%. 

   

3.3 Failure to meet Overall Goals [26.47] 

If Citrus Connection does not have an approved DBE program or overall goal, or if Citrus Connection fails to 
implement the program in good faith, Citrus Connection is in noncompliance with its failure and corrective action(s) 
must be documented.  The analysis does not have to be transmitted to DOT the program.  If Citrus Connection fails 
to meet its overall goals in a given year, a determination of the reason(s) or unless Citrus Connection is notified by 
DOT of the required analysis, the analysis and corrective action(s) will be retained for three (3) years and it will be 
made available to the FTA upon request for their review. 

 

3.4 Transit Vehicle Manufacturers Goals [26.49] 

A transit vehicle manufacturer or dealer must provide certification of manufacturer compliance for those vehicles 
the distributor or dealer seeks to offer.  Transit vehicle manufacturers are required to submit separate annual 
percentage overall goals for the utilization of DBEs to the FTA Administrator.   

 

3.5 Breakout of Estimated Race-Neutral & Race-Conscious Participation [26.51(a-c)] 

The breakout of estimated race-neutral and race-conscious participation can be found in Attachment 7 of this 
program document.  This section of the program will be updated when the goal calculation is updated. 

  
3.6 Contract Goals [26.51] 

Citrus Connection will use contract goals to meet any portion of the overall goal Citrus Connection does not project 
being able to meet using race-neutral means.  Contract goals are established so that, over the period to which the 
overall goal applies, they will cumulatively result in meeting any portion of our overall goal that is not projected to 
be met through the use of race-neutral means.  The methodology used to calculate contract goal, as it relates to the 
overall goal, can be found in Attachment 3. 

Citrus Connection will establish contract goals only on those DOT-assisted contracts that have subcontracting 
possibilities.  We need not establish a contract goal on every such contract, and the size of contract goals will be 
tailored to the circumstances of each such contract (i.e. type and location of work, availability of DBEs to perform 
the particular type of work.) 

For all contracts for which contract goals have been established, Citrus Connection shall in the solicitation inform 
competitors that the competitors will be required to submit Disadvantaged Business Enterprise participation 
information to Citrus Connection and that the award of the contract will be conditioned upon satisfaction of the 
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requirements established by Citrus Connection.  The apparent successful competitor shall submit, at the time of the 
bid opening or proposal review, the following information: 

 The name and address of Disadvantaged Business Enterprise firms that will participate in the contract; 

 The description of the work each named Disadvantaged Business Enterprise will perform; and 

 The dollar amount of participation by each named Disadvantaged Business Enterprise firm. 

 

3.7 Good Faith Efforts Procedures [26.53] 

The obligation of the offeror is to make good faith efforts.  The offeror can demonstrate that it has done so by either 
meeting the contract goals or documenting good faith efforts it took prior to the submission of its bid.  Examples of 
good faith efforts are found in Appendix A of 49 CRF Part 26. 

The Project Manager is responsible for determining whether an offeror who has not met the contract goal has 
documented sufficient good faith efforts to be regarded as responsible.  
 
Citrus Connection will ensure that all information is complete and accurate and adequately documents the offeror’s 
good faith efforts before Citrus Connection commits to the performance of the contract by the offeror.  See 
Attachment 5a. 
 

Each solicitation, for which a contract goal has been established, will require the offeror to submit the following 
information: 
 
 The names and addresses of DBE firms that will participate in the contract; 

 A description of the work that each DBE will perform; 

 The percentage or dollar amount of the participation of each DBE firm participating; 

 Written and signed documentation of commitment to use a DBE subcontractor whose participation it 
submits to meet a contract goal; 

 Written and signed confirmation from the DBE that it is participating in the contract as provided in the prime 
contractors commitment; and 

 If the contract goal is not met, evidence of good faith efforts. 

 

3.7.1 Administrative Reconsideration 
Within 3 days of being informed by Citrus Connection that the offeror is not responsible because they have not 
documented sufficient good faith efforts, an offeror may request administrative reconsideration.  The offeror should 
make this request in writing to the following Reconsideration Official: Tom Phillips, Citrus Connection, Executive 
Director, 1212 George Jenkins Blvd., Lakeland, FL, 33815, 863-327-1300, tphillips@ridecitrus.com.    The Executive 
Director will not have played any role in the original determination that the bidder/offeror did not document 
sufficient good faith efforts. 
  
As part of this reconsideration, the offeror will have the opportunity to provide written documentation or 
information concerning the issue of whether it met the goal or made adequate good faith efforts to do so.  The 
offeror will have the opportunity to meet in person with the DBELO to discuss the issue of whether it met the goals 
or made adequate good faith efforts to do so.  Citrus Connection will send the offeror a written decision on 
reconsideration, explaining the basis for finding that the offeror did or did not meet the goal or make adequate good 
faith efforts to do so.  The result of the reconsideration process is not administratively appealable to the 
Department of Transportation. 
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3.7.2  Good Faith Efforts when a DBE is terminated or substituted on a contract [26.53] (f)] 
Citrus Connection requires that prime contractors not terminate a DBE subcontractor listed on a bid/contract with a 
DBE contract goal without Citrus Connection’s prior written consent.  Prior written consent will only be provided 
where there is “good cause” for termination of the DBE firm as established by Section 26.53(f)(3) of the DBE 
regulation.   
 
