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  Prequalification Instructions 
New Trade Partners 

This document provides guidance for new applicants seeking prequalification with Pepper 
Construction. To apply, use the Self-Service Portal to complete and submit the application. Once 
submitted, the application cannot be edited. If additional information is needed, a prequalification 
specialist will contact you via email. 

For general all questions, email prequal@pepperconstruction.com. The application is compatible 
with Google Chrome, Microsoft Edge, and Firefox. 

How to Navigate the Self-Service Portal 
1. Go to Pepper’s website at www.pepperconstruction.com and click on Trade

Partners or Prequalification at the top of the page.

2. Scroll down to the START PREQUALIFICATION PROCESS button.
3. Enter your Federal Tax ID Number (FEID) using XX-XXXXXXX format.  (It is important that this

number be entered accurately, please double-check prior to clicking OK.

4. Create a password for future access. Write it down and store it securely. You'll need it to
return to your application. Note: passwords are case sensitive.
(If you have forgotten your password, please email prequal@pepperconstruction.com for
help)

mailto:prequal@pepperconstruction.com
http://www.pepperconstruction.com/
mailto:prequal@pepperconstruction.com
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  Prequalification Instructions 
  Completing the Application 

 
Page 1 of the Application [Company Information] 
Please complete all required fields marked with a black triangle. 

 

1. Complete Company Headquarters information section (if applicable). 
2. If your company has multiple branch offices, please select [Add Row] to complete 

information for each branch office. 
3. Check the box next to all Pepper offices that you plan on working with. 
4. Click [Next] to move on to the next page.  

 

Page 2 of the Application [General Information] 
Please complete all required fields marked with a black triangle. 

 
1. Complete the License Information. Click on [Add Row] for each additional license. 
2. If your firm is signatory to any unions, select Yes and complete the Union Affiliations 

section. Use [Add Row] to include multiple unions. If not signatory, select No and proceed. 
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3. In the 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 a minority business status, check the applicable box(es) and select the 
certifying agency. Use [Add Row] for additional agencies or type to add one not listed. 

a. *If none, add none.  
5. Click [Next] to move on to the next page.  

 Page 3 of the Application [Insurance and Safety Information] 
Please complete all required fields marked with a black triangle. 
 

 
 
 

 
 
 

1. Before answering any questions, please review Pepper’s Safety Regulations and 
Insurance Requirements. [LINK TO WEBSITE DOCS] 

2. Complete the Insurance Information section. Please note: insurance is job specific; be sure 
you meet all the requirements per your contract. 

3. Complete the Safety Information section. 
4. You will need to attach your OSHA Form 300A for the past 3 calendar years on Page 6 of the 

application. 
5. Use the following link to search for your company’s OSHA citations for the last 3 years. 

Establishment Search | Occupational Safety and Health Administration osha.gov 

https://www.osha.gov/ords/imis/establishment.html
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6. Click the [Next] button to proceed with the application or [Save Draft] button to save the 
application. 
 

The application can be saved at any time by clicking [Save Draft] at the bottom of the page.  

Page 4 of the Application [Surety and Financial Information] 

Please complete all required fields marked with a black triangle. 
 
 

 
 

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, please move on to the next section. 

a. Note that if you check Yes, you will need to attach your Letter of Bondability. 
2. Complete the Financial Information section. 

a. You will be asked to upload Complete Financial Statements for the last 2 years on 
Page 6 of the application. 

b. Accountant refers to the name of the person/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. Attach your company’s W-9 form 
4.  Complete the Company Officers section. 
5.  Click the [Next] button to proceed with the application or [Save Draft] button to save the 

application. 

Page 5 of the Application [Financial, Litigation and Reference 
Information] 

Please complete all required fields marked with a black triangle. 
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1. Continue to Complete the Financial Information section.  
2. Complete the Litigation Information section.  
3. Complete the References section. 

List at least three references for your company. To add more, please click on [Add Row]. 
4. Click the [Next] button to proceed with the application or [Save Draft] button to save the 

application. 

Page 6 of the Application [Additional Information] 
Please complete all required fields marked with a black triangle. 
*Click Here to see the Checklist of our Documents Required to Upload for a list of required 
documents. 
 

1. Complete the Additional Information section.  
2. ATTACHMENTS* Click [Add Row] to add each required attachment.  

a. Enter a description for each file you upload. 
b. After uploading, the file will disappear from view, its name will still be visible on your 

screen.  
c. For Financial Statements, make sure to check the box labeled “Financial 

Attachment” to keep them confidential.  
The following items should be attached: 

i. Current Insurance Certificate 
ii. 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. 

iii. Letter of Bondability from surety stating total and per project bonding capacity 
iv. OSHA Form 300A for the past 3 calendar years 
v. Blanket Certificate of Insurance, Expirations and/or Certifications 

vi. Copy of your company's Safety Manual and Hazard Communication Program 
vii. Copy of your company's Form W-9. 

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

 
Page 7 of the Application  

1. A summary of your entered information will be shown. Please review it for accuracy. To 
make changes, click the [Previous] button at the top or bottom of the page to return to the 
section you want to update. 

 

PLEASE PRINT A HARD COPY OF THE APPLICATION TO RETAIN FOR YOUR RECORDS.  
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When complete, click the [Submit] button to submit to Pepper for processing. Once 
submitted, you can no longer access the form. 

 




