FY25 SBR (CSB) Reporting
Liaison Training

4[/23/2025



FY25 SBR
(CSB)
Reporting

EE=m
el

Today we will provide information/tips
regarding the SBR Report

FY25 SBR Report differs from FY24, awards are now
included and format has changed

3" Quarter SBR Reports due soon
(4/30/2025)

Remember to contact our office for one-
on-one sessions as needed




SBR CERTIFIED SMALL BUSINESS (CSB)
VENDORS CONSIST OF PARTICIPANTS
CSB IN BOTH THE SMALL BUSINESS
SBP RESERVE (SBR) & SMALL BUSINESS
PREFERENCE (SBP) PROGRAMS.

WE ARE CONTINUING TO TRANSITION FROM
STATING "SBRVENDORS” WHEN IDENTIFYING
PARTICIPANTS WITHIN THE SBR PROGRAM.

THESEVENDORS SHOULD BE REFERRED TO AS
CERTIFIED SMALL BUSINESS (CSB) VENDORS.

INTHE EMMA PORTAL, IT STATES SBR
PROGRAM/SBR CERTIFICATION #/SBR
APPLICATION-- BUT REMEMBER THAT
VENDORS WHO ARE ELIGIBLE FOR
THIS CERTIFICATION ARE A PART OF
BOTH PROGRAMS.

Certified Small Business (CSB)



SBR (CSB) Program

Under state procurement law, the SBR Program directs participating units to
spend at least 20% of its fiscal year procurement expenditures with
Certified Small Businesses

Over 20% of all open solicitations are designated to Certified Small
Businesses



SBR Program

Md. Code Ann., State Fin. & Proc.
Art. §14-501- 14-505

Code of Maryland Regulations
21.11.01.06



https://dsd.maryland.gov/regulations/Pages/21.11.01.06.aspx
https://dsd.maryland.gov/regulations/Pages/21.11.01.06.aspx
https://mgaleg.maryland.gov/mgawebsite/Laws/StatuteText?article=gsf&section=14-501&enactments=False&archived=False
https://mgaleg.maryland.gov/mgawebsite/Laws/StatuteText?article=gsf&section=14-501&enactments=False&archived=False

Code of Maryland Regulations 21.11.01.06
Notes the following:

Procurement between $50,000 and $500,000 shall be designated for the small business

SBR reserve.
Program

There are specific exemptions, such as preference procurements made from a
preference provider (Maryland Correctional Enterprises, community service providers,
Blind Industries and Services of Maryland, individual-with-disability-owned businesses,

and the Maryland Vending Facilities Program for the Blind).

SBR Liaison Officer. The head of each procurement unit shall designate an employee to be the SBR
liaison officer in the administration of that unit’s small business reserve program. The SBR liaison
officer shall be a high-level employee reporting directly to a Secretary, Deputy Secretary, or head of
a procurement agency. The SBR liaison officer shall be responsible for coordinating the procurement
unit’s outreach efforts to the small business community, reviewing the unit’s contracting procedures
to ensure compliance with small business reserve requirements, assisting in the resolution of small
business reserve contracting issues, and submitting required small business reserve program reports

or information.


https://dsd.maryland.gov/regulations/Pages/21.11.01.06.aspx

SBR Program

Md. Code Ann., State Fin. & Proc. Art. §14-501- 14-505

State Finance and Procurement notes:
-The definition of a small business as it pertains to the SBR Program (eligibility criteria)
-Units shall structure procurement procedures to achieve minimum of 20% set-aside

-Other information pertaining to SBR Program


https://mgaleg.maryland.gov/mgawebsite/Laws/StatuteText?article=gsf&section=14-501&enactments=False&archived=False

New FY25 SBR Report

Why were changes made to the prior FY24 SBR Report/Template?

As a result of the Legislation (HBog62/SBo673)-

State Procurement- Small Business Reserve Program- Goals and
Outreach Program

(effective October 1, 2024)

aleg.maryland.gov/mgawebsite/Legislation/Details/HB0962/?ys=2024rs



New FY25 SBR Report Format

Per Legislation (HBog62/SB0673):

20% of the unit’s total dollar value of goods, supplies, services,
maintenance, construction, construction-related services, and
architectural and engineering service contracts to be made directly to

small businesses

A\ N

... Apply toward the unit’s overall annual Small Business Reserve ACHIEVEMENT
AWARDS MADETO ASMALL BUSINESS UNDER DESIGNATED SMALL BUSINESS
RESERVE CONTRACTS AS WELL AS AWARDS MADETO A SMALL BUSINESS
UNDER NONDESIGNATED SMALL BUSINESS RESERVE CONTRACTS

“eg.maryland.gov/mgawebsite/LegisIation/DetaiIs/H B0962/?ys=2024rs



New FY25 SBR (CSB) Report

Note that although awards only count toward the
20% set-aside...

payments are still being recorded on the report



FY25 SBR Reporting

New FY25 Format:

N

Small Business Reserve (SBR) Summary Statement

|

N

Fiscal Year 2025 ( July 1, 2024 - )

O Quarter 1 0 Quarters 1-2 0 Quarters 1-3 0 Quarters 1-4/ ANNUAL (see note below)

Agency Reporting:

/' Quarterly/Annual Report (check one) :
V

(*Remember: SIGNATURES ARE ONLY REQUIRED ON THE ANNUAL REPORT)

Beginning in Fizcal Year 2025, the unit’s overall annual SBR achievernent is to include awards
made to a certified small business under designated =mall business reserve contracts as well as awards made to a certified =mall business for contracts that are not designated az small business reserve.
Firmnz st be certified in the SBR Program az a certified small business at the time of the award to count boward the unit's attainment of 20 % awards to certified small businesses

INSTRUCTIONS: Complete all green cells. Automatic calculations will appear in peach cells. Do not edit this Report Summary jemplate.