Before transmitting to Citrus Connection its request to terminate or substitute, the prime contractor must give 
notice in writing to the DBE subcontractor, with a copy to Citrus Connection, of its intent to do so.  The prime 
contractor must give the DBE five (5) days to respond to the prime contractor’s notice and advise Citrus Connection 
and the contractor of the reason(s), if any, why it objects to the proposed termination and why Citrus Connection 
should not approve the prime contractor’s action.   
 
Citrus Connection shall require a contractor to make good faith efforts to replace a DBE that is terminated or has 
otherwise failed to complete its work on a contract with another certified DBE, to the extent needed to meet the 
contract goal.  Citrus Connection will require the prime contractor to notify Citrus Connection’s project manager or 
DBELO immediately of the DBE’s inability or unwillingness to perform and provide reasonable documentation. 
 
In this situation, Citrus Connection will require the prime contractor to obtain prior written approval of the 
substitute DBE and to provide copies of new or amended subcontracts, or documentation of good faith efforts. 
 
If the contractor fails or refuses to comply in the time specified, the project manager or DBELO may issue an order 
stopping all or part of payment/work until satisfactory action has been taken.  If the contractor still fails to comply, 
the project manager or DBELO may issue a termination for default proceeding.  
 
3.8 Counting DBE Participation [26.55] 

Disadvantaged Business Enterprise participation is counted as follows: 
 

(a) Once a firm is determined to be an eligible Disadvantaged Business Enterprise, in accordance with this 
policy, the total dollar value of the contract awarded to the Disadvantaged Business Enterprise is 
counted toward the applicable Disadvantaged Business Enterprise goals. 

 
(b) Citrus Connection or a contractor may count toward its Disadvantaged Business Enterprise goals a 

portion of the total dollar value of a contract with an eligible joint venture equal to the percentage of 
the ownership and contract of the Disadvantaged Business Enterprise partner in the joint venture. 

 
(c) Citrus Connection or a contractor may count toward its Disadvantaged Business Enterprise goal only 

expenditures to Disadvantaged Business Enterprises that perform a commercially useful function in the 
work of a contract.  A Disadvantaged Business Enterprise is considered to perform a commercially useful 
function when it is responsible for execution of a distinct element of the work of a contract and carrying 
out its responsibilities by actually performing, managing and supervising the work involved.  To 
determine whether a Disadvantaged Business Enterprise is performing a commercially useful function, 
Citrus Connection or a contractor shall evaluate the amount of work subcontracted, industry practices 
and other relevant factors. 

 
(d) Consistent with normal industry practices, a Disadvantaged Business Enterprise may enter into 

subcontracts.  If a Disadvantaged Business Enterprise contractor subcontracts a significantly greater 
portion of the work of the contract than would be expected on the basis of normal industry practices, 
the Disadvantaged Business Enterprise shall be presumed not to be performing a commercially useful 
function.  The Disadvantaged Business Enterprise may present evidence to rebut this presumption to 
Citrus Connection. 
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(e) Citrus Connection or a contractor may count toward its Disadvantaged Business Enterprise goals 60 

percent of its expenditures for materials and supplies obtained from Disadvantaged Business Enterprise 
regular dealers and 100 percent of such expenditures to a manufacturer, provided that the 
Disadvantaged Business Enterprise assumes the actual and contractual responsibility for the provision of 
the materials and supplies as follows:  

For the purposes of this section, a manufacturer is a firm that operates or maintains a store, 
warehouse or other establishment in which the materials or supplies required for the 
performance of the contract are bought, kept in stock and regularly sold to the public in the 
normal course of business.   

To be a regular dealer, the firm must engage in, as its principal business, and in its own 
name, the purchase and sale of the products in question.  A regular dealer in such bulk 
items as steel, cement, gravel, stone and petroleum products need not keep such products 
in stock, if it owns or operates distribution equipment.  Brokers and packagers shall not be 
regarded as manufacturers or regular dealers within the meaning of this section. 

(f) Citrus Connection or a contractor may count toward its Disadvantaged Business Enterprise goals the 
following expenditures to Disadvantaged Business Enterprise firms that are not manufacturers or 
regular dealers: 

(1) The fees or commissions charged for providing bona fide service, such as professional, technical, 
consultant or managerial services and assistance in the procurement of essential personnel, 
facilities, equipment, materials or supplies required for the performance of the contract, provided 
that the fee or commission is determined by Citrus Connection to be reasonable and not excessive 
as compared with fees customarily allowed for similar services. 

 
(2) The fees charged for delivery of materials and supplies required on a job site (but not the cost of 

the materials and supplies themselves) when the hauler, trucker or delivery service is not also the 
manufacturer of or a regular dealer in the materials and supplies, provided that the fee in 
determined by Citrus Connection to be reasonable and not excessive as compared to fees 
customarily allowed for similar services. 

