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Chapter 1  

  
General Overview of SBA’s Forms Management 

   
1. What is a Form? 
 

In general, a form is a document or conversation that requires multiple parties to submit 
similar information.  Often, this involves providing information either in response to 
questions or where a particular data must be computed.   A form is not an agency directive, 
which provides requirements, procedures or guidance to a party or parties, but which does 
not require the party (ies) to respond with information.  

 
2. What are the Different Types of Forms? 
 
 a. An SBA Public Use Form.  An SBA form that requires OMB’s approval. This  

includes all forms that meet the Paperwork Reduction Act (PRA) definition 
provided in chapter 4, paragraphs 1 and 2.   

 
b. An SBA Internal Use Form.  This includes all forms that do not meet the PRA 

definition that are intended for use within SBA.  
 
c. Other types of forms, such as forms developed by the Office of Personnel 

Management, or other forms developed for intergovernmental use are not covered 
by this Standard Operating Procedure.   

 
d. Public use and SBA internal forms can be classified as a new SBA form, i.e., SBA 

form that is issued by a program office for the first time, a revised SBA form or an 
obsolete form that is no longer used.   

 
3.         What are the Objectives of SBA’s Forms Management Program? 
  

The objectives of SBA Forms Management Program are to: 
             
            a.         Reduce and simplify paperwork; 
             
            b.         Eliminate conflicting, unnecessary, and obsolete forms; 
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c.         Provide efficient and cost-effective reproduction, distribution, inventory, and 
stocking of forms; 

             
            d.         Reduce the cost of operations; and  
  
            e.         Ensure that forms are clear and easy to use.        
  
4.         What Laws and Regulations Govern SBA's Forms Management Program? 
  

The following laws and regulations govern SBA's Forms Management Program: 
               
            a.         Federal Records Act of 1950, as amended, (44 U.S.C.3101 et seq); 

  
b.         Paperwork Reduction Act of 1995, 44 U.S.C. Chapter 35;    
  
c.         Privacy Act of 1974, 5 U.S.C. 552a.(e) (3); and      
            

      d.        Government Printing and Binding Regulations (Joint Committee on Printing, 
February, 1990). 

  
5.         Who is Responsible for Administering the SBA Forms Management Program? 

  
The Administrative Information Branch (AIB) has been delegated the authority for 
administering the SBA Forms Management Program.  

 
6.        What are the Responsibilities of the Agency's Forms Manager? 

             
The SBA Forms Manager in AIB must:         

  
a.      Review and approve new and revised SBA forms; 

           
b.     Analyze, develop, coordinate, and ensure proper policies for SBA forms; 
 
c.      Provide technical assistance to program offices in the design and preparation of SBA 

forms; 
  
d.     Advise offices on the Office of Management and Budget (OMB) regulations pertaining 
      to public-use forms; 
  
e.      Serve as Agency liaison between SBA and OMB; 
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f.       Clear all directives that cite forms; 
  
g.      Update all changes made to the electronic forms database; 
  
h.      Offer advice and assistance to program offices on new and revised forms; 
  
i.       Establish and maintain historical, numerical, approved files for forms; and 
  
j.     Publish notices in the Federal Register for public comment on public-use form 

submissions to OMB. 
  
7. How Do I Find Out About New and Revised Forms? 
 

AIB will issue an Information Notice regarding the approval of all new or revised SBA 
forms. If you need assistance locating a form, contact the Forms Manager.    

 
8.         What is in a Form Reference File? 
  

AIB must maintain a separate reference file for every SBA form.  Each file must contain the 
following: 
  
a.      Current copies of the form; 
  
b.     Copies of all previous editions; 
  
c.     The original SBA Form 58, “Record of Clearance and Approval;” 
 
d.       OMB documents For Public Use forms which include:  

 
(1)  Notice of OMB Action; 

  
(2)  A copy of the “Paperwork Reduction Act Submission” package which includes: 
 
(a) OMB 83-I; 

 
(b) Supporting Statement; 

  
(c)  Federal Register Comment Notices; 

  
(d)  Collection of Information; and 

 
(e) Pertinent laws and regulations.   
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9.         What are the Program Office's Responsibilities? 
                         

The program office must ensure that all of the proper clearances have been obtained on the 
SBA Form 58 before submitting it and the new or revised form to the SBA Forms Manager. 
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Chapter 2 
  

New Forms 
                          
1.         How Do I Get a New SBA Form Approved? 
  

Submit the completed SBA 58 with clearance signatures and the new form to the Agency's 
Forms Manager in AIB for review and approval.  

             
2.         Who Issues Guidance on Designing New SBA Forms? 
  

Contact the SBA Forms Manager in AIB for guidance on designing new forms. 
  
