Directions For Using The Excel Spreadsheet To Compi le
The Annual Minority Business Procurement Report Dat a

The Governor’s Office of Minority Affairs (GOMA) co ntinues to simplify the report-
ing process by preparing an Excel spreadsheet for a gencies to complete and submit.
The spreadsheet is color coded to assist the using agencies in entering the needed
data. Once the data is entered and saved, the agen cies are asked to either email the
completed spreadsheet as an attachment or send a co py of the completed spread-
sheet using a CD or 3.5-inch floppy disc to GOMA.

Instructions for completing the spreadsheet are lis ted below.

Please Read: This spreadsheet is used to enter contract awards data. This data is
different than actual payments data. “ Contract Awards " would be the contrac-
tor's commitment when the contract was first awarde d. “Actual Payments " are
the confirmed payment amounts actually paid for ser  vices rendered or products
sold.

The spreadsheet file contains two spreadsheets that are linked with formulas that
will calculate contract awards by (1) MBE Classific  ation and (2) Procurement Cate-
gory. The spreadsheets are password protected to p revent the accidental overwrit-
ing of formulas needed to calculate the minority pa rticipation totals and percent-
ages. There are two spreadsheets that require depa rtment or agency data input.

The first spreadsheet is activated when you select the “Reporting Form #2” tab at
the bottom of the page. A picture of the actual sp readsheet is provided below.

Reporting Form £2

..........

Fame end Tt
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This spreadsheet is subdivided by (1) MBE Classific ation and (2) Procurement Cate-
gory. These subdivisions are listed below.

MBE Classification — Column Titles Procurement Category — Row Titles
African American Architectural/Engineering
Asian Construction
Hispanic Construction-Related Services
Native American Maintenance
Women Services
Disabled Supplies & Equipment
Non-Profit (Certified) IT Services
Sheltered Workshop (Certified) IT Equipment

Human, Cultural, Social & Educa-
tional Services

Corporate Credit Card

Direct Voucher (MBE Prime Only)

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  “Total Subcontract Awards by MBE Classifications

and Procurement Categories.” This is where you will enter the subcontract awar ds
data. Enter the subcontract awards data in the yel low cells as appropriate. For ex-
ample, if you have African American awards data for  “Construction” services, you
would enter the total dollar value of all African American construction subcon-
tracts awarded during the fiscal year. You would, then, enter the total number of
all African American construction subcontracts awar ded during the fiscal year. You
would do the same for each MBE classification and p rocurement category as appro-
priate.

Procurement African American Asian Hispanic Mative American
Category

Total Dollars # of Contracts Total Dollars It of Contracts Total Dollars it of Contracts Total Dollars it of Contracts

Architectural?

Engineering
Construction

Construction Related
Services

Maintenance

Services

Supplies &
IT Services

IT Supplies &
Equipment

Human, Cultural,
Social & Educational
Services

Corporate Credit Card

Totals 10 0 10 0 $0 1] $0 1]
—
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The bottom input area is entitled  “Total Prime Contract Awards by MBE Classifica-
tions and Procurement Categories.” This is where you will enter the prime contract
awards data. Enter the MBE prime contract awards d  ata in the yellow cells as ap-
propriate. For example, if you have African Americ  an awards data for “Construc-
tion” services, you would enter the total dollar value of all African American con-
struction prime contracts  awarded during the fiscal year. You would, then, enter
the total number  of all African American construction prime contrac  ts awarded
during the fiscal year. You would do the same for each MBE classification and pro-
curement category as appropriate.

When you have entered all of the information by MBE  classification and procure-
ment category as appropriate, the blue cells will ¢ alculate your total dollar awards
and total contracts awarded. This information will be calculated by MBE Classifi-
cation in the bottom blue cells and calculated by P rocurement Category in the blue
cells to the far right. The picture above illustra tes the blue calculated fields previ-
ously discussed.

