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ÅPlease mute your microphone and turn off video camera during training 

ÅUse the chat bar on the right side of your screen or click the raise hand 

button on the bottom of your screen to make the speaker aware that you 

would like to ask a question  

ÅIf follow up questions are requested by the speaker you may unmute 

and clarify your question at that time

Å During breaktime, please avoid hanging up, if you can, as this could cause 

a disruption when we resume



Special Secretary 
Maria Martinez  



Todayõs Agenda

ÅOpening Remarks

ÅLegislative Updates

ÅGeneral Liaison Training

ÅMBE Ombudsman Unit

ü Stretching Break (10 mins)

ÅMBE Program 

ü Lunch Break (45 mins)

ÅSBR Program 

ü Stretching Break (10 mins)

ÅVSBE Program 



Legislative 
Updates

Presented by Davon K. Gardner

Director of Policy & Legislative Affairs



HB 850 State Procurement - Small 
Business Preference Procurement

ÅExpands the Small Business Preference (SBP) Program to include all units or agencies 
in the executive branch of state government (Previously, DGS, MDOT, USM, Morgan 
State, DPSCS; construction only)

ÅDesignates the Board of Public Works (BPW) as the regulatory authority for the SBP 
Program

ÅEstablishes a price preference not to exceed 8%

Å5% for certified Small businesses

Å2% for veteran-Owned small businesses

Å3% for Disabled veteran-owned small businesses

ÅUnit may designate SBP Program procurements of supplies, services and construction 
related services with the approval of the head of the unit



HB 861 Procurement - Preferences - 
Veteran-Owned Small Business 
Enterprise Program

ÅIncreases the Veteran-owned Small Business  
Enterprise (VSBE) participation goal from 1% to 3% in 
the Maryland Annotated Code (State Statute)

ÅRemoves GOSBAõs authority to promulgate regulation 
that establish the overall percentage goal in the Code 
of Maryland Regulations (COMAR)

ÅGOSBA met with the bill sponsor, Delegate Nick Allen, 
to withdraw the legislation 



HB 962/SB 673 Small Business Reserve 
Program - Goals and Outreach Program

ÅAdds the definition of òCertification Agencyó and òEconomically Disadvantaged 
Individualó to § 14-501 State Finance & Procurement Article (Consistent with MBE § 14-
301)

ÅIncreases the Small Business Reserve (SBR) Program designation from 15% to 20%

ÅIncludes òDesignatedó and òNondesignatedó SBR achievements 

Å Amends òPaymentsó to òAwardsó (Consistent with MBE and VSBE Program)

ÅMDOT & GOSBA shall develop an outreach program to increase the participation of 
economically disadvantaged individuals participating the SBR Program



SB 587 Procurement - Minority Business 
Participation - Real Property Title Insurance 
Services Reporting

ÅExpands the current list of procurement categories  to include real property title 
insurance services and commercial real property title insurance services in SFP 
§ 14-301

ÅExempts the Special Secretary of GOSBA from waiving the requirement for a unit 
to report MBE participation by industry type if the spending threshold for the 
industry type is too low for the unit to provide sufficient data



SB 1014 State Procurement - 
Procurement Forecast and Outreach

ÅCreates entirely new sections (§§ 9-304.1 & 9-308) within the Maryland 
Annotated Codeõs State Government Article 

Å§ 9-304.1 State Government Article 

ÅRequires GOSBA to consult with each primary procurement unit to 
identify potential contracting opportunities and outreach

ÅIdentify and increase awareness of procurement opportunities for small 
businesses including services and supplies

ÅAssist small business with procedures for bidding and responding to a 
request for proposal



SB 1014 State Procurement - 
Procurement Forecast and Outreach 
(Contõd)

Å§ 9-308 State Government Article

ÅOn or before June 30 of each year, each unit shall submit to GOSBA a 
procurement forecast for all procurement contracts over $100,000 for the 
upcoming fiscal year (Codified from COMAR)

ÅOn or before August 15 of each year, each unit shall submit annually the unit's 
reconciliation of the prior yearõs procurement forecast

ÅEach unit should notify GOSBA within 15 days of any updates to the existing 
forecast

ÅGOSBA Shall publish the information provided by each unit on its website 



General Liaison 
Training

Presented by:

Karen Reyes & Lisa Mitchell Sennaar 



General Training Agenda

ÅGeneral Reminders 

ÅGAD List Workgroup Findings/Next Steps

ÅStrategic Plan 

ÅProcurement Forecast

ÅQuestions 



LIAISON ROLE PER REGULATION

COMAR

SBR- 21.11.01.06

MBE- 21.11.03.05

VSBE- 21.11.14.05

LIAISON RESPONSIBILITIES

ÅCoordinating agency outreach 

efforts

ÅReviewing agency contracting 

procedures to ensure 

compliance 

ÅAssisting in resolution of 

contracting issues

ÅSubmitting required program 

reports or information



National Small 
Business Month 



Liaison Onboarding Training

Whether you are a new 
liaison or are looking for a 

refresher on all that 
encompasses the liaison 

role always remember 
liaison onboarding training 

& welcome packets are 
available on the SBR, MBE, 

& VSBE Toolkits! 

Visit GOSBA homepage to access 

all 3 toolkits on the left-hand 

side! 



Liaison Onboarding Training

ÅNext virtual liaison onboarding training date will be 
forthcoming

ÅTraining, slide decks, and welcome packets will always be 
available to view 24/7 on the toolkits



Reporting Deadlines

Due Date Report

June 30, 2024 Strategic Plan 

June 30, 2024 Procurement Forecast

September 30, 2024 SBR & MBE Annual Report

October 1, 2024 VSBE Annual & Outreach Report

October 30, 2024 SBR, MBE, & VSBE QTR1 Reports 



Updated Reporting 
Templates & Documents 

ÅUpdated reporting documents and templates will 
be made available for all programs on July 1, 
2024

ÅFY24 Annual Report Templates 

ÅFY25 Quarterly Report Templates 

ÅProgram Specific Reporting Manuals & Resources

ÅCan be found on the MBE, SBR, and VSBE Toolkits



Upcoming Meeting Dates  

Date Meetings

June 6, 2024 Quarterly Compliance Call

FY25 Training Dates are 

forthcoming.

