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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Introduction: In the past, Federal Government contractors weyeined to file their Summary
Subcontract Reports (SSR) for a “Commercial Sulyeating Plan” on the standard paper form
(SF) 295. The Presidential Management Initiativadaded the development and implementation of an
electronic Subcontracting process. Thus, the If@gerating Capability Phase of the electronic
Subcontracting Reporting System (eSRS) was implézden October of 2005. Federal
Government contractors are now required to subimait subcontracting accomplishments for
Federal Government contracts in the eSRS, witlexiception of some Department of Defense

(DoD) contracts.

eSRS is a web-based Government-wide subcontrastsigm that allows electronic submission,
management (acceptance, revision, rejection), tepod analyses of subcontracting data in a
real-time paperless environment. In turn, thegereduction in errors and processing time, and no

lost paper work, which leaves more time for inchegisubcontracting.

Quick Reference Objective:To provide guidance to Federal Governnieritne Contractors

submitting Summary Subcontract Reports (SSR) fami@ercial Subcontracting Plani eSRS.
This document will provide general information arly receive specific information about the
eSRS processes of the federal agency that awacodethg contract, contact your Contracting
Officer or the eSRS Agency Coordinator (AC) or RahContact (POC)You can obtain the
Agency Coordinator or Point of Contact email addres by contacting the Federal Service Desk

at www.FSD.gov.
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #1 What is a Summary Subcontract Rert (SSR) for a
“Commercial Subcontracting Plan”?

The SSR is submitted to the Federal Governmentblg eompany that has an approved annual
subcontracting plan for commercial items in whickyt (a) hold one or more contract(s) over
$550,000 (of $1,000,000 for construction of pufdility); and (b) are required to report
subcontracts awarded to Small Business (SB), Sdisdidvantaged Business (SDB), Women-
Owned Small Business (WOSB), HUBZone Small Busiije&sBZone SB), Veteran-Owned Small
Business (VOSB), Alaskan Native Corporations (ANGJjan tribes and Service-Disabled Veteran-
Owned Small Business (SDVOSB) concerns under aosuitacting plan.

This report also collects subcontract awards fatddically Black Colleges and Universities
(HBCUs) and Minority Institutions (MIs), for the Partment of Defense (DoD), the National
Aeronautics and Space Administration (NASA), arel @oast Guard.

A Commercial Subcontracting Plan as defined in FedkAcquisition Regulation Subpart
19.701:*Commercial Subcontracting Plan” is a subcontragpran (including goals) that covers
the offeror’s fiscal year and that applies to there production of commercial items sold by either
the entire company or a portion thereof (e.g.,silbr, plant, or product line).”

Example: Gee Pharmaceuticals Company. Gee is a companpttatdes commercial

items (pharmaceuticals) to government and non-gwwental customers. Gee's fiscal year is
from February until January. Gee produces a compadg subcontracting plan for products
and services needed to resale, manufacture andtobdte pharmaceuticals during the fiscal
year. The products and services that Gee procteassad to produce pharmaceuticals used to
fulfill orders for both its government and non-gav@ent customers. Gee allocates the overall
percent of subcontracting dollars attributableaolecustomer (government and non-
government) based on the products or servicesustermer purchases. Therefore, the percent of
Gee’s subcontracting to the Federal Governmentiolevor for any agencshould never be
100%, unless Gee only supplied pharmaceuticals to theraé@Government, in which case the
product or service would not fit the definitionafcommercial item” as set forth FAR

2.101.1f that were the case, the government should ne¢ lagpproved a Commercial
Subcontracting Plan for Gee Pharmaceuticals.

Quick Reference #2: How is the SSR Data Utilized?

This report provides an annual summary of subcotgr@varded by prime contractors for a
specific Federal Government agency that approvedramercial Subcontracting Plan. This
information is further used for the Small Busin@ssninistration’s (SBA) Subcontracting
Achievement Report prepared for the President B@dCbngress. The Small Business
Administration’s (SBA) Subcontracting Achievemergp®rt is usually run on March 1 of the
current fiscal year, for the prior fiscal year atgishments. Therefore, it is important for all
contractors and federal agencies to ensure thdardtta electronic Subcontracting Reporting
System (eSRS) is accuratelgtered 30 days after the reporting period.

