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Virtual Training Housekeeping

A Pleasemute your microphone andurn off video camera during training
A Use the chat bar on the right side of your screar click the raise hand
button on the bottom of your screen to make the speaker aware that you
would like to ask a question
A If follow up questions are requested by the speaker you may unmute
and clarify your question at that time

A During breaktime, please avoid hanging up, if you can, as this could cause
a disruption when we resume




Special Secretary
Maria Martinez
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Todayos Agen

A Opening Remarks

A Legislative Updates

A General Liaison Training
A MBE Ombudsman Unit

U Stretching Break (10 mins)
A MBE Program

U Lunch Break (45 mins)

A SBR Program

U Stretching Break (10 mins)
A VSBE Program



Legislative
Updates

Presented by Davon K. Gardner
Director of Policy & Legislative Affairs



HB 850 State Procurement - Small
Business Preference Procurement

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

A Designates the Board of Public Works (BPW) as the regulatory authority for the SBP
Program
A Establishes a price preference not to exceed 8%
A 5% for certified Small businesses
A 2% for veteranOwned small businesses
A 3% for Disabled veterarowned small businesses

A Unit may designate SBP Program procurements of supplies, services and constructiot
related services with the approval of the head of the unit



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

Alncreases the Veterarowned Small Business
Enterprise (VSBE) participation goal from 1% to 3% In
the Maryland Annotated Code (State Statute)

ARemoves GOSBAGs authority to pron
that establish the overall percentage goal in the Code
of Maryland Regulations (COMAR)

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



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

AAdds the definition of o0Certification
| ndi vi 814-800 Statd Finance & Procurement Article (Consistent with MBEL4 -
301)

A Increases the Small Business Reserve (SBR) Program designation from 15% to 20%
Al ncl udes 0 De Ndndesigndteddd S BRndacthi evement s
AAmends OPaymentsoé6 to OAwardso (Consi st

A MDOT & 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

A Expands the current list of procurement categories to include real property title
Insurance services and commercial real property title insurance services in SFP

§ 14-301

A Exempts 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
iIndustry type is too low for the unit to provide sufficient data

§



SB 1014 State Procurement -
Procurement Forecast and Outreach

A Creates entirely new sections8g 9-304.1 & 9-308) within the Maryland
Annotated Codeodos State Government

A § 9-304.1 State Government Article

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

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

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

§



SB 1014 State Procurement -
Procurement Forecast and Outreach

(Cont 0d)

A 8§ 9-308 State Government Article

A On 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 yea(Codified from COMAR)
A On or before August 15 of each year, each unit shall submit annually the unit's

reconcilitation of the prior yearo0s p
A Each unit should notify GOSBA within 15 days of any updates to the existing
forecast

A GOSBA Shall publish the information provided by each unit on its website



General Liaison
Training

Presented by:
Karen Reyes & Lisa Mitchelbennaar



General Training Agenda

A General Reminders

A GAD List Workgroup Findings/Next Steps

A Strategic Plan
A Procurement Forecast

A Questions



LIAISON ROLE PER REGULATION

COMAR LIAISON RESPONSIBILIT
/ ﬂ Coordinating agency outreach \

efforts

SBR 21 - 11'01'06 A Reviewing agency contracting
M B E- 21 i 11 _03 .O procedures to ensure

compliance

VSBE 21. 11. 14.0 A Assisting in resolution of

contracting issues

A Submitting required program

\ / \reports or information /




/
2a, 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 J

role always remember i
liaison onboarding training | B

Small, Minority & =
. IWomen Business Affairs

NEW Program Seals

AAAAAAA

& welcome packets are
available on the SBR, MBE
& VSBE Toolkits!

stateofmddisparitystudy.com

TARAIFRCITE NIAe

Visit GOSBA homepage to acces

all 3 toolkits on the lefthand
side!



Liaison Onboarding Training

A Next virtual liaison onboarding training date will be
forthcoming

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

MBE Liaison

Training . .
Welcome New MBE Liaisons

- Have you recently been named an MBE Liaison and need to know your Next Steps?

New Liaison Onboarding 1. Contact one of the MBE Compliance Managers at 410-697-9600 to:

Training Slide Deck o Make sure you are listed as the point of contact in our MBE Liaison Directory
July 18, 2023 o Register for our next New Liaison Onboarding session
2. Download your New MBE Liaison Welcome Packet

New Liaison Onboarding
Training Video
July 18, 2023



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

k\ Reporting Deadlines



Updated Reporting
Templates & Documents

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

A FY24 Annual Report Templates
A FY25 Quarterly Report Templates
A Program Specific Reporting Manuals & Resources

A Can be found on the MBE, SBR, and VSBE Toolkits



June 6, 2024 Quarterly Compliance Call

FY25 Training Dates are FY25 Trainings & Meetings
forthcoming.

k\ Upcoming Meeting Dates




GAD LIST
WORKGROUP

General Updates

W N



Next Steps

A Renaming Resource

A Socioeconomic Programs Reporting Guidance

A New Rationale
A Resource will address reporting exclusions and inclusions by:
A COMAR 21.01.03.01: Purchases exempt from the procurement regulations

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

A Comptroller Object Codes



FY25 Socioeconomic
Program Strategic Plan

W N




Consolidated Strategic
Plan

A Strategic planning is an organizational
management activity that is used to:

A Set priorities to focus energy and resources
A Strengthen operations

A Ensure that employees and other stakeholders are
working toward common goals

A Establish agreement around intended
outcomes/results

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




Submission Requirements

A Submitted via google form with distinct MBE, SBR, and VSBE sections

A Agencies that participate irall three programs:

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

A Mandatory report due by June 30, 2024



MBE
Ombudsman
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Maryland
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Compliance
Considerations

Presented by Nichelle Johnson

May 9, 2024




Appointment of the MBE Ombudsman

Established through State Government Artidd9g303.3, theMBE Ombudsman
unit officially started during the MoorMiller 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 uBd€c303(b)(6) of the State
Finance and Procurement Article.

vV Serveas 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

www.gomdsmallbiz.maryland.gov


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

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. Traci ¢
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.

www.gomdsmallbiz.maryland.gov



MBE Program Compliance

A As 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.

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

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



MBE Program Compliance

AWNho is put in place to carry out compliance?

AContract Monitors Frequent Partners in Compliance
AContract Managers include:

ACompliance Officers Finance/Budget Office
AProject Managers Agency Head

AProcurement Officers MU el

AFair Practice Office

Agency Assistant Attorney Gene
.. : avAe)
AMBE Liaison Officers MBE Ombudsman

ADEI| Offices




MBE Liaison

COMAR 21.11.03.05

e e e

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 exampleg The results when the system breaks down.

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

i Incorrectly calculated liguidated damages figures

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



Resources

AYour main resources will be:

AOffice of State Procurement Website
ALatest Forms (PRG, AttachmentNEW forms coming
AProcurement Manual including Policies, Procedures and Best Practices

AGOSBA MBE Toolkit

AGuidance (Liquidated Damages, Subgoals, Reporting, Sample Forms,
Training Materials)

AMBE Ombudsman PageState Agency Resources
AMDOT Directory

A State Certified MBE Vendors
ABPW Website

AAdvisories 20011 (PRG Guidance), 2023Waivers 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



Vendor Relations:
Networking
Advocacy

Education
Program

Reporting Implementation
& Compliance

Contract
Monitoring

Business Affairs

35



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

e e R

Y
>




Program Implementation &
Compliance



Compliance Regulations

\ . .
&K COMAR 21.11.03.13General Compliance Requirements

COMAR 21.11.03.X0Contract Award Compliance Requirements including
.K. i.?\ Good Faith Efforts considerations for Waiver Requests and Contract
provisions, such as Liguidated Damages.

N\ COMAR 21.07.01.XdMandatory 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

Review agency contracting Know the rules; Make sure your

procedures to ensure compliance Agency follows the rules

A Participating in your agency's A Reviewing legislation and resulting policy
Procurement Review Group (PRG) changes

A Ensuring that solicitation documentation A Attending training
Includes the necessary forms, clauses, A Contract Award reviews

and language for each program A Reviewing MBE forms & waiver requests

A Answering internal agency questions to (Good Faith Efforts Documentation)
ensure current contracts are upholding A Attend Corrective Action Meetings
socioeconomic policies

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

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

For Internal Training Purposes Only 39



Successful Implementation of the MBE Prograt

At the Input phase:

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

A MBE goals/subgoals and MBE forms should be on
the agenda at all P¥bid Conferences

A Directly solicit certified MBE firms at every
opportunity ¢ build up your pool of vendors

Governor's Office of Small, Minority & Women Business Affairs 40
For Internal Training Purposes Only



Procurement Review Group (PRG)

4 There should be at least one or more standing procurement
review group(s) within your unit.

& The PRG shall be comprised of:

Al 3SyO0éQa OKAST LINZ GamNEoceynént dctfigiaF A
designated to act in his/her place

ASBR, MBE & even VSBE Liaison Officers or senior level alternates
A, 2dzNJ dzy A0 Qa f S3IIf O2dzyaSt G2 LIN



PRG (cont.)
e — e — e
Need to ensure the agency is doing an:

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

A ResourceBPW Advisory 2001

At wD DAZARFYOS YR 22NJ] akKsSSda I NB
https://procurement.maryland.gov/procurementeview-group-prg/

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

For Internal Training Purposes Only 42


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/

PRG (cont.)
e — — e —
Did your Agency Consider:

A If the procurement be broken down into subcontracting opportunities
A Does the contract structure support subcontracting?
A Did the unit list all possible subcontracting NAICS Codes on the PRG Form

A Are small, minority, women, and veteranwned businesses available in the
categories identified ( After a search for State certified MBE firms)?

