
Equal Business Opportunity (EBO) 

How to Become Certified As a Woman, 
Minority (W/MBE) or Small Local 

Business Enterprise (SLBE) 

Your Guide To Apply For Certification Online 



	 	 	

 

 

 

 

 

Ensuring Equal Business Opportunity 

“Certification is Your Access To Opportunities” 

• Sheltered Market Contracts 
• Certified Businesses Bid As Primes Within Peer Group 

• Project Sub‐Contract Goals 
• Certified Businesses  Are solicited For Prescribed Elements Of Work 

• Targeted Quotes And Proposals 
• Procurements Are Electronically Earmarked and Solicited for Certified Businesses 

Through DemandStar On‐Line Notifications (opportunities via email) 

• State of The Art Internet‐Based Certification and City Contract Processing 

• Business Outreach And Technical Assistance 

• Facilitated Access to City Procurement Processes 

• Prompt Payment For Certified Firms 

• Goal Setting For Increased Participation 

• Bond Reductions And Insurance Waivers 

• RFP Preference Evaluation Points 

• Public‐Private Collaborative Opportunities 

• Verification of Payments and Program Audits 
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Eligibility and Qualifications – Does My Firm Qualify? 

In order to qualify for certification, an applicant must successfully document, demonstrate and 
comply with the following: 

Minority Business Enterprise (MBE) is one that is at least 51% owned by one of the minority groups 
identified below who also control and operate the business and are permanent residents of the State of 
Florida. The business must have a permanent, functioning office within the State of Florida and be lawfully 
licensed within the relevant jurisdiction. 

Minority classifications are: 
• African American- a person (male or female) having origins in any of the indigenous racial 

groups of Africa. 
• Hispanic American- a person (male or female) of Spanish or Portuguese heritage with origins 

in Spain, Portugal, Mexico, South America, Central America or the Caribbean Islands, 
regardless of race. 

• Asian American- a person (male or female) having origins in any of the original peoples of the 
Far East, Southeast Asia, Indian subcontinent, or Pacific Islands including the Hawaiian 
Islands. 

• Native American- a person (male or female) who has origins in any of the Indian Tribes of 
North America. 

Woman Business Enterprise (WBE) is one that: 

• Is at least 51% owned by a Caucasian Female or females, who also 
• Control and operate the business and 
• Are permanent residents of the State of Florida 

• Has a permanent, functioning office within the State of Florida 
• Is lawfully licensed within its relevant jurisdiction. 

Small Local Business Enterprise (SLBE) is one that: 

• Has 25 or fewer permanent fulltime employees 
• Has gross revenue averaged for the past three years that does not exceed $2 million 
• Is located in the Tampa Market Area (Hillsborough, Pasco, Polk, Pinellas or Manatee County) 
• Is owned by individual(s) who are all permanent residents of the State of Florida 
• Is without regard to ethnicity and gender 
• Is independently owned and operated 

All Firms Must Meet These General Requirements: 

Any SLBE, MBE, or WBE must have -
• Operated as such for ONE YEAR prior to application in order to be eligible to apply for certification 
• Been operating independently of other firms 
• A permanent, functioning office within the state of Florida that is lawfully licensed within the relevant 

jurisdiction (includes foreign registered corporations) 
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 To begin your online application, follow these simple steps 

Step 1. 

Log on to: 

https://Tampa.DiversitySoftware.com 

Step 2. 

Click on “Apply for 
Certification” 
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Step 3.

Click on “Create Account” 

The following popup will show: 

Step 3. 

Click on “Create Account” 
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The following popup will show: 

Special Note 

The Lookup procedure (Section 1) uses  your Tax ID# to 
see if your business already has an existing account. If it 
does, you may proceed to “Page 8” to start the login 
process by entering your Username and Password. Your 
Username will be your “Main Company Email” address. 

Step 4. 

After entering your Tax ID#, 
Click on “Click to Lookup”. 

You will then be directed to 
create your account 
(Sections 2, 3 & 4) by 
answering the remaining 
questions about your firm. 
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NOTE – “Section 3” 

“Main Company Email” 
will serve as your 
Username when logging 
on to the system. Write it 
down in a safe place. 

NOTE – “Section 4” 

“Choose password”: 
This will serve as your 
Password when logging 
on to the system. Write 
it down in a safe place. 
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In the Password box, type the 
password you created. To reset 

it, click *Forgot Password 

In the Username box, type the 
“Main Company Email” you 

created 

Note: this page will only show if it’s 
determined that you have an existing vendor 
account after you do the lookup. Otherwise, 
after you’ve created your vendor account in 
Step 4, proceed to Page 9. 
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Step 5.

TO START YOUR 
APPLICATION…

This is your DASHBOARD. 
Under Key Actions, click 
on “Renew/Apply for 
Certification”

Step 5. 

TO START YOUR APPLICATION… 

This is your Dashboard. Under Key 
Actions click “Renew/Apply for 

Certification” 
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Step 6. 

“Click”: Your firm is not 
currently certified by the City 

of Tampa. 
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Step 7. 

2 new options appear. 
“Click”: Your firm is located 

in Florida (if it’s a true 
statement). 

Step 8. 

• 2 more options appear. 
“Click”: Your firm is not 
currently certified by an 

approved certifying agency 
(this is a NEW certification). 
Then “Click”: Submit a New 

application 



Step 9.

 NEW Certification 
Application Page 

 Answer each 
question 
completely as it 
pertains to your 
company

Step 9. 

This is the NEW Certification Application Page 

Answer each question completely as it pertains to your company 
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Step 10. 

Review list of Mandatory and Required supporting 
documents. Download available forms as appropriate prior 

to starting the application 
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Step 11. 

Each red arrow below represents sections of the application that must 
be completed after clicking each Process button. After all questions 

have been answered, the arrows will convert to green check marks and 
you’ll have a chance to digitally sign and submit the application. 
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Agencies That recognize City of Tampa 
Certification 

City of Tampa certification is recognized by many agencies / 
authorities that promote Minority and/or Small business 
participation. Please contact the individual agencies / 
authorities to maximize the benefits of your  City of Tampa 
certification. 

•Tampa Aviation Authority (TIA) 
(Does not apply on Federal DBE projects) 

•Hillsborough County School Board 
•Tampa General Hospital (TGH) 

•H. Lee Moffitt Hospital 
•Port Tampa Bay 
•Osceola County 
•Polk County 

•Tampa Electric Company (TECO) 
•Hillsborough Area Regional Transit (HART) 

…and other public/private agencies 
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Value‐Added Benefits of 
City of Tampa Certification 

 Free Advertisement In Our Online Directory, 
Available Worldwide via Internet 

 Targeted Exposure To Procurement Opportunities 
For Special Events (e.g., National Conventions, 
Championship Sporting Events, etc. ) 

 Various Agencies And Organizations Rely on 
Tampa’s Directory As An Invaluable Source For 
Finding Certified Companies To Do Business With 

 Certification Ensures That Minority and Small 
Businesses are Considered When Forming Public 
Policy On Business Development Initiatives for 
Inclusion 

 Targeted Consideration On City Of Tampa 
Public/Private Partnerships 
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BUSINESS SUPPORT SPECIALIST 274‐5505 
Facilitates Services and Tasks Across All Functional Areas; 
Coordinates Public Relations and Public/Private Partnerships 
Promotes Activities For Business Development And Inclusion 
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