FY25 Trainings & Meetings



GAD LIST 
WORKGROUP 

General Updates 



Next Steps

ÅRe-naming Resource

ÅSocioeconomic Programs Reporting Guidance

ÅNew Rationale

ÅResource will address reporting exclusions and inclusions by: 

ÅCOMAR 21.01.03.01: Purchases exempt from the procurement regulations

ÅADPICS Additional Elements: Contract Type Field, Procurement Method Fields, and 
Category of Work Fields

ÅComptroller Object Codes



FY25 Socioeconomic 
Program Strategic Plan



Consolidated Strategic 
Plan

ÅStrategic planning is an organizational 
management activity that is used to:

ÅSet priorities to focus energy and resources

ÅStrengthen operations

ÅEnsure that employees and other stakeholders are 
working toward common goals

ÅEstablish agreement around intended 
outcomes/results

ÅAssess and adjust the organization's direction in 
response to a changing environment



Submission Requirements

ÅSubmitted via google form with distinct MBE, SBR, and VSBE sections

ÅAgencies that participate in all three programs:

Åa PDF version is provided on all reporting toolkits to coordinate answers across 
multiple contributors 

ÅMandatory report due by June 30, 2024



MBE 
Ombudsman

Compliance 
Considerations

Presented by Nichelle Johnson

May 9, 2024



www.gomdsmallbiz.maryland.gov

Appointment of the MBE Ombudsman
Established through State Government Articles §9ς303.3, the MBE Ombudsman 
unit officially started during the Moore-Miller administration, in January 2024.

The Ombudsman has been directed by legislation to:
V Conduct trainings for state agency personnel on enforcement of the requirements of current 

MBE laws and regulations, specifically Title 14, Subtitle 3 of the State Finance and Procurement 
Article, including the assessment of liquidated damages under § 14ς303(b)(6) of the State 
Finance and Procurement Article.

V Serve as a resource to minority business enterprise liaisons, procurement officers in units of 
State government, and others. 

V Work with prime contractors, MBEs, and state agencies to resolve issues that arise during 
contract performance

https://gomdsmallbiz.maryland.gov/Pages/MBE-Ombudsman.aspx


www.gomdsmallbiz.maryland.gov

Appointment of the MBE Ombudsman

The Ombudsman will:

V Develop policies and guidance to assist agencies in implementing the MBE Program

V Conduct training for prime contractors as well as MBEs performing in the prime and/or 
subcontracting role

V Oversee data collection of documented nonperformance by prime contractors and track agency 
contract compliance performance

V Additionally, it was the desire of Governor Moore that our unit help small and minority business 
owners navigate state procurement



www.gomdsmallbiz.maryland.gov

The MBE Ombudsman Unit is Already 
Growing

Welcome Tracie Bolden!
Tracie joined the MBE Ombudsman unit in mid-April and will serve 

a pivotal role in helping to promote a culture change among 

stakeholders of the MBE Program through education and outreach, 

policy changes, advocacy, and support of both state personnel and 

minority and women-owned businesses. Tracie has a bachelorôs 

degree in finance from the University of Maryland and has 

extensive proficiency in contract negotiations, vendor 

management, process improvement, change management, and 

regulatory compliance. She is an inventive and experienced 

management professional who loves to think outside the box. Her 

unique perspective and skillset will be invaluable as we focus on 
target areas for process and performance improvement. 



MBE Program Compliance 

ÅAs a part of the compliance process for the MBE program, you are to monitor, facilitate, 
promote and ensure compliance to MBE Program Laws, Regulations, Guidelines, Policies, 
and Objectives at both the state and agency levels.

ÅYou should be both effective and just in advocating for the proper treatment of Small, 
Minority & Women business owners. Specifically, to State certified MBE businesses.

ÅThis includes a commitment to identifying and acting on both compliance lapses and 
fraud.

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only
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MBE Program Compliance 

ÅWho is put in place to carry out compliance?
ÅContract Monitors
ÅContract Managers
ÅCompliance Officers
ÅProject Managers
ÅProcurement Officers
ÅFair Practice Office 
ÅMBE Liaison Officers
ÅDEI Offices

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only
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Frequent Partners in Compliance 
include:
Å Finance/Budget Office
Å Agency Head
Å Procurement Director
Å Agency Assistant Attorney General 

(AAG)
Å MBE Ombudsman



MBE Liaison 

32

As mentioned earlier, the Liaison Role works hand in hand with contract monitors, contract 
managers, procurement officers, and compliance staff.  Why is this important?

The MBE Liaison is one of the main compliance measures put in place is to help ensure the 
successful implementation of the MBE Program at the agency level.

Real life examples ς The results when the system breaks down.

ü A solicitation with MBE goals that had no MBE clauses or paperwork in the solicitation 
documents

ü Incorrectly calculated liquidated damages figures

ü Persistent bad behavior by a prime throughout the contract (ex. The prime asking the 
MBE firm to perform work they are not certified for and trying to count those dollars 
towards the MBE goal or persistent lateness in processing payments to subcontractors)

COMAR 21.11.03.05

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only



Resources

ÅYour main resources will be:
ÅOffice of State Procurement Website
ÅLatest Forms (PRG, Attachment D- NEW forms coming)
ÅProcurement Manual including Policies, Procedures and Best Practices

ÅGOSBA MBE Toolkit
ÅGuidance (Liquidated Damages, Subgoals, Reporting, Sample Forms, 

Training Materials)

ÅMBE Ombudsman Page ς State Agency Resources
ÅMDOT Directory
ÅState Certified MBE Vendors

ÅBPW Website
ÅAdvisories - 2001-1 (PRG Guidance), 2003-2 (Waivers Report) 

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only
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https://procurement.maryland.gov/procurement-staff/
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx
https://gomdsmallbiz.maryland.gov/Pages/MBE-omb-StateAgency.aspx
https://marylandmdbe.mdbecert.com/
https://bpw.maryland.gov/Pages/advisories.aspx


MBE Program 
Compliance 
Components

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only
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Vendor Relations:
Networking
Advocacy
Education

Program 
Implementation 
& Compliance

Reporting

Contract 
Monitoring



The Successful Implementation of the MBE Program occurs as a result 
of optimal performance at the input, process, and output stages.