The government agencies must review and “Accepiipg of the subcontracting reports
data within eSRS. Pending, rejected, revised amplerged subcontracting report datid
not be reflected on SBA‘s Subcontracting Achievemespdit.
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #3: What are the eSRS SSR for Commagal Subcontracting
Plan” Responsibilities of the Contractors?

Subcontract award data reported in this report Bedimited to awards made to your
company’'s immediate subcontractors. Your compaall sbt report subcontract
awards made by your subcontractors, except asragttian special legislation for

ANCs and Indian tribes. For more information on special legislation for ANC and
Indian tribes visit
http://www.regulations.gov/search/Regs/home.htmttaaentDetail?R=0900006480
277t33(See FAC 2005-19).

Only report actual subcontracting accomplishmemts good faith estimates or goals.
This report collects subcontracting data not sdéga.

Reports are required when due, regardless of whitthiee has not been any subcontracting
activity since the previous report. The report trhesfiled even if you have no
subcontracting accomplishments.

Submit all SSRs within 30 days of the close of eagorting period.

Reporting Periods:

o For Department of Defense (DoD), Non DoD, Natiofafonautics and Space
Administration (NASA) and General Service Adminagion (GSA) Contracts report
annual submission on the Federal Government’slfisaa

October 1st thru September 3t

The report data is reflective tife reporting period’s subcontracting accomplishments
only.

Keep a signed copy of the report on file.

In eSRS, only one SSR for Commercial Subcontraétlag is filed regardless of how many
federal agencies you hold a contract with thatiregeou to report subcontracting
accomplishments under your approved Commercial @ukacting Plan. eSRS allows you
to allocate subcontracting accomplishments to egeimcy within one report by using the
“percent (% ) attributable field.”

Subcontracting awards shall include both directiadilect cost as set forth in your
approved Commercial Subcontracting Plan.

The subcontracting data reported should includeantbacts of all amounts to the degree
that your commercial subcontracting plan coveregl,(division, plant, or product line). The
totals in this section represent the total amotistubcontract awards in whole dollars
awarded for the items under the approved CommeSstibtontracting Plan.

0 These totalslo not represent subcontracting dollars spetusivelyon
government contracts.

Per the 13 Code of Federal Regulations (CFR) 121410e) & 121.410 you must have a
supporting written size self-certification for evely small business you are counting in
the small business and socioeconomic section ofgheport at the time they submit
their proposal except as authorized in special legislation forGA&hd Indian tribes visit.
For more information on the special legislation AMC and Indian tribes visit
http://www.regulations.gov/search/Regs/home.htmtttiaentDetail?R=090000648027 7f
33 (See FAC 2005-19). If you do not have a writteze self-certification, you must count
these subcontracts in the large business fleda.13 CFR 121.411(a)a subcontractor
Updated 7/01/2010 3



Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #3: What are the eSRS SSR for Commugal Subcontracting
Plan” Responsibilities of the Contractors? (Contined)

must qualify and self-certify as a small businggha time it submits its offer as a small
business subcontractd@o not retroactively apply small business subcontraing
accomplishments.

- The contractoshall validatethat this firm is SBA SDB and HUBZone-certifiedtire SBA
Dynamic SB search atww.ccr.gov, prior to the award of a contract. Notethat
HUBZone is different from some of the State HUBti¢eations, such as Texas and
Virginia.

Quick Reference #4: What are the eSRS SSR Respdrikiies of the Government?

Federal agencies are responsible for ensuring-d@gral Government prime contractors
make every attempt to adhere to the approved stiaoting plan and file their reports in a
timely manner.

Further responsibility is to review, accept andé&ect the prime contractors’ SSRs in
eSRS.

It is recommended that the Federal Government ggeview the subcontract reports
submitted within 60 days of the contractor’s sulbahit

Quick Reference #5: What do the Terms “Pending”, “Acepted”, “Reopened” and
“Rejected” Represent?

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

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

o Although receipt of the report’s data has b&&ecepted”, if upon further review,
errors, issues, or concerns are found with thertephe Federal Government agency
that awarded the contract wilReopen or Reject’the report to obtain clarification,
additional information, and/or correction.

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 claidicaadditional information, and/or correction.
Once the report concerns have been addressed andiected sufficiently by the contractor
and resubmitted, the federal agency WAltcept” 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. Thusytwill not accept receipt of the
subcontracting report’s data at this time. Onceréip@rt concerns have been addressed and/or
corrected sufficiently, the federal agency Wilccept” receipt of the report’s data.
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #5: What do the Terms “Pending”, “Acepted”, “Reopened” and
“Rejected” Represent? (Continued)

Examples of a “Reject” notification: Your report states that the sales attributabldito t
agency are $23, 000. The SSR report doesn't ¢aldes data. Please resubmit the report
using your subcontract award data.