3.         What Must be Included on SBA Forms? 
  

SBA forms must include: 
  
a.      SBA Seal located in upper left hand; 
  
b.     SBA form number, which is placed in the lower left hand corner; 
  
c.     The edition date which is placed immediately after the form number, for example, SBA 

Form 58 (7-05);  
  
d. One of the following edition date statements, “Previous edition is obsolete” or “Previous 

edition is to be used until the stock is exhausted”; and        
 

4.         Who Must Authorize New SBA Forms?  
  

The Management Board member or his or her designee responsible for the program office 
issuing the form must sign the SBA Form 58.  

             
5.         What Other Offices Must Clear The New Form?  
  

a.    The Office of General Counsel (OGC) must clear all OMB forms, forms with 
substantive text, forms with significant policy implications, and forms that will 
materially affect SBA customers and/or resource partners. 

  
b.     OGC and the Office of Inspector General (OIG) if the form requires OMB’s approval or 

if the form is a public use-form.  
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6.         Who Assigns the Form Numbers and Edition Dates? 
  

The SBA Forms Manager will assign the form number and edition date once the SBA Form 
58 has been approved.  
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Chapter 3 
 

Revised Forms 
  
  
1.         How Do I Get a Revised Form Approved? 
  

Submit an SBA Form 58 to the SBA Forms Manager along with the revised form. 
  
2.         How Do I Change the Design of a Form? 
  

Submit an SBA Form 58 to the SBA Forms Manager along with an original containing 
changes to the revised form.  
  

3.         Who Must Authorize the Revised Form? 
  

The Management Board member or his or her designee responsible for the program office 
issuing the form must sign the SBA Form 58.  

  
4.         What Other Offices Must Clear the Revised form?  
  

a.      Any office that uses the form, or could be affected by it; and 
  
b.     OGC and OIG if it is a public use form. 

  
5.         Who Assigns the Form Number and Edition Date? 
  

The SBA Forms Manager will assign the form number and edition date once the SBA Form 
58 has been approved. 
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                              Chapter 4 
   

Collections of Information  
   
1.     What are Collections of Information?                      

 
Under the Paperwork Reduction Act (PRA), as interpreted by OMB, a collection of 
information is the obtaining, causing to be obtained, soliciting or requiring the disclosure to 
an agency, third parties or the public of information by or for an agency by means of 
identical questions posed to, or identical reporting, recordkeeping, or disclosure 
requirements imposed on, ten or more persons, whether such information is mandatory, 
voluntary or requested to obtain maintain, retain, report or publicly disclose information.     
  
a. What Does Soliciting of Information Mean? 
 

Soliciting of information includes any requirement or request for persons to obtain, 
maintain, retain, report, or publicly disclose information.   

                                                                                                                                                                 
b.  Who is the Public? 
  

The public can be an organization, entities, and/or individuals to whom a collection 
information request is addressed by the Agency, within a 12-month period. 

     
 c. What are Burden Hours?  
 

The total time or financial resources expended by persons to generate, maintain, 
retain, disclose, or provide information to or for a Federal agency.  
 

 d. What are Cost Estimates? 
 

The cost the Government pays for purchasing or contracting out information 
collection services. 

 
2.         What Collections of Information Must be Approved by OMB?              
             

The following collections of information are subject to OMB’s approval: 
   

(1) Report/Application forms; 
 

  (2) Schedules; 
 

(3) Questionnaires; including standard ones used to monitor Agency 
compliance;  
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(4) Surveys (including customer satisfaction surveys); 
 

(5) Reporting or recordkeeping requirements;  
 

(6) Contracts and Agreements;  
 

(7) Interview Guides, Oral and Written;  
 

      (8) Telegraphic or Telephonic requests; and 
 

(9) Electronic Systems.  
 

3.      What Collections of Information May be Exempt from OMB Approval? 
           
          a. The following collections of information may be exempt from OMB’s approval: 
  

These items are likely to be exempt to the extent that they entail no burden other 
than that necessary to identify the respondent, the date and the respondent’s address. 

 
            (1) Affidavits; 

  
 (2) Oaths;  
 
 (3) Affirmations; 
 
 (4) Certifications;  
 
 (5) Receipts; 
 
 (6) Changes of Address; and 
 
 (7) Consents. 
                              
b. If necessary, OMB will make the final determination on these exemptions. 

 
4.         What are the Program Office’s Responsibilities Regarding Collections of  
 Information?        
  

a. Program offices are responsible for ensuring their collections do not expire and be 
cited by OMB as a violation. 
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b. Complete the Paperwork Reduction Act submission package. This package consists 
of: 

   
  1. OMB Form 83-I, “Paperwork Reduction Act Submission;” 

 
2. Supporting Statement – The supporting statement explains the circumstances              

that make the collection of information necessary; 
 
3. Copy of collection of information; (refer to paragraph 2 of this chapter) and 
 
4. Copy of the statutory or regulatory provisions associated with the collection 

of information. 
 

c. Obtain clearance from OGC. (All Public-Use forms must also be cleared by OIG.) 
 
d. Submit completed package to the AIB at least 60 days before expiration to assure 

the OMB deadlines can be met.  
 