Awards to Certified Small Businesses (CSBs)

Total # All
Procurement
Contracts Awarded

Total $ All Procurement
Contracts Awarded

Total # Non-Designated
Contracts Awarded to
CSBs (SBRs)

Total $ Non-Designated
Contracts Awarded to
CSBs (SBRs)

Total # Designated
Contracts Awarded to
CSBs (SBRs)

Total $ Designated
Contracts Awarded to
CSBs (SBRs)

BPO/PO Awards TY 700 & 710 REPORTS| __§ from 700 & 710 REPORTS| QTY 709 &710 REPORTS) from 700 & 710 REPORTS| _ QTY 700 & 710 REPORTS| Sfrom 709 & 710 REPORTS
DV Awards QTY 717 REPORT S from 717 REPORT| _ QTY from 717 REPORT $ from 717 REPORT
P-card QTY 721 REPORT S from 721 REPORT| _ QTY from 721 REPORT $ from 721 REPORT
Total 0 50 0 50
Payments to Certified Small Businesses (CSBs)
Total # of Unique Total $ Payments to Al | 10t3l $ Payments to CSBs|  Total § Paymentsto |0 ¢ p_carg payments to| Percentage of CSB (SBR)
CSBs (SBRs) to Contratore (SBRs) under Non- | CSBs (SERs) under SBR Pt T
Receive Payments Designated Contracts | Designated Contracts
BPOIPO/DV Payments | QTY 065/067 REPORT $ from 065/067 REPORT| _§ from 065/ 067 REPORT| _$ from 065/067 REPORT
P-Card QTY 721 REPORT § from 721 REPORT § from 721 REPORT

Total

0

30

50

Percentage of CSB (SBRs)




FY25 SBR Reporting

Ind the SBR Report Template/Instructions in the SBR ToolKit

MBE PROGRAM MBE OMBUDSMAN SBR PROGRAM VSBE PROGRAM RESOURCES FORECAST

GOVERNOR'S OFFICE OF
Small, Minority & 2 [ £ [o]x]in]
“Women Business Affairs =

GOVERNORS Q
COORDINATING
OFFICESHOME (g7

NEW Program Seals

Program seals are now available to certified
vendors. Certification status will be verified during
the procurement process.

2XMaryland

SMAL
BUSINESS AFPAIRS
Legislation and Policy
IS ! alln [ ] [ ]

SMALL BUSINESS

News

Reports

Recent

REGISTER ONLINE
» goMDsmallbiz.maryland.gov

Check out our free small business webinar series.

TOP WEBSITE PICKS
o Srate of Mandand Disnarin

gomdsmallbiz.maryland.gov


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

Quick Links A~
About Us
Legislation and Policy
Cutreach
News
Reports
Contact Us

Recent

NEW SBR LIAISONS

New Liaison Welcome Packet.pdf

Resources
SBR Program Overview
BPW Advisory 2005-1 Small Business Reserve Program
Sociceconomic Data Reporting Guidance
SBR Liaison Directory
eMaryland Marketplace Advantage (eMMA])

eMMA QRG - SBR Certification and Recertification

Policies and Procedures

FY25 SBR Reporting

Ind the SBR Report Template/Instructions in the SBR Toolkit

Small Business Reserve (SBR) Program Reporting
Toolkit

This toolkit contains valuable information to assist State agencies/departments with the management and compliance of the
Small Business Reserve (SBR) Program. (This page is intended for internal state users only. Vendors do not submit these reports.)

Due April 30,2025

FY2025 Small Business Reserve (SBR) Quarterly/Annual
Template and Instructions

SBR Quarterly Reports are MANDATORY and are due no later than 30 days following the quarter being reported. SBR Quarterly
Reports are cumulative and should contain data from the start of the fiscal year. Please take time to read the SBR Quarterly Report
Instructions and utilize the FY2025 SBR Quarterly Report Template. Do not use templates from previous years. Quarterly Reports do

=)

not require a signature at this time.

SBR Quarterly/Annual Report Instructions
SBR Quarterly/Annual Report Template

REPORTING RESOURCES

FY2025 SBR Quarterly Summary Statement Sample
Socioeconomic Reporting Guidance

Forward completed reports via email to: sbrreports.gosba@maryland.gov



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

FY25 SBR Reporting

10.2024

-
Maryland

OF SMALL MINORITY & WOMEN
BUSINESS AFFAIRS

SMALL BUSINESS RESERVE (SBR)
FY2025 QUARTERLY/ANNUAL REPORT INSTRUCTIONS

GENERAL GUIDELINES:

Per Senate Bill 673/House Bill 962 (State Procurement - Small Business
Reserve Program - Goals and Outreach Program):

To the extent practicable, a unit shall structure its procurement procedures to
achieve a minimum of 20% of the unit's total dollar value of goods, supplies,
services, maintenance, construction, construction—related services, and
architectural and engineering service contracts to be made directly to certified
small businesses.

A unit may apply toward the unit's overall annual Small Business Reserve
achievement awards made to a certified small business under designated Small
Business Reserve contracts as well as awards made to a certified small
business under contracts that are not designated for the Small Business
Reserve.

Reports shall:

(I}  State the total number and the dollar value of AWARDS the unit made
to certified small businesses under designated small business reserve
contracts;

(i)  State the total number and the dollar value of AWARDS the unit made

to certified small businesses under non-designated small business
reserve contracts, including purchase card procurements;

Page 1 of 37



FY25 SBR Reporting

10.2024

-
Maryland

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

SMALL BUSINESS RESERVE (SBR)
FY2025 QUARTERLY/ANNUAL REPORT INSTRUCTIONS

GENERAL GUIDELINES:

Per Senate Bill 673/House Bill 962 (State Procurement - Small Business
Reserve Program - Goals and QOutreach Program):

To the extent practicable, a unit shall structure its procurement procedures to
achieve a minimum of 20% of the unit's total dollar value of goods, supplies,
services, maintenance, construction, construction—related services, and
architectural and engineering service contracts to be made directly to certified
small businesses.

A unit may apply toward the unit's overall annual Small Business Reserve
achievement awards made to a certified small business under designated Small
Business Reserve contracts as well as awards made to a certified small
business under contracts that are not designated for the Small Business
Reserve.

Reports shall:

(Iy  State the total number and the dollar value of AWARDS the unit made
to certified small businesses under designated small business reserve
contracts;

(i)  State the total number and the dollar value of AWARDS the unit made
to certified small businesses under non-designated small business
reserve contracts, including purchase card procurements;

Page 1 of 37



# Some subobject codes in Comptroller Object Code 06 apply to specific circumstances. See below for
guidance on how to properly classify line items.

