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Directions For Using The Excel Spreadsheet File To Compile 
The Annual Minority Business Procurement Report Data 

 
 
¢ƘŜ DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ ƻŦ aƛƴƻǊƛǘȅ !ŦŦŀƛǊǎ όDha!ύ ŎƻƴǘƛƴǳŜǎ ǘƻ ǎƛƳǇƭƛŦȅ ǘƘŜ ǊŜǇƻǊǘƛƴƎ ǇǊƻŎŜǎǎ ōȅ 
preparing Excel spreadsheets for agencies to complete and submit. The spreadsheets are 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 the completed spreadsheets as an attachment to GOMA. 
 
Instructions for completing the spreadsheets are listed below. 
 

Please Read: The spreadsheets are used to enter contract awards data. This data is different than actual 
ǇŀȅƳŜƴǘǎ ŘŀǘŀΦ άContract Awardsέ ǿƻǳƭŘ ōŜ ǘƘŜ anticipated amount of the base period of the contract 
when it was first awarded or renewed. άMBE Subcontract Awardsέ ǿƻǳƭŘ ōŜ ǘƘŜ ǇǊƛƳŜ ŎƻƴǘǊŀŎǘƻǊΩǎ 
commitment when the contract was first awarded or renewed. άActual Paymentsέ ŀǊŜ the confirmed 
payment amounts actually paid for services rendered or products sold. 

 
The spreadsheet file contains two spreadsheets that are linked with formulas that will calculate contract 
awards by (1) MBE Classification and (2) Procurement Category. The spreadsheets are password 
protected to prevent the accidental overwriting of formulas needed to calculate the minority 
participation totals and percentages. There are two spreadsheets that require department or agency 
data input. 
 
The first spreadsheet is activated when you select the άwŜǇƻǊǘƛƴƎ CƻǊƳ Інέ tab at the bottom of the 
page.  
 
This spreadsheet is subdivided by (1) MBE Classification and (2) Procurement Category. These 
subdivisions are listed below. 
 
MBE Classification ς Column Titles 
Á African American 
Á Asian 
Á Hispanic 
Á Native American 
Á Women 
Á Disabled 
Á Non-Profit (Certified) 
Á Sheltered Workshop (Certified) 

Procurement Category ς Row Titles 
Á Architectural/Engineering 
Á Construction 
Á Construction-Related Services 
Á Maintenance 
Á Services 
Á Supplies & Equipment 
Á IT Services 
Á IT Equipment 
Á Human, Cultural, Social & Educational 

Services 
Á Corporate Credit Card (MBE Prime Only) 
Á Direct Voucher (MBE Prime Only) 
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The yellow cells of this spreadsheet are the areas designed for data input. The blue cells contain 
formulas and are write-protected. In addition, the worksheet is also write-protected to avoid 
unauthorized alterations. 
 
The top input area is entitled ά¢ƻǘŀƭ {ǳōŎƻƴǘǊŀŎǘ !ǿŀǊŘǎ ōȅ a.9 /ƭŀǎǎƛŦƛŎŀǘƛƻƴǎ and Procurement 
/ŀǘŜƎƻǊƛŜǎΦέ This is where you will enter the MBE subcontract awards data. Enter the subcontract 
awards data in the yellow cells as appropriate. For example, if you have African American awards data 
ŦƻǊ ά/ƻƴǎǘǊǳŎǘƛƻƴέ ǎŜǊǾƛŎŜǎΣ ȅƻǳ would enter the total dollar value of all African American construction 
subcontracts awarded during the fiscal year. You would, then, enter the total number of all African 
American construction subcontracts awarded during the fiscal year. You would do the same for each 
MBE classification and procurement category as appropriate. 
 

Total Dollars
# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts

Architectural/                

Engineering

Construction

Construction Related 

Services

Maintenance

Services

Supplies & Equipment

IT Services

IT Supplies & Equipment

Human, Cultural, Social & 

Educational Services

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

Hispanic Native American

Procurement Category

African American Asian

 
 
The next input area is entitled ά¢ƻǘŀƭ tǊƛƳŜ /ƻƴǘǊŀŎǘ !ǿŀǊŘǎ ōȅ aBE Classifications and Procurement 
/ŀǘŜƎƻǊƛŜǎΦέ This is where you will enter the prime contract awards data. Enter the MBE prime contract 
awards data in the yellow cells as appropriate. For example, if you have African American awards data 
ŦƻǊ ά/ƻƴǎǘǊǳŎǘƛƻƴέ services, you would enter the total dollar value of all African American construction 
prime contracts awarded during the fiscal year. You would, then, enter the total number of all African 
American construction prime contracts awarded during the fiscal year. You would do the same for each 
MBE classification and procurement category as appropriate. 
 

