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Women Owned Small Business Program
A Primer for Contracting Officers

5. Small Businass Adwinistration

Office of Government Contracting and Business Development
(Revised) November 2013

-- Women Owned Small Business Program --

This is about increasing contract opportunities for women owned small businesses.

Welcome to SBA’s training module about the Women Owned Small Business Program. Itis a
training program designed for contracting officers and others interested in the WOSB program.

NOTE: This supplemental workbook tracks the slides and narrative contained in
the online training program, Women Owned Small Business Program — A Primer for
Contracting Officers. The online version of the training program, with audio can be
accessed at: www.sba.qgov/qcclassroom. For the convenience of users, all hyperlinks
contained in the copied slides are included as links at the end of the workbook.
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WOSB Training Contents

WOSB Program Overview

WOSB Eligibility

CO’s Checklist for Using the WOSB Program

“Parity”

Certification — Self Certification

Required Documents

WOSB Program Repository & the Role of the Contracting Officer
Reviews and Protests

O O

Resources and Questions

10. Addendum: How to Access the WOSB Program Repository

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

This training program covers ten key topic areas and is designed to be a helpful resource for
contracting officers. The course is indexed and structured so that any section of the course can
be easily accessed at any time.

Notes

Page3



Slide 3

Introduction

* Small Business Act authorizes contract set-asides for women owned small
businesses (WOSBs) or economically disadvantaged women owned small
businesses (EDWOSBs)

¢ Defined as the Women-Owned Small Business Federal Contract Program
* Creates opportunities for women entrepreneurs

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

The Small Business Act now authorizes federal contracting officers to set aside certain
contracting requirements for women-owned small businesses or economically disadvantaged
women-owned small businesses. This provision of the law is known as the Women-Owned
Small Business Federal Contract Program or simply, the WOSB program.

The new program creates contract opportunities for women entrepreneurs.

This training guide provides an overview of WOSB program requirements, including the role and
responsibilities of contracting officers with respect to the program.

Notes
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Program Purpose

* Help more women owned small businesses win federal contracts

* Assist federal agencies to meet statutorily established 5% government-
wide contracting goals for women owned small businesses

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

The program is designed to help more women owned small businesses win federal contracts. It
is also intended to help federal agencies to meet contracting goals for women owned small
businesses.

That is, in accordance with legislatively established government-wide contracting goals, federal
agencies are suppose to award at least 5% of all prime contract dollars awarded each year to
women-owned small businesses. This program helps agencies achieve the women’s contracting
goal.

Prior to the implementation of this program, contracting officers did not have a specific
authority to set-aside acquisitions for women owned small businesses or economically
disadvantaged women owned small businesses. Without a specific set-aside, agencies were
having difficulty meeting the women'’s contracting goal.

Accordingly, a key purpose of this program is to help agencies meet the 5 percent women’s
contracting goal and ensure a level playing field on which women owned small businesses can
compete for federal contracting opportunities.
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The WOSB program.

WOSB Program

Notes
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WOSB Program Snapshot

WOSB Program

¢ Limited competition applies to contracts only in industries designated by
the SBA

* Requirements can be set-aside for WOSBs or EDWOSBs
¢ Competition is required for all WOSB and EDWOSB contracts

¢ WAOSBs are required to self certify and upload certain corporate
documents into the WOSB repository as a woman owned small business
(or use a third party certifier)

— Learn more... View

Compliance Guide

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

The WOSB program can open new doors for women entrepreneurs.

However, not all contract opportunities are eligible and there are limitations. The women-
owned small business program is defined by several key tenets: the program applies only to
contracts in designated industries; requirements can only be set-aside for WOSBs or EDWOSBSs;
competition is required for WOSB and EDWOSB contract awards; and, participating women-
owned small businesses are required to self certify, or optionally use a third party certifier.

Each of these provisions is discussed in the following.
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Only Designated Industries

WOSB Program

¢ Only contract requirements in industries designated by the SBA as
underrepresented or substantially underrepresented are eligible for set-
asides under the WOSB program

* Over 300 six-digit industry codes are eligible

View designated industries by applicable NAICS codes
> (2012) WOSB & EDWOSB

> (2012) Only WOSB

» (2012) Only EDWOSB

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Only contract requirements in industries designated by the SBA as underrepresented or
substantially underrepresented are eligible for set asides under the women’s program.

Use the hyperlink to view eligible industries by applicable NAICS codes. Remember, and this is
important, only designated industries are eligible for the WOSB program. Some industries —
those designated as substantially underrepresented -- are eligible for women owned small
business set-asides and others -- designated as just underrepresented -- are eligible for
economically disadvantaged women owned small business set-asides.

