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Questions and Answers (Q&A)  

In Response to OIT-STEP-2017-01 

No. Question Answer 
1. Application Deadline (multiple questions) 

 
 Please confirm the deadline for submitting proposals to this funding 

opportunity announcement. On page 24 of the Funding Opportunity 
Announcement No. OIT-STEP-2017-01 it lists 11:59 pm Eastern Time, June 
5, 2017 but other deadlines in the announcement mention June 10, 2017.  

 
 Section 4.4 (pg. 24) of the Announcement says the deadline for submissions 

is June 5, 2017. This contradicts the deadline stated of June 10, 2017 at the 
beginning of the announcement as well as on grants.gov. Is the deadline 
June 5 or June 10? 
 

 Page 24, Section 4.4 – Required Proposal Submission Date. This section 
states that the submission deadline is on June 5, 2017.  However, 
everywhere else in the announcement and in Grants.gov states June 10, 
2017.  Please clarify and confirm. 

 
 
Please disregard the erroneous date in Section 4.4. (p. 24).  Applications must be submitted by 
11:59 p.m. on June 10, 2017.  No applications will be accepted or considered after the deadline. 

2. Pre-Paid Expenses 
 
The topic of STEP funds being used to cover activities associated with foreign trade 
shows that fall outside of the current STEP award period has been discussed and 
reviewed extensively.  I remember it was a topic at the 2016 STEP Orientation meeting 
in DC last October.   
 
This issue involves ESBCs desiring to participate in trade shows that, due to their size 
and popularity, require trade show booths to be reserved / purchased many months in 
advance, usually outside of the current award period.  This is not simply a reservation, 
but an actual payment/commitment must be made to reserve the booth.  Additionally, 
airfare is normally purchased months in advance to minimize costs.  As an example, 
AGRITECHNICA occurs every two years in November in Germany and will be held in 
2017.  Companies that wish to participate have already paid their booth fees and airline 
tickets.  We’ve had a couple of ESBCs ask us if these costs are covered under STEP 
and we have had to say no.   
 
At one point, Gene Stewman sent out a “proclamation” approving the use of STEP 
funds for this purpose, but after some confusion by applicants, it was later rescinded 
and never reissued, to my knowledge.  This “proclamation” stated that STEP funds 
could be used to reimburse ESBC paid booth space costs up to 12 months in advance 

 
 
In accordance with Policy Statement 2017-1, Allowability of Prepaid Expenses for Approved Trade 
Shows (dated 3/15/17), approval is granted for STEP awardees to reimburse STEP eligible small 
business concerns (ESBC) during the current award period of performance for two categories of 
cost associated with trade shows that occur within the current award period of performance and 
are prepaid by STEP ESBCs prior to the current award period of performance:  
 
1) Booth Space Rental Fees. Up to one year in advance of the approved trade show is allowable; 
and  
 
2) Airfare. Up to six months in advance of the approved trade show is allowable. To reimburse an 
ESBC for these costs prepaid by them, these costs must be included in your [STEP FY 17] 
Financial Assistance Plan and approved by SBA during the award process for your current STEP 
award. 
 
2 CFR 200.405(a) (1) provides the basis for this management policy of declaring the above pre-
paid cost by ESBCs as allowable and allocable to a current STEP award.  This policy does not 
include approval for pre-award costs incurred by a STEP awardee under 2 C.F.R. 200.458. Pre-
award costs are not allowed for STEP awards. This policy is in effect until it is rescinded. Please 
contact your Program Manager with any questions, or to request a copy of policy. 
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and for airfare, up to six months in advance of the show.  So, if an ESBC desired to 
attend AGRITECHNICA 2017, they would need to pay for these expenses within these 
time parameters (2016 STEP award period currently) to qualify and be approved for the 
activity.  If the applicant (NDTO in this case) was awarded a 2017 STEP grant, then 
those costs could be covered with 2017 STEP funds since the activity occurred during 
the 2017 STEP award period and the activity had been approved under the previous 
STEP grant.  The 2016 STEP funds could not be used to cover these costs since the 
actual activity occurred outside of the 2016 STEP award period.  The reimbursement to 
the ESBC would be dependent on the applicant being awarded STEP funds for the 
period in which the trade show activity occurs.  Consequently, the ESBC assumes the 
risk of incurring these costs without any reimbursement.  
 
