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Appendix E Business Process Decomposition

Operate SBA

1.0
Establish Plans & Policy

Process Description: Strategic direction for the SBA is developed in consonance with the processes prescribed by the Government Performance and Results Act (GPRA).  Agency top management develops the strategic plan and establishes its priorities.  From the Strategic Plan, the Annual Performance Plans are developed, including performance targets for every office of the Agency.  Finally, performance is tracked in comparison to the performance targets.

1.1
Perform Strategic Planning

Process Description: The strategic direction for the SBA is established in a series of meetings of the Administrator and the senior officers of the agency.  At the initial sessions, specific strategic goals are identified and defined, at the later ones, the goals are prioritized, and specific near-term efforts are developed and assigned to the agency offices.  Based on these strategic goals and near-term projects, the agency updates the Strategic Plan and begins the Annual Plan, required by the GPRA.

1.2
Establish Performance Targets

Process Description: Performance targets are proposed by the program offices based on the strategic plan and the results of the strategic planning meetings s.  These targets are reviewed by the Associate Deputy Administrators and approved by the Administrator.  Program offices base their proposals on past performance and their assessments of future capabilities.

1.3
Monitor GPRA

Process Description: The Office of the Chief Financial Officer (OCFO) monitors accomplishment of performance targets.  Each program office submits a monthly report to a tracking system maintained by OCFO.  These reports are consolidated and presented to the Chief Operating Officer monthly, comparing actual performance and targets performance.

2.0
Support Operation

Process Description: These are the processes that support the day-to-day operations of the SBA.

2.1  
Perform Financial Management Activities
Process Description:  Financial Management Activities consist of the processes Manage Budget, Manage Financial Operations, Manage Financial Systems, Manage Subsidy Rate Process, and Manage Quality Assurance.

2.1.1 Manage Budget
Process Description:  Managing the budget for the SBA consists of the processes Perform Budget Preparation and Perform Budget Execution.

2.1.1.1 Perform Budget Preparation

Process Description:  This process supports the preparation and planning of the Agency’s budget.  Initiate Agency-wide budget call for proposed operating plans.  Consolidate operating plan proposals into a comprehensive Agency budget.  Negotiate budgets with SBA management, Congress, and OMB.  Disseminate results to all Agency offices

2.1.1.2  Perform Budget Execution 

Process Description:  These processes support the Agency’s funds control function for tracking and managing budget authority across multiple fiscal years.  Record appropriations and expiration of appropriation authority.  Record apportionment, reprogramming, rescission, and other funding adjustments.  Distribute, track, control and report funds availability at various levels.  Enter appropriate commitments / obligations for centrally controlled spending

2.1.2 Manage Financial Operations

Process Description:  Financial operations management for the SBA consists of the processes Perform Accounts Payable Activities, Perform Accounts Receivable Activities, Perform General Ledger Activities, Perform Financial Reporting Activities, Perform Support Activities, and Perform Policy and Procedures Oversight.

2.1.2.1 Perform Accounts Payable Activities 

Process Description:  This process supports the various payments for loan programs, supplies, and services:  Process travel vouchers.  Process vendor invoices for services / supplies.  Process grant payment requests.  Process imprest fund reimbursements.  Create Treasury disbursement schedules.  Maintain Agency payment register.  Process payment cancellations, Treasury Payment-Over-Cancellations, and Reclaims.  Create mail notifications for electronic payments.  Maintain and update payee information

2.1.2.2 Perform Accounts Receivables Activities 

Process Description:  This process supports the collection of funds due to the Agency:  Establish accounts for money owed to the Agency.  Process cash collections against receivables.  Process debit vouchers for NSF collections.  Process interagency collections against receivables.  Generate refunds for overpayments.  Write-off un-collectible accounts.  Account for fees collected by Agency financial agents (e.g. Colson).  Print, stuff, and mail billings for loan repayments and fees.  Account for loan repayments from large-scale consolidators.

2.1.2.3 Perform General Ledger Activities 

Process Description:  This process supports the detailed accounting functions.  Create and maintain the general ledger account structure.  Create and maintain the accounting code structure.  Monitor audit trails of accounting systems activity.  Process journal vouchers.  Process monthly/recurring accrual accounting entries.  Create closing entries for the end of a period (e.g. month).  Create and analyze trial balances.  Perform preliminary and final yearend closings.  Manage the yearend rollover of system information and tables.

2.1.2.4 Perform Financial Reporting Activities
Process Description:  This process produces the multitude of standard financial reports required by central government agencies and support Agency financial management:  Create monthly cash report to Treasury (SF-224).  Create monthly budget reports for OMB (SF-133).  Create quarterly financial reports.  Create annual financial reports and statements.  Create financial management reports for receivables, budget, systems assurance, etc.

2.1.2.5 Perform Financial Operations Support Activities  

Process Description:  Account for interagency payments.  Account for NFC-processed payroll.  Perform cash and accounting reconciliation and resolutions.  Perform ad hoc reporting for SBA management, Congress, GAO, OMB, etc.  Staff help desks for accounting and administrative issues.  Perform system administration for various financial systems.  Participate in government-wide financial management initiatives.  Perform annual reviews of financial systems/processes (e.g. FFMIA, FMFIA, OMB systems inventory).  Keep abreast of new financial management initiatives

2.1.2.6 Perform Policy And Procedures Oversight 

Process Description:  This process supports the development of Agency financial policies:  Create and maintain SOP’s dealing with financial and administrative subjects (e.g. travel).  Provide written/oral advice and guidance on financial and administrative matters.  Participate in government-wide efforts to modernize and streamline policies and procedures.

2.1.3 Manage Financial Systems

Process Description:  Financial systems management consists of the processes Perform Systems Analysis and Development, Perform Systems Maintenance, and Perform Support Activities.
2.1.3.1 Perform Financial Systems Analysis And Development 
Process Description:  This process supports the automation of Agency financial operations:  Analyze functional requirements.  Develop new processes and internal controls.  Create system specifications and project plans.  Develop, test and implement automated systems and software programs.  Develop, test and implement interfaces between systems.  Procure hardware and equipment for automated systems.  

2.1.3.2 Perform Financial Systems Maintenance 

Process Description:  This process supports the day-to-day financial operations of the Agency:  Monitor security, internal controls, and operations.  Resolve operational problems on multiple hardware platforms.  Serve as system administrators for financial computer environments.  Modify and update automated hardware and software systems.  Provide LAN/computer support for the Office of Financial Operations.

2.1.3.3 Perform Support Activities 
Process Description:  Administer an enterprise administrative reporting system. Monitor various programs and systems.  Maintain and upgrade computer equipment.  Develop ad hoc reports and data extracts.  Develop and maintain COOP plans.  Coordinate operational initiatives with OCIO.  Participate in strategic IT initiatives.

2.1.4 Manage Subsidy Rate Process
Process Description:  Management of the Subsidy Rate Process consists of the processes Perform Calculation/Analysis of Subsidy Rates, Perform Subsidy Rate Re-estimates, and Perform Support Activities.

2.1.4.1 Perform Calculation/Analysis Of Subsidy Rates 

Process Description:  This process supports the loan program subsidy calculation function as required by the Credit Reform Act:  Reconcile data warehouse with accounting information.  Create, populate and maintain subsidy models.  Execute programs to calculate subsidy rates.  Perform analysis of results.  Document results and perform internal reviews.  Present findings to stakeholders (e.g. Office of Capital Access, OMB).

2.1.4.2 Perform Subsidy Rate Re-Estimates

Process Description:    Update model projections with actual accounting data.  Execute programs to re-calculate subsidy rates.  Document results and perform internal reviews.  Present findings to stakeholders (e.g. Congress, auditors).  Update models appropriately.

2.1.4.3 Perform Subsidy Rate Support Activities

Process Description:  Create ad hoc reports from data warehouse.  Perform econometric analyses.  Lead Federal efforts in subsidy analysis.

2.1.5 Manage Quality Assurance
Process Description:  Quality Assurance management consists of the processes Perform COSO Oversight, Perform Internal Control Reviews, and Perform Audit Oversight.

2.1.5.1 Perform COSO Oversight 

Process Description:  This process supports the Administrator’s strategic goal of improving the Agency internal control environment.  Develop methodology to improve internal controls.  Train all SBA employees in internal controls.