INPUT

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only
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PROCESS OUTPUT



Program Implementation & 
Compliance

Governor's Office of Small, Minority & Women Business Affairs     For Internal 
Training Purposes Only 37



Compliance Regulations

Governor's Office of Small, Minority & Women Business Affairs     For Internal 
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COMAR 21.11.03.13

COMAR 21.11.03.10

COMAR 21.11.03.13 ς General Compliance Requirements

COMAR 21.11.03.10 ς Contract Award Compliance Requirements including 
Good Faith Efforts considerations for Waiver Requests and Contract 
provisions, such as Liquidated Damages.

COMAR 21.07.01.14 ς Mandatory Liquidated Damages provisions for all 
contracts with certified MBE participation goals and any other contracts 
deemed appropriate by PO in consultation with that AAG.

https://dsd.maryland.gov/regulations/Pages/21.11.03.13.aspx
https://dsd.maryland.gov/regulations/Pages/21.11.03.10.aspx
https://dsd.maryland.gov/regulations/Pages/21.07.01.14.aspx


Program Implementation and Compliance

Governor's Office of Small, Minority & Women Business Affairs     
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Review agency contracting 
procedures to ensure compliance 

ÅParticipating in your agency's 
Procurement Review Group (PRG)

ÅEnsuring that solicitation documentation 
includes the necessary forms, clauses, 
and language for each program

ÅAnswering internal agency questions to 
ensure current contracts are upholding 
socioeconomic policies

Å Reviewing legislation and resulting policy 
changes 

Å Attending training
Å Contract Award reviews 
Å Reviewing MBE forms & waiver requests 

(Good Faith Efforts Documentation)
Å Attend Corrective Action Meetings

Know the rules; Make sure your 
Agency follows the rules

Issues that arise with solicitations containing MBE goals should be documented and discussed among 
the PO, MBE Liaison, and you may need to include your legal counsel.
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At the input phase:

Å When setting MBE goals, ensure your agency is 
evaluating solicitations on a case-by-case basis; use 
past similar contract compliance as a model and be 
sure to include written justification in PRG 
documents

Å MBE goals/subgoals and MBE forms should be on 
the agenda at all Pre-bid Conferences

Å Directly solicit certified MBE firms at every 
opportunity ς build up your pool of vendors

Successful Implementation of the MBE Program

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only



Procurement Review Group (PRG)
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Å There should be at least one or more standing procurement 
review group(s) within your unit.

Å  The PRG shall be comprised of:

Å!ƎŜƴŎȅΩǎ ŎƘƛŜŦ ǇǊƻŎǳǊŜƳŜƴǘ ƻŦŦƛŎƛŀƭ ƻǊ ǎŜƴƛƻǊ-level procurement official 
designated to act in his/her place

ÅSBR, MBE & even VSBE Liaison Officers or senior level alternates

Å̧ ƻǳǊ ǳƴƛǘΩǎ ƭŜƎŀƭ ŎƻǳƴǎŜƭ ǘƻ ǇǊƻǾƛŘŜ ǎǳǇǇƻǊǘ ŀƴŘ ŀŘǾƛŎŜΣ ŀǎ ƴŜŎŜǎǎŀǊȅ

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only



PRG (cont.)

42

Need to ensure the agency is doing an:

Å Thorough evaluation of procurements expected to exceed $100,000 in 
value for MBE and VSBE participation, including evaluation for MBE 
Subgoals as directed in the MBE Program Subgoal Guidance

Å Resource: BPW Advisory 2001-1

Å twD DǳƛŘŀƴŎŜ ŀƴŘ ²ƻǊƪǎƘŜŜǘǎ ŀǊŜ ƻƴ h{tΩǎ ǿŜōǎƛǘŜΥ 
https://procurement.maryland.gov/procurement-review-group-prg/

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only

https://gomdsmallbiz.maryland.gov/Documents/Legislation/MBE_Program_Subgoal_Guidance_08.01.2020.pdf
https://bpw.maryland.gov/Pages/adv-2001-1.aspx?
https://procurement.maryland.gov/procurement-review-group-prg/
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Did your Agency Consider:

ÅIf the procurement be broken down into subcontracting opportunities

ÅDoes the contract structure support subcontracting?

ÅDid the unit list all possible subcontracting NAICS Codes on the PRG Form

ÅAre small, minority, women, and veteran-owned businesses available in the 
categories identified ( After a search for State certified MBE firms)?

ÅDoes it make sense geographically?

Å/ƻƴǎƛŘŜǊ ǘƘŜ сл҈ wǳƭŜΩǎ ƛƳǇŀŎǘ ƻƴ ƎƻŀƭǎŜǘǘƛƴƎ ŀƴŘ Ǝƻŀƭ ŀŎƘƛŜǾŜƳŜƴǘ

ÅTreat the MBE & VSBE Programs as mutually exclusive

ÅDually-certified firms can count toward both program goals)

ÅProvide as much detail and context as possible on your PRG Determination 
(for historical purposes and protest)

PRG (cont.)

Governor's Office of Small, Minority & Women Business Affairs     
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Are Subgoals applied correctly?

AnyrelevantSubgroupwith 
lessthan 3 certified firms 
availableresultsin no 
subgoalbeingset for that 
subgroup

ForInternalTraining PurposesOnly

Ex.:ConstructionContractwith an 
overallMBEgoalof 25%would be 
evaluatedfor Subgoals.If yoursearch 
revealsthat 2 AfricanAmericanMBE 
firms and10WomenownedMBE 
firms wereavailable,this will result in 
onlya WomenSubgoalof 11%

ÅYour agency must fill out the subgoalworksheetanddetermineif 
Subgoalswill beset on procurements

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only
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PRG (cont.) 

