Guidelines and Procedures for Verification of 
Contract and Financial Award Transactions and Services
Minority Business Development Agency

These guidelines will set fourth specific requirements for MBDA Staff and all funded projects as required to meet Agency Goals and Performance measures. The procedures as stated below should be used to support verification tracking of contract and financial services to minority clients as reported by funded projects. Also, MBDA staff should follow these guidelines to report successful transactions for clients that participate in Agency/ NEC sponsored events, conferences or receive transaction awards resulting from on-line Internet tools such as the Phoenix-Opportunity Bid Matching system.
The concept of brokering or match making an MBE with a viable opportunity that leads to an award is a reportable service for both MBDA staff and funded organizations. However, verification must be obtained for acceptance and reporting.

In order to clarify the requirements for funded projects and staff to claim and report these services, the following verification guidelines and procedures are provided:
1. MBDC and NABDC Projects
· All Centers are required to complete an in-take form for a client who is accepted for a service. This will result in a establishing a client file that contains all documentation. For clients that receive a contract or financing, an approval notice from the source of the award is required to be in the file to claim the award. Likewise, the client should also provide notification of the secured transaction that will be included in the file.

· An exception would be a brokering match. If a center sponsors an event that matches an MBE who is not an M&TA client with an opportunity and this eventually leads to an award, the center can claim this award. In this case, the MBE must provide notification to the center that a transaction was secured. This documentation must be on file at the center for verification by the regional office or other government representative.
· If a center is notified regarding a Phoenix Opportunity match in their area, the center should follow-up on this lead by contacting the MBE to offer assistance with the bid. If the client declines, the center can still follow-up with the MBE after the award closing to track a possible award. If the firm provides written notification of a secured transaction, the award can be reported with this documentation. 
·   Verification by MBDA project managers -
         It is required that the project managers use the MBDC/NABDC

         Performance system to identify that the transaction has been verified,

         disallowed or not required for verification.

         All transactions over $200,000 and 10% of those under $200,000 must  

         be verified. All reported transactions should be checked as either verified, 

         not required for verification or disallowed. These transactions will then
         be accepted for approval by OPPE.
2. MBOCs and Special Projects –

· MBOCs are not programmatically required to maintain a file of “clients.” MBOCs identify MBEs that are recognized as beneficiaries of the services by the MBOC and its committee members. 
· Services include facilitation, brokering, matchmaking and dissemination of procurement opportunities and financial assistance.  One-on-one management and technical assistance is not required. Follow-up and tracking of opportunities entered into Phoenix-Opportunity can be claimed and reported if an award occurs. 
· All approved financing or contract transactions that are reported must have supporting documentation before the action is entered into the MBOC Performance System. This can include one or both of the following:  

      - An approval package or letter from the lending or contracting 
        organization, or, 
- A confirmation notice or letter from the MBE. 
· Special Projects follow the same requirements as above. Documentation must be on file before reporting. The program or project manager can require additional verification necessary to claim accomplishments.
·  Verification by MBDA project managers -

         It is required that all project managers use the MBOC Performance system

         to check-off that the transaction has been reviewed. 
         All transactions over $200,000 and 10% of those under $200,000 must  

         be verified. All reported transactions should be checked as either verified, 

         not required for verification or disallowed. These transactions will then

         be accepted for approval by OPPE.
3.      MBDA Staff  (Regions and Headquarters) –

MBDA staff will begin to track successful services to minority firms that participate in Agency/ NEC sponsored events, conferences or receive transaction awards resulting from on-line Internet tools such as the Phoenix-Opportunity Bid Matching system.

The concept of brokering or match making an MBE with a viable opportunity that leads to an award is a reportable service for both MBDA staff and funded organizations. However, verification is required for acceptance and reporting.

· MBDA staff, both headquarters and regional offices, will be tracking and reporting award transactions this fiscal year. Many will result from MBDA outreach at conferences, events or social activities that encourage corporations, federal agencies, state and local governments, strategic partners or sponsors to provide opportunities for MBEs.  These opportunities can be brokered for an eventual award.

