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Chapter 1 
 

General Overview of Forms Management 
 
1. What are the Objectives of the Forms Management Program? 
 

The objectives of the Forms Management Program are to: 
  
 a.  Reduce and simplify paperwork; 
  
 b.  Eliminate conflicting, unnecessary, and obsolete forms; 
  
 c.   Provide efficient and cost-effective reproduction, distribution, inventory,  and  

stocking of forms; 
  
 d.  Reduce the cost of operations; and  
 
 e. Ensure that forms are clear and easy to use.  
 
2. What Laws and Regulations Govern SBA's Forms Management Program? 
 

The following laws and regulations govern SBA's Forms Management Program: 
 
            a. Federal Records Act of 1950 (44 U.S.C.); 

 
b. Paperwork Reduction Act of 1995, 44 U.S.C. 35;    
 
c.  Privacy Act of 1974, 5 U.S.C. 552a. subsection (e) (3) (p.l. 93-579); and   
  

  d. Government Printing and Binding Regulations (Joint Committee on Printing, 
February, 1990).  

 
3. Who is Responsible for Administering the Forms Management Program? 

 
The Office of Administrative Services (OAS) has been delegated the authority for 
administering the Agency's Forms Management Program.  
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4. What are the Responsibilities of the Agency's Forms Manager? 
  

The Forms Manager in OAS must:  
 

a.  Review and approve new and revised SBA forms; 
 
b.  Analyze, develop, coordinate, and ensure proper policies for SBA forms; 
 
c.  Supply technical assistance to program offices in the design and preparation of forms; 
 
d.  Advise offices on the Office of Management and Budget (OMB) regulations 

pertaining to public-use forms; 
 
e.  Serve as Agency liaison between SBA and OMB; 
 
f.  Clear all directives that cite forms; 
 
g.  Update all changes made to the electronic forms database; 
 
h.  Submit forms updates to the SBA Weekly Checklist; 
 
i.  Offer advice and assistance to program offices on new and revised forms; 
 
j.  Establish and maintain historical, numerical, approved files for forms; and 
 
k.  Publish notices of OMB public-use form submissions in the Federal Register for 

public comment. 
 
5. How Do I Find Out About New and Revised Forms?  
 

OAS lists all new or revised SBA forms on the SBA Weekly Checklist as soon as they 
are available, either at the Consolidated Forms and Publications Distribution Center 
(CFPDC) Warehouse or the Agency’s electronic forms system.   Some forms may be 
listed that are issued by the program office and are not available through normal routes.  
If  you need help locating a form, contact OAS.   
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6. What is in a Form Reference File? 
 

OAS must maintain a separate reference file for every SBA form.  Each file must contain 
the following: 
 
a.  Current copies of the form; 
 
b.  Copies of all previous editions; 
 
c.  A copy of the SBA Form 789,  “Printing Requisition” (if the form is printed by GPO 

or an outside vendor); 
 
d.  The original SBA Form 790,  “Request for New, Revised or Automated Form;” 
 
e.  A copy of the SBA Form 1697,  “In House Printing Requisition” (if the form is 

printed in SBA’s in-house printing facility); 
 
f.  All Notices of Reorder Level  (if stocked at the warehouse); 
 
g.  All Notices of Receipt of Stock (if stocked at the warehouse); 
 
h.  The SBA Weekly Checklist and Notices pertaining to the form; and 
 
i.  OMB documents which include:  
 

(1)  The OMB approval notice; 
 
(2)  A copy of the OMB 83-I, “Paperwork Reduction Act Submission;” 
 
(3)  The Supporting Statement; 
 
(4)  All Federal Register Notices; and 
 
(5)  A Copy of the form or collection instrument. 

 
7.  What are the Program Office's Responsibilities? 
   

The program office must ensure that all of the proper clearances have been obtained on 
the SBA Form 790 before submitting it and the new or revised form to the Forms 
Manager. 
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8.  What are the Different Types of Forms? 
 

a.  A New SBA Form. 
 

      Any form that is issued by a program office for the first time.  
    

b.  A Revised SBA Form. 
 
       Any existing form that is changed.   
 

c.  An SBA Public-Use Form. 
 

An SBA form that is going to be completed by 10 or more people from the public. 
 

d.  An Obsolete SBA Form. 
 
      A form that is no longer used.  
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Chapter 2 
 

New Forms 
 
   
1. How Do I Get a New Form Approved? 
 

Submit a completed SBA 790 and a copy of the new form to the Agency's Forms 
Manager for review and approval.  

  
2. Who Issues Guidance on Designing New SBA Forms? 
  
 Contact the Agency’s Forms Manager in OAS for guidance on designing new forms. 
 