A Does it make sense geographically? ‘
Al 2y aARSNI 6GKS cm: wdz $Qa AYLI OO 2y 3F2rfaSGdAry3
A Treat the MBE & VSBE Programs as mutually exclusive

A Duallycertified firms can count toward both program goals)

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

Governor's Office of Small, Minority & Women Business Affairs 43
For Internal Training Purposes Only




Are Subgoals applied correctly?

T [
AYour agency musill out the subgoaWworksheetand determineft
Subgoalsvill be seton procurements

AnyrelevantSubgroupwith
lessthan 3 certified firms

TABLE 2 - RECOMMENDED SUBGOALS
Cons AE-CRS Main IT Serv CSE

Combined Industry Category
(Check appropriate column per

ilableresultsi L ——— OO e
cubgoabeingsetior that | 7777777777

subgroup

EX.:ConstructionContractwith an

African American

8%

7%

9%

6%

Hispanic American

3%

2%

2%

Asian American

2%

3%

Women

11%

10%

10%

10%

8%

Subgoal Total

19%

17%

14%

20%

15%

16%

*Subgoal Total Plus 2% Margin

21%

19%

16%

22%

17%

18%

overallMBEgoalof 25%would be
evaluatedfor Subgoalslf yoursearch
revealsthat 2 African AmericanMBE
firms and 10 Womenowned MBE
firms were available this will resultin
onlya\WomenSubgoabf 11%

*The Subgoal Total Plus 2% Margin is the sum of the Recommended Subgoals plus 2%.

I Refer to Table 2 above. If there are 3 or more certified firms in a Subgroup for the work of the
procurement (indicated by a “Y” in Column 10), the Recommended Subgoal for the Combined
Industry Category in Table 2 should be set for that Subgroup unless an explanation is provided in
Step 11.

M A subgoal may not be set if the number of certified firms in that Subgroup is less than 3 (indicated
by an “N” in Column 10).

11. The following Recommended Subgoals have not been set because:

Governor's q;g?%Pgr§gpﬁJTéiMﬂr%%ﬂ%&gvﬁm%nnsusiness Affairs 44
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25

PRG (cont.) Maryland

OF SMALL, MINORITY & WOMEN
BUSINESS AFFAIRS

, 51

Best practices:

V Documents should be completely filled Units must submit the

out & signed

PRG documentation for all

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

solicitations & task orders
valued at $25M and above

V Provide all relevant documentation to GOSBA for review.

Including PRG Forms, Research with MBE
firms identified, Engineers Estimate, SOW

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



MBE Program Compliance

COMAR 21.11.03.0910 and 21.11.03.11

e — e

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

MBE Participation Forms

A Thoroughly review MBE forms to ensure they are correct and complete, including the application of the
60% rule (COMAR 21.11.03.1p

D-1A- MBE Utilization and Fair Solicitation Affidavit and MBE Participation Schedule
D-3A- MBE Subcontractor Project Participation Certification
A Along with this document, you would also be requesting copies of MBE subcontract agreements per COMAR 21.11.03.]

D-3B- MBE Prime Contractor Participation Certification

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

A Sample Forms are provided on our website, as well as a Forms training in the MBE toolkit:
https://gomdsmallbiz.maryland.gov/Pages/ReportimgolMBE.aspx

Governor's Office of Small, Minority & Women Business Affairs 47
For Internal Training Purposes Only


https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx

MBE Program Vendor Verificatigihsk Karen

A 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.

A Procurement officers must verify the certification status of
MBESs during the bidding process.

A Procurementofficers: should use thelDOT (GentrabDirectary
to verify the statusofiIMBES.

A A status ofPendings not allowed.

Al 2y Gl OlOffcddi Migdaty Business Enterprifa
Information, If needed, about the status of certified vendors.

48


https://www.mdot.maryland.gov/tso/pages/index.aspx?pageid=97

MBE Program Compliancésk Karen

COMAR 21.11.03.11
e

Waliver Documentation
AL NBTdzZE t @& NBSGOASG Lyé 61 ADBSNI R20dzYSy
STF2NIacé NEIlf dZA NBYSY U D
A D-1B- Exhibit A: MBE Subcontractor Unavailability Certificate
A D-1C- Good Faith Efforts Documentation (as defined in COMAR 21.11.03.11)
A D-2 - MBE Outreach Efforts Compliance Statements

A Procurement Officers should follow the guidance and best
practices found in th&/IBE & VSBE Goal Waliver Guidance:
Good Faith Efforts Review & Documentation

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

MBE Program Compliance

e — e

A Contract Compliance should be reviewed by the contract
monitor or other assigned staff using the MBE reports
(Attachment D) regularly received from Primes/Subcontractors

A
A
A

D-4A - Prime Contractor Paid/Unpaid Invoice Report
D-4B- MBE Prime Contractor Report

D-5 - MBE Subcontractor Paid/Unpaid Invoice Report

A Agency contract compliance reports should be regularly
generated by lialsons, contract monitors, or other assighed staff
which utilized this data.

A This data Is essential when performing contract close out.



MBE COMPLIANCE ASSESSMHBITracking

A E (o] [u] E F G H I J K L " M [u] F [}

Annual Agency MBE Compliance Assessment Report

to the SRET Lagiviative Sossion, HESES Dhaptor M5 1er passod prtticg into s el Somplanes ) 565 Smant Saport Foquiremants For Drocuramant Wwits particlpativg i the MEE Frogram.
Edfective due § SREE(FVERES) agencies are tesponsibie far tqporiing, anmally el compiinee dts on comtracts St Were compilted dining the fircal poar
2 2o e Lpvareor & OWce of Smadl AMlerity & I0isman Susivess Afnis

s AGENCY: FY: 2023 DATE:

SRR the FeQUESTEd coumplanee Sate TR Y Ao couniracts with MRS Gosis el enced clining £ Y RERT resiod il £ FILET - e T SOETE
Lardfieidis reguired  and camot e e fsok.

T compiered ConmpriRnee S e Cnmme R T e suhTitted o e (Roerenmor T it oo Aimrad Aty o belemen Susiness Adai Sy Sepremmder TG annvadl

a Sodmit FERGHEE 0 S EFERGTEE. G053 BT AR aR .G 08,
Contract ¥ Waiver 3 MEE Award Award Ezpiration FPrime Contractor Prime Total Sub Total MBE Sub Total Prime MBE Full Contract Compliance FProcurement Description Description of Factors Leading to
(':“" g Goal Doat: Amount Dat: MName MEE Designati P agment: Fayment: Payments Participalg Complian Rate [No Cateqory of Work Compliance below 1003
; - et - e - T - | H "H - RS - e | - - e - e - ey - | - |
Retaining Wall and Starage facility Afrer the commencement of this project, the agency
AFEERE Ea e S | pREARGE | SRR | Feles Constustion Company Aty SRR FER OO SR A G A S St ganstruction el e i S (e e ) i SiEEw

Facility had bo be reduced in size, which reduced the

-] scope of work initially awarded to MEE
T #OIW 0! #0OMe0! #0OWd0!
g #OIW 0! #OMWH0! H#O0Wd0!
a F#OIW 0! #0OMe0! #0OMd0!

Contract Number Expiration Subcontractor MBE Total Subcontractor Description of Work
(Hover over this cell for Date Name Designation Payments (Relevant to this subcontractor

dataset explanation) (Select from dropdown) only)

Retaining wall, masonry (i.e.,
A555105 9/1/2019 510,500.00 8/31/2022 Applied Brick and Mortar African American 57,500.00 block, brick, stone), construction

A The Compliance Assessment Report data will be used by the Ombudsman unit to track and monitor co

that did not meet the established MBE goal. Contracts that do not meet the MBE goal are required to lig
valid mitigating factors.