45

Units must submit the 

PRG documentation for all 

solicitations & task orders 

valued at $25M and above 

to GOSBA for review.

Governor's Office of Small, Minority & Women Business Affairs     
For Internal Training Purposes Only

Best practices:

V Documents should be completely filled 
out & signed

V Units should include a clear and adequate 
justification for goals including 0% goals.

V Provide all relevant documentation 
including PRG Forms, Research with MBE 
firms identified, Engineers Estimate, SOW



Compliance and 
MBE Forms

Governor's Office of Small, Minority & Women Business Affairs     
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MBE Program Compliance
COMAR 21.11.03.09 - 10 and 21.11.03.11

MBE Participation Forms
ÅThoroughly review MBE forms to ensure they are correct and complete, including the application of the 

60% rule (COMAR 21.11.03.12-1).

D-1A - MBE Utilization and Fair Solicitation Affidavit and MBE Participation Schedule 
D-3A - MBE Subcontractor Project Participation Certification 
Å Along with this document, you would also be requesting copies of MBE subcontract agreements per COMAR 21.11.03.10
D-3B - MBE Prime Contractor Participation Certification

ÅProcurement staff are directed to contact the agency MBE Liaison if there are issues or if additional 
guidance is needed. 

ÅSample Forms are provided on our website, as well as a Forms training in the MBE toolkit:
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx

Review MBE forms for accuracy and completeness, especially Waiver paperwork. 

Governor's Office of Small, Minority & Women Business Affairs     
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https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx
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MBE Program Vendor Verification ς Ask Karen

Å In accordance with COMAR, procurement agencies may not 
permit a vendor to participate in a procurement as a certified 
MBE unless the state has certified the firm as an MBE.

Å Procurement officers must verify the certification status of 
MBEs during the bidding process.

Å Procurement officers should use the MDOT Central Directory 
to verify the status of MBEs.

Å A status of Pending is not allowed.

Å /ƻƴǘŀŎǘ a5h¢Ωǎ Office of Minority Business Enterprise for 
information, if needed, about the status of certified vendors.

https://www.mdot.maryland.gov/tso/pages/index.aspx?pageid=97
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MBE Program Compliance ς Ask Karen

Waiver Documentation
Å/ŀǊŜŦǳƭƭȅ ǊŜǾƛŜǿ ŀƴȅ ǿŀƛǾŜǊ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ ƳŀƪŜ ǎǳǊŜ ƛǘ Ŧƛǘǎ ǘƘŜ άƎƻƻŘ ŦŀƛǘƘ 
ŜŦŦƻǊǘǎέ ǊŜǉǳƛǊŜƳŜƴǘΦ
ÅD-1B - Exhibit A: MBE Subcontractor Unavailability Certificate 
ÅD-1C - Good Faith Efforts Documentation (as defined in COMAR 21.11.03.11)
ÅD-2 - MBE Outreach Efforts Compliance Statements

ÅProcurement Officers should follow the guidance and best 
practices found in the MBE & VSBE Goal Waiver Guidance:  
Good Faith Efforts Review & Documentation

COMAR  21.11.03.11

Governor's Office of Small, Minority & Women Business Affairs     
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https://procurement.maryland.gov/wp-content/uploads/sites/12/2022/11/BP-MBE_VSBE-Waiver-Guidance-v1-10.17.2022.pdf
https://dsd.maryland.gov/regulations/Pages/21.11.03.11.aspx
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MBE Program Compliance

ÅContract Compliance should be reviewed by the contract 
monitor or other assigned staff using the MBE reports 
(Attachment D) regularly received from Primes/Subcontractors
ÅD-4A - Prime Contractor Paid/Unpaid Invoice Report
ÅD-4B - MBE Prime Contractor Report 
ÅD-5 - MBE Subcontractor Paid/Unpaid Invoice Report 

ÅAgency contract compliance reports should be regularly 
generated by liaisons, contract monitors, or other assigned staff 
which utilized this data.

ÅThis data is essential when performing contract close out.
Governor's Office of Small, Minority & Women Business Affairs     
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MBE COMPLIANCE ASSESSMENT Data Tracking
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Å The Compliance Assessment Report data will be used by the Ombudsman unit to track and monitor contracts 
that did not meet the established MBE goal.  Contracts that do not meet the MBE goal are required to list 
valid mitigating factors.
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MBE Program Compliance

ÅProcurement staff should collaborate with the Prime, the 
MBE liaison and legal counsel to quickly resolve issues with 
MBE subcontractors.

ÅOnly after these steps should procurement staff reach out 
to the MBE Ombudsman Unit for assistance.

ÅProcurement staff, compliance staff, and the MBE liaison 
should ensure that issues are handled in accordance with 
COMAR, procurement guidelines, and best practices

Governor's Office of Small, Minority & Women Business Affairs     
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MBE Form Reminders

ÅPrimes experiencing issues must work with procurement staff 
and the MBE liaison and cannot make unilateral decisions 
concerning named MBEs on contracts

ÅPrimes who wish to amend MBE participation schedules must 
work with procurement staff and the MBE liaison to act 
according to COMAR 21.11.03.12

Å Involves consideration of the 72-hour rule before contract 
execution and amendment of participation schedule after 
contract execution 

Governor's Office of Small, Minority & Women Business Affairs     
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https://dsd.maryland.gov/regulations/Pages/21.11.03.12.aspx


Contract 
Monitoring

Governor's Office of Small, Minority & Women Business Affairs     For Internal 
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Compliance Regulations
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COMAR 21.11.03.13

COMAR 21.11.03.13: A. To ensure compliance with certified MBE participation 
goals, the procurement agency shall:

 Verify that the certified MBEs listed in the MBE participation schedule are 
performing work and receiving compensation as set forth in the participation 
schedule;

Compliance Staff may  need to visit the worksite and even interview 
subcontractors or workers:

ωThe contractor shall:

ωPermit the procurement agency to inspect any relevant matter, including records 
and the jobsite and to interview subcontractors and workers;

https://dsd.maryland.gov/regulations/Pages/21.11.03.13.aspx


Compliance Regulations - Payment

ÅCOMAR 21.10.08 ς Prompt Payment Requirements may intersect with 
MBE program compliance requirements when payment issues involve 
an MBE subcontractor.