Object 06- Fuel and Utilities
FY25 SBR

Fuel and Utilities: The subobject codes in Object 06 that apply to Fuel and Utilities do not fall under procurement
practices and are considered expenditures. This should not be confused with contracts awarded to vendors to
provide plumbing services, electricians, HVAC or fuel contracts.

ot

Mary|a nd Subobject Codes that are exempt per COMAR 21.01.03.01:
o s s oA Code Definition Notes
0697- Maryland Environmental |To record payment to the Maryland | This code is exempt under COMAR
Service (MES) Charges Environmental Service for operation |21.01.03.01A(4) Contracts or like business
of facilities agreements between a State agency and:
soci oeconom ic Data 0698- Loan Repayment- Energy |Any loan repayments made tothe [ This code is exempt under COMAR
Conservation Fund Energy Conservation Loan Fund. 21.01.03.01A(4) Contracts or like business
agreements between a State agency and:

Reporting Guidance

Object 07- Motor Vehicle Operations and Maintenance

REPORT
This Socioeconomic Data Reporting Guidance is a reporting tool to assist state procurement « Some subobject codes in Comptroller Object Code 07 apply to specific circumstances as noted below.
units in properly identifying reporting exclusions for Small Business Reserve (SBR), Minority - . - - _
Business Enterprise (MBE), and Veteran-Owned Small Business Enterprise (VSBE) Guidance for Vehicle Maintenance, Repair, Fuel, Oil, Gas, and Parts:
participation data reports. Statewide Contract for Vehicle | DGS currently has a statewide vehicle maintenance and repair contract with
Maintenance and Repair: Element Vehicle Management Services, LLC. Awards are reported by DGS and
State procurement units are required to submit quarterly and annual participation attainment payments made towards the statewide are reported by the procurement unit.
data to the Governor’s Office of Small, Minority & Women Business Affairs (GOSBA). Not all
awards and payments can be counted towards the State’s socioeconomic procurement Statewide Contract for Fuel DGS currently has a statewide contract for Qil, Gas, Fuel, and Utilities with Carroll
programs participation.This guidance was prepared by GOSBA in collaboration with: Supply and Maintenance Independent Fuel Co Inc. Awards on this statewide contract are reported by DGS
. Services: and payments made towards this statewide contract are reported by the

e Department of General Services (DGS) procurement unit.

e Office of the Comptrolier (COM) - - - - - - -

e Department of Budget and Management (DBM) Credit Card Transactions for | There are times procurement units may note trarjsacllons on their credit card

% Parts: reports to Autozone or Advanced Auto Parts, or independent auto shops for

e GAD List Workgroup members example. These transactions can be included in your agencies awards and
It is important for report preparers to have a general understanding of the SBR, MBE, and VSBE payments.
programs and procurement processes. This guidance is not an absolute list of inclusions and/or
exclusions. Report preparers are expected to confer with their unit's procurement team for Code Notes
Contract specific detalls. 0704- Insurance Insurance is considered an expenditure through the Self Insured Fund and is

0713- Insurance exempt from procurement practices.
0723- Insurance
0733- Insurance

omdsmallbiz.maryland.gov/Pages/Reporting-Tool-SBR.aspx
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FY25 SBR Reporting

E F

Small Business Reserve (SBR) Summa atement

Fizcal vear 2025 Julu 1, 2024 - ]
*Quarterlw.&nnual Repor (check one): O CQuarter 1 0 Quarters 1-2 O Quarers”-A\0O0uarters 1-4/ AMNUAL (see note below)
[(™Remember SIGNATURES ARE ONLY REQUIRED ON THE ANNUAL REFPORT)

EcqinninginFircalWear 2025, the unit'r puerall annual ZER azhicwementir tminclude auardr madetoazertificdrmall burincrr under deriqratcdrmall burinerr rererue
zantrackr ar ucll ar auardr made toa certificdrmall burinesr for contrackrthat are not derignated arrmall buriners rererve.

Firmr murt be zerkificdin the SEFR Frogqram ar a zerkificdrmall burinerr at the time of the auard to count touard the unit'r attainment of 20 auardr ko zerkificdrmall burinerrer

INSTRUCTIONS: Complete all green cells. Automatic calculations will appear in peach cellz. Do nogg edit this Report Summary templ ate.

Agency Reporting:

Awards to Certified Small Businesses (CSEs)

Total # All Total £ All Procurement _Tutal # MNon- _Tutal % Non- Total # Designated Total # Designated Fercentage of G55
Procurement Contracts Awarded Designated Contracts | Designated Contracts| Contracts Awarded to Contracts Awarded to (DR F Particip aticn
Contracts Awarded Awarded to C5Bs Awarded to CS5Bs CS5B=s [SBRsS) CSB= [SBR=)
BFOIFO Awards HTY ¥09 i FI0 REFORTS Fhom 09 & FIDREPORTS| QTY F03 &FI0 BEFORTSE from 709 & F1I0 BEEFORTS CITY 703 & FI0 REFORTS]|  ffrom 703 & FI0 BEFORTS
O Swards QTY 717F REFORT % from 717 REFORT CITY from 717 REFORT % from 717 REFORT
P -card QTY F21REFORT % from P21 REFORT CITY from F21REFORT % from F21REFORT
Total 1] 0 ] 0

Payments to Certified Small Businesses [CEBs)

Total # of Unigque Total ¥ Pagyments to | Total $ Pagments to
Total £ Pagments to All
CS5Bs= [SBRs) to otal $ Pagments to CSBs [SBRs) under CSEBs [SBRs) under

Total § P-Card
Payments to C5Bxs

Percentage of CS5B

Receive Pagments Contractors MNon-Desiqnated SBR Designated SBR= (SER) Fayments
EFPO/FPODW QT 0ERIEY REFORT # from OEGMEY REFORT| & from 085 067 REFORT] & from OES/0ET REFORT
P-Card QTY Y231 REFORT % from F21REFORT ¥ from 721 REFORT
Total i 0 £0

Notes:

Shonatares _gre gal  reguired for Sl antesfo Peparts. Remember that Shgnatures  Grng  reguired’ duning submission of the Annoasf Pepart fiombined -4 s i

Agency Head Name and Signature:

Chief Financial Officer Name and Signature:
Submitted By:

Title:

Telephone NHumber!lEmail Address:
Submission Date:

Instructions SBR Report Summary Sheet3 +

SBR
Template



FY25 SBR Reporting

SBR Template

SBR Data Collection Instructions:
The SBR Report Summary Form is used to collect both award and payment data made to Certified Small Businesses (CSBs, previously
referred to as SBRs). The form on the second tab (SBR Report Summary) is separated into 2 parts: Section 1- all award data and
specific Certified Small Businesses (previously SBRs) award data & Section 2- all payment data and specific payments made to
Certified Small Businesses (previously SBRs).