Governor's Office of Small, Minority & Women Business Affairs
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MBE Program Compliance

e — e

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

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

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



MBE Form Reminders

A Primes experiencing issues must work with procurement staff
and the MBE liaison and cannot makalateraldecisions
concerning named MBES on contracts

A Primes who wish to amend MBE participation schedules must
work with procurement staff and the MBE liaison to act
according tocCOMAR 21.11.03.12

A Involves consideration of the #¥our rulebeforecontract
execution and amendment of participation schedafeer
contract execution


https://dsd.maryland.gov/regulations/Pages/21.11.03.12.aspx

S | | |  emmmm— e e

Contract
Monitoring



Compliance Regulations

COMAR 21.11.03.1A. 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:

wThe contractor shall:

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

Governor's Office of Small, Minority & Women Business Affairs  For Internal 55
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https://dsd.maryland.gov/regulations/Pages/21.11.03.13.aspx

Compliance Regulation®ayment

COMAR 21.11.03.1€ollection & 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;
A N\ DZ

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.

ACOMAR 21.10.08Prompt 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
. 56
For Internal Training Purposes Only



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

e — e — e
C Compliance requirements:

Use of the MBEs listed at time of bid/proposal

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 X Fa@r execution of the
work of the contract and is carrying out its responsibilities by actually
performing, managing, and supervising the work involved; and (i) 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 S X



Compliance vs Fraud

Araud: fideceit, trickery, or breach of
unfair or dishonest advantage. o

V Using the MBE in name only (pass through)
V Listing employees on certified payroll when actually paid by another

company
V Reporting work is being performed by MBE when another firm is

actually doing the work

Allefjed Brevd is kandlead by thesAttdricen Genedl’s Office t h e
and cam alsambesreppred: tbfineH@nbubsmam tnivair at

mbe. amiiidsmam@maniand€)ovv

Governor's Office of Small, Minority & Women Business Affairs
- 58
For Internal Training Purposes Only



Compliance Regulations

e — e

ACOMAR 21.11.03.18arry out remedies to nenompliance]

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.


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

Remedies to Noompliance

COMAR 21.07.01 & 21.10.08

e — e

There are several tools at the agency level to handle these
ISsues, such as

v Letter of nonperformance
v Corrective Action Plans

v Withholding Payment

v Liquidated Damages

v  Contract Termination for Cause or Convenience



Vendor Relations%




Vendor Relations

Assisting vendors and educating them on MBE Program Requirements

AAssist Vendors with navigating AEducate Vendors on the Program
prg\curer_nents with your unit: AProviding resources or points of
Helping vendors learn how to do contact if vendors have questions

business with YOUR agency. . .
AReceiving vendor capability AMaking vendors aware of statewide

statements and adding them to your resources and training, such as
F3ASy 08 Qa AYISNIIf 0 38BAg 11.1.KB.§ Webinar Series.

A Conducting Prdid meeting where ARefer vendors to the MBE
you explain MBE forms and Ombudsman for assistance with
requirements and hosting KiaKf navigating state procurement.

meetings for contracts.

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

For Internal Training Purposes Only 62



Vendor Relations

Assisting in resolution/prevention of Coordinating agency outreach efforts
contracting issues
A Advocating for certified vendors A Brainstorming outreach ideas with

A Helping a vendor mitigate payment issues YOUr units:

A Assist vendors who are experiencing A Contract monitors
fraud/fraudulent behavior A Compliance manager
A Interviewing and answer questions from A Buyers |
subcontractors to ensure current A Fair practice off!ces
contracts are upholding socioeconomic A Outreach coordinators
policies A tCommunications & marketing
eam

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

For Internal Training Purposes Only o3



ow

Without change there is no
innovation, creativity, or
incentive for improvement.

Those who initiate change
will have a better opportunity
to manage the change that is

inevitable.

WILLIAM POLLARD

www.gomdsmallbiz.maryland.gov



MBE Ombudsman Unit

Nichelle Johnson
MBE Ombudsman
Nichelle.johnsonl@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 65
For Internal Training Purposes Only
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FY2025
Procurement
Forecast
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Procurement Forecast

Submi ssi on of the Procurement Fo
request pursuant to COMAR:

A 21.11.03.17
A 21.11.01.06
A 21.11.14.06(B)



Procurement Forecast

|
A All agencies are required to submine report withall projected purchases over $50,000
including SBR designated procuremen@nd those with MBE and VSBE goals no later than
June 30, 2024

A Do notuse previous templates and instructions
A Retrieve the updated instructions and the template for FY2025
From either theSBR MBE, or VSBEToolkits

A The submission should include:
A Detailed FY2025 Procurement Forecast excel spreadsheet
A Signed attestation in PDF format
A Submissions should be sent via email teompliance.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

@ gomdsmallbiz.maryland.gov/Pages/default.aspx

2®:Maryland.gov

ocsaschiam & Mo procaav S—— p— PesoURCES  PROCUREMENT FoRECAST

GOVERNOR'S OFFICE OF
Small, Minority & :  flo]y)
Women Business Affairs ==,

%&T&Rﬁug Attention SBR & VSBE Vendors

OFFICES HOME If you are experiencing problems with
certification or recertification in
eMMA, call us for assistance at

410-697-9600.

Quick Links ~

About Us

CKS

tunities M

TOP WEBSITE PI
g Opy

= Expandir

Outreach

PUBLIC DATA MINING

STRATEGIES
'\ SBR PROGRAM - g
REPORTING TOOLKIT eMaryland Marketplace Advantage (eMMA)

»‘

Proc

Board of Public Works




MEE PROCAAM MBE OMBUDSMAN RESOURCES

Smaill, Minority &

ity :
L Women Business Affairs

Cauichk Links

- Small Business Reserve (SBR) Program Reporting
Toolkit

This toolkit contains valuable information 1o assist Staw agenciesid eparoments with the managerment and complance of the
Srnall Business Beserve (SBR| Program. [This page is imended for internal state users only. Vendors do not submit these reports|

FY2024 Small Business Reserve (SBR) Annual Report
New Template, Instructions, and Example...coming socon
NEW SBR LIAISONS

Mew Lizisan Welcome Packet pdf
Resources SER Annual Report Instructions
SBR Annual Report Template
SER Annual Report Agency Example
EPW Advisory 2005-1 Small Business Reserve Program
GAD List

Forward completed reports via email to: sbrreports.gosba@r

For questions, contact:
SBR Compliance Managers Lisa Mitchell S2nnaar or Tanita Johnson
lisasennaar@maryland.gov or tanita johnson]@maryland.gov
Policies and Procedures

FY¥2025 Procurement Forecast

Due June 30, 2024

Procurement Forecast Instructions

Procurement
Compliance
Bulletins

Procurement Forecast Template

4252024

If you have any questions, you may contact
Lisa Mitchell Sennaar at lisa.sennaar@maryland.gov

FY2025 Sociceconmic Program Strategic Plan




Procurement Forecast Template

AutoSave L~ Final.FY2025-+Procurement+Forecast+ Templa £ Search Lisa Sennaar @ [ — o X

Filee Home Insert Pagelayout Formulas Data Review View Automate Help | T Comments | | 2 Share ~|
[ X Cut izl N = [ -5 @ AutoSum v p
L . TIFill ~
Paste ED Gy . Insert Delete Format LIF Find &
v < Format Painter v v ~ & Clear v Select ¥
Clipboard 5] Font Alignment Number Styles Cells Editing Add-ins ~
B6 - fi -
A \ B e D E F -
Yellow Highlighting - (data required If applicable) CURRENT/EXISTING CONTRACTS- COMPLETE COLUMNS B-E
1 (LEAVE COLUMNS B-E BLANK IF THIS IS NOT A CURRENT/EXISTING CONTRACT)
Currently Designated Small
Agency Name Current Base Contract Amount Business Reserve, and/or .
(required on every row with data) Coptmipumbe (No Options) Fre e G contains MBE, DBE, or VSBE RISCEmEnSC aous
2 Participation Goals
3
4
: Aging ~
7 | Agriculture
8 | Archives
190 Assessments and Taxation

11 | Attorney Generals Office

12 | Automobile Insurance Fund

Baltimore City Community College

45 | Board of Contract Appeals

16 | Bowie State University

Budget and Management

49| Canal place Preservation

College Savings Plan v

IFYZOZS Procurement Forecast] Attestation Signatures




Procurement Forecast Template

AutoSave Final.FY2025-+Procurement+Forecast+ Templat... £ Search Lisa Sennaar @ [ — o X

Filee Home Insert Pagelayout Formulas Data Review View Automate Help | T Comments | | 2 Share ~|

r=n Cut 8 I ] I T T AutoSum  ~
[] & Cu Arial 10~ immy [ s
- - Fill ~
Paste ED G . Insert Delete For Find &
v <¥ Format Painter © @ N & Clear~ Select
Clipboard 5] Font Alignment Number 5 Cells Editing Add-ins ~
E

B6 - I v
A B @ D \ F -
Yellow Highlighting - (data required if applicable; CURRENTI/EXISTING CONTRACTS- COMPLETE COLUMNS B-E
1 (LEAVE COLUMNS B-E BLANK IF THIS IS NOT A CURRENT/EXISTING CONTRACT)

Currently Designated Small
Business Reserve, and/or
contains MBE, DBE, or VSBE

Current Base Contract Amount
(No Options)

Agency Name

(required on every row with data) Coptmipumbe

Incumbent Name Procurement Categories

USM Simplified $5,000 to $200,000
$15,000 to $99,000

$100,000 to $500,000

$500,001 to $1,000,000

$1,000,001 to $5,000,000
$5,000,001 to $10,000,000
$10,000,001 to $20,000.000

Over $20,000,000

FY2025 Procurement Forecast Attestation Signatures .(.i.\. q »




Procurement Forecast Template

AutoSave “ -

P Search

Final.FY2025-+Procurement+Forecast+Templat...