Governor's Office of Small, Minority & Women Business Affairs     
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COMAR 21.11.03.13 [Collection & Review of payment reports]
B (3) Submit monthly to the procurement agency a report listing payments made to each 
MBE subcontractor in the preceding 30 days and any unpaid invoices over 30 days old 
received from a certified MBE subcontractor, and the reason payment has not been made; 
ǍɅǱṟ

C. Upon determining that a contractor did not make good faith efforts to comply with 
contract MBE participation goals, the procurement agency shall notify the contractor in 
writing of its findings and shall specify what corrective actions are required. The contractor 
is required to initiate the corrective actions within 10 days and complete them within the 
time specified by the procurement agency.

https://dsd.maryland.gov/regulations/Pages/21.10.08.03.aspx
https://dsd.maryland.gov/regulations/Pages/21.11.03.13.aspx


Compliance vs Fraud
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Ç Compliance requirements:

V Use of the MBEs listed at time of bid/proposal
V MBE Subcontractors must perform their items of work, independent from 

the prime contractor, with their own supervisor and employees
V MBEs cannot subcontract out any portion of their work without prior 

approval from the agency
V MBE must perform commercially useful function ẌṟṣFor execution of the 

work of the contract and is carrying out its responsibilities by actually 
performing, managing, and supervising the work involved; and  (ii) With 
respect to materials and supplies used on the contract, for negotiating 
price, determining quality and quantity, ordering the material, and 
installing (where applicable) and paying for the material itself ṣẍ



Compliance vs Fraud
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ÅFraud: ñdeceit, trickery, or breach of confidence for profit or to gain some 

unfair or dishonest advantage.ò

VUsing the MBE in name only (pass through)

VListing employees on certified payroll when actually paid by another 

company

VReporting work is being performed by MBE when another firm is 

actually doing the work

Alleged Fraud is handled by the Attorney Generalüs Office 
and can also be reported to the Ombudsman Unit at

mbe.ombudsman@maryland.gov



Compliance Regulations

ÅCOMAR 21.11.03.13 [Carry out remedies to non-compliance]

D. If a procurement agency determines that material 
noncompliance with MBE contract provisions exists and that the 
prime contractor refuses or fails to take the corrective action 
required by the procurement agency, then the following sanctions 
may be invoked:
(1) Termination of the contract;
(2) Referral to the Office of the Attorney General for appropriate 
action; or
(3) Initiation of any other specific remedy identified by contract.

Governor's Office of Small, Minority & Women Business Affairs     
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https://dsd.maryland.gov/regulations/Pages/21.11.03.13.aspx


Remedies to Non-Compliance
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There are several tools at the agency level to handle these 
issues, such as

V Letter of non-performance

V Corrective Action Plans

V Withholding Payment

V Liquidated Damages

V Contract Termination for Cause or Convenience

COMAR 21.07.01 & 21.10.08



Vendor Relations
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Vendor Relations
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Assisting vendors and educating them on MBE Program Requirements

ÅAssist Vendors with navigating 
procurements with your unit:
ÅHelping vendors learn how to do 

business with YOUR agency.
ÅReceiving vendor capability 

statements and adding them to your 
ŀƎŜƴŎȅΩǎ ƛƴǘŜǊƴŀƭ ŘŀǘŀōŀǎŜ
ÅConducting Pre-bid meeting where 

you explain MBE forms and 
requirements and hosting Kick-off 
meetings for contracts.

ÅEducate Vendors on the Program

ÅProviding resources or points of 
contact if vendors have questions 

ÅMaking vendors aware of statewide 
resources and training, such as 
GOSBAs T.I.P.S. Webinar Series.

ÅRefer vendors to the MBE 
Ombudsman for assistance with 
navigating state procurement.



Vendor Relations
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Assisting in resolution/prevention  of 
contracting issues
ÅAdvocating for certified vendors

ÅHelping a vendor mitigate payment issues 

ÅAssist vendors who are experiencing 
fraud/fraudulent behavior 

ÅInterviewing and answer questions from 
subcontractors to ensure current 
contracts are upholding socioeconomic 
policies

Coordinating agency outreach efforts

Å Brainstorming outreach ideas with 
your units:
Å Contract monitors
Å Compliance manager 
Å Buyers 
Å Fair practice offices 
ÅOutreach coordinators
Å Communications & marketing 

team



www.gomdsmallbiz.maryland.gov



MBE Ombudsman Unit

Nichelle Johnson
MBE Ombudsman

Nichelle.johnson1@maryland.gov
410-697-9605
667-232-1369

Tracie Bolden
MBE Ombudsman Compliance Manager

tracie.bolden@maryland.gov
410-697-9726
667-644-8476

Governor's Office of Small, Minority & Women Business Affairs     
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FY2025 
Procurement 
Forecast



Procurement Forecast

Submission of the Procurement Forecast satisfies GOSBAõs 
request pursuant to COMAR:

Å  21.11.03.17 

Å21.11.01.06 

Å21.11.14.06(B)



Procurement Forecast

Å All agencies are required to submit one report with all projected purchases over $50,000 

including SBR designated procurements and those with MBE and VSBE goals no later than 

June 30, 2024

Å Do not use previous templates and instructions

Å Retrieve the updated instructions and the template for FY2025 

From either the SBR, MBE, or VSBE Toolkits

Å The submission should include:

Å Detailed FY2025 Procurement Forecast excel spreadsheet

Å Signed attestation in PDF format

Å Submissions should be sent via email to: compliance.gosba@maryland.gov

https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-SBR.aspx
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-VSBE.aspx
mailto:compliance.gosba@maryland.gov


SBR, MBE and VSBE Toolkits





Procurement Forecast Template 
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Procurement Forecast Template 



Procurement Forecast Template 



Procurement 
Forecast 
Portal

Only 80% of 

units submitted 

Forecasts in 

2024 



Any Questions?