2.1.5.2 Perform Internal Control Reviews  

Process Description:  This process supports the quality assurance function within OCFO.  Identify processes/procedures to review.  Plan, schedule and perform the review.  Document and communicate findings.  Develop/review remediation plans, if necessary.  Monitor progress of remediation efforts.

2.1.5.3 Perform Audit Oversight 

Process Description:  This process supports the annual audits required by the CFO Act:  Coordinate annual financial audit by IG/contractor.  Monitor resolution of audit issues (e.g. material weaknesses).  Monitor resolution of other audit/review issues (e.g. FMFIA, FFMIA).  Coordinate the execution of FOIA requests.

2.2
Manage Information Resource

Process Description: Provide policy, guidance and support for the SBA’s nationwide computer automation and information technology efforts.  Assist SBA field and headquarters program offices in identifying ways that automation and technology can improve service delivery, in acquiring new technology, and developing new systems.  Administer the SBA InterNet and IntraNet applications.
2.2.1
Manage Infrastructure

Process Description:  The Office of the Chief Information Officer (OCIO) management of the information technology (IT) infrastructure consists of the processes Maintain SBA Information Library, Provide Government Information Access, Manage Voice Communication, Manage Data Communication, Manage Computer Standard Software, Manage Computer Hardware Resources, Manage SBA IT Security Program, Manage SBA Information Quality Program and Provide Customer Support.

2.2.1.1

Maintain SBA Information Library

Process Description: Maintain the information library on the agency intra-net, updating holdings of policies and guidelines for development and maintenance of software items.  As guidance and reusable modules are developed, they are added to the electronic library, where they can be accessed by all SBA users.
2.2.1.2

Provide Government Information Access

Process Description:
Agencies of the Federal government produce, collect, manipulate, evaluate, maintain, distribute, publish, and preserve vast amounts of data, information, and records.  These represent a valuable public resource.  The sheer volume of information available, however, makes it difficult for the public to identify and locate what it may need.  Each agency has the responsibility to establish mechanisms to assist the public in its search for information maintained by the agency.  One effective mechanism is an information locator.

2.2.1.3

Manage Voice Communication

Process Description: Analyze agency voice communication requirements and obtains voice communications lines for headquarters through GSA.  Field offices receive voice communications lines either through GSA or local vendors if no GSA support is available at that location.  These links support voice analog, ISDN, and voice mail.  Manages hardwire and wireless voice communication.

2.2.1.4

Manage Data Communication

Process Description: Manage dedicated data links provided by FTS 2000 (interlata) and LECs (intralata) for the Wide Area Network (WAN), Determine data communication requirements and ensure capacity, and optimal router configuration for the WAN.

2.2.1.5

Manage Computer Standard Software

Process Description: Select and procure computer standard software base upon analysis of user needs.  Manage licenses, upgrades and vendor support. 

2.2.1.6

Manage Computer Hardware Resources

Process Description: Establish standard configurations for e-mail and Local Area Network servers, as well as for communications servers, remote access solutions, and WAN components. Develop the specifications for desktop workstations. Maintain the inventory management system for IT assets.

2.2.1.7

Provide Customer Support

Process Description:  Operate the Headquarters Help Desk which processes calls for applications assistance from both headquarters and field users.  The Help Desk responds to calls in the headquarters for hardware repair and maintenance.  In the field, the District Information Resource Manager (DIRM) provides support to local users.  DIRMs are supported by the Field Support Team (FST), who are backed up by the Network Integration Branch at headquarters.

2.2.2
Manage SBA IT Security Program

Process Description:  Direction of the Agency’s IT security program including certification and accreditation reviews, activities pertaining to Presidential Decision Directives (PDDs) 63 and 67, and compliance with the Government Information Security Reform Act (GISRA), OMB A-130, and associated regulations.   Development and implementation of Agency security policy and practices.

2.2.3
Manage SBA Information Quality Program

Process Description: Ensure and maximize the quality, objectivity, utility, and integrity of information disseminated by the Agency. Establish an administrative mechanism to allow affected persons to seek and obtain a correction of information maintained and disseminated by the SBA if it does not comply with the OMB Guidelines or Agency Guidelines.

2.2.4
Manage System Development

Process Description: System development begins with Project Initiation as the information management need is identified.  During System Definition, the detailed functional statement of the user’s need is developed and the project plan is developed.  If the project investment will total more than $200,000 over three years, the plan is entered into the I-TIPS.  System Design involves developing and approving detailed specifications to fulfill the stated functional requirements.  Building the System involves developing and testing the computer programs in response to approved specifications, as well as preparing system documentation for operation and maintenance of the system.  System evaluation involves testing the system to ensure that it functions as desired and certifying that the system has completed development.  System operation involves installing the system at all sites and the onset of operational activities, including controls on all proposed computer hardware and software changes.

2.2.5
Conduct IT Planning

Process Description: IT projects are planned by the sponsoring SBA office with technical review and assistance by OCIO.  After review of the plan at senior management level, the Business Technology Investment Council (BTIC) reviews and categorizes plans for projects entered in the I-TIPS.  The BTIC convenes again after receipt of the agency budget and designates which projects will be undertaken within the fiscal constraints of the budget.  The BTIC monitors progress and performance indicators of the project as it is developed, implemented and executed.

2.2.5.1

Develop IT Plan

Process Description: The sponsoring SBA office plans individual IT projects based on the requirements of the program.  In consultation with OCIO, the office develops the business case justification, cost, benefits, risk, and performance measures for the proposed project.  The BTIC reviews all projects proposed within the agency with a projected life-cycle cost of $200,000 or more over three years, and categorizes them as “mandatory,” “critical,” “desirable,” or “optional.”  Once the Agency budget has been approved, the BTIC rank orders the projects and identifies those that will be funded.  Those funded projects constitute the IT plan for the year. 

2.2.5.2

Execute IT Plan

Process Description: Projects approved by the BTIC may be managed by the program office or OCIO.  The work may be done in-house or under contract most development work is accomplished under contract.  The preferred acquisition strategy is Commercial-off-the-shelf (COTS), then development using standard tools.  The BTIC will review all currently approved projects every 2 to 3 months for cost, schedule and performance, compared to the milestones established in the project plan. The BTIC can continue, accelerate, retard, or cancel projects based on the projects contribution to the enterprise mission and changes in strategic priorities.

2.2.6
Manage Computer System Operation

Process Description: The SBA mainframe systems are operated under contract by Unisys Corporation. Data is collected from the field during the day and fed to Unisys, which runs batch processes according to an automated schedule for batch runs under the terms of the contract.  The systems generate daily internal controls reports which are reviewed by OCIO.  OCIO also monitors the performance of the contract, based on data in the internal controls reports. SBA client server and Intra and InterNet systems are operated by contracts to different vendor based upon their expertise.   The systems generate internal controls reports which are reviewed by OCIO.  In all cases, hardware and software faults are identified as quickly as possible and immediate action is taken to restore the systems to full operation.  For batch processing, records that were not processed in the interrupted run are recompiled for the next batch run.

2.3
Manage Human Resource

Process Description: Provide SBA managers, employees and job applicants with quality program leadership, advisory services, and timely personnel and payroll support.

2.3.1
Determine Personnel Requirement
Process Description: The requirement for an employee consists of a position within an organization at a location.  The SBA maintains and reviews general schedule job classifications to provide for an equitable pay structure consistent with classification standards published by the Office of Personnel Management.

2.3.2
Assign Personnel

Process Description: A new employee may undergo a probationary period.  A trained or fully qualified employee will be assigned to some position for a period of time.  During his or her tenure at the SBA, employees may be assigned to a number of positions.  The employee's performance is monitored and he or she is given periodic appraisals of his or her performance in formal evaluations.

2.3.3
Hire Employee
Process Description: To acquire an employee, the SBA accumulates resumes, applications, and interviews and evaluates the candidates against published criteria and offers them positions.  The candidates either accept or decline the offer.

2.3.4
Process Personnel Action

Process Description: The personnel records section receives a request for personnel action from the employee and reviews it for completeness.  The action is then keyed into the NFC System, which generates a new Standard Form 50 Notification of Personnel Action.  One copy of the Form 50 is distributed to the employee, and the original is filed in the employee’s record jacket.

2.3.5
Perform Evaluation

Process Description:
A new employee may undergo a probationary period. A trained or fully qualified employee will be assigned to some position for a period of time.  During his or her tenure at the SBA, employees may be assigned to a number of positions.  The employee's performance is monitored and he or she is given periodic appraisals of his or her performance in formal evaluations.