Notes
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Set-asides — WOSB

WOSB Program

* A contracting officer may set-aside a requirement for women owned small
business (WOSB) if:
— The NAICS code assigned to the solicitation, invitation for bid, or quote is in an industry
in which SBA has designated that WOSBs are substantially underrepresented
— Rule of two applies
— Contract can be awarded at a fair and reasonable price

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

A contracting officer may set-aside a requirement for women owned small businesses if:
*the NAICS code assigned to the solicitation, invitation for bid, or quote is in an industry
in which SBA has designated that WOSBs are substantially underrepresented;
*the contracting officer has a reasonable expectation that two or more WOSBs will
submit offers; and,
*in the estimation of the contracting officer, the contract can be awarded at a fair and
reasonable price.
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Set-asides — EDWOSB

WOSB Program

* A contracting officer may set-aside a requirement for economically
disadvantaged women owned small businesses (EDWOSB) if:
— The NAICS code assigned to the solicitation, invitation for bid, or quote is in an industry
in which SBA has designated that WOSBs are underrepresented
— Rule of two applies
— Contract can be awarded at a fair and reasonable price

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

A contracting officer may set-aside a requirement for economically disadvantaged women
owned small businesses if:
*the NAICS code assigned to the solicitation, invitation for bid, or quote is in an industry
in which SBA has designated that WOSBs are underrepresented;
*the contracting officer has a reasonable expectation that two or more WOSBs will
submit offers; and,
*in the estimation of the contracting officer, the contract can be awarded at a fair and
reasonable price.
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NO Limitations on Contract Amounts

WOSB Program

* No restrictions on the dollar amounts for eligible WOSB contracts

« Revisions to the National Defense Authorization Act, which went into
effect May 7, 2013, removed “caps” on contract amounts under the WOSB
program

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

When the WOSB program was first established, there were restrictions on the dollar amounts
for contracts eligible under the program. These limitations or “caps” on contract amounts were
removed, effective May 7, 2013, as a result of amendments in the National Defense
Authorization Act of 2013.

Notes
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Competition is Required

WOSB Program

¢ Competition is required
* Sole source awards are not authorized

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

The WOSB program requires competition. Sole source awards are not authorized.

Simply put, all contract awards under the WOSB program are required to be executed in a
competitive manner.
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certifier option) WOSB Program

‘ WOSBs -- Required to Self Certify (or use third party

* Self certification

*  Third party certification (option)

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Women business owners participating in the WOSB program are required to self certify — with
documentation, or optionally use a third party certifier.

Contracting officers are required to verify that the apparent successful offeror -- participating in
a WOSB set-aside, prior to the award of the contract -- has filed proper documentation in the
WOSB repository. This is an important aspect of the WOSB program. Self certification and
contractor officer review of documentation are both further explained later in the training
program.

Notes
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Important Clarification

WOSB Program

* SBA does not certify firms into the WOSB program, like it does for the 8(a)
Business Development and HUBZone programs

* A women owned small business may self-certify and upload certain
corporate documents into the WOSB repository or optionally use an SBA
approved third-party certifier

— Learn more... View

Compliance Guide

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

The WOSB program is not an SBA certification program. That is, SBA does not certify companies
into the WOSB program, like it does for the 8(a) Business Development or HUBZone programs.

The WOSB program is a hybrid certification program. A business is required to self-certify —
with documentation, or as an option, be certified by a third party certifier, approved by the SBA.
This is an important clarification. SBA does not certify firms into the WOSB program, nor does it
provide any formal notification regarding certification.

Notes
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WOSB Eligibility

WOSB program eligibility.
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Eligibility — WOSB

WOSB Eligibility

WOSB...

¢ Atleast 51% owned and controlled by one or more women who are U.S.
citizens

* Ownership must be direct and not subject to conditions

* A woman or women must manage day to day operations and upload
certain corporate documents to the WOSB repository

* Be at or below the small business size standard for the primary NAICS
code, the NAICS code assigned to the solicitation, and the contract for
which it submits an offer

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Only women-owned small businesses are eligible for the WOSB program.

A WOSB is defined as a small business that is at least 51% owned and controlled by one or more
women who are US citizens. The ownership must be direct and not subject to conditions. A
woman or women must manage the day to day operations of the business and be able to
provide documents demonstrating that these requirements are satisfied.

In addition, the business must be at or below the small business size standard for the primary
NAICS code, the NAICS code assigned to the solicitation, and the contract for which it submits
an offer.

Notes
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Eligibility - EDWOSB

WOSB Eligibility

EDWOSB...