5.         What are AIB’s Responsibilities in the OMB Clearance Process? 
  

a. AIB is responsible for: 
  

(1) Preparing and submitting all public comment notices to the Federal Register 
for publication.  

 
  (2) Providing guidance to program offices on the PRA process.  
 

(3) Assisting program offices with the preparation of their PRA submission 
packages. 

 
(4) Providing written notification to program offices at least 180 days prior to 

the expiration of their collection. 
 
(5) Certifying and submitting all PRA submission packages to OMB for 

approval. 
 

(6) Sending “OMB Notice of Action” to program offices informing them of 
approval.  

             
b.      AIB ensures all approved Public-Use Forms display: 

  
(1)  An OMB control number and expiration date in the upper right hand corner; 
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(2)  A disclosure statement that must read as follows: 
 Please Note:  The estimated burden for completing this form is (insert time) per response. 

You are not required to respond to any collection of information unless it displays       
a currently valid OMB approval number.  Comments on the burden should be sent      
to the U.S. Small Business Administration, Chief, AIB 409 3RD St., S.W., 
Washington, D.C. 20416 and Desk Officer for the Small Business Administration, 
Office of Management and Budget, New Executive Office Building, Room 10202, 
Washington, D.C. 20503.  (insert OMB Control Number).    

                  
        

6.           Who Serves as the OMB Liaison for all PRA Matters? 
  

The Chief, AIB is the Liaison for all SBA paperwork matters.  
  
7.         Who Advises Program Offices on their OMB Submissions? 
 

The Agency’s Forms Manager advises program offices of the necessary information needed 
to complete the OMB submissions. 

 
8. What is the Clearance Process for Information Collections? 
 
 a. OIG must clear all public-use forms. 
 

b. OGC must clear all PRA submission packages prior to submission to AIB.   
 

9. What are OMB’s Responsibilities?  
 
a. OMB must: 
  

(1) Notify the Agency of its decision to approve or disapprove within 60 days 
after receipt of the collection of information.   

             
(2) Contact the Chief, AIB, if further action or information on a submission is 

necessary; 
 
(3) Assign an OMB control number and expiration data to all approved Agency 

forms; and  
 

(4) Submit written notification to the Agency liaison of action taken.  
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10. What is the OMB Clearance Cycle? 
 
a. 60-day Advance Federal Register Notice.  Before any collections of information     

are forwarded to OMB for approval, AIB must submit a 60-day advance notice for 
posting in the Federal Register.  In this notice, the Agency will solicit comments in 
the following areas: the need for the information, accuracy of the Agency’s burden 
estimate, and suggestions on ways to minimize burden.  

  
b.  30-day Federal Register Notice.  At the end of the 60-day period, the information 

clearance package must be forwarded to OMB for approval.  At the same time, AIB 
among other things must notify the public, through a second Federal Register notice, 
that the collection of information was submitted to OMB for review. 

  
c.  OMB Review Period - Within 60 days from the day the package is submitted (or the 

30-day Federal Register notice is published, whichever is later), OMB shall notify 
the Agency of its decision to approve, to require substantive or material changes, or 
to disapprove the collection of information and make this decision publicly 
available. (OMB shall provide at least 30 days for public comments after receipt of 
the proposed collection of information before making its decision.)  If OMB 
disapproves, OMB may also identify in the remarks section of the Notice of Action 
the specific changes necessary for approval upon resubmission. This package may 
be resubmitted without soliciting public comment again. 

  
      d.      If approved, OMB submits the Notice of Action to the Agency listing the OMB 

Control Number and Expiration Date.    
 
11. What is the Public’s Protection Regarding Collections of Information?   

 
a. The public shall not be penalized for failing to comply with a collection of 

information. 
 
b. The public does not have to comply with a collection of information, under the 

provisions of 5 CFR 1320.6, if: 
 
 (1) The request does not display a current valid OMB control number; 
 

(2) The Agency has failed to inform respondents that they are not required to 
respond unless the information collection displays a current valid OMB 
control number. 
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(3) The request has been disapproved by OMB; or    
  

(4)  The Agency has not modified a collection of information approved by OMB 
on the assurance that it would be modified.    

 
 12. What Steps Must the Program Office Take to Get Emergency Approval from OMB? 
 
 a. Follow procedures identified in 4-4. 
 

b. Include a written memo to the Chief, AIB explaining the factors cited below. 
 
13. What are the Factors for Determining Whether an Emergency Clearance Is  
 

Appropriate?  
 
