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Responsbilities

This memorandum provides genera guidelines to Headquarters personndl and
Procurement Assistance Officers (PAOs) in supporting the Vendor Outreach
Program through the participation of procurement officiasin Vendor Outreach
Sessions.

The Office of Smdl and Disadvantaged Business Utilization and the Under
Secretary of the Research, Education, and Economics (REE) mission area have
sgned a Memorandum of Understanding (MOU) agreeing to establish and
support aVendor Outreach Program. The Program consts of mesetings
between procurement officias and vendors to facilitate the presentation of
cgpahilities; discusson of technicad qudifications, and identification of potentid
contracting opportunities within ARS. The sessons are intended to facilitate
increased contract awards to small business concerns. Enclosure 1 isacopy of
the MOU.

A procurement officid from ARS Headquarters will schedule the meetings and
attend each of the monthly sessons. Program officids, however, will
participate only if available, and as appropriate. At Headquarters, participation
will be rotated through the buying activities of the Procurement and Property
Divison, Fadilities Divison, and the Bdtsville Area Office.

All sessons should be generic in nature. The specific contents of the session will
address the vendor’ s capabiilities, potential contracting opportunities, names,
and addresses of our buying activities dong with the types of products and
services being acquired. As appropriate, the sessonswill aso address
subcontracting opportunities with our large business prime contractors.




Action Required
By REE PAO's

Vendors should be encouraged to () complete the Standard Form 129
Solicitation Mailing List Application (2 pages) and submit it to the PAO for
incluson on future bidders mailing ligts. Vendors should dso be encouraged to
register their firms on PRO-Net, the Procurement Marketing and Access
Network, an eectronic search engine for Contracting Officers which links to
other procurement opportunities. The following REE documentation may be
provided to each vendor as handouts, made available for ongte review, or
provided as Internet addresses, as appropriate:

o] Brochure, Doing Business Together: Contracting with the Research,
Education, and Economics (REE) mission area of the Department of
Agriculture

o The current Procurement Forecast
o] Subcontracting Directory

REE fully supports the Small Business Program and the objectives of the MOU
in facilitating a didogue with smadl busnessesto increase thar participation in
contract awards. Asthe Vendor Outreach Program becomes firmly
established in the Aress, it will meet standards set out in the REE Outreach Plan
and further the gods of the Procurement Preference Program (PPP). We
anticipate the first Vendor Outreach sessons at the Areallevel will beginin
December of 1999.

Enclosure 2 is a sample of the Vendor Outreach Schedule which should be
used for scheduling gppointments. At the conclusion of each sesson, the
schedule should be retained to document items for the Civil Rights Report and
the Procurement Outreach Plan.

PAQ's should continue their *“vendor outreach” by informally meeting with
those companies who request information on their Ared s and the agency’s
procurement (and subcontracting) opportunities and to obtain information on
these companies capabiilities and technica qudifications. If it isfeagbleto
direct them to specific business opportunities a one of their locations, then this
type of activity is supportive of the REE efforts to promote its PPP.




PPD Point Theresa Stephens, Procurement Analyst, Policy Branch, Procurement and
of Contact Property Division on 301-504-1725.
______________________________________________________________________________________|

Approved: 19
Richard G. Irwin, Director

Procurement and Property Divison

2 Enclosures




Enclosure 1
MEMORANDUM OF UNDERSTANDING

between the

OFFICE OF SMALL AND DISADVANTAGED BUSINESSUTILIZATION

and

Resear ch, Education, and Economics

PURPOSE

To establish aMemorandum of Understianding (MOU) between the Office of Smdl and
Disadvantaged Business Utilization (OSDBU) and Research, Education, and Economics (REE)
to create aVendor Outreach Program to begin June 1999. The program will allow agenciesthe
opportunity to become more aware on a consistent basis of the diversity of resources available
in the smdl business community to satisfy their requirements while at the same time dlowing
small businesses the opportunity to present and discuss their cgpabilities and to learn of
potentid contracting opportunities.

. OBJECTIVES

a

SCOPE

To sponsor a series of 3-hour, monthly outreach sessionsto dlow smal businessesto
meet regularly with the Department of Agriculture (USDA) program and procurement
officasto present their technica qudifications.

To enhance the USDA's subcontracting program by engaging its large prime
contractors in didogue with smal businesses interested in subcontracting opportunities.

To inditutiondize smal business participation in USDA's procurement activity.

To minimize the cost for small businesses to market thair servicesto USDA while
maximizing their opportunity to meet with key USDA officids

To provide a structured method for USDA's overdl Outreach Vendor Program and alow agencies to
adopt and play a greater role in their support of USDA's Small Business Program by increasing
procurement opportunities to smal businesses.

The MOU is applicable to OSDBU and dl USDA agencies.




V.

RESPONSIBILITIES

a

OSDBU gl

1 develop the promotiona strategies to solicit smal businessesto participate;

2. establish uniform procedures for the administration of the program to include
agency briefings and a sandard time and place;

3. be respongible for dl logigtica aspects of the program;

4, provide documentation and information to enable vendors to make decisons to
select the most appropriate agency(s) suitable to market their capahilities,

5. be respongble for inviting specid gueds,

6. design a survey instrument to measure program effectiveness, and

7. recognize the agency with the greatest number of contract awards requiting
from the Vendor Outreach Program.

USDA agenciesshdl:

1. gppoint a resource person to coordinate its participation;

2. have adequate representation at each scheduled session;

3. schedule agency individua appointments upon request from small businesses,

4, forward a copy of the find gppointment schedule to OSDBU seven (7) days
prior to each outreach sesson; and

5. provide copies of any open solicitations and agency specific procurement

information deemed necessary.




VI.

VII.

VIII.

EXECUTION

OSDBU will develop the promotional strategies to solicit smal businesses to participate;
egdtablish uniform procedures for the administration of the program to include agency briefings, a
gandard time and place; be responsible for dl logistica aspects; provide documentation and
information to enable vendors to make decisionsin selecting the appropriate agency(s) suitable
to market their capabilities, be responsible for inviting specid guests; responsible for designing
survey ingruments to measure program effectiveness, and lagt, but not least, recognize the
agency with greatest number of contract awards resulting from the VVendor Outreach Program.
Feedback will be provided on dl program sessions and briefings held as needed to provide for
open discussion on any current legidation or necessary information.

The agency(s) will be responsible for their participation a scheduled sessions; the agency will
manage requests for gppointments from small businesses; and upon completion of fina
appointments, a copy of the schedule shall be forwarded to OSDBU seven (7) days prior to
each outreach sesson to be compiled into one master schedule for al agencies. The agency is
aso responsible for providing copies of any open solicitations and agency specific procurement
information deemed necessary.

MEASURE OF EFFECTIVENESS

OSDBU will use FY 1999 as the base year to measure contract awards to smal, smal
disadvantaged and women-owned businesses as a result of the Vendor Outreach Program.

TERM

Vendor Outreach Program to be held every second Wednesday of the month beginning June 9,
1999. The MOU will become effective on the date of acceptance by the Director, OSDBU
and will remain in effect indefinitey.

AMENDMENTS

ThisMOU may be amended at any time in writing by mutual agreement between OSDBU's
Director and appropriate agency head.

TERMINATION

ThisMOU may be terminated by mutua agreement between OSDBU and the appropriate
agency head a anytime.




XI.

ADMINISTRATION

The point of contact for MOU adminidretive mattersis.
StelaHughes
OSsbBU
202-720-7117

ACCEPTANCE

The undersigned hereby accepts the terms of this MOU:

For OSDBU: For REE:
/9 Sharron Harris 6/11/99 /9 1. Miley Gonzaez
SHARRON HARRIS Date .M. GONZALEZ

Director, OSDBU Under Secretary, REE

6/11/99

Date




VENDOR OUTREACH SCHEDULE

AGRICULTURAL RESEARCH SERVICE

Area Office

COMPANY NAME CONTACT PERSON TELEPHONE NO.