(3) The fees or commissions charged for providing any bonds or insurance specifically required for the 
performance of the contract, provided that the fee or commission is determined by Citrus 
Connection to be reasonable and not excessive as compared with fees customarily allowed for 
similar services. 

(4)  If a contractor does not meet an established contract goal they may nevertheless be eligible for 
award by demonstrating that they had made a good faith effort to attain the stated contract goal. 
Good faith efforts are those as defined in 49 CFR Part 26 Appendix A - Guidance Concerning Good 
Faith Efforts.  If there is a preliminary determination that the bidder has not made good faith 
efforts, LAMTD shall, before award, provide the bidder an opportunity for Administrative 
Reconsideration [26.53(d)]. 

 

4 CERTIFICATION STANDARDS [26.61 – 26.73] 

Citrus Connection is a non-certifying member of the Unified Certification Program (UCP) in the State of Florida.  All 
firms must apply through the UCP to be certified in the State of Florida.   

 
Citrus Connection will ensure that only firms certified as eligible DBEs under this section participate as DBEs in Citrus 
Connection’s program.  Citrus Connection will take all the following steps in determining whether a DBE firm meets 
the standards of subpart D of 49 CFR Part 26. 
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1. Citrus Connection will perform an on-site visit to the offices of the firm.  Citrus Connection will interview the 
principal officers of the firm and review their resumes and/or work histories.  Citrus Connection will also 
perform an on-site visit to job sites if there are such sites on which the firm is working at the time of the 
eligibility investigation in its jurisdiction or local area.  Citrus Connection may rely upon the site visit report of 
any other recipient with respect to a firm applying for certification; 

 
2. If the firm is a corporation, Citrus Connection will analyze the ownership of stock in the firm; 

 
3. Citrus Connection will analyze the bonding and financial capacity of the firm; 

 
4. Determine the work history of the firm, including contracts it has received and work it has completed; 

 
5. Obtain a statement from the firm of the type of work it prefers to perform as part of the DBE program and its 

preferred locations for performing the work; if any; 
 

6. Obtain or compile a list of the equipment owned by or available to the firm and the licenses the firm and its 
key personnel possess to perform the work it seeks to do as part of the DBE program; 
 

7. Citrus Connection will require potential DBEs to complete and submit an appropriate application form. 
 

5 CERTIFICATION PROCEDURES [26.81]  

Citrus Connection is a non-certifying member of the Unified Certification Program (UCP) administered by the Florida 
Department of Transportation Equal Opportunity Office, 605 Suwannee St, MS 65, Tallahassee, Florida 32399.  The 
EEO Office can be contacted by telephone: (850) 414-4747, fax: (850) 414-4879, and their website at 
www.dot.state.fl.us/equalopportunityoffice/DBEProgram. The Florida UPC will meet all the requirements of 
certification procedures. 

 

6 DENIAL OF DBE STATUS AND APPEALS [26.83 – 26.91] 

An applicant may protest denial of its application for certification by filing a written protest with Citrus Connection 
within 30 days after the date of the notice of the disposition to the applicant.  DOT staff will then prepare a 
recommendation for review by the Recommended Official.  The decision of the Recommendation Official is 
administratively appealable to the Department of Transportation. 

Appeals are mailed to the following address:  

U.S. Department of Transportation 
Office of Civil Rights 

1200 New Jersey Ave. SE 
West Building, 7th Floor 
Washington, DC  20590. 

   

When it receives an appeal, the Department requests a copy of the recipient’s complete administrative record in the 
matter.  If you are the recipient, you must provide the administrative record, including a hearing transcript, within 20 
days of the Department’s request.  The department may extend this time period on the basis of a recipient’s showing of 
good cause. 

As a recipient, when you provide supplementary information to the Department, you shall also make this information 
available to the firm and any third-party complainant involved, consistent with Federal or applicable state laws 
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concerning freedom of information and privacy.  The Department’s decision is based on the status and circumstances of 
the firm as of the date of the decision being appealed.  The Department’s policy is to make its decision within 180 days 
of receiving the complete administrative record.  All decisions under this section are administratively final, and are not 
subject to petitions for reconsideration. 
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Attachment 1 - Organizational Chart 

Lakeland Area Mass Transit District d/b/a Citrus Connection 

LAMTD Board 
of Directors

CFO Procurement
Project 

Managers
Grants

Executive 
Director

DBELO
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Attachment 2 - Uniform Report of DBE Commitments/Awards and Payments 

UNIFORM REPORT OF DBE COMMITMENTS/AWARDS AND PAYMENTS 

**Please refer to the Instructions sheet for directions on filling out this form** 

1. Submitted to (check only one):  [   ]  FHWA                     [   ] FAA                    
 [   ] FTA--Vendor 
Number            

2. AIP Numbers (FAA Recipients 
Only): 

      

      
3. Federal fiscal year in which 
reporting period falls: FY   

4. Date This Report 
Submitted:   

5. Reporting Period 
 [   ]  Report due June 1 (for period Oct. 
1-Mar. 31)      

[   ]  Report due Dec. 1 (for period April 
1-Sept. 30) [   ]  FAA annual report due Dec. 1       

