
PBC OEBO 
SCHEDULES

Understanding the how, when, where, and why



What are the OEBO forms?

Schedule 1

List of  Proposed 
Contractor and Subs 

Schedule 2

Letter of  Intent

Schedule 3 

Sub-Contractor Activity 
Form

Schedule 3a 

Sub-Consultant Activity 
Form

Schedule 4

Sub Payment

Certification



EBO Schedules

What we will cover:

• How to complete

• When to complete

• Why you have to complete

• What happens when you don’t

• Where the forms fit in Pre and Post 

award.



Schedules 

1 and 2
• Have to be completed and 

submitted in the bid package 
of  all bids.

• Schedule 1 must list all the of  
contractors on the team, 
including the Prime. Along 
with the percentage/dollar 
amount of  work anticipated for 
the contract.

• Schedule 2 must be completed 
by SMWBE Primes and ALL 
subcontractors, regardless of  
SMWBE status. Non-SMWBE 
Primes are exempt.



The Schedule 1 form is a 

mandatory form that is the 

responsibility of  the Prime 

Contractor.  It must be 

complete, fully executed, 

and submitted with all of  

the other required 

documents at the time of  

bid.  

If  a Prime Contractor fails 

to adhere to the 

requirements of  the form, 

they will be deemed non-

responsive.



STEP 4: Total amount or 

percentage for each category. 

The total bid price and 

signature.

STEP 1: Insert the project 

name, number, date 

submitted and County 

department in charge of  the 

project.

STEP 2: The Prime must 

complete this portion of  the 

form with their information.

STEP 3: Begin listing ALL 

subcontractors (regardless of  

SBE status) along with their 

$$ Amount or % of  work.



The Schedule 2 is also a mandatory and usually 

accompanies the Schedule 1.

The form is designed to capture what work 

your subcontractor intends to provide and if  

you both are in agreement with their intent.



The instructions are in RED and/or Bold letters. It also contains demographic questions that are

necessary for data collection and reporting purposes. We ask that all subcontractors complete this,

regardless of SMWBE status and tier.



The table should be used to describe the 

services to be performed.  The line item 

number, unit prices/quantities  are generally 

used for Construction projects, However, the 

total price or percentage of  the service to be 

performed should correlate with the item 

description. 

Although Non-SMWBE Primes are exempt 

from completing a Schedule 2, SMWBE 

Primes ARE NOT!  Certified small 

businesses with PBC MUST submit a 

complete Schedule2.   The OEBO certified 

business needs to be certified in the service 

they are providing on the project or it will not 

count toward the mandatory API for the 

project.  The form is to be signed by the 

Prime and the subcontractor.



Although Non-SMWBE Primes are exempt from completing a Schedule 2, SMWBE Primes ARE NOT!  

Certified small businesses with PBC MUST submit a complete Schedule2.   The OEBO certified business 

needs to be certified in the service they are providing on the project or it will not count toward the 

mandatory API for the project.  The form is to be signed by the Prime and the subcontractor.



Schedules 3 and 4

Are required Post Award 
Forms

Schedule 3: Captures the 
activity of  ALL 
subcontractors

Schedule 4: Confirms the 
payment receipt of  ALL 
subcontractors



Schedule 3 –
Subcontractor 
Activity Form
• Submit the Schedule 3 with each pay 

application/invoice to the County 

department who made the contract 

award.

• All of  the subcontractors listed on the 

Schedule 1 are to be listed on the 

Schedule 3.

• As a subcontractor is utilized on the 

project the amounts are filled in.



The Schedule 3 Subcontractor 

Activity Form is a lot like the 

Schedule 1.

ALL subcontractors are to be 

listed on the form, regardless of  

the work they have or have not 

performed. 

The certification and ethnic 

background category can be 

captured from the Schedule 1

This form is to be completed by 

the Prime Contractor and sent to 

the Department along with the 

invoice for the work they’ve 

done for the month.



Schedule 3a is the Schedule 3 for Professional 

Service Respondents.

It captures the activity of  the sub-consultants 

after the award



Schedule 4 –
Payment Certification

• The Schedule 4 is to be completed by the 

subcontractor after the payment for their 

work has been received.

• The signed Schedule 4 should be submitted 

by the Prime to the Department with the 

next payment application for the month.  

• The Schedule 3 should reflect the payment 

amount received by the subcontractor from 

the Prime during the previous month.



Completing a 

Schedule 4

• The subcontractor’s name

• The payment amount.  

Indicate whether it is the final 

payment or the monthly 

payment (circle it)

• Make sure the subcontractor 

knows the project name and 

number.

• The subcontractor may not 

know the Prime contractor’s 

vendor code, but the Prime 

can add that information 

before sending to the sub.



Completing a 

Schedule 4

The form should be 

signed by the 

Subcontractor in front 

of  a notary.



This portion of the Schedule 4 is for the 2nd and 3rd tier

subcontractors. These should also be submitted with your

payment applications.



Wrap up

Schedule 1

Submitted with 
bid package and 
MUST include 
ALL 
subcontractors

Schedule 2

Submitted with 
bid package and 
MUST be 
signed by ALL 
subcontractors 
and Prime 
SMWBE.

Schedule 3

Submitted to 
Department 
with payment 
application after 
award and 
MUST be 
included ALL 
SUBS.

Schedule 3a

Tracks the 
Activity of  Sub-
consultants on a 
design project 
after award.

Schedule 4

Signed by the 
Subcontractor 
AFTER 
payment by the 
Prime.  
Submitted to the 
department with 
the next 
payment app.



Other OEBO forms

Good Faith Effort 

Form and Table

Substitution/ 
Removal/Modification

S/M/WBE 

Vendor Performance 
Report

Subcontracting 

Waiver Request



GOT 

QUESTIONS?

Contact Us

OEBO@PBCGOV.ORG

561.616.6840



THANK YOU!


