
Disclosure Form Instructions 
 
 
 

Form A Instructions for Financial Information & Potential Conflicts of Interest Disclosure 
 

If the bidder is a publicly traded entity subject to Federal 10K reporting, the 10K Report may be submitted to meet the 
requirements of Form A.  If a bidder is a privately held entity that is exempt from Federal 10K reporting, but has more 
than 100 shareholders, it may submit the information that Federal 10K companies are required to report, and list the 
names of any person or entity holding any ownership share that is in excess of 5%.  If a bidder is not subject to 
Federal 10K reporting, the bidder must determine if any individuals are required by law to complete a financial 
disclosure form.  To do this, the bidder should answer each of the following questions.  A “YES” answer indicates 
Form A must be completed.  If the answer to each of the following questions is “NO”, then the NOT APPLICABLE 
STATEMENT on Form A must be signed and dated by an individual that is authorized to execute contracts for the 
bidding company.  Note:  These questions are for assistance only and are not required to be completed. 

 
1. Does anyone in your organization have a direct or beneficial ownership 

share of greater than 5% of the bidding entity or parent entity? --------------------------------------------YES    NO    
2. Does anyone in your organization have a direct or beneficial ownership share of less 

than 5%, but which has a value greater than 60% of the annual salary of the Governor?-----------YES    NO    
3. Does anyone in your organization receive more than 60% of the annual salary 

of the Governor of the bidding entity’s or parent entity’s distributive income? -------------------------YES    NO    
Does anyone in your organization receive greater than 5% of the bidding entity’s or parent entity’s 
total distributive income, but which is less than 60% of the annual salary of the Governor?--------YES      NO        
 

(Note: Only one set of forms needs to be completed per person, per bid even if a specific individual would require a 
yes answer to more than one question.) 

 
A “YES” answer to any of these questions requires the completion of Form A.  The bidder must determine each 
individual in the bidding entity or the bidding entity’s parent company that would cause the questions to be answered 
“Yes”.  Each form must be signed and dated by a person that is authorized to execute contracts for your organization.  
The person signing can be, but does not have to be, the person for which the form is being completed.  The bidder is 
responsible for the accuracy of any information provided. 
 
If the answer to each of the above questions is “NO”, then the NOT APPLICABLE STATEMENT of Form A must be 
signed and dated by a person that is authorized to execute contracts for your company. 

 
 
 

Form B: Instructions for Identifying Other Contracts & Procurement Related Information    
 
Disclosure Form B must be completed for each bid submitted by the bidding entity.  Note:  Checking the NOT 
APPLICABLE STATEMENT on Form A does not allow the bidder to ignore Form B.  Form B must be completed, 
checked, and dated or the bidder may be considered nonresponsive and the bid will not be accepted. 
 
The Bidder shall identify, by checking Yes or No on Form B, whether it has any pending contracts (including leases), 
bids, proposals, or other ongoing procurement relationship with any other (non-IDOT) State of Illinois agency.  If “No” is 
checked, the bidder only needs to complete the check box on the bottom of Form B.  If “Yes” is checked, the bidder 
must do one of the following: 
 
Option I:   If the bidder did not submit an Affidavit of Availability to obtain authorization to bid, the bidder must list all non-
IDOT State of Illinois agency pending contracts, leases, bids, proposals, and other ongoing procurement relationships.  
These items may be listed on Form B or on an attached sheet(s).  Do not include IDOT contracts.  Contracts with cities, 
counties, villages, etc. are not considered State of Illinois agency contracts and are not to be included.  Contracts with 
other State of Illinois agencies such as the Department of Natural Resources or the Capital Development Board must be 
included.   Bidders who submit Affidavits of Availability are suggested to use Option II. 
 
Option II: If the bidder is required and has submitted an Affidavit of Availability in order to obtain authorization to bid, the 
bidder may write or type “See Affidavit of Availability” which indicates that the Affidavit of Availability is incorporated by 
reference and includes all non-IDOT State of Illinois agency pending contracts, leases, bids, proposals, and other 
ongoing procurement relationships.  For any contracts that are not covered by the Affidavit of Availability, the bidder 
must identify them on Form B or on an attached sheet(s).  These might be such things as leases. 

 


