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• MBE

➢ Comprehensive Application 
process through MDOTs 
Office of Minority Business 
Enterprise (OMBE)

➢ Directory held with MDOT-
must be MBE certified when 
named on a bid/offer 

➢ Annual recertification 
process with MDOT

➢ Reports submitted to 
GOSBA quarterly and 
annually (payments and 
awards)

➢ 29% Aspirational Goal

• SBR

➢ Self-certification process in 
eMMA

➢ Database held in eMMA-
Must be certified at time of 
award (payments to firms 
that fail to recertify will not 
be counted toward SBR 
achievement) 

➢ Annual recertification 
process with eMMA

➢ Reports submitted to 
GOSBA quarterly and 
annually (payments)

➢ 15% Set Aside

• VSBE

➢ Self-certification process 
with veteran verification 
requirement in eMMA

➢ Database held in eMMA -
must be certified when 
named on a bid/offer

➢ Annual recertification 
process with eMMA

➢ Reports submitted to 
GOSBA annually (payments 
and awards)

➢ 1% Aspirational Goal 
minimum

Socioeconomic Procurement Programs Overview
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Liaisons
Universal Fundamentals



SBR Liaison MBE Liaison VSBE Liaison

• The head of each procurement agency shall designate an employee to 
serve as a liaison officer in the administration of that agency's SBR, MBE and 
VSBE program.

• Liaisons Role:
• Reports directly to a Secretary, Deputy Secretary, or head of a 

procurement agency
• Coordinate agency outreach efforts
• Review's agency contracting procedures to ensure compliance with 

COMAR 
(this includes review of appropriate solicitation forms during the 
bidding process)

• Assists in the resolution of contracting issues
• Submits required reports or information as required in COMAR

COMAR 21.11 01.06 COMAR 21.11.03.05 COMAR 21.11.14.05
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Liaison’s Procurement Tasks 

May include:
• Pre-Contract (Review Agency Contracting Procedures) 

• Participation in Procurement Review Group (PRG)
• Participate in Pre-bid Conferences
• Review bid/proposal paperwork (especially concerning MBE and 

VSBE goals)
• Post-Contract 

• Monitoring contract  performance (as it relates to MBE & VSBE 
utilization)

• Monitoring contract payments (to MBE firms)
• Participate in discussions on contract performance issues and 

assist with corrective action plans
• Review requests to amend MBE participation schedules
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Liaisons = Teamwork!

• Liaison works hand-in-hand with 
procurement staff.

• Who are your SBR, MBE, & VSBE 
Liaisons (If these are separate people)?

• The Governor's Office of Small, 
Minority & Women Business Affairs 
website has the latest Liaison listing 
with contact information:

• https://gomdsmallbiz.maryland.go
v/Pages/default.aspx
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Liaisons = Teamwork!

• Remember your teammates at the Governor’s 
Office of Small, Minority & Women Business 
Affairs when you are MOVING to another 
position, RETIRING, or LEAVING state service.

• Why?  Our office must have a designated 
liaison or POC for liaison duties within each 
state agency that participates in the SBR, MBE, 
and VSBE Programs.
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Procurement 
Review
Group

Universal Fundamentals
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PRG Participants

• There should be at least one or more standing procurement review 
group(s).

• The group shall be comprised of:
• Agency’s chief procurement official or senior-level procurement official 

designated to act in his/her place

• MBE,  SBR, and VSBE Liaison Officers, or senior level alternate

• Rely on agency legal counsel to provide support and advice as 
necessary

For Internal Training Purposes Only



Procurement Review Group (PRG)
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• The Governor's Office of Small, Minority & Women Business Affairs and 
the Office of State Procurement recently revised the PRG process due to 
the mandatory requirement to designate contracts between $50,000 -
$500,000 as SBR.
• OSP website: https://procurement.maryland.gov/procurement-staff/

• PRG guidance and worksheets: https://procurement.maryland.gov/procurement-
review-group-prg/

• Also, refer to the BPW Advisory 2001-1 
(https://bpw.maryland.gov/Pages/adv-2001-1.aspx ) it instructs State 
agencies on the processes for determining socioeconomic preference 
through the PRG. 

For Internal Training Purposes Only

https://procurement.maryland.gov/procurement-staff/
https://procurement.maryland.gov/procurement-review-group-prg/
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PRG (cont.)

• Consider race & gender-neutral measures first

• Consider race & gender specific measures next
• Subcontracting Opportunities

• MBE Goal
• MBE Subgoal

• VSBE Goal
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Consider Race Neutral Measures 
(COMAR 21.11.03.07)

Race neutral methods are those that assist businesses without 
consideration of social, economic, race or gender

For Internal Training Purposes Only

Small Business Reserve 

Small Business Preference 

Divide larger procurements into several smaller 
procurements where feasible

Directly notifying qualified small businesses including 
MBEs & VSBEs

Relaxed bonding requirements

Simplifying bidding requirements to the extent 
permitted by law

Pre-Solicitation Conferences
Clarify complex solicitations
Connect subs and primes

Advising businesses of what successful bidders are 
doing “right”



• Does the contract structure support subcontracting?

• List all possible subcontracting North American Industry Classification 
System (NAICS) Codes / United Nations Standard Products and Services 
Codes (UNSPSC) on the PRG Form

• Are small, minority, women, and veteran-owned businesses 
available in the categories identified?

• Does it make sense geographically?

• Treat the MBE & VSBE Programs as mutually exclusive

• Dually-certified firms can count toward both program goals)

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

Consider Race & Gender Specific Measures
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PRG (cont.)

Our office must review 

the PRG of all 

solicitations & task 

orders of $25M and 

above.

Submissions must go to the compliance.gosba@maryland.gov email box.



Consolidated 
Reporting 

Requirements



• The Procurement Forecast is used to report projected purchases of 
$100,000 and above for the upcoming fiscal year.   

• Many agencies include information below the mandated threshold as 
well.

• This is a powerful tool for the small business community.

• Agency procurement contact information must be included for each 
projected purchase. 

• Plans are due to the Governor's Office of Small, Minority & Women 
Business Affairs by June 30th. Agencies only need to submit one report 
with all projected procurements, including SBR designated 
procurements and those with MBE and VSBE goals.

• The Procurement Forecast is posted on our website: 
https://gomdsmallbiz.maryland.gov/Pages/Forecasting.aspx

Procurement Forecast
COMAR 21.13.01.03 COMAR 21.11.03.17

https://gomdsmallbiz.maryland.gov/Pages/Forecasting.aspx


Consolidated Strategic Plan
COMAR 21.13.01.03 COMAR 21.11.03.17

• The Strategic Plan is intended to help participating 
agencies/department analyze their prior SBR/MBE 
efforts and develop a plan for the new fiscal year.

• Agencies only need to submit one report, which is 
inclusive of the SBR and MBE Programs.  Agencies 
who do not participate in the SBR Program need not 
complete that portion of the plan.

• Plans are due to the Governor's Office of Small, 
Minority & Women Business Affairs  office by June 
30th.



Consolidated Strategic Plan
COMAR 21.13.01.03 COMAR 21.11.03.17

• Thank you to the 48 agencies that 
submitted the FY2023 SBR/MBE 
Consolidated Strategic Plan.

• For those who did not submit a Strategic 
Plan, please remember:
• the purpose of this plan is to improve upon 

your agency’s past performance.
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Outreach 
Universal Fundamentals



21

• Outreach to small, minority, women, and 
veteran-owned businesses is part of all
our jobs.

• Procurement staff and liaisons should 
routinely create ways to engage with 
stakeholders and notify them about both 
small and large opportunities.

• Host your own events, or join events hosted 
by others to achieve outreach goals.

Outreach

Share business development 
events information with your 

vendor network!

Notify us of your outreach 
events and we will promote 

them on our website and social 
media platforms
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Collaboration is Key
Successful implementation of the socioeconomic 
program requires collaboration.

The Governor's Office of Small, Minority & Women 
Business Affairs supports your efforts through: 

● Updates at SPAG meetings

● Compliance Bulletin and Compliance Call

● Liaison Training

● Advocacy Support

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

410-697-9600
goMDsmallbiz.maryland.gov
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SBR Liaison Training
Presented by Lisa Mitchell Sennaar and Tanita Johnson



SBR Program
What is the SBR Program?

-Provides small businesses the opportunity to participate as 
prime contractors on specific state contracts 

-Establishes a unique marketplace where small businesses 
compete against other small businesses (as opposed to larger, 
more established companies) 

-Under state procurement law, the SBR Program directs 
participating agencies/departments to spend at least 15% of its 
fiscal year procurement expenditures with qualified small 
businesses



SBR Quiz

YES

NO

MAYBE



SBR QUIZ- Question 1

Are you new to the SBR liaison position?

Yes

No

Add your answer within the “Polls” 
section.



SBR QUIZ- #1

If you are a new liaison, WELCOME to the 

SBR Program!



SBR QUIZ- Question #2

During the FY2022, did your agency/department 
attain the 15% SBR designated spend/payments? 

Yes (we met or exceeded the 15%)

No (we did not meet the 15%) 

Not Sure



SBR QUIZ- #2

Let’s all find ways to meet and/or exceed the 15% SBR 
designated spend/payments each fiscal year!



SBR QUIZ- Question #3

Can procurements over $500,000 be 
designated as SBR-only? 