3. What Guidelines Should I Follow for Basic Forms Design? 
 

You should follow the guidelines set forth in the General Services Administration (GSA) 
Handbook, “Forms Analysis and Design,” (Federal Stock Number 7610-00-753-4771; 
U.S. Government Printing Office Stock Number 022-002-9084-8). 

 
4. What are the Form Design Requirements?  

   
SBA forms must include: 
 
a.  The source document, which in most cases is an SOP that contains procedures or 

instructions which require a form; 
 
b.  A form number, which is placed in the lower left hand corner; 
 
c.  The edition date  which is placed immediately after the form number, for example, 

SBA Form 790 (6-90); and 
 
d.  The Statement “previous edition is obsolete” or  “previous edition is to be used until 

the stock is exhausted.”   
 
5. Who Must Authorize Them? 
 

The Management Board member or his or her designee responsible for the program 
office issuing the form must sign the SBA 790.  
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6. What Other Offices Must Clear Them? 
 

a.  Any office that uses the form, or could be affected by it; and  
 
b.  The General Counsel must clear all OMB forms, forms with substantive text, forms 

with significant policy implications, and forms that will materially affect SBA 
customers and/or resource partners.     

 
 
7.  Who Assigns the Form Numbers and Edition Dates? 
  

The Agency's Forms Manager will assign the form number and edition date once the 
SBA 790 has been approved.  

 
 
8. How Do I Get My New Form Printed and Distributed?  
 

Contact OAS for all printing and distribution of forms.  Generally, you will have to  
complete an SBA Form 1697, “In House Printing Requisitions,” to have a form printed 
and distributed.       
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Chapter 3 
 

Revised Forms 
 
 
1. How Do I Get a Revised Form Approved? 
 

Submit an SBA 790 to the Agency’s Forms Manager along with a copy of the revised 
form. 

 
2. How Do I Get a Revised Form Designed? 
 

Submit an SBA 790 to the Agency’s Forms Manager along with a draft copy of the 
revised form.  
 

3. Who Must Authorize It? 
 

The Management Board member or his or her designee responsible for the program 
office issuing the form must sign the SBA 790.  

 
4. What Other Offices Must Clear It?  
 

a.  Any office that uses the form, or could be affected by it; and 
 
b.  The Office of the General Counsel must clear all OMB forms, forms with substantive 

text, forms with significant policy implications, and forms that appear likely to 
materially affect SBA customers and/or resource partners.    

  
5. Who Assigns the Form Numbers and Edition Dates? 
 

The Agency's Forms Manager will assign the form number and edition date once the 
SBA 790 has been approved.  

 
6. How Do I Get My Revised Form Printed and Distributed? 
 

Contact OAS for all printing and distribution of forms.  Generally, you will have to  
complete an SBA Form 1697, “In House Printing Requisitions,” to have a form printed 
and distributed.       
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Chapter 4 
 

OMB Cleared Forms  
 
   1.     What Forms Must be Cleared by OMB?   
  

Forms soliciting information from 10 or more people by means of substantially identical 
questions, whether the information collection is mandatory, voluntary, or required to 
obtain a benefit. 

  
a.  What Does Soliciting of Information Mean? 

 
Soliciting of information includes any requirement or request for persons to obtain, 
maintain, retain, report, or publicly disclose information. 

  
b.  Who is the Public? 
 
The “public” can be an organization, entities, and/or individuals to whom a collection 
information is addressed by the Agency within a 12-month period. 

     
 2. What Form Must I Complete to Obtain OMB Clearance?    
  

You must complete the OMB 83-I,  “Paperwork Reduction Act Submission,” to obtain 
OMB clearance.  Below are the different elements of that form. 

 
a.  What are Burden Hours?  

 
The total time or financial resources expended by persons to generate, maintain, retain, 
disclose, or provide information to or for a Federal agency. 

 
b.  What are Cost Estimates? 

   
The cost the Government pays for purchasing or contracting out information collection 
services.  

 
c.  What is the Supporting Statement? 

 
The supporting statement explains the circumstances that make the collection of 
information necessary.  The supporting statement must accompany the OMB 83-I 
 
d.  Who Must Sign the OMB Documents? 

 
Only the Management Board member or his or her designee responsible for the 
requesting office may sign OMB Documents. 

3. Does the Public Have to Comply with a Collection of Information? 
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a.  No, the public does not have to comply with a collection of information, under the 

provisions of  5 CFR 1320.6. 
 
b.  No one is subject to any penalty for failure to comply with any information collection 

request if: 
 

(1)  The request does not display a current valid OMB control number; 
 
(2)  The request has been disapproved by OMB; and/or 
 
(3)  The Agency has not modified an information collection approved by OMB on 

the assurance that it would be modified. 
   