2.3.6
Monitor EEO & CRC Policy & Standard Compliance

Process Description: This office ensures compliance with all federal laws, regulations and executive orders requiring equal opportunity and nondiscrimination in the personnel practices and program-delivery services of the SBA and its customers.

2.3.6.1

Process Complaint

Process Description: The complaint process begins with an individual contacting a counselor in the field, where the counselor works with the individual and management (as appropriate) to resolve the issue.  If the issue cannot be resolved locally, the Counselor issues a Notice of Right to File a complaint and informs the OEEO&CRC.  The individual may then file a formal complaint with the OEEO&CRC, which logs the complaint and assigns an investigator.  The investigator reviews any documentation and interviews the individuals involved.  At the completion of the investigation, a report is prepared and provided to the complainant.  The complainant may then request a final agency decision or request a hearing.  If a hearing is requested, the board issues its findings and conclusions.  The agency head then issues a final agency decision based either on the investigation by OEEO&CRC or on the hearing.  The OEEO&CRC tracks all actions to ensure the action is handled in accordance with the timelines under law.
2.3.6.2

Initiate Corrective Action

Process Description: The OEEO & CRC's policy is to seek full and effective relief for each and every victim of discrimination. These remedies may include: posting a notice to all employees advising them of their rights under the laws EEOC enforces and their right to be free from retaliation; corrective or preventive actions taken to cure or correct the source of the identified discrimination; nondiscriminatory placement in the position the victim would have occupied if the discrimination had not occurred; compensatory damages; back pay (with interest where applicable), lost benefits; stopping the specific discriminatory practices involved; and recovery of reasonable attorney's fees and costs

2.4
Manage Procurement
Process Description: Procurement management involves the initial purchase of supplies and services, the management of the contract during the performance or delivery of the supplies and services, and the close out of the contract upon satisfactory completion of the delivery.


2.4.1
Manage Purchase
Process Description: The basic procurement process begins with the submission of a funded SBA Form 2 “Requisition for Supplies, Svcs, Fed Assistance” by the program office.  The Form 2 is logged into SACONS, and is assigned to a procurement team.  The team determines a procurement method (purchase order, single-source contract, small business, 8(a) set-aside, full and open competition) based on the dollar value of the procurement, in accordance with the Federal Acquisition Regulations (FAR).  Once a vendor has been selected, the team negotiates with the vendor for the best value to the government – as prescribed by the FAR.  The team then executes the award of the contract and obligates the funds in the Federal Financial System (FFS).  For grants, and other bi-lateral agreements, the signature of the program office representative is required, as well as those of the contracting officer and the grantee. 

2.4.2
Manage Contract
Process Description: Many procurements are executed over time, and the contract must be managed during its execution.  The program office exercises technical oversight over the delivery of services or goods, and the program office reports issues concerning schedule and quality to the contracting officer for resolution through negotiation or other remedy, in accordance with the FAR.  The procurement office receives invoices for payment from the contractor, and after the program office has confirmed that the invoiced services and goods have been received delivers the invoice to the Denver financial operations office for payment.  Grants are monitored by the procurement office and the program office by means of periodic progress and financial reports.  At the end of the contract, the program office confirms that all goods and services have been delivered in acceptable condition and that all government property has been returned, and the contracting officer confirms that all partial payments have been received by the contractor and delivers the final invoice to Denver for payment; the contract is closed.

2.5
Manage Facility & Equipment

Process Description:
Facility refers to the management of space and equipment needed by an SBA organization to house its staff and enable them to accomplish their job effectively.  The Office of Administrative Services manages facilities for SBA and its resource partners nationwide.

2.5.1
Procure Facility

Process Description: The need for new facilities is triggered by the expiration of a current lease, the expansion or reduction of staff, or the creation of a new office.  The Program office identifies the need to the Facilities Branch, and identify the number of staff to work in the facility, the type space required (office, warehouse, etc.), and any requirements for adjacency with other services, facilities, offices, etc.  The Facilities office prepares a Space Request and submits it to GSA, along with a delineated area within which the facility must be located.
GSA then procures the space based on the Space Request and a market survey.

2.5.2
Support Occupancy

Process Description: Each separate office manages its facility on a day-to-day basis.  If a significant issue arises, the head of the office informs the national office, and the national office works with GSA to resolve the issue.  

2.5.3
Manage Excess Space

Process Description: If reductions in staff or changed uses free up space that is no longer needed, the facilities office evaluates it for possible return to GSA.  GSA then contracts for required building alteration and adjusts the terms of the lease.

2.5.4
Maintain Facility & Equipment

Process Description: Facility maintenance is accomplished under the terms of the lease for the facility, monitored by the occupying office.

2.6
Provide Legal Support

Process Description: Provide advice for senior management as well as legal support for the entire agency’s programs, initiatives, and administrative responsibilities. Conduct litigation necessary to resolve legal issues, collect sums due, and defend the agency

2.6.1  Provide Legal Advice and Support

Process Description: The Office of General Counsel (OGC) provides verbal and written advice and opinions concerning ethics and other issues to all Agency offices and programs, including financial assistance, procurement, business development, and administration.  Ongoing legal support is provided through research, personal meetings, and written opinions. 

2.6.2  Handle Agency Litigation

Process Description:  OGC handles or arranges handling of Agency litigation before both judicial and administrative tribunals.  This includes claims and defensive litigation in federal courts, representing the Agency in administrative litigation matters, and liquidating SBIC’s.  This is accomplished through research, meetings, written briefs, and representation before judicial and administrative tribunals.

2.6.3 Draft Legislation, Regulations, and SOPs

Process Description:    Assists all Agency offices in preparing legislative initiatives, administrative regulations, and internal directives by providing legal advice, drafting assistance, and liaison with the Office of Congressional and Legislative Affairs, Congressional staff, the Office of Management and Budget, and program officials.
2.7
Inspect Operation

Process Description: The Office of Inspector General (OIG) is an independent office created within the SBA by law to conduct and supervise audits, inspections, and investigations relating to SBA programs and supporting operations; to detect and prevent waste, fraud, and abuse; and to promote economy, efficiency, and effectiveness in the administration and management of SBA programs.  The Inspector General, a Presidentially appointed and Senate-confirmed officer keeps the SBA Administrator and the Congress fully informed of any problems, recommends corrective actions, and monitors progress in the implementation of such actions.

2.7.1
Conduct Audit

Process Description:
The OIG conducts financial and performance audits of internal Agency functions and of participants in SBA programs to promote the economical, efficient, and effective operation of SBA programs.  Audits give SBA managers an objective and systematic assessment of how well their offices are carrying out their SBA-related programs and operations.  Financial audits examine the presentation of financial information, internal controls, and adherence to financial requirements. Performance audits assess operations in terms of economical use of resources

2.7.2
Conduct Investigation

Process Description:
The OIG investigates allegations of possible criminal violations and other wrongdoing. 
Most investigations are conducted in conjunction with an U.S. Attorney's Office. 
While the subject of an OIG investigation can be a SBA employee, approximately 90 percent of the subjects are applicants for or participants in Agency programs. 
The OIG depends heavily on SBA employees for referrals of possible criminal activity. 

Fraud Awareness 

The OIG's investigations staff regularly presents fraud awareness briefings to Agency employees. 
 

Name Check 

OIG staff ensures that all Agency employees have the appropriate background investigations and security clearances for their duties. 
The OIG's name check program provides SBA officials with character-eligibility information on loan applicants and other potential program participants.

2.7.3
Conduct Inspection

Process Description:
OIG inspections provide independent assessments of the effectiveness of SBA programs and activities. They also provide special analyses of critical program issues. Inspection subjects may cover a wide range, from evaluations of program performance and efficiency to the identification of "best practices" and research on business and economic issues of concern to the SBA. The inspections are designed to help Agency policy makers and congressional oversight committees identify ways to improve SBA management and enhance the impact of its programs

2.7.4
Recommend Policy & Action

Process Description:
OIG staff participates with SBA staff on agency-wide task forces to address issues of concern to the Agency, the Congress, and the small business community. When an investigation finds a serious systemic deficiency in Agency procedures or practices of SBA personnel, OIG staff provides a program vulnerability memorandum to appropriate program officials setting forth the pertinent investigative findings and suggesting possible management actions or procedural changes to decrease or eliminate the vulnerability in a program

2.7.5
Monitor Policy

Process Description:
The OIG is mandated to review and evaluate legislation, regulations, and standard operating procedures in terms of their impact on program economy and efficiency, or their prevention of fraud and abuse.

