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Introduction

In the past, Federal Government contractors weyeained to file their Year-End Supplementary
Report for Small Disadvantaged Businesses (SDBt)ein own format as an attachment to the
Summary Subcontract Report (formerly the SF-298)is requirement was incorporated into the
Federal Acquisition Regulation in Fiscal Year 1#§8neans of a change to the clause at 52.219-9.
The Presidential Management Initiative mandatedithelopment and implementation of an
electronic Subcontracting process. Thus, thealn@iperating Capability Phase of the electronic
Subcontracting Reporting System (eSRS) was implésden October of 2005. Federal Government
contractors are now required to submit their subegting accomplishments for Federal Government

contracts in the eSRS, with the exception of sompadtment of Defense (DoD) contracts.

The eSRS is a web-based government-wide subcdngamtstem that allows electronic submission,
management (acceptance, revision, rejection), tepad analyses of subcontracting data in a real-
time paperless environment. In turn, there is 180 paper work, and there is a reduction in errats a

processing time which leaves more time for incregsubcontracting.

Quick Reference Objective:To provide guidance to Federal Governm@antractors submitting

the Year-End Supplementary Report for SDBs in eSR8s document will provide general
information only. To receive specific informatiabout the eSRS processes of the federal agency
that awarded you the contract, contact your Cotirg©fficer or the eSRS Agency Coordinator
(AC) or Paint of Contact (POC). You can obtain Agency Coordinator or Point of Contact email

address by contacting the Federal Service Deskvat.RSD.gov.
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Quick Reference #1: What is a Year-End Supplementg Report for Small
Disadvantaged Businesses (SDBs)?

Pursuant to 48 CFR 52.219-9(1)(2)(iii), all Summ&uybcontract Reports (SSRs) submitted at the
close of each fiscal year (both individual and cartial plans) shall include a breakout, in the
contractor's format, of subcontract awards, in whdwllars, to small disadvantaged business
concerns by North American Industry Classificat8ystem (NAICS) Industry Subsector — this
can be accomplished by submitting a Year-End Supgeary Report for each related SSR.

Quick Reference #2: How is the Year-End Supplemeaty Report for SDBs Data
Utilized?

This data is collected so that the Federal Govemmay periodically perform an analysis of the
subcontract awards to small disadvantaged bus{8&&s), thus identifying the industries in
which SDBs are underrepresented. This is accohgali®y having contractors provide a
breakdown of subcontracts to small disadvantagsthbsses (SDBs) by three-digit NAICS
subsector at the end of each fiscal year as achateent to their Summary Subcontracting Report
(SSR). The results of the government’s analysisbeaused in the future to adjust the
preferences afforded to SDBs under the Federal i8itiun Regulation (FAR), subpart 19.12,
Small Disadvantaged Business Participation Program.

Quick Reference #3: What are the Year-End Supplenmtary Report for SDBs
Responsibilities of the Contractors?

All Summary Subcontract Reports (SSRs) submitteteatlose of each fiscal year (both
individual and commercial plans) shall include aa¥&nd Supplementary Report for Small
Disadvantaged Businesses (SDBs). This report mcistde a breakout, in the Contractor's
format, of subcontract awards, in whole dollarssimall disadvantaged business concerns by
North American Industry Classification System (NAXndustry Subsector.

If a prime contractor/subcontractor submitted aR &&more than one agency, the contractor
must also submit a separate Year-End SupplemeRepgrt for each agency covering only
the subcontracting accomplishments for that agenoyhtracts. If, however, the SSR is for a
Commercial Plan (CP), the contractor will seleet tblated SSR report; the system will then
automatically target the report to the approvingray designated in the SSR.

There can only be one Year-End Supplementary rg@or6SR, including DRAFTS, for a
given agency per reporting period.

Subcontracts awarded by lower-tier subcontract¥iau should report only those
subcontracts that you award to your immediate sutibgctors, not subcontracts awarded to
lower-tier subcontractors by your subcontractors.