6. Name and address of Recipient:        

7. Annual DBE Goal(s): Race Conscious Goal  
 

Race Neutral Goal  
 

 OVERALL 
Goal    

  

  A B C D E F G H I 
AWARDS/COMMITMENTS MADE 
DURING THIS REPORTING PERIOD                                                          
(total contracts and subcontracts 
committed during this reporting 

period) 

Total 
Dollars 

Total 
Number 

Total to 
DBEs             

(dollars)                          

Total to 
DBEs 

(number)               

Total to 
DBEs 
/Race 

Conscious 
(dollars) 

Total to 
DBEs/Race 
Conscious 
(number) 

Total to 
DBEs/Race 

Neutral 
(dollars) 

Total to 
DBEs/Rac
e Neutral 
(number) 

Percentag
e of total 
dollars to 

DBEs               

8.  Prime contracts awarded this 
period 

                  

9. Subcontracts awarded/committed 
this period  

                  

TOTAL                 

  

  A B C D E F G H   

DBE AWARDS/COMMITMENTS THIS 
REPORTING PERIOD-BREAKDOWN 

BY ETHNICITY & GENDER 

Black 
American 

Hispanic 
American 

Native 
American 

Subcont. 
Asian 

American 

Asian-
Pacific 

American 

Non-
Minority 
Women 

Other (i.e. not 
of any other 
group listed 

here) 

TOTALS 
(for this 

reporting 
period 
only) 

Year-End 
TOTALS 

10. Total Number of Contracts (Prime 
and Sub) 

                  

11. Total Dollar Value 
                  

  

        
  

         
        

  

A B C D E 
ACTUAL PAYMENTS ON CONTRACTS 

COMPLETED THIS REPORTING 
PERIOD  

Number of Prime 
Contracts Completed 

Total Dollar Value of 
Prime Contracts 

Completed 

DBE Participation 
Needed to Meet Goal 

(Dollars) 

Total DBE Participation 
(Dollars) 

Percentag
e of Total 

DBE 
Participat

ion     

12. Race Conscious 
          

13. Race Neutral 
          

14. Totals 
          

15. Submitted by (Print Name of 
Authorized Representative)    

16. Signature of 
Authorized 
Representative   

17.  Phone Number:      18. Fax Number:    
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Attachment 3 – Solicitation DBE Goal Calculation 

DBE GOAL CALCULATIONS 

RFP xx-xxx  (SAMPLE) 

A B C 
D = C/Total Project 

Cost E F G = E+F H = E/G I = D*H 

Elements of Work NAICs 
Est Cost per 

Element 
% of Tot Work 

(Weight) 
# of DBE 

Providers 

# of 
Census 

Providers 

# of All 
Providers 

Relative 
Availability 

DBE Goal Percentage by 
Work Element 

project description xxxxxxxx  $            5,000.00                     0.62500  7 101 108 0.065                   0.0405093  

element description (concrete) xxxxxxxx  $            3,000.00                     0.37500  2 57 59 0.034                   0.0127119  

                                     -    0 1 1 0.000                                   -    

                                     -    0 1 1 0.000                                   -    

                  

Total Project Cost =    $            8,000.00          
Total DBE Goal 

= 5.32% 

(this amount should match your ICE)           
Total DBE 

Funds =   $                     425.77  

                  

Goals to be recalculated on a per task order basis if applicable       
  
 DBE Goals that return less  than 1% shall be considered 0% 

                  

Notes: to obtain DBE goals for the requested project or solicitation          

"A" through discussions with the PM, determine all elements of work (goods, services, labor disciplines, etc)   

"B" through discussions with the PM, determine all relevant NAIC codes for the requested project or solicitation (list them in column B) 

"C" based on the ICE and through discussions with the PM, determine the estimated cost  for each element   

"D" this is a calculated field, element cost ÷ total project cost         

"E" number of DBE's found with the designated NAIC code:  http://www.bipincwebapps.com/biznetflorida/srch_nigp.asp 
  

"F" 
number of Non-DBE's  found with the designated NAIC 
code:  http://factfinder2.census.gov/faces/nav/jsf/pages/searchresults.xhtml?ref=ib&refresh=t 

"G" this is a calculated field,  total of DBE providers and Census providers   
  "H" this is a calculated field, DBE providers  ÷  total number of providers   
  "I" this is a calculated field, percent of work times the available providers       
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Attachment 4 – Sample Pre-bid Conference Agenda 

RFP xx-xxx – Enter Solicitation Title 
PRE-OFFER CONFERENCE AGENDA 

Month xx, 2013 at 10:00 A.M. 