Total Dollars
# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts

Architectural/                

Engineering $0 0

Construction $0 0

Construction Related 

Services $0 0

Maintenance $0 0

Services $0 0

Supplies & Equipment $0 0

IT Services $0 0

IT Supplies & Equipment $0 0

Human, Cultural, Social & 

Educational Services $0 0

Corporate Credit Card $0 0

Direct Voucher            $0 0

Total $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

TotalSheltered Workshops (Certified)

Procurement Category

African American Asian Hispanic Native American Women Disabled Non-Profit (Certified)
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When you have entered all of the information by MBE classification and procurement category as 
appropriate, the blue cells will calculate your total dollar awards and total contracts awarded. This 
information will be calculated by MBE Classification in the bottom blue cells and calculated by 
Procurement Category in the blue cells to the far right. The picture above illustrates the blue calculated 
fields previously discussed. 
 
This year, a new table has been added, entitled, ά¢ƻǘŀƭ a.9 tǊƛƳŜ ŀƴŘ {ǳōŎƻƴǘǊŀŎǘ !ǿŀǊŘǎ ōȅ a.9 
/ƭŀǎǎƛŦƛŎŀǘƛƻƴǎ ŀƴŘ tǊƻŎǳǊŜƳŜƴǘ /ŀǘŜƎƻǊƛŜǎΦέ This table does not require any input, and all of the cells 
are in blue to 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 Dollars
# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts
Total Dollars

# of 

Contracts

Architectural/                

Engineering
$0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Construction $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Construction Related 

Services
$0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Maintenance $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Services $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Supplies & Equipment $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

IT Services $0 0 $0 0 $0 0 $0 0 $0 0 $0 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

Human, Cultural, Social & 

Educational Services
$0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Corporate Credit Card $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0

Direct Voucher            $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 0 $0 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 $0

  from Form 1

Non-Profit (Certified) Sheltered Workshops (Certified)

Procurement Category

African American Asian Hispanic Native American Women Disabled Total

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

 
After you have entered all of your data in the appropriate yellow cells, make sure that you enter the 
required information in the cells located above and below the data cells. Please enter the following 
information in the appropriate locations: 
 
Á Reporting Department/Agency ς The name of your agency 

Á Fiscal Year ς The reporting fiscal year 

Á Authorized by ς The name and title of the department/agency head 

Á Date ς The authorization date 

Á Prepared by ς The name and title of the person who prepared the report 

Á Date ς The date that the report was prepared by the preparer 

Á Telephone ς The telephone number of the preparer 

Á Email address ς The email address of the preparer 

 
Please make sure you save the file after you have entered the data on the first spreadsheet. 
 
The second spreadsheet is activated when you select the άwŜǇƻǊǘƛƴƎ CƻǊƳ Імέ tab at the bottom of the 
page. A picture of the spreadsheet is below. 
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The yellow cells of this spreadsheet are the areas designed for data input. The blue cells contain 
formulas and are write-protected. 
 
You must enter data in the appropriate yellow data cells of this spreadsheet for the MBE participation 
percentages to calculate. Data entry, by Procurement Category, must be entered in the yellow cell 
columns identified below. 
 
Á Total # All Contracts (Including MBE) ς Enter the total number of all prime contracts awarded by 

your department/agency for the fiscal year. Be sure to include the total number of all MBE prime 
contract awards for the fiscal year, if appropriate. 

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

Á Total # of Prime Contract Waivers ς Enter the total number of all prime contracts that received 
MBE Participation Goal Waivers by your department/agency for the fiscal year. Be sure to include 
the total number of all MBE prime contracts that received MBE Participation Goal Waivers for 
the fiscal year, if appropriate. 

Á Total Dollar Value of Prime Contract Waivers ς Enter the total dollar value of all prime contracts 
that received MBE Participation Goal Waivers by your department/agency for the fiscal year. Be 
sure to include the total dollar value of all MBE prime contracts that received MBE Participation 
Goal Waivers for the fiscal year, if appropriate. 

 
The illustration below shows a picture of the yellow input cells where the data discussed above is 
entered. Please remember that the MBE participation percentages will not calculate if the appropriate 
information is not entered in the yellow cells as illustrated below. 
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After you have entered all of your data in the appropriate yellow cells, make sure that you enter the 
required information in the cells located below the data cells. Please enter the following information in 
the appropriate locations: 
 
Á Authorized by ς The name and title of the department/agency head 

Á Date ς The authorization date 

Á Prepared by ς The name and title of the person who prepared the report 

Á Date ς The date that the report was prepared by the preparer 

Á Telephone ς The telephone number of the preparer 

Á Email address ς The email address of the preparer 
 
Please make sure you save the file after you have entered the data on the second spreadsheet. 
 
Additionally, please remember to save a copy of the spreadsheet file for your records. If corrections are 
required, you can simply make those corrections and resubmit your corrected input to GOMA. Please 
indicate that you are re-submitting a corrected spreadsheet when you transmit your file. 
 

Avoid Double Counting 

MBE Subcontractor participation that is awarded as a part of a contract awarded to a MBE Prime 
cannot be counted twice. If the procurement agency reports the full value of a MBE prime contract in 
the MBE Prime category, it cannot also report ǘƘŜ a.9 ǇǊƛƳŜΩǎ ǎǳōŎƻƴǘǊŀŎǘ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ a.9 
subcontract categories. For 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 of the MBE 
subcontracts awarded by the MBE prime contractor. To do so would result in double-counting the value 
of MBE subcontracts. 

 


