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1. GENERAL INSTRUCTIONS
The purpose of this document is to give general instructions on how to apply for prequalification
for new trade partners (New Applicants) at Pepper Construction. To apply for prequalification,
use the Prequalification Self-Service Portal and fill out the application. Upon submitting the
application, you will not be able to go back to the application. If there is any information
missing, Pepper’s prequalification specialist will contact you via email. Any questions about the
process or steps should be directed to prequal@pepperconstruction.com. This application
works in any browser- Google Chrome, Microsoft Edge or Firefox.

2. HOW TO NAVIGATE TO THE SELF-SERVICE PORTAL

1. Go to Pepper’s website (www.pepperconstruction.com), and click on Prequalification at the
top of the page.
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3. SELF-SERVICE PORTAL SUBCONTRACTOR PREQUALIFICATION INSTRUCTIONS

Enter your Federal Tax ID (FEIN#), using XX-XXXXXXX format. It is important that this number
is entered accurately, so please double check prior to clicking OK

Please Enter your Federal Tax ID:

@l Cancel

Tall Fraa |

Enter a password and be sure to write it down and keep it in a safe place. If the application will
not be completed all at once you will need this password to complete the application at a later
time. Note that the password is case sensitive.

Please create a password for future
acCess.

Password: eessse

| Confirm: esesss

@ Cancel

If you saved your application initially and forgot your password when trying to login again,
please contact prequal@pepperconstruction.com. The application consists of 6 pages. Page 7
summarizes the information entered and allows you to update it or submit.

Page 1 of the application

Enter all the required fields that are indicated by a black triangle.

Company Headquarters Information
Federal Tax ID:" ’XX—X}OOOOOO(— “Vear Company Founded™ ’20007
Company Name:" [Subcontractor, Inc:
Also Known As ‘
Legal Name ‘
Parent Corp. ‘
Address™ [11 West First Street Contact” |Sam Subcontractor
Suite: | phone” [31z2z2z222
city:™ [chicago Toll Free ,7
State™ llinois - Fox?[3123333333
zip® ’W E-mai® [ssubcontractor@gmail.com
country [

‘Branch Offices: (Enter all your branch office(s) and bid contact names)

|Indicate what region your company does work in:"

o Complete Company Headquarters Information section.

e If your company has multiple branch offices, please click [Add Row] to complete
information for each branch office.

e Check the box next to all Pepper offices that you plan on working with in the future.

e Click [Next] to move on to the next page.



Page 2 of the application

General Information
License Information: Ese you company's centracices loerae nformesen
Awmthosity™ Clss License Number Date Expire

i - L] Remave Raw

vt Fia
Addd Rl

o your Fem signatory bo sy uions?. 7] Yea [ Mo i

[Trade Information:” Certifying Agency Names:

03 - Cancrate = F——— ]
Ackd Bicrey | Added Rior |

Union Affiliations
Add

Enter all required general information (indicated by the black triangle).

1. Complete the License Information section. Click on [Add Row] for each additional
license.

2. Ifyour firm is signatory to any unions, check the box next to Yes and complete the Union
Affiliations section. If you have multiple Union Affiliations click on [Add Row] to
select additional unions. Note that you can type in the Union Affiliations field to add a
new record if your union is not listed. If your firm is not signatory to any unions, check
the box next to No and move on to the next section.

3. Inthe Trade Information section, select from the drop down box all trades that apply to
your firm. To select additional trades click on [Add Row].

4. If your firm has minority business status, check the appropriate box(es) and then select
the certifying agency. Click [Add Row] to select additional certifying agencies. Note

that you can type in the Certifying Agency field to add a new record if your agency is not
listed.

5. Click [Next] to move on to the next page.

The application may be saved by clicking the [Save Draft] option at the bottom of the page.
The [Save Draft] option allows the applicant to save and finish the application at a later time
using the FEIN# and password to log back into the system. Click [Next] button to proceed with
the application.
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Insurance Information

; Please review Pepper Insurance reguirements. A Blanked Certilicate of Insurance (C01) will cover o projects (per centract terms) with Peoper i issivn ol a waill reduce the change of delay of payment due bo lack of valid msurance. &
100 specitic GO wil cover only the job identified and will b+ required o be submitted for avery project.