Submission deadline: *NOVEMBER 13* (QTR 1); January 30 (QTRS 1 & 2); April 30 (QTRS 1, 2 & 3); September 30 (Annual Report)

Reports are required fo be submitted via email to: sbrreporis.gosba@maryland.gov

Report Summary Form data should include ALL of the following as it pertains to Certified Small Businesses (CSBs,
previously SBRs):

SECTION 1 (AWARDS)

Certified Small Business (previously SBRs) Awards data should include:

Awards Data Add in Cell(s) on Report Summary
Total Number (#) All Procurement Contracts Awarded B17 (BPO/PO Awards) B18(DVs) B19 (P-card)
Total Dollar Value ($) All Procurement Contracts Awarded C17 (BPO/PO Awards) C18(DVs) C19(P-card)
Total Number # Non-Designated Contracts Awarded to CSBs D17 (BPO/PO Awards) D18 (DVs) D18 (P-card)
Total Dollar Value ($) Non-Designated Contracts Awarded to CSBs E17 (BPO/PO Awards) E18{DVs) E19 (P-card)
Total Number (#) Designated Contracts Awarded to CSBs F17 (BPO/PO Awards)
Total Dollar Value ($) Designated Contracts Awarded to CSBs G17 (BPO/PO Awards)

SECTION 2 (PAYMENTS)
Certified Small Business (previously SBRs) Payment data should include:

Payments Data Add in Cell(s) on Report Summary
Total Number (#) of Unique CSBs to Receive Payments B25 {BPO/PO/DVs) B26 (P-card)
Total Dollar Value ($) Payments to All Prime Contractors C25 (BPO/PO/DVs) C26 (P-card)
Total Dollar Value ($) Payments to C5Bs under Non-Designated Contracts D25 (BPO/PO/DVs)
Total Dollar Value ($) Payments to CSBs under SBR Designated Contracts E25 (BPO/PO/DVs)
Total Dollar Value ($) P-Card Payments to CSBs F26 {P-Card)

MNote:
The worksheet must contain tabs with report back up data (or as noted in the SBR Report Summary Instructions, the back up data can be forwarded as separate
documents with this SBR Report Summary/Template included via email).

< > Instructions  SBR Report Summary Sheet3 + I 4 GED



FY25 SBR Reporting

Data would be

entered on
structions” tab states: “SBR Report
SECTION 1 (AWARDS) 29
Certified Small Business (previously SBRs) Awards data should include: Summary tab
Total Number (#) All Procurement Contracts Awarded B17(BPO/PO Awards) B18 (DVs) B19 (P-card h e re ]
Total Dollar Value ($) All Procurement Contracts Awarded C17(BPO/PO Awards) C18 (DVs) C19 (P-card)
Total Number # Non-Designated Contracts Awarded to CSBs D17 (BPO/PO Awards) D18 (DVs) D19 (P-card) | A
Total Dollar Value ($) Non-Designated Contracts Awarded to CSBs E17 (BPO/PO Awards) E18 (DVs) E19 (P-card) 3
Total Number (#) Designated Contracts Awarded to CSBs F17 (BPO/PO Awards) 4 Quarterly/Ann
Total Dollar Value ($) Designated Contracts Awarded to CSBs G17 (BPO/PO Awards) 5
6
SECTION 2 (PAYMENTS) rmade to g certifie
Certified Small Business (previously SBRs) Payment data should include: 7 Firms
- 8 |[INSTRUCTIONS: Complete all green cells.
Payments Data Add in Cell(s) on Report Summary )
Total Number (#) of Unique CSBs to Receive Payments B25 (BPO/PO/DVs) B26 (P-card) 10 |Agency Reporting:
Total Dollar Value ($) Payments to All Prime Contractors C25 (BPO/PO/DVs) C26 (P-card) 11
Total Dollar Value ($) Payments to CSBs under Non-Designated Contracts D25 (BPO/PO/DVs) 12
Total Dollar Value ($) Payments to CSBs under SBR Designated Contracts E25 (BPO/PO/DVs) ﬁ
Total Dollar Value ($) P-Card Payments to CSBs F26 (P-Card) 15

Total # All Procurement
Contracts Awarded

WNO/PO Awards LTY 709 & 710 REPORTS
Awards QTY 717 REPORT
ard QTY 721 REPORT




FY25 SBR Reporting

Awards to Certified Small Businesses (CSBs)

Total # All Total $ All Procurement Total # Non-Designated | Total $ Non-Designated Total # Designated Total $ Designated Percentage of CSB (SBRs)
Procurement e Contracts Awarded to Contracts Awarded to Contracts Awarded to Contracts Awarded to Participation
Contracts Awarded CSBs (SBRs) CSBs (SBRs) CSBs (SBRs) CSBs (SBRs)
BPO/PO Awards TY 709 & 710 REPORTS $ from 708 & 710 REPORTS| QTY 709 &710 REPORTS} from 709 & 710 REPORTS QTY 709 & 710 REPORTS| &from 709 & 710 REPORTS
QTY 717 REPORT $ from 717 REPORT QTY from 717 REPORT 3 from 717 REPORT
QTY 721 REPORT $ from 721 REPORT QTY from 721 REPORT 5 from 721 REPORT

0 30

Total # of Unigue

Total § Payments to All
CSBs (SBRs) to $ Pay

Total $ Payments to CSBs

(SBRs) under Nen-

Total $ Payments to

CS5Bs (SBRs) under SBR

Total $ P-Card Payments to | Percentage of CSB (SBR)
CSBs (SBRs) Payments

Total 0 50

Contractors
Receive Payments Designated Contracts Designated Contracts
BPO/PO/DV Payments | QTY 065/067 REPORT § from 065/067 REPORT| § from 065/ 067 REPORT| $§ from 065/067 REPORT
P-Card QTY 721 REPORT % from 721 REPORT

-Be certain to read the SBR Quarterly/Annual
Report Instructions provided in the SBR Toolkit

-For the Awards section (Enter data for all
fields, even if it is “0"):

5 from 721 REPORT
30

Refer to SBR Toolkit for additional
steps/how to calculate data.