Additional “Reopen and Reject” information:

0 An explanation of why the report waRejected or Reopened”shall be entered in the
notification box of the report.

0 The"Rejected” or“Reopened” report will appear in thtAlerts” box of the report
submitter.

0 The submitter must click on the link within th&lerts” box to view the report.

0 The submitter must resolve the issue brought foytthe Federal Government agency
and resubmit the report.

Quick Reference # 6: Things to Exclude from the SSRr "Commercial Plan”

Subcontracts performed outside the U.S. or ityymglareasNOTE: The State
Department and the Agency for International Develept may require subcontracting
plans for contracts awarded domestically, but pevéal overseas. For 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“Contractors”

Click on“Register” tab

Complete the registration

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

Your registration must be approved by your agendgsignated eSRS Agency Coordinator
(AC) or Point of Contact (POC)

To validate and activate your registration, clicktbe link within the email.

The following information referencing Screen 1 thr@ is the view you will see in
eSRS.
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Quick Reference #7: How to Access eSRS: (Continued)

MyESRS Screen

o~ search = 7 Favorites £ | - i |3E] - Q 8

.comfindex?_tab=loginas j | %
vIGD 4»&/" ﬁ - | i:? Bookmarks+ 5138 blacked | ".:}Check » % Aubolink - | Autafil (e Send tow OSettir
Tuesday, May 27, 2008 | 12:09 pm
Integrated Acquisition Environment User: angela.teny@sba.gow | Logou

) Electronic Subcontracting Reporting System mpowered . Yy

Ecov  USA.gov

angela back
contacts |ist

Account | Login As |\ 2help

myESRS | Profile | Contract Worklist | File / Review Reports

27 home

Add Contract /\ alerts

» Your 3SR report for Oct 1 - Sept 30, 2004 was reopened.
» ¥our S5F report for Oct 1 - Sept 30, 2004 was reopened.

File ISR

ISR
ﬂ ! (FORMERLY SF-294) -

/¥ announcements

There are no announcements at this time.

File SSR

53R [
e ¥ (FORMERLY 5F-295)

Quick Reference #8: How to Enter an SSR for “Commagial Subcontracting Plan”

Go to www.esrs.gov
Click on“Contractor”

Login to eSRS using your user ID and Password

(S Flsssh..
At the main screen click on'- ;
Follow the steps in Quick Reference #10
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Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #9: How to View an Existing SSR foiCommercial Subcontracting
Plan Submitted to the Government

At the top of eSRS home page, click‘éile/Review Report”

Select'Summary Contract Reports” from the drop-down menu

At the top of the next screen, choose the'@en”, “Pending”, “Closed”, or “All”

You may further search by clicking on the “Seardtefs” link and selecting*Draft”,
Rejected” “Reopened”, “Pending”, Revised’, for the“Status” you wish to review
Proceed tdPlan Type” (also from the “Search Filters” link) and sels&€bommercial”
You may enter any portion of the Federal Governnageincy’s name you submitted the
report to in"Keywords” to narrow your search.

Click on“Apply Search”

This will display a list of existing SSRs for “Conantial Subcontracting Plan” in your
worklist based on your status preference

To select and view a report, click on the followingn: ':Ej

This space left blank intentionally
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Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR data fas for a “Commercial
Subcontracting Plan”

1% Screen: Summary Subcontract Report
Data needed to file a report

angela back

contacts list
.(Ccre ! Account lf Login As l‘\L ‘g)help
myESRS | Profile { ContractWorklist | File/Review Reports i Custom Reports

show in a separate window
7 summary subcontract reports

New Report
) backTO LIST

Summary Subcontract Reports
1 Instructions

Please Note: the SRS contains a number of new fields that did not exist on the paper forms. Although the e SRS will allow you to

2 Subcontracting following information available when you enter your report data:

Report

For Prime Contractors

3 Subcontract & Approved Commercial Subcontracting Plan

Awards ® Description of Product and Service

® NAICS
- ® Email address of the Federal Government Agency Representative responsible for reviewing the report

4 Review ® Be sure to keep a signed copy of the report on file
5 Copy Existing Report

Mote: You may copy data from an existing report by selecting a report below.