4. How are Collections of Information Approved through OMB?  
 

OMB requires a 90-day period to review all collections of information.  If OMB has any 
questions concerning the request, they will notify OAS.  OMB will electronically send 
the "Notice of  OMB Action" to OAS when a collection of information is approved. 

 
a.  What are OAS’s Responsibilities in the OMB Approval Process? 

  
 OAS is responsible for: 

 
(1)  Coordinating; 
 
(2)  Reviewing; 
 
(3)  Maintaining OMB files; 
 
(4)  Preparing and submitting collection requirements and requests; 
 
(5)  Furnishing assistance to all offices requesting information on forms or 

recordkeeping by the public; 
 
(6)  Notifying requesting offices when forms are approved; 
 
(7)  Granting extensions or modifications to the collection; and 
 
(8)  Submitting a request for extensions to OMB 60 days before expiration of 

current approval. 
 

b.  Who is the OMB Liaison for all SBA Paperwork Matters? 
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The Chief, Administrative Information Branch is the Liaison for all SBA paperwork 
matters. 

  
c.  Who Advises Program Offices on their OMB Submissions? 

 
The Agency’s Forms Manager advises program offices of the necessary information 
needed to complete the OMB submissions.   

  
d.  Who Reviews the Complete Package Before it is Submitted to OMB? 

 
The Agency’s Forms Manager reviews the complete package to ensure the correct 
information is attached.  

 
e.  Who Signs and Certifies the OMB Package?   

 
The Chief, AIB signs and certifies the entire package before it is submitted to OMB. 

 
5. What is the Originating Office’s Responsibility in the OMB Approval Process? 
  

a.  Review the complete package which includes the OMB 83-1, supporting statement, a 
copy of the Federal Register notice, and forms pertaining to the collection before 
submitting it to OAS. 

 
b.  Submit the request for approval to OAS at least 60 days before expiration to ensure 

the OMB deadlines can be met.  
 
6. Can Emergency Processing of a Collection Be Requested? 
 

Emergency processing may be requested by the Management Board official or his or her 
designee through OAS.  

 
7. What Steps Must the Requesting Office Take to Get Emergency Approval? 
  

Follow the same steps in  paragraph 4-2.  Also submit a memo to the Chief, AIB 
describing the reason for the emergency approval.  
 

8. How Long is an Emergency Collection Valid? 
OMB approves emergency collections for a maximum of 120 days after receipt of  the 
Agency submission.  

9. What is OMB’s Responsibility? 
 

a.  OMB must:   
 

(1)  Within 60 days after receipt of the collection of information OMB notify the 
Agency of its decision to approve or to disapprove;  
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(2)  Contact  the Chief, AIB if further action or information on a submission is 

necessary; 
 
(3)  Assign an OMB control number and expiration date to all approved Agency 

forms; and 
 
(4)  Submit written notification to the Agency liaison of action taken. 

   
b.  All approved documents used to collect information must display: 

 
(1)  An OMB control number and expiration date in the upper right hand corner; 
 
(2)  A disclosure statement that must read as follows; 
 
 Please Note: The estimated burden for completing this form is (insert time) per response. 

You are not required to respond to any collection of information unless it displays a 
currently valid OMB approval number.  Comments on the burden should be sent to the 
U.S. Small Business Administration, Chief, AIB 409 3RD St., S.W., Washington, D.C. 
20416 and Desk Officer for the Small Business Administration, Office of Management 
and Budget, New Executive Office Building, Room 10202, Washington, D.C. 20503.  
(insert OMB Approval Number).    

 
10. What Does the Privacy Act Require for Public-Use Forms? 
  

a. The Privacy Act of 1974, 44 U.S.C. chapter 35, requires that any Federal agency that 
collects information from individuals must provide those individuals with a written 
notification of the purpose of the information and the consequences for failing to 
furnish the information. 

 
b. Under the provisions of the Privacy Act, applicants for assistance are not required to 

give their social security number.  The SBA uses the social security number to 
distinguish between people with similar or same names.  Failure to provide this 
number will not affect any right, benefit, or privilege to which an individual is 
entitled by law. 

c. Any person concerned about a collection of information, disclosure statement, or 
routine use under the Privacy Act, or any person with a request for information under 
the Freedom of Information Act, may contact the Office of  Freedom of  
Information/Privacy Acts, U.S. Small Business Administration, 409 Third St. S.W., 
Mail Code 2441, Washington, D.C. 20416, for information about the Agency’s 
procedures on these matters. 