After you have entered all of your data in the appr  opriate yellow cells, make sure
that you enter the required information in the cell s located above and below the
data cells. Please enter the following information in the appropriate locations:

Reporting Department/Agency — The name of your agen cy

Fiscal Year — The reporting fiscal year

Authorized by — The name and title of the departmen t/agency head
Date — 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
Telephone — The telephone number of the preparer

Email address — The email address of the preparer
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Please make sure you save the file after you have e ntered the data on the first
spreadsheet.

The second spreadsheet is activated when you select the “Reporting Form #1” tab at
the bottom of the page. A picture of the spreadshe et is below.

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 spread-
sheet for the MBE participation percentages to calc ulate. Data entry, by
Procurement Category, must be entered in the yellow cell columns identified below.

Total # All Contracts (Including MBE) — Enter the total number  of all
prime contracts awarded by your department/agency f or the fiscal year. Be
sure to include the total number  of all MBE prime contract awards for the
fiscal year, if appropriate.

Total All Prime Contracts Dollar Value Awarded (Inc luding MBE) -
Enter the total dollar value of all prime contracts awarded by your depart-
ment/agency for the fiscal year. Be sure to includ e the total dollar value of
all MBE prime contract awards for the fiscal year.

Total # of Prime Contract Waivers — Enter the total number  of all prime
contracts that received MBE Participation Goal Waiv  ers by your depart-
ment/agency for the fiscal year. Be sure to includ e the total number  of all
MBE prime contracts that received MBE Participation Goal Waivers for the
fiscal year, if appropriate.
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Total Dollar Value of Prime Contract Waivers — Enter the total dollar
value of all prime contracts that received MBE Participa  tion 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 Parti  cipation
Goal Waivers for the fiscal year, if appropriate.

The illustration below shows a picture of the yello  w input cells where the data
discussed above is entered. Please remember that the MBE participation per-
centages will not calculate if the appropriate information is not enteredint  he
yellow cells as illustrated below.

After you have entered all of your data in the appr  opriate yellow cells, make sure
that you enter the required information in the cell s located below the data cells.
Please enter the following information in the appro  priate locations:

Authorized by — The name and title of the departmen t/agency head
Date — 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
Telephone — The telephone number of the preparer

Email address — The email address of the preparer

Please make sure you save the file after you have e ntered the data on the second
spreadsheet.
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Additionally, please remember to save a copy of the spreadsheet file for your re-
cords. If corrections are required, you can simply make those corrections and re-
submit your corrected input to GOMA. Please indica te 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 an MBE Prime cannot be counted twice. If the pr ocurement agency reports the
full value of an MBE prime contract in the MBE Prim e category, it cannot also re-
port the MBE prime’s subcontract participationint  he MBE subcontract categories.
For example, if you have an African American prime  contractor, you would report
the total value of the prime contract only. You wo uld not report the value of the
MBE subcontracts awarded by the MBE prime contracto r. To do so would result in
double-counting the value of MBE subcontracts.

Technical Support Availability

Again, GOMA has contracted with a consultant to pro  vide limited, on-site technical
support for those who need assistance entering data into the spreadsheet. Please
note that the consultant is not in a position gathe r data or compile data. The con-
sultant will, however, be able to provide assistanc e to those who may not be familiar
with Excel or may not know how to use the spreadshe et to enter data. This assis-
tance is on a “first come, first serve” basis. The refore, if you think you need help,
please contact the GOMA Help Desk at (410) 767-8232 . Help will be available on
this telephone line until further notice.

Data Submission Requirements

All spreadsheets must be completed and submitted to GOMA on the specified re-

porting date. Do not submit an altered or agency developed spread sheet.
These spreadsheets cannot be used to compile the St ate-wide report.
Therefore, your altered submission will be returned to the submitting
agency and you will be considered in non-compliance with the MBE re-

porting requirements.

Your GOMA developed spreadsheets may be emailed to GOMA as an email attach-
ment. Please email your spreadsheet submission to:
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JPetty@OMA.State.MD.US

You can, also, mail your spreadsheet to GOMA using a CD or 3.5-inch floppy disc.
Mail your response to:

John Petty
Governor’s Office of Minority Affairs

6 Saint Paul Street, Suite 1502
Baltimore, MD 21202
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