There are many trade shows that fall into this category of requiring payment in one 
award period but the actual activity falls in another award period.  So, is it possible to 
get approval to reinstate Gene’s “proclamation” and approve reimbursement of costs as 
indicated in this scenario?   
 

 
 
 

3. Contracting Rules: Sole Source Justification 
 
In the PA, the manner in which to deal with contracts is laid out. I will have a contract 
that will require approval, based on the amounts listed in the PA. The contract has 
been a sole source contract approved by the state to date because no other 
organization can fulfill the objectives and requirements. How does my application 
"demonstrate to SBA's satisfaction" that we have done our due diligence w/this 
contractor? There is no other organization that would be able to implement the step 
contract in my state. The contracted organization, a District Export Council, is export 
focused and the best suited to implement the tradeshow payments, financial assistance 
awards reimbursements and payments for US Commercial Service products with 
oversight and approval from the state office of international commerce. 

 
 
2 CFR Part 200.320 Procurement by noncompetitive proposals - The non-Federal entity must 
provide documentation to “SBA’s satisfaction” that you have done your due diligence to 
demonstrate that one or more of these circumstances apply: item is available from only one 
source, there is a public exigency or emergency, non-Federal entity has prior approval to use this 
method, and/or after solicitation of a number of sources, competition is determined inadequate. 

4. Allowable Costs 
 
On pages 6-7 of the funding opportunity announcement there is a list of allowable 
activities for which STEP funds may be used by eligible organizations (non-federal 
entities). That list includes marketing media; however the list on page 29 of allowable 
costs for STEP ESBCs’ foreign travel and other costs does not specifically include 
marketing media or exclude it. Would the design and printing of marketing media fall 
under item ix. “Other associated and allowable travel expenses”? Please clarify the 
differences between those two lists. 
 
 

 

The list of STEP statutory allowable export activities/ uses of funds identified on p. 6-7 of Funding 
Opportunity Announcement OIT-STE-2017-01 is per 2 C.F.R. Section 200.408.  Whereas, p. 29 
outlines the allowable and unallowable costs in the Terms and Conditions of award but this list is 
not as exhaustive as it could be.  

Eligible organizations (as defined in Section 3.1) should submit proposals in adherence with the 
list of allowable activities (identified on p. 6-7). Regarding translation of marketing materials, the 
current law provides for design of marketing media which encompasses translation of marketing 
materials. 

Please note:  We strongly recommend that proposals are focused on key activities that address 
the needs of your organization and can reasonably be achieved within the 12 month award period 
with the proposed amount of Federal funds (Applicant’s past utilization of Federal funds and past 
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performance will be evaluated). In other words, you do not have to submit proposals that reflect 
the full list of statutory activities. Instead, proposals should be focused on the specific needs of 
your organization with milestone goals and supporting activities (that can be executed) and 
budgets including proposed Federal funding amounts that you can reasonably utilize or spend 
within the 12 month award period.  

5. Definition of Socially and Economically Disadvantaged Individuals 
 
What is the SBA’s definition of socially and economically disadvantaged individuals? 
Are non-federal entities expected to let ESBCs self-declare as socially and 
economically disadvantaged or would the ESBC need to prove that status?  
 

 

The SBA defines socially disadvantaged individuals at 13 C.F.R 124.103, as those who have been 
subjected to racial or ethnic prejudice or cultural bias within American society because of their 
identities as members of groups and without regard to their individual qualities. The social 
disadvantage must stem from circumstances beyond their control.  

The SBA defines economically disadvantaged individuals at 13 C.F.R 124.104, as socially 
disadvantaged individuals whose ability to compete in the free enterprise system has been 
impaired due to diminished capital and credit opportunities as compared to others in the same or 
similar line of business that are not socially disadvantaged.  

Non-Federal entities are expected to verify ESBCs have been designated as such before 
submitting Client List to SBA, as meeting the statutory requirements (noted above), as socially and 
economically disadvantaged. 
 

6. Allowable Costs 
 
New language on page 9 of the award announcement refers to allowability of pre-
award costs and how non-federal entities may request them. Could you please give 
some examples of what that might include and how we would go about requesting 
hem?  