2.8
Manage Public Communication

Process Description: The Office of Communications and Public Liaison (OCPL), has the principal responsibility for developing and implementing effective communications strategies to ensure that SBA's mission, programs, services and initiatives are articulated clearly and consistently to the American public in general and the small business community in specific. 

The office supports field and program offices with planning and implementation of effective communications strategies. The office disseminates news releases and media kits, internal and external information packages, audio-visual presentations and publications, including fact sheets and brochures about SBA's programs, "advertorials", newsletters, and the agency's Annual Report to Congress. 

2.8.1
Provide Media Communication

Process Description:
OCPL distributes a weekly informational package to regional and district offices and provides public relations materials promoting individual SBA programs and initiatives. 

OCPL contributes to SBA's advocacy role by promoting small business' contributions to the American economy through news releases, publications and audio-visual presentations.
2.8.2
Provide Management Publications

Process Description:  OCPL administers the Agency's technical publications, informational brochures and audio-visual development programs.  It ensures all publications and video-visual materials of the Agency present a positive, professional, consistent visual effect.  It controls publications inventory, including receiving orders, sending orders to be filled, keeping inventory stocked, and monitoring usage of publications.  

2.8.3
Support Government Communication

Process Description: The Office of Congressional and Legislative Affairs devises and implements the SBA’s legislative strategies for legislation that affects the mission and goals of the agency.  It provides a focal point for communications with Congress and serves as the contact point for the White House and other federal agencies regarding legislation.
3.0
Manage SBA Operation

Process Description: This process consists of the following major processes: Capital Access; Disaster Assistance; Government Contracting; Business Development; Entrepreneurial Development; and Advocacy

3.1
Provide Access to Capital

Process Description: This process consists of the following major processes: Establish Program; Administer Loan Guarantees; Manage Investment Program; Provide Lender Oversight; Support Asset Management & Sales; Provide Surety Bond Guaranty; and Process Agreement.
3.1.1
Establish Program
Process Description:
Program development issues and concepts are analyzed to develop program initiatives.  Some of these issues and concepts may become pilot programs.  When pilot programs prove to be successful they may become program initiatives.

3.1.1.1

Plan Program

Process Description:
The SBA drafts plans for deploying the program.  Other activities include: Establish goals and objectives; define process; identify outside agents, determine personnel assignments; negotiate with other stakeholders; plan facilities acquisition, schedule deployment; prepare budget; prepare standard legal documents; and plan outreach efforts.

3.1.1.2

Develop Program

Process Description: This activity includes marketing the program to the small business community, performing program outreach, networking with federal, state and local government agencies and private organizations; and sponsoring and participating in conferences and trade fairs.  The major focus of some program offices is to bring the SBA services to specific target segments of the small business community.  The information needed by these activities includes contact and mailing lists, description of segments of the small business community, etc.

3.1.1.3

Market Program

Process Description:
This activity includes marketing the program to the small business community, performing program outreach, networking with federal, state and local government agencies and private organizations; and sponsoring and participating in conferences and trade fairs.


3.1.1.4

Deploy Program

Process Description:
Most of the life of a program is in this phase.  At anytime during the deployment phase there may be program re-evaluation; incremental improvement of program organization; and policy and regulation updates - all of which are designed to achieve program goals and objectives more effectively.  There may also be modifications to the program's operations based on legislative or administrative mandates.


3.1.1.5

Monitor Program

Process Description: Program performance, measure by the quantity and quality of service presented to the small business community is monitored and evaluated. Lack of interest in a program makes it a candidate for budget cutting.
3.1.1.6

Terminate Program

Process Description:
A program can be terminated by removing the funding.  A program is effectively terminated if the resource partners or small business customers have no interest in participating. Lack of interest in a program makes it a candidate for budget cutting.
3.1.2
Administer SBA Loan

Process Description: The Small Business Administration provides financial assistance to small business under its general business loan programs offered through lending partners.  The SBA provides loan guarantees to lending partners who administer five different loan programs, the general business loan program (7A), the micro-loan program, the development company program (504), express loans and the disaster loan program.  Loan guarantee applications are processed, screened, closed and then serviced for the life of the loan.  SBA direct lending only exists through disaster assistance.  All other lending is accomplished through loan guarantees to lending partners who administer SBA loan programs.


3.1.2.1

Provide SBA Loan Guarantee

Process Description:
Under its Congressional mandate, the SBA assists the nation's small businesses through a number of programs and efforts. The SBA helps new or growing businesses meet their financial needs and through its work this agency helps to preserve the nation's free enterprise system and to strengthen the economy.

3.1.2.1.1

Process SBA Loan application

Process Description: Loan applications received by the SBA lending partners are reviewed for eligibility with the program.  They are checked for completeness and the credit worthiness of the applicant by the lending partner.  Before loan decisions are made, collateral used to secure the loan is analyzed by the lending partner to ensure the quantity and quality is sufficient to meet the demands of the loan.  After the loan application is completely processed and approved, the loan guarantee is provided to lending partner who closes and services the loan.


3.1.2.1.2

Service SBA Loan through Lending Partners

Process Description:  Lending partners service the loan.  Servicing of the loan begins at the time the borrower starts repayment.  The obligation to service the loan continues for the life of the loan.  Compliance with the requirements of the loan is monitored.  Requests for changes in the terms of the loan are received and acted on.  Adverse changes are monitored to ensure that repayment capability continues.  Payments are processed and loan data is compiled.


3.1.2.1.3

Close & Disburse Loan

Process Description: After the loan has been approved, all documentation is gathered and the closing papers are prepared by the lending partner.  Signatures on the closing documents provide legal authority for the disbursement of funds and the repayment of those funds. The loan funds are then disbursed normally through an electronic transfer of funds by its lending partners


3.1.2.2

Process Line-of-Credit/Grant (Microloan)

Process Description:
The MicroLoan Program combines the resources and experience of the U.S. Small Business Administration with those of locally based nonprofit organizations to provide small loans and technical assistance to small businesses.  Under the MicroLoan Program, the SBA makes funds available to qualified nonprofit organizations, which act as intermediary lenders. The intermediaries use these funds to make loans of up to $25,000 to new and existing small businesses. In addition, the intermediaries provide management and technical assistance designed to help ensure success.

3.1.2.2.1

Plan Line-of-Credit
Process Description: The initial stage of a micro-loan revolving fund includes: planning, preparation of materials, creation of distribution lists and preparation of the solicitation announcements

3.1.2.2.2

Administer RFP
Process Description:
This activity includes answering questions and collecting the responses about the RFP.  The RFP solicits plans for use of funds by new and existing resource partners.

3.1.2.2.3

Evaluate/Select Proposal
Process Description: Each proposal is screened for acceptability.  Acceptance proposals are those that meet set criteria and NPOs that submit an acceptable plan

3.1.2.2.4

Issue Microlender Grant
Process Description: Grants are issued to support Micro Lender outreach

3.1.2.2.5

Manage Microlender Grant
Process Description: Grants are tracked to ensure that the Micro Lender adheres to the proposal purpose and plan. 

3.1.2.2.6

Issue Line-of-Credit
Process Description: Based upon the program funding, a revolving line-of-credit is issued.

3.1.2.2.7

Monitor Line-of-Credit
Process Description: The lines of credit are monitored through periodic reports and audits.  The focus of the oversight is to prevent fraud and other abuse.  The lines of credit are serviced like all other loans.

3.1.2.2.8

Review Line-of-Credit
Process Description: Before the end of the budget year, the NPO may respond to another solicitation and continue in the program or may elect to terminate participation

3.1.2.2.9

Terminate Line-of-Credit
Process Description:
Before the end of the budget year, the NPO may respond to another solicitation and continue in the program or may elect to terminate participation.  The quantity of the NPOs revolving line of credit depends on program funding.  Only approved NPOs are funded.

3.1.2.3

Conduct Liquidation

Process Description:
All SBA serviced loans (e.g., XGP and disaster loans) are forwarded to litigation if the borrower files for bankruptcy except in the case of Chapter 7 no assets and Chapter 13 which stay at the service center.  Only after the servicing center has contacted the borrower and failed to negotiate a workout are SBA serviced loans forwarded to the appropriate District Office for litigation. After SBA serviced loans have received a final ruling, the loan is returned to the management of the servicing center for charge-off, liquidation, or servicing of a workout plan.