L Exprason Date™ 12302013 M

check from the list below, the Insurance Requirements you DO NOT MEET.
xcess Poky.
ks Aggregale » sbiela Linds are greates than 854}

al nsered Cndorsement dots not cover completed openations,




Safety Information (CSHA Form 300A Must Be Attached)

Is your Company part of an OSHA partnership?™ Yes [ No
Does your company conduct weekly, documented safety audits?™ Yes [ No
Do your trades people begin each day with safety meeting?™ Yes [ ] No
Does your company have & substance abuse policy?™ Yes [ No
/A copy of your companys safely manual, hazard communication program and material safety data sheets are required to be uploaded as atlachments in order to process your application.™
Year™ Citations™ EMR™ RIR™ LTIR™ FWH™ DART™ Fatalities™

2013
2012
2011

1 e—
—

11

!
Iy
!
|
il

Add Row|
Citations - Please enter number of OSHA Citations received during that year (cilations, nof viclations)
EMR - Experience Modification Rate. Your Workers Comp carrier should have this information
RIR - Recordable Incidents - Add columns | & J from the OSHA 300A form.
LTIR - Lost Time Incidents - Column H from the OSHA 300A form
FHW - Total hours worked by all employees - located on right hand side of OSHA 300A form
DART - DART Cases. Total of columns H and | from the OSHA 300A
Fatalities - Column G from OSHA 300A form

1. Before answering any questions, please review Pepper’s Safety Regulations and
Insurance Requirements.

2. Complete the Insurance Information section.
a. Note insurance is job specific; be sure you meet all the requirements per your contract.
3. Complete the Safety Information section.

You will need to attach your OSHA Form 300A Summary of Work-Related Injuries and
llInesses filed with the US Department of Labor for the past 3 calendar years on the last
page of this application.

5. Use the following link to search for your company’s OSHA citations for the last 3 years.
http://www.osha.gov/pls/imis/establishment.html

6. Click the [Next] button to proceed with the application or click the [Save Draft] button
to save the application.

Page 4 of the application

Suraty Information
s your Comgany Bendabie™ [F ves [ no

Surety Compaey [Serety Company SO-5S100K

Renker tiame [Emier Hame S100K-SE00K

Phose [H1eceetsd SE0K-511 oo
Single Proecd Aunding Cagaciy 1,000,008 00 Slu-3am s
Aggregate Promct Bundng Casacity 2.000,00000 52M-35N s

Current amount under bund lodey 10,000,000.00

Financial Information
Financial Year Ending"[2013]w] Add Year
™ [Sale Proprietor vith 53N I~ Do you have DISE Number? [ Yes [¥] Mo Number|

—
o 1830 D&8 PaydexNo
ate’

Pravious Company Names: 1. |

Please provide your financial information for the past 2 years. Please your last section of thi select the financial
Income Statements

et Sales I 00
Cost Of Sales [ @
Gross Profit Margin ]
Seling, General, Administrative @
Depreciation and Amortization — @
Other Operating Expenses W
Operating Income mw
Interest Expanse ]
Interest Inceme: @
Other Nonaperating Expenses [ w
Eamings Before Taxes [ wm




Marketbie Securties | [
accounts Recewatie 1
Costs ana Frott in Lucess of Bangs (s
(Unaernies

cenmry | []
Other Long-Term assets I [
Total Current Assets |
Gruss Fived Assels I &
L ean &ceumuisses Orprecisson | ]
Nt Fixed Assets [ 1]
Umer Long-Term Assets &

Tulal Assels |

Py
(Overts

0
&eeaunta Paynbie & Accnals | [}
e of Casts & Prafd I 2

[}

[Cutran nisrest Bresmy Dect

Tutal Current Lisbilities F =@

[ nng Term et |

Long Term Deternd Taves |
|

Omer Long Term Lishanes

Total Listilites 71
Freterrea Stock 1
(Commun Stock & Caplal Surpus | L
Retaned Earnings | ]
Totnl Equiry | [
Totnl Lianilites & Fruiry [ [
Cost 0 Gosds Sk |

o Piease fill out and attach V-3 form if you have not previously worked for Pepper Constructon. PLUASL ATTACH LAST WO (2) YEARS OF FIRANCIAL STATEMLNTS including

[ sueswem Balance Sheats, Income Stements and Opinion Lester fram Aseauntsnt) on the st sectian of tis questinanaire.

Highest Culiar Pruject Ever Avarded

Avnrage Praject Sz’ £ 500,000 00

Company Officers:”
Campary Gfficer Hame Titie Action

[Setceatracior [Fresigent Hemove How

A Row

1. Complete the Surety Information section. If you check the box next to Yes, all other fields
must be completed. If you check the box next to No, move on to the next section.

a. Note that if you check the box next to Yes you will need to attach your Letter of
Bondability from Surety stating total and per project bonding capacity.

2. Complete the Financial Information section.

a. Note that you will need to attach a copy of your financial statements for the last 2
years at the last section of the questionnaire and select the Financial Statement box to
ensure their confidentiality. This should include your balance sheets, income
statements, and opinion letter (accountant’s summary).

b. Accountant refers to the name of the person or firm who prepares your financial
statements.

c. Financial Format refers to whether your financial statements are audited, reviewed,
or compiled.

d. Financial information must be completed for your most recent set of financial
statements.