Lisa Sennaar @ ca)

File Home Insert Page Layout Formulas Data Review View Automate Help | 9 Com
™y T AutoS v
& cut Avrial v 10 v — utoSum /O
) v Fill ~
Paste L—D Copy . Insert Delet@@Format Find &
- =:§f Format Painter - ~ ~ Clear ¥ Select ~
Clipboard Font Al ent Number Styles Cells Editing Adc
E10 = Jr
G H

- F

C—

1 CURRENT/EXISTING CONTRACTS AND ALL NEW SOLICI

Procurement Categories

2 N\

Procurement Method

Region of Services/Delivery

D of Products

Projected Advertisement
Date

3
4 | e
5 | Architectural Services | USM Simplified $5k to $200k A
6 | Construction | 7| Architectural/Engineering
7 | construction-Related Services |~ | Competitive Sealed Bid
8 | Engineering Services ——| Competitive Sealed Proposal
9 Human, Social, Cultural & Educational Services — -
| Intergovernmental Cooperative Purchasing Agreement - Lead
10 | Information Technology - Services - .
) ) | Intergovernmental Cooperative Purchasing Agreement - Cther
11 | information Technalogy - Supplies and Equipment
12 | Maintenance | IT Task Order (CATS)
13 | Other [ —| IT Task Order (Other)
14 | services | =] IT Task Order (PORFP)
15 | supplies and Equipment —| Noncompetitive Negotiated Procurement of Human, Social or Educational Services
16 —| Sole Source
L2 Other hd
16
17 |
18
19
20
21
22
23
24
25
26

FY2025 Procurement Forecast

Attestation Signatures




Procurement Forecast Template

Final. FY2025-+Procurement+Forecast+Templat... ~ P Search

Insert Page Layout Formulas Data  Review View Automate Help

Styles

Lisa

—_—

— @ Z AutoSum  ~

Anal ~ 10 v
Painter ”
[} Font Alignmei N ber
A
L M

f K

ITATIONS - COMPLETE COLUMNS F-O

Fill ~
ert Delete Format .
v 0 Clear ~
Cells Editir
O

~

PO's Email Address

Estimated Cor]trac*t Value (no Term of Contract Name of Procurement PO's Telephone Number*
options) Officer

—_| USM Simplified §5,000 to $200,000 | | Lessthan 1 year | -

—_| §15,000 to 599,000 || 1-2years | -

__| $100,000 to $500,000 || 2-3years | .

__| $500,001 to $1,000,000 || 3-ayears | .

__| $1,000,001 to $5,000,000 || 5years or more

__| 5,000,001 to $10,000,000 || To Be Determined

_ | $10,000,001 to $20,000.000 L

~_| over 520,000,000 L

~ | To Be Determined |

025 Procurement Forecast | Attestation Signatures ()




Procurement Forecast Template

e Help
ZAUTOSUI’T] >
& Fill ~
. Insert Delete F
& Clear~
Number Styles Cells Editing

Was this solicitation advertised in
FY2025?

. S S

PO's Email Address




Procurement Forecast Template

AutoSave i nent+Forecast+Templa 5 search Lisa Sennaa @ cal — o
File  Home Insert Page Layout Formulas Data Review View Automate Help | P Comments | | % Share ~|
) = I S5 = AutoSum v
& cut Arial w10 v i . e bl
v Fill ~
Paste EB Lok Insert Delete Format Find &
¥ \’;\f Format Painter v ¥ ¥ 0 Clear ¥ Select ¥
Clipboard ~ Font Alignment Number Styles Cells Editing Add-ins ~
D25 S Je v
A B Cc D E F G H | J K L M N (9] P Q R s T u v w X Y Z |a
1 Unit Name:
2
3
4
] Unit Representative who Prepared the Report

I hereby attest that | reviewed the FY2025 Procurement Forecast and any
attachments and the information therein is frue and correct to the best of my

6 knowledge, information and belief.
T
8
9 Print Name:
10
11 Title:
12
13 Signature and Date:
14
15
16 Reviewed and Appreved by Unit Head or Designee
17 | hereby attest that | reviewed the FY2025 Procurement
Forecast and any attachments and the information
therein is true and correct to the best of my knowledge,
18 information and belief.
19 Print Name:
Title:
Signature:
]
Date:

FY2025 Procurement Forecast IAttestatiun Signatures I

f)‘( Accessibility: Investigate

~ . 343AM
A 7 ) [

5/9/2024

L Type here to search




Procurement
Forecast
Portal

Only 80% of
units submitted

Forecasts In
2024

nd.gov/Pages/Forecasting.aspx

GOVERNOR'S OFFICE OF
Small, Minority &

L B Women Business Affairs

Quick Links A Procurement Forecast Portal

Public Data Mining
Strategies

Agency Name: Uriversity of Manya
Prosurement Category

Prooursment Methoa: .

Decoription: G

Losation/Delivery: SOUT

Ectimated Adverticament Date: 0% |/ 2024

Ectimated Total Contract Award (no opSionc)
Term of Contract: 1

Agency Name: L.
Prosursment Catagory

Frooursment Method

Decaription: =

Losation/Delivery

Ectimated Adverticament Dats:

Ectimaied Total Contract Award (no opfionc): L
Term of Contract: 1.2

Agency Name
Prosurement Catagory




Lo g

Any Questions?



MBE Program

Presented by Karen Reyes
MBE Compliance Manager




MBE Program Agenda

A MBE Reporting Requirements

A Backup Data

A FY24 Annual Report Preparation
A Checks and Balances

A FY25 Quarterly Report Preparation
A **New Data Requirements

A Data Accuracy
A Supplemental 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!




LN
\

MBE Reporting Requirements



MBE Reporting Requirements

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

A Qur office must receive both Quarterly and Annual MBE
Procurement Reports (backup data should be included).
A Always send to thenbereports.gosba@maryland.goemail box.



mailto:mbereports.gosba@maryland.gov

MBE Reporting Requirements

Other Reporting Requirements:

Submit to thecompliance.gosba@maryland.goemail boX  note:

A Waiver Determinations as granted

A Copy our office on the Annual Waiver
report to BPW

AMBE Form Amendment Consent/Approval

A We should receive PRG paperwork for
solicitations 25 Million and over.

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.


mailto:compliance.gosba@maryland.gov

Backup Data

W N




Creating an
A N SW E R S Acco u n ﬂq DEPARTMENT OF INFORMATION TECHNOLOGY

ANSWERS FINANCIAL REPORTING

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

MDGOV OKTA

A On the homepage follow the prompt
to create your account


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

Reporting 0 source documents for
data reports

A Generate the following FMIS/ANSWERS Reports:

A PCHL709 (BPO/PO Change Orders from contracts awarded in prior
fiscal years)

PC
PC
PC
PC
PC
PC
PC

T T I J> > I>o I

/10 (Contract Awards Detail) run by award date

/11 (Contract Awards Summary)Use Waiver Data Only
_ /17 (Prime Payments by Direct Voucher; no BPO/PO)
/18 (Prime Voucher Payments made from BPO/PO)
/19 (Subcontractor Payments)

| /20(Subcontract Awards) run by award date

| /21or VIEWDIRECT A30USB11{Eard Total/Detail)



A EXPECTEDREPORTS

CHANGE ORDERSIMILAR TQ/ANSWERS709
IFMIS and  “Reeorn
other G AWARDSHPO/BPOHIMILAR TOANSWERS)710
f RERORT)
reporting ¢ SUBCONTRACTOR AWARBSILAR TO/ANSWERS
System S 720 RERORT)

C! SUBCONTRACTOR/ PAYMESTSLAR TQANSWERS
719 REPORT)

Cl VOUCHER/PAYMENTS (PO/BEO)ILAR TO
ANSWERS 718 REPORT)

C! DIRECT/VOUCHERSMILAR TOANSWERS/ 717
RERORT)

C! CREDIT.CARD-ORCPC' REPCGRMLAR TO
ANSWERS 72R REPORT)

For Internal Training Purposes Only



MBE AWARDS/PAYMENTS REPORTING

FMIS CHEAT SHEET

 AWARDS = ANSWER reports 709, 710, 717, 720 & 721 OR VIEW DIRECT A30USB11

PAYMENTS = ANSWER reports 717, 718, 719 & 721 OR VIEW DIRECT A30USB11

Reminder: Direct Vouchers and P-card purchases™ are reported as both AWARDS and PAYMENTS.