Yes

No



SBR QUIZ- #3

YES!!! 
Procurements over $500,000 can be 

designated as SBR-only!



SBR QUIZ- Question #4

Should the Procurement Review Group (PRG) 
include procurements that exceed $50,000? 

Yes

No



SBR QUIZ- #4

PROCUREMENT REVIEW GROUP 

Guidance & Worksheets 

 

The Procurement Review Group (PRG) shall review proposed procurement solicitations, proposals to 

exercise options or otherwise modify the contract, and proposals to award sole-source contracts when the 

resulting contract is:  

 

(1) Eligible for designation to the Small Business Reserve (SBR) Program when the total value is 

expected to exceed $50,000 

Per the Procurement Review Group (PRG) Guidance & 
Worksheets, as found on the procurement.maryland.gov 

website, the answer is 

YES…



SBR QUIZ- Question #5

Per COMAR, what officer has the responsibility of 
submitting the SBR Reports?

Liaisons

or

Agency/Department Heads 



SBR QUIZ- #5

According to COMAR (21.11.01.06):

I. SBR Liaison Officer... 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.



SBR Quiz



SBR Certification/Verification

• A business must be listed as a certified SBR vendor within 

eMaryland Marketplace Advantage (eMMA) prior to being

awarded an SBR Designated Solicitation/Procurement

• A company must submit an approved SBR Application 

in their eMMA account to become a certified SBR vendor

• When an SBR solicitation/procurement is awarded, verification 

of the SBR certification must take place by the awarding 

procurement officer/agency  



SBR Certification/Verification

• Remember that it is important to make certain that any awarded SBR 
vendors maintain their certification throughout the entire contract

• Note that you cannot count payments for SBR designated awards if 
a vendor’s SBR certification has expired at the time of payment 

• Encourage vendor participation in the SBR Program

• Certification/verification benefits the small businesses 
and agencies



SBR Vendor Certification
Registration within eMaryland Marketplace Advantage (eMMA)

emma.maryland.gov



SBR Vendor Certification
eMMA Registration Application

emma.maryland.gov



SBR Vendor Certification
eMMA Registration Application (cont’d)

emma.maryland.gov



SBR Vendor Certification
eMMA Registration Application (cont’d)

emma.maryland.gov



SBR Vendor Certification
eMMA Registration Application (cont’d)

Note: Vendors can visit the following websites to locate “Product & Service 
Categories” (i.e. Commodity Codes) that pertain to their business:

https://www.unspsc.org/search-code

https://www.ungm.org/Public/UNSPSC



SBR Vendor Certification
Product & Service Categories

United Nations Standard Products and Services Code® (UNSPSC®)
-Classification of products and services

https://www.unspsc.org/search-code



SBR Vendor Certification
Product & Service Categories

https://www.ungm.org/Public/UNSPSC



SBR Vendor Certification
Quick Reference Guides (QRGs)/Vendor Instructions

emma.maryland.gov



SBR Vendor Certification
Quick Reference Guides (QRGs)/Vendor Instructions/eMMA State User Guides

mdprocurement.freshdesk.com/support/home



SBR Vendor Certification

https://mdprocurement.freshdesk.com/support/solutions/folders/70000471511

This is a glance of the SBR QRG:Quick Reference Guides (QRGs)/Vendor Instructions



SBR Vendor Certification

Questions listed within the SBR Application:



SBR Vendor Certification

Things to remember with SBR Vendor Certification:

-Vendor needs to apply within eMMA to obtain SBR Certification

-You can forward any vendors to our office for assistance with 
applying to the SBR Program

-Be certain that any SBR certified vendor that has been awarded 
an SBR Designated procurement/solicitation maintains their 
certification throughout the entire contract to be able to count all 
payments toward the 15% SBR designated spend



Verification of SBR Vendors
Instructions for Public Vendor Search in eMMA

Use the Vendor Search option in eMMA to identify potential SBR vendors.  This 
method will yield both SBR certified and non-certified vendors.

1) Visit the https://emma.maryland.gov/ website.

2) Click on the “Vendor Search” option.

3) Select the “SBR Vendor” box. 

4) Click on the “Search” button to identify potential SBR vendors. 

https://emma.maryland.gov/


Verification of SBR Vendors
Instructions for Public Vendor Search in eMMA

emma.maryland.gov

1) Visit the https://emma.maryland.gov/ website.

2)    Click on the “Vendor Search” option.

https://emma.maryland.gov/


Verification of SBR Vendors
Instructions for Public Search for Vendors in eMMA

3)   Select the “SBR Vendor” box. 
4)   Click on the “Search” button to identify potential SBR vendors. 

Remember, this is a public search tool to help identify potential SBR 

vendors.  The search will yield both certified and non-certified 

vendors.



Verification of SBR Vendors
Instructions for Public Vendor Search in eMMA

Note that you can also refer to the eMMA State User Guides to locate the QRG for 
the Public Vendor Search.

1) Visit the https://emma.maryland.gov/ website.

2) Click on the “Quick Reference Guides” link.

3) Under “eMMA State User Guides & Training”, select “Public Search for Vendors in 
eMMA”.

4) Click on attachment for “17-eMMA-Buyer-QRG-Public-Seach-for-Vendors”.

https://emma.maryland.gov/


Verification of SBR Vendors
Instructions for Public Vendor Search in eMMA

1) Visit the https://emma.maryland.gov/ website.

2) Click on the “Quick Reference Guides” link.

emma.maryland.gov/

https://emma.maryland.gov/
https://emma.maryland.gov/


Verification of SBR Vendors
Instructions for Public Vendor Search in eMMA

mdprocurement.freshdesk.com/support/home

3) Under “eMMA State User Guides & Training”, select “Public Search for Vendors in eMMA”.



Verification of SBR Vendors
Instructions for Public Vendor Search in eMMA

mdprocurement.freshdesk.com/support/solutions/articles/70000592939-public-search-for-vendors-in-emma

4) Click on attachment for “17-eMMA-Buyer-QRG-Public-Seach-for-Vendors”.



Verification of SBR Vendors
eMMA Internal Vendor Search for Vendors

-You can find additional information pertaining to SBR vendors by logging 
into the internal “Browse Vendor” search.

-Sign into eMMA to perform this verification.



Verification of SBR Vendors
eMMA Internal Vendor Search for Vendors

To determine the SBR certification status, click into the “Documents” 

section of the vendor’s account.  If the “Documents” section has an SBR 

Application with an approved “Status,” a valid “Expiration Date” (i.e. 

date has not exceeded/certification not expired with a one-year 

certification) and green dot (Valid) listed, the vendor is certified within 

the SBR Program.



Verification of SBR Vendors
eMMA Internal Vendor Search for Vendors

Upon verifying that the SBR Application information is listed correctly 

within the “Documents” section, you can locate the “SBR Certification #” 

and approval status in the “Company Information” section.



Verification of SBR Vendors
eMMA Internal Vendor Search for Vendors

Please note the following when you are attempting to verify the 

certification status of an SBR vendor in eMMA:

-You may find multiple SBR Applications listed in the “Documents” section.  

-Be certain to carefully review the information to make certain that the 

vendor meets the requirements (i.e. SBR Application has an approved 

“Status”, a valid “Expiration Date” (i.e. date has not 

exceeded/certification not expired with a one-year certification) and 

green dot (Valid) listed).

-You are able to download an excel spreadsheet for these vendors.  

However, you will need to check the vendor accounts to verify their SBR 

certification.

-If you are unable to determine the SBR certification status, please 

contact our office for assistance.



Verification of SBR Vendors
eMMA Internal Vendor Search for Vendors- Excel Spreadsheet



Verification of SBR Vendors
eMMA Internal Vendor Search for Vendors- Excel Spreadsheet
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BEST PRACTICES: Small Business Reserve (SBR) 
Executive Order 01.01.2021.01 Implementation 
Guidelines
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SBR PRG Program Guidance and 
Worksheets



For Internal Training Purposes Only

SBR PRG Program Guidance and 
Worksheets
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SBR PRG Program Guidance and 
Worksheets



For Internal Training Purposes Only

SBR PRG Program Guidance and 
Worksheets



SBR PRG Program 
Guidance and 
Worksheets
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SBR PRG Program 
Guidance and 
Worksheets
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SBR PRG Program Guidance and 
Worksheets
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BEST PRACTICES: Small Business Reserve (SBR) 
Executive Order 01.01.2021.01 Implementation 
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BEST PRACTICES: 
Small Business 
Reserve (SBR) 
Executive Order 
01.01.2021.01 
Implementation 
Guidelines
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BEST PRACTICES: Small Business Reserve (SBR) 
Executive Order 01.01.2021.01 Implementation 
Guidelines
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SBR PRG Program Guidance and 
Worksheets
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SBR PRG 
Program 
Guidance and 
Worksheets
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SBR PRG Program Guidance and 
Worksheets
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Question: If an exemption is determined, how do we 
obtain a waiver for procurements between the 
Executive Orders threshold?

SBR Executive Order FAQs

Answer: The process for obtaining approval for an 
exemption is outlined in the PROCUREMENT REVIEW 
GROUP: Guidance & Worksheets issued by OSP and 
GOSBA. In most cases, GOSBA is simply notified of the 
waiver. 
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BEST PRACTICES: Small Business Reserve (SBR) 
Executive Order 01.01.2021.01 Implementation 
Guidelines
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You must select one of the 
boxes for the waiver to 
apply. These fall in the 
prescribed guidelines.
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SBR PRG Program Guidance and 
Worksheets
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SBR Executive Order FAQs
Question: If an exemption is determined, how do we obtain a 
waiver for procurements between the Executive Orders 
threshold?