 
11. What is the Effect of OMB Circular A-129 on Public-Use Forms? 
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The OMB Circular A-129, “Managing Federal Credit Programs,” enacted the nine point 
credit initiatives that require prescreening of applicants requesting Federal financial 
assistance.      

 
 Outline of the OMB Public-Use Forms Clearance and Issuance Process. 

  
a.  60-day Advance Federal Register Notice.  Before any collections of information are 

forwarded to OMB for approval, OAS must submit a 60-day advance notice for 
posting in the Federal Register.  In this notice, the Agency will solicit comments in 
the following areas: the need for the information, accuracy of  the Agency’s burden 
estimate, and suggestions on ways to minimize burden.  

 
b.  30-day Federal Register Notice.  At the end of the 60-day period, the information 

clearance package must be forwarded to OMB for approval.  At the same time, OAS 
must notify the public, through a second Federal Register notice, that the collection of 
information was submitted to OMB for review. 

 
c.  OMB Review Period - Within 60 days from the day the package is submitted (or the 

30-day Federal Register notice is published, whichever is later), OMB shall notify the 
Agency of its decision to approve, to make substantive or material changes, or to 
disapprove and make this decision publicly available. (OMB shall provide at least 30 
days for public comments after receipt of the proposed collection of information 
before making its decision.)  If OMB disapproves, OMB may also identify in the 
remarks section of the Notice of Action the specific changes necessary for approval 
upon resubmission. This package may be resubmitted without soliciting public 
comment again. 

 
d.  If approved, OMB submits the Notice of Action to the Agency listing the OMB 

Control Number and Expiration Date.    
What is the Approval Period for an OMB Approved Form? 

The maximum approval period for an OMB approved form is 3 years. 
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Chapter 5 
 

Obsolete Forms 
 
. 
1. How Do I Cancel a Form? 
 

The initiating program office must notify the Forms Manager in OAS in writing that a 
form is obsolete and which form replaces it, if any. 

 
2. Who Can Cancel a Form? 

  
Only the Management Board member or his or her designee may cancel a form generated 
by his or her program office.    

 
3. What Happens to Canceled SBA Forms?  
 

Once a form has been canceled it is automatically archived by the Agency’s Forms 
Manager, using the Agency’s records deposition schedule in SOP 00 41.    

 
4. How are the Employees Notified of Canceled Forms? 

  
All canceled or obsolete forms are announced on the SBA Weekly Checklist which is 
distributed to every employee. 
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Chapter 6 
 

Information Collection Budget 
 
 
1. What is the Information Collection Budget (ICB)? 

 
The Paperwork Reduction Act and 5 CFR 1320.17 require SBA to develop and submit an 
annual Information Collection Budget (ICB) to the Office of Management and Budget 
(OMB).   The ICB is an annual allowance of the total number of  burden hours a Federal 
agency may require the public to expend in providing information to the Agency. 

 
2. Is this Part of the Information Resources Management Plan (IRMP)? 

  
Yes, the ICB is part of the IRMP. 
 

3. What are the Components of the ICB? 
  
The components of the ICB are listed below. 

  
a.  A narrative which justifies the burden hours requested, the Agency's strategy for 

reducing the burden, and the relationship between the Agency’s fiscal budget and the 
ICB. 

 
b.  A list of information collection activities that have or will occur during the current 

fiscal year and activities that are planned for the coming fiscal year. 
 
c.  Summary tables which show current and upcoming fiscal year burden. 

 
4. What is the Procedure for Responding to OMB’s Request for the ICB? 
 

a.  OAS issues a Procedural Notice to Management Board members asking for a list of 
all their office’s information collections.  All offices initiating information collection 
requests or requirements that need OMB approval must submit a complete ICB report 
to OAS. 

 
b.  OAS prepares a current burden estimate for each of the information collections, along 

with an explanation of any changes that have occurred in these estimates. 
 

c.  OAS consolidates and compiles the ICB Report and submits it to the Assistant 
Administrator for Administration and Chief Information Officer for clearance before 
forwarding it to OMB. 

 
5. Can SBA Amend Its ICB? 
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Yes.  To do so a program office must submit a written request for an amendment to OAS  
for approval.  Upon review and approval OAS forwards the request to OMB.    
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Chapter 7 
 

Electronic Forms 
 
 
1. How Do I Get a New or Revised Form Designed in Electronic Format? 
 

Submit an SBA 790, along with the form to the Agency’s Forms Manager.  The Forms 
Manager will review it and install it on the Agency’s electronic forms system.  