¢ Own at least 51% of the business and satisfy all conditions for a WOSB as
outlined in 13 CFR 127

e Personal net worth of less than $750,000
* Adjusted annual income of $350,000 or less

* Market value of all assets does not exceed $6 million (including business
value and primary residence)

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

An economically disadvantaged woman-owned small business must own at least 51% of the
business and satisfy all conditions for a WOSB. In addition, a woman is economically
disadvantaged if she has a personal net worth of less than $750,000, her adjusted gross annual
income — averaged over three years -- does not exceed $350,000 and the fair market value of all
of her assets does not exceed $6 million.
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Joint Ventures

WOSB Eligibility

¢ Combined annual receipts or number of employees must be applicable
with NAICS code assigned to contract

¢ WOSB or EDWOSB must manage the venture, be responsible for
performance and receive at least 51% of profits

* Agreement must be in writing
* Joint Venture must meet subcontracting limitations

— Learn more... View

Compliance Guide

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

A WOSB or EDWQOSB may submit an offer as a joint venture with another small business, if
certain requirements are met.

These requirements are:

* the combined annual receipts or number of employees for the joint venture must be
applicable with the NAICS code assigned to the contract;

* the WOSB or EDWOSB must manage the joint venture and be responsible for the performance
of the contract, and must receive at least 51% of the profits;

* the joint venture agreement must be in writing; and,

* finally, the joint venture must meet subcontracting limitations.
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Contracting Officer’s
Checklist for Using the WOSB Program

Contracting officer’s checklist for using the WOSB program.
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Checklist for Using the WOSB Program

1. Determine the NAICS code for the acquisition

2. Check SBA’s website (www.sba.gov/wosb) for industries designated as
underrepresented or substantially underrepresented

3. If the NAICS code assigned to the acquisition is in an underrepresented
industry, it can be set-aside for EDWOSBs

4. If the NAICS code is in a substantially underrepresented industry, it can
be set-aside for WOSBs

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

To help contracting officers determine if using the WOSB program is an appropriate choice — this
is a quick list of guidelines, or checklist.

First, determine the NAICS code for the acquisition.

Then, check SBA’s website for industries designated as underrepresented or substantially
underrepresented.

If the NAICS code assigned to the acquisition is in an underrepresented industry, it can be set-
aside for EDWOSBs.

If the NAICS code is in a substantially underrepresented industry, it can be set-aside for WOSBs.
In both cases, WOSBS or EDWOSBSs, the set-aside is predicated on market research.
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‘ Checklist for Using the WOSB Program (cont)

Conduct market research — FAR Part 10 is the best resource
Notify all potential offerors

Verify that the apparent successful offeror is eligible for an award
Properly document the contract file

Issue a pre-award notification

L NG

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

As with most pre-contract awards, market research is important. FAR Part 10 outlines how
market research can be best conducted.

If you decide to do a WOSB or EDWOSB award, make certain that you notify potential offerors in
the solicitation.

You must also verify that the apparent successful offeror is eligible for an award. To do this, you
would check the WOSB program repository to make certain that all required documents —
pertaining to WOSB certification — have been submitted.

In addition, you must properly document the file. This important step includes: outlining the
market research you conducted, and validating that the NAICS code for the award is designated
by the SBA as underrepresented if for a EDWOSB set-aside or substantially underrepresented if
for a WOSB award.

And finally, according to FAR Part 15.503, you must provide pre-award notification to
unsuccessful offerors.
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Parity and the WOSB program.
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The Question of Parity

Parity

* Regarding parity, all small business programs are equal...

* SBA’s current regulations provide contracting officers with discretion to
utilize either the 8(a) BD, SDVO SBC, HUBZone or WOSB programs — before
the traditional small business set-aside

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Parity is the term that is used to describe which small business program can be used for an
acquisition. All small business programs — with regards to parity — are equal.

SBA’s current regulations provide contracting officers with the discretion to utilize either the
8(a) Business Development, service disabled veteran owned small business, HUBZone, or WOSB
Programs, before the traditional small business set-aside -- depending on the acquisition
history, dollar value of the contract, results of the market research, programmatic needs specific
to the procuring agency, and the need to meet the agency’s goals.
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Acquisitions Exceeding $3,000 (but less than $150,000)

Parity

Procurements valued from $3,000 to $150,000

1. Consider WOSB/EDWOSB or 8(a) BD or SDVO SBC or HUBZone — before
traditional small business set-aside
2. Full and open competition (not a small business set-aside)

Note: there are other preferences for FPI, JWOD
organizations, GSA Schedules, etc. that are priorities
before open market procurement options

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

For small acquisition threshold purchases, acquisitions exceeding $3,000, but less than
$150,000, the contracting officer must consider the 8(a) BD, service disabled veteran owned
small business, HUBZone, or WOSB Programs, before using the traditional small business set-

aside program.