[ cancel ” continue

Copy Existing Report: The “Copy Existing Report” feature can only be used if the
contractor has previously entered a report in eSRiBey arenot using the"Copy Existing
Report" feature, the contractor click€bntinue”.

This feature will pull general information from eepious report into the new report the
contractor is submitting

The contractor will select the report desired fritve drop down menu, and the report
screen will be displayed partially filled out.

Updated 7/01/2010 8
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Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

2" Screen: Summary Subcontract Report

1. Type of Plan: Select “Commercial’

You are filing the Summary Subcontract Report f6€ammercial Subcontracting Plan”
because the federal agency to which you are reypons approved the “Commercial

Subcontracting Plan”. If you are unsure of whieport to file, review your subcontracting
plan or contact your Contracting Officer.

This space left blank intentionally

Updated 7/01/2010 9



Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

2" Screen: Summary Subcontract Report (Continued)

2. DUNS#:A unique identifier that identifies your organizati

- DUNS # is a nine-digit unique identification numiesued by Dun & Bradstreet to
identify your specific establishment’s exact namd address.
eSRS has afAuto Fill your Company’s info from DUNS” button. If used, your
company’s information will be automatically pre-pigted from information in the CCR
database.

If you choose not to use thauto fill” function, you may manually enter your company’s

information in field 4 (a) (b) (c).

If you inadvertently input an incorrect DUNS# arskUtAuto Fill’, the system will not
allow you to save the report. The DUNS # is vakdeaby your eSRS registration
information.

3. Corporation, Company or Subdivision CoveredFields 3 (a), (b), and (c) indicate the
Corporation, Company or Subdivision that is asdediavith the DUNS number reported in

block 2. The Corporation/Company/Subdivision maybefilled based on the DUNS number

entered. If this information is incorrect, it stiibe noted in théRemarks” field of this report
and the Contracting Officer should be notified.
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Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

4. Date Submitted:This data represents the date that this SSR rejfiblde submitted.
o Click on “select” to view calendar
0 Click on the month and day you will be submittiheg teport.
o0 Ensure that the date entered is not during thertieggeriod.

5. Contact Information: This is the name and contact information for tidividual that can
be contacted in the event that the agency hasignesegarding this report. The system will
automatically populate the contractor’s contact @drased on your eSRS registration
information.The contractomust enter their telephone number and email address

6. Reporting Periods:
o For Department of Defense (DoD),Non DoD, Nationat@nautics and Space
Administration (NASA) and General Service Adminggion (GSA) Contracts report
Annual submission on the Federal Government’s [figear

October 1st thru September 3t
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Filing a Summary Subcontract Report (SSR)
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Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

2" Screen: Summary Subcontract Report (Continued)

7. Report Submitted As: Select your status:
o Prime contractor: Select'prime contractor" if the entity submitting this
report has only subcontracting plans under prinmgracts with the Federal
Government.
0 Subcontractors are not required to fill a SSR for ‘Commercial Plan”.
8. Contractor’s Major Product or Service Lines: Blocks 8a and 8b are the major products
and/or service and the NAICS codes for those prdskrvices lines under the approved

commercial plan that the your company providehéoagency to which this report is being
submitted.

This space left blank intentionally
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awads

The following information is needed to complete théCumulative Fiscal Year
Subcontract Award” section of this report.

Contractors’ size and economic statuge.g., women, veteran, etc.)

Total Subcontracting: This represents the total direct and inditestassociated with the

product or service under the approved “Commeraibt8ntracting Plan”. It includes the

following subcontract costs:

0 Product and/or Service Subcontract Awards (PSC)This is adirect cost (raw
material, service hours, products purchased atashtd) associated with your inventory
(product and services) purchased from vendors,haedisers, and suppliers, etc., for the
purpose of being sold or manufacturing a produsieovice to be sold.

o Other Direct Subcontract Awards (ODSA): This is all other direct cost (i.e., rented
machinery to move product) related to your inven{products and services) under the
approved “Commercial Subcontracting Plan”. (i.ethe Commercial Subcontracting
Plan is for a specific product line, only includhe tdirect cost for that specific
product line.

o Indirect Subcontract Awards(ISA): Indirect cost (i.e., general administration) refate
to your inventory (products and services) undeafiiroved “Commercial Subcontracting
Plan” (i.e., if the Commercial Subcontracting Piarfior a division, only include
the indirect cost for that division)

0 Product or Service Available Units for Sale (PSS)This is the total amount of
inventory (product or service) available to salewam from the cost above. For
companies unable to measure the number of unitlableafor sale, use the number of
units sold.