This report collects subcontracting data, not sdiga

Reports are required when due, regardless of whthee has been any subcontracting
activity since the inception of the contract orcgithe previous report.

The Year-End Supplementary Report for Small Disath@ed Business is required only
once a year, at the end of the government’s fiscgkar, regardless of how often the agency
requires the SSR. It NOT required for quarterly or semi-annual reports.

Keep a signed copy of the report on file.
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Quick Reference #3: What are the eSRS Year-End Spfementary Report for SDBs
Responsibilities of the Contractors? (Continued)

Per the 13 Code of Federal Regulations (CFR) 1214Qe) & 121.410 you must have a
supporting written size self-certification for everly small business you are counting in the
small business and socioeconomic section of thigomet [For more information on the
special legislation for ANC and Indian tribes visit
http://www.reqgulations.gov/search/Regs/home.htmitaiaentDetail?R=0900006480277f33
(See FAC 2005-194t the time you submit your proposal. If you do not have a written
size self-certification, you must count these smb@ets in the large business fielder 13
CFR 121.411(a)a subcontractor must qualify and self-certify asrell business at the time
it submits its offer as a small business subcoturabdo not retroactively apply small
business subcontracting accomplishments.

The contractoshall validate that this firm is HUBZone-certified in the SBA Dgmic SB
Search atvww.ccr.gov prior to the award of a contract. Note that HUBZone is different
from some of the State HUB certifications, sucif asas.

Quick Reference #4: What are the eSRS Year-End Sujgmentary Report for SDBs
Responsibilities of the Government?

Federal agencies are responsible for ensuringtibatprime contractors and subcontractors
make every attempt to adhere to the approved stifaobting plan and file their reports in a
timely manner.

Federal agencies are also responsible for reviewicmepting and/or rejecting both the prime
contractors’ and subcontractors’ SSRs and Year$mplementary Report for Small
Disadvantaged Business in the eSRS. (Note, howthadrprime contractors, not the
government, accept or reject the Individual Sub@mtiReports (ISRs) for their immediate
subcontractors.)

While not a regulatory requirement, it is strongdqgommended that the all subcontract
reports be reviewed and accepted or rejected wiidays of the contractor’s submittal.

Quick Reference #5: What do the Terms “Pending”, “Acept”, “Reopen” and “Reject”
Represent?

Pending: This report has been submitted and is awaitinggveto be“Accepted or Rejected”
by the Federal Government agency that awardedagact.

Accept: This report has been reviewed by the Federal (Bovent agency that awarded the
contract, and they have found no known errorsgssor concerns and do not require any
clarification, information, and/or correction arg] therefore;Accepting” receipt of this report’s
data.

0 Although receipt of the report’s data has b&&ccepted,” if upon further review, errors,
issues, or concerns are found with the reportFdderal Government agency that
awarded the contract wilReopen or Reject’the report to obtain clarification,
additional information, and/or correction.
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Quick Reference #5: What do the Terms “Pending”, “Acept”, “Reopen” and “Reject”
Represent? (Continued)

Reopen:This report’s data was previouskccepted” by the Federal Government agency that
awarded the contract. However, upon further rexoéthe report’'s data, the agerfound errors,
issues, and concerns and requires clarificatiodifiadal information, and/or correction. Once
the report concerns have been addressed and/ectatrsufficiently by the contractor and
resubmitted, the federal agency Willccept” receipt of the report’s data.

Reject: This report has been reviewed by the Federal Govenhagency that awarded the
contract, and they have found errors, issues andecns. The report requires clarification,
additional information, and/or correction. Thusyttwill not accept receipt of the subcontracting
report’s data at this time. Once the report corcave been addressed and/or corrected
sufficiently, the federal agency wilAccept” receipt of the report’s data.

Example of a “Reject” notification: The data in your report includes last fiscal yeakata,
please resubmit your report with just the reporpegods subcontracting accomplishments.