Pagez 4



Slide 24

For Acquisitions Over $150,000

Parity

Procurements valued over $150,000
Consider WOSB/EDWOSB or 8(a) BD or SDVO SBC or HUBZone

Small business set-aside

Full and open competition (not a small business set-aside)

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

For acquisitions over $150,000, contracting officers must first consider the 8(a) BD, service
disabled veteran owned small business, HUBZone, or WOSB Programs, before using the
traditional small business set-aside program. If the first two options are not doable, the
contracting officer can use a full and open competition approach, that is unrestricted for small

businesses.
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WOSB certification.

Certification --- Self Certification

Notes
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Self Certification (or use an optional third party certifier)

Certification

* WOSBs or EDWOSBs can self certify and upload certain corporate
documents to the WOSB repository or use an optional SBA approved third
party certifier

— Learn more... View

Compliance Guide

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

There are two ways a woman owned business can certify for the WOSB program --- self
certification with supporting documentation uploaded to the WOSB repository or by
using an optional third party certifier with documentation.
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Self Certification

Certification

* WOSBs or EDWOSBs can self certify by:
— Registering in SAM
— Accessing SBA’s General Login System (GLS)
— Completing the WOSB/EDWOSB program certification form

— Submitting certain corporate documents to the WOSB program
repository

— Submitting other documents as requested
— Representing WOSB or EDWOSB status in SAM

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

To self certify, a woman-owned small business or economically disadvantaged woman-owned
small business must complete several steps:

The self-certifying firm must first, register in the System for Award Management; access SBA’s
General Login System (GLS); complete the WOSB/EDWOSB program certification form; submit
documents to the WOSB program repository; submit other documents as requested; and finally,
represent the firm’s WOSB or EDWOSB status in SAM.

Notes
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Third Party Certification
Certification

e Third party certification is an optional approach
¢ WOSBs or EDWOSBs can use a third party certifier
* Must use a national certifying entity that is approved by the SBA

View approved third party certifiers...
www.sba.gov/wosb

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Third party certification is an optional approach. A WOSB or EDWQOSB can use a third party
certifier to achieve WOSB certification.

A third party certifier is a national certifying entity approved by the Small Business
Administration to provide certifications of WOSBs or EDWOSBs. SBA maintains a list of
approved third party certifiers on its Website.

At present, there are four approved third party certifiers.
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Certification

‘ Third Party Certification (cont)

¢ Third Party Certification by:
— Registering in SAM
— Accessing SBA’s General Login System (GLS)
— Obtaining and providing a copy of the third party certification
— Completing the WOSB/EDWOSB program certification form
— Submitting documents to the WOSB program repository

Submitting other documents as requested
Representing WOSB or EDWOSB status in SAM

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

If a WOSB or EDWOSB engages or receives a third party certification from an approved certifier,
it is required to complete or facilitate several of the same steps as if the firm was self-certifying.

That is, the firm must still register in SAM; it must gain access to SBA’s General Login System; it
must complete the WOSB or EDWOSB program certification form; it must obtain and provide a
copy of the third party certification from the approved certifier; and it — not the third party
certifier -- is required to upload all noted documents to the WOSB program repository. The firm
must also have registered itself in SAM as a WOSB or EDWOSB.

Once a firm self certifies and uploads required documentation to the WOSB repository or uses a
third party certifier and uploads required documentation to the repository, it will not receive
any formal notification from the SBA.
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Required Documents

Required documentation.

Notes

Page3 1



Slide 31

Required Documents -- Self Certification

Required Documents

e WOSB /EDWOSB Program Certification form

* Copies of birth certificates, naturalization papers, or unexpired passports
for owners who are women

* Copy of the joint venture agreement, if applicable

¢ Personal financial statement(s) for EDWOSBs

¢ For limited liability companies:

— Articles of organization (also referred to as certificate of organization or articles of formation) and any amendments;
and operating agreement, as well as any amendments

* For corporations:

— Articles of incorporation and any amendments; by-laws and any amendments; all issued stock certificates, including
the front and back copies, signed in accordance with the by-laws; stock ledger; and voting agreements, if any

* For partnerships:
—  Partnership agreement and any amendments; and, the assumed/fictitious name (doing business as) certificate

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

To self certify in the WOSB program, a firm is required to upload a number of supporting documents to the WOSB
Program Repository. This is an important step in the certification process and an aspect of the program where
contracting officers play a critical role.