0 Product and Services Units purchased by each Govement Agency (PSGA):This
is the amount of product and /or service procuredeach Federal Government
agency.

Calculate % attributable to agency: Divide the PSS by the PSGA. This will give you

the percentage of subcontracting attributabledpegific government agency.

Example: Bersey purchases 3,000 Ibs. of cocoa for $1,000000 a women-owned
small business, 100 Ibs of butter from a smallfeess for $600.00, and 300 Ibs. of
almonds for $2,000.00 from a large business. Thes® were used to manufacture
200 Ibs of chocolate. The dollars spent on subaetitrg awards are allocated amongst
each pound of chocolate ($3,600/200=$18.00). Thezeinyone who purchases a
pound of chocolate has attributed $18.00 or 0.5%ubtontracting dollars. If GSA
purchased 4 Ibs. of chocolate, Bersey would ertte(4218= 72.) (72/3600=0.02) of
subcontracting attributable to GSA. Bersey woultee$1,600 in section 1la. and
$2,000 in section 1b.
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Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awags (Continued)

—

la. Small Business Concernsthis total represents the total subcontracts awbddeng this
reporting period with Small Businesses (include AN Indian tribesYhe dollars entered
in sectionla. should never reflect100% of your spend unless 100% of the company’s
subcontracting spend was with Small BusinessesDB&Y, NASA and Coast Guard contracts,
include subcontracting awards to HBCUs and Mlgou enter zero in this section, please
add an explanation in the “Remarks” section of thigeport.

1b. Large Business (LB) ConcernsThis total represents the total subcontracts as¢hrd
during this reporting period with Large Businessesntities that are "other than small”, such
as non-profits, educational institutions, etc. To#ars entered in section $hould never
reflect 100% of your spend unless 100% of the company’satbacting spend was with
Large Businesses.

1c. Total: This is automatically tallied foyour convenience. It represents the combined
total of section 1a and 1b.

Rows 2 through 7:Each of these items is a subcategory of Block\Nbde that in some cases
the same dollars may be reported in more than tmok §.e., a $10,000 subcontract to a small
business owned by a woman that is self-certified 8B should be entered on three rows:
$10,000 undefSmall Business”, $10,000'Small Disadvantaged Business”and $10,000
“Women-owned Small Business.”However, be sure the dollars are countedsmall
Business Concerns’bnly one time and not three times (not $30,0P@ycentageswill be
calculated automatically using the denominatooin i.c.

This space left blank intentionally
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Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awags (Continued)

2. SDB ConcernsAll subcontracts awarded to self-certified SDBs|uding SDBs that are
also WOSB, HUBZone, VOSB, and SDVOSB. Include sulraxts awarded to ANCs and
Indian tribes, where you have been designatedctive their SDB credit. For DoD, NASA and
Coast Guard contracts, include subcontract awarb8tCUs and MIs.

Lipianiip
Inniin

—

3. WOSB Concerns:All subcontracts awarded to Women-Owned Small Besses, including
WOSBSs that are also SDBs, HUBZone, VOSB, and SDVOSB

4. HBCU/MIs: (For contracts with DoD, NASA, and Coast Guard): sAlbcontracts with
HBCUs/Mls.

5. HUBZone Small Business Concern®ill subcontracts awarded to HUBZone Small
Business Concerns HUBZones that are also SDB, WOSKB, and SDVOSB. The
contractor must validate that this firm is SBA HUB-certified in the Dynamic SB search at
www.ccr.gov. Note that HUBZone is different than some of the @ite HUB certifications,
such as Texas.
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Filing a Summary Subcontract Report (SSR)
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Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awats (Continued)

6. VOSB ConcernsAll subcontracts awarded to VOSBSs, including VOSiEa are also
SDBs, WOSBs and HUBZones. Any company that is calias SDVOSB should also be
counted in this row as veteran-owned.

7. SDVOSB ConcernsAll subcontracts awarded to service-disabled vetepavned SB
concerns, including those that are also SDBs, WQ&B$ HUBZones.

8. ANCs & Indian Tribes that have not been certifiel by SBA as SDB:This is all
subcontracts awarded to ANCs and Indian Tribesateteported in the “SDB” section of this
report.