Additional “Reopen and Reject” information:
0 An explanation explaining why your report wdiejected or Reopened”will
be sent to the email address of the person subgittie report.
0 The"Rejected or Reopened’report will appear in thBAlerts” box of the report
submitter.
0 Click on the link within theAlerts” box to view the report.
0 Resolve the issue brought forth by the Federal @orent agency and resubmit the

report.

Quick Reference # 6: Things to Exclude from the Ye@aEnd Supplementary Report for
SDBs

Subcontracts performed outside the U.S. or ityymglareas. NOTE: The Department of
State and the Agency for International Developrmeayrequire subcontracting plans for
contracts awarded domestically, but performed @assFor additional information, contact
the agency directly.

Purchases from a corporation, company, or subdivigiat is an affiliate of the
prime/subcontractor.

Quick Reference #7: How to Access eSRS

Go towww.esrs.gov
Click on“Government”

Click on the"Register” tab

Complete the registration

Your user ID and password will be emailed to yoofeming your registration.

You must validate your registration by clicking @ link within the e-mail to activate your
eSRS account.
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Quick Reference #7: How to Access eSRS (Continued)

The following information referencing Screen 1 thrd is the view you will see in eSRS
and is in the Contractor’s Training Material.

MyESRS Screen

angela

{ Core \ Account | Legin As | Dhelp

ba
contacts list

&l
£

myESRS Profile ! Contract Worklist

+ home

File | Review Reports i Custom Reports

-

show in a separate windo

E* Add Contract
= to Worklist

File ISR

1SR %
ﬂ (FORMERLY SF.294)

File SSR

:ir—‘r
(FORMERLY 5F-295

File Year-End

”“1 Supplementary Report
- (FOR SDBs)

File SDB

Participation Report
(FORMERLY OF-312)

/\ alerts

» Your SSR report for Oct 1 - Sept 30. 2004 was reopened.
» Your SSR report for Oct 1 - Sept 30. 2004 was reopened.

_§ announcements

There are no announcements at this time.

Quick Reference #8: How to Enter a Year-End Suppleentary Report for SDBs

Go towww.esrs.gov
Click on“Contractor”

Login to eSRS using your ID and Password

At the main screen click on'_

File Year-End

Supplementary Report

YER
{FOR SDEs)}

Follow the steps iQuick Reference #10
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Quick Reference # 9: How to View an Existing Year-&d Supplementary Report for
SDBs Submitted to the Government

Log into eSRS

At the eSRS Home Page, click on the tab at theéhapreadsFile/Review Reports”
Click on the“Search Filters” link

Choose the repotstatus”: “Draft”, “Pending”, “Revised”, “Accepted”, “Rejectt,
“Reopened”

You may select atAgency” from the drop-down menu

You may select thtDate Created” from one date to the next by clicking ‘tselect”
beside each blank. A calendar will appear, andoasuclick on the date

You may enter any portion of the Federal Governroentractor's name who submitted
the report ifKeywords” to narrow your search

Click on“Apply Search”

This will display a list of existing Year-End Supptentary Reports for SDBs in your
worklist based on your status preference

4]

To select and view a report click on the followingn:

Search Filters Screen

angela

( Core Y Account | Login As | (Dnep

myESRS i Profile Contract Worklist File | Review Reports i Custom Reports
show in a separate window]

7/ Year-End Supplementary Report For SDBs
open { Pending { Closed (ﬂ\ Dreip

Status - Date - v P
Created

Agency - to b N

w

Keywords

Q Apply Search | |l Save Defaults

ltemns 1-2 of 2 4 previous | Jump | 1 % || next [»
Status = Related SSR Approving Agency ¥ Date Submitted « Options
B |oRT Oct 1 - Sept 30, 2004 FEDERAL SUFFLY SERVICE =
B |oRT Ocl 1 Sept 30, 2005 FEDERAL SUPFLY SERVICE -
4 Add New | Items 1-2 of 2 4 previous | Jump | 1 ¥ || Next [»
DRT = Draft =Pending | REV =Revised | ACC = Accepted | REJ = Rejected | RPN = Reopened