1. WELCOME & INTRODUCTIONS  
 Section 1 describes 

o Background – Sec 1.2 
o Communication with the District – Sec 1.4 
o Key Dates – Sec 1.5 
o Structure & Terms of Agreement – Sec 1.7 

 
2. STATEMENT OF WORK 

Section 2 describes the Statement of Word;  
o Contractor Requirements – Sec 2.2 
o LAMTD  Requirements – Sec 2.3 
o Price/Fee Schedule (Attachment 3) – Sec 2.4 

 
3. WALK-THROUGH OF THE SOLICITATION PACKAGE 

a) GENERAL PROVISIONS and PROCEEDURES 
Section 3 describes general provisions  
o Business Registration – Sec 3.1 
o Requests for Clarification & Extensions – Sec 3.2 & 3.3 
o Subcontractors – Sec 3.4 & 3.5 
o Confidential Information – Sec 3.7 
o Delays, Postponements, Late Submission – Sec 3.10 
o Insurance Requirements – Sec 3.16 
o Safety and Security – Sec 3.19 
o Performance Standards – Sec 3.20 

 
b) SUBMITTAL REQUIREMENTS:  

 Section 4 describes the preferred offer format, contents and requirements 
o DBE P & SBE Participation – Sec 4.1 
o Exception to the RFP – Sec 4.4 
o Offer Preparation – Sec 4.5 
o Affidavits/Acknowledgement – Sec 4.7 
 

c) SELECTION PROCESS 
o Evaluation Criteria – Sec 5.1 
o Oral Presentation & Negotiations  – Sec 5.2 & 5.3 

 
d) ACKNOWLEDGEMENTS AND AFFIDAVITS 

o Required Documents 
o Federal Clauses 
o Sample Contract 

 
e) Exhibits or Attachments 
f) Guest Speakers 

 
4. QUESTIONS:  
Questions addressed during this session should be restated and/or submitted via email. 
All requests for clarification prior to and during the conference will be addressed and reaffirmed as an amendment to the 
solicitation 
Any Requests for Clarification not addressed during this session should also be submitted via email and no later than 5 
business days prior to the solicitation due date as outlined in Section 3.2. 
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Attachment 4a – Sample DBE Assistance
http://www3b.dot.state.fl.us/EqualOpportunityOfficeBusinessDirectory/CustomSearch.aspx 



 
Attachment 5 – Sample DBE Intent to Perform 

(INTENT TO PERFORM AS A DBE SUBCONTRACTOR FOR A CONTRACT AWARD) 
All DBE Prime Contracting firms to be used on this solicitation must fill out this form. 

DBE firms participating in Citrus Connection contracting opportunities must have "current" certification status with Florida’s Unified 
Certification Program (UCP) prior to award of this contract.  If CITRUS CONNECTION determines that the firm is not an eligible DBE 
firm for CITRUS CONNECTION contracts and subcontracts, the prime contractor will be notified of the ineligibility of the listed firm.  
The submission of this form is considered an issue of responsibility and CITRUS CONNECTION will not award a contract to any 
Offeror who has not supplied this documentation. 

1.   CITRUS CONNECTION Solicitation #: _________________________ 
 
2.   Name of DBE Subcontracting Firm: ________________________________________________________. 

 
 3. Has the DBE subcontractor been certified as a DBE by a Florida UCP agency? ____________________ 
 

4. The DBE subcontractor is prepared to perform the following described work and/or supply the material listed in connection 
with the above project (where applicable specify "supply" or "install" or both):  ______________________________________ 

 
 and at the following price $  ____________________________________.   (If the materials or supplies are purchased from a 

DBE regular dealer, count 60 percent of the cost of the materials or supplies toward DBE goals).   
 

BY: _______________________________________________________  DATE:  _____/_____/_____ 
(Signature of DBE subcontracting Owner, President or Authorized Agent) 
 
_________________________________________________________________________ (______) ___________________   
(Print or Type - Name of Signature of Owner, President or Authorized Agent of DBE subcontracting firm) & (Phone) 
 
 

DECLARATION OF PRIME CONTRACTOR 
 

I HEREBY DECLARE AND AFFIRM that I am the _________________________________________________ 
      (Title of Declarant) 
and a duly authorized representative of ____________________________________________________________ 
      (Name of Prime Contractor)   
 
to make this declaration and that I have personally reviewed the material and facts set forth in this Intent to Perform As A DBE 
subcontractor form. To the best of my knowledge, information and belief, the facts and representations contained in this form 
are true, the owner or authorized agent of the subcontracting firm signed this form in the place indicated, and no material facts 
have been omitted. 
 

Except as authorized by the Contracting Officer, the undersigned will enter into a formal agreement with the listed Prime 
Contractor for the subcontracting firm for work as indicated by this form within ten (10) business days after receipt of the 
contract executed by Citrus Connection. The undersigned will provide the Contracting Officer a copy of that agreement within 
three (3) business days of execution.  
 

The Prime contractor designated the following person as their contact person: 
 
_________________________________________________________________________ (______) ___________________   
   (Name-Please Print)          (Phone) 
 
Pursuant to 49 CFR Section 26.107, any person [entity] who makes a false or fraudulent statement in connection with 
participation of a DBE in any DOT-assisted program or otherwise violates applicable Federal statutes and may be referred to the 
Department of Transportation, and possibly the Department of Justice, for prosecution. 
 

Name of Declarant (Print) ______________________________________________________________________________ 
 
Signature of Declarant  _____________________________________________________________ (Date) ______________ 
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Attachment 5a – Sample DBE Good Faith Efforts 

(SUMMARY OF SUBCONTRACTOR/SUBCONSULTANT/SUPPLIERS) 
Offerors should provide information on all of their prospective subcontractor(s)/sub-consultant(s)/suppliers who submit bids/proposals in support of this solicitation. 