9. ANCs & Indian Tribes that are not SBs:This is all subcontracts awarded to ANCs and
Indian Tribes that are reported in the “SB” sectidthis report, but are not small businesses.

10. Specify agencies to which you are submitting thiseport and percentages of dollars
attributable to each*: The % entered here represents the % of subcomgeetiributable to
each Federal Government agemMd@TE: The organization’s subcontracting dollars are
allocated amongst all products that are manufagdtangl distributed under the approved
subcontracting commercial plan. When a produsieovice is purchased, the subcontracting
dollars that were allocated to that product are trawsferred/credited to the buyer(s) (i.e., %
attributable to each agency).
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Filing a Summary Subcontract Report (SSR)
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Quick Reference #10: Understanding the SSR Data Hits for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awads (Continued)

Specify agencies to which you are submitting thiseport and percentages of dollars
attributable to each*: (Continued)

How to select Agency & % attributable:

For an example on how to calculate the percentage/ ) attributable read the
example below using the formula on page 13 of thgaiide.

Example: Bersey spent $400,000 in subcontracting to prod@¢@00 Ibs of chocolate
bars during the fiscal reporting period. GSA pusdth400 Ibs of chocolate bars during
the fiscal reporting period. Therefore, GSA'’s bessreflects 4% (10,000lbs / 400Ibs) of
the subcontracting costs reflected in the smallrass and socioeconomic categories.
Therefore, GSA’s percentage attributable is 4%otAar example: Best Airline has a
companywide approved “Commercial SubcontractingyPl&hey spent
$1,000,000.00 in subcontracting and they have @Dg&ats available for sale in the
Northeast market. DoD passengers during the fisgairting period were responsible for
using 50,000 of those seats. Other nongovernmeatdengers during this reporting
period occupied 550,000 seats. Therefore, the $eiais sold were 600,000. DoD’s
percentage attributable to the subcontracting doita8.3% (600,000/50,000).

To enter the “Percentage Attributable:

o0 Click on the drop-down menu and select the Fed&apakrnment agency you would like
to attribute a percentage of your subcontracting.

o Enter the “% attributable to each agency”. (Théad@mounts will be calculated
automatically for each agency and entered in tipecgpiate field above)

0 You may not enter 100% attributable in total oafty particular government agency.
(i.e. GSA75% + NASA 15% + DoD 10%)

0 To enter a “% attributable” for more than one agemtick “Add Item.”
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Quick Reference for Federal Government Prime Contrator’s

Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awags (Continued)

Specify agencies to which you are submitting thiseport and percentages of dollars
attributable to each*: (Continued)

11. Remarks:If the contractor entered zero (0) in the smallithess section of this report or
failed to meet the dollar or percentage goals énGbmmercial Subcontracting Plan, use this
section to explain the reason for any shortfalld your future plan of action. The contractor
may also enter explanations and/or comments yoik thill be helpful to the government
official who reviews this report. The following & example odninappropriate remark:

(0]

“Good faith estimates”— the information in this cepmust be actual dollars

NOTE: If the contractor enters zero (0%) or 100% in that¥ftbutable to the agency,

it must provide an explanation in the “Remarks”)(1The contractor is being allowed
to file the Summary Subcontracting Report plan ty@pemmercial” because it provided
an organization-wide subcontracting plan for pragamnd/or services that will be used
to manufacture and /or distribute services or itémas it sells in the commercial

market. Therefore, if the Fedef@bvernment has purchased an item that the contracto
sells commercially, under no circumstances shdwd4 attributable to the government
be zero (0) unless no items were purchased, naitgitde 100% unless all of the
contractor’s business that fiscal year was withgtveernment. This would cast doubt
on whether the government should have even pedvtmommercial plan for this
contractor.

This section left blank intentionally
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #10: Understanding the SSR Data Has for a “Commercial Plan”
(Continued)

3rd Screen: Cumulative Fiscal Year Subcontract Awads (Continued)

12. Contractor’s Official Who Administer Subcontracting Program: This isthe name and
contact information (telephone number and emaitesk) for the individual who administers
your Small Business Subcontracting Program.

13. Certification: This is a testament that the data being submitteithe report is accurate and
that the dollars and percentages reported do ohtda lower tier subcontracts. [For more
information on the special legislation for ANC andian Tribes visit
http://www.regulations.gov/search/Regs/home.htmitteentDetail?R=0900006480277f33
(See FAC 2005-19).] IiNo” is selected, the report will BRejected”.