Compiling your data

MName

Date modified

Type

Size

Form 3 Data Template OFFICE OF SCRUBBING

1/25/2023 4:58 PM

Microsoft Excel W...

168 KB

FY22 BACKUP DATA For OFFICE OF SCRUBBING

EE; FY22 MBE CONTRACTS INVENTORY OFFICE OF SCRUBBING
FY2022 AnnualReportForms-reve-2022 OFFICE OF SCRUBBING
FY2022 MBE Summary Statement OFFICE OF SCRUBEING

1/25/2023 5:00 PM
1/25/2023 5:00 PM
2/6/2023 1:53 PM

1/25/2023 5:01 PM

For Internal Training Purposes Only

Microsoft BExcel W...
Microsoft Excel M...
Microsoft Excel 97...

Microsoft Edge PD...

58 KB
145 KB
116 KB

1,021 KB




What to look out for when data
sorting/scrubbing

. / A Ensure Data is complete for the timeframe it is beinm
Quality Data pulled

Check Deduplication

A Ex. If you are pulling QTR 1 report be sure that you are
pulling the correct months (July September 31)

A Ensure data is clean and all data errors are solved

DATA A Ex. If your agency is reporting negative numbers on their

credit card report be sure to reconcile any returns that
SCRUBBING were made and only report the final total that was spent

A Ensure data is consistent with socioeconomic reporting
requirements

A Ex. Scrubbing out preferred providers
A Ensure data is in the proper format
A Ex.Making sure the backup data that was collected

M provides all the necessary data fields /

@

HEXN
I 1




Data Scrubbin
Example

DeplZ‘ MBE COE MBE Descriptidz‘\."endor FBVendor Mame ESBRVEB MBE Ceﬂz‘ Due Date E‘Voucher No EVoucherAmou Reportable Amoui ~ | Line Mo/ Commodity Id / Commodity Name

533 **EEEA7146 SIGM LANGUAGE LLC 12/3/2021 S33PB3300089 $153.60 $153.60 "001","96167","SIGN LANGUAGE SERVICES FOR THE HEARING IMPAIRED."

533 *EEF189892 PRODUCTION TEAM 12/18/2021 533PE3300090 $275.00 $275.00 "001","91581","TELEVISIOM COMMERCIAL PRODUCTION"

533 ****508591 321 SUPPORT 8/28/2021 533PB3300091 $1,225.00 $1,225.00 "001","95285","SUPPORT SERVICES"

533 ****586710 LANGUAGE PROS 5/25/2022 533PB3300092 $147.32 $147.32 "001","96175","TRANSLATION SERVICES"

533 ****082511 QUICK REPAIRS LLC 3/29/2022 S33PB3300093 $31,085.52 $31,085.52 "001","93625000000","REPAIR OMN EQUIPMEMT OR REPLACE"

533 ****143563 MOBILE SOFTWARE INC 1/16/2022 533PB3300095 52,040.83 52,040.83 "001","20556G15012","MOBILE SOFTWARE, GIS SOFTWARE MASTER CONTRACT"

533 **EE*H58872 ELECTROMICS CORP 5/25/2022 533PB3300096 $273.47 $273.47 "001","01621DCNWO0G","METWORK DIGITAL COPIER AND MULTIFUNCTION DEVICES, CLASS VI"
Total DV $35,200.74
Total DV Count 7

EXCLUDE FROM AWARDS INCLUSION FOR PAYMENTS
533 ***¥027237 RUDOLPHS OFFICE SUPPLY 94-126 8/20/2021 S33PB3300094 $167.08 $167.08 "001","98528","COOLERS, DRINKING WATER"

Exclusions

Summary of MBE report PCHLTOS PCHLY10 RAW PCHL710 SCRUBEED PCHL711 PCHL7T13 PCHLY17 RAW PCHL717 SCRUBBED PCHL 71 ..




Data Processing for
MBE Reporting

The Governor's Office of Small, Minority &

A Youragency is responsible for downloading Women Business Affairs Reports

the most up to date MBE Reporting templates

provided in the MBE programs reporting
toolkit

=@ Category : Annual Report (9)

A These templatesare already equip with = R ek
the necessary formulas to calculate your = Fiscal Year 202 1071 KB

. . . . ] Fiscal Year 2020 1897 KB

agencies participation percentages for - AV oo ke

every FY ] Fiscal Year 2018 2057 KB

= Fiscal Year 2017 1653 KB

A Many of these templates are being uploaded = e e

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

A Data analysis ihe process of inspecting, cleansing,
transforming, and modeling data with the goal of
discovering useful information, informing conclusions,
and supporting decisiemaking

A Anpual reporting templates provided by GOSBA have a
RS&A&AIYIFUSR Wbhe¢o{Q aASO0AZ2

A This 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

§



LN
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FY24 MBE Annual Report
Preparation



Award reports

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

VForm 1/ 2 Annual Report

V Contracts Inventory Sheet

Governoros Office of Smat | |



Payment reports

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

V Form 3 Payment Portal
V Manual entry and deletion metho®R

V Import Method (Form 3 Data Template)

Governoros Office of Smat | |



Compliance report

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

V Compliance Assessment

Governoros Office of Smat ,



1\\; REPORTING MBE AWARDS

Form 1
Form 2
Contracts Inventory



Form 2- Subcontract awards
Table

Total MBE Subcontract Awards by MBE Classifications and Procurement Categories

Procurement Category

African American

Asgian

Hispanic

Native American

Women

African American

Asian Women

Hispanic Women

Native American

Disabled

Women Women
powal $0 $0 $0 s0 $0 $0 $0 $0 s0
Architectural 'O[a's
h 0 0 0 0 0 0 0 0 0
Contracts
Engineering fowal $0 $0 $0 $0 $0 $0 $0 $0 $0
¥ of 0 0 0 0 0 0 0 0 0
Contracts
Toral
S0 50 50 50
Construction Eolfla's
° 0 0 0| 0
Contracts
Toral
Construction Related |Delrars 0 - w| 720-MBE Subcontractor Awards 0
Services % of 0 ol 0 0
Contracts
Toral
50 50 50 50
Maintenance Eolflars
° 0 0 0 0 0 0 0 0 0
Contracts
fotal 50 50 $0 $0 $0 50 50 $0 $0
Services % of
° 0 0 0 0 0 0 0 0 0
Contracts
fotal 50 50 $0 $0 $0 50 50 $0 $0
Supplies & Equipment T of
° 0 0 0 0 0 0 0 0 0
Contracts
Lotal 50 50 $0 $0 $0 50 50 $0 $0
IT Services 'ofa's
° 0 0 0 0 0 0 0 0 0
Contracts
Taotal
IT Supplies & Dollars so 50 0 s0 s0 so 50 0 s0
Equipment # of 0 ol 0 0 0 0 ol 0 0
Contracts
Taotal
Human, Cultural, Social| Dollars so s0 20 s0 $0 so s0 20 s0
& Educational Services | # of 0 ol o 0 0 0 ol o 0
Contracts
Total $0 $0 $0 s0 $0 $0 $0 $0 s0
T Dollars
otals T of
° 0 0 0 0 0 0 0 0 0

Contracts

Non-Profit
(Certified)

Community
Service Provider

Dizadvantaged

Total

Ll 8|l 8|88l 8

=




orm 2- Prime contract
able

Total MBE Prime Contract Awards by MBE Classifications and Procurement Categories

awards

African Native Alrican Hispanic Native Non-Profit Community
Procurement Category i Asian Hispanic X Women American Asian Women P American Disabled e Service Disadvantaged Total
American American Wornen Women Wernen (Certified) R
Total s0 $0 $0 s0 $0 s0 $0 $0 s0 $0 s0
Architectural Q%'f'”*
Pnnﬁrwh 0 0 0 0 0 0 0 0 0 0 0
Engineering o $0 $0 s0 $0 $0 $0 $0 50 $0) $0 50
¢%I#ﬂr%
-frﬁg'%m"‘ 0 0 0 Dl 0 0 0 0 0 0 0
Construction  |Ballar= 50 o o 709- MBE Change Orders $0 s0 50
0 0 0 = 0 0
Captzacts 710- MBE Prime Contract Awards
Construction Dallars 50 s0 s0 $0 50 50
Related Services [#of 0 0 o FOI’ C0|Umn5 40'59 d d
Coptracis .
. ot 50 50 50 (Procurement Categories) 5 50 50
Maintenance ¢T3f“”"‘
0 0 0 0 0
Copiracis
o s s s $0 s s s s $0 50
Services Q”D'f"“"“
0| 1] 1] 1] 1] 0| 1] 1] 1] 1]
_fl:‘gntr;lr*tq
Supp"es & Nollars 50 5’0 5’0‘ W 3’0 50 5’0 5’0‘ W 3’0 50
Equipment ‘:f‘fmmq 0| 0 0| 0| 0| 0| 0 0| 0| 0|
otal $0 $0 s $0 $0 $0 $0 s $0 $0 $0
IT Services Q”D'f'”*
- 0 0 0 0 0 0 0 0 0 0
Stnaflrﬁf"ﬂ
T S!Jpp”es & Dallars 50 50 50 $0 $0 50 50 50 $0 $0 50|
Equipment ﬁffﬂm“ 0 0 0 0 0 0 0 0 0 0
Human, Cultura_l, :’Dtal 50 $0 $0 $0 %0 50 $0 $0 $0 %0 50
Social & EducationalfBaljars B 5 E E g B 5 E E a
Services Conptracts
Tot:.‘aﬁ
Corporate Credit 0 0 0 . . S0 $0 $0)
Card Pojars = . . 721- MBE Credit Card Transactions . .
Coptracts
Tota
50 50 50 n S0 50 50|
Direct Voucher  [gjjacs g S = 717- MBE Direct Voucher Totals . .
'rrﬁgta racts
Total Nallars S0 s0 s0 $0 $0 $0 30 $0 $0 $0 s0
ol 0 0 0 o 0 0 0 o 0 0