Answer: If the exemption does not fall within prescribed 
guidelines, GOSBA must review and approve the waiver before
the solicitation can be posted.
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You must select the other 
box and provide a written 
justification. 



If indicating “Other” as the reason for the SBR Program 
Designation Waiver Request, approval from GOSBA is required 
before submitting agency PRGs to the DGS OSP PRG (for DGS OSP 
delegated procurements) or other agency control authority as 
required. 
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BEST PRACTICES: Small Business Reserve 
(SBR) Executive Order 01.01.2021.01 
Implementation Guidelines
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Send SBR Program Designation Waiver Requests to GOSBA at 
SBRWaiver.GOSBA@maryland.gov with the subject line: 

“[Agency Name] - Requisition # - SBR Program Designation Waiver 
Request”.

For DGS OSP delegated procurements, response from GOSBA will be 
emailed within 72 hours to the DGS.OSP-PRG@maryland.gov email 
address in addition to the agency procurement officer.

BEST PRACTICES: Small Business Reserve 
(SBR) Executive Order 01.01.2021.01 
Implementation Guidelines



SBR Quarterly report data is cumulative. Quarterly 
Summary Reports are due no later than 30 days 

following the fiscal quarter being reported and should 
contain data from the start of the fiscal year up to the 

end of the quarter being reported on.
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SBR Quarterly Reporting
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SBR Quarterly Reporting



I. The total dollar value of all procurement payments made during 
the fiscal year, including corporate purchasing card payments (the 
DENOMINATOR).

II. The total dollar value of all procurement payments made to SBR 
firms during the fiscal year, including purchasing card payments 
(the NUMERATOR). 

III. A breakdown of SBR payments resulting from designated 
procurements (NUMERATOR).
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SBR Quarterly Reporting



IV. The number of unique SBR firms to receive a designated award 
or payment. This is the “T” Factor now being measured by GOSBA.

For Internal Training Purposes Only

SBR Quarterly Reporting
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• If you already have an ANSWERS 
account visit: 
https://net.md.gov/apps/Answers/
and simply log in. 

• If you have not created an 
ANSWERS account, follow the 
instructions :
• Underneath ‘New to 

ANSWERS?’ create your login 
using your state email address. 

• You will receive an email 
confirming your new account.

• Use the credentials you created 
to login to the ANSWERS 
portal.

Accessing ANSWERS

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


State FMIS agencies must use the ANSWERS application to access the

• PCH065/067 SBR Payments Report

• PCH068 SBR Designated Awards Report

• PCH721 Credit Card Report (includes MBE and SBR flags)

(Note: If teleworking, you must be connected

• to Pulse Secure (VPN) to access ANSWERS.)
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SBR Quarterly Reporting



SMALL BUSINESS RESERVE FY2023 QUARTERLY 
SUMMARY REPORT INSTRUCTIONS

https://gomdsmallbiz.maryland.gov/Documents/SBR_Toolkit/FY2023%20Quarterly%20Reporting%20Do
cs/SBR%20FY2023%20Quarterly%20Report%20Instructions.pdf

For Internal Training Purposes Only

SBR Quarterly Reporting

https://gomdsmallbiz.maryland.gov/Documents/SBR_Toolkit/FY2023%20Quarterly%20Reporting%20Docs/SBR%20FY2023%20Quarterly%20Report%20Instructions.pdf
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Use the Toolkit

Use the SBR Toolkit to retrieve 
the latest Reporting Instructions
and Templates

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

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


If you have any questions, after today’s 
training please contact your designated 
SBR Compliance Manager.

SBR Compliance Managers:
Lisa Mitchell Sennaar 

Lisa.sennaar@Maryland.gov

(410) 697-9613

(410) 508-8089

Tanita Johnson 

Tanita.johnson1@maryland.gov

(410) 697-9619

(667) 232-1368

mailto:Lisa.sennaar@Maryland.gov
mailto:Tanita.johnson1@maryland.gov


MBE Liaison Training
Presented by the Governor’s Office of Small, Minority & Women Business Affairs



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

AGENDA
1. MBE Specific Goalsetting/Counting Reminders

2. Forms Review

3. Quarterly/Annual Reporting & Best Practices

4. Form 3 Payment Portal – Karen Reyes

5. Errors and Omissions

6. Required Submissions

7. FY2023 New Reporting Requirement

8. Important Upcoming Dates & Reminders
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MBE QUIZ
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Governor’s Office of Small, Minority & Women Business Affairs



MBE QUIZ Question #1
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Governor’s Office of Small, Minority & Women Business Affairs

What type of awards should not be included on your 

Form 1/2 submission?

Choices:

Delegated Contracts 

Statewide Contracts



MBE QUIZ Answer #1
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Governor’s Office of Small, Minority & Women Business Affairs

What type of awards should not be included on your 

Form 1/2 submission?

Statewide Contracts
(Note, Undelegated Contracts would not appear on Form 1 / 2 also but 
delegated contracts would)



MBE QUIZ Question #2
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Governor’s Office of Small, Minority & Women Business Affairs

Both the Form 3 template and manual entry of data is 

required in the Form 3.

Choices:

True

False



MBE QUIZ Answer #2
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Governor’s Office of Small, Minority & Women Business Affairs

Both the Form 3 template and manual entry of data is 

required in the Form 3.

FALSE
Only one method may be used to enter data 



MBE QUIZ Question #3
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Governor’s Office of Small, Minority & Women Business Affairs

Can your PCHL718 (MBE Prime Voucher Payments 

made from BPO/PO) be used to compile data to report 

AWARDS on your Form 1 / 2?

Choices:

Yes

No



MBE QUIZ Answer #3
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Governor’s Office of Small, Minority & Women Business Affairs

Can your PCHL718 (MBE Prime Voucher Payments 

made from BPO/PO) be used to compile data to report 

AWARDS on your Form 1 / 2?

NO
This report should only be used to report payments on PO/BPOs



MBE QUIZ Question #4
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Governor’s Office of Small, Minority & Women Business Affairs

Is your agency required to submit an MBE Liaison’s 

written Consent to Amend an MBE participation 

schedule?

Choices:

Yes

No



MBE QUIZ Answer #4
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Is your agency required to submit an MBE Liaison’s 

written Consent to Amend an MBE participation 

schedule?

YES
This directive is found in COMAR 21.11.03.12 (E) 3
(3) The procurement agency shall send a copy of the MBE liaison written consent to the Governor's Office 

of Small, Minority & Women Business Affairs.



MBE QUIZ Question #5
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Governor’s Office of Small, Minority & Women Business Affairs

Can Sole-Source and/or Emergency procurements 

contain MBE Goals?

Choices:

Yes

No



MBE QUIZ Answer #5
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Can Sole-Source and/or Emergency procurements 

contain MBE Goals?

YES
when the contract can reasonably include MBE/VSBE participation 

goals. This directive is found in COMAR 



MBE Specific Goalsetting / Counting Reminders
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GOALS: Statewide vs. Contract

• The statewide of 29% is an aspirational overall goal 

• Individual contract goals must be considered on a contract-by-
contract basis

DON’T put a blanket 29% goal on projects without a legitimate 
justification.
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MDOT Directory
At www.mdot.maryland.gov – Select MBE in the Menu Bar

For Internal Training Purposes Only

http://www.mdot.maryland.gov/


MDOT Directory
Scroll down to search the Directory
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MDOT Directory

•Use Is Mandated in Statute 
State Finance & Procurement Articles 14-302 (a) (1) (iv) (3)

(ii) [Each unit shall] implement a program that will enable the unit to 
evaluate each contract to determine the appropriate minority business 
enterprise participation goals, if any, for the contract based on:

1.    the potential subcontract opportunities available in the prime 
procurement contract;

2.    the availability of certified minority business enterprises to respond 
competitively to the potential subcontract opportunities;
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•Reasons:
• To identify number of certified MBEs per subcontracting 

opportunity (identified by NAICS code(s)) during the PRG 
process for setting goals/subgoals

• To verify the MBE status of an MBE firm named on MBE Forms 
during the bidding process

• Used by Procurement Staff, Liaisons, vendors & others

Searching the MDOT Directory
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Search by NAICS Code
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Search by Business Description
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Reviewing Results
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Reviewing Results
• As you can see, this firm is still listed under the original general NAICS 

code of 541330 with a specialty in structural engineering
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Downloading Search Results
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Click to close this 
box and go back to 
perform your next 
search



Subgoals
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DO use the subgoal worksheet and guidelines to apply subgoals as appropriate



Counting Considerations

• DO allow MBE Primes to self-perform 50% of an established contract 
goal; 100% of any subgoal

• We can now count the participation of a certified woman owned 
minority firm as both a woman and the firms minority classification 
for the purposes of meeting multiple subgoals

• DON’T Forget to Consider the 60% Rule’s Impact on Goalsetting
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The 60% Rule

• The Rationale:

• In a narrowly tailored program, it is important that MBE credit be awarded 
only for work actually being performed by the MBEs themselves and that 
we’re not claiming that minority firms are actually getting the benefit 

• MBE must be performing a commercially useful function [defined as when a 
firm is responsible for execution of the work of the contract and is carrying 
out its responsibilities by actually performing, managing, and supervising 
the work involved]
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Understanding the 60% Rule

• Chapter 438, Laws of Maryland 207 (SB 309)

• Became effective Oct. 1, 2017

• Mirrors Federal DBE rules, which define how work performed by DBE suppliers 
will be counted towards the overall project MBE goal

• Discusses 3 Supplier Classifications:
• MANUFACTURERS

• REGULAR DEALERS/ AND OR WHOLESALERS
*FURNISH & INSTALL & OTHER SERVICES*

• BROKERS
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Understanding the 60% Rule

The 60% Rule is further explained in COMAR 21.11.03.12-1

• Commercially useful function is not met when (Section B):
• The certified MBE is limited to the role of an extra participant or

• Performs less than 30% of the work with it’s own workforce or

• Performs less than the industry standard amount of work

• Regular dealer and broker (Section E)
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Manufacturers

• 100% of materials or supplies obtained from an MBE manufacturer, may be 
counted toward MBE goal achievement

• What is a manufacturer?

