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Quick Reference for Federal Government Prime Contrators
submitting an Individual Subcontracting Report (ISR)

Introduction: In the past, Federal Government contractors wepgres to file their Individual Subcontracting
Report (ISR) on the standard paper form (SF) 2B4.RAresidential Management Initiative mandated the
development and implementation of an electroniacButracting process. Thus, the Initial Operating
Capability Phase of the electronic Subcontractiegdrting System (eSRS) was implemented in October
of 2005. Federal Government contractors are nogwired to submit their subcontracting
accomplishments for Federal Government contradisereSRS, with the exception of some Department

of Defense (DoD) contracts.

eSRS is a web-based government-wide subcontrastitgm that allows electronic submission,
management (acceptance, revision, rejection), tejpod analyses of subcontracting data in a new-ti
paperless environment. In turn, there is a redadtierrors and processing time, and no lost paoek,

which leaves more time for increasing subcontrgctin

Quick Reference Objective:To provide guidance to Federal Governnmgaibcontractorssubmitting

Individual Subcontracting Report (ISR) in eSRS.sTdwcument will provide general information onlyp T
receive specific information about the eSRS praees$ the federal agency that awarded you the acintr
contact your Contracting Officer or the eSRS Age@oprdinator (AC) or Point of Contact (POGpu
can obtain the Agency Coordinator or Point of Contat email address by contacting the Federal

Service Desk at www.FSD.gov.
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Quick Reference #1: What is an Individual Subcontact Report (ISR)?

This report collects prime contractor and subcantnasubcontract award data for a specific
Federal Government agency when a Prime/Subcontrgajdiolds one or more contracts over
$550,000 (over $1,000,000 for construction of alipuhcility); and (b) is required to report
subcontracts awarded to Small Business (SB), didvantaged Business (SDB), Women-Owned
Small Business (WOSB), HUBZone Small Business (HoiBZSB), Veteran-Owned Small Business
(VOSB), Service-Disabled Veteran-Owned Small Bussn&DVOSB), Alaskan Native Corporations
(ANC) and Indian Tribes concerns under a subcotitrgplan with the Federal Government.

This report also collects subcontract awards fetdtically Black Colleges and Universities
(HBCUSs) and Minority Institutions (Mls) for the Daggment of Defense (DoD), the National
Aeronautics and Space Administration (NASA), arel@oast Guard.

Quick Reference #2: How is the ISR Data Utilized?

This report provides inception to date subcontngdtiformation for each prime and subcontractarafo
specific contract awarded by a specific FederaleBuwent agency that required an Individual
Subcontracting Plan. Therefore, it is importantdtbicontractors and federal agencies to ensure the
data in the electronic Subcontracting Reporting@ygeSRS) is accurateintered 30 days after

the reporting period.

Quick Reference #3: What are the eSRS ISR Responasities of the Contractors?

Prime contractors and higher tier large businebsmtractors are required to ensure that their
lower tier large business subcontractors file tf&fts in eSRS for subcontracts in excess of $560,00
($1 million for construction of public facility) oa Federal Government contract.

Prime and higher tier large business subcontraatersequired to review, and accept and/or reject
the large business subcontractor’'s ISRs in eSRS.

Only report actual subcontracting accomplishmensn the inception of contract to the end of
the reporting period, not good faith estimatesim‘tActual Cumulative” column of this report.

If a prime contractor/subcontractor is performingrkvunder more than one contract requiring an
Individual Subcontracting Plan, a separate ISR beadubmitted to each federal agency, covering
only subcontracting accomplishments for that caira

This report collects subcontracting data not sdiga.

Reports are required when due, regardless of whéthee has been any subcontracting activity
since the inception of the contract or since tlevipus report.

Submit all ISRs within 30 days of the close of eeaborting period.

Reporting Periods:

0 For Department of Defense (DoD), Non DoD, Natiokatonautics and Space Administration
(NASA) and General Service Administration (GSA) @ants report annual submission on
the Federal Government’s fiscal year

1st reporting perio@ct 1-March 31
2nd reporting perio@®ct 1-Sept 30
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Quick Reference #3: What are the eSRS ISR Responasities of the Contractors?
(Continued)

A pro-rated portion of indirect subcontracts shall be included on the report unless agreed
upon in your approved Individual SubcontractingPla
Keep a signed copy of the report on file.

