Directions For Using The Excel SpreadsHa&tTo Compile
The Annual Minority Business Procurement Report Data

¢tKS D2@SNYy2NRa hF¥FFAOS 2F aAy2NARiGe ! FFIANBR oDha!
preparing Excel spreadshedor agencies to@mplete and submit. The spreadshsete color coded to

assist the using agencies in entering the needed data. Once the data is entered and saved, the agencies
are asked to email theompleted spreadshestas an attachment to GOMA.

Instructions for compléing the spreadsheet are listed below.

Please Readlhe spreadsheetare used to enter contract awards data. This datdifferent than actual
LJ- @ Y Sy (i GontRatt Awartls & ¢ 2 dzf Rntid@pStediafdint of the base period thfe contract
when itwas first awardecr renewed MBE Subcontract Awards ¢ 2dzf R 6S GKS LIJR YS
commitment when the contract was first awarded or renewédctual Paymenté  lthBl&nfirmed
payment amounts actually paid for services rendered or prodschd.

The preadsheet file contains two spreadsheets that are linked with formulaswiiatalculate contract
awards by (1) MBE Classification and (2) Procurement Catddu\spreadsheets are password
protected to prevent the accidental overwritirgf formulas neded to calculate the minority
participation totals and percentage$here are two spreadsheets that require department or agency
data input.

The first spreadsheet is activated when you selectthe S LJ2 NJi A y tAb a@t® Notfoml ofittie
page.

Thisspreadsheet is subdivided by (1) MBE Classification and (2) Procurement Calbgsgy.
subdivisions are listed below.

MBE Classificatiog Column Titles Procurement Categorg Row Titles

A African American A Architectural/Engineering

A Asian A Construction

A Hispanic A ConstructionRelated Services

A Native American A Maintenance

A Women A Services

A Disabled A Supplies & Equipment

A Non-Profit (Certified) A IT Services

A Sheltered Workhop (Certified) A IT Equipment
A Human, Cultural, Social & Educational

Services

A Corporate Credit Car@MBE Prime Only)
A Direct Voucher (MBE Prime Only)
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Procurement Report Dat

The yellow cells of this spreadsheet are the areas designed for data input. Theeléueontain
formulas and are writgrotected. In addition, the worksheet is alagite-protected to avoid
unauthorized alterations.

The top input areaisentitled ¢ 2 G £ { dzo O2y i NI Ol ! @hdNRReéuredent a . 9 / f
/I G S 3 AMNsSvheteéyou will enter thdBEsubcontract awardslata. Enter the subcontract

awards data in the yellow cells as appropridter exampleif you have African American awards data
F2NJ a/ 2y aid NHzO ivéull ¢nder theBthlBollaD\@lacof ak Adridan American construction
subcontractsawarded during the fiscal year. You would, then, enterttital number of all Afrcan

American construction subcontracts awarded during the fiscal yearwéald do the same for each

MBE classification and procurement category as appropriate.

African American Asian Hispanic Native American
Procurement Category % of # of % of # of

| Dollars Total Dollars
Total Dollars Contracts Total Dollars Contracts Tot Contracts Contracts

Architectural/
Engineering
Construction
IConstruction Related

Services
Maintenance

IServices

ISuppIies & Equipment
IIT Services

IIT Supplies & Equipment

Human, Cultural, Social &
Educational Services

Totals $0 0 $0 0 $0 0 $0 0

Thenextinput areaisentiteds ¢ 2 G I £ t NA Y S / BF GlaskifioaliorahdsProblireinend &  a
/G S 3 INSsSveetecyou will enter the prime contrasvards data. Enter the MBE prime contract
awards data in the yellow cells as appropridter example, if you have African American awards data
T2 N &/ 2yysenicedlzgdi wodld enter thetal dollar valueof all African American construction
prime contractsawarded during the fiscal year. You would, then, etitertotal number of all African
American construction prime contracts awardeédring the fiscalear. You would do the same for each
MBE classification and procuremegdtegory as appropriate.