• A firm that operates or maintains a factory or establishment that produces, 
on the premises, the material, supplies, articles or equipment required 
under the contract and the general character described by specifications
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Regular Dealer

• 60% of the material or supplies purchased from a regular dealer count toward 
the project’s overall MBE goal

• What is a regular dealer?

• A firm that owns, operates, or maintains a store, warehouse, or 
establishment, in which the materials, supplies articles or equipment of the 
general character described by the specifications and required under the 
contract are bought, kept in stock, and regularly sold or leased to the public 
in the usual course of business.
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Furnish & Install Services

• Where an MBE supplier, wholesaler, regular dealer, both provides (i.e., furnishes) 
AND installs the materials, 100% of the cost of the materials, supplies and labor 
will count toward the MBE goals.

EXAMPLE
• PAINTER – a wholesale merchant, who maintains a warehouse where he/she regularly keeps 

in stock and sells paint to prime contractors.  Only 60% of the spend with this PAINTER can 
be counted toward the overall goal of the project

• PAINTER that PAINTS- same scenario as above, except the painter, in additional to selling the 
paint from their warehouse, will be responsible for  doing the actual painting. In this case, 
we would count 100% of the cost of the material, supplies, and the service toward the MBE 
project goal.
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Broker

• Count the entire amount of:

• fees or commissions charged for assistance in the procurement of the 
materials and supplies; or

• fees of transportation charges for delivery of materials or supplies required 
on job site

• Caveat

• Fees must be reasonable and not excessive as compared with fees 
customarily allowed for similar services

• Do not count any portion of the cost of materials or supplies themselves

For Internal Training Purposes Only

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



MBE Forms

We will discuss

• MBE Utilization and Fair Solicitation Affidavit and MBE Participation 
Schedule 

• Waiver Guidance

• Good Faith Efforts Documentation

• MBE Outreach Efforts Compliance Statements

• MBE Subcontractor Project Participation Certification

• MBE Prime Contractor Participation Certification
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IMPORTANT NOTE:
•The latest MBE Forms are always located at the link 

below. Please make sure you are using the most 
recent version.

Located here: https://procurement.maryland.gov/rfp/

•Some Agencies use their own approved version of 
the PRG forms such as MDOT and the School 
Districts for Public School Construction.
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Regulations
Code of Maryland Regulations 

Sec. 21.11.03.09 C Procurement Solicitations
• (3) On forms provided by the procurement agency, a bidder or offeror shall submit with its bid or proposal:

• (a) A completed MBE utilization and fair solicitation affidavit including either an agreement to meet the certified MBE participation 
goal or a request for a full or partial waiver; and

• (b) A completed MBE participation schedule that identifies the certified minority businesses that the bidder or offeror agrees to 
utilize in the performance of the contract and the percentage of contract value attributed to each MBE.

• (4) The MBE participation schedule shall:

• (a) Include the name of each certified MBE that will participate in the project including the certification category under which the 
MBE is participating; and

• (b) Include the percentage of the contract to be paid to each MBE for the work or supply.

• (5) The failure of a bidder to accurately complete and submit the MBE utilization affidavit and the MBE participation schedule 
shall result in a determination that the bid is not responsive unless the inaccuracy is determined to be the result of a minor 
irregularity that is waived or cured in accordance with COMAR 21.06.02.04.

• (6) The failure of an offeror to accurately complete and submit the MBE utilization affidavit and the MBE participation schedule
shall result in a determination that the proposal is not reasonably susceptible of being selected for award unless the inaccuracy 
is determined to be the result of a minor irregularity that is waived or cured in accordance with COMAR 21.06.02.04.
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MBE Utilization and Fair Solicitation Affidavit 
& MBE Participation Schedule
• Must be submitted with the bid/proposal

• Failure to submit results in the rejection of bid/proposal

• Indicates Primes clear intent to either meet the goal or request a waiver of some or all of the 
goal(s)

• Must provide specific commitment to each named MBE

• Each named MBE must be fully certified (not pending) and not graduated

• Must describe the specific work each MBE will perform

• Work performed by MBE subs can only be counted if MBE is performing a commercially useful 
function

• When MBE prime indicates intent to self-perform a portion of subcontract goal(s):

• Work to be self-performed must be covered by at least one of MBE’s NAICS  codes
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MBE Utilization and Fair Solicitation Affidavit

• PART 2 - MBE UTILIZATION AND FAIR SOLICITATION AFFIDAVIT
1. MBE Participation (PLEASE CHECK ONLY ONE)

☐ I acknowledge and intend to meet IN FULL both the overall certified Minority Business

Enterprise (MBE) participation goal of percent and all of the following subgoals:

____percent for African American-owned MBE firms

____percent for Hispanic American-owned MBE firms

____percent for Asian American-owned MBE firms

____percent for Women-owned MBE firms

Therefore, I am not seeking a waiver pursuant to COMAR 21.11.03.11. I acknowledge that by checking the above box and agreeing to
meet the stated goal and subgoal(s), if any, I must complete PART 3 - MBE Participation Schedule and Part 4 Signature Page in order to 
be considered for award.

OR

☐After making good faith outreach efforts prior to making this submission, I conclude that I am unable to achieve the MBE participation 
goal and/or subgoals. I hereby request a waiver, in whole or in part, of the overall goal and/or subgoals I acknowledge that by checking 
this box and requesting a partial waiver of the stated goal and/or one or more of the stated subgoal(s) if any, I must complete Part 3, the 
MBE Participation Schedule and Part 4 Signature Page for the portion of the goal and/or subgoal(s) if any, for which I am not seeking a 
waiver, in order to be considered for award. I acknowledge that by checking this box and requesting a full waiver of the stated goal and 
the stated subgoal(s) if any, I must complete Part 4 Signature Page in order to be considered for award.
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MBE Participation Schedule

For Internal Training Purposes Only

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

D7 D8



MBE Participation Schedule (cont.)
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MBE Form Samples
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• Don’t Forget!

• Updated MBE Form Samples are located on our 
website in the MBE toolkit in the MBE Program 
Resources Section:

• An  MBE Forms training video is available on our 
website in the MBE Reporting Toolkit.
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Searching to Verify MBE Firms
• To Search by Name or DBA

• Click to uncheck all Certification Types except MBE (if 
applicable)

• Enter the Firms Name or DBA in the search field
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Searching to Verify MBE Firms
• To Search by Certification Number

• Click to uncheck all Certification Types except MBE (if 
applicable)

• Enter the Certification Number
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Searching to Verify MBE Firms
• To Search by Contact Person/Owner (If you have this 

information)
• Make sure MBE only is checked, then enter the persons first and last name



For Internal Training Purposes Only

Searching to Verify MBE Firms
• If the correct result is returned, click to view
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Searching to Verify MBE Firms
•Scroll through to confirm that the MBEs details

Confirm Details such as:

LOCATION

CERTIFICATION TYPE

NAICS Code(s)
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Searching to Verify MBE Firms
•Other details you can confirm include

MINORITY STATUS
(MBE Classification / 

Subgroup)

CERTIFICATION #



If you have trouble accessing a firm 
within the MDOT Directory and wish to 
inquire with the certification agency, 
you may contact:

Director of Office of Minority 
Business Enterprise

Sabrina Bass
410-865-1240

Intake Operations Manager
Sharonda Baker

410-865-1072
For Internal Training Purposes Only

General Office E-Mail
mbe@mdot.maryland.gov

General Office Phone
Local: 410-865-1269

mailto:mbe@mdot.maryland.gov


Waiver Guidance and Good Faith Efforts 
Documentation
• Waiver Guidance - lays out main criteria used to determine good faith 

efforts
• Considers quality, quantity and intensity of bidder’s efforts
• Does not cover all factors state may consider
• Guidance covered on pp. D11 – D14 of MBE Attachment D

• Good Faith Effort Documentation - must be submitted within 10 
working days of request
• Agency’s MBE liaison officer and legal counsel should be consulted on minor 

irregularity determinations and waiver issues prior to seeking Governor's 
Office of Small, Minority & Women Business Affairs weigh in.
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Waiver Documentation
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Waiver Documentation                               
(cont.)
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Waiver Documentation (cont.)
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Outreach Efforts Compliance Statement

• Not required to be submitted with bid/offer

• Requested from procurement officer in connection with 
notice of intent to award

• Asks for bidder’s MBE outreach efforts and attempts made 
to assist MBE subcontractors

