[image: COLOR W tag HORIZONTAL]
Submittal Instructions
for
Subcontractor Financial Disclosures,
Standard Certifications and Subcontracts
Capital Development Board Projects posted for solicitation on or after July 1, 2010

Since July 1, 2010, the Illinois Procurement Code has required that, for subcontracts with an annual value of more than $25,000, CDB receive a copy of the subcontract, financial and potential conflict of interest disclosures, and standard certifications from all subcontractors/consultants. (30ILCS500/50-35)
[bookmark: _GoBack]Please use the downloadable form on CDB’s website, under reference library, “Disclosure”, “Annual Recertification Form 07.15.2012”, and “Certifications”.
CDB requires that the three types of submittals (subcontract, financial and potential conflict of interest disclosures, and standard certifications) be sent separately by the Prime Contractor to CDB in PDF format via email.  It is important that the three types of documentation contain the correct filename for purposes of CDB processing and archiving.
A fourth type of documentation for both Primes and Subcontractors/consultants is the required annual recertification form.  This requirement includes the filing of the form with CDB prior to July 1 of each year during the life of a multi-year contract.
The following file naming convention must be followed when emailing the PDF documents:
File Name:  P[project number = 9 digits]C[CDB contract number = actual number of digits]I[CDB prequalification or registration number = 7 digits][F = financial disclosure; C=standard certifications; S=subcontract; or R=annual recertification]
Note:  Do not insert brackets, spaces, or underscore lines in the file name.  For ID numbers less than 7 digits, add the appropriate number of zeros before the ID number to equal 7 total digits.
Example:  Subcontract PDF document for project 999-010-005, contract 55024410, subcontractor ID: 1981.
Filename:  P999010005C55024410I0001981S.pdf
These PDF documents are to be sent to CDB by the prime contractor via email to the following website:     cdb.contracts@illinois.gov

Any questions or concerns can be addressed to:
Don Broughton, CDB Contracts Administrator
Phone:  217-557-3971
Email:  Don.Broughton@illinois.gov
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