 
 

 
 
Please refer to Question # 2 & 14. 

7. Program Income 
 
Page 10 of the award announcement includes significant new language on what is 
considered program income. Is this mostly putting in writing what was already the 
practice from last year? Or is there intent to change the policy with this language? 
 

 

Additional language was included to provide further clarification on program income in accordance 
with reference 13 CFR 143.25, 2 CFR 200.80, 2 CFR 200.307.  Guidance on how STEP interprets 
this guidance has been provided.  

8. Contracting Rules 
 
As a result of the disruption to the smooth delivery of export assistance services to 
ESBCs and the burdensome costs of international procurement processes, our state’s 
Department of Enterprise Services has given our agency an exception from strict 
interpretation of our state’s Procurement Law related to rebidding its current overseas 
trade representative contracts. This is due to the need of overseas contractors to have 

 
 
Non-Federal entity may follow their own procurement policies and procedures when contracting 
with Project Funds, as long as it complies with the requirements of 2 C.F.R. §§ 200.317-200.326 
and any additional applicable rules (set forth in Funding Opportunity Announcement) that pertain 
to amount of the contracts. If a conflict arises, SBA’s regulations will supersede all non-Federal 
entities policies and procedures. 
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long-term business and personal relationships in the countries/regions where they work 
as well as a thorough understanding of our state’s export assistance business model 
and ESBCs. Can the exception our agency received be applied to the contracting rules 
on page 20 of the STEP Funding Opportunity Announcement as it relates to contracts 
with overseas representatives that are funded in part or full with STEP funds?  

9. Updated Performance Progress Report (PPR) 
 
Please clarify what SBA is looking for with regard to the Updated Performance 
Progress Report (program announcement, page 23). Should we upload what was sent 
at the end of STEP Year 4 (FY 2015) or include new data that we have received since 
that final report was sent in? 
 

 
 
If you had a prior SBA award, you should include new data that you have received since your 
latest or final report was submitted.  The requirement for reporting updated data is using two 
methods: 
 

1) Please follow the format in the required Technical Proposal Template outlined in the 
Organizational Competency, Exporting Experience (current/previous). In this section, 
you must provide a brief written synopsis of updated FY 2015 results and a copy of Your 
‘Key  Performance Indicators’ table (as shown in the template); and, 
 

2) Submit as a separate attachment (Attachment 10) your full updated PPR that shows the 
new data (i.e., ‘actual’ export sales data that an ESBC reported after the final report was 
submitted to SBA). 
 

The purpose of requesting this information is so that we will be able to report more realistic results 
in the Annual Report to Congress that is reflective of non-Federal entities performance in adhering 
to milestone goals and objectives commensurate with STEP’s mission. 

10. Export Research Tool Subscriptions 
 
Page 29 of the funding opportunity announcement, section 6.3: Nonfederal entity 
export research tool subscription used to assist STEP clients with market research 
(capped at $1,000).   What are some examples of export research tool subscriptions 
that will comply with this authorized use of STEP funds? 
 

 
 
Export Research Tool Subscriptions is any relevant service that is useful for collecting and 
analyzing economic research data that would assist U.S. small businesses to find opportunities to 
expand in global markets. Salesforce is an example of a well-known tool that can be authorized 
with STEP funds. 

11. Cover Letter 
 
Both the Funding Opportunity Announcement and Instructions and Guidelines indicate 
the Cover Letter to be submitted via Word format, however the PowerPoint and 
Instructions and Guidelines also indicate that it be signed.   

 
Additionally, the Instructions and Guidelines Outline indicates it can be no longer than 1 
page, therefore we cannot insert a picture of the signed document.  Should we submit a 
Word version unsigned, or a PDF version signed? 

 
 
Please use cover letter template (prepared in Word format) and submit a signed PDF version as 
Attachment [1]. 
 
The cover letter template can also be found at: https://www.sba.gov/step 

12. Key Personnel 
 
Is a bio acceptable in place of a resume?  

 

 
A bio is not acceptable in place of a resume. Non-Federal entities are required to submit a one 
page resume (as referenced on p. 20, Funding Opportunity Announcement). 

https://www.sba.gov/step
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13. Data Collection Instrument 
 
The terms indicate a required signature on DCI’s.  We have an online system which 
requires an individual username and password for each person.  It also logs when it 
was completed.  Will typing their name suffice in place of an actual signature? 