• Reasonable timeframe to submit (10 working days)

• Failure to submit this form could result in withdrawal of 
offer (see pg. 5 of Affidavit)
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Outreach Efforts Compliance Statement (cont.)
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MBE Project Participation Certifications
MBE Subcontractor Project Participation Certification
• Must be submitted for each named MBE within 10 working days
• Prime must complete sections A, B, & D before presenting to subcontractor 

for signature, note the fraud provisions on this form
• MBE names, dollar amounts, percentages, and work descriptions must be 

consistent with Utilization Affidavit
• Subcontractors should verify information on form before signing it; and 

finalize their Subcontract Agreement
• Procurement officer and MBE liaison should answer questions, if any arise
• A copy should be held by the Subcontractor, with one copy sent to the 

Prime, and the original sent to the Agency directly NOT THROUGH  THE 
PRIME.
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MBE Forms - Subcontractor
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MBE Project Participation Certifications

MBE Prime Project Participation Certifications

• Separate attestation for MBE prime self-performance

• Entries here must be consistent with Affidavit/Schedule

• Confirms that a specified percentage of work will be performed by 
MBE prime’s own workforce

• Work must be within NAICS codes and fulfill commercially useful 
function

• Subject to confirmation via field inspections, office visits, etc.
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MBE Participation 
Certification
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Amendment of MBE Forms
Per COMAR 21.11.03.12

72 Hour rule: After bid/proposal submission and before execution of 
contract
• Certified MBE becomes ineligible or unavailable to perform (defined in section B)

• Bidder/Offeror notifies PO within 72 hours of determination

• Bidder/Offeror request MBE form amendment within 5 days of determination

“Good Cause” termination/cancellation: After contract award
• Certified MBE has documented nonperformance or elected to cease work

• Requires written consent of MBE liaison and approval of unit head

• Copy of written consent should go to Governor’s Office of Small, Minority & 
Women Business Affairs
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MBE Reporting
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Reporting Requirements
Code of Maryland Regulations (Last Updated: September 18, 2019)

Sec. 21.11.03.17. Reporting  
A. Each procurement agency shall make a report annually within 90 days following the close of the fiscal year to the Governor's Office 
of Small, Minority & Women Business Affairs, the Department of Transportation, and, subject to State Government Article, §2-1246, 
Annotated Code of Maryland, to the Joint Committee on Fair Practices and State Personnel Oversight that includes:

(1) The total number, value, and procurement category of its procurements from State-certified MBEs as prime contractors, and 
separately as subcontractors, by business name and specific MBE classification;

(2) The percentages, by specific classification of minority business enterprise, that purchases under §A(1) and (2) of this regulation 
represent of the total number and value of its procurements for the fiscal year just ended;

(3) The number of waivers granted pursuant to Regulation .11 of this chapter; and

(4) 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.

B. Each procurement agency shall submit to the Board of Public Works and the Governor's Office of Small, Minority & Women 
Business Affairs by July 31 of each year the report of waivers required under Regulation .11E of this chapter.

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.

D. The Governor's Office of Small, Minority & Women Business Affairs shall prepare an annual report summarizing certified MBE
participation throughout the State, for submission by the end of each calendar year to the Board of Public Works, the Legislative 
Policy Committee of the Maryland General Assembly, and to each procurement agency.
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Use the Toolkit
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Please utilize the MBE Toolkit 
to retrieve the latest reporting 
templates, resources, trainings, 
and annoucements!
https://gomdsmallbiz.maryland.gov/Pages
/Reporting-Tool-MBE.aspx

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


MBE Reporting Best Practices

• Reports need to be submitted in Excel for importing into database. Why?
• Combined data is transformed into metrics
• Measures our success
• Allows us to see trends 

(positive or negative)

• Timely data submissions.  Why?
• Allows our office time to review data for errors
• Allows timely publication of the legislatively mandated annual report.

• When our office reaches out to you to correct a report or to supply a 
missing document, please respond as soon as possible.
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Quarterly Reporting
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MBE Quarterly Report
• Use the Quarterly Form 1 / 2 only.  Found in the MBE Reporting 

toolkit, scroll down to see it.

• Pull quarterly report data from ANSWERS or your agency’s internal 
records (iFMIS, Workday, PeopleSoft, etc.)

• No Form 3 Payment Portal entries are required for quarterly reports.

• Same general rules as Annual Report, except you include payment 
data broken down by MBE Classification on Form 2 and total agency 
payments including those to MBEs on Form 1.
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Source Documents
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Form 2 Quarterly
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Form 1 Quarterly
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Form 1 / 2 Report

• Found in the MBE Reporting toolkit Manual.
• Prepare Form 2 First, data will link to the Form 1 cells in blue.
• Direct Vouchers and Credit Cards are considered both an Award and 

Payment and should therefore appear on Form 1 / 2 and Form 3.
• Do not double count payments – If entire contract is listed under a PRIME, 

do not include it in the subcontractor section (such as in the case of a self 
performing prime).

• Do not put negative figures in Form 1 / 2.
• If RED errors or codes appear in column M when you complete your report, 

that means something is incorrect, review and, if needed, call Governor's 
Office of Small, Minority & Women Business Affairs for help.  No 
percentage line can be more than 100% in column L. (See next page)

For Internal Training Purposes Only

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



Form 1
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Annual Reporting
Reminders
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A Well Completed Form 1
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09/15/2019

Pat Harrison, 



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

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

• Choose your method, DO NOT DO BOTH
• Manual Entry OR
• Import Template

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

• No matter what method you choose, you must still submit for the reporting 
year.  Problems with submitting, contact Governor's Office of Small, 
Minority & Women Business Affairs: 410-697-9605
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Form 3 Web Portal - Data Entry

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


Remember our Training Video

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

•A slide deck is also provided for your review.
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Form 3 Portal - Manual Entry
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Form 3 Portal - Manual Entry
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Form 3 Portal - Manual Entry
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Prime Contractor 

Awards CTD- Total 

Award Amount

Prime Contractor 

Payments FY- Payments 

made towards that 

contract that FY

Prime Contractor Payments CTD-

Payments made throughout the 

entire duration of the Contract 

regardless of FY



Form 3 Portal - Manual Entry
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Form 3 Portal - Manual Entry
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Reminder, manually input the 

non-minority vendors, good 

news is that they will reappear 

in the future should you need to 

input them again.



Form 3 Portal - Manual Entry
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• Add subcontractor data:
• Click “Add MBE Subcontractor” 
• Input Subcontractor Data
• Click SAVE 
Note:  If you can’t find an MBE in the drop 
down, search vendor in the MDOT Database 
https://mbe.mdot.maryland.gov/directory/
by certification number and confirm Vendor’s 
legal name.

There may be times when an MBE was 
decertified during the fiscal year.  You may 
contact the MDOT certification group (410)-
865-1269 for exact date of decertification, if 
needed. 

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


Form 3 Portal – Manual Removal of Prior 
Year/Expired Data
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Click View All Data 
under Working Data



Form 3 Portal – Manual Removal of Prior 
Year/Expired Data from the
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Click the number under Contract# If 
End date is not within the fiscal year 
you are reporting for

Example FY 22 would be 7/1/2021 –
6/30/2022; so, if a contract or 
transactions end date is 6/30/2020 
this would be a contract or 
transaction you need to delete.



Form 3 Portal – Manual Removal of Prior 
Year/Expired Data
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Click OK to confirm deletion,  you will 
get a success message.  Then go on to 
the next record to delete. 

Click to delete the record, 



Form 3 Portal – Import Method

• Use the Form 3 Data Template 
(Excel Sheet) found in the MBE 
Reporting Toolkit.

• Fill in all requested information
• Make sure that MBE 

Designations match the list in 
the Reporting Manual

• Make sure that Prime IDs are 
unique for each contract , DV, 
or CC transaction

• Be sure Prime ID matches 
subcontractors paid under that 
Contract
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Form 3 Portal – Import Method
• PRIMES TAB

• The Primes sheet should 
hold all the prime contractor 
information.

• It should contain a header 
row at the top

• Columns are expected in 
order:
• ID 
• Contractor Name
• EFIN
• MBE Designation
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• MDOT Cert #

• Contract#

• StartDate

• EndDate

• Award Amount

• Payments FY

• Payments CTD

• MBE Goal

• Description



Form 3 Portal – Import Method

• PRIMES TAB (cont.)
• The ID column will not be stored in the database.  It is just used to connect your 

subcontractors to their primes.  You can use whatever naming convention you wish 
(Numbers or Letters).  The ID’s just need to be unique for every Contract (so every Excel 
row should be unique).  The suggestion is to use the contract # for contract awards.

• The optional columns are EFIN and Description.  If you have this information, please 
provide it.  The rest are required.

• For the MDOT Cert #, you can use a Zero format [00-000] or a blank for Non-Minorities.

• For transactions that have no Start or End Date, you can use the Fiscal Year Start or end 
Dates.

• For transactions like Direct Vouchers and P-Card, the FY payment amount, the Award 
amount and the payments CTD will all be the same.
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Form 3 Portal – Import Method

• SUBS TAB

• Columns are expected in this order (Do not move items):
• Prime ID  (This should match the PRIME ID # for the contract the payment is 

for)
• Contractor Name
• MDOT Cert #
• MBE Designation
• Award Amount
• Payments FY
• Payments CTD

• All columns are required
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Form 3 Portal – Import Method
• SUBS TAB (cont.)

