
CMAS Customer Reference Instructions 
Attachment A – Instructions for Completing From 

Purpose of This Document 
NOTE: If you are applying for an agreement that includes training courses, please email 
cmas@dgs.ca.gov to get specific instructions on completing this form. 

This guide explains how CMAS applicants must complete the required Customer 
Reference Form. All applicants must follow these instructions to ensure references are 
accepted and properly evaluated by the State. 

Failure to follow the instructions provided may result in processing delays or rejection of 
the application. 

1. Definitions of Services
Consulting Services: Services of an advisory nature that provide a recommended 
course of action or personal expertise (product of the mind). 

Personal Services: Services provided directly by individuals, such as film production, 
interpretation/translation, record shredding, and training. 

2. Customer Reference Requirements
• Provide a minimum of three (3) customer references supporting the job titles/labor
categories offered from the base schedule. A single reference may include multiple
labor categories. Certified California Small Businesses (SBs) are required to provide
only one (1) reference.

• References must be for projects completed within the last three (3) years or is
currently ongoing.

• References may be from either the public or private sector.

• Applicants must submit the required customer reference form with the CMAS
application.

3. Company (CMAS Applicant)
Enter the name of the company that provided the services. Newly formed companies 
without sufficient references may enter the name of the owner or partner who performed 
the work. 
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4. Project Title
Enter the title of the project for which services were provided. 

5. Project Begin and End Dates
Enter the start date for services performed within the last three (3) years. Enter the end 
date for completed work. If the project is ongoing, enter 'On-going' and describe the 
tasks completed to date. 

6. Reference Customer Information
Enter the customer’s agency or company name, address, contact person, phone 
number, and email address. If you were a subcontractor, list the prime contractor as the 
customer. 

7. Project Description
Briefly describe the nature of the project, including the scope and services 
provided. 

Suggested Length: Three - five (3 - 5) sentences summarizing the objectives, 
environment, and outcomes (See example). 

8. Job Titles / Labor Categories
List the job titles from the base schedule that apply to this reference. 

Requirements (Must Do): 

• Requested titles must fall under approved SIN categories.
• Titles must exactly match the Base Schedule (e.g., “Project Manager IV” is not

acceptable if written as “Project Manager 4”).

Restrictions (Must Not Do): 

• Do NOT add additional information to job titles (e.g., internal company versions).
• Do NOT add job titles not found in the base schedule.
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9. Specific Services Provided
In the area that begins “The specific services my company provided to this referenced 
customer within the last three (3) years are:” 

Describe the services performed in chronological order and provide two - three (2-3) 
sentences for each job title describing the work performed. This should also include 
how the work directly shows fulfillment of the job requirements outlined in the base 
schedule.

Example Job Description: 

Project Manager II – Responsible for managing communication with client 
stakeholders, reporting progress, guiding the team during development and 
implementation, and ensuring timely delivery of deliverables. 

If more space is needed, attach an additional sheet. 

10. Base Schedule Requirements
Labor categories must include well-defined functional requirements, minimum 
experience requirements, minimum education requirements, and labor rates. 

11. Reference Validation
The State will validate references by phone or email and may reject any reference it 
believes to be falsified or associated with an entity the applicant partially or wholly owns. 

Applicants must ensure their references respond promptly to validation requests. 

12. Helpful Resources
• CMAS Before You Apply Guide
• CMAS Management Guide
• Unauthorized SIN Categories (See page 50 CMAS Before You Apply Guide)
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Company (CMAS Applicant) 

Project Title 

Project Begin Date 

Project End Date 

Reference Customer Agency/Company 
Street Address 
City, State and Zip Code 
Contact Person 
Contact Phone Number and Extension 
Contact Email Address 

Project Description: 
This description should briefly 
describe what the project entailed, i.e. 
the scope of the project. 

Requested Job Titles/ Labor 
Categories: 
List the job titles offered from the base 
schedule you identified in Section 3 
that this reference supports. 

Continued on next page 

EXAMPLE
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If more space is needed, use additional sheets.

The specific services my company provided to this referenced customer within the last 2 
years are:

Reference Validation

The State will validate references via email or phone. The State reserves the right to reject any 
reference it reasonably believes to have been falsified or if the referencing customer is an entity 
the applicant partially or wholly owns.

Applicants are responsible for staying in contact with their references to ensure prompt 
attention to the State’s validation.
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Company (CMAS Applicant) 

Project Title 

Project Begin Date 

Project End Date 

Reference Customer Agency/Company 
Street Address 
City, State and Zip Code 
Contact Person 
Contact Phone Number and Extension 
Contact Email Address 

Project Description: 
This description should briefly 
describe what the project entailed, i.e. 
the scope of the project. 

Requested Job Titles/ Labor 
Categories: 
List the job titles offered from the base 
schedule you identified in Section 3 
that this reference supports. 

Continued on next page 
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If more space is needed, use additional sheets. 
The specific services my company provided to this referenced customer within the last 
3 years are: 

 Reference Validation
The State will validate references via email or phone. The State reserves the right to reject any 
reference it reasonably believes to have been falsified or if the referencing customer is an entity 
the applicant partially or wholly owns.
Applicants are responsible for staying in contact with their references to ensure a prompt 
response to the State’s validation.
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Company (CMAS Applicant) 

Project Title 

Project Begin Date 

Project End Date 

Reference Customer Agency/Company 
Street Address 
City, State and Zip Code 
Contact Person 
Contact Phone Number and Extension 
Contact Email Address 

Project Description: 
This description should briefly 
describe what the project entailed, i.e. 
the scope of the project. 

Requested Job Titles/ Labor 
Categories: 
List the job titles offered from the base 
schedule you identified in Section 3 
that this reference supports. 

Continued on next page 
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If more space is needed, use additional sheets. 
The specific services my company provided to this referenced customer within the last 
3 years are: 

 Reference Validation
The State will validate references via email or phone. The State reserves the right to reject any 
reference it reasonably believes to have been falsified or if the referencing customer is an entity 
the applicant partially or wholly owns.
Applicants are responsible for staying in contact with their references to ensure a prompt 
response to the State’s validation.
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Company (CMAS Applicant) 

Project Title 

Project Begin Date 

Project End Date 

Reference Customer Agency/Company 
Street Address 
City, State and Zip Code 
Contact Person 
Contact Phone Number and Extension 
Contact Email Address 

Project Description: 
This description should briefly 
describe what the project entailed, i.e. 
the scope of the project. 

Requested Job Titles/ Labor 
Categories: 
List the job titles offered from the base 
schedule you identified in Section 3 
that this reference supports. 

Continued on next page 
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If more space is needed, use additional sheets. 
The specific services my company provided to this referenced customer within the last 
3 years are: 

 Reference Validation
The State will validate references via email or phone. The State reserves the right to reject any 
reference it reasonably believes to have been falsified or if the referencing customer is an entity 
the applicant partially or wholly owns.
Applicants are responsible for staying in contact with their references to ensure a prompt 
response to the State’s validation.
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