By statute, documents verifying a WOSB’s or EDWOSB’s eligibility must be sent to the contracting officer. Rather
than have documents sent directly to contracting officers, SBA has created a document warehouse, the WOSB
program repository. Documents in the repository can only be accessed by the respective WOSB, SBA and the
contracting officer — only if and when the WOSB firm authorizes the contracting officer to view the documents.

For firms that self certify, the contracting officer should look for the following required documents:

* The WOSB or EDWOSB Program Certification form;

« Copies of birth certificates, naturalization papers, or unexpired passports for owners who are women;

* A copy of the joint venture agreement, if applicable;

* For limited liability companies:
Articles of organization and any amendments; any operating agreements, as well as any amendments.

* For corporations:
Articles of incorporation and any amendments; by-laws and any amendments; all issued stock certificates,
including the front and back copies, signed in accordance with the by-laws; stock ledger; and voting
agreements, if any.

* For partnerships:
Partnership agreement and any amendments; and, the fictitious name -- or doing business as — certificate.
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Required Documents — Third Party Certification

Required Documents

* Third Party Certification
WOSB /EDWOSB Program Certification form
Copies of birth certificates, naturalization papers, or unexpired passports
for owners who are women
Copy of the joint venture agreement, if applicable
For limited liability companies:

—  Articles of organization (also referred to as certificate of organization or articles of formation) and any amendments
and operating agreement, as well as any amendments

For corporations:

Articles of incorporation and any amendments; by-laws and any amendments; all issued stock certificates, including
the front and back copies, signed in accordance with the by-laws; stock ledger; and voting agreements, if any

For partnerships:

—  Partnership agreement and any amendments; and, the assumed/fictitious name (doing business as) certificate

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

If a firm uses an approved third party certifier, much of the same documentation is required to
be uploaded to the WOSB Program Repository — including a personal financial statement for
each woman claiming economic disadvantage. However, a key difference is that the firm would

also be required to provide and upload a copy of the third party certification.

Notes
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WOSB Repository &
Role of the Contracting Officer

The WOSB repository and the role of the contracting officer.
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‘ WOSB Repository

* WAOSB repository is an important tool

* Houses documents submitted by EDWOSBs and WOSBs — validating
eligibility in the WOSB program
* Secure, web-based environment

— Learn more... View

Compliance Guide

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Again, the WOSB program repository is an important tool that plays a critical role in the WOSB
certification process. It is a document repository maintained by SBA to house documents
submitted by EDWOSBs and WOSBs — supporting the firm’s eligibility in the WOSB program.

The repository is a secure, web-based environment that is accessible to individual WOSBs and
EDWOSBs, applicable contracting officers and the SBA.

Notes
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Role of the Contracting Officer — WOSB Program

Repository

* Contracting officers are required to access the WOSB repository

* Apparent successful offerors provide contracting officers access to their
documentation in the repository

* Contracting officers review required WOSB documentation

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Contracting officers, prior to the award of a contract under the WOSB program, are required to
access the repository to review the documentation submitted by the apparent successful
offeror. The apparent successful offeror is required to provide the contracting officer access to
its documentation in the WOSB repository.

This is an important role of the contracting officer. The WOSB required documents identified in
the prior section are to be reviewed — prior to an award under the WOSB program — by the
contracting officer.
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Reviews and Protests

Reviews and protests.

Notes
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Eligibility Examinations
Reviews and Protests
¢ SBA may verify the accuracy of any WOSB certification or representation

* Additional supporting documentation could be requested by SBA and the
agency may perform a site visit of a firm

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

SBA is committed to ensuring that only eligible WOSBs benefit from the WOSB program. That
said, it will use eligibility examinations as a tool to ensure compliance. It will also use the
protest mechanism as a way to ensure compliance.

SBA may conduct reviews of firms who have self certified or who have used third party certifiers
to participate in the WOSB program. An eligibility review will include an evaluation by SBA of
the documents uploaded by a firm into the WOSB repository. The agency may also request
additional supporting documents and it may perform a site visit of the firm.
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Protests
Reviews and Protests

* SBA may investigate the accuracy of any WOSB certification or
representation

¢ Only an interested party, SBA or the contracting officer can submit a
protest

— Learn more... View

Compliance Guide

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

SBA may investigate the accuracy of any certification or representation made as it relates to a
specific WOSB or EDWOSB set-aside.

Only an interested party, SBA or the contracting officer may submit a protest — regarding a

WOSB or EDWOSB award. A protest must be submitted to the contracting officer within a

certain timeframe and can only protest the ownership, control and economic disadvantage
requirements surrounding a specific WOSB or EDWQOSB.

SBA reviews each protest and makes a final decision, which may be appealed to the Office of
Hearings and Appeal.
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Resources and Questions

Resources and tools.