• The Prime ID column will link the subs to their primes.  The ID doesn’t need to be 
unique per row, but must match one row in the Primes sheet.

• Some data may not have all the information.  Like P Card may not have Start or End 
Dates.  These can be resolved by using some default data.  This must be done for the 
system to be able to differentiate between data that actually has no value and data 
that was just forgotten.  

• Default Data can include:
• Contractor Name – There is no default data that can be substituted.  You need to type in the 

actual contractor name.
• MBE Designation – There is no default data that can be substituted.  A valid MBE from the 

system must be input.
• MDOT Cert# – There is no default data that can be substituted.  A valid MDOT Cert# should be 

provided.
• Start Date – For Credit Card payments, use the Fiscal Year Start Date.
• End Date – For Credit Card payments, use the Fiscal Year End Date.
• Award Amount & Payments – No default data, enter correct amounts.

For Internal Training Purposes Only
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Form 3 Portal – Import Method

• Import Instructions:

• On the left hand menu under the “Working Data” section, choose the Import Contracts 
link.   This will get you to the Import page.  The link is as shown.

• Once you arrive on the import page you will:

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

• Click on the “Select a File To Upload” button.  A dialog box will pop up for you to select 
which Excel file you want to upload.  Only one file can be uploaded at a time.

• Once a file has been selected and completely uploaded, click on the “Import Excel” 
button.

• A “wait” icon will display while the file is being processed.  If everything goes well, you 
will be greeted with the following message:  

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

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

For Internal Training Purposes Only
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Form 3 Portal – Import Method

• Errors and Resolutions
• There are common errors that arise when importing the Form 3 Data 

Template.

• Each error will attempt to list which Excel sheet the error occurred in and the 
Unique Identifier used to identify which row.  

• Also included should be the Column Name (if applicable) to identify the 
column.  

• Each Error will be listed as a bulleted list item in red text. 

• Don’t worry, if you encounter errors, no data in the system will be overwritten 
until all the errors are fixed.

For Internal Training Purposes Only
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Form 3 Portal – Import Method
• Errors and Resolutions (cont.)
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Duplicate Primes 

 
The above error message results from the Prime contractor sheet having two prime contractors with the 
same ID string.  Each ID string in the Primes sheet must be unique.  To fix you can rename the ID or 
completely remove one of the rows (if a duplicate).  Don’t forget to update any subcontractors that 
should be associated with the prime as well.  

Missing Primes 
 

 
You will see the above error when a Prime ID string for a subcontractor does not match an ID string on 
the Primes sheet.  Each subcontractor must have a matched ID.  If not, the subcontractor is orphaned 
and cannot be attached.   To fix this error you will need to either add the missing Prime contract row, 
update the Prime ID# string to either match one that is on the Prime sheet or remove the Excel row.   



Form 3 Portal – Import Method
• Errors and Resolutions (cont.)
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Invalid MBE Designation 

 
The above error means that one of the MBE Designations was invalid (Does not match what is in the system).  The 
error will state whether it was a Prime or subcontractor, and the relevant ID string to help you find the 
mismatched row.  Also displayed in the parenthesis is the invalid MBE type that needs to be changed.  Then you 
can change the MBE Designation string to one that matches.  For a list of MBE Types, refer to the earlier section 
on MBE Designations.  MDOT MBE Categories should be converted over automatically. 
 

Invalid MDOT Cert# 

 
The above error means that one of the MDOT Certification numbers was invalid.  The format should be either a 
plain zero or blank for Non-Minorities, or be in the format of two digits, a hyphen, followed by three more digits.  
To fix the error, you need to determine if your Cert # has too many or two few digits, or if the hyphen is located in 
the wrong place.  If the hyphen is in the wrong place, just move it to after the first two digits.  If you are missing or 
have any extra digits, you will need to replace or remove them as needed to match the correct certification 
number for the contractor. 



Form 3 Portal – Import Method
• Errors and Resolutions (cont.)

• The above (Or a subset of) will appear whenever a required column has missing data (a blank cell).  The 
error message will hold whether it was a Prime or subcontractor, the relevant ID string, and the column that 
is missing the data.  Just add or fix the corresponding data column.  For contracts that may not have some of 
the data, you can fill in default data.  See the section above for default data for missing data (Ex. A P-Card 
might not have an end date). OR IT MIGHT JUST BE A BLANK LINE THAT IS INCLUDED IN YOUR DATA.
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Missing Data 

 
 

The above (Or a subset of) will appear whenever a required column has missing data (a blank cell).  The error 

message will hold whether it was a Prime or subcontractor, the relevant ID string, and the column that is missing 

the data.  Just add or fix the corresponding data column.  For contracts that may not have some of the data, you 

can fill in default data.  See the section above for default data for missing data (Ex. A PCard might not have an end 

date). 



Form 3 Portal – Reviewing Data

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

• The PRIME and Subcontractor summaries should be submitted with 
your final report
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Form 3 Portal – Reviewing Data (cont.)
Export reports to Excel: 

To export the data from any of the three reports under “Reporting” 
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Form 3 Portal – Reviewing Data (cont.)
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Click the Excel icon and save your file. 

 

  



Form 3 Portal – Submitting Data

• After review of data has been completed, you can submit data to 
Governor's Office of Small, Minority & Women Business Affairs.

• Only one method, either manual entry of data OR imports the template 
should be used submitted, NOT BOTH.

• Submitting the data makes it final.  If there are issues after data has 
been submitted, please contact Governor's Office of Small, Minority & 
Women Business Affairs, 410-697-9605.
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Form 3 Portal – Submitting Data (cont.)
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Submitting data to Governor's 
Office of Small, Minority & 
Women Business Affairs:
• Click on  

Agency/Agency/Department 
(in the middle of top tool bar) 

• Under Working Data:
• Click Submit Data
• Choose Year
• Click to Submit
• You will get a confirmation 

message, Click OK
• You should get this kind of 

message:

Data submitted for Fiscal Year 2022



Contract Inventory Sheet
• MBE Prime Contractors spreadsheet

• Number of MBE Prime Contractors: Enter the total number of different MBEs that 
were awarded prime contracts by the reporting agency/department. (TOTAL OF 
THESE ENTRIES MUST EQUAL THE TOTAL ON THE PRIME TABLE OF THE FORM 2)

• Agency/Agency/Department Name: Enter the name of the State 
Agency/Agency/Department reporting data.

• MBE Prime Contractor Name: Enter the name of each MBE prime contractor 
awarded a contract by the agency/department.

• Prime Contractor MBE Cert. #: For each MBE prime contractor, enter the MDOT MBE 
certification number. (Format: 00-000)

• Prime Contractor MBE Classification: For each MBE prime contractor, select from the 
drop-down list the MBE classification. (African American, African American Woman, 
Asian, Hispanic, Native American, Woman, African American Woman, Asian Woman, 
Hispanic Woman, Native American Woman, Disabled, Disadvantaged)

• Agency/Agency/Department Contract #: For each MBE prime contractor, enter all 
prime contracts awarded.  *IMPORTANT* Do include awards/payments made via 
corporate credit card or direct voucher (consolidate multiple payments per vendor).
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Contract Inventory Sheet (cont.)

• Contract Description (Procurement Category): Enter the appropriate 
procurement category

• Award Amount:  Enter dollar value of award

For Internal Training Purposes Only
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NEW**



Contract Inventory Sheet (cont.)

• MBE Subcontractors spreadsheet
• Number of MBE Subcontractors: Enter the total number of different MBEs 

that were listed as subcontractors on prime contracts awarded by the 
reporting agency/department (THE TOTAL OF THE SUBS TAB SHOULD EQUAL 
THE SUBCONTRATOR TOTAL OF THE TABLE ON THE FORM 2).

• The MBE Subcontractors name and other information similar to what 
is on the Primes tab is requested on the Subs tab:
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Minority Business Enterprise MBE Subcontract Awards Report

For Fiscal Year 20xx

Date submitted:

(List all MBE subcontracts awarded.)

Agency Name MBE Subcontractor Name
Subcontractor 

MBE Cert. #

Subcontractor MBE 

Classification (Select 

from Dropdown)

Agency Prime 

Contract #

Prime Contract Description 

(Procurement Category) 

(Select from Dropdown)

Award 

Amount



Common Errors and Omissions in Reporting
Remember, use  your MBE Reporting Manual as your 
“Reference Document” for reporting.  

• ANSWERS Reports:
• The Use of the 718 Report for Awards reporting on Form 1 [This is usually 

a payments report]

• The 711 and 713 Reports are for your reference only

• Submitting PDF formatted backup hinders the verification process

• What to submit for backup data

• Use the reportable column, if applicable, and highlight or show what is 
being used for awards/payments
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Common Errors and Omissions in Reporting
• Form 1 & 2, Form 3 and, Contracts Inventory:

• Use the correct Template

• Statewide Contracts (Note: DGS Statewide Contracts and other master 
contracts can be searched via links from our MBE Toolkit)

• Negative Numbers and totals should not be included

• Contracts Inventory totals should match Form 2 

• Awards vs. Payments

• Please do not change/add to templates 

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

• MBE Designations must match those listed in the Manual, p. 35, including 
using Non-minority for primes with no MBE designation.
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Common Errors and Omissions in Reporting
• Summary Statement and Report Checklist:

•Missing Signatures
• Errors in payment totals  on Summary sheet 

rows 2a & 2b(using “,”) 
• Format: $45,236,000 as 45236000 to be safe

•Not turning in all required Annual Report 
components
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Annual MBE Summary Statement
• The Summary Statement is a Fillable pdf.