Use additional sheets as necessary. 
Project Name:  ____________________________________________ CITRUS CONNECTION Solicitation ___________________________Name of Prime Contractor: __________________________ 

NAMES AND ADDRESSES OF SUBCONTRACTOR(S)/SUBCONSULTANT(S) TYPE OF WORK TO BE PERFORMED ETHNICITY & GENDER OF 
OWNER 

PREVIOUS YEAR'S ANNUAL 
GROSS RECEIPTS 

$ AMOUNT ON CONTRACT 

NAME: 

ADDRESS:      

PHONE: 

FAX: E-MAIL: 

CONTACT PERSON: 

TYPE OF WORK: 

AGE OF FIRM: 

IS THE FIRM A CERTIFIED DBE IN THE STATE OF 
FLORIDA BY THE UCP?    

YES  □   NO  □  

Ethnicity 
Black   Hispanic 
Native American 
 Subcont. Asian American 
Asian Pacific American 
Non-Minority Woman 
 Other 

□ less than $500K
□ $500K - $2 mil.
□ $2 mil. - $5 mil.
□ more than $5 mil.

NAME: 

ADDRESS:      

PHONE: 

FAX: E-MAIL: 

CONTACT PERSON: 

TYPE OF WORK: 

AGE OF FIRM: 

IS THE FIRM A CERTIFIED DBE IN THE STATE OF 
FLORIDA BY THE UCP?    

YES  □   NO  □   

Ethnicity 
Black   Hispanic 
Native American 
 Subcont. Asian American 
Asian Pacific American 
Non-Minority Woman 
 Other 

□ less than $500K
□ $500K - $2 mil.
□ $2 mil. - $5 mil.
□ more than $5 mil.

NAME: 

ADDRESS:      

PHONE: 

FAX: E-MAIL: 

CONTACT PERSON: 

TYPE OF WORK: 

AGE OF FIRM: 

IS THE FIRM A CERTIFIED DBE IN THE STATE OF 
FLORIDA BY THE UCP?    

YES  □   NO  □   

Ethnicity 
Black   Hispanic 
Native American 
 Subcont. Asian American 
Asian Pacific American 
Non-Minority Woman 
 Other 

□ less than $500K
□ $500K - $2 mil.
□ $2 mil. - $5 mil.
□ more than $5 mil.

Print Name/Title of Person completing this form: _____________________________________Signature________________________________________Date___________________ 
An electronic version of the Code of Federal Regulations can be found:  http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title49/49cfr26_main_02.tpl  
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Attachment 6 - On-site Visit - DBE Participation Documentation 

 

 

 

 

On-site - DBE Participation Documentation 

Today’s Date:   

Project Name:   

Citrus Connection Employee Name (Print):  

Purchase Order / Task Order #: 

Prime Contractor Company Name: 

Prime Contractor Project Manager: 

Name of DBE Company on the job: 

Name of DBE Employee(s) identified (Print): 

Identification (driver’s license, etc.) of DBE Employee(s): 

What work is the DBE employee(s) performing? 

Was any DBE equipment identified by name on equipment? __________YES __________NO 

Has the DBE received any payment from the Prime to date? _____ YES _____ NO _____Don’t know 

What date does the DBE anticipate completion of their portion of the work? ____________________ 

Observations and/or comments by the Citrus Connection employee: 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

Signature of the DBE employee identified:  

Signature of Citrus Connection employee verifying the DBE: 

THIS FORM MUST BE TURNED INTO THE DBE LIASION AFTER COMPLEMENTION OF THE ONSITE VISIT. 
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Attachment 7- Methodology used to calculate Overall Goal 
 
As a recipient of U.S.DOT financial assistance, through the Federal Transit Administration (FTA) Citrus Connection is 
required to set an overall goal for DBE participation in U.S. DOT assisted contract.  The overall goal will provide for 
participation by all certified DBEs and will not be subdivided into group specific goals, or established as a quota system. 

Citrus Connection’s overall goal is based on demonstrable evidence of the availability of ready, willing and able DBEs 
available to participate on U.S. DOT assisted contracts.  Citrus Connection intends to meet those goals to the maximum 
extent feasible through the race neutral measures described in the 49 CFR Part 26 section 26.45 (5) 

Step 1:  26.45(c) Establishing Base Figure - Data 

a. The District has obtained the most current information on the number of businesses established in Polk 
County based on the U. S.  Census Bureau for the County Business Patterns for Polk County, Fl. The 
number of businesses was determined to be 11,849. This data was adjusted so that the remaining 
number of establishments (10,930) is reflective of the establishments the District anticipates awarding 
contracts. 
 

b. The relative availability of DBEs in the area was obtained by reviewing the Florida Department of 
Transportation database for DBE’s in the counties within major proximity to Polk County. The total 
number of ready, willing and able DBE firms DBE's in the database (217).  

 
c. The base figure for the overall goal is 2% or 217 (DBE’s) /10,930 firms = .01985 

 
Step 2: 26.45(d) Adjustment to Base Figure - Data 

a. The District has determined the actual DBE participation over the past four years of available data, as set 
forth in the chart appearing below (0%, 0%, 0.1% and .01%)  
 

b. Add the past participation percentages and use the median of these figures, yields an average past 
participation of 0.00%. (the average of the two meddle values 0% and 0.1%). 