Notes
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Resources & Tools

Resources and Questions

Resources & Tools Resources & Tools

Contracting Officer’s WOSB 13 CFR —Part 127
Compliance Guide

WOSB Certification Form GLS Registration

WwOosB EDWOSB

Approved Third Party Procurement Technical
Certifiers Assistance Centers (PTAC
WOSB Applicable NAICS codes SBA Size Standards

WOSB information (SBA Small Business Development
Website) Centers (SBDC

Sm -- Women Owned Small Business Program

U.5. Small B

There are numerous resources and tools to help contracting officers better understand and use
the WOSB program.
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Resources & Tools

Resources and Questions

Resources & Tools Resources & Tools
Women’s Business Centers SBA District Offices
SCORE

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Use these resources and tools to assist you.

Notes
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‘ Contact Us....

* Thank you for taking the time to learn about the WOSB program

¢ Please contact us with any questions you may have

WOSB Questions
1-800 U-ASK-SBA (1-800-827-5722)
WOSB@sba.gov

Sm -- Women Owned Small Business Program

U.5. Small Business Administration

Thank you for taking the time to learn about the WOSB program. Much information has been
discussed and we hope it is helpful. Most importantly, we hope you use the WOSB program.

Please contact us with any questions you may have about the program.

Also, included in the following slides as an addendum, is a step-by-step description of how to
access and use the WOSB repository.

Thank you.
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Addendum
How to Access the WOSB Program Repository

Addendum. How to access the WOSB program repository.
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Access SBA’s General Login System

General QA
Login

Click here for instructions on
how to use GLS

SBA Account Login

P —
Request access by
clicking “Request SBA T | Clant |
User ID”
Text Only

Access/Register for a GLS Account
https://eweb.sbha.gov/gls

o Far At * ADA

The first thing you need to do is access SBA’s General Login System, more commonly known as
GLS. A hyperlink to the GLS login page is included here for your convenience.
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If you do not already have a GLS account, you must register for an account

highlighted fields.

Register for a GLS Account

General UG
Login

Create your own user

ID

Login Information

« GLS Login User 1D:

EE—

Identity Information

(First) (Middle) (Last)

(Suffix - Jr,
Sr, 1, 11, atc)

[ I [ Ir
Date of Birth: 7

PIN: (Personal Identification Number, Last 4 Digits of SSN)

Contact Informatio
Must click Zip look up

to autofill State

Country: |umn=n STATES

Zip+4 Code: Lookup Zip

sl

. Fillin all of the blue
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Make certain that you complete all of the fields and that you identify your job as, “contracting

officer”

Register for a GLS Account (cont)

General  GOD
Login

(Country) (Araa Codu) (Phone Number) (Extension)
(U5 is 1) (999-9999)

L ‘ Select your Agency,
I ‘ make sure
“Contracting Officer”
is selected and then
click “Submit”

Federal Agency Information

Employes 7:
Selact Agancy : ([ Select O

secton [y

oo | o 5 |

An e-mail will be sent to you with a temporary password so you can login. After you enter the temporary
password, you will be prompted to create a new permanent password.
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Log into GLS

General QGO
SBA

= Forgol User ID?

Enter your

Information and
[0S — hit “Login”

Login | Claar
Text Only
. g
sy 8. Sacurity * Information Geshty = FOIA * No Faar Ack * ADA At e ~

Once you have a user ID and password, log into GLS.
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Read the Terms and Conditions

General
SBA &

Terms

Welcome

 This s a Federal computer system and is the property of the United States Government. It is for authonized use anly.

« This web site employs software programs to monitor and audit network traffic and thereby identify unauthorized attempts to
upload information, unauthorized attempts to chang information, or attempts to otherwise cause

+ Captured data may be disclosed at the discretion of authorized SBA personnel to law enforcement personnel and/or
authorized officials of other agencies who may need access to nvestigate a potential secunity incident

« Unauthorized use of this system or use that exceeds the users authorized access privileges is prohibited and may constitute
a violation of 18 U.5.C. - 1030 or other Federal laws and reguiations and may result in criminal, crvi, and/or administrative
action, By continuing to use this system, you indicate your awareness of, and consent to, these terms and conditions.

+ LOG OFF IMMEDIATELY f you do not consent to the conditions stated in this notice. Otherwise click OK to accept the
terms and proceed.

