
Page 1 of 2 
 

ARDOT Personal Narrative Writing Guide 
 

The purpose of this document is to provide guidance to firms in preparing a Personal Narrative (PN). Firms may use the fillable form 
provided or submit their PN in a separate document. The information below outlines the required sections and is intended to help firms 
clearly describe the impediments they have experienced. 
If a firm chooses to prepare its own PN, the statement should be clear, detailed, and well organized. Firms are encouraged not to 
exceed 8 pages, when possible, but longer submissions will be accepted if necessary to fully address the requirements. 
 
Note: Each qualifying (disadvantaged) individual of the firm must complete and submit a PN and a Personal Net Worth Statement 
(PNWS) 
 

Section 1 Qualifying Individual Information 
 

• Company Name: Use the company name under which your original DBE Certification was approved. Do not use a DBA. 
• Owner’s Name: Use the qualifying individual named in the existing certification.  
• Title: Use the title of the qualifying individual named in the existing certification. 
• Ownership Percentage: List the percentage of ownership the qualifying individual holds. 
• Phone Number: List an active phone number for the qualifying individual.  
• Email Address: List an active email address for the qualifying individual. 

 
Introduction: Personal Background 
 

• Provide a brief overview of yourself and your business.  
 

Section 2 Social and Economic Disadvantage 
 
Describe specific incidents from your personal experiences that demonstrate social disadvantage, based on your individual 
circumstances and not on race or gender.  
 
Explain how social factors or systemic barriers impeded your progress. 

• Economic hardship 
• Systemic barriers 
• Denied opportunities 

 
For each incident, include: 

• Who was involved 
• What happened 
• When it happened 
• Where it happened 

 
Provide multiple examples if available and include proof where possible. 
 
Section 3 Social Impediment 
 
Show the connection between disadvantage and specific instances of discrimination, exclusion, or denial. 
 

• Identify barriers you faced in: 
 

o Education (e.g., lack of funding or access, language barriers). 
o Employment (e.g., limited promotions, unequal pay). 
o Business (e.g., denied credit, financing, or contracting opportunities). 

 
• Explain how these barriers directly impacted your ability to advance professionally or economically. 

 
• Describe any attempts made to overcome these barriers, such as seeking loans, training, or mentorship, and the outcomes. 
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Section 4 Economic Harm 
 
Quantify or describe the financial effect of these disadvantages. 
 

• Explain how the systemic barriers resulted in economic harm, such as: 
 

o Delayed business growth or expansion. 
o Limited access to capital or resources. 
o Lower income compared to similarly situated, non-disadvantaged individuals. 

 
• Provide examples or documentation showing type and magnitude of the harm (e.g., loan denials, earnings comparisons, 

delayed business start). 
• Conclude by stating how these factors demonstrate ongoing economic disadvantage in fact. 

 
 

Formatting & Submission Tips 
 

• Use first-person (“I”) and focus on your individual experiences. 
• Make reasonable attempts to be specific and provide factual dates, examples, and outcomes are key. 
• Ensure consistency between your narrative and financial documentation. 
• Avoid broad generalizations, support statements with examples wherever possible. 
• Provide all supporting documentation available that helps establish your claim by a preponderance of the evidence. 

 

 

 
Should you have any questions, please contact DBE Supportive Services Specialist Natasha Halbert via email at: DBE@ardot.gov or 
via phone at 501-569-2259. 
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