>>"BPO/PO Awards"”, you can utilize the 709/710

>>"DV Awa

Reports OR 068 Report

rds”, you can utilize the 717 Report

>>"P-Card Awards”, you can utilize the 721
Report

e non-FMIS users will utilize the reports from their specific database.



FY25 SBR Reporting

SBR (CSB) Report Template Sample

Awards to Certified Small Businesses (CSBs)

Percentage of CSB (SBRs)
Participation

Total # All Procurement Total $ All Procurement Moo Pl oAb = P == Total # Designated Contracts T 2ol
Contracts Awarded Contracts Awarded Contracts Awarded to Contracts Awarded to Awarded to CSBs (SBRs) Contracts Awarded to CSBs
CSBs (SBRs) CSBs (SBRs) (SBRs)
BPO/PO Awards 19 $50,900 5 $3,600 $30,500
DV Awards 10 $17.500 7 $14 500
P-card 34 $130,000 4] $4,000
Total 63 $198,400 18 $22,100

26.51%




FY25 SBR Reporting

SBR (CSB) Report Template Example
Accessing ANSWERS

“ DEPARTMENT OF INFORMATION TECHNOLOGY
ANSWERS FINANCIAL REPORTING

Sign In Use ancther service to Sign In
For registensd Usery you cor wroes poat Sagn In crecentink belos

11y Moy bty wed yoasr Sccuimt, you £ ase Ths Conwes Lerd o 1o th Ial=

L

Peasnns Now 10 ANSWERS?

To @1t stwted Creste your SCCTUN Dy SRhng

the DULON Dediw 3N CHEting an account.
e |

working knowledge o isrequired to prepare the an reports. Ifyou are no
familiar with this software application, click here to access Microsoft training resources or visit The
HUB, Maryland's Learning Management System (LMS), to access a catalog of training classes
available to State employees.

To assist agencies using Statewide FMIS, the ANSWERS database allows certain FMIS standard
reports to be downloaded electronically. DolT has just launched an updated and enhanced

I nfo rm atl O n | |Sted Wlt h | n S B R version of ANSWERS. You may need new logins and passwords. Read about the changes: NEW
ANSWERS Announcement
Toolkit

ANSWERS database for Statewide FMIS users:
https:/net.md.gov/apps/Answers/
DolT Service Desk

100 Community Place

Crownsville, MD 21032
410-697-9700
Service.Desk@maryland.gov




FY25 SBR Reporting

SBR (CSB) Report Template Sample

Awards to Certified Small Businesses (CSBs)

Total # All Procurement

Total $ All Procurement

Total # Non-Designated

Total $ Non-Designated

Total # Designated Contracts

e Percentage of CSB (SBRs)

Contracts Awarded Contracts Awarded c°“g:$ ?:;;:?d to c°"té:$ ?:;;:?d to | Awarded to CSBs (SBRs) | Comtracts ?:;;:?d to CSBs Participation
BPO/PO Awards 19 $50.900 5 $3.600 $30,500
DV Awards 10 $17.500 7 $14 500
Pcard 34 $130,000 6 $4 000
Total 63 $198,400 18 $22,100 26.51%




FY25 SBR Reporting

SBR (CSB) Report Template Example

Awards to Certified Small Businesses (CSBs

Total # All Procurement

Contracts Awarded

Total $ All Procurement
Contracts Awarded

Total # Non-Designated
Contracts Awarded to
CSBs (SBRs)

Total $ Non-Designated
Contracts Awarded to
CSBs (SBRs)

Total # Designated Contracts
Awarded to CSBs (SBRs)

Total $ Designated
Contracts Awarded to CSBs

(SBRs)

BPO/PO Awards

19

$50,900

$3,600

5

$30,500

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

Report)

1) PCH068- SBR Procurement- Optional

2) PCH709- BPO/PO Change Orders (this report has “SBR” identifier)

3) PCH710- Diagnostic by Work Category - Prime (Contract Awards
Detail) run by award date (this report has “SBR"identifier)

4) PCH717- Non-BPO Direct Vouchers (MBE Prime Payments by Direct
Voucher; no BPO/PO) Direct Vouchers Awards Reports - This report
contains flags for SBR procurement and vendors

5) PCHO065/067- SBR Expenditure Detail/Summary (SBR Payments

your procurement unit’s procurement activity, including prime contract
awards and payments to Certified Small Businesses.

6) A30USB12 SBR Purchasing Card (P-Card) Report — optional
7) PCH721- R*STARS Voucher Detail and P-Card Payments (includes
MBE and SBR flags)

Details of ANSWERS Reports as listed in the SBR Report Instructions:

Percentage of CSB (SBRs)
Participation




' FY25 SBR Reporting SBR (CSB) Report Template Sample

Awards to Certified Small Businesses (CSBs)

al # Non-Designated al $ Non-Designated . Total § Designated
Toéa: nfi::‘l:;r;:;r:’n;:nt Toé:: nﬁittzr;;l;:n;:m Contracts Awarded to Contracts Awarded to c;t:;izsltin;t:;:[c::;a;;ts Contracts Awarded to CSBs Percenr;:em:f ggf"(SBRs)
CSBs (SBRs) CSBs (SBRs) (SBRs) =
BPO/PO Awards 19] $50.90C $3,600 $30,500

