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1. 8a Program Overview

The 8(a) SBA 8(a) Business Development MIS (Management Information System)
Application was developed for the U.S. Small Business Administration, the Office of
Government Contracting and Business Development, and the Office of Business
Development (SBA, GC & BD, BD).

The SBA’s mission is to maintain and strengthen the Nation’s economy by aiding,
counseling, assisting, and protecting the interests of small businesses and by helping
businesses and families recover from disasters. The BD (Business Development) assists
firms owned and controlled by economically and socially disadvantaged individuals enter the
economic mainstream.

Assistance is rendered to eligible firms in a structured developmental process over a nine-
year program participation term. Services include provision of: developmental analysis,
counseling, and progress monitoring; management and technical assistance authorized
under section 7(j) of the Small Business Act; and access to business development
opportunities under section 8(a) of the Act. Firm-specific analysis, counseling, and
monitoring services are provided to eligible firms by staff located in SBA's district offices.
Management training and professional consulting is provided by contractors and grant
recipients. Developmental opportunities, in the form of sole-source and limited competition
Federal contracts, are provided by acquisition agencies.

Firms are certified for participation in the 8(a) BD Program by staff of the Office of
Certification and Eligibility (OCE) located at Central Office Duty Stations (CODS) in San
Francisco and Philadelphia. In addition to determining initial eligibility for the 8(a) BD
Program, the OCE certifies firms as SDB's under Economy Act Agreements with Federal
agencies.

This system is a web-based system for submission and processing of applications for
certification under the 8(a) BD Program. The system also provides for the processing of
Annual reviews submitted by 8(a) firms. Annual reviews are process by District Offices.

Applicants submit applications for 8(a) certification electronically via the Internet. Agency
staff and managers use the system’s decision support analytical tools to quickly and
accurately evaluate applications, and render correct eligibility decisions. Once certified, a
given firm returns to the system on an annual basis over the duration of their term in the
program to update their data and complete the required Annual Review forms. District
Office staff are responsible for reviewing this information and conferring continued eligibility
status on the firms.

By developing and deploying this system, the Agency has significantly streamlined both the
8a certification and annual review procedures, reducing processing time and improving the
quality and consistency of eligibility and annual review determinations. The overall benefit
is enhanced program integrity.
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2. Purpose of This Guide

This manual is intended for use by a firm either a) seeking initial certification in the 8(a)
Business Development Program or b) returning to the system to enter data and complete
the required forms for their 8(a) Annual Review. It provides a step-by-step guide to enable
the firm to apply for 8(a) status by completing the following processes:

e Obtain a userid and password for access to the SBA General Login System (GLS).
This provides secure access to the electronic 8(a) certification system.

e Enter data to complete all the forms required for 8(a) certification and/or their
8(a) Program Annual Review.

e Collect all required supporting documentation for 8(a) certification and/or their
8(a) Program Annual Review..

e Submit required data electronically to the SBA.

e Print and sign all completed forms required for 8(a) certification and/or their 8(a)
Program Annual Review.

e Mail the entire package to the SBA for processing.

3. 8(a) Certification Process Overview

I. To do business with the Federal government and to be certified under the 8(a)
Program, you must register in the Central Contractor Registration (CCR)
(http://www.ccr.gov/) database, and complete the Small Business Supplemental
Page within CCR. Note - If you are a new registrant to CCR and/or updating your
profile in CCR, you may experience a 24 to 72 hour waiting period before you are
given access to the 8(a) Business Development Program electronic certification
system, as the databases in the two systems synchronize. We apologize for any
inconvenience this may cause.

II. You must also register for an account in the SBA's General Log-in System (GLS)
(https://eweb.sba.gov/gls/dsp_addcustomer.cfm).. GLS provides a single log-in
point for all services of the SBA. This streamlines and simplifies service delivery to
our clients. (https://eweb.sba.gov/gls/dsp_addcustomer.cfm).

III. Log-in (https://eweb.sba.gov/gls) to the 8(a) Business Development Program
electronic certification system via SBA General Log-in System (GLS).

IV. Complete and submit the electronic application, following the step-by-step directions
provided by the system. Also, you must mail in sighed hard-copy versions of all
required forms, as well as all required supporting documentation outlined in the
'Checklist' provided.

V. The application is then reviewed by the SBA. The length of time for the review of an
application depends on the complexity of the application. Regulations stipulate a
maximum time-frame of ninety days to process an application from the time it is
deemed complete by the SBA. So it is in your best interest to ensure that the
package you mail in to the SBA contains all the required information and
documentation. Otherwise processing delays could result. We will, of course, do our
best to process your application and render a decision as quickly as possible.

VI. Certified 8(a) firms, will also use this system to complete annual review materials at
the appropriate annual review dates.
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3.1. Access/Preparation

I. Prior to applying for the 8(a) Program, each firm is urged to take an online
training and self-evaluation course, which is accessible via the following link: 8(a)
Business Development Suitability Tool - http://training.sba.gov:8000/assessment.

II. Paper-Based Applications :While requiring considerably more time to process,
paper application for 8(a) Program certification may be obtained by written request
to: Associate Administrator for Business Development, 409 Third Street, S.W.
8th Floor, Washington, DC 20416

U,5. Small Besiness Adminlstration

> En Esparial
Sm Programs and services to
help you start, grow and [Search sBA o |

succeed

Your Small Businers Rasourca

&) Hame

(&) Ahout SBA Home > About 5BA = SBA Programs > B(a) Business Development Program = 8(a) Application

8{a) Application SBA Program Office | SBA Programs v |