 
 
Yes, typed names and/or electronic signatures are acceptable for DCI online applications.  

14. Pre-Paid Expenses 
 
Can you confirm that the attached policy is currently in place?  This is the item I was 
referring to in my email to step@sba.gov and my conversation with you at the SIDO 
conference. 
 
 

 
 
The most recent letter regarding the Pre-Paid Expenses policy is dated March 15, 2017 and was 
sent out to all YEAR 5 STEP Project Directors from your STEP Program Manager on that date.   If 
you are a current YEAR 5 award recipient, please consult with your Program Manager for another 
copy.   Here is a snapshot of the letter for others to view. 
 
 

 
 
 

15. Letters of Support 
 
 Is the SBA accepting letters of support for the STEP application from states' various 
partners? I saw a letter of consultation but not support. Can we include LOS if we have 
them?  
 

 
 
If you are using a partnership as support to meet your non-Federal (matching contribution) then 
you do need to provide a signed letter of agreement for that contributing match amount or any in-
kind contribution of services with monetary amount associated with service with your application. 
This is considered a letter acknowledging commitment. Please visit our STEP webpage at 
https://www.sba.gov/step, click on SAMPLE Match Certification for more information.   

16. Allowable Costs (Training) 

This request relates to allowable expenses for awardees under the STEP Grant. 
Export-Import Bank made a presentation regarding their Regional Export Promotion 
Partner (REPP) program at the SIDO conference, requesting that state trade 
agencies/organizations become participants. One of the program requirements is for 

 
 
The Regional Export Promotion Partner (REPP) training is not a requirement of STEP but rather 
EXIM Bank. We encourage collaborative efforts and believe that (participation in the REPP 
program) is a good avenue to compliment outreach and assistance to ESBCs. However, we 
suggest that Applicants use state funds to participate in EXIM training. Per 2 C.F.R. Section 

mailto:step@sba.gov
https://www.sba.gov/step
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"members" to attend an Ex-IM annual training meeting in DC each year.  

This program is 100% related to exports and compliments the awardees outreach and 
assistance to ESBCs. Since the goals of the STEP program are to increase NTE 
companies and increase export sales, this REPP program becomes essential.  It also 
meets the requirement to utilize and cooperate with other federal resources.  

At the SIDO meeting, I made a request to you that the cost of the annual Ex-IM training 
trip to DC be an allowable expense for the awardees under the STEP program since it 
directly relates to the program goals and directly assists ESBCs. It's a one-day training 
session so the costs would include 2-3 days meal per diem, 1-2 nights hotel per diem, 
and airline/transportation costs, probably totally up to $1,500, depending on where 
someone is traveling from.   

I believe many states don't participate in this valuable resource program due to this 
cost requirement.  But Ex-IM Bank is an essential partner to the goal of increasing 
export sales and NTEs under the STEP Grant.  Thank you for your positive 
consideration. 

 

200.408, Applicants’ proposed use of Federal funds for the STEP are limited to the statutory uses 
of funds that directly benefit ESBCs to become an exporter and/or increase their export sales. 
Participation in export training workshops, that directly support ESBCs, can be proposed as an 
eligible statutory export activity #6.  An example of an allowable activity under this category is 
offering stipends directly to ESBCs to offset the costs of a collaborative trade finance/EXIM Bank 
event to help ESBCs increase their export sales. Keep in mind that your milestone goals and 
supporting export activities identified in your Technical Proposal template and Attachment A 
should be focused on yielding a high return on investment and to the direct benefit of the ESBCs 
at no less than 85%.   

17. STEP Awardee Orientation   
 
We see that there is no discussion of an Awardee Orientation in the announcement.  Is 
there one?  If so, is it an allowable budget item this year?   
 

 

 
 
SBA’s Office of International Trade will not be conducting an Awardee Orientation this STEP 6 (FY 
2017) year. If you are awarded a grant, please feel free to contact your assigned Program 
Manager to answer any questions that you may have regarding the award.  There will not be an 
onsite orientation conference this year so there is no allowable budget for this activity.  
 