710 Report

Contract Amount  Vendor Number  Vendor Name Fiscal Effective Date Effective Date SBR Type SER Procure Ind
$2,500 ABC Cleaning 12/20/2024  12/20/2024 SBR ¥
$8,000 ABC Cleaning 11/7/2024 11/7/2024 S5BR b
$10,000 ABC Cleaning 3/2/2025 3/2/2025 SBR ¥
$5,000 APlus Catering 2/15/2025 2/15/2025 SBR ¥
$5,000 APlus Catering 7124/2024 7/24/2024 SBR b
31,200 Sunflower Inc. 3/25/2025 3/25/2025 SBR 709 Report
$1,000 sunflowerinc. 2/8/2025 2/8/2025 SER Vendor Name CO Effective Original Contract Amount COAmount  SBR
$550 Sunflower Inc. 12/8/2024 12/8/2024 SBR !
$250 sunflower Inc. 1/5/2025 1/5/2025 SBR Prints Inc. 9/21/2024 $5,000 $600 Y
$550 Pens & Things 9/27/2024  ©/27/2024 Pens & Things 1/25/2025 $850 $200
$1,000 Pens & Things 8/7/2024 8/7/2024 FedEx 3/20/2025 $1,000 $500
$a50 Pens & Things 1/9/2025 1/9/2025 USPS 11/20/2024 $2,000 $800
$4,000 FedEx 3/6/2025 3/6/2025
$8,000 UPS 3/%/2025 3/6/2025
$1,200 UPS 2/5/2025 2/5/2025
$500 UPs 2/6/2025 2/6/2025
$1,500 USPS G/2/2024 G/2/2024
ﬁ:ggg 32:2 1$i$§g§; 1$i$§g§: $1,300 Scrubbed/Reportable Change Orders- 709 Report
$2,500 UsPs 3/16/2025  3/16/2025 $600 SBR Non-Designated- Change Order
$1,000 BGE 1/5/2025 1/5/2025 Exemptions
$2,500 BGE 11/23/2024  11/23/2024 3 Scrubbed/Reportable Change Orders- 709 Report
$10,000 State of MD Agency 11/24/2024  11/24/2024
$5,000 State of MD Agency 11/25/2024  11/25/2024

$49,600 Scrubbed/Reportable Amount- 710 Report All Procurement Contracts Awarded

$28,500 Exclusions

$30,500 SBR Designated
$3,000 SER Mon-Designated
$16,100 Other reportable items
16 Scrubbed/Reportable # of Procurement Contracts Awarded- 710 Repart



' FY25 SBR Reporting SBR (CSB) Report Template Sample

Awards to Certified Small Businesses (CSBs)

B n o
Total # All Procurement Total $ All Procurement Ve A i P TR Al L e e T ol Percentage of CSB (SBRs)
Contracts Awarded Contracts Awarded Contracts Awarded to Contracts Awarded to Awarded to CSBs (SBRs) Contracts Awarded to CSBs Participation
CSBs (SBRs) CSBs (SBRs) (SBRs)
BPO/PO Awards 19] . $50,90( 5 $3,6008 5] $30,500
Amount Effective Date  Vendor Vendor Name SBER Ind SBRVend
$2,500 1242042024 ABC Cleaning Y ¥
$8,000 117742024 ABC Cleaning Y Y
$10,000 322025 ABC Cleaning Y ¥
$5,000 2/15/2025 APlus Catering Y Y
$5,000 Ti2452024 A Plus Catering Y Y
$600 9/21/2024 Prints Inc. ¥
$1,200 320/2025 SunflowerlInc. ¥
$1,000 2/8/2025 Sunflower Inc. ¥
$550 12/8/2024 SunflowerlInc. ¥
$250 1/5/2025 Sunflower Inc. ¥
$550 /272024 Pens & Things
$1,000 8772024 Pens & Things
$a50 1/9/2025 Pens & Things
$200 1/25/2025 Pens & Things
$4,000 /62025 FedEx
$500 312042025 FedEx O 6 8 Re po ﬂ
$8,000 392025 UPs
$1,200 2/5/2025 UPS
$500 2062025 UPS
$1,500 G/2/2024 USPS
$2,000 1072072024 USPS
$4,000 2113/2025 USPS
$2,500 H16/2025 USPS
$800 11/20/2024 USPS
$1,000 17542025 BGE
$2,500 11/23/2024 BGE
$10,000 22042025 State of MD Agency
$5,000 8/6/2024 State of MD Agency

$50,800 Scrubbed/Reportable Amount- 068 Report All Procurement Contracts Awarded
Exclusions

$30,500 SERDesignated
$3,800 SBR Non-Designated
$16,800 Otherreportableitems
19 Scrubbed/Reportable # of Procurement Contracts Awarded-068 Report



FY25 SBR Reporting

SBR (CSB) Report Template Sample

Awards to Certified Small Businesses (CSBs

Total # All Procurement

Total $ All Procurement

Total # Non-Designated

Total $ Non-Designated

Total # Designated Contracts

Total $ Designated

Percentage of CSB (SBRs)
Participation

Contracts Awarded Contracts Awarded c““g:ﬁ ‘:‘:;I;:;’d to c““g:ﬁ ‘:‘:;I;:;’d to | awarded to CSBs (SBRs) | Comtracts ‘:‘:;I;:;’d to CSBs
BPO/PO Awards 19 $50,000 5 $3,600 $30,500
DV Awards 10 $17,500 7 $14,500
Pcard 34 $130,000 6 $4,000
Total 63 $198,400 18 $22,100

26.51%




Awards to Certified Small Businesses (CSBs)

FY25 SBR Reporting ggR (csB) Report Template Sample

Total # Non-Designated

Total $ Non-Designated

Total $ Designated

Tognﬁr.:t tl:r::vl;rrzr::nt Togni;:ll:l: tl:r:fvl.;rrzr::nt Contracts Awarded to Contracts Awarded to T‘T:::;;e:ﬁng?;si:r;; ‘;ts Contracts Awarded to CSBs
CSBs (SBRs) CSBs (SBRs) (SBRs)
BPO/PO Awards 19 gonann 2 AN 5 $30.500
DV Awards 10 $17.500 $14 500