BN

dified: 0/03/2009 12,00,00 AM

* Bavasy b Sacuney = 501A * N

s3ing! 0,119 secands

Read the Terms and Conditions and click OK.
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Access Repository

TR
General (0 UED
Sm [ FTofle J Accen § Choone Function 3 O
Bt

Welcome Brad Silwer. Location Not Selected Yet,

Click Access to gain entry to WOSB
Repository

= 56A's Online Phona Diractory
Do you wish to Update Profile?
Lt madifad: BA/BS/2008 12:00:00 AN at hi
rivacy b & Infoamation Gualiry * FOTA * bie Fase Act * ADA

Once in GLS, Click on the Access Button to gain entry to the Women Owned Small Business
(WOSB) Repository.
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Select Contract Officer Role

General R UGD
Login (A GELED

walcome FedEmp ContOfficer. Agancy AGENCY FOR INTERNATIONAL DEVELOPMENT

System Selection

S Women-Owned Small Business Program Repository (WOSBPR)

Rosot | _Submi |

B e

[ Federal Agancy Contract Officer (Show/ide)

bl

Last medihed: 04/13/2010 12100100 AM ” Sea P

Select the Federal Agency Contract Officer role for the WOSB Repository.
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Once Approved...

General  GELD QD
FI‘_Eﬂ [ T Tratle L Access X Choone
-

Welcome FedEmp ContOlficer. Agancy AGENCY FOR INTERNATIONAL DEVELOPHENT

[Commaentary: Your profile has been successfully updated.

pplicatis

Click WOSBPR to enter the

repository affice, or was down for maintanance at tha time you logged in:

» 58A's Online Phone Directory <Down>

25¢ modifladi DB/03/2009 1210000 AM

(=5 = (o~

After SBA approves your access, the WOSB repository will be listed as one of your currently

available applications.
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Read the Disclaimer

Click “Help” for additional help
features

=
[ETLer)

Women-Owned Small Business Program Repository (WOSBPR)

WOSBPR

Welcome to the Women-Owned Sn

Read Disclaimer and
+ Disclaimer : Directions on how to use
WOSBPR

« The WOSB Program Repository is a document rej

(SBA) to house the documents submitted by WOSBs antees

Businesses (EDWOSBS), which varify the concar's ekgibilty for a WOSB or EDWOS8 contract and any
reprasentation made conceming its status as 3 WOSB or EDWOSE for purposes of the WOS8 Program.

« Itis a Faderal computer system and is the proparty of the United States Govamment. It is for authorized use

are authorized to use this system for the purpose of submitting documents to the contracting officer for
verification of your ebgbiity for a WOSB or EDWOSS contract in accordance with the WOSB Program, 15 U.S.C. -
637(m) and 13 C.F.R part 127. Unauthorized use of the system or use that exceeds the user's authorized access
privileges is prohibited and may constitute a violation of 18 U.S.C. - 1030 or other Federal laws and regulations and
may result in criminal, civi, and/or administrative action. By continuing use of thes system, you indicate your
awaraness of, and consent to, these terms and conditions.

« The user understands that he or she is giving permission for SBA to accass and review, at any time, all
documents that have been or will be uploaded on the WOSB Program Repository page for purposes of conducting
an eligibility determination or protest under the WOSB Program.

& T s i SHRE el oEa it el ot W (i s i o sifidend Sl paiacsl
to law enforcement parsonnel and/or authorized officials of other Faderal agencies or offices who may nead access
for investigative purpoets

+ The user undmlunds that he or she is. l-w‘un!hg ‘on his/her behalf, and on behalf of the
fed, including any document or supplemental information
in eriminal il

e

* Brivacy & Sacursy * 2 701A Mo Fasr Acs * DA

Once you are in the WOSB Repository, read the disclaimer.
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How to View a Firms Uploaded Documents

Click on Business View to see
alist of firms that have
granted you access

FodEmp || Agancy : AGENCY FOR

valid File Incorcact Flla  Corrupt  Fila Exceads Size
Businass uploadad Typa File. Lhmit
OPTLMANUEACTURING CORP. %0 2 12 o
{Dun : 666660004)
PPORT SERVSES OF AMERICA 1 s . o

Clickon a NOTE — if you have not yet been authorized
business by any firms, you will not see anything on
name to see this page

their

uploaded
documents

* eovacy 8 Becunty * lofumatian Quality * DI No Fas Aot * ADA 5821100 Umas 0 80 miswtar

To view a firm’s uploaded documents, click on Business View to see a list of firms who have
granted you access. Then, click on a firm’s business name to see its uploaded documents.
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How to View a Firms Uploaded Documents