The lender serviced loans are managed by the lender to completion and, therefore, require oversight only from the servicing center.  Lender serviced loans will never be forwarded to the District Office.  

3.1.2.3.1

Purchase Guarantees

Process Description:
Guarantees are purchased only after the servicing center loan officer has reviewed the lender's actions in recovering assets and determined that the lender has sufficiently exhausted all resources.  The servicing center makes this determination in order to avoid placing the District Offices in conflict with their marketing responsibilities and mandate to build strong relationships with local lending institutions. 

Once the servicing center loan officer is satisfied that the lender's efforts have been comprehensive, the purchase is executed via automated clearinghouse and the loan and accounting system automatically updated.  The loan history and lender actions are captured and maintained for future lender oversight and evaluation.

3.1.2.3.2

Charge Off (Remaining) Asset 

Process Description:
The final stage in the liquidation process is the charge off of any remaining balances after the lender and/or SBA has exhausted all resources in recovering assets of the borrower against the loan.  The servicing center will exact a charge off, after collecting on a compromise or after receiving the final judgment from the district office counsel.  Once the charge off occurs the loan is designated for servicing by the Treasury (after 180 days from the point of designation in default).

3.1.3
Manage Investment Program

Process Description:
Small Business Investment Companies (SBICs), licensed and regulated by the SBA, are privately owned and managed investment firms that use their own capital, plus funds borrowed at favorable rates with an SBA guarantee, to make venture capital investments in small businesses. Virtually all SBICs are profit-motivated businesses. They provide equity capital, long-term loans, debt-equity investments and management assistance to qualifying small businesses.  There are two types of SBICs: regular SBICs and Specialized SBICs, also known as 301(d) SBICs. Specialized SBICs invest in small businesses owned by entrepreneurs who are socially or economically disadvantaged, mainly members of minority groups. 

3.1.3.1

License SBIC

Process Description:
A Corporation or limited partnership may apply to the Small Business Administration for a license to operate as a Federal Licensee under the Small Business Investment Act of 1958, as amended, and the rules and regulations issued there under. 

With only a few exceptions, there are no restrictions on the ownership of SBICs. Almost any person or organization with a minimum initial private capitalization of $5 million and an SBA-approved full time manager who will be in charge of the licensee's operations and who is able to serve the licensee's small business concerns, may be approved for ownership. 

3.1.3.2

Fund SBIC
Process Description:
An SBIC or an SSBIC in good standing, with a demonstrated need for funds, may receive leverage equal to 300 percent of its private capital. In addition, an SBIC with at least 50 percent of its "total funds available for investment" invested or committed in "venture capital" may receive an additional tier of leverage per dollar of private capital for total leverage of 400 percent of private capital. However, in no event may any SBIC or SSBIC draw down leverage in excess of $90.0 million. 

To obtain leverage, regular SBICs issue their debentures, which are guaranteed by SBA. Pools of these SBA- guaranteed debentures are formed, and SBA-guaranteed participation certificates, representing an undivided interest in the pools, are sold to investors through a public offering. Under current procedures, the debentures have a term of five or ten years, and provide for semi- annual interest payments and a lump sum principal payment at maturity. The five-year debenture does allow prepayment. The ten-year debenture does allow prepayment during the first five years. Thereafter, the debenture may be prepaid without a penalty. In either case, the rate of interest on the debenture is determined by market conditions at the time of the sale. 

3.1.3.3

Conduct SBIC Review
Process Description: The SBIC undergoes quarterly and semi-annual reviews

3.1.3.4

Terminate SBIC License

Process Description:
The SBA has written regulatory requirements that protect the interests of small business concerns and the integrity of the program.  These regulations concern activities, operations, and reporting, which must be followed to insure the continuation of the SBIC license and its related advantages

3.1.4
Provide Lender Oversight 

Process Description: The Lender Oversight process is composed of three processes; Collecting Quality Data to monitor lender performance, Analyze Lender Performance Data to determine lender program performance, and Manage Agency Risk. 

3.1.4.1 
Collect Quality Data

Process Description: Ensure that capital access programs collect, valid, store and maintain accurate and timely data on lenders and loan guarantees. 

3.1.4.2 
Analyze Lender Performance Data
Process Description:
Analysis will be performed on borrower, lender, and loan program data, assisted by regional and national economic data, to develop policies and guidance for use by SBA Guarantee Programs. 

3.1.5
 Manage Agency Risk

Process Description:
An effective risk management function gathers and manages information through systems and processes in order to measure, monitor, and mitigate risks associated with loan guarantees and direct loans.

3.1.5.1

Identify Portfolio Risk

Process Description:
There are several risks that should be quantified and used in setting policy and analyzing the performance of the SBA loan portfolio, including those identified by the Office of the Comptroller of the Currency: Credit, Interest Rate, Liquidity, Price, Foreign Exchange, Transaction, Compliance, Strategic, and Reputation Risk.


3.1.5.2

Perform Portfolio Risk Assessment

Process Description:
Risk analysis will be performed on borrower, lender, and loan program data, assisted by regional and national economic data, to develop policies and guidance for use by Guaranty Procedures in the conduct of loan approval (such as changing the amount of collateral of borrowers, obligators/guarantors).  This analysis will also be used by the Lender Oversight function to determining which lender organizations should be reviewed for compliance with SBA standards

3.1.5.3

Evaluate Portfolio Risk

Process Description:
Determining lender and loan program performance measures and comparing these measures to predetermined benchmarks. Conduct formal analysis, and provide recommendations to SBA management for directing policy changes to reduce the risk in the loan portfolio.

3.1.5.4

Forecast Portfolio Risk

Process Description:
Portfolio risk forecasting uses comprehensive financial analysis tools such as a risk model, capable of predicting the probability of failure of individual loans, one or more portfolios of loans, lending institutions, or local or regional industries. Historical information on the performance of borrowers, lenders, and loan programs will allow financial analysts to develop accurate predictive models to make forecasts of the inherent risks SBA assume in its lending and guarantee policies.  These tools will draw directly from Agency data sources, current trends in portfolio risk and loan performance, as well as the subsidy rate model. Analysts will be able to change the forecast model assumptions, in order to build “what if” scenarios to assist SBA management in making future policy decisions.

3.1.5.5

Generate Risk Report

Process Description:
Output from the Risk Model will be presented in several on-line reports for dissemination to SBA management and stakeholders.  Quarterly and annual output will include performance measurements for the major parameters (lenders, borrowers, and business industry groups), by region and state.  Also included in the reports will be presentations of the trend analysis, showing trends in lender, borrower, and industry performance, along with forecasts predicting future risk of the SBA-guaranteed portfolio, overall and for each of the major parameters.  Reports of lower level measures, such as by zip code or county, will be more appropriately completed as part of ad hoc reports generated by the Risk Model user on an as needed basis.  

3.1.6
Process Lender Application
Process Description:
The management of a guaranteed loan program begins with ensuring that only financially sound, qualified lenders participate in the program.  The processes that allow lenders to enter and remain within the program are, therefore, of critical importance.  The process of approving and renewing lender agreements (750 agreements) includes the initial lender application, the application for delegated authority, and the approval of lending authority

3.1.6.1

Perform Lender Analysis
Process Description: Actual lender performance data is compared to the minimum requirements.  If a given lender's performance falls below the defined requirements, notices is immediately sent to the appropriate program and field offices and others that are responsible for monitoring lender performance so that proactive measures can be taken.

3.1.6.2

Renew/Approve Lending Agreement
Process Description:
The new lending authority agreements for all programs should incorporate a predetermined renewal cycle.  This will help ensure that all lenders within the program are reviewed.  The renewal cycle should be dependent on the type of authority given to the lender and should be performed at least once every five years for all lenders.


3.1.6.3

Process Delegated Authority Renewal
Process Description:
The advent of new loan programs within the SBA now provides lenders with increased authority in providing guaranteed loans.  The increase in authority is dependent on the lender meeting certain criteria and continuing to meet these criteria during the terms of the agreement.

After the application is submitted, the nominating office reviews the lender's current performance data, any historical notes, and any additional information needed to prepare a recommendation for increased authority.

3.1.7
Support Asset Management & Sales

Process Description: Asset sales include the review of assets, determination of hold value, sale closure, and asset transfer.