 
2. Are the Electronic Forms Fillable? 

 
Yes, all forms on the electronic system are fillable. 
 

3. How are Electronic Forms Distributed? 
 
OAS submits changes to OCIO who will handle all distribution. 

 
4. May I Place My Office’s Form on the Intranet or Internet? 
 

No.  Forms can only be issued electronically through the Agency’s official forms system.  
This system resides on the Intranet and can be accessed this way.  Submit your request 
for SBA Forms or other Agency forms to the Agency Forms Manager for review and 
approval to be placed on the Intranet. 

 
5. Who May Submit Requests to OAS? 
 

Anyone may submit a form to OAS to be placed on the Agency’s electronic forms 
system, as long as he or she has approval from the Management Board official or his or 
her designee of that office. 
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Appendix 1 
 

Index to Forms and Reports 
Forms           Paragraph  

   
 1. SBA Form 790, "Request for New or Revised Forms”  1-6    
 
 2. SBA Form 789, “Printing Requisition"     1-6 
 
 3. SBA Form 1697, "In-House Printing Requisition"   1-6 
 
 4. OMB-83-I, " Paperwork Reduction Act Submission"   1-6 
 
  
 
 
 
Reports  
 
Reserved  
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“U.S. Small Business Administration Printing Requisition” 
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“U.S. Small Business Administration In-house Printing Requisition” 
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Appendix 6 
Sample Answers for the Supporting Statement for Paperwork Reduction Act 

Submissions 
 
Justification 
 
1. Small businesses who want to participate in SBA’s programs need to provide the information 

requested on SBA Form 355, as stated in 13 CFR 121.1009 that reads “The concern whose 
size is under consideration has the burden of establishing its small business size.”  Section 
121.1002 states “The responsible Government Contracting Area Director or designee makes 
all formal size determinations in response to either a size protest or a request for a formal 
size determination…” Similar information is not available elsewhere. 

 
1a. The changes made to this form are in direct response to changes in the regulations at 13 CFR 
Part 121. 
 
2. The information will be requested by SBA Government Contracting personnel on a case-by-

case basis to obtain information necessary to make a size determination.  Current information 
on a case-by-case basis is the only way to determine eligibility of applicants for Federal 
Government small business assistance.  If data was not collected, program benefits could be 
misapplied to the ineligible. 

 
3.  Only the minimum necessary data is obtained, which must be current at the time of 

submission and must be legally certified.  This limits the opportunity for the use of improved 
information technology. 

 
4. Similar information is not available. 
 
5. Burden on small business is minimized by requiring the minimum information necessary to 

make a proper size determination. 
 
6. Information collection is needed when the size status of a business requesting SBA 

assistance is questioned.  There are no other methods of size determination used, other than 
SBA Form 355.  This form is requested, completed, and submitted on an “as needed” basis 
by SBA Government Contracting Area Offices (as stated in 13 CFR 121.1008).  There are 
approximately 4/125 responses per year. SBA’s services are continuous throughout the year.  
By limiting the respondents, the programs to service small business concerns will be 
thwarted.  SBA’s enabling legislation requires assistance to small businesses and without 
SBA Form 355, the first step in determining if a business is small is non-existent. 

7. There are no special circumstances. 
 
8. 61 FR 25723, date May 22, 1996. 
 
9. Not applicable. 
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10. The information is maintained under conditions designed to preclude access by other than 

Agency personnel who have need to such access.  SBA is familiar with and complies with 
the Pr9ivacy Act, Exemption 4 of the Freedom of Informaition Act, and OMB Circular A-
108. 

 
11. No questions of a sensitive nature are asked. 
 
12. 4,125 (respondents) x 1 (responses per respondent) x 4 (hours per respondent) – 16,500 

burden hours. 
 
13. 4.125 (respondents) x $22 (hourly wage) x 4 (hours per respondent) - $363,000.   There is no 

capital and start-up cost component. 
 
14. The estimated annual cost to the Federal Government of this collection of information is 

$29,947.50.  This cost estimate may be broken down as follows:  $6.60 (.30 hr @ $22.00 per 
hour; labor cost) x 4.125 (respondents) = $27,225.00.  10 percent for fringe benefits, printing 
and supply costs - $2,722.50.  $27,255.00 (labor costs) + $2,722.50 (administrative costs) = 
$29,947.50 (total estimated annual cost to the Federal Government). 

 
15. Not applicable. 
 
16. No publishing is planned. 
 
17. Not applicable. 
 
18. There are no exceptions to the certification statement. 
 
B.  Collections of Information Employing Statistical Methods 
 
This collection of information does not employ statistical methods. 
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