Contracts




Minority Business Enterprise Annual Procurement Report

Reporting Department/Agency:

Fiscal Year 2022

Form 1-total contract awards
table

0

July 1. 2021 - June 30, 2022

Total Contract Awards by Procurement Categories

Reporting Form #1

Total # Al Total All Prime Total # of Total Dollar Total # MBE Total MBE Prime | Total # MBE Total MBE Total # of Toral ¥ of MBE Total MBE
procurement Category | cime, | Gonee ety | Prme | e ofPrine | | Pine | Comract Dol [Subcoizses | Sobeeniaet || MEE | | Coaeie foutcpaton

El:l'lcll.ldil'l l‘I'lntlzludl?ln I:Blg Fh'aiuers c‘;‘aivers [j\!alded Value Awarded | s Awarded 0 M“Ilal\::.leld Evalded— A ‘I:I} Sdulr Percentage
|
Architectural of 709/710 0| 711 0| 50 0 50 0 S0
Engineering of 709/710 0 711 0 50 0 - 5 0 709- Change Orders
Construction of 709/710 0 711 0 $0 0 0 0 0 71 0 C A d
gg:vsi;reusctlon Related ol 709/710 0 711 0 $0 0 $0 0 $0 - Ontract war s
Maintenance o[ _709/710 o 711 o S0 0 w 0 S0 711- Waiver Data
Services of 709/710 0 711 0 s0 0 50 0 0 )
Supplies 8 Equipment o|_709/710 o 711 0 s0 0 50 o 50 717- Direct Vouchers
IT Services of 709/710 0 711 0 §0 0 50 0 §0 .
IT Supplies & Equipment of 709/710 0 711 0 s0 0 0 0 S0 721 = Credlt Cards
Covemntsomscon o] 709710 | 711 0 0 ﬂ 0 0 w
Corporate Credit Card 0 721 0 711 0 s0 0 S0 0.00%
Direct Voucher 7117 711 0 $0 0 0 0.00%
Totals 0 $0 0 $0 0 $0 0 $0 0 $0 0.00%




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

Outreach Data

# and type of organized outreach events your unit conducted (live or virtual) # and type of organized outreach events your unit participated (live or virtual)
Type of Event Live Virtual Total Type of Event Live Virtual Total
MNetworking 0 Networking 0
Workshop 0 Workshop 0
Webinar 0 VWebinar 0
Exhibitor 0 Exhibitor 0
Conference 0 Conference 0
Panelist 0 Panelist 0
Other 0 Other 0
Total 0 0 0| Total 0 0 0

Agency Resources Available to MBE Vendors

List of resources your agency has available to help businesses know how to do business with your agency:

Evaluation By Procurement Agency of the Success of its MBE Program

COMAR 21.11.0317
(7) An evaluation by the procurement agency of the success of its MBE program, which evaluation shall include a brief description of the procurement agency's outreach efforts to MBE prime contractors and MBE
subcontractors.




Contracts Inventory-
MBE Prime contractors

Minority Business Enterprise MBE Prime Contract Awards Report
For Fiscal Year 2022
Date Submitted:

iList all MBE prime contracts awarded.)

Contract #
Prime Prime Contractor MBE | Credit Card / Direct Contract Description ONLY
# Agency Name MBE Prime Contractor Name | Contractor | Classification (Select |Voucher [Select ONLY| (Procurement Category) Award Amount | (Please list the contract
MBE Cert. # from Dropdown) from the Dropdown) | (Select from Dropdown) i&:;i?g::ggt:ﬁ;::f
on this line)
1
"2
"3 Awards that should be included in the MBE Prime Contractors Tab:
"4
. 709- Change Orders
"6 710- Contract Awards
r T »
e 717- Direct Vouchers
o 721- Credit Cards

— =& =k =k =k =
L I -]

a -
i

**Your Contracts Inventory should mirror the totals you entered in your Form 2 Prime Contractors
Table.

Reminder:




Contracts Inventory-
MBE Sub contractors

Minority Business Enterprise MBE Subcontract Awards Report

For Fiscal Year 2022
Date submitted:

(List all MBE subcontracts awarded.)

Agency Name

Subcontractor

MBE Subcontractor Name MBE Cert. #

Subcontractor MBE
Classification (Select
from Dropdown)

Agency Prime
Contract #

Prime Contract Description
{Procurement Category)
(Select from Dropdown)

Award Amount

W 00 =] o MmO = | S

—& —& =k =k —k —k =k
[is > T o TR S S T L I A

a
-

Awards that should be included in the MBE Subcontractors Tab:

720- MBE Subcontractor Awards

Reminder:

**¥our Contracts Inventory should mirror the totals you entered in your Form 2 MBE
Subcontractors Table.




LN
\

REPORTING MBE PAYMENTS
FORM 3 Template & Portal



Form 3 Web IPortal - Data Entry

A https://doit.state.md.us/MBEFORM #3/

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

A Choose your methodPO NOT DO BOTH
A Manual EntryOR
A Import Template Method

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

A No matter what method you choose, you must still submit for the
reporting yeatr.

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



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

Form 3 - import method
MBE Prime Contractor Payments

1D Contractor Name EFIN MBE Designation MDOT_Cert  Contract# StartDate  EndDate Award Amount Payments FY Payments CTD MBE Goal Description

F
A005 MEM, Inc. 00-0000000 Women 01-001 A005 6/28/2018  12/31/2018 5260,471.00 5500.00 5500.00 0% Emergency installation of Temporary Steam Lir

Payments that should be included in PRIMES TAB:
-MBE Direct Voucher Payments (717)
-MBE Credit Card Payments (721)
-MBE Voucher Payments (718)
-Non-Minority Voucher Payments (718)

*Only if the Non-Minority is attached to a MBE Subcontractor*

Reminder:
**The ID in Column A is used to attach the correct MBE Subcontractor to

their Prime. This ID should match the PRIME ID to the correct subcontractor

| 1

Instructions PRIMES SUBS IZ’_-BI 4 EEEEEEEEEEEEEEE——




Form 3 - import method
MBE Subcontractor Payments

Prime ID Contractor Mame MDOT Cert# MBE Designation  Award Amount  Payments FY Payments CTD
00

A005 CHARDONNAY INC -000 Women 59,456,151.73  5918,054.00 51,800,005.00

Payments that should be included in SUBS Tab:

Reminder:

**Remember that the Prime ID (Column A) must match the Prime ID in the PRIMES
Tab to attach the correct Prime to their MBE Subcontractor.**

Instructions PRIMES | SUBS ()




Form 3 Portal 8 Import Method

AOnthelefthand menu under the OWorking Dataéd
Contracts link. This will get you to the Import page. The link is as shown.

A Once you arrive on the import page you wil werking pata

> View All Data
> Add New Contract

% Import Contract

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

AClick on the 0Select a File To Uploadé b
select which Excel file you want to upload. Only one file can be uploaded at a time.

AOnce a file has been selected and compl e
Excel 6 button.
AA owaité icon will display while the fil

you will be greeted with the following messag{ -....... vaiio & imported successiuiy
A If instead you receive errors, resolve them, then try importing the Excel file again.