Per 13 Code of Federal Regulations (CFR) 121.404 & 121.410, you must have a supporting
written size self-certification for every small busness you are counting in the small business
and socioeconomic section of this reporHor more information on the special legislation for
ANC and Indian Tribes visit
http://www.regulations.gov/search/Regs/home.htmitteentDetail?R=0900006480277{6See
FAC 2005-19)]at the time you submit your proposal If you do not have a written size self-
certification, you must count these subcontracthienlarge business fielBer 13 CFR
121.411(a)a subcontractor must qualify and self-certify asrall business at the time it submits
its offer as a small business subcontra@ornot retroactively apply small business
subcontracting accomplishments.

The contractoshall validate that this firm is HUBZone-certified in the SBA Dymé& SB search at
WWW.ccr.gov, prior to the award of a contract. Notethat HUBZone is different from some of
the State HUB certifications, such as Texas.

Quick Reference #4: What are the eSRS ISR Responéities of the Government?

Federal agencies are responsible for ensuring-idgtral Government prime contractors make

every attempt to adhere to the approved subcomgggtan and file their reports in a timely

manner.

Further responsibilities are:

0 to review, accept and/or reject the prime contratind subcontractors’ ISRs in eSRS;

0 to ensure that the Prime contractors review, acaegtor reject there subcontractor's ISRs in
eSRS; and

o to flow down the requirement to there large busirmgbcontractors to review, accept and/or
reject the ISRs in eSRS of there large businessosiitactors.

It is recommended that the Federal Government ggewiew the subcontract reports submitted

within 60 days of the contractor’'s submittal.

Quick Reference #5: What do the Terms “Pending”, “Acepted”, “Reopened” and
“Rejected” Represent?

Pending: This report has been submitted and is awaitingeveto be“Accepted or Rejected” by the
Federal Government agency that awarded the contract

Accepted: This report has been reviewed by the Federal (aovent agency that awarded the

contract, and it has found no known errors, issolespncerns and do not require any clarification,
information, and/or correction and is, therefdgcepting” receipt of this report’s data.
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Quick Reference #5: What do the Terms “Pending”, “Acepted”, “Reopened” and
“Rejected” Represent? (Continued)

0 Although receipt of the report’s data has b&&ecepted”, if upon further review, errors,
issues, or concerns are found with the reportFtdderal Government agency that awarded the
contract will “Reopen or Reject"the report to obtain clarification, additionalanfnation,
and/or correction.

Reopened:This report’s data was previouskccepted” by the Federal Government agency that
awarded the contract. However, upon further rexoéthe report’'s data, the agerfound errors,
issues, and concerns and requires clarificatiodifiadal information, and/or correction. Once the
report concerns have been addressed and/or caldfeciently by the contractor and resubmitted,
the federal agency witlAccept” receipt of the report’s data.

Rejected: This report has been reviewed by the Federal Govenhagency that awarded the
contract, and it has found errors, issues and coac&he report requires clarification, additional
information, and/or correction. Thus, the agencly mdt accept receipt of the subcontracting reort’
data at this time. Once the report concerns haee bddressed and/or corrected sufficiently, the
federal agency wiltAccept” receipt of the report’s data.

Examples of a “Reject” notification: Your report states that the sales attributablaisagency is
$23,000. The ISR report doesn’t collect sales dal@ase resubmit the report using your
subcontracaward data. OR

The Individual Subcontracting Plan goals you hantered do not match the approved Individual
Subcontracting Plan goals in your Small Busineds/idual Subcontracting Plan. Please resubmit
the report using the subcontracting goals in youalsBusiness Individual Subcontracting Plan.

Additional “Reopen and Reject” information:
0 An explanation explaining why your report w8sejected or Reopened”will be
sent to the email address of the person submitti@geport.
0 The"Rejected or Reopened’report will appear in theAlerts” box of the report submitter.
0 Click on the link within theAlerts” box to view the report.
0 Resolve the issue brought forth by the Federal Gonent agency and resubmit the report.

Quick Reference # 6: Things to Exclude from the ISR

Subcontracts performed outside the U.S. or itsyoglareasNOTE: The State Department and
the Agency for International Development may regusinbcontracting plans for contracts awarded
domestically, but performed overseas. For additioriarmation, contact the agency directly.
Purchases from a corporation, company, or subdivithat is an affiliate of the
prime/subcontractor
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Quick Reference #7: How to Access eSRS

Go towww.esrs.gov
Click on“Contractors”

Click on“Register” tab
Complete the registration
Your user ID and password will be emailed to yooftming your registration.

You must validate your registration biicking on the link within the e-mail to activateyour
eSRS account

The following information referencing Screen 1 thr@ is the view you will see in eSRS and
is in the Contractor’s Training Material.