717 Report

Vendor Name

SBRVend DueDate Voucher Amount

Uniform Company Y 712312024 $2,000
Uniform Company Y 9/23/2024 $1,000
Uniform Company Y 1/23/2025 $2.000
Uniform Company Y 3/23/2025 $1,500
Landscaping Inc. Y 7123/2024 $2,500
Landscaping Inc. Y 3/1/2025 $3,000
Landscaping Inc. Y 3/30/2025 $2,500
Printing Company 2/15/2025 $1,000
Printing Company 12/14/2024 $1,000
Printing Company 1/14/2025 $1,000
Hyatt 1/7/2025 $500
Hyatt 12/8/2024 $1,000
State of MD Agency 7/5/2024 $4,000
State of MD Agency 11/28/2024 $3,000
USPS 1/5/2025 $4,500
USPS 2/8/2025 $500

Reportable Amount
$2,000
$1,000
$2,000
$1,500
$2,500
$3,000
$2,500
$1,000
$1,000
$1,000

Percentage of CSB (SBRs)
Participation

$17,500 Scrubbed/Reportable Amount- 717 Report All Procurement Contracts Awarded

Exclusions

$14,500 SBRVend
$3,000 Otherreportable items
10 Scrubbed/Reportable Total # All of Procurement Contracts Awarded- 717 Report



FY25 SBR Reporting ggR (csB) Report Template Sample

Awards to Certified Small Businesses (CSBs

Total # All Procurement
Contracts Awarded

Total $ All Procurement
Contracts Awarded

Total # Non-Designated
Contracts Awarded to
CSBs (SBRs)

Total $ Non-Designated
Contracts Awarded to
CSBs (SBRs)

Total $ Designated
Contracts Awarded to CSBs
(SBRs)

Total # Designated Contracts
Awarded to CSBs (SBRs)

Percentage of CSB (SBRs)
Participation

BPO/PO Awards 19

$50,900 2

$3,600 $30,500

$130,000

$4,000

Total

Wendor_Mame
AEC Company
BEC Compary
AEC Company
AEC Company
AEC Company
AEC Company
AE Ine.

ATE Inc.

#rE Inc.

#rE Inc.

*rE Ine.

AE Ine.

ArE Inc.

123 Corp.

123 Corp.

123 Corp.

123 Corp.

123 Corp.

123 Corp.

LMM Compary
LMMN Compary
LMMN Company
LMM Compary
LMMN Compary
LMM Compary
456 Ine.

436 Ine.

456 Ine.

456 Ine.

LLC

ALLE

ALLC

ALLE

LLC
Professional Lizensze Inc
Professional License Inc
Profeszional License Inc
USPS

T&P Aszsaciation
T&P Azsociation
T&F Azsociation
T&P Assaciation
Huatt

Hyatt

$198,400 18 $22,100] 5 26.51%
Effective_Date Payment_Am Repartable_Ar Reportable_MBE_Amt wvet_flag SER_Flag
Gi8iz024 $550 b
AMa2024 $650 N
10Mz0zd $600 b
52024 $600 b
18/2025 $500 b
31302025 500 b
THER2024 44,450
GiGiz024 44,450
62024 $4.450
10162024 $4.450
162024 #4450
12Heiz0z4 44,450
gi62024 44,450
2024 $4.500
101362024 $4.500
1003002024 $4.500
azozd 44,500
ME2025 44,500
2162025 $4.500
giaiz024 $4.500
BN3Z024 #4500 2 1 e O rt
Mzlz0z24 44,500
10112024 44,500
21912025 $4.500
3612025 $4.500
62024 $4.525
12162024 44,523
1612025 $4.525
3612025 $4.525
giaiz0z24 #4550
aiz024 44,550
E2024 44,550
22024 $4.550
12122024 $4.550
1el2025 #2500
ZElZ025 $2,500
3212025 $2 500
121262024 44,500
162024 $3.800
1282024 $3.800
ZIBIZ025 43,800
362025 $3,500
M42025 $4.000
33062025 $4.000

$130,000 Scrubbed!Reporable Amount- 721 Repon All Procurement Contracts Aw arded
#4.000 P-card purchases to SBR Vendars

Enclusions



FY25 SBR Reporting

-For the Payments >>"BPO/PO/DV >>"P-Card Payments”,
section (Enter data for all Payments”, you can E you can utilize the 721
fields, evenif it is “0"): utilize the 065/067 Report Report

Awards to Certified Small Businesses (CSBs)

Total # All S e Total # Non-Designated | Total $ Non-Designated Total # Designated Total $ Designated Percentage of CSB (SBRs)
Procurement Contracts Awarded Contracts Awarded to Contracts Awarded to Contracts Awarded to Contracts Awarded to Participation
Contracts Awarded CSBs (SBRs) CSBs (SBRs) CSBs (SBRs) CSBs (SBRs)
BPO/PO Awards TY 709 & 710 REPORTS § from 709 & 710 REPORTS| QTY 709 &710 REPORTS} from 709 & 710 REPORTS| QTY 709 & 710 REPORTS| Sfrom 709 & 710 REPORTS

DV Awards QTY 717 REPORT 5 from 717 REPORT QTY from 717 REPORT 5 from 717 REPORT
P-card QTY 721 REPORT 5 from 721 REPORT QTY from 721 REPORT 5 from 721 REPORT
Total 0 30 0 50

Payments to Certified Small Businesses (CSBs)

Total # of Unique
CSBs (SBRs) to

Total $ Payments to CSBs| Total $ Payments to

Total $ Payments to All
L (SBRs) under Non- | CSBs (SBRs) under SBR

Total $ P-Card Payments to| Percentage of CSB (SER)

Contractors CSBs (SBRs Payments
Receive Payments Designated Contracts Designated Contracts ( ) Y
BPQ/PO/DV Payments | QTY 065/067 REPORT % from 065/067 REPORT| & from 065/ 067 REPORT| § from 065/067 REPORT
P-Card QTY 721 REPORT % from 721 REPORT % from 721 REPORT

Total 0 50 50

Note non-FMIS users will utilize the reports from their specific database.