3. You will need to fill out and attach a W-9 regardless of whether you have worked with Pepper
in the past (to find a sample, please refer to section 4 of this document).

4. Complete the Company Officers section.

5. Click the [Next] button to proceed with the application or click the [Save Draft] button to
save the application.
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Financial Information

Erier informases for & coniars m your company wis £an BRAWET Specie questoas about yeur Francan

Contact Hame ™ |Uandy Uoswy

ThePosten” [CFO

Bank Aeference:

Hame of Bank” [Baak ine

Contact tame:” [Bot Busker

TeePoaton [President

Prone” V132222222

Emal” [omoney@pmatcom

#mone” [T125s55555s

Fax [3120000008

—eeeee

E mal btanker Ggmal com

Fax 3173333933

Litigation Information

i yes. piease ender a brief descrtion

Ay Current Mgaton wih Dwners or General Costractors ™ ves [ wo I
Ay jodgemeris against your company in the st years? ves B wo I
vy bl 61 your conpany i Mistion? ves 9 1o |
any pant iuitated damages es ¥ o |
&ny inbar mw vinlatona 7™ L™ [
Hearve you £ver Oefaubied 00 8 Contract? ¥es [ un [
Ever fuled 10 complese & contract?” Yes [l to I
Harve you ever bees lermnaied from 8 centrec?™ ves [ mo I
Harve you e had your beense revoked of suspended]” ves [¥ wa |
[References
company tiame: [Reterence Costact Name: [lr. Reterence
Agdress [22 Weat na Freet L-mai [reterence@gmal com Remave Aow
L State [1 7o [E0st Phone [SETTTITTT
company Hame: [ Contact ame |
Addrwss | E-mai Reve Row
e[ s = Phone
campany tame. | Contact tiae |
Address | E-mai e Raw
e[ swe[ o mone [
e v

Complete the Financial Information section.

Complete the Litigation Information section.

Complete the References section. If you would like to provide more than 3 references you
can click on [Add Row].

4. Click the [Next] button to proceed with the application or click the [Save Draft] button

to save the application.
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iadditional Info
Bons i Pe!

Ty of Line of Cimit

{io}

Largeat Project Deacripteny

The fallowing documents are mandatory belons we wil start the review of your prequaliication information.

= You current mautanee Cerliicate

= Financial Statement Balance Shests ineome Sistements, Opinion Letter |2 Years]
= Letter of Bondability from Surety siating sotal and Per Project Doading Capacity
enlatad injuria

Sadiy

Currest Yam

Lt Veur

3¥amn Aga

= Copy of 05 Farm

= Copy of your company's salely massal md

= Copy of your company's Foim WA

tnu-'cmmnh

AMBEST Ry
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1. Complete the Additional Info Section.

a.

b
C.
d

e.

Bond in Place? If your company is signatory to a union, please select Y or N as to
whether you have a bond in place securing your payment of wages and fund
contributions as required by your labor union agreement. If your company is not
signatory to a union, you can skip this question.

Type of Line of Credit. Select the appropriate response from the dropdown list.
Largest Project Description. Enter a description of your largest project.
AMBEST Rating. Enter the AMBEST Rating of your bonding company.
Largest Single Contract Amt. Enter the dollar amount of your largest contract.

2. ATTACHMENTS-Click [Add Row] to add attachments. Enter a description for each
attachment. Once you upload the file will disappear but the file name should appear on your
screen. Remember to click the box next to Financial Attachment when attaching your
financial statements. This will ensure their confidentiality. The following items should be

attached:

a. Current Insurance Certificate

b. Complete Financial Statements including Balance Sheet, Income Statement, and
Opinion Letters for the last 2 years. NOTE: Financial Statements are uploaded
to a secure site to which only Pepper’s Prequalification administrator has
access.
Letter of Bondability from surety stating total and per project bonding capacity

d. OSHA Form 300A Summary of work-related injuries and illnesses for the last 3
calendar years.

e. Blanket Certificate of Insurance, Expirations and/or Certifications

f.  Copy of your company's Safety Manual and Hazard Communication Program

g. Copy of your company's Form W-9.

3. Click the [Next] button to proceed with the application.

Page 7 of the application

1. Asummary of all information entered will be provided. Please review this for accuracy. By
clicking the [Previous] button shown either at the top or bottom of the page allows the user
to go back to the desired section and update the previously entered information.

2. PLEASE PRINT A HARD COPY OF THE APPLICATION TO RETAIN FOR YOUR
RECORDS.

When complete, click the [Submit] button to submit to Pepper for processing. Once submitted,
you can no longer access the form.