African American Asian Hispanic Native American Women Disabled Non-Profit (Certified) Sheltered Workshops (Certified) Total
Proaener ey Total Dollars CD:(S&’CKS Total Dollars Co:trofjlms Total Dollars Co:l?a’cls Total Dollars CG:UOADIS Total Dollars Co:l?;cls Total Dollars Cm?:;ms Total Dollars Co:lf;cls Total Dollars Cnr‘ww‘no;cls Total Dollars Ca;tru;cls
JArchitecturall
IEngmeermg $0 U |
Construction $0 ol
Construction Related I
Services $0 [J
IM‘amIenance 0 [)I
ISevwces $0 DI
ISupphes&Equwpmenl $0 OI
IT Services $0 OI
IT Supplies & Equipment $0 DI
Human, Cultural, Social & I
Educational Services % 0
Corporate Credit Card $0 OI
Direct Voucher $0 OI
Tote $0 0| $0 ( $0 () $0 0 $0 () $0 0 $0 () $0 0 $0 OI
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When you have entered all of the information by MBE classification and procuresatgory as
appropriate, the blue cells will callate your total dollar awardand total contracts awarded. This
information will be calculated by MBE Classificatiothe bottom blue cells and calculated by
Procurement Category in the blwells to the far right. The picture above illustrates theebdalculated
fields previouslydiscussed.

This year, a new table has been added, entitted; 2 G f a. 9 t NAYS FyR {dzoO2y
/| tFaaAFTFAOIGAZ2Y A |y Rhig thhle GoazNibt Ye§ufaiany input, Sl AlNaAitHe Zedbst

are in blueto indicate that it calculates the total MBE prime & subcontract awards entered in the

previous tables. A picture of the new table is shown below.

Total MBE Prime and Subcontract Awards by MBE Classifications and Procurement Categories

African American Asian Hispanic Native American Women Disabled Non-Profit (Certified) Sheltered Workshops (Certified) Total
Procurement Category #of #of #of #of #of #of #of #of #of
Total Dollars Contacts Total Dollars Contracts Total Dollars Contacts Total Dollars Contracts Total Dollars Contracts Total Dollars Contracts Total Dollars Contracts Total Dollars Contracts Total Dollars Contracts
fchiectual 0 9 0 b 0 q 0 q ) q 0 q ) q % d ) 0
Engineerint
IConslmclmn $0 0] $0 0f $0 0] $0 0f $0 0f $0 0} $0 0f $0 0} $0 0
Ii”s"“““’” Relted 0 9 0 b 0 q 0 q ) q 0 d ) q % d ) 0
Services
[Maintenance $0 0] $0 0f $0 0] $0 0f $0 0f $0 0f $0 0f $0 0} $0 0
Services 80 0) $0 0] 80 0) $0 0] $0 0) 90 0] $0 0) 0} 0] $0 0
Supplies & Equipment $0 0} $0 0] $0 0f $0 0] $0 0) %0 0] $0 0) 0] 0] $0 0)
IT Services 80 0) $0 0] 80 0] $0 0] $0 0) 90 0] $0 0) 0 0] $0 0)
IT Supplies & Equipment $0 0) $0 0] $0 0] $0 0] $0 0) $0 0] $0 0) $0 0] $0 0)
funn, ullva, Scial & © q 0 b 0 q 0 q ) q 0 q ) d % d ) 0
[lEducational Services
Corporate Credit Card $0 0} $0 0] $0 0f $0 0] $0 0) %0 0] $0 0) $0) 0] $0 0)
Direct Voucher 80 0) $0 0] 80 0] $0 0] $0 0) %0 0] $0 0) $0) 0f $ 0
Total $0 0| $0 0] $0 0] $0 0] $0 0) $0 0] $0 0) $0 0] $0 0)
% of Contract Awards 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Total Contract Awards 80
from Form 1
—

After you have entered all of your data in the appropriate yellow cells, maletisat you enter the
required information in the cells located above and below dag¢a cells. Please enter the following
information in the appropriate locations:

Reporting Department/Agenay The name of your agency

Fiscal Year The reporting fiscal ya

Authorized byg The name and title of the department/agency head
Datec The authorization date

Prepared by The name and title of the person who prepared the report
Date¢ The date that the report was prepared by the preparer
Telephoneg The telephonenumber of the preparer

Email addresg The email address of the preparer

> > > > > D> D> D>

Please make sure you save the file after you have entered the data on thepfiestdsheet.