3.1.7.1

Review Asset (for possible Sale)
Process Description:
The SBA conducts an asset sale twice per year, once in the spring and again in the autumn, the typical peak investment periods.  In preparation for each sale, the Asset Sales Office reviews all assets electronically to determine the general characteristics of the portfolio as a whole


3.1.7.2

Value Asset (Determine Hold Value)
Process Description:
The hold value is developed and monitored by the Subsidy Rate function.  The pool of assets selected is entered into the hold value model by Subsidy Rate personnel.  The Asset Sales Program has real-time, direct access to the model in order to determine the updated value of pools.


3.1.7.3

Close Sale
Process Description:
The closing documents are generated by the asset sales system and transmitted electronically to the highest bidder and returned electronically with the investor's electronic signature.  The closing documents are forwarded electronically to the holding company, releasing the funds from the investor’s holding account to be deposited directly into the SBA’s account at Treasury.  These transactions are estimated to take a total of two business days.

At the end of the closing period, the Asset Sales Office conducts a telephone debrief with the winning investors to obtain feedback on all aspects of the sale, including the market place setup, the investor screening process, the review period, the type of assets, the bidding process, and the closing process.  


3.1.7.4

Transfer Asset
Process Description:
As the final act of the sale, SBA transfers the asset's files through the holding company to the investor.

Borrowers can enter their loan number and gain access to new service information concerning their asset only.  For those without access to the Internet, the servicing center, the single point of contact to the borrower, conveys the new servicing contact information.

3.1.8
Provide Surety Bond Guaranty

Process Description: Surety bonds insure an obligee that: (1) no financial loss will be incurred if a low bidder cannot begin work (bid bonds); (2) sufficient funds will be available to complete a contract even if the contractor fails to perform (performance bonds); or (3) suppliers and sub-contractors will be paid (payment bonds).

The SBA designed the Surety Bond Guaranty Program to encourage large insurance companies (standard sureties) to issue SBA guaranteed bonds in exchange for increased access to surety bonds by small businesses owned and operated by minorities and other disadvantaged individuals.  The SBA guarantees bonds under the Surety Bond Guaranty Program (SBG) established in 1971 and the Preferred Surety Bond Guaranty (PSB) Program.  The SBG requires the SBA to approve of the bonds before issuance.  The PSB program allows approved surety companies to issue SBA guaranteed surety bonds without the SBA's prior approval.  


3.1.8.1

Market Surety Bond Program (Outreach to Contractors)
Process Description: The SBA markets its products to increase the contractor awareness of this program.  Trade fairs are an opportunity to expand the number of potential beneficiaries.  The SBA handles first contracts and requests for information.


3.1.8.2

Review Bond Application
Process Description: Under the SBG program, the SBA uses partners to review all bonding applications.  The surety must identify the contractor that will receive the bond and provide information that will allow the SBA to set the limits for the bid and performance bonds.


3.1.8.3

Perform Underwriting
Process Description: An SBA partner acting as the SBG specialist performs the underwriting under the regular SBG program.  The specialist is responsible for reviewing materials, computing risk factors, verifying funds availability, and making a recommendation.  Other tasks performed during this stage include: reducing allotments, computing and collecting fees and summarizing the guaranty.


3.1.8.4

Approve Surety Bond
Process Description:
All Surety Bond Guaranties require approval of the bonds by the SBA before issuance.


3.1.8.5

Review Surety Company Feedback Report
Process Description: The Surety Company must report to the SBA, provided the bond and attached guaranty are active.  For performing bonds, this includes a work in progress report outlining the completed work and the concomitant liability reduction under the bond.  In less favorable circumstances, the report may include notification of imminent breach or default.  Should the contractor fail to meet the terms of the contract, the Surety may make claims against the SBA.  A percentage of any recovery made after the claim is returned to the SBA.


3.1.8.6

Close Bond Guaranty
Process Description: Closing a guaranty involves: de-obligating remaining funds, closing reserves, closing books, and management reporting

3.1.9
Process Agreement (Loan Guaranty)

Process Description: A loan guaranty is a written agreement between the US Government and a lender.  The agreement states that the government will reimburse the lending institution a set percentage of any losses incurred as a result of the borrower default.  Programs that produce loan guaranty include PLP, CLP, LowDoc, and SBAExpress.  The stages for guaranty production are the same.  Only the tasks performed at each may be different among the programs.

3.1.9.1

Process Agreement Application
Process Description: This stage represents the allocation of funds to start the processing of a guaranty.  For some programs, this stage involves only reporting tasks and obligating funds.  For the regular program, this stage is virtually the same as taking a loan application


3.1.9.2

Establish Agreement
Process Description: Depending on the type of agreement, this stage may involve determining the possible risks the SBA may incur, analyzing financial statements, verifying collateral, and discussing roles, responsibilities, and reporting requirements.

3.1.9.3

Service Agreement

Process Description: This stage includes monitoring the servicing of fully or partially disbursed guaranty loans.  Tasks in the servicing stage include guaranty purchase, collateral liquidation, and litigation.


3.1.9.4

Modify Agreement
Process Description: Tasks in the modify agreement stage include modification to guaranty value and terms.


3.1.9.5

Close Agreement
Process Description:
This is the final stage in which the borrower clears his or her debts- the SBA has no further obligations to the lender.

3.2
Assist Disaster Recovery
Process Description: The purpose of the SBA's Disaster Loan Program is to offer financial assistance to those who are trying to rebuild their homes and businesses in the aftermath of a disaster. By offering low-interest loans, the SBA is committed to long-term recovery efforts. 

3.2.1
Assess Disaster Situation
Process Description: A disaster must be assessed for its extent of loss based on geographic area, and population affected as well as the estimated economic loss.  This is necessary to determine the appropriate disaster declaration and the scope of the relief response. This can sometimes be partially accomplished on a preliminary basis for weather related disaster forecasts.  When there is an actual occurrence of a disaster, a survey of the disaster area is made to make the appropriate determinations.

3.2.2
Prepare Disaster Loan Processing
Process Description: The SBA begins planning for field deployment and Area Office operations at the first sign of a pending or actual disaster.  The final plan will be based on the type of Disaster Declaration and the Disaster Survey Report.  Staffing, computer equipment, facilities, office equipment, and logistics are taken into the plan's consideration.

3.2.3
Process Disaster Loan Application

Process Description: This activity represents the majority of actions performed by the Office of Disaster Assistance.  Loan applications are received, screened, loss verified, authorized and approved, funded and disbursed.  At the completion of this processing, loans are turned over to another SBA department for servicing.

3.2.4
Service Disaster Loan
Process Description: The servicing of disaster loans is typically conducted by SBA financial services.  However, the Office of Disaster Assistance performs servicing functions on loans that are not fully disbursed.

3.2.5
Conclude Disaster Operation
Process Description: Field operations, whether it is in a DFO, DRC, or Workshop will eventually be closed and personnel resources allocated to these locations will be either re-assigned or laid off.  Equipment belonging to ODA will be returned to Area office storage facilities, and any additional processing which is required on loan applications related to the disaster will occur at Area offices.

3.2.6
Provide Program Support
Process Description: The disaster loan program is supported by many internal services that are viewed more as infrastructure activities.  These activities include mail, personnel, payroll, purchasing, inventory, travel, application storage, external relations, program performance, disaster cost, area performance, and budget services.

3.3
Government Contracting

Process Description: This process consists of the following major processes: Process Certificate of Competency; Establish Size & Standard; Support R&D Program Involvement; and Provide Access to Government Contracting Opportunity.

3.3.1
Process Certificate of Competency
Process Description:
A Certificate of Competency (COC) is a written assurance to a contracting Federal agency that the small or disadvantaged business concern (SBC) has the ability to service the proposed contract.  Although an SBC could be the low bidder, it may face disqualification for lack of experience, history of similar work, or other criteria used by the contracting officer.

3.3.1.1

Review Small Business Concern Request
Process Description: The contracting agency notifies the SBA when an SBC is the low bidder on a contract but is deemed not qualified and sends the SBC notification that they may apply to the SBA for a COC. The small business concern (SBC) must request a Certificate of Competency (COC) from the SBA before the SBA can intervene on behalf of the SBC.  The SBA reviews the SBC provided documentation supporting this request and may make site visits to determine the SBC's capabilities.