• Row #1 Input Total dollars awarded to MBEs (total from 
Form #1 Spreadsheet cell K23)

• Row #2 Total dollars paid to MBEs is auto-populated 
from data input from 2a. and 2b.

• 2a. Input Total from FORM #3 Database “Subcontractor 
Information Report” plus,

• 2b. Input Total from FORM #3 Database “Prime 
Contractor Actual Payment by Classification Report” 
minus the amount for non-minority category, DO NOT 
ENTER COMMAS

• Row #3 Input Total dollars awarded (Total from Form #1 
Spreadsheet cell C23)

• Row #4 Input MBE awards as a percentage of contract 
awards (from Form #1 Spreadsheet cell L23)

• Page #2 OBTAIN Signatures of Report Preparer, Chief 
Financial Officer and Agency/Agency/Department Head
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Use Your Checklist
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MBE Reporting Requirements

Let's review the reporting requirements for our office:

• As we previously discussed our office must receive both Quarterly and 
Annual MBE Procurement Reports (backup data should be included).
• Always sent to the mbereports.gosba@maryland.gov email box.

For Internal Training Purposes Only
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MBE Reporting Requirements
Other Reporting Requirements:
Submit to the compliance.gosba@maryland.gov email box

• Waiver Determinations as granted

• Copy our office on the Annual Waiver report 
to BPW

• MBE Form Amendment Consent/Approval

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

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

For Internal Training Purposes Only
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NEW** Report for FY2023

•MBE Compliance Assessment Report
• Legislatively mandated compliance assessments are already required 

by agencies when a contract terms end.  With the passing of HB0389, 
our office is introducing a Compliance Assessment Report that will 
now be due annually starting with fiscal year 2023. 

• The Compliance Assessment will only be due during the Annual 
Reporting Season and will be submitted with the MBE Annual Report 
documents.
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NEW** Report for FY2023

•MBE Compliance Assessment Report
• Will only report information about contracts that closed (expired) 

during the fiscal year and contained MBE goals/subgoals.

• Aggregate results will be published in the Governor’s Office of Small, 
Minority & Women Business Affairs Annual Report.

• Let’s take a look…
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Upcoming Dates
Check your calendar

• FY23 Event Invites will be sent out closer to the event 
date.

• Upcoming Events are listed at the bottom of each 
monthly Procurement Compliance Bulletin.

• If you need to be added to our calendar invites or 
bulletin mailing list, please email: 
nichelle.johnson1@maryland.gov and 
lisa.sennaar@maryland.gov
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Upcoming Dates
• The Agency MBE Participation Attainment Survey is due 

by October 31, 2022, with no extensions granted.

• Surveys were sent to Procurement Directors; MBE 
Liaisons were cc’d.

• Liaisons will need to collaborate with procurement 
directors to provide accurate and scrubbed FY22 MBE 
Annual procurement data for the survey.



For Internal Training Purposes Only

Upcoming Dates
• Submission of this survey is required and agencies 

who fail to submit the requested data by the due 
date will be reported as non-responsive to the 
Committee. 

• If you have any questions or concerns about the 
survey, please reach out to Nichelle Johnson, 
nichelle.johnson1@maryland.gov



STAY CONNECTED
• Are you maximizing your agency's Small Business Reserve 

(SBR), Minority Business Enterprise (MBE) and Veteran-
Owned Small Business Enterprise (VSBE) participation?

• Do you know who on your team is responsible for 
compliance and administration of the SBR, MBE and VSBE 
Programs and if they are receiving this Procurement 
Compliance Bulletin?  

• Do you attend our training regularly?
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STAY CONNECTED

• Are you participating in our Compliance Conference Call? 

• Are you attending the monthly Senior Procurement 
Advisory Group (SPAG) monthly meetings? 

Note: If no one at your agency is receiving SPAG meeting invitations, 
email Jamie Tomaszewski, Chief Administrative Officer, Office of State 
Procurement (OSP), Maryland Department of General Services (DGS), 
at  jamie.tomaszewski@maryland.gov and ask to be added to the 
invite list.
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Resources For You

• Our MBE Reporting Toolkit

• Video Training Series on Website

• Review the New Searching Databases slide deck available in 
each toolkit

• Compliance Library

• Compliance Managers



As always, if you have questions after today's training, please contact us:

Nichelle Johnson
nichelle.johnson1@Maryland.gov

410-697-9605
667-232-1369

Karen Reyes
karen.reyes@maryland.gov

410-697-9608
443-346-0630
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Veteran- Owned Small Business 
Enterprise (VSBE) Program

Presented by the Governor’s Office of Small, Minority & Women Business Affairs

Internal Purposes Only



Let’s start with a Poll!



VSBE Poll Question #1
1.Where does one look to find 

veteran-owned businesses?

A.Google

B.eMMA

C.VetBiz

D.All of the Above

Answer: D- All the above



VSBE Poll Question #2
2. What platform houses the 

VSBE Program certified vendors?

A.Google

B.eMMA

C.VetBiz

D.All of the Above

Answer: B- eMMA



VSBE Poll Question #3
True or False

3. A VSBE vendor must be certified 

at the time of award/offer?

Answer: True- The veteran-owned firm shall be 

a certified VSBE at the time of submission of 

the bid or proposal. COMAR 21.11.14.07(C)



VSBE Poll Question #4
True or False

4. VSBE Annual Reports are due 

September 30th?

Answer: False- October 1st each year



VSBE Poll Question #5 Yes or No

5. Can a VSBE Prime get credit for 

self-performing any of the VSBE 

goal?
Answer: Yes-
A procurement agency may count the distinct, clearly defined 

portion of the work of the contract that a VSBE certified prime 

performs with its own work force toward meeting up to 100 

percent of the contract’s VSBE goal. 

COMAR 21.11.14.07(D)2 



VSBE PROGRAM OVERVIEW



VSBE Program

• Provides contracting opportunities on state-funded procurements 
for certified veteran-owned small businesses

• Only the work of a certified VSBE firm, performing either 
directly (prime contractors) or indirectly (subcontractors), can be 
counted toward the achievement of an established contract goal 

• As of October 1,2022, there are over 550 active and certified 
VSBE vendors in the eMMA database and growing daily 

• eMMA is the only platform to verify vendors in the VSBE 
Program database



VSBE Program Statutes

STATE FINANCE AND PROCUREMENT 
ARTICLES § 14-601—14-606 

VSBE Participation

• § 14-601. Definitions

• § 14-602. Procurement procedures

• § 14-603. Awarding of contract

• § 14-604. Regulations, procedures and report

• § 14-604.1. Advisory Committee

• § 14-605. Prohibited acts and Penalties

• § 14-606. Penalties Amendment



VSBE Program Regulations

COMAR 21.11.14 UPDATED 

VSBE Policies

• 01 General — Purpose
• 02 Definitions
• 03 Scope
• 04 Procurement Agency Responsibility
• 05 VSBE Liaison
• 06 Reporting
• 07 Procurement Solicitations
• 08 Contract Award 11 Compliance
• 09 Waiver 12 Verification
• 10 Amendment of VSBE Participation Schedule



Legislative Update 2022

1. VSBE Liaisons named from each participating agency

2. Added For-Profit businesses only question for VSBE Program

3. Clarification of definition of veteran

4. Updated reporting- which will affect goal setting, training, and 

future changes VSBE Program

5. Updated Waiver process

6. Updated VSBE Forms



VSBE CERTIFICATION 
IN EMMA



VSBE Certified Vendors-

The VSBE Program participation 
requires: 

1. Vendor registers in eMaryland
Marketplace Advantage (eMMA)

2. GOSBA awards VSBE 
Certification to qualified vendors 
with VSBE Application Process



VSBE Vendors

eMaryland Marketplace Advantage (eMMA) is the only platform to 
verify vendors in the VSBE Program. 

YOU MAY NOT USE VETBIZ TO VERIFY VSBE Vendors

If the vendor is not in eMMA, their award/payment will not count! 



eMMA- External Vendor Search

http://emma.maryland.gov

http://emma.maryland.gov/


VSBE Vendor Certified vs Not Certified



VSBE Vendor Certified vs Not Certified

A Certified VSBE Vendor will have the 3 components from 

the eMMA External Public Database Search. 

✓Checked VSBE Vendor Box

✓VB Certification Number

✓Valid Date, is not Expired Date 



Verification of Certified VSBE Vendors

Please note the following when you are verifing the certification status of 

a VSBE vendor in eMMA:

• Be certain to carefully review the information to make certain that the 

vendor meets the requirements (i.e. VSBE Application has an 

approved “Status”, a valid “Expiration Date” (i.e. date has not 

exceeded/certification not expired with a one-year certification) and 

green dot (Valid) listed)

• If you are unable to determine the VSBE certification status, please 

contact Danielle Davis for assistance



eMMA- Intenal Vendor Search

http://emma.maryland.gov

http://emma.maryland.gov/


eMMA- Intenal Vendor Search



eMMA- Intenal Vendor Search

Use the wheel to download your results in the bottom right-hand corner. 

This can help you later in the PRG process. However, new vendors are 

being added daily, so make sure to utilize new searches often!