 
Historically, by averaging the previous three years DBE participation, Citrus Connection’s overall goal is 2%.  Furthermore, 
because Citrus Connection has exceeded its goal in the past, Citrus Connection’s Race Neutral goal is 2% and 0% for the 
Race Conscious goal. 

CITRUS CONNECTION DBE PARTICIPATION (LAST 4 YEARS) 

 

 

 

 

 
* Total dollars to date 

 
  

YEAR DBE GOAL % 

TOTAL 
DOLLARS 

AWARDED 
DOLLARS TO 

DBE 
% DBE 

PARTICIPATION 
FY2006-2007 13 3,000,000 0 0 
FY2007-2008 13 3,276,707 0 0 
FY2008-2009 4.57 3,000,000 4,380 .001 
FY 2009-2010 10.46* 2,462,826 20,205 .008 
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Citrus Connection will adjust the base figure based on verifiable evidence indicating that the availability of DBEs for U.S. 
DOT assisted contracts for the fiscal year may be higher or lower than the base figure indicates.  

 3. Public Participation – Goals: 

a. Citrus Connection will consult with minority, women, general contractor groups, community 
organizations, and other officials or organizations which could be expected to have information 
concerning the availability of DBE and non-DBE businesses, and the effects of discrimination on 
opportunities for DBEs. 

 
b. Citrus Connection has and will publish a notice announcing proposed overall goal, informing the public 

that the proposed goal and its rationale are available for inspection during normal business hours at 
Citrus Connection for 30 days following the date of the notice.  Additionally, the notice will inform the 
public that Citrus Connection will accept comments on the goals for 45 days from the date of the notice. 

   
c. Transit Vehicle Manufacturers Certification. 

 
A transit vehicle manufacturer or dealer must provide certification of manufacturer compliance for those vehicles the 
distributor or dealer seeks to offer.  Transit vehicle manufacturers are required to submit separate annual percentage 
overall goals for the utilization of DBEs to the FTA Administrator.  In setting your overall goal, you should be guided, to 
the extent applicable, by the principles underlying 49 CFR Part 26 Section 26.49.  

d. Race Neutral Measures 
 

Citrus Connection shall meet the maximum feasible portion of the annual goal through the use of race-neutral means of 
facilitating DBE participation. Arranging solicitations, times for the presentation of bids, quantities, specifications, and 
delivery schedules in ways that facilitate DBE and other small business participation.  

Citrus Connection has determined its Race Neutral Goal by the contracts that were awarded in the previous year to DBEs 
through customary competitive procurement procedures and subcontract on a prime contract that does not carry a goal.  
This is represented by the following calculation: 

Prime/subcontracts to DBE (12) )Prime/subcontracts to all firms (3044) = 1% 

1. Providing assistance in overcoming limitations such as inability to obtain bonding or financing (e.g., by such 
means as simplifying the bonding process, reducing bonding requirements, eliminating the impact of surety 
costs from bids, and providing services to help DBEs, and other small businesses to obtain bonding and 
financing); 

 
2. Providing technical assistance and other services; 

 
3. Carrying out information and communications programs on contracting procedures and specific contract 

opportunities (e.g., ensuring the inclusion of DBEs, and other small businesses, on recipient mailing lists for 
bidders; ensuring the dissemination to bidders on prime contracts of lists of potential subcontractors; provision 
of information in languages other than English, where appropriate); 

 
4. Implement a supportive services program to develop and improve immediate and long-term business 

management, record keeping, and financial and accounting capability for DBEs and other small businesses; 
 

5. Providing services to help DBEs, and other small businesses, improve long-term development, increase 
opportunities to participate in a variety of kinds of work, handle increasingly significant projects, and achieve 
eventual self-sufficiency; 
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6. Establishing a program to assist new, start-up firms, particularly in fields in which DBE participation has
historically been low;

7. Ensuring distribution of Citrus Connection’s directory, through print and electronic means, to the widest
feasible universe of potential prime contractors; and

8. Assisting DBEs, and other small businesses, to develop their capability to utilize emerging technology and
conduct business through electronic media.

Breakout of estimated race-neutral and race-conscious participation: 

Citrus Connection estimates that, in meeting the overall goal of 2%, 2% will be obtained from race-neutral participation 
and 0% through race-conscious measures.  Based on the current economic downturn, it was determined that more race-
conscious measures were necessary to achieve the goal. 

29 



Sec-06 (July 2012) Page 1 of 2   Form J 

LAKELAND AREA MASS TRANSIT DISTRICT (LAMTD) 
LAKELAND, FLORIDA

ATTACHMENT 1 TO FORM J 
(DBE FORM) 

INSTRUCTIONS FOR CONTRACTORS 
"HOW TO FILL OUT VENDOR PAYMENT REPORT" 

The Vendor Payment Report is to be filled out by the 
Contractor and submitted with each invoice.  The 
instructions below correspond to each item on the 
report.  Please follow the instructions. 