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




Click on contract number and revise data as necessary
Or search for contract number and select filter choice from the dropdown box:

GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS Wekome Agricuture

\\'T-\R;"]‘(}\') Form 3 Payment Portal

After Sign in On the left
hand side, Click:

A Working Data oot
A View All Data

NoFilter

A Proceed to Edit Date s

Contans

>
S StartsWith
> <
E ﬂd S‘uhnt'th
Description
EqualTo
GreaterThan
LessThan

GreaterThanOrEqualTo

LessThanOrEqualTo

Form 3 Portal - Manual Entry




MARYLAND
.g()l:'

Prime Data:

MBE Subcontract Infor|

+ | ASA New MBE Subcontiacy

Noms Can-Number

Prime Contractor
Awards CTD Total
Award Amount

ptra

Revise dollar amounts or dates as necessary

Form 3 Portal - Manual Entry

GOVERNOR'S OFRCE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Form 3 Payment Portal

Prime Contractor
Payments FY

Payments made
towards that contrag

—t

that FY

View Al Records

Welcome Agnculiure

Deate Record

Prime Contractor Payments CTD
Payments made throughout the
entire duration of the Contract
regardless of FY




Input a brand new contract:

COVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Form 3 Payment Portal

MARYLAND

. g()lv'

Working Data

Reporting
>

>
>

Submitted Data

>

Contact Us | Privacy | Accessibity

100 Community Place
Crownswille, MD 21032

GOSHBA Melpoesk. 410.697.9605

Weicome Agricuiure

._. " "‘..,,'_.

Governor's Office of Small, Minority & Women Business
Affairs MBE Form 3 Web Portal

ma y & Women Business A®ars MBE Form3 payment Web pona

hat yo 3 e n ¢ ma '~.’|iw""4-|'1‘-'}w:

Click ADD NEW CONTRACT to
manually mnput Prime Contractor
Data

Form 3 Portal - Manual Entry




Input prime contractor data:

NOTE: Dollar amounts CAN be input with
commas.

ALWAYS, ALWAYS SAVE YOUR WORK

After all data has been mput, click the SAVE
button. Hitting the Enter key will not save your
data, vou must hit the Save button. To move to
the next record hut NEW.

Reminder, manually input
the non-minority vendors,
good news 1s that they will s : —
reappear in the future T e
should you need to input

them again. :“""‘.“'.':""-1:::-’;--:"-';\ Prime: Contractor Payments Fr * Prme Conimcior Peyments CTO: :E\

Note: For direct voucher (DV) or _ ) -
ject Tite: ':I':dit I:ﬂ.fd [:CC:' pa\-’ﬂl-&'ﬂtﬁ. [ﬂput mfﬂmlatlﬂﬂz ﬁﬂldg T'I.'-lﬂl {Eé .
o = - Y -
consolidate multiple amounts for asispisk, (%) are required.

MBE Subcontract Information:| individual vendors (1.e. Rudolph

Office Supplies) and indicate in the
| contract id the type of payment, DV
or CC. Use FY dates for Start and
Contact Us | Privacy | Accessibilty Expiration Dates.

100 Communily Place
CreraTiEaie, MDY 21000

Form 3 Portal - Manual Entry




Form 3 Portal - Manual Entry

Prime Data:

The * denotes a required field Save Changes New \iew All Records Delete Record

AClick oAdd MBE -Swubcontractoro-
A Input Subcontractor Data R —— B Cner e T
A Click SAVE

Not e: y o u a,
the drop down, search vendor inf Z

---------

not find an MBE i n

ct Information:
eracs

Actual Payments CTD

the MDOT Database
https://mbe.mdot.maryland.gov/ ==

directory/ eER
by certification numberand } "

confirm Vendorg¢s | egal>name.



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

Form 3 Portal @ Manual Removal of Prior

Year/Expired Data

Click View All Data
under Working Data

‘ GOVERNOR'’S OFFICE OF SMALL, MINORITY & WOMEN BU

Form 3 Payment Portg

Maryland

GOSBA

> Agency Submissions

> Missing Agencies

> View Agency Data (Working)
> View Agency Data (Submitted)
> Prime Payments

> Sub Payments

> Self Performing

> FY Unique Vendor Payments

Administration

> User Management
> Role Management
> View Agency List

> FY Chan

Working Data

> View All Data

> Import Contracts

Governor's Office
Affairs MBE Form

Welcome to the Governor's Office of Sn

Now that you are logged in, you can us¢
data, or you can select from the submer



Form 3 Portal 8 Manual Removal of Prior
Year/Expired Data

Start Date End Date

Example FY 24 would be 7/1/2023

e x
6/30/2024; so, if a contract or ( >
S

transactions end date is 6/30/2019
this would be a contract or
transaction you need to delete. e

Click the number under Contract# If S

End date is not within the fiscal year

you are reporting for -



Form 3 Portal 8 Manual Removal of Prior
Year/Expired Data

Click to delete the record,

Prime Data:

The * denotes a required field. Save Changes V w All Records D lete Record
Name of Prime Contractor: * Prime Contractor Classification: * MDOT Certificatio N imber

| RGH ENTERPRISES, INC. | | African American ‘ 97-360

doit.state.md.us says

Are you sure you want to delete?

Click OK to confirm deletion, you Will  eeirouwons s

get a success message. Then go on t
the next record to delete. Prime Data:

The * denotes a required figld.

Prime Contractor Data was Successfully deleted.



E{Bes‘ s
Remember this

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

ACall us for assistance if you unable to resolve
an error.

AOnce the manual entry or data import has
been completed, you can review and export
the summary data.

AThe PRIME and Subcontractor summaries
should be submitted with your final report.



Remember our Trraining Wideo

AThe Form 3 Portal imepth
training video Is available on our
website in theMBE Reporting
Toolkit.

AA slide deck is also provided for
your review.

ACall us if you still have questions
after watching the video.



https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx

Checks and
Balances




a)
b)
c)
d)
e)
f)
g)
h)
i)

FMIS/ANSWERS Data Collection Checklist

The following checklist will assist you in your efforts to collect and compile all the data necessary to
complete and submit an accurate summary of your agency/department's procurement activity, including
Minority Business Enterprise (MBE) prime contract and subcontract awards and payments:

O Generate the following FMIS/ANSWERS MBE Reports:

PCHL709 (BPO/PO Change Orders from contracts awarded in prior fiscal years)
PCHL710 (Contract Awards Detail) run by award date

PCHL711 (Contract Awards Summary) Use Waiver Data Only

PCHL713 (MBE Prime Contract Awards by Ethnicity) Reference Document Only
PCHL717 (MBE Prime Payments by Direct Voucher; no BPO/PO)

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

PCHL719 (MBE Subcontractor Payments)

PCHL 720 (MBE Subcontract Awards) run by award date

PCHL 721 or VIEWDIRECT A30USBI I(P-Card Total/MBE Purchases)

Cut along dotted line and post in visible spot

AWARDS = ANSWER reports 709, 710, 717,720 & 721 OR VIEW DIRECT A30USB11

PAYMENTS = ANSWER reports 717, 718, 719 & 721 OR VIEW DIRECT A30USB11

Reminder: Direct Vouchers and P-card purchases™ are reported as both AWARDS and PAYMENTS.

“With the exception of control agency/department statewide contracts

FMIS CHEAT SHEET

Forms Data that is required in each form

Form #1- Contract Awards The anticipated amount of the base period of the

contract when it was first awarded or renewed.

Form #2-MBE Prime & Subcontract Awards The MBE Prime Contractor’s Portion of the

Contract & the Subcontractor’s MBE commitments
when the contract was first awarded or renewed.

Form #3-Actual Payments The confirmed MBE payment amounts actually
paid for services rendered or products purchased.

REPORTING
CHECKS AND BALANCE



Supplemental Reporting Guidance
Includes:

AEach 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.

AAnnual Reporting Templates
AForm 1 & 2
AForm 3
AContracts Inventory

AChecks and Balances include:
AReporting Checklist
ASubmission Checklist




Checks and balances

A Based 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, Formadd
Contract Inventory Sheet.

AAWARDSANSWERS REPORJALL PRIME CONTRACTS DATA

Minority Business Enterprise Annual Procurement Report Reporting Form #1
Reporting Department/fgency: 0
Fiscal Year 2022 Juby 1, 2021 - June 30, 2022

Supplemental Reporting
Total Contract Awards by Procurement Categories G u Idan ce Exam ple

| Total Al Prime | Total@of | TotalDollar | Total#MBE | Total MBE Total MBE | Total # of MBE
Procurement Cate Tm;';::;;';me Contracts Dollar|  Prime | Valueof Prime | Prime | Prime Contract ;EE;:':EE' subcontract | Contracis plfiz'i“?jin
pory o Value Awarded | Contract Contract Contracts | Dollar Value | ' Dollar Value - ffded. prime| ' pa
(Including MBE}| o uding MBE) | Walvers Walvers Awarded Awardea | SAWAr9ed | 4 warded ercentage
Architectural of 709/710 ﬂ' 711 0 0 o 50 0.00%
Engineering of 709/710 o 711 0 o 0 0.00% ?Ug_ Chﬂnge OrdEFS
Construction o 709/710 0 {11 0 50 o 50 0.00%
Consiructon Rl 1 700710 {711 . 0 s : w| e 710-Contract Awards
Maintenance of 709/710 0 711 5 %0 0 $0 0 $0 0,00 - 1
Services of 709/710 o 711 o %0 " pr ) o = 711 -WEIWEI' Data
Supplies & Equipment o 709/710 of 711 0 %0 o 50 0 50 wesl 717 = Direct Vouchers
IT Services of 709/710 [ 711 i 30 i 50 o $0 0004 _
IT Supplies & Equipment of 709/710 [ 711 a 50 i 0 a $0 0,00 721 = Credlt Cards
Human, Cultural, Social &
Efucelonsl Sensces of 709/710 0 711 0 50 o 50 0 50 0.00%
Corporate Credit Card 0 ?21 [ 11 0 40 0 $0 0.00%
Direct Voucher i {11 0 0 0 $0 0.00%
Totals 0 50 o %0 0 50 0 %0 0 30 0.00%
reoterzy 1N this section your agency can make note of any I.II'IiClUE' rep-::irting requirements. circumstances, or anything you would
like to make our office aware of in regar-::ls to the Annual REpGI‘t Submission.