This space left blank intentionally
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Quick Reference #10: Understanding the Year-End Sypgementary Report for SDBs
Data Fields

1st Screen: Year-End Supplementary Report For SDBs

Pursuant to 48 CFR 52.219-9(1)(2)(iii), all Summ&uybcontract Reports submitted at the close of
each fiscal year (both individual and commerciahgl) shall include a breakout, in the contractor's
format, of subcontract awards, in whole dollarssimall disadvantaged business concerns by North
American Industry Classification System (NAICS) Wistty Subsector.

2" Screen: Choose Summary Subcontract Report

Choose the existing summary subcontract reportiaohwyou would like to report your SDB
Participation from the drop-down menu.

Select Existing Summary Report:
Choose the summary subcontract report from which you would like to report on your SDB Participation.

-
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Quick Reference #10: Understanding the Year-End Sypgementary Report for SDBs
Data Fields (Continued)

39 Screen: Year-End Supplementary Report for
Small Disadvantaged Business

1. DUNS#:

- DUNS # is a nine-digit unique identification numiiesued by Dun & Bradstreet to identify a
contractor’s specific establishment’s exact nanteaddress.
eSRS has aftAuto Fill your Company'’s info from DUNS” button. If used, the contractor’s
information will be automatically pre-populatedimonformation in the CCR database.

2. Corporation, Company or Subdivision CoveredThis field indicates the Corporation,
Company or Subdivision that is associated withDkMNS number entered in eSRS.

Contact Vendor Information: This is the name anckact information for the contractor’s
employee that can be contacted in the event teaddgkency has questions regarding this
report.

3. Breakdown of SDB dollars by NAICS Industry Seair: Please enter the NAICS
Industry and Subsector (the first 3 digits of thedigit NAICS code) and dollars attributed.
Each entry should represent the subcontract avauttie nearest whole dollar.

Add ltem |

4. Total SDB Dollars: Please enter the total amount of SDB Dollars fraurySSR report.

5.-8. Submitter information: Please enter Name, Date Submitted, Phone Numbeti] Em
Address, and additional Government employees thatyould like notified upon submission.

Administering Info: This is the name and contact information of thiiviidual within the
contractor’'s organization that is responsible foswing the contractor's compliance with its
subcontracting plan.
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Quick Reference #10: Understanding the Year-End Sypgementary Report for SDBs
Data Fields (Continued)

39 Screen: Year-End Supplementary Report for
Small Disadvantaged Business

9. Please enter the email address of the Government ptayee(s) and/or other
person(s) to be notified that you have submitted ik report: By listing an email address,
a notification will be sent to listed parties adnwgthem that a subcontracting report has been
submitted in eSRS for the government’s review. Federal Government agency will not be
notified via email unless you enter a notificatemail addressThe awarding agency must
provide an email address for which to submit tezort.

Quick Reference #11: How do | Correct a Year-End Spplementary Report for SDBs
that was Previously Submitted?

Contact your Federal Government agency and infoemtof the error. They witReject”
or “Reopen” the report depending on the report status at the. ti

o If the report is'Pending”, then the report will bé'Rejected”
o If the report has beéiccepted”, then the report will béReopened”

The report will then be sent back to your SRS aat;@o that you can make the
necessary changes.

Quick Reference #12: Who to Contact When in Neeaf Assistance

Non-technical Questions:

- Non-technical Questions are policy, processes amcepures related to Subcontracting and
Subcontracting Reporting and information relatetheocontract. These questions will not be
handled by the Federal Service Desk (FSD).