MyESRS Screen

' Search =7 Favorites 48 | L= lj - ol 4
.comjindex?_tab=loginas j | %
vIGD 4»5}' E‘ - | % Bookmarksv 5138 blocked | ".:?Check > % Autolink + =] AutoFil [« Send tow OSettir
Tuesday, May 27, 2008 | 12:09 prn
Integrated Acquisition Environment Uzer: angela.terry@sbha.gov | Logou
) Electronic Subcontracting Reporting System mpowered . Y sl
Ecov  USA.gov
angela back
contacts list
Account | Login As |\ Dhelp
myESRS | Profile | ContractWorklist | File / Review Reports =
21 home
% Add Contract /N alerts
to Worklist

v ¥our 35F report for Oct 1 - Sept 30, 2004 was reopened.
» Your 3SR report for Oct 1 - Sept 30, 2004 was reopened.

File ISR

(FORMERLY 5F-294)

/% announcements

There are no announcements at this time.

File SSR

S5RJ
j (FORMERLY 5F-295)

Quick Reference #8: How to Enter an ISR

Go towww.esrs.gov
Click on“Contractor”

Login to eSRS using your user ID and Password
File ISR

CRMERLY 5F-29.4)

At the main screen click on -
Follow the steps iQuick Reference #10
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Quick Reference #9: How to View an existing ISR Suhitted to the Government

At the top of eSRS home page, click“6ile/Review Report”

Select Individual Subcontract Reports” from the drop-down menu

Select the tab you warf©pen”, “Pending”, “Closed”, “All”

Click on the“Search Filters” link

Choose the repotstatus”: “Draft”, “Pending”, “Revised”, “Accepted”, “Rejectt,
“Reopened”

Select'‘Regular” or “Final” for the“Report Type”

You may select atAgency” from the drop-down menu

You may select thtDate Created” from one date to the next by clicking tselect”
beside each blank. A calendar will appear andoasuclick on the date

You may enter any portion of the Federal Governroentractor's name who submitted
the report ifKeywords” to narrow your search. It searches for DUNS, emttr
number, and vendor name

Click on“Apply Search”

This will display a list of existing ISRs in yourorklist based on your status preference

To select and view a report click on the followingn: 'E_j

Search Filters Screen

angela

o
(1
(]
B

contacts list

{ Core V] Account Y’ Login As "‘ help

7 individual subcontract reports

myESRS | Profile | ContractWorklist { File / Review Reports i Custom Reports

show in a separate windo

Open % Pending Y Closed Y All'\ 2heip

w Search Filters

Status w Date Created to
Report w Keywords

Type searches contract

Agency || number, duns and

vendor name

Q Apply Search | |[@ Save Defaults

ltems 1-20 of 94 4 previous | Jump | 1 ¥ || Next [
Contract Number + Status Submitted By « Type > Period = Year Options
00000198312DDLAH0090C0004 DRT Prime regular - [ delete |[ CopyReport |

P, . . — = |
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Quick References #10: Understanding the ISR Data €ids

1st Screen: Individual Subcontracting Report

Data needed to file this report as a Prime Contraclr
o Your DUNS number as it appears on the contract
NAICS
Product and Service Description
Email address of Federal Government agency redgerfsr reviewing your report
Approved Small Business Individual SubcontractitenP

(0]
(0]
(0]
(0]

Data needed to file this report as a Lower Tier Sutontractor
o The Prime contract number
o The Subcontract number
o The DUNS number of the contractor that awardedtiieusubcontract
o Email address of the contractor's employee who deayou the contract and has
the responsibility to review your subcontractingae
Product and Service Description
NAICS
o Approved Small Business Individual SubcontractitenP

o O

Copy Report Feature: The“Copy Existing Report” feature can only be used if you
have previously entered a report in eSR$ou are not using the "Copy Existing
Report" feature, click “Continue”.

This feature will pull general information from aepious report into the new report you are
submitting:

Select the report you would like from the drop dawenu.

The report screen will be displayed partially filleut.

T

This space left blank intentionally
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Quick References #10: Understanding the ISR Data €&ids (Continued)

2nd Screen: Enter Prime Contract Number for Report

Select Existing Contract:To use this feature you shall have previously edtercontract in
your worklist. If you have not done this, go to thex below and manually enter in the contract
number.

Choose the prime contract that you would like fwor¢ on from your worklist. If the
contract is not found, use the text field beloveter the Prime Contract #” (as it appears
in FPDS-NG with out any dashes).

Once you have selected or entered a prime comtumeber, click'‘Continue.”

The system will search eSRS and FPDS-NG for tlesti@bntract information.

Click on the contract information you would likelte displayed on the screen.

Click on*Display Contract Information” .

The*View Contract Summary” box will be displayed. Within the box, cli¢€ontinue”
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Quick References #10: Understanding the ISR Data €ids (Continued)

3rd Screen: Contract Details

Contract Type: Select the type of contract for the report.
Prime: Your company was awarded a contract from the FéGaernment.

Subcontractor: Your company received a subcontract from a primetraotor who was
awarded a government contractlarge business higher tier subcontractor who wasrded a
government subcontract.

DUNS# of next Higher Tier Contractor: Enter the DUNS# of the Large Business contractor
that awarded you the contract.

E-mail address of the next Higher tier:Enter the email address of the Large Business &uintis
Representative responsible for reviewing your sotveating report. This will route the report to
that person’s eSRS account for review. If you eatemcorrect address, go‘ddpdate E-mail”
and make the correction.

Contract Amount: Enter the amount of your subcontract
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Quick References #10: Understanding the ISR Data €ids (Continued)

4th Screen: Subcontracting Reports for IndividualContracts

1. DUNS#:A unique identifier that identifies your organizati

This field is pre-populated based on the informatioFPDS-NG for the contract number you

have selected.

- DUNS # is a nine-digit unique identification numi&sued by Dun & Bradstreet to identify
a contractor’s specific establishment’s exact nantaddress.
eSRS has atAuto Fill your Company’s info from DUNS” button. If used, the
contractor’s information will be automatically ppepulated from information in the CCR
database.

2. Verify Data: If the pre-populated data provided on this repamtf FPDS-NG is correct,
please choosé&/es" . Otherwise, choosiNo" and contact your contracting officer to correct
the problem.This information is on the face of the contract.

The following fields are automatically populated fom CCR and FPDS-NG
Verify that the pre-populated data is correct.

3. Corporation, Company or Subdivision Covered:This field indicates the Corporation,
Company or Subdivision that is associated witHXb¥NS number for this contract. The
Corporation, Company or Subdivision’s address esffled, based on the DUNS number
entered. If this information is incorrect, it shdde noted in theRemarks” field of this report
and the Contracting Officer should be notified.

4. Agency Awarding Contract: This is the name of the federal agency that awattaked

contract to the prime contractor. This informatiiti be pre-filled from information in
FPDS/NG.
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Quick References #10: Understanding the ISR Data €lds (Continued)

4th Screen: Subcontracting Reports for IndividualContracts
(Continued)

5. Contracting Office Agency ID:This is the identification number for the contragtagency’s
office indicated above.

6. Contracting Office Agency NameThis is the name of the contracting office in teddral
agency that awarded the contract to the prime aotar.

7. Contracting Office ID: This is the identification code of the contractoffice that
awarded the contract to the prime contractor.

8. Contracting Office Name:This is the name of the contracting office (undher ‘tAgency

Awarding the Contract” and the Contracting Agency Office” above) that awarded the contract

to the prime contractor.

9. Prime Contract Number: This is the number that the Contracting Officeligresd to this
contract when he/she entered the contract infoomaito FPDS-NG. Most often, this contract

number should match the contract number that issstam the face page of your contract award

document.

10. Product &/or Service Code:Product/Service Codes (PSCs) are four-digit alpiragric
codes that classify the type of product/serviceaesh being procured by the government. This
information will be pre-filled by information entd by FPDS-NG.

11. Dollar Obligated: This is the amount of money that the funding agdrayobligated to
fund this prime contract.

12, Current Contract Value: The contract value for the base contract and atigrepthat have
been exercised.

13. Is your contract administered by an office othethan the Contracting Office that
awarded the contract:If the contract was awarded by one government agand that agency
has requested another agency to administer theacgrthe contractor would selé¥tes” here,
and then select the type‘@dministering Agency” and a dropdown menu will appear. Use the
dropdown menu to select the actt/diministering Agency” .

Updated 7/01/2010 13



Quick Reference for Federal Government Prime Contrators
submitting an Individual Subcontracting Report (ISR)

Quick References #10: Understanding the ISR Data €lds (Continued)

5th Screen: Subcontracting Reports for IndividualContracts Cont'd
(Continued)

1. Contact Info: This is the name and contact information for treviilual that can be contacted
in the event that the government agency has questigarding this report. The system will
automatically populate the contractor’s contact adrased on registration informatioviou
must enter your telephone number and email address.

2. Reporting Period from Inception of Contract Thru: This report should only reflect
subcontracting accomplishments on a cumulativesizisce the inception of the contract to
the reporting period for a specific contract fapacific Federal Government agency. Select the

reporting period you are reporting on by clickihg bullet for the appropriate reporting
months:

o0 For Department of Defense (DoD), Non DoD, Natiokhafonautics and Space
Administration (NASA) and General Service Admingdion (GSA) Contracts report
annual submission on the Federal Government’s| fys&ex

1st reporting perio®ct 1-March 31
2nd reporting perio@®ct 1-Sept 30

3. Type of Report:

Regular - A‘Regular” report is submitted starting with the first refrogtperiod after contract
award (even if no subcontracting has yet occurred).
Final - A"Final" report is only filed if the contractor has comphbthe contract or

subcontract. This report is used to signify thatryompany will not be submitting any
additional reports under this contract number.

4. Agency Awarding Contract: This field is pre-populated from data entered atitbginning of
filling this report.

5. Report Submitted: This field is pre-populated from data entered atkiginning of filling this
report.
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Quick References #10: Understanding the ISR Data €ids (Continued)

6th Screen: Subcontract Awards

The following information will help you understand the “Subcontract Award” section
of this report.

This report includes the Small Business Subcoritragioals set forth in the contractor's
approved Individual Subcontracting Plan. Goaldifierbase contract should be entered
as they are on the approved subcontracting plée. cdntractorshould notbreak it out
by years (i.e., if their base goals are $100,00006 years, they enter $100,000.00 in
the current goal section).

Note: The goal dollar and percentage columns withinrépert will not automatically
add or calculate percentages. T@errent Goal” columns are all manual entry so that
they mirror the approved Individual Subcontractitign goals.

Contractors should report only subcontracting aqaisinments from the inception of
contract through the end of the reporting period.

For more information about the special legislaimnANC and Indian Tribes visit
http://www.regulations.gov/search/Regs/home.htmitaieentDetail ?R=0900006480277
f33 (See FAC 2005-19).
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Quick References #10: Understanding the ISR Data €ids (Continued)

6th Screen: Subcontract Awards (Continued)

Whole Dollars: Dollars with no cents.

Percentage of Total Subcontract AwardsPercentages should be rounded to the nearest
10th of a percent.

Percentage of Total Contract ValueThis is an optional field. The denominator will be
calculated using th&Current Contract Value" from FPDS-NG.

Actual Cumulative: The"Actual Cumulative" column on the right of the report
represents the actual subcontracts awarded froaptian of the contract through the
reporting period. Enter the subcontracting dofdesed/paid from inception of the contract
through the reporting period beside each size acid-®£conomic category from your
company’s records, rounding each figure to theestavhole dollar. You may report
subcontracts using"@ommitment" or "Payment” method but this method shall be used
consistently throughout the life of the contract.

Commitment Basis:Is the process of capturing subcontract dollarsrwyluel execute

the subcontract award documents

Payment Basisis the process of capturing subcontract dollarswloe: pay the

invoices.

Other: A hybrid of the two above.

Current Goals: The"Current Goal" (are goals from the inception of the contract t th
reporting period) column on the left of the repeqresents the goals established in the
approved Individual Subcontracting Plan. Enterdbldar and percentage goals in each
category beside each size and socio-economic agtegactly as they appear in the
Individual Subcontracting Plan for this contralthere are no goals for large business,
ANC and Indian Tribes. If your Individual Subcontracting Plan has optiaays, you
should roll each option year goals into the base geals, as the option years are

executed.
For example,
5 year Base Goals Option Year One 5 year Base + lgption Goals
Total Subcontracting $100,000 100% $25,000 100% $125,000 100%
SB $30,000 30% $3,000 12% $33,000 26.4% ($30,000 + $3,000)
SDB $15,000 15% $1,000 4% $16,000 12.8% ($15,000 + $1,000)
WOSB $15,000 15% $2,000 8% $17,000 13.6 % ($15,000 + $2,000)
Hz $5,000 5% $500 2% $5,500 4.4% ($5,000 + $500)
VOSB $3,000 3% $50C 2% $3,50C 2.8% ($3,000 + $50(
SDVOSB $2,000 2% $120 0.48% $2,120 1.7% ($2,000 + $120)

In this example, the contractor's first five yeafdSR reporting would reflect the base year
goals. If option one is exercised by the awardiggngy, the option year goals are rolled in (added
in), during the next reporting period. Once optiore is exercised, the new goals on the ISR would
appear as represented in Shgear Base + 1yr option Goalsolumn.This process would continue
for all options, when and if they are exercised.
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Quick References #10: Understanding the ISR Data €ids (Continued)

6th Screen: Subcontract Awards (Continued)

When viewing this section it is recommended to havibe approved subcontracting plan
available.

1. Dollars and Percentages in the Following Blockéndicate here if indirect subcontract awards
were approved on your subcontracting plan to bleidea in your reported subcontracting
accomplishments. Indirect subcontracts are subacistthat are not directly tied to a particular
contract; they are generally shared expenses atahgentracts or overhead subcontracts.
Examples are landscaping, office supplies, jart@ervices, window washing, courier services,
etc. Note that indirect subcontracts are diffefemtn allowable indirect costs under cost
reimbursement type contracts.

Indicate if you are including “Indirect Subcontracting Dollars”
Include Indirect Dollars -If the Individual Subcontracting Plan indicategdra-rated
portion of indirect subcontracts were includedha goals.
Do Not Include Indirect Dollars - If the Individual Subcontracting Platid not
indicate a prorated portion of indirect subconsagere included in the goals.

2a. Small Business (SB) Concern&nter the subcontracting accomplishments awardschadl
business in whole dollars for each perspectiveronl(including SBs that are also SDB, WOSB,
HUBZone, VOSB, and/or SDVOSB). Also in this sectindlude subcontracts awarded to ANCs
and Indian Tribes that are not small businessedtaidire not certified by the SBA as SDBs only
if you have been designated by the ANC or Indian tbe to receive their SB and SDB credit.
When your company has been designated by an AN@@n tribe to receive SB and SDB
credit for a subcontract awarded to the ANC ordndtibe, report only the portion of the total
amount of the subcontract that has been desigit@atgzlir company.
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Quick References #10: Understanding the ISR Data €ids (Continued)

6th Screen: Subcontract Awards (Continued)

2b. Large Business (LB) ConcernsEnter the subcontracting accomplishments awardidde
business in whole dollars for each respective coluReport all subcontracts to large businesses or
entities that are "other than small" such as nafifgr educational institutions, etibo not

include subcontracts awarded to or designated by ASs and Indian Tribes that have been
reported in the “Small Business Concern” field aboe.

2c. Total: This field represents the combined total of SBlaBdubcontracts. This total will become
the denominator for all of tH&ercentage of Total Subcontract Awards”shown on this report.

Socioeconomic Categorie€ach of these items is a subcategoriGohall Business Concerns”

and may not add tomatch the total in “Small Business Concern” duéhfollowing: In some
cases the same dollars may be reported in moreoti@block (i.e., a $10,000 subcontract to a
small business owned by a woman that is certifie8 BA as an SDB should be entered on three
rows: $10,000 undéSmall Business”, $10,000'Small Disadvantaged Business”and $10,000
“Women-Owned Small Business”.). Howeverhe sure the dollars are counted in the “Small
Business Concern” field, only once and not threeet (not $30,000Rercentageswill be
calculated automatically.
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Quick Reference for Federal Government Prime Contrators
submitting an Individual Subcontracting Report (ISR)

Quick References #10: Understanding the ISR Data €ids (Continued)

6th Screen: Subcontract Awards (Continued)

3. SDB ConcernsReport all subcontracts awarded to SBA-certifieddSDncluding SDBs that
are also WOSB, HUBZone, VOSB, and SDVOSB. Alsoudel subcontracts awarded to ANCs
and Indian Tribes that have not been certified BA &s SDBSAND where you have been
designated to receive all, or a portion of, thédBScredit,report only the portion of the total
amount of the subcontract that has been designated your company.

4. WOSB Concerns:Report all subcontracts awarded to Women-Owned IBnainesses.

5. HBCU/MIs: (For contracts with DoD, NASA, and Coast Guard)péteall
subcontracts with HBCUs/MIs.

6. HUBZone Small Business Concern®eport all subcontracts awarded to HUBZone Small

Business Concerns (including HUBZones that are@idB, WOSB, VOSB, and SDVOSByote
that HUBZone is different from some of the StateBitértifications, such as Texas.
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Quick Reference #10: Understanding the ISR Data FHiés (Continued)

6th Screen:_Subcontract Awards (Continued)

7. VOSB Concerns:This is all subcontracts awarded to VOSBS, inclgdYOSBs that are also
SDBs, WOSBs and HUBZones. Any company that is adias SDVOSB should also be
counted in this row as Veteran-Owned.

8. SDVOSB ConcernsThis is all subcontracts awarded to Service-DesaiMeteran-Owned SB
concerns, including those that are also SDBs, WQ&B$ HUBZones).

9. ANCs & Indian Tribes that have not been certifiel by SBA as SDB This is all subcontracts
awarded to ANCs and Indian Tribes that are repartede “SDB” section of this report.

10. ANCs & Indian Tribes that are not SBs:This is all subcontracts awarded to ANCs and
Indian Tribes that are reported in the “SB” sectidthis report, but are not small businesses.

$ " %&(
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Quick Reference for Federal Government Prime Contrators
submitting an Individual Subcontracting Report (ISR)

Quick Reference #10: Understanding the ISR Data FHiés (Continued)

6th Screen:_Subcontract Awards (Continued)

11. Which method do you use to collect subcontraml data for this report? Note that the same
reporting method shall be used for the entire @mirClick on the bullet beside the method you
use to capture subcontracting. See page 10 fosaiggon of the terms to choose from.

Commitment Basis:Is the process of capturing subcontract dollarsnwluel execute
the subcontract award documents

Payment Basisis the process of capturing subcontract dollarswiloe pay the
invoices.

Other: A hybrid of the two above.

12. Certification: This is a testament that the data being submittethe report is accurate
and that the dollars and percentages reported dimclade lower tier subcontracts (except as
set forth for ANC and Indian Tribes. For more imf@tion on the special legislation for ANC
and Indian Tribes visit
http://www.regulations.gov/search/Regs/home.htmttdeentDetail?R=090000648027 7f3=ee
FAC 2005-19). If you sele¢No” your report will be rejected.

13. Remarks:If you entered zero (0) in the small business seddf this report or failed to meet the
dollar or percentage goals in the Individual Sulbhamting Plan, use this section to explain the
reason for any shortfalls and your future planafam. You may also enter explanations and/or
comments you think will be helpful to the governmefiicial who reviews this report.

14. Contractor's Subcontracting Plan Administering Enter the name and contact information
of the individual who is responsible for the contaa's compliance with the approved Individual
Subcontracting Plan.

15. Please enter the email address of the Government playee(s) and/or other person(s) to
be notified that you have submitted this report:By listing this email address, a notification
will be sent to listed parties advising them thatiacontracting report is in eSRS for their review.
The Federal Government agency will not be notifiedemail unless you enter a notification
email address. However, they will see the repteemthey log into eSRS.

0 The awarding agency may have given you an emaitaddor which to submit this report.
If so, enter that email address here.

o Ifthe Federal Government agency that awarded ysmntiact has not provided this
information, contact them immediately.
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Quick Reference #11: How do | Correct an ISR that \as Previously Submitted?

Contact your Federal Government agency and infoemtof the error. They witReject”
or “Reopen” the report depending on the report status at the. ti

o If the report is'Pending”, then the report will bé'Rejected”
o0 If the report has beétccepted”, then the report will béReopened”

The report will then be sent back to your SRS aat;@o that you can make the
necessary changes.

Quick Reference #12: Who to Contact When in Need &fssistance

Non-technical Questions:

- Non-technical Questions are policy, processes ameepures related to Subcontracting and
Subcontracting Reporting and information relatethecontract. These questions will not be
handled by the Federal Service Desk (FSD).

Non-technical Question Examples:

0 Any questions pertaining to subcontracting and saotvacting reporting

0 Any questions pertaining to the data in a subcatitrg report you submitted or have the
responsibility to review

0 Any question related to the contract or subconitrggilan

0 Any questions related to data within eSRS or eS§8 tesponsibilities

0 eSRS agency contact information (i.e. Agency Caidir or Point of Contact) for FOIA
request and assistance on items with which thenteghhelp desk cannot assist you

Using the FSD website atww.fsd.goy you can submit a non-technical help desk issue by

selecting'Submit a Question” tab and sele¢Policy” . When you submit the webform, the

SBA Procurement Analyst assigned to answer sulactiig questions will respond with an

answer.

If you call the FSD 800 number with a non-technipag¢stion, the FSD representative will

not be able to answer your question, but will pdevwou with the email address of the SBA

Procurement Analyst assigned to answer subconigagtiestions and the eSRS Agency

Coordinator and Point of Contact for the agencyiich you report.

You may also contact the contracting officer (CO)he Federal Government agency that

awarded the contract for questions, concernssaespertaining to subcontracting and

subcontracting reporting.

For training and subcontracting policy questiomsitact the SBA Commercial Marketing

Representative (CMR) for your area/state. You foagite your CMR’s contact information

at http://www.sba.gov/aboutsba/sbaprograms/gcbd/GC FPIORmI

Technical Questions:

- Technical Questions will be handled by FSD. You rsalgmit a technical help desk question
by going directly to FSD atww.fsd.govand choosing to chat live with a representative,
submit a question, search the answer center oacdlbpeak to a representative. You may
also reach the FSD website by logging on to eSR&at.esrs.govClick the ‘For Help
Federal Service Desk’and you will be forwarded to the FSD website. Rentner, FSD will
not answer any non-technical or subcontracting/suioacting reporting questions related to
policies, processes and procedures.
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Quick Reference #12: Who to Contact When in Need &{ssistance (Continued)

Technical Questions Examples:

0 Questions pertaining to how the system functioms, (Do | need a contract number to
file an ISR?)

0 Questions pertaining to user functionality (i.eld @ role, registration, contract work list,
can't view report)

0 eSRS agency contact information (i.e., Agency Cioettdr or Point of Contact) for
FOIA request and assistance on items with whichigblenical help desk cannot assist
you

0 General information on the subcontracting repoeiadpfiled (i.e., When is the ISR due?)

At the Federal Service Desk (www.fsd.gov) you can:
- Obtain a user id and password (not required) bisteing at thevww.fsd.govwebsite. This
will allow you to:
0 Keep historical information on your help desk inops
0 Check the status of your help desk ticket
Find information you need by searching several viayke Answer Center
Submit a help desk request online
Give feedback through a customer satisfaction surve
Chat live with a Customer Service Representative
Speak to a help desk representative by callingimnvttie U.S. toll free at 1-866-606-8220 or
outside the U.S. at 334-206-7828
Contact FSD atvww.fsd.goy if the information pulled from your DUNS # is imcect

For all other concerns, contact Integrated AcgoisiEnvironment at
integrated.acquisition@gsa.gov

Quick Reference #13: When is it Recommended for theovernment Agency to
“Accept” an ISR?

After reviewing the report, the government agerscyatisfied with the information provided,
your report will be'Accepted”.

If the government agency accepts a report, youredkive an email notification.
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submitting an Individual Subcontracting Report (ISR)

Quick Reference #14: When is it Recommended for ghGovernment Agency to
“Reject” an ISR?

After reviewing the report, the government agenetetmines it requires additional
information for clarity, and/or the information pided is not accurate or sufficient

If the government agency rejects a report, you ngiteive an email notification.

An explanation for the rejection will be availalimethe“Notes” box on the right side of the
screen displaying the ISR.

Examples of a “Reject” notification: The Individual Subcontracting Plan goals the
submitter has entered do not match the approvedidiucdl Subcontracting Plan goals in
their Small Business Individual Subcontracting PlEme submitter is required to
resubmit the report using the subcontracting gwetlseir Small Business Individual
Subcontracting Plan.

Once the issues has been corrected by you, thergogat agency wiltAccept” the report

Quick Reference #15: Can | Delete a Report?

Only your draft reports can be deleted
Click on“Deleted” by the report you would like to have deleted
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Quick Reference #16: How to Review Large Businessolwer Tier Subcontract Reports
Submitted to Your Company

Click on“Contract Worklist”

A listing of existing contracts you have reportedvall appear. If the contract you are
searching for is not listed, clicladd new”, and you will be able to enter the contract
number. This will pull the contract data from FRNS to allow you to add the contract to
your worklist.

Once you have identified the prime contract forathyou would like to see large business

lower tier subcontract reports, click on the ico':.—:.';:| .
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Quick Reference #16: How to Review Large Busineslver Tier Subcontract Reports
Submitted to Your Company (Continued)

Reports associated with the contract you have telegill be displayed. Click on the
“Lower Tier Subcontracting Report” tab.

Click on the“Search Filters” link from the“Show Me” dropdown menu. Seletitly
Subcontractors”.

Choose the subcontractor report you would likestoaw by clicking on the icon,—':ﬂ

The report will open for your review. Once you hageiewed the report, look over to the
right of the report fofReport Actions”. Use the dropdown menu to select “Accept”,
“Reject”, or “Reopened”.
The subcontractor will see the report in its abert upon logging into eSRS.
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Quick Reference #17: How do | Change an Incorrect iail Address for my Reviewer
that | Entered?

Click on “Individual Subcontract Reports” from tleile/Review Reports” drop-down in the
main navigation.

Navigate to the Pending tab and locate the desigatt.
Click the “Update Email Target” button located ret‘Options” column in the right.

Enter the email addresses for the next higheirtithe field provided and click “save
changes”.

Quick Reference #18: How to “Accept” an ISR

After reviewing the report, you are satisfied witie information provided by the contractor
Look to the right of the report, and you will ske tReport Actions” box
From the drop-down menu, seléatccept”

Click “Submit”, and an email notification will be sent to the cantor
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Quick Reference #19: How to “Reject” an ISR

After reviewing the report, you require additioiabrmation for clarity, and/or the
information provided is not accurate or sufficient

Look to the right of the report, and you will s&&eport Actions” box

From the drop down menu, seléReject”

A notification box will appear. Enter your expldioa for rejecting the report
Click “Submit”, and an email notification will be sent to the cant

Once the issue has been corrected by the contréatoreport shall b&\ccepted”
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