Checks and balances

A Based 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.

A AWARDSANSWERS REPORI®BE PRIME CONTRACTOR DATA

V Form 2 tab- Primes table, should be consistent with the Contract Inventady
Primes tabANDthe reportable MBE totals on your 709 / 710, 717, and 721
reports MINUSStatewide Contracts

V Crossreference the Supplemental Reporting Guidance to view Form 2 Prime
Contractor data table checks and balances per cell



Checks and balances

A Based 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 Contractinventory Sheet.

A AWARDSANSWERS REPORI®BE SUBCONTRACTOR DATA

V Form 20 Subs table, should be consistent with the Contract InventodySubs
tab ANDthe reportable contracts on your scrubbed 720 report.

V Crossreference the Supplemental Reporting Guidance to view Form 2
Subcontractor data table checks and balances per cell



Checks and balances Form 2

VCAVEATS

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

A Consider contractors who were subject to the 60% percent
rule.

For Internal Training Purposes OnlyG g v er nor 6 s Of fice of

Smal | |



Checks and balances Form 3

APAYMENTSANSWERS REPORTERS

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

V Keep in mind that nonminority contractor data should only be added if it
matches MBE subcontractors listed on the subs tab.

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

V Crossreference the Supplemental Reporting Guidance to view Form 3 Prime
& Subcontractor data table checks and balances per cell



Common Errorsand@missions:in

Re ortlng
ember, Use your MBE Reporting Manual as your

oReference Document 6 for rep
AANSWERS Reports:

V Do no} use the 718 Report for reporting Awards on FornTIhis is a payments
report

V The 711 and 713 Reports are for youreferenceonly

V Submitting PDF formatted backup hinders the verification process and is not
accepted

V Remember to submit all relevant 700 series or internal reports for backup

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




Common Errors:and©missionsin
Reporting

AForm 1 & 2, Form 3 and, Contracts Inventory:

V Use the correct & current Template as things change from year to year

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

V Negative Numbers and totals should not be included
V Contracts Inventory totals should match Form 2

V Know what is an Awards vs. Payments

V Please do not change/add to templates

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

V MBE Designations for Form 3 must match those listed in the Manual, p. 35,
including using NoAminority for primes with no MBE designation.



REPORT CORRECTIONS

V Keep in mind that corrections tdMMBE Reportawill be
sent back to the parties who submitted the report.

V To ensure all partiesare aware of correction requests,
you can cc all parties on the original submission.



COMPLIANCE
ASSESSMENT
REPORT




Procurement Activity Data
Requirements

A In 2022 Legislative Session, HB389, Chapter 115 was
Rassed Igu ing into place the Compliance Assessment
eport Requirements

A Agencies are required to provide the requested Compliance
data ONLYfor contracts with MBE goals, which were
completed during the FY being reported

A'A contract is considered Ocompletedd when all contr
activities were finalized. Which includes ALL payments made.

A Your agency is responsible to submit:
A FY Award Data
A FY Payment Data
A MBE Contract Compliance



Requirements for submission:

The worksheet must be submitted in Excel format, along with the submission of the signed

compliance report in PDF format. (If your agency utilizes electronic signatures be sure to

save the compliance report as a PDF and upload to your agencys E-signature program. Once

signed submit as PDF with your submission.)

The worksheet must have all fields filled in.

The PRIMES tab must be filled in before the SUBS tab is filled in.

The worksheet must include all 3 sheets: Primes, Subs, Compliance Report

The completed report will be submitted to mbereports.gosba@maryland.gov by September 30th of each year.

*All fields are required to be filled in




How to add extra data
rows

** You may insert fields into both tables in the PRIMES and SUBS tab. DO NOT insert rows on row 7 or underneath of the table. This ensures that formulas remain static.
Insert rows by clicking on the row number (1) and then click the insert icon in the cells group on the ribbon (2). If insert is greyed out, the row you have clicked on does

not allow you to insert rows. For the Primes tab, you will have to click and drag the formulas used in columns L, M & N to copy to any inserted cells (3). DRAG
i . © g 2. i 3. #DIV/0! #DIV/O! H#DIV/0! DOWN
l %E] - #DIV/0! #DIV/0! #DIV/0!
L | #DIV/0! r #DIV/0! [ #DIV/0!
2 Insert B . 1
. e #DIV/0! #DIV/0! #DIV/0!
30 #niv/nl #niv/nl H#DIV/DIL




PRIMES TAB

Confractor

Total Sub

Contract # Waiver % (Hover Contra Total MBE Sul Total Prime MBE Full Contract Compliance Rate  Procurement Description Description of
over this cell for Completion Date Name MBE Designation Payments Payments Payments Participation % Compliance Rate (No more than Category of Work ding
dataset Select from non-MBE 100%
[~ [P | | [ B weiowm@ " [ [ - I =
Retaining Wall After the
and Storage commencement
Peleton facility of this project,
A555105 5.00% 10.00% 9/1/2019 510,800,000.00 8/31/2022 6/31/2023 Construction Non-Minority 550,000.00 552,000.00 510,779,000.00 0.48% 4.82% 482% Construction construction the agency
Company determined that
the square
footage of the

#DIV/D! #DIV/D! #DIV/D!
#DIV/0! #DIV/0! #DIV/O!
#DIV/D! #DIV/D! #DIV/0!
#DIV/D! #DIV/D! #DIV/0!
#DIV/0! #DIV/0! #DIV/O!
#DIV/D! #DIV/D! #DIV/0!
#DIV/D! #DIV/D! #DIV/D!
#DIV/0! DIV #DIV/0!
#DIV/0! #DIV/0! #DIV/O!
#DIV/D! #DIV/D! #DIV/D!
#DIV/D! #DIV/D! #DIV/D!
#DIV/0! #DIV/0! #DIV/O!
#DIV/D! #DIV/D! #DIV/0!
#DIV/D! #DIV/D! #DIV/0!
#DIV/0! #DIV/0! #DIV/O!
#DIV/D! #DIV/D! #DIV/0!
#DIV/D! #DIV/D! #DIV/D!
#DIV/0! DIV #DIV/0!

A Primes tab must be filled in before the SUBS ta

IS filled in

Notes (You may provide general notes only in the area below. Notes about specific contracts must be entered in the "Description of Factors Leading to Compliance below 100%" (column Q)

A The instruction tabs details what data is require
In each column

A Notes section is provided at the bottom for
general notes only
A All notes or comments for a specific contract
with MBE compliance below 100% must be
identified in Column R




SUBS TAB

Annual Agency MBE Compliance Assessment Report

In the 2022 Legislative Session, HB389, Chapter 115 was passed, putting into place new Compliance Assessment Report requirements for procurement units participating in the MBE Program.
Effective July 1, 2022 (FY2023) agencies are responsible for reporting, annually, their complionce data on contracts that were completed during the fiscal year.

AGENCY: 0 FY: 2024

Provide the requested compliance data ONLY for contracts with MBE goals which ended during FY2023 (period July 1, 2022 - June 30, 2023).
Each field is required and cannot be left blank.

The completed compliance assessment report must be submitted to the Governor's Office of Small, Minority & Women Business Affairs by September 30th annually.

Submit reports to: mbereports.gosba@maryland.gov.

Contract Number Expiration Subcontractor MBE Total Subcontractor Description of Work Third Tier
(Hover over this cell for Date Name Designation Payments (Relevant to this subcontractor Subcontractor

dataset explanation) (Select from dropdown) only) (Select from dropdown)

,,,,,, _ |
A555105 9/1/2019 $10,500.00 8/31/2022 Applied Brick and Mortar

A After PRIMES tab has been filled in report
preparer may begin entering data in the SUBS
tab

A Third Tier Subcontractor Column has been

added for FY24 Annual reporting
A The instruction tabs details what data is require
iIn each column




COMPLIANCE
REPORT TAB

A This tab will autepopulate data based
on what you have entered in the
PRIMES and SUBS tab.

A You will need to add the printed name
of the preparer, approver, and the date
on the bottom of the report on this tab.

A 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.
A The Compliance Report should be
approved (signed) by the Agency Hea
or Designee.

A The completed and signed Compliance

Report should be submitted in PDF
format along with the completed excel
version of the compliance assessment

document.