L D
TESTE oo vom unmsiss eusmm

Contofficer, FadEmp | | Agancy : AGENCY FOR INTERNATIONAL DEVELOPMENT

Search Rasult A
Click on any document to
download and view TURING CORP.| Mide Vald Details
Document Type Sourced Zip
Adminl.pdf Stock ledgar WOSB_Admin_Good. zip :‘;_:;_‘4;?‘“
o O — -0 2 (k)
X Dec-03-2010
Admin2 pdf D yes waee s open o o s e (hat st_Flas.zp  [ro e
MNov-11-2010
Admin2.pd Hame dcunt ot min_Good 2 [5:35:49)
L Type  idobe dcrcbat CocLment
Admind,pdf From: . sha, o ok_Flies.tip :):::f »z’:!m
MNov-11-2010
e pdlf Opan swe | [t ] [9:38:49)
i unsaa 08, 112010
Wl s o Ikt G b usehl, s s o peiioly. ' Dac-03-2010
== I Pamicurconpui Wy daro s e s, st oomoe  [*'-"195P  [14:41:57)
bt . et e 0ak? Hov-11-2010
AdminZ,pdf min_8ad.zip 1o e =
* oriaty & facurny * + 704 * e Four et * ADA Snsan umes s 60 ma

You can then click on any document to download and view.
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You may also view firms by searching solicitations. Click on Solicitation View to see the

solicitations.

How to Use the Solicitation View

[eeyTien)
LI LI o e ncs View L Colletation View §

Contofficer, FedEmp || Agency : AGENCY FOR INTERNATIONAL DEVELOPMEN|

Solic

on View (Authorized Docul

[Displays a list of solicitation(s) with the aut ) .
You may also view firms by

searching solicitations. Click
“Solicitation View” to see
solicitations.

« Solicitation Number: 1111111

= Solicitation Number: 111112255

« Solicitation Number: 123456782

« Solicitation Numiber: ABC-123-DoRabi
+ Solicitation Number: ABC-234-REQ

« solicitation Number: ABC-214-REq

* Solicitation Number: SOL- 123088

« Solicitation Number: TREW-45634-REQ
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How to Use the Solicitation View

h SHTp WEvIgeTT
s I
! Eg WOSHPR (I QO SO

Contofficer, FadEmp || Agency : AGENCY FOR INTERNATIONAL DEVELOPMENT
[

jow (Authorized Document List)

[Displays a list of solicitation(s) with the authorized Once you click on a

solicitation, you will see a list
of firms who have

0TI MANIFACTURING CORP, authorized you access to

Business: [DUNS:666660004] i
ROAD 992 KM 1.5 LUQUILLO IND. PARK LUQUILLO, PR 6061 BT GBS

« Solicitation Number: 1111111

Viewing Authorization Expires On: Jun-04-2011

Document List:

Bocument Bocumant Type
AdininLgdt Stock ladger

Admin2.pdl Stock ladger

Adminz.pdf Naturskzation papers
Admind.pdf Stock ledger

Admind,odr Amandmants to the Articlas of

Organization

**Note that that a Contracting Officer will only be able to view documents of firms that have authorized
them access. If you do not see a firm that you need to review, contact them and ask them to grant you

access.

Once you click on a solicitation, you will see a list of firms who have authorized you access to
their documents. It is important to note,

End.
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Hyperlinks Contained in the Workbook

WOSB Compliance Guide
http://www.sba.gov/sites/default/files/files/WOSB%20Compliance%20Guide April2011.pdf

SBA — WOSB Information Webpage — www.sba.gov/wosb

WOSB Certification Form — WOSB http://www.sba.gov/content/women-owned-small-business-wosb-

program-certification

WOSB Certification Form — EDWOSB http://www.sba.gov/content/women-owned-small-business-wosb-

program-certification-edwosbs

WOSB Applicable NAICS codes www.sba.gov/wosb

WOSB FAQs http://www.sba.gov/sites/default/files/files/WOSB%20FAQ%20Apr2011.pdf

GLS Registration https://eweb.sba.gov/gls/dsp addcustomer.cfm?imappsystypnm=8ASDB

13CFR — Part 127 http://ecfr.gpoaccess.gov/cgi/t/text/text-
idx?c=ecfr&sid=5ec37e86d24337acf755a802cd30133f&tpl=/ecfrbrowse/Title13/13cfr127 main 02.tpl

Procurement Technical Assistance Centers http://www.aptac-us.org/new/Govt Contracting/find.php

Personal Financial Statement http://www.sba.gov/sites/default/files/tools sbf finasst413.pdf

SBA Size Standards http://www.sba.gov/content/am-i-small-business-concern

Women’s Business Centers http://www.sba.gov/content/womens-business-centers

SCORE http://www.score.org/chapters-map

WOSB Information www.sba.gov/wosb

Office of Women'’s Business Ownership http://www.sba.gov/about-offices-content/1/2895

Small Business Development Centers http://www.asbdc-us.org/

SBA District Offices http://www.sba.gov/about-offices-list/2

j.oconnor — November 2013
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