1. Invoice No
Fill in the invoice number accompanying this report.

.

2. 
Fill in your company's name. 
Contractor's Business Name 

3. 
Fill in the number of the report you are sending in 
sequence.  For example:  If this is the second invoice 
you are submitting, you are sending in Report No. 2. 

Report No. 

4. 
Fill in the contract number that is assigned by LAMTD 
to this contract. 

Contract Number 

5. 
Fill in the dollar amount based on contract (or task 
order) agreed upon. 

Contract (Or Task Order) Amount 

6. 
Fill in the description of the contract; such as Tank 
Replacement at 21st Avenue. 

Contract Description  

7. 
Fill in the date this form is being sent to LAMTD. 
Date of this report 

8. 
If the contract was written to contain task orders, fill in 
the task order associated with the contract number 
assigned to your project by LAMTD.  Leave this blank if 
your contract does not have task orders. 

Task Order Number 

9. 
Fill in the percentage of DBE participation that is 
associated with the contract or task order. 

% DBE Required 

10. 
Fill in dollar amount of the DBE goal. 
DBE $ Amount Required 

11. .
This is to be filled in to state the period of time you are
reporting.  Example:  From:  November 1, 2009 to
November 30, 2009.

Reporting Period

12. 
Fill in the name of the DBE firm working on this 
contract/task order. 

Name of DBE Firm 

13. 
Fill in the NAICS code based on the description of work 
to be performed by the DBE. 

NAICS Code 

14. 
Fill in the Ethnicity based on the USDOT descriptions. 
Black Americans (B), Hispanic Americans (H), 

Native Americans (N), Asian-Pacific Americans 
(AP), Subcontinent Asian Americans (SA), Non-
minority American Women (NM). 

Ethnicity & Status 

15. 
Fill in the committed dollar value to the Subcontractor 
for the contract/task order. 

Contract Amount  

16. 

Fill in the dollar amount paid to the Subcontractor prior 
to this invoice. 

Previously Reported Amount Paid Before This 
Invoice 

17. 
Fill in the dollar value paid to the Subcontractor based 
on work done during this invoice period. 

Amount Paid This Reporting Period 

18. 
Add the reported amount of the Subcontractor in 16 & 
17. This will provide the dollar value paid to the
Subcontractor to date.  Submit evidence of payment, 
i.e., cancelled check, check register, etc.

Total Paid By End of Reporting Period 

19. 
Add up the dollar amounts paid to DBEs only. 
Total Amount Paid to Date to DBEs only 

20. 

State the cumulative amount of payments your 
company has received from LAMTD.   

Total Amount Received to Date by Your Company 
from LAMTD 

21. 
Divide the amount of dollars listed in #19 by the amount 
of dollars listed in #20 to calculate the total percentage 
of DBE participation. 

Total % of DBE Participation 

22. 
Have the company official sign the report. 
Sign 

23. 
List the title of the company official that signed the 
report. 

Title 

24. 
Fill in the date the company official signed the 
report. 

Date 

25. 
The Project Manager that signs the invoice for payment 
must sign the report. 

LAMTD Project Manager Signature 

26. 
List the LAMTD title of the Project Manager. 
Title of Project Manager 

27. 
Fill in the date the LAMTD Project Manager signed the 
report. 

Date 

Attachment 8 - Vendor Payment Form



Sec-06 (July 2012) Page 2 of 2   Form J 

LAKELAND AREA MASS TRANSIT DISTRICT (LAMTD) 
LAKELAND, FLORIDA

ATTACHMENT 2 to FORM J 
(DBE VENDOR PAYMENT REPORT) 

1212 George Jenkins Blvd., Lakeland, FL 33815 

All prime contractors are required to complete and submit this report with each invoice, or as requested by the Contracts Specialist, until final payment of the contract.  
Note: Failure to comply with LAMTD’s provisions may result in contract termination, or the suspension or debarment of the contractor from doing business with LAMTD 
in the future; in accordance with the procedures set forth in LAMTD’s Procurement Regulations.  To complete this report, see detailed instructions on the proceeding 
page of Form J. 

1) Invoice No. 2) Contractor Name 3) Report No.

4) Contract Number 5) Contract Amount 6) Contract Description 7) Date

8) Task Order 9) % DBE Required 10) DBE Amount Required 11) Month/Year this report is recording
Month __________________________  Year ________ 

12) Approved DBE 13) NAICS Code 14) 
Ethnicity 

15) Contract
Amount 

16) Previously
Reported Amount 
Paid Before This 

Report 

17) Paid This
Reporting Period 

18) Total Paid By End
of Reporting Period 

19) Total Amount Paid to DBEs only

20) Total Amount Received to Date by Your Company from LAMTD

21) Total % of DBE Participation (line 19 divided by line 20)

22) Signed: _________________________________________________________

23) Title:  ___________________________________________________________

24) Date:____________________________________________________________

For LAMTD Use Only 

25) LAMTD Project Manager signature: ________________________________

26) Title:_________________________________________________________

27) Date:_________________________________________________________
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