 SEQ CHAPTER \h \r 1LETTER OF INSTRUCTIONS
REF: CONSULTANT CERTIFICATION APPLICATION
Dear Sir or Madame:

COMPLIANCE WITH OUR REQUESTS WILL EXPEDITE CERTIFICATION:
Enclosed are the necessary forms for certification with Palm Beach County.  Please provide this office with the following items.  Incomplete application submittals will be returned.

1) 
Completed 10 page application Form 10-1.10 (pages may be copied if necessary to include additional information).  Make sure page 10 of 10 has a corporate officer signature in blue ink, and the corporate seal).  It is necessary to submit only one copy of the application.
2)
Completed Notice of Consultant Certification form (submit 2 copies)                           with original signatures in blue ink by a corporate officer on both copies. Leave the date certified blank.

3)
Completed 254 and 255 forms.

4)
Copies of Florida State Dept. of Business & Professional Regulation Licenses for professional staff;  i.e. engineers, surveyors, architects, etc.
5) 
Copies of Florida State Dept. of Business & Professional Regulation Licenses for the Firm;  i.e. engineering, surveying, architecture, etc.
6)
Copy of Florida Department of State, Division of Corporation, corporate license for your firm.

Resume’s of personnel may be included but are not mandatory.

If your firm qualifies as a Small and/or Minority/Women Business Enterprise and you wish to apply for such certification, you may do so by contacting:

PALM BEACH COUNTY OFFICE OF SMALL BUSINESS ASSISTANCE 

50 SOUTH MILITARY TRAIL, SUITE 209 
WEST PALM BEACH,  FL 33415

ATTENTION: MS.  HAZEL OXENDINE (Director)

PHONE: (561) 616-6841
If your firm is County SBE and/or M/WBE certified, please include a copy of your current notice with this application. If you have any questions please call Jorge Hernandez at 684-4192, or Willie Flohs at 561-684-4037.

Sincerely,

David L. Young, P.E.
Special Projects Manager
Roadway Production Division
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