PRINCIPAL FORM INSTRUCTIONS
General Instructions: 

1. In the “Contractor Information” section, enter the contactor name, contract number listed on the front of the request for proposal, the date submitted, federal tax identification number, the contact name of the person responsible for completion of the list of principals along with their email address and telephone number. 

2. In the “Principal Detail” section, use the Designation of Principal abbreviations, listed below and on the principals form, to indicate the relationship of each principal to your organization. 
	Designation of Principal 
	Definition 

	O
	Owner / Shareholder/LLC Member 

	B
	Director 

	P
	President 

	CEO
	Chief Executive Officer 

	T
	Treasurer 

	V
	Executive or Senior Vice-President 

	E
	+Employee 

	S
	Spouse of Principal 

	C
	++Dependent Children of Principal 


+“Employee - generally refers to higher level personnel who have participated substantially (or would be responsible to do so) in the negotiation of the state contract and who have managerial or discretionary responsibilities.
++Dependent Children – Under the Internal Revenue Services (IRS) Code, a dependent child qualifies if a dependency exemption has been claimed by a principal on the last federal income tax form filed with the IRS. 

3. Enter the name (First Name, Middle Initial, Last Name) of each “principal” other than a child or spouse.  
4. Enter the name of any Political Action Committee which is established by or on behalf of any “principal”, including the entity that is the state contractor or prospective state contractor. 
5. Immediately below the name of any principal, indicate the information for any spouse or dependent child (if any) associated with that principal. 

6. Repeat steps 2-5 for each of the principals in your organization. 

7. Note: This Principal Form must be submitted via email to the contact indicated in the corresponding request for proposal.  To obtain this form enter the following web site address into your browser: http://www.cga.ct.gov/olm/publications2.asp. 
Definitions of Applicable Terms 

Principals of a State Contractor that is a Business Entity
The following are subject to the prohibition on making and soliciting certain campaign contributions: 

1. Members of the Board of Directors; 

2. Individuals owning 5% or more of the business; 

3. President, Treasurer, Executive and Senior Vice Presidents;
4. Employees that have managerial or discretionary responsibilities to negotiate 
the state contract. Please review FAQs on SEEC website:http//www.ct.gov/seec; 

5. Spouses and dependent children of all of the above; 

6. Any political committee (PAC) registered in Connecticut to make contributions 
to candidates that has been established by or on behalf of any of the above 
individuals, or the state contractor or prospective state contractor. 
A Business entity includes any corporation, partnership, cooperative, joint venture, trust, or any association of any kind that is engaged in the operation of a business or profit making activity. See Section 9-333a(7), General Statutes. 

Principals of a State Contractor that is not a Business Entity
(Note: This would include a Non Profit Organization or a sole proprietorship or professional service corporation owned by a single individual.) 

The following are subject to the prohibition on making and soliciting certain campaign contributions: 

1. The chief executive officer; 

2. Employees that have managerial or discretionary responsibilities to negotiate 
the state contract. Please review FAQs on SEEC website:http//www.ct.gov/seec; 

3. Spouses and dependent children of all of the above; 

4. Any political committee (PAC) registered in Connecticut to make contributions 
to candidates that has been established by or on behalf of any of the above 
individuals, or the state contractor or prospective state contractor. 
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