The second spreadsheet is activated when you selecfitheS LJ2 NIi A y tAb a@ie Ndfomlofvhe
page. A picture of the spreadsheet is below.
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Total Contract Awards by Procuremen! t Categories
Procurement Total # All | Total All Prime Total # of Total Dollar Total # MBE Total MBE Total # MBE Total MBE Total # of Total $ of MBE | Total MBE
Category Prime Contracts Dollar Prime Value of Prime Prime Prime Contract | Subcontracts Subcontract MBE Contracts Participation
Contracts Yalue Awarded Contract Contract Contracts Dollar Yalue Awarded Dollar Yalue Contracts Awarded- Prime | Percentage
[Including |(Including MBE) Waivers Waivers Awarded Awarded Awarded Awarded- & Sub
1] 30 1] 30 1] 30 0.002
0 30 1] $0 [1] 30 0.00%
1] 30 1] $0 1] 30 0022
0 30 [1] $0 0 30 0022
0 30 1] $0 [1] 30 002
0 30 1] $0 [1] 30 002
1] 30 [1] $0 [1] 30 002
uuuuuu d $0 0 $0 d $0 0.00%
Human, Cultural,
Social &
Educational a 30 1] $0 1] 30 0.00%
Corporate Credit
Card 0 30 0 $0 1) $0 0.002]
Direct Youcher a 30 [1] 30 0.002
Totals a 30 0 30 [1] 30 [1] $0 0 30 0,002
Authorized by: Prepared by:
Name and Title Mame and Title
Date: Date:
Telephone:
Email Address:

The yellow cells of this spreadsheet are the areas designed for data input. Theeldueontain
formulas and are writgrotected.

You must enter data in the appropriate yellow data cellstbis spreadsheefor the MBE patrticipation
percentages to calculateData entry, byProcurement Category, must be entered in the yellow cell
columns identified below.

A Total # All Contracts (Including MBEEnter thetotal number of all prime contracts awarded by
your department/agency for the fiscal year. Bare to include theotal number of all MBE prime
contract awards for thdiscal year, if appropriate.

A Total All Prime Contracts Dollar Value Awarded (Including MBEjter thetotal dollar value of
all prime contracts awarded by your department/agency for the fiscal year. Be sure to include
the total dollar valueof all MBE prime contract awards for the fiscal year.

A Total # of Prime Contract WaiversEnter thetotal number of all primecontracts tha received
MBE Participation Goal Waivers by your department/agency for the fiscal year. Be sure to include
the total number of allMBE prime contracts that received MBE Patrticipation Goal Waivers for
the fiscal year, if appropriate.

A Total Dollar Value oPrime Contract Waiverg Enter thetotal dollar value of all prime contracts
that received MBE Participation Goal Waivieysyour department/agency for the fiscal year. Be
sure to include theotal dollar valueof all MBE prime contracts that received MB&ticipation
Goal Waivers for the fiscal year, if appropriate.

The illustration below shows a picture of the yellow input cells where the distaussed above is
entered.Please remembethat the MBE patrticipation percentagesll not calculateif the agpropriate
information is not entered in thgellow cells as illustrated below.
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After you have entered all of your data in the appropriate yellow cells, maketisatgou enter the
required information in the cells located below the data cdfleaseenter the following information in
the appropriate locations:

Authorized byg The name and title of the department/agency head
Datec The authorization date

Prepared by The name and title of the person who prepared the report
Date¢ The date that the rport was prepared by the preparer
Telephoneg The telephone number of the preparer

Email addresg The email address of the preparer

> > > > > >

Please make sure you save the file after you have entered the data on the sgueadsheet.

Additionally, please remends to save a copy of the spreadsheet file for your recolfdsorrections are
required, you can simply make those corrections and resuimit corrected input to GOMA. Please
indicate that you are resubmitting acorrected spreadsheet when you transmduy file.

Avoid Double Counting

MBE Subcontractor participation that is awarded as a part of a contract awartted MBE Prime
cannot be counted twicelf the procurement agency reports thall value of a MBE prime contract in
the MBE Prime category,éannot alsoreporti KS a. 9 LINAYSQa &adz O2y i NJ
subcontract categories:or example, if you have an African American prime contractor, you would
report the total value of the prime contract only. You would not report the value eMIBE
subcontracts awarded by the MBE prime contractor. To do so would residiible-counting the value
of MBE subcontracts.

| O
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