FY25 SBR Reporting ggR (csB) Report Template Sample

Payments to Certified Small Businesses (CSBs)

Total # of Unique CSBs Total $ Payments to All Total § Payments to CSBs | Total § Payments to CSBs | 1) ¢ b carg Payments to | Percentage of CSB (SBR)
{SBRs) to Receive Contractors {SBRs) under Non- (SBRs) under SBR CSBs (SBRs) Pavments
Payments Designated Contracts Designated Contracts Y
BPO/PO/DV Payments 3 $39,100 $3,000 $20,000
Vendor Name PoBpold  Effective Date ContractTitle Voucher Amount Reportable Amount SBR Vend SBR Procure Ind
ABC Cleaning 12/20/2024 $2,500 $2,500 ¥ Y
ABC Cleaning 11/7/2024 $8,000 $8,000 ¥ ¥
A Plus Catering 712472024 $5,000 $5,000 ¥ Y
A Plus Catering 24712025 $1,000 $1,000 ¥ ¥
A Plus Catering 8/7/2024 $2,500 $2,500 ¥ Y
A Plus Catering 3/2/2025 $1,000 $1,000 ¥ ¥
Sunflower Inc. 2/8/2025 $1,000 $1,000 ¥
Sunflower Inc. 12/8/2024 $550 $550 ¥
Sunflower Inc. 1/5/2025 $250 $250 ¥
Sunflower Inc. 2/5/2025 $500 $500 ¥
Sunflower Inc. 3/8/2025 $700 $700 Y
Pens & Things 8/7/2024 $1,000 $1,000
Pens & Things 1/9/2025 $600 $600
Pens & Things 2/15/2025 $1,300 $1,300
FedEx 3/6/2025 $4,000 $4,000
uPs 3/9/2025 $5,000 $5,000
uPs 2/5/2025 $1,200 $1,200
USPS 9/2/2024 $1,500 $1,500
USPS 10/20/2024 $2,000 $2,000
BGE 1/5/2025 $1,000 $1,000
BGE 11/23/2024 $2,500 $2,500
State of MD Agency 11/24/2024 $10,000 $10,000

$39,100 Scrubbed/Reportable Amount- 065/067 Report All Procurement Contracts Awarded
Exclusions
$20,000 SBR Designated

6 6 R rt $3,000 SBR Non-Designated
O 5 O 7 e p O 3 Total # Unique CSBs {SBRs) to Receive Payments




FY2

5 SBR Reporting SBR (CSB) Report Template Sample

Payments to Certified Small Businesses (CSBs)

Total # of Unique CSBs Total $ Payments to All R L e e e I i e e I Y e e il Bt e o S F I S EiT)
(SBRs) to Receive (SBRs) under Non- (SBRs) under SBER
Contractors . . CSBs (SBRs) Payments
Payments Designated Contracts Designated Contracts
BEO/PO/DV Payments &
P-Card 6 $130.000
Total < $169,100 $3,000 $20,000 $4,000] 15.87%
Wendor_Mame Effective_Date Fayment_Amt Reportable_Amt Reporable MBE_Amt et flag  SBR_Flag
ABC Company BIB2024 £550 ¥
ABC Company S/18/2024 5650 Y
ABC Company 104142024 600 ¥
ABC Company 11/8/2024 SE800 ¥
ABC Company 1/8/2025 SBOD ¥
ABC Company 3/18/2025 SBOD ¥
EYZ Ine. Fi18/2024 4,450
X¥Z Inc. B/1e/2024 54,450
X¥Z Inc. S/16/2024 54,450
X¥Z Inc. 10/18/2024 54,450
XYZ Inc. 11/18/2024 54,450
X¥Z Inc. 12/18/2024 24,450
XYZ Inc. B/18/2024 54,450
123 Corp. S/1/2024 54,500
123 Corp. 10/18/2024 54,500
123 Corp. 10/30:/2024 54,500
123 Corp. 11/3/2024 24,500
123 Corp. 1/18/2025 54,500
123 Corp. 2/16/2025 24,500
LMN Company Br2024 54,500
LM Company B/1%v2024 54,500
LMN Company /1242024 54,500
LM Company 10/11/2024 54,500
LMN Company 2/3/2025 24,500
LMM Company 3642025 54,500
456 Inc. /82024 24,525
A58 Inc. 12/8/2024 54,525
A58 Inc. 1/842025 54,525
458 Inc. 32025 54,525
R t 101 LLC B/242024 54,550
7 2 1 e p O r 101LLC 242024 §4,550
101 LLC 122024 54,550
101LC 11/242024 24,550
101 LLC 1222024 54,550
Professional License h 122025 52,500
Professional License h 2122025 52,500
Professional License | 22025 52,500
USPS 12242024 24,800
T&F Aszociation 11/164/2024 53,B00D
T&P Association 12/842024 53,800
T&P Azzociation 2/B/2025 £3,B00
T&P Associstion 362025 53,800
Hyatt 11442025 4,000
Hyatt 31302025 54,000

130,000 Scrubbed/Reportable Amount- 721 Report- Total S Payments to All Contractors
54 000 | P-card purchases to SBER Vendors
Exclusions




® Place data within the correct corresponding fields in the
Summary Statement

FY2 5 SBR ® Submit supporting data (you can attach it in additional
Re po rtin g tabs of the SBR Report or send the separate documents,
along with your SBR Report)

"Remember

/)
to” I[tems ® For the Awards section, "BPO/PO Awards”, utilize the
709/710 Reports; OR if you decide not to use those reports
for the data, access the 068 Report

® For "DV Awards”, utilize the 717 Report



FY25 SBR
Reporting

"Remember to”
ltems



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

FY25 SBR Reporting
Additional information

Procurements between $50,000 and $500,000 are automatically designated as SBR per the Executive
Order

A\ N

Remember that procurements above $500,000 should also be considered for SBR Designation

Procurements between $50,000 and $500,000 that are not designated SBR require a waiver of the SBR
designation be submitted to the SBR Waiver Mailbox, following the guidance from PRG Evaluation -
SBR Program Designation Worksheets (as listed on the Office of State Procurement (OSP) website)



Contact information

Lisa Mitchell Sennaar Tanita Johnson

SBR Compliance Manager SBR Compliance Manager
lisa.sennaar@maryland.qgov tanita.johnsonl@maryland.gov
(410) 697-9613 (O) (410) 697-9619 (O)

it

Maryland

OOOOOOOOOOOOOOO
OOOOOOOOOOOOOOOOOOOO
B


mailto:lisa.sennaar@maryland.gov
mailto:tanita.johnson1@maryland.gov

Any Questions?

2

Maryland

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