MBE Program

Presented by Karen Reyes

MBE Compliance Manager



MBE Program Agenda

ÅMBE Reporting Requirements 

ÅBackup Data

ÅFY24 Annual Report Preparation

ÅChecks and Balances

ÅFY25 Quarterly Report Preparation
Å **New Data Requirements

ÅData Accuracy 

ÅSupplemental Reporting Guidance



New Addition to the 
GOSBA Team!

Caryn Brandon joined our office at the beginning 

of April as an MBE Compliance Manager. Caryn 

has jumped right in and some of you may have 

already noticed her in training sessions and 

meetings. Caryn brings a wealth of experience in 

business, accounting, and contracts & grants 

management to the position. She will be working 

hand in hand with Karen Reyes on MBE Program 

compliance and ensuring accurate and timely 

reporting. We look forward to all that she has to 

contribute!



MBE Reporting Requirements



MBE Reporting Requirements

For Internal Training Purposes Only

Let's review the reporting requirements for our office:
Found in COMAR 21.11.03.17. Reporting 

ÅOur office must receive both Quarterly and Annual MBE 
Procurement Reports (backup data should be included).
ÅAlways send to the mbereports.gosba@maryland.gov email box.

mailto:mbereports.gosba@maryland.gov


MBE Reporting Requirements
Other Reporting Requirements:
Submit to the compliance.gosba@maryland.gov email box

ÅWaiver Determinations as granted

ÅCopy our office on the Annual Waiver 
report to BPW

ÅMBE Form Amendment Consent/Approval

ÅWe should receive PRG paperwork for 
solicitations 25 Million and over.

Note:
COMAR 21.11.03.17 C. 
Each procurement agency shall 
furnish any other information or 
periodic reports requested by 
the Governor's Office of Small, 
Minority & Women Business 
Affairs or the Department of 
Transportation in connection 
with MBE certification and 
procurement, or any other 
matters related to the 
administration, effectiveness, or 
continuation of the Minority 
Business Enterprise Program.

For Internal Training Purposes Only
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Backup Data 



Creating an 
ANSWERS Account 

ÅTo access the ANSWERS website 
(https://net.md.gov/apps/answers/ ) 
VPN connection is required

ÅOn the homepage follow the prompt 
to create your account

https://net.md.gov/apps/answers/


Reporting ð source documents for 
data reports

For Internal Training Purposes Only

ÅGenerate the following FMIS/ANSWERS Reports:
Å PCHL709 (BPO/PO Change Orders from contracts awarded in prior 

fiscal years)

Å PCHL710 (Contract Awards Detail) run by award date

Å PCHL711 (Contract Awards Summary) Use Waiver Data Only

Å PCHL717 (Prime Payments by Direct Voucher; no BPO/PO)

Å PCHL718 (Prime Voucher Payments made from BPO/PO)

Å PCHL719 (Subcontractor Payments)

Å PCHL 720 (Subcontract Awards) run by award date

Å PCHL 721 or VIEWDIRECT A30USB11(P-Card Total/Detail)



IFMIS and 
other 
reporting 
systems

ÅEXPECTED REPORTS

ÇCHANGE ORDERS (SIMILAR TO ANSWERS 709 

REPORT)

ÇAWARDS (PO/BPO) (SIMILAR TO ANSWERS 710 

REPORT)

ÇSUBCONTRACTOR AWARDS (SIMILAR TO ANSWERS 

720 REPORT)

ÇSUBCONTRACTOR PAYMENTS (SIMLAR TO ANSWERS 

719 REPORT)

ÇVOUCHER PAYMENTS (PO/BPO) (SIMILAR TO 

ANSWERS 718 REPORT)

ÇDIRECT VOUCHERS (SIMILAR TO ANSWERS 717 

REPORT)

ÇCREDIT CARD OR CPC REPORT (SIMILAR TO 

ANSWERS 721 REPORT)

For Internal Training Purposes Only



MBE AWARDS/PAYMENTS REPORTING
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Compiling your data

ÅOnce you have completed the scrubbing of your data, you will consolidate and 
save your data reports with a name that describes the dataset, your 
agency/department, and the FY, as discussed earlier.

ÅYou will enter data into the correct cells of the fields in the Form 1 / 2, Form 3, 
and Contracts Inventory

ÅPerform Checks and Balances to ensure your data is accurate

For Internal Training Purposes Only



What to look out for when data 
sorting/scrubbing

ÅEnsure Data is complete for the timeframe it is being 

pulled 

ÅEx. If you are pulling QTR 1 report be sure that you are 

pulling the correct months (July 1-September 31)

ÅEnsure data is clean and all data errors are solved 

ÅEx. If your agency is reporting negative numbers on their 

credit card report be sure to reconcile any returns that 

were made and only report the final total that was spent

ÅEnsure data is consistent with socioeconomic reporting 

requirements

ÅEx. Scrubbing out preferred providers 

ÅEnsure data is in the proper format 

ÅEx. Making sure the backup data that was collected 

provides all the necessary data fields 



Data Scrubbing 
Example

Å When submitting backup data it is crucial 
for the data to be easily understood

Å Utilizing color coding or pivot tables 
aids in clear understanding of the 
data being provided

Å Sample Data Templates are available per 
request, contact your designated MBE 
Compliance Manager to obtain the sample 
data for reference



Data Processing for 
MBE Reporting

ÅYour agency is responsible for downloading 

the most up to date MBE Reporting templates 

provided in the MBE programs reporting 

toolkit

ÅThese templates are already equip with 

the necessary formulas to calculate your 

agencies participation percentages for 

every FY

ÅMany of these templates are being uploaded 

into a database which makes it crucial for the 

processing step to be done accurately to 

produce the annual report you see at the end 

of the year



Data Analysis 

ÅData analysis isthe process of inspecting, cleansing, 
transforming, and modeling data with the goal of 
discovering useful information, informing conclusions, 
and supporting decision-making.