18. Eligible Activities (Foreign Market Sales Trips) 
 
Page 6-7, Section 1.4 – Purpose, Eligible Activities 
 
We see that “Participation in Foreign Market Sales Trips” has been removed from the 
list this year.  Many of our ESBCs using Financial Assistance Award conduct their own 
sales trip to foreign markets not in conjunction with an official state of federal led trade 
mission.  Are Foreign Market Sales Trips still an allowable activity under #1: 
“Participation in Foreign Trade Missions”?   
 
 
 
 
 

 
 
Participation in Foreign Market Sales Trips has not been eliminated.  Please refer to #9 on page 7 
of the Funding Opportunity Announcement for this allowable activity.  It states, “For example, 
foreign market sales trips have been determined as an appropriate use of STEP funds.  Inclusion 
of this use would be indicted as an item 9.”  Yes, foreign trade missions are an allowable activity 
as noted on the bottom of page 6 in the #1 information. 
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19. Data Collection & Measurement of Outcomes 
 
Page 15, Section vi. - Data Collection & Measurement of Outcomes 
 
New second paragraph regarding jobs created and/or retained.  If adding this question 
into our STEP Client Application, are we asking the ESBCs this question with regard to 
their specific proposed STEP activity or for their overall exports in general? 

 
 
The question should be asked of the specific activity that STEP has supported. 

20. Certification Forms and Assurances 
.      
Page 17, Section 4.2.4 – Certification Forms and Assurances 
New verbiage has been added that financial certification forms must be signed by the 
“Authorized Organizational Representative”.  Is your intention that this is the same 
person as the AOR - Authorized Organizational Representative registered in 
Grants.gov?   
 
If that is the case, then we have an issue.  For our Year 4 & Year 5 applications, I, 
XXXXXXXX, have been the AOR in Grants.gov and do all of the submission of our 
application into the portal.  However, our corporate structure does not allow for me to 
sign the vast majority of documents that falls under our Director. Please advise.  
 
Or, is it just coincidence in naming and your meaning was that whoever within our own 
department structure is authorized to sign off on specific forms?  If yes, then we are in 
the clear. 

 
 
Some previous forms required the signature of an “Authorized Certified Representative”. The 
request for an “Authorized Organizational Representative” is in most cases the same person as 
the certifying representative. It would be the person at your agency that is authorized to sign the 
form on behalf of your organization. It may or may not be the same person. That is based on your 
agency structure and personnel assigned responsibilities.  
 
Based on the answer above, this is not a concern for you in this case. It appears that you are clear 
since it is based on your agency’s organizational structure and assigned responsibilities.  This may 
be the same person or two different people.   
 
 

21. Contractual and Consulting Agreements 
 
5. Page 20 – List of Contractual and Consulting Agreements 
 

a. Rules for contracts between $3,001 and $150,000 
i.   Does this apply to USCS services contracts vs private contractors?   

 

 
 
The list of Contractual and Consulting Agreements applies to all contractual and consulting 
agreements between the amounts of $3,001 and $150,000.  This is a new Federal policy amount 
so please make the appropriate adjustments. 
 

22. Application documents – saving and naming attachments 
 
In the Grants.gov Instructions document, file naming conventions are detailed on page 
5. (i.e. 1-PA-Cover Letter). However, in the list of Documents that follows on pages 6-
10, there are several documents listed to be included under a single Attachment (i.e. 
Attachments 4-9 have multiple documents identified).  
 
Should all of the documents for the Attachment to be grouped together, in the order 
listed, and submitted as one Document/pdf?   
 
Shall the Name for the Attachment include a listing all of the items in the single 
document? (i.e. 6-PA-Designation Letter & Consultation Letter). 
 

 
 
Yes, please submit these documents to us in one PDF, grouped together in the same order listed 
in section 4.1, Application Instructions of this Funding Opportunity Announcement. 
 
Yes, please label the attachment in this manner.  
 
 
 



8 
 

23. Application documents – saving and naming attachments 
 
In the Grants.gov Instructions document, there are 4 items listed that are part of the 
electronic submission on grants.gov. They are also listed as to be included as 
attachments. Preferred formats note “online and PDF”. Do we fill this form online and 
also include as attachments so it’s received two ways? 
. 