      The staff can use the OMB approved tracking form to follow-up with  

      MBEs at a later date to identify if any awards occurred. A returned 
      signature copy of the tracking form and a phone call to the MBE 

      will qualify as sufficient verification. Maintain a copy of this document in
      your files for possible review.
      MBDA will soon have an automated staff performance reporting system
      that will allow electronic reporting each quarter.
· MBDA regional offices will be receiving Phoenix-Opportunity matches that occur within their regional geography. Those matches that occur in an area without an MBDC or MBOC should be followed up by MBDA staff. This will require an initial phone call to encourage the MBE to bid on the solicitation. Possible assistance can be referred to this firm if needed.

      As mentioned above, the approved tracking form should be sent at a

      post award date by email or fax to request a response from the MBE.

      A positive response should generate a phone call to confirm the

      transaction and will qualify as sufficient verification. Keep a copy in your 
      files for documentation and report it in the quarterly staff system.
Below is the MBDA tracking form that can be used by MBDA staff and funded projects for verification of activities for reporting and examples of documentation.
See Attachments Below:
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Minority Business Development Agency Program Services
Performance Tracking System
The Minority Business Development Agency (MBDA), U.S. Department of Commerce, sponsors several on-line Internet tools such as the Phoenix – Opportunity Bid Matching system (www.mbda.gov); National and Local events, conferences and training; and the Annual Minority Enterprise Development (MED) Week celebration to recognize minority firms for successful accomplishments during the year.

We have identified your organization as a recent participant in one or more of these services. We ask that you take a few minutes to complete the information below and support our efforts to continue to provide opportunity services for minority business enterprise. All Information will remain confidential.

Email response to: (insert region/center address)____ or Fax to:  (Region # or center #_________
1. Please certify that you are a minority-owned business firm:   yes___         no____

2. Did you bid on a Contract Opportunity through an MBDA sponsored on-line tool (Phoenix), 

    a special program activity or an Agency advocacy event? If yes continue:

    a. Did you receive a contract award?  Yes____     No____

    b. If yes, what was the Dollar Amount(s) of the award(s)? 

        _$_________Date:                         From whom:_______________________
        _$_________Date:                         From whom:_______________________
        _$_________Date:                         From whom:_______________________       

3. Did you receive any new financing(s) through MBDA sponsored services? 

    If yes, what was the Dollar Amount of financing?

          $_________Date:                         From whom:_______________________
          $_________Date:                         From whom:_______________________
        _$_________Date:                         From whom:_______________________       
4. Are you interested in attending our next sponsored event, registering to receive an opportunity match or  

    establishing a partnership?

    Comment:_______________________________________________________________

    _______________________________________________________________________

    ________________________________________________________________________

5. On a scale of 1-5, with 5 being the highest rating, please rate your experience with MBDA program 

    services:

    _______

6. Signed:_____________________________Firm Name:__________________________________
                                                                                                    OMB No. 0640-0002 Expires   December 31, 2005
Examples of Required Documentation      
	Program
	Dollar Value of Completed Financial Transactions
	Performance

Requirement
	Performance

Requirement
	Dollar Value of Gross Receipts
	Performance

Requirement
	Performance

Requirement

	
	
	MBDC & NABDC
	MBDA
	
	MBDC & NABDC
	MBDA

	MBDC 
NABDC 

	Represents – the total value of approved:
· Loans
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· Equity
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· Bonds


· Other binding financial agreements

Secured by clients of the project with the assistance of the BDC staff.
	Documentation

Loan award letter from lender

Letter from client

Bonding award letter from insurer

Award letter from financial entity


	Verification

Review documentation & contact provider

Review of documentation

Review documentation & contact provider

Review documentation & contact provider


	Represents – the total dollar value of the successfully awarded

contracts and/or

total principal value of  executed:

· Sales/Delivery Contracts of 
· Services

· Products

· Intellectual rights

· Increase in Sales and/or 


· Completed Mergers & Acquisitions 


· Other binding financial considerations

Secured by clients of the project, with the assistance of project staff.
	Documentation

Contract award letter from MBE’s client

Letter from client via evaluation

Letter from client

Letter from client


	Verification

Review of documentation

Review documentation 

Review documentation

Review documentation
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