14. Chief Executive Officer (CEQ):This isthe full name and title of the CEO for the company
submitting this reportNo delegation of authority is accepted

15. CEO Approval: This is a self-certification that the individualthe CEO field of this
report will sign a paper print-out of this reponidethat the report will be kept on file.

16. Please enter the email address of the governmi@mployee(s) and/or other person(s)
to be notified that you have submitted this report:By listing an email address, a
notification will be sent to listed parties advigithem that a subcontracting report has been
submitted in eSRS for the government’s review. Faderal Government agency will not be
notified via email unless you enter a notificatemail address. However, the agency will
see the report when they log into eSRS.

o The awarding agency may have given you an emaikaddor which to submit this
report. If so, enter that email address here.

o Ifthe Federal Government agency that awarded yemntract has not provided this
information, contact them immediately.

Quick Reference #11: How do | correct a report thatvas previously submitted?

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

o If the report is'Pending”, then the report will beRejected”
o If the report has beétccepted”, then the report will bEReopened”

The report will then be sent back to your eSRS aet;s0 that the necessary changes can be
made.
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

Quick Reference #12: Who to Contact When in Need &{ssistance

Non-technical Questions:
Non-technical Questions are policy, processes anckgures 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 Any questions pertaining to subcontracting and satracting reporting
0 Any questions pertaining to the data in a subcatitrg report you submitted or have the
responsibility to review
0 Any question related to the contract or subconitrggtlan
0 Any questions related to data within eSRS or eS§8 tesponsibilities
0 eSRS agency contact information (i.e. Agency Caowidir or Point of Contact) for
FOIA request and assistance on items with whichigblenical help desk cannot assist
you
Using the FSD website atww.fsd.goy you can submit a non-technical help desk issue by
selecting'Submit a Question” tab and sele¢Policy” . When you submit the webform, the
SBA Procurement Analyst assigned to answer sulactiig questions will respond with an
answer.
If you call the FSD 800 number with a non-technipag¢stion, 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 subcomigaqtiestions and the eSRS Agency
Coordinator and Point of Contact for the agencyiich you report.
You may also contact the contracting officer (CO)he Federal Government agency that
awarded the contract for questions, concernssaespertaining to subcontracting and
subcontracting reporting.
For training and subcontracting policy questiomsitact the SBA Commercial Marketing
Representative (CMR) for your area/state. You foagite your CMR’s contact information
at http://www.sba.gov/aboutsba/sbaprograms/gcbd/GC FPIORmI

Technical Questions:

- Technical Questions will be handled by FSD. You rsalgmit 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 oacdlbpeak to a representative. You may
also reach the FSD website by logging on to eSR&at.esrs.govClick the ‘For Help
Federal Service Desk’and you will be forwarded to the FSD website. Reatner, FSD will
not answer any non-technical or subcontracting/suaioacting 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 an SSR?)

0 Questions pertaining to user functionality (i.eld @ 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 whichigblenical help desk cannot assist
you

0 General information on the subcontracting repogiadpfiled (i.e., When is the SSR
due?)
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Quick Reference for Federal Government Prime Contrator’s
Filing a Summary Subcontract Report (SSR)
for a “Commercial Subcontracting Plan”

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

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:

0 Keep historical information on your help desk inggs

0 Check the status of your help desk ticket

Find information you need by searching several viayhe 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 callingimvitie 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 mcect

For all other concerns, contact Integrated AcqgoisiEnvironment at
integrated.acquisition@gsa.gov

Quick Reference #13: When is it Recommended for theovernment Agency to
“Accept” an SSR for Plan Type “Commercial™?

After reviewing the report, the government agerscyatisfied with the information provided,
your report will be “Accepted”.

If the government agency accepts a report, youradkive an email notification.

Quick Reference #14: When is it Recommended for ghGovernment Agency to
“Reject” an SSR for Plan Type “Commercial’?

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

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

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

Example of a rejection notification: % attributable to agency, 50% or aboveYour
summary report states that the sales attributab@®3A are 100%. This is unlikely to be
correct since generally you would not attribute %06f your dollars to one customer. What
Is your method of assessing the % attributableth egency?

Once the issues has been corrected by you, thergogat 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 to have deleted
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