 
 
Yes, please fill out the applicable standard forms online, print them out, sign the SF-424B (along 
with any other form that needs to be signed) and PDF them so they can be attached. 
 

24. Application Questions 
 
In the Announcement, in Section 1.1.15 (pg 6) it notes that we have 5 business days to 
file questions with SBA while in Sections 7.1 and 7.2 (pg 30) it notes 5 calendar days. 
Please confirm the date we have to file questions. 

 
 
The open period for questions was five business days from the date of Funding Opportunity 
Announcement. The deadline date for questions was May 18, 2017 at 11:59pm. 

25. ESBC “Skin in the Game” 
 
In Appendix B (Technical Proposal Template), Part II (Financial Assistance Plan), letter 
e. (Percent of export of activity costs) it states that both NTE and ME ESBCs must 
cover a percent of the cost of participation in STEP supported export activities. What 
percent? 
 

 
 
The STEP request that all clients have some “skin in the game” to support the request for funds. 
The STEP team does not have a set percentage that each state should use, but it would be best to 
have all small businesses pay a reasonable portion to support the trade show/mission.   

26. STEP Client Panel  
 
In Appendix B (Technical Proposal Template), Part II (Financial Assistance Plan) letter 
c. – what does the SBA define as a panel appropriate to review client applications? 
 

 
 
The SBA/Office of International Trade recommends that members of this review panel be 
employees of the state.  You cannot incorporate SBA or SBDC employees.  The panelists should 
be experts in the export/ international trade business so that they can impart their knowledge and 
experience on STEP client applications. 
 

27. SBA Small Business Communities 
 
Referring to the Announcement, Section 5.2.1.iii. (pg 26), how does SBA define the 
small business communities listed? Is there a way to validate this? What should the 
state do to certify the company fits into any of these categories? 
 

 
 
Please see question #5 for definitions. The STEP team recommends that you work with the SBA 
District Offices, USEACs, or SBDC’s in your state for guidance. If the ESBC is currently an SBA 
borrower then they can self-declare as they have already provided SBA proof of this status.  If they 
are not an SBA borrower, the ESBC can turn to the SBA District office/USEAC for support in 
determining. 

28. Consultation Letter  
 
How do we capture a signature(s) on a form (i.e. Consultation letter) and save/attach 
as a word document (recommended format) as noted in the Grants.gov Instructions?  
Is a pdf still acceptable? 
 

 
Yes, please prepare the consultation letter in word format, obtain signature, save document and 
upload a signed copy in PDF format. 
 
 

29. Governor's designation letter 
 
Quick question - do we need an updated Governor's designation letter with current date 
given that nothing has changed since last year?  

 
 
Yes, this application requires a new Governor’s designation letter (signed and dated) on state 
letterhead. 
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30. Budget Information 
 
The example given for the Written Budget Narrative shows Trade Show expenses as 
being part of Contractual Services, we have always accounted for these as OTHER 
category.  Do you now want us to classify booth expenses, shipping charges, 
interpreters as Contractual Services? 
 

 
 
No, please continue to place all activities for clients in the ‘Other’ budget cost category unless they 
are in fact items that are under contractual agreements. The example that was provided does 
show that there were contractual activities. The program requires all activities to be placed in the 
Other category. Please keep in mind if services are a part of the technical proposal and budget 
that show the state going into an agreement with a third party, a contract is required and those 
funds should be placed in the ‘Contractual’ section.     

31. Eligibility 
 
Is it possible for a Small Business Development Center (SBDC) to apply for a grant on 
behalf of a state? 

 
 
SBDCs do not meet the eligibility requirements to apply for the STEP grant. 
 

32. Domestic Show Policy 
 
Pages 6 & 7 of the Funding Opportunity Announcement list the allowable activities that 
can be funded.  Item #5 on page 7 makes reference to “domestic trade shows, 
according to the domestic trade show policy as specified in Section 4.2.2.”  I reviewed 
Section 4.2.2 and did not see any reference to a domestic trade show policy. Can you 
please clarify or refer us to another section of the document? 

 
 
Domestic trade shows are allowable. Please disregard reference in Section 4.2.2 and refer to the 
memo dated November 14, 2016 for the STEP policy on domestic trade shows.  
 

 
 

 


