Checklist for Small Business Person/Champion
Nomination Package

The following must be included in each nomination package.  Place a check in the space provided if the requirement has been met.  Circle in red anything that is missing.

Nominee:  _________________________________________

Business:  _________________________________________

Award: ___________________________________________

Congressional District: ______________________________

District Office: _____________________________________

Contact: ________________________ Phone: _____________________

I. Nominee

_________ Full name, title

_________ Business address, phone

_________ E-mail address

_________ Home address, phone

II. Award

_________ Award category

III. Nominator

_________ Nominator’s name, title

_________ Nominator’s place of business

_________ Nominator’s business address, phone

IV.      Other Requirements

________  One paragraph description of nominee’s business 



  or champion’s profession/occupation

________  SBA Form 3300
________  An original black and white or color photo – no
  photocopies or newspaper clippings; may be digital


     ________  Nomination letter not exceeding two pages


     ________  Brief biography of the nominee not exceeding one 

  page

               ________   A business profile, not exceeding one page

     ________   A concise statement of the qualities and performance 



  that merit the award for the nominee, not exceeding 



  two pages


     ________   Financial statement of the nominee for the past three



  years, not exceeding 12 pages, provided on 8 1/2x11”



  paper (for those who own their business)

     ________   Other supporting documentation deemed significant 



   by the nominator, including news clips, letters of 



   recommendation, and other evidence of the 



   appropriateness of the nomination.  This support 



   documentation must not exceed 10 pages.

IV. Clearances

________  SBA District Office certification that the business is 



  in good standing

________  Report from the Office of Civil Rights Compliance

________  Report from the Office of Inspector General

VI.     Release Form

________ Signed disclosure form (SBA Form 2137)

