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FY 2017 Quarterly SBR Report Instructions

GENERAL GUIDELINES AND FY 2017 CHANGES:
1) As was the case for 2016, the 2017 SBR quarterly report will NOT reflect cumulative FY activity. The data entered on the GOMA template will reflect SBR activity for the current reporting period only. Supporting documentation for the current reporting period must still be submitted with each report.

2) The 2017 quarterly report will continue to require a breakout of set aside vs other SBR payments.  As a best practice, you are advised to keep track of your organization’s set-aside procurements so that you have an easier time of making this distinction each quarter for reporting purposes.  

3) [bookmark: _GoBack]NEW:  One additional tab has been added to the template to capture all CONTRACT AWARDS that resulted from a procurement that was set aside for small businesses only during the reporting period.  All set-aside awards must be listed on this tab, including Category I, II and III small procurements, even if the contract was paid for via credit card.  This tab captures awards only.  Do not include any items on this tab that represent contract payments associated with a previously awarded contract.  Awards may only be counted as set aside if the only businesses solicited for bids/proposals/quotes were small businesses as defined by the Program.  The FY 2017 Annual Report template will require that this data be included for the entire fiscal year 

4) On the new tab referenced above, in the far right column, you need to indicate whether each registered small business has or has not been awarded a contract by your organization within the past 5 years (see FY 2017 SBR strategic Plan).  This indicator will be used to quantify the number of new small businesses your organization is able to bring into the State’s contracting arena via the SBR Program during FY 2017.

5) Given that the quarterly and annual SBR reports remain essentially identical (only difference is #3 and #4 above), please refer to the FY 2016 SBR Annual Report instructions posted on the GOMA website for detailed guidance on how to complete the FY 2017 SBR quarterly report.

The report should be transmitted via email to the GOMA reports mailbox, reports.goma@maryland.gov.  The quarterly reports are due on the following dates (dates falling on weekends roll over to the following Monday):

Q1:  October 31, 2016
Q2:  January 31, 2017
Q3:  April 30, 2017
Q4:  July 31, 2017
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