VSBE Vendor Approval-Internal

Navigation for this information in under the Vendor’s Company 

Profile and Procurement Programs. 



Verification of Certified VSBE Vendors-Internal

To determine the VSBE certification status, click into the “Documents” section of the vendor’s 

account.  Under “Attestations & General Documents” section, there will be a VSBE Application with an 

approved “Status,” a valid “Expiration Date” (i.e. date has not exceeded/certification not expired with a 

one-year certification) and green dot (Valid) listed, the vendor is certified within the VSBE Program.

The only time there should be 2 VSBE applications is during the annual recertification process.



VSBE Vendor No Longer Active

If you see Expired, that means the vendor was formally in the 

VSBE Program. The language then to the firm, is that they need 

to get certified back into the program. 



VSBE LIAISONS 
NEED TO KNOW



VSBE Liaisons

You are a high-level employee reporting directly to a 
Secretary, Deputy Secretary, or head of a procurement 
agency. 

Responsible for:

➢ Coordinates agency outreach efforts to the veteran 
business community

➢Reviews agency contracting procedures to ensure 
compliance 

➢Assists in the resolution of contracting issues 

➢Submit required VSBE Program reports or information

COMAR 21.11.14.05 



Best Practices

1. Document and discuss any issues that arise during the 

bidding and award process.

2. Include your legal counsel.

3. Search as many Veteran business databases as possible to 

identify potential vendors when considering the 

application of a VSBE participation goal, however, 

remember they must then get certified into the VSBE Program. 



VSBE Program Invitation

https://mdprocurement.freshdesk.com/support/solutions/articles/70000584604

Once potential veteran-owned 

small businesses are identified, 

feel free to invite them to get 

CERTIFIED with the VSBE 

Program. If you do not feel 

comfortable with providing 

those steps or this guide, 

please refer them to Danielle 
Davis, and I will reach out.

https://mdprocurement.freshdesk.com/support/solutions/articles/70000584604


Outreach

• If you have ideas, lets brainstorm together!

• Utilize the National Military Holiday Calendar

• Team up with other agencies

• VSBE Appreciation Luncheon- November 9th, 2022

If you have any veteran-owned small businesses, you would 
like to nominate for recognition please email me those 
business names. 



Communications

Our office sends out many trainings and 
communications: 

• Quarterly Compliance Calls

• Monthly Compliance Bulletins

• One on One Meetings

• SPAG

• Liaison Trainings



FORMS



The VSBE Program 
participation forms: 

The NEW VSBE Participation 
Forms became in effective as of 

September 1,2022. 



https://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/AttachmentE-VSBEForms.pdf

https://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/AttachmentE-VSBEForms.pdf
https://procurement.maryland.gov/rfp/


LET'S TAKE A CLOSER LOOK

PLEASE ALSO UPDATE YOUR 
AGENCY COMPLIANCE OFFICIERS!



VSBE Participation Form Index

https://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/AttachmentE-VSBEForms.pdf

E-1 - VSBE Utilizations Affidavit and Prime/Subcontractor Participation Schedule

E-1A – VSBE Subcontractor Participation Schedule

E-1B- Signature Page

E-1C- VSBE Waiver Guidance

E-1D - VSBE Subcontractor Unavailability Certificate

E-1E - VSBE Waiver Affirmation and Good Faith Efforts Documentation to 

Support Waiver Request

Part 1- Identified Items of Work Bidder/Offeror Made Available to VSBE Firms

Part 2- Identified VSBE Firms and Record of Solicitation

Part 3- Additional Information Regarding Rejected VSBE Quotes

E-2 - VSBE Outreach Efforts Compliance Statement

E-3 – VSBE Subcontractor Participation Statement

E-4 – VSBE Participation, VSBE Prime Contractor Paid/Unpaid Invoice Report

E-5 – VSBE Participation, VSBE Subcontractor Paid/Unpaid Invoice Report

https://procurement.maryland.gov/wp-content/uploads/sites/12/2018/04/AttachmentE-VSBEForms.pdf


Form Updates

1. VSBE Certification Number 

replaced DUNS Number

This is the VB# found in eMMA

on the certified VSBE Vendor.

2. Definitions Added

3. Waiver



THESE DEFINATIONS 
WILL HELP IN YOUR 
VSBE PROCESSES



VSBE Waiver

➢ Per COMAR 21.11.14.09 (D) -When a waiver is granted, except waivers under §C of this regulation, one copy of 

the waiver determination and the reasons for the determination shall be kept by the VSBE liaison officer with 

another copy forwarded to the Governor's Office of Small, Minority & Women Business Affairs. 

➢ All granted VSBE waivers need to be emailed, to vsbe.gosba@maryland.gov

mailto:vsbe.gosba@maryland.gov


PRG Guidance

The PRG Process includes VSBE Program. 

Process for reviewing any:

(a) Contract solicitations;

(b) proposed sole-source contracts; and 

(c) proposed contract renewal options 

Contracts expected to exceed $100,000 in value 

evaluate for MBE and VBSE participation.

There should be at least one or more standing 

procurement review group(s) process 

documented.



PRG Guidance

There should be at least one or more 

standing procurement review group(s)  

and each agency’s process 

documented.

The group shall be comprised of:

• Agency’s chief procurement 

official or senior-level procurement 

official designated to act in his/her 

place

• VSBE Liaison Officer or senior 

level alternate



REPORTING



VSBE Reports Due Date

➢All participating agencies are required to submit their individual 

VSBE Reports to GOSBA on or before the close of business on 

October 1 of each year (COMAR 21.13.01.15). 

➢GOSBA will submit a compiled VSBE Annual Report for publication to 

the Governor and the Legislative Policy Committee. If your agency does 

not comply, it is reported as “non-responsive”.



VSBE Tools

➢The VSBE Toolkit has all information needed to complete the reporting 
process. Each year the toolkit is updated by July 1st for the fiscal year 
documents.

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

➢The VSBE toolkit includes the VSBE Reporting Manual, Annual 
Reporting template and prior trainings so you know how to complete 
the reports. 

➢All reports and supporting backup data should be emailed to 
vsbereports.gosba@maryland.gov.

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




VSBE Annual Report Template



VSBE Annual Report Data

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

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


VSBE Annual Report Data



VSBE Recommended 
Reporting Steps 

Step 1- Use the Annual Utilization Form only.  Found in the VSBE 
Reporting toolkit with the VSBE Manual.

Step 2- Use data from the 700 series reports from ANSWERS or internal 
databases to capture VSBE payments and awards (will have to change the 
Report type to VET in answers                     , where appropriate.

Step 3- At this time credit card payments cannot be tracked in ANSWERS, 
therefore, agencies will have to track these payments manually.

../FY22Reports/VSBE Annual Report FY22.xlsx


VSBE Recommended 
Reporting Steps 

• Step 4- Total All Procurements column on the Annual Report Template 
should be identical to the Total All Procurements total for MBE Reporting.

• Step 5- Scrub the data for VSBE discrepancies.  

• Step 6-As with MBE reporting, if a contract has a VSBE Prime and Sub, 
do not double count. The Prime Contractor and Subcontractor awards
should be listed separately.



VSBE Annual Report Cheat Sheet for 
ANSWERS Agencies



Coming FY23

NEW OUTREACH FORM FY23

Per COMAR 21.11.14.06A(3), each participating shall provide the following:

An evaluation (brief description) of the success of your VSBE Program and

Outreach efforts to VSBE vendors (both primes and subs)

➢Event date 

➢Location

➢Total attendance 

➢Host

➢Feedback from VSBE vendors



FREQUENTLY ASKER 
QUESTIONS



Per COMAR 21.11.14.07C(2),

If a solicitation contains an MBE goal and a VSBE goal, participation by a 

subcontractor dually-certified as an MBE and a VSBE may be counted toward 

meeting both the MBE and VSBE contract goals to the extent its participation 

meets the cumulative but distinct MBE and VSBE contract goals, or portions 

thereof that it is committed to perform. Example: If the solicitation contains a 

25 percent MBE goal and a 5 percent VSBE goal, the dually certified 

subcontractor shall perform 30 percent of the contract to obtain both goals.



Per COMAR 21.11.14.07D

Counting Prime Participation Toward Overall and Contract Goals.

(1) A procurement agency may count a prime contractor dually-certified as an 

MBE and a VSBE toward the agency’s overall VSBE and MBE goals.

(2) A procurement agency may count the distinct, clearly defined portion of the 

work of the contract that a VSBE certified prime performs with its own work 

force toward meeting up to 100 percent of the contract’s VSBE goal.



If a VSBE loses certification during a contract can their participation still be 

counted throughout the life of the contract?

Per COMAR 21.11.14.12 Verification

If a VSBE no longer has verified status, the VSBE is no longer eligible to 

participate in a procurement as a verified VSBE. The VSBE is still eligible for 

credit towards a VSBE goal under a contract entered into when the VSBE was 

verified. Ineligibility of a VSBE to participate in the VSBE program may not be 

the sole cause of the termination of the VSBE contractual relationship for the 

remainder of the term of the contract.



VSBE Solicitations



THANK YOU!



If you have any questions, after today’s training 
please contact the VSBE Compliance Manager.

VSBE Compliance Manager:
Danielle N. Davis  

Danielle.davis2@Maryland.gov
(443) 346-0717

mailto:Danielle.davis2@Maryland.gov