3.3.1.2

Issue Certificate of Competency
Process Description:
The SBA will issue the Certificate of Competency (COC) to the contracting officer at the agency, resulting in the issuance of the contract to the small business concern.


3.3.1.3

Monitor Small Business Concern Progress
Process Description:
The SBA will follow the progress of the small business concern in terms of meeting the contract deliverables, stipulations and quality.

3.3.2
Establish Size Standard

Process Description:
This activity establishes the maximum size that a firm, including a list of its affiliates, may be for eligibility as a small business. This size is almost always stated in either number of employees or average annual receipts.

3.3.3
Support R&D Program Involvement

Process Description: The SBA plays an important role as the coordinating agency for the SBIR, and STTR programs. It directs the 10 agencies' implementation of SBIR and five of these agencies’ implementation of STTR, reviews their progress, and reports annually to Congress on its operation. SBA is also the information link to SBIR and STTR.  SBA collects solicitation information from all participating agencies and publishes it quarterly in a Pre-Solicitation Announcement (PSA). The PSA is a single source for the topics and anticipated release and closing dates for each agency's solicitations.  The SBA reports annually to Congress on the operation of the SBIR and STTR programs. 


3.3.3.1

Administer SBIR 

Process Description:
Each year, ten federal departments and agencies are required by SBIR to reserve a portion of their R&D funds for award to small business.  These agencies designate R&D topics and accept proposals.  Following submission of proposals, agencies make SBIR awards based on small business qualification, degree of innovation, technical merit, and future market potential. 


3.3.3.2

Administer STTR

Process Description:
Each year, five federal departments and agencies are required by STTR to reserve a portion of their R&D funds for award to small business/nonprofit research institution partnerships.  These agencies designate R&D topics and accept proposals.  Following submission of proposals, agencies make STTR awards based on small business/nonprofit research institution qualification, degree of innovation, and future market potential. 

3.3.3.3

Monitor Federal Agency SB R&D Fund Award

Process Description:
The SBA helps the agencies implement STTR or SBIR, reviews their progress and serves as the agencies information link to the R&D programs. SBA collects solicitation information from all the participating agencies and publishes it periodically in a Pre-Solicitation Announcement (PSA). The PSA is a single source for the topics and anticipated release and closing dates for each agency's solicitations. 


3.3.3.4

Report Federal Agency SB R&D Fund Award

Process Description:  The SBA reports annually to Congress on the agencies’ R&D operations. 

3.3.4
Provide Access to Government Contracting Opportunity

Process Description:
The objective of the program is to assist small businesses in obtaining a fair share of Federal Government contracts, subcontracts, and property sales, and to advocate, facilitate and create an environment for the maximum practicable participation by small, small disadvantaged and small woman-owned businesses, in contracts awarded by the U.S. Government and subcontracts awarded by its large prime contractors.
3.3.4.1

Establish Contract Preference (Empower HUBZone)

Process Description:
The U.S. Small Business Administration (SBA) is responsible for regulating and implementing the HUBZone Program. It certifies firms for eligibility to receive HUBZone contracts and maintains a listing of qualified HUBZone small businesses federal agencies can use to locate prospective vendors. To search for eligible HUBZone businesses, contracting officers can use SBA’s Procurement Marketing and Access Network (PRO-Net). SBA also adjudicates protests of eligibility to receive contracts.  SBA reports to Congress on the program’s success in promoting jobs and investment in HUBZones.  SBA works closely with the ten participating federal agencies to identify procurement opportunities for HUBZone businesses.

3.3.4.2

Conduct Outreach Service

Process Description:
 PRO-Net is an Internet-based database of information on more than 171,000 small, disadvantaged, 8(a) and women-owned businesses. It is free to federal and state government agencies as well as prime and other contractors seeking small business contractors, subcontractors and/or partnership opportunities. PRO-Net is open to all small firms seeking federal, state and private contracts.  As an electronic gateway, PRO-Net provides access and is linked to the Commerce Business Daily (CBD), agency home pages and other sources of procurement opportunities.  The system is also linked to key sources of information, assistance and training. 


3.3.4.3

Provide Women-Owned Business Procurement Opportunity

Process Description:
At the Small Business Administration (SBA) we are determined both to establish aggressive goals and to develop meaningful initiatives in cooperation with other SBA program areas and other agencies and departments to ensure that women-owned businesses have access to government contracting opportunities.

3.3.4.4

Ensure Contract Involvement (Sub & Prime Contractor)
Process Description:
Market the MED Program.
The mission of the Office of Minority Enterprise Development is to provide business development assistance to socially and economically disadvantaged business persons to ensure opportunity to participate more fully and successfully in the mainstream National economy.
3.4
Assist Business Development

Process Description: Provides marketing, managerial, technical, and procurement assistance to eligible businesses through two principal programs: Business Development, which encompasses the 8(a) program and the Mentor-Protégé program, and (b) Management and Technical Assistance.

3.4.1
Manage 8(a) Program

Process Description:
An 8(a) firm is one whose owner is socially or economically disadvantaged.  The business must apply for and receive certification under section 8(a) of the Small Business Act.  This certification qualifies the firm for exclusions from certain procurement laws, access to set-aside business, and special training.


3.4.1.1

Establish Criteria

Process Description: The rules for admitting a concern into the 8(a) program are complex, involving business organization, ownership, size and definition of social and economic disadvantage.  This stage includes establishment of procedures for appeals and contracting.

3.4.1.2

Process Application

Process Description:
The SBA processes applications for participation in a fair and consistent manner and to ensure that 8(a) program participation is limited to eligible individuals and concerns.  Tasks in this stage are receiving the application, verification that the concern meets the evaluation criteria and accepting or rejecting the application.


3.4.1.3

Approve Application

Process Description:
Applications for participation in the 8(a) program are approved based upon the verification that the applicant meets the evaluation criteria established for the program


3.4.1.4

Track 8(a) Business

Process Description:
Business development is the utilization of all available internal and external resources to assist 8(a) concerns to progress toward competitive viability during their Program Term.  The SBA conducts on-going programs for business development to benefit its 8(a) clients.  The Business Opportunity Specialist is responsible for rendering advice, counsel and guidance in the areas of: management; technical marketing; financial and procurement assistance; arranging for additional assistance, as needed, from all available sources; and monitoring the results of such assistance.


3.4.1.5

Review Eligibility

Process Description:
 When an 8(a) concern has successfully completed the program and has demonstrated the ability to compete in the marketplace without assistance, the concern is eligible for graduation.


3.4.1.6

Graduate/Terminate 8(a) Business

Process Description: A program participant may voluntarily withdraw from the program or SBA may terminate or graduate a participant at any time during the program term. When an 8(a) concern has successfully completed the program and has demonstrated the ability to compete in the marketplace without assistance, the SBA may graduate the firm.

3.4.2
Assist Small Disadvantaged Businesses (SDB)

Process Description: The SBA actively searches for and encourages other Federal agencies to reserve certain contracted tasks to be awarded to minority or other socially or economically disadvantaged small business concerns.
3.4.2.1

Support SDB Contract Acquisition

Process Description:  The SBA makes agreements with other agencies to provide suitable contract work.  In some circumstances, the SBA will make progress payments to the contractor to alleviate cash flow problems.  The SBA acts as a prime contractor with the 8(a) as a subcontractor.  Contracting functions under 8(a) include all matters relative to the negotiation, execution, award, modification, administration, termination and close out of contracts between SBA, other Government agencies and with 8(a) subcontractor concerns.


3.4.2.1.1

Locate Contract Opportunity

Process Description: Opportunities are located through contact with agency procurement officers or searches for specific 8(a) concerns.


3.4.2.1.2

Support Contract Negotiation

Process Description: The SBA will participate and support the SDB in the negotiation and signing of a contract or purchase order.


3.4.2.1.3

Monitor Contract Execution

Process Description: The SBA is often an active participant in the execution and payment of a contract.  Tasks involved in this process include reporting, inspection of project and escrowing payments for subcontractors.


3.4.2.1.4

Support Contract Close-out

Process Description: When the contract has been completed, the SBA provides final closeout support, including: pay offs, certification of completion and evaluation of SDB performance

3.4.2.2

Provide SDB Certification

Process Description:
Contracting agency notifies the SBA when an SDB is the low bidder on a contract but is deemed not qualified and sends the SDB notification that they may apply to the SBA for a COC. The SDB must request a Certificate of Competency (COC) from the SBA before the SBA can intervene on behalf of the SDB.  The SBA reviews the SDB-provided documentation supporting this request and may make site visits to determine the SDB’s capabilities.