Non-technical Question Examples:

0]
0

(0]
(0]
(0]

Any guestions pertaining to subcontracting and sotracting reporting

Any questions pertaining to the data in a subcatitrg report you submitted or have the
responsibility to review

Any guestion related to the contract or subconitiggtlan

Any questions related to data within eSRS or eS§& tesponsibilities

eSRS agency contact information (i.e. Agency Cowatadir or Point of Contact) for FOIA
request and assistance on items with which thenteehhelp desk cannot assist you

Using the FSD website atww.fsd.gov you can submit a non-technical help desk issue by
selecting'Submit a Question” tab and selecPolicy” . When you submit the webform, the

SBA Procurement Analyst assigned to answer subacinig questions will respond with an

answer.
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Quick Reference #12: Who to Contact When in Need &fssistance (Continued)

Non-technical Questions (Continued):

- If you call the FSD 800 number with a non-technipaéstion, the FSD representative will
not be able to answer your question, but will pdewou with the email address of the SBA
Procurement Analyst assigned to answer subcomigagtiestions and the eSRS Agency
Coordinator and Point of Contact for the agencyiach you report.

You may also contact the contracting officer (CO)he Federal Government agency that
awarded the contract for questions, concernssoespertaining to subcontracting and
subcontracting reporting.

For training and subcontracting policy questiomsitact the SBA Commercial Marketing
Representative (CMR) for your area/state. You foagte your CMR'’s contact information
at http://www.sba.gov/aboutsba/sbaprograms/gcbd/GC IPARmI

Technical Questions:

- Technical Questions will be handled by FSD. You salgmit a technical help desk question
by going directly to FSD atww.fsd.govand choosing to chat live with a representative,
submit a question, search the answer center oandlspeak to a representative. You may
also reach the FSD website by logging on to eSR&wat.esrs.govClick the ‘For Help
Federal Service Desk’and you will be forwarded to the FSD website. Reainer, FSD will
not answer any non-technical or subcontractingfsatoacting reporting questions related to
policies, processes and procedures.

Technical Questions Examples:

0 Questions pertaining to how the system functioms, (Do | need a contract number to
file a Year-End Supplementary Report for SDBs?)

0 Questions pertaining to user functionality (i.€ld @ role, registration, contract work list,
can't view report)

0 eSRS agency contact information (i.e., Agency Cioattdr or Point of Contact) for
FOIA request and assistance on items with whicheblenical help desk cannot assist
you

0 General information on the subcontracting repogiadpfiled (i.e., When is the Year-End
Supplementary Report for SDBs due?)

At the Federal Service Desk (www.fsd.gov) you can:
- Obtain a user id and password (not required) bistegng at thevww.fsd.govwebsite. This
will allow you to:
o0 Keep histarical information on your help desk irrips
0 Check the status of your help desk ticket
Find information you need by searching several viayke Answer Center
Submit a help desk request online
Give feedback through a customer satisfaction surve
Chat live with a Customer Service Representative
Speak to a help desk representative by callinginvitie U.S. toll free at 1-866-606-8220 or
outside the U.S. at 334-206-7828
Contact FSD atvww.fsd.goy if the information pulled from your DUNS # is imcect

For all other concerns, contact Integrated AcgoisiEnvironment at
integrated.acquisition@gsa.gov
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Quick Reference #13: When is it Recommended for th@overnment Agency to
“Accept” a Year-End Supplementary Report for SDBs?

After reviewing the report, the government agerscyatisfied with the information provided
by you
If the government agency accepts a report, youradiéive an email notification.

Quick Reference #14: When is it Recommended for ¢hGovernment Agency to
“Reject” a Year-End Supplementary Report for SDBs?

After reviewing the report, the government agenetetmines it requires additional
information for clarity, and/or the information ptided is not accurate or sufficient

If the government agency rejects a report, youmgiteive an email notification.

An explanation for the rejection will be availaliethe“Notes” box on the right side of the
screen displaying the Summary Contract Report.

Once the issue has been corrected by you, the moesit agency wiltAccept” the report

Quick Reference #15: Can | Delete a Report?

Only your draft reports can be deleted
Click on “Deleted” by the report you would like bave deleted
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