ÅAnnual reporting templates provided by GOSBA have a 
ŘŜǎƛƎƴŀǘŜŘ Ψbh¢9{Ω ǎŜŎǘƛƻƴ 

ÅThis is where your agency can list out what conclusions were 
made or important data related notes that are necessary to 
have a full understanding of the data being provided



FY24 MBE Annual Report 
Preparation



Award reports

ÅThis part of the process will include 
the preparation of the :

VForm 1 / 2 Annual Report

VContracts Inventory Sheet

For Internal Training Purposes Only
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Payment reports

ÅThis part of the process will include 
the preparation of the :

VForm 3 Payment Portal

VManual entry and deletion method OR

VImport Method (Form 3 Data Template)

For Internal Training Purposes Only
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Compliance report

ÅThis part of the process will include 
the preparation of the :

VCompliance Assessment 

For Internal Training Purposes Only
Governorôs Office of Small, Minority & Women Business Affairs



REPORTING MBE AWARDS
Form 1
Form 2

Contracts Inventory



Form 2- Subcontract awards 
Table



Form 2- Prime contract awards 
Table



Form 1- total contract awards 
table



Outreach Data & Evaluation Tab **NEW 
Found in Form 1 & 2 Excel Template



Contracts Inventory-
MBE Prime contractors 



Contracts Inventory-
MBE Sub contractors 



REPORTING MBE PAYMENTS 
FORM 3 Template & Portal



Åhttps://doit.state.md.us/MBEFORM #3/

ÅRetrieve login info from Governor's Office of Small, Minority & Women 
Business Affairs, if needed.

ÅChoose your method, DO NOT DO BOTH
ÅManual Entry OR

ÅImport Template Method

ÅBe mindful, if you are using the import method, it will overwrite 
everything currently in working data.

ÅNo matter what method you choose, you must still submit for the 
reporting year.  

ÅProblems with submitting, contact Governor's Office of Small, Minority 
& Women Business Affairs:

For Internal Training Purposes Only

Form 3 Web Portal - Data Entry

https://doit.state.md.us/MBEForm3/


Form 3 - import method
MBE Prime Contractor Payments 



Form 3 - import method
MBE Subcontractor Payments 



ÅOn the left-hand menu under the òWorking Dataó section, choose the Import 
Contracts link.   This will get you to the Import page.  The link is as shown.

ÅOnce you arrive on the import page you will:

ÅSelect the Agency/Department from the dropdown list (if not already selected).

ÅClick on the òSelect a File To Uploadó button.  A dialog box will pop up for you to 
select which Excel file you want to upload.  Only one file can be uploaded at a time.

ÅOnce a file has been selected and completely uploaded, click on the òImport 
Exceló button.

ÅA òwaitó icon will display while the file is being processed.  If everything goes well, 
you will be greeted with the following message:  

ÅIf instead you receive errors, resolve them, then try importing the Excel file again.

ÅShould you need to edit your import data, you can edit the Excel file and reimport 
it.  

Form 3 Portal ð Import Method



Form 3 Portal - Manual Entry

After Sign in On the left-
hand side, Click:

Å Working Data

Å View All Data

Å Proceed to Edit Data



Form 3 Portal - Manual Entry

Prime Contractor 

Awards CTD- Total 

Award Amount

Prime Contractor 

Payments FY- 

Payments made 

towards that contract 

that FY

Prime Contractor Payments CTD- 

Payments made throughout the 

entire duration of the Contract 

regardless of FY



Form 3 Portal - Manual Entry
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Form 3 Portal - Manual Entry
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Form 3 Portal - Manual Entry

ÅAdd subcontractor data:

ÅClick òAdd MBE Subcontractoró 

ÅInput Subcontractor Data

ÅClick SAVE 

Note:  If you canõt find an MBE in 

the drop down, search vendor in 

the MDOT Database 

https://mbe.mdot.maryland.gov/

directory/

by certification number and 

confirm Vendorõs legal name.

https://mbe.mdot.maryland.gov/directory/
https://mbe.mdot.maryland.gov/directory/


Form 3 Portal ð Manual Removal of Prior 
Year/Expired Data

For Internal Training Purposes Only

Click View All Data 
under Working Data



Form 3 Portal ð Manual Removal of Prior 
Year/Expired Data

For Internal Training 

Purposes Only

Click the number under Contract# If 

End date is not within the fiscal year 

you are reporting for

Example FY 24 would be 7/1/2023  
6/30/2024; so, if a contract or 
transactions end date is 6/30/2019 
this would be a contract or 
transaction you need to delete. 



Form 3 Portal ð Manual Removal of Prior 
Year/Expired Data

For Internal Training Purposes 

Only

Click OK to confirm deletion,  you will 

get a success message.  Then go on to 

the next record to delete. 

Click to delete the record, 



Remember this
ÅThe Form 3 Errors and Resolutions section of 
the reporting manual will help you work 
through any errors.

ÅCall us for assistance if you unable to resolve 
an error. 
ÅOnce the manual entry or data import has 
been completed, you can review and export 
the summary data.
ÅThe PRIME and Subcontractor summaries 
should be submitted with your final report.
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Remember our Training Video

ÅThe Form 3 Portal in-depth 
training video is available on our 
website in the MBE Reporting 
Toolkit.

ÅA slide deck is also provided for 
your review.
ÅCall us if you still have questions 
after watching the video.

For Internal Training Purposes Only
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Checks and 
Balances
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REPORTING 
CHECKS AND BALANCES



Supplemental Reporting Guidance 
Includes:

ÅEach report requirement will have a 
guide, which will list which backup 
reports will be required to fill in the 
specific report as well as general 
reminders for each report.  

ÅAnnual Reporting Templates

ÅForm 1 & 2

ÅForm 3

ÅContracts Inventory

ÅChecks and Balances include:

ÅReporting Checklist

ÅSubmission Checklist 



Checks and balances
ÅBased on FINAL scrubbed backup data reports which include or identify data that 

was used to produce the values entered in the Annual Form 1 / 2, Form 3, and 
Contract Inventory Sheet.

ÅAWARDS - ANSWERS REPORTS ð ALL PRIME CONTRACTS DATA

For Internal Training Purposes Only

Supplemental Reporting 

Guidance Example



Checks and balances

ÅBased on FINAL scrubbed backup data reports which include or identify data 
that was used to produce the values entered in the Annual Form 1 / 2, Form 3, 
and Contract Inventory Sheet.

ÅAWARDS - ANSWERS REPORTS ð MBE PRIME CONTRACTOR DATA

VForm 2 tab - Primes table, should be consistent with the Contract Inventory ð 
Primes tab AND the reportable MBE totals on your 709 / 710, 717, and 721 
reports MINUS Statewide Contracts

VCross-reference the Supplemental Reporting Guidance to view Form 2 Prime 
Contractor data table checks and balances per cell

For Internal Training Purposes Only



Checks and balances

ÅBased on FINAL scrubbed backup data reports which include or identify data 
that was used to produce the values entered in the Annual Form 1 / 2, Form 3, 

and Contract Inventory Sheet.

ÅAWARDS - ANSWERS REPORTS ð MBE SUBCONTRACTOR DATA

VForm 2 ð Subs table, should be consistent with the Contract Inventory ð Subs 
tab AND the reportable contracts on your scrubbed 720 report.

VCross-reference the Supplemental Reporting Guidance to view Form 2 
Subcontractor data table checks and balances per cell

For Internal Training Purposes Only



Checks and balances- Form 2 

VCAVEATS: 

ÅIf you have an MBE Prime with MBE Subcontractors, you 
will need to take in consideration the amount self-
performed and whether you choose to split the contract 
award between the Prime and MBE Subs or report the full 
total under the Prime.

ÅConsider contractors who were subject to the 60% percent 
rule.

For Internal Training Purposes OnlyGovernorôs Office of Small, Minority & Women Business Affairs



Checks and balances- Form 3

ÅPAYMENTS - ANSWERS REPORTERS

VForm 3 Prime contractor data should be consistent with MBE reportable 
payment amounts on the scrubbed 718, 717, and 721 reports.

VKeep in mind that non-minority contractor data should only be added if it 
matches MBE subcontractors listed on the subs tab.

VForm 3 Subcontractor data should be consistent with the MBE payments on 
your 719 report.

VCross-reference the Supplemental Reporting Guidance to view Form 3 Prime 
& Subcontractor data table checks and balances per cell

For Internal Training Purposes Only



Common Errors and Omissions in 
Reporting
Remember, use  your MBE Reporting Manual as your 
òReference Documentó for reporting.  

ÅANSWERS Reports:
VDo not use the 718 Report for reporting Awards on Form 1 [This is a payments 

report]

VThe 711 and 713 Reports are for your referenceonly

VSubmitting PDF formatted backup hinders the verification process and is not 
accepted

VRemember to submit all relevant 700 series or internal reports for backup

VUse the reportable column, if applicable, and highlight or show what is being 
used for awards/payments within your backup data

For Internal Training Purposes Only



Common Errors and Omissions in 
Reporting
ÅForm 1 & 2, Form 3 and, Contracts Inventory:
VUse the correct & current Template as things change from year to year

VStatewide Contracts should not appear in your awards data (Note: DGS 
Statewide Contracts and other contracts can be searched via links from our 
MBE Toolkit)

VNegative Numbers and totals should not be included

VContracts Inventory totals should match Form 2 

VKnow what is an Awards vs. Payments

VPlease do not change/add to templates 

VMBE goals are only on contracts with subs, everything else should be 0% 
(PRIMES) in Form 3.

VMBE Designations for Form 3 must match those listed in the Manual, p. 35, 
including using Non-minority for primes with no MBE designation.
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REPORT CORRECTIONS

VKeep in mind that corrections to MBE Reports will be 
sent back to the parties who submitted the report.  

VTo ensure all parties are aware of correction requests, 
you can cc all parties on the original submission.



COMPLIANCE 
ASSESSMENT 
REPORT
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Procurement Activity Data 
Requirements

Å In 2022 Legislative Session, HB389, Chapter 115 was 
passed putting into place the Compliance Assessment 
Report Requirements 

ÅAgencies are required to provide the requested Compliance 
data ONLY for contracts with MBE goals, which were 
completed during the FY being reported

Å A contract is considered ôcompletedõ when all contract close out 
activities were finalized. Which includes ALL payments made.

ÅYour agency is responsible to submit:

Å FY Award Data

Å FY Payment Data 

Å MBE Contract Compliance





How to add extra data 
rows



PRIMES TAB 

Å Primes tab must be filled in before the SUBS tab 

is filled in

Å The instruction tabs details what data is required 

in each column 

Å Notes section is provided at the bottom for 

general notes only

Å All notes or comments for a specific contract 

with MBE compliance below 100% must be 

identified in Column R



SUBS TAB 

Å After PRIMES tab has been filled in report 

preparer may begin entering data in the SUBS 

tab

Å Third Tier Subcontractor Column has been 

added for FY24 Annual reporting

Å The instruction tabs details what data is required 

in each column 



COMPLIANCE 
REPORT TAB

Å This tab will auto-populate data based 

on what you have entered in the 

PRIMES and SUBS tab. 

Å You will need to add the printed name 

of the preparer, approver, and the date 

on the bottom of the report on this tab.

Å You will need to save the compliance 

report tab as a PDF document and/or 

print this tab to collect the signature of 

the approver of this document. 

Å The Compliance Report should be 

approved (signed) by the Agency Head 

or Designee.

Å The completed and signed Compliance 

Report should be submitted in PDF 

format along with the completed excel 

version of the compliance assessment 

document. 