The SBA will issue the Certificate of Competency (COC) to the contracting officer at the agency, resulting in the issuance of the contract to the small business concern.


3.4.3
Provide Training

Process Description:
The SBA provides training to the small business community through the Mentor-Protégé Program to allow starting 8(a) companies to learn the ropes from experienced businesses. The task is to teach 8(a) and other small companies how to compete in the Federal contracting arena and how to take advantage of greater subcontracting opportunities available from large firms as the result of public-private partnerships.

3.5
Entrepreneurial Development

Process Description: This process consists of the following major processes: Process Cosponsorship Agreement; Provide Business Counseling; Provide Business Training; and Provide Assistance.

3.5.1
Process Cosponsorship Agreement

Process Description: Cosponsorship Agreements i.e., matching grants are a funding service offered to the 57 lead Small Business Development Centers (SBDC).  The relationship between the SBDC and the SBA is multi-year.  Generally, a lead SBDC maintains its status for as long as it can maintain the needed level of outside funding provided waste, fraud, or other abuses are not committed.


3.5.1.1

Issue RFP
Process Description: Each year the SBA issues an RFP stating the agency's program goals for the coming year.  The RFP is distributed to all current lead SBDC's and any new Candidates


3.5.1.2

Evaluate Proposal
Process Description: The proposals received in response top the RFP are reviewed and endorsed by the District Office, the Program Office, and the Office of Procurement and Grant Management (OPGM).


3.5.1.3

Terminate Co-sponsorship Agreement

Process Description: The co-sponsorship agreement is generally renewed at the end of the fiscal year after the incumbent SBDC responds to the RFP.  In cases when the SBDC is terminated, the co-sponsorship agreement is also terminated.

3.5.1.4

Manage SBDC Grant
Process Description: The OPGM authorizes the field office to disburse funds based on the level of matching funds obtained by the SBDC.

3.5.2
Provide Business Counseling

Process Description: Service Corps of Retired Executives (SCORE) are locally chartered volunteer organizations sponsored by SBA, which provide free expert problem-solving assistance to small businesses. Helping American small businesses to prosper has been SCORE's goal since the program began in 1964.

SCORE tries to match counselor experience with client needs and provide one-on-one counseling. SCORE also conducts well-developed pre-business workshops and a variety of business oriented seminars and training sessions.

3.5.3
Provide Business Training
Process Description:
The SBA provides training to the small business community through: SCORE -More than 12,400 volunteers in the nation provide training and one-on-one counseling at no charge. 

SBDC - provide training, counseling, research and other specialized assistance at nearly 1000 locations nationwide. 

BIC - provide a one-stop location where current and future small business owners can receive assistance and advice. 

USEACs - offers a full range of federal export programs and services from a number of federal agencies under one roof. Many locations have new-to-export programs called E-TAP. 

WBC - network of more than 60 Women's Business Centers (WBC) provide a wide range of services to women entrepreneurs at all levels of business development. 

TBIC – network of 17 reservation-based Tribal Business Information Centers. 

3.5.4
Provide Assistance

Process Description: The SBA provides business development and training assistance for small businesses through various programs. Some programs are available to the general public while other programs are targeted to specific groups. Regardless of the focus of the program all SBA programs are designed to increase business opportunities, strengthen small business, and provide support to the small business community.

3.5.4.1

Support SBDC

Process Description:
The SBA administers the Small Business Development Center Program to provide management assistance to current and prospective small business owners. SBDCs offer one-stop assistance to small businesses by providing a wide variety of information and guidance in central and easily accessible branch locations.  The program is a cooperative effort of the private sector, the educational community and federal, state and local governments. It enhances economic development by providing small businesses with management and technical assistance.

3.5.4.2

Support Native American Business


Process Description: Develop initiatives that ensure native individuals have access to business development resources, training and services in their communities.  The office works with the following: individual and tribally owned organizations; other federal, state, and local agencies; nonprofit organizations; and national Native American organizations.  Manage relations with the national network of 17 reservation-based Tribal Business Information Centers (TBICs) to provide access to state-of-the-art software technology, individualized business counseling services and business management workshops.

3.5.4.3

Support Women-Owned Business

Process Description:
With a network of women’s business owner representatives in every district office, more than 100 mentoring roundtables, and women-owned venture capital companies, nearly 70 women’s business centers in 40 states, and the Online Women’s Business Center on the Internet, OWBO helps women start and build successful businesses. OWBO has programs to help women put together successful loan packages or break into the federal procurement and export markets.  SBA offers training, advice and counseling anytime, anywhere via the Internet. 

3.5.4.4

Support Exporters Business

Process Description:
OIT works in cooperation with other federal agencies and public and private sector groups to encourage and assist small businesses seeking exports. The office actively markets SBA's loan guaranty programs to small business exporters and lenders. The SBA sponsors and supports training conferences, "how to" seminars, and one-on-one counseling through its resource partners, the Service Corps of Retired Executives (SCORE) and the nationwide network of Small Business Development Centers (SBDCs). 

3.6
Veterans Business Development

Process Description: This process is responsible for the formulation, execution, and promotion of policies and programs of the Administration that provide assistance to small business concerns owned and controlled by veterans and small business concerns owned and controlled by service-disabled veterans.  Additionally, the Office of Veterans Business Development acts as an ombudsman for full consideration of veterans in all programs of the Administration. 


3.6.1
Support Veteran Business

Process Description:
Among the SBA's missions are (1) to foster enhanced entrepreneurship among eligible veterans by providing increased opportunities.; (2) to vigorously promote the legitimate interests of small business concerns owned and controlled by eligible veterans; and  (3) to ensure that those concerns receive fair consideration in purchases made by the Federal government.

3.7
Advocate for Small Business

Process Description: This process consists of the following major processes: Conduct Research; Produce State of Small Business Report; Monitor Interagency Regulations & Policy; and Respond to Inquiry.

3.7.1
Conduct Research
Process Description: Contracted research is the inventory of information that the Office of Advocacy (OA) uses to assemble publications and reports and answer inquiries. The broad activities and description are presented below:  (1) Assemble Topics: Each year the OA staff assembles a list of topics for research; (2) Evaluate Topics: The topics are evaluated and ranked in order of importance.  The cost of each ranked proposal is subtracted from the allocated research budget until the fund is exhausted.  The remaining topics are not funded; (3) Procurement: The funded topics are published in the Commerce Business Daily and research organizations that have bid on prior offerings are notified; (4) Evaluate Proposals: Proposals for research are evaluated.  The ability of the research organization to complete the study is also judged. The contract is awarded and the successful bidder is notified; (5) Disburse Funds: Funds are disbursed in response to invoices for work performed.  Either as progress payments or according to contract terms; and (6) Receive Deliverables: According to contract terms, the SBA may receive preliminary results during the project.  The final results are delivered at the end of the project.

3.7.2
Produce the State of Small Business Report

Process Description:
The State of Small Business: A Report of the President is produced annually by the Office of Advocacy, including the data gathered through its research efforts.

3.7.3
Monitor Interagency Regulation & Policy

Process Description:
One part of the Office of Advocacy's mission is to monitor federal agencies' efforts to minimize the impact of regulations on small businesses. As required by the Regulatory Flexibility Act, Advocacy regularly reviews and comments on agencies' proposed rules and regulatory analyses. Small businesses concerned about regulations under development by federal agencies can contact Advocacy. The Office of Advocacy also is interested in regulatory or research initiatives that would benefit small businesses

3.7.4
Respond to Inquiry

Process Description:
Small businesses that encounter problems with the enforcement aspects of regulations, may contact the SBA's Office of the National Ombudsman. 

4.0
Oversee Field Offices

Process Description:
Field Operations Function: Represents SBA field offices at headquarters. This office --

· Provides policy guidance and oversight to regional administrators and district directors in implementing agency goals and objectives and in solving problems in specific operational areas;

· Establishes and monitors performance goals for district offices;

· Provides associate deputy administrators, associate administrators, and general counsel with a vehicle for overseeing field office program and policy implementation;

· Provides feedback to program associate administrators regarding the performance of their programs;

· Ensures that field offices have adequate input into all policy formation and participate in policy deliberations at headquarters;

· Organizes reviews of field offices; and informs the SBA Administrator of all field activity.
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