 You must explain how the following factors justify an emergency clearance: 
  
 a. Why the collection of information is essential to the mission of the Agency; 
 

b. Why your office needs the information before the expiration of the time periods for 
notice and comment and OMB review; and  

   
c. Whether your office cannot comply with the normal clearance process because;  

   
(i) Public harm is reasonably likely to result if the normal clearance process is 

followed; 
 
(ii) An unanticipated event has occurred; or 
 
(iii) The use of the normal clearance procedures is reasonably likely to prevent or 

disrupt the collection of information or is reasonably likely to cause a 
statutory or court ordered deadline to be missed.   

 
14. What is the Approval Period for an OMB Approved Collection of Information?  
 

The maximum approval period for an OMB approved collection of information is 3 years.    
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Chapter 5 

  
Obsolete Forms 

  
. 
1.         How Do I Cancel a Form? 

 
The initiating program office must notify the Forms Manager in AIB in writing that a form 
is obsolete and state whether the form will be cancelled or replaced.  

  
2.         Who Can Cancel a Form? 

      
Only a Management Board member or his or her designee may cancel a form generated by 
his or her program office with notice to OGC.  Cancellation of a Public Use Form also 
requires notice to OIG.   

  
3.         What Happens to Canceled SBA Forms?  
  

Once a form has been canceled, it is automatically archived by the Agency’s Forms 
Manager, using the Agency’s records deposition schedule in SOP 00 41 2, “Records 
Management Program.”    

 
4. Does AIB Have to Notify OMB if a Public Use Form has been Cancelled? 
 

Yes. Once AIB has been notified in writing that a form has been cancelled, AIB will 
immediately forward a notification to OMB.  
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Chapter 6 

 
Information Collection Budget 

  
 1.         What is the Information Collection Budget (ICB)? 

  
The PRA and 5 CFR 1320.17 require SBA to develop and submit an annual Information 
Collection Budget (ICB) to OMB.   The ICB is an annual allowance of the total number 
of burden hours a Federal agency may require the public to expend in providing information 
to the Agency. 

  
2.         What are the Procedures for Responding to OMB’s Request for the ICB? 

             
a. AIB issues an Information Notice to Management Board members requesting the 

following information: 
 

(1) Identification of any initiatives that have or will improve program 
performance by enhancing the efficiency of collections of information and 
reduce paperwork burden on the public.  

 
(2) Listing of all collections of information approved for your office during the 

fiscal year. 
 
(3) Listing of any burden/cost increases or decreases associated with approved 

collections of information.  
 

b. All offices initiating collection of information requests that need OMB approval 
must submit an ICB response to the AIB by a specified deadline.   

 
c. Any office that plans to initiate a new collection of information within the current or 

upcoming fiscal year must report this plan to AIB.    
  
3.         Can SBA Amend Its ICB? 
  

Yes. To do so a program office must submit a written request for an amendment to AIB for 
approval.  Upon review and approval AIB forwards the request to OMB.    
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Chapter 7 
  

Electronic Forms 
  
  
1.         How Do I Get a New or Revised SBA Form Designed in Electronic Format? 
  

Submit an SBA 58, along with the form to the Agency’s Forms Manager.  The Forms 
Manager will review it and install it on the Agency’s electronic forms system at: 
http://yes.sba.gov/forms/indexsba.cfm#sba and http://www.sba.gov/tools/forms/index.html  
If the form is a Public Use Form it must undergo clearance by AIB, OGC, OIG and OMB 
before it can be posted.  

  
2.         Are the Electronic Forms Fillable? 

  
Yes. All forms on the electronic system are fillable. 
  

3.         How are Electronic Forms Distributed? 
  
AIB submits changes to OCIO who will handle all distribution. 

  
4.         May I Place an SBA Form on the Intranet or Internet? 
  

No. All electronic forms requests must be submitted to AIB. Attention: Agency Forms 
Manager for review, approval and installation on the Intranet and Internet.  

  
5.         Who May Submit Requests to AIB? 
  

Anyone may submit a form to AIB to be placed on the Agency’s electronic forms system, 
as long as he or she has approval from the Management Board official or his or her designee 
of that office. 
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Appendix 1 
  

Index to Forms and Reports 
Forms                                                                                                              Paragraph 

                         
            1.         SBA Form 58, "Record of Clearance and Approval”                1-6  
                                        
            2.         OMB-83-I, “Paperwork Reduction Act Submission"    1-6 
 
  
                                               
   
             
  
  
  
Reports  
  
Reserved  
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Appendix 2 
SBA Form 58 

“Record of Clearance and Approval” 
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                                                  Appendix 3 
OMB 83-I “Paperwork Reduction Act Submission” 

     Blank PRA 
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Appendix 4 

OMB 83-I “Paperwork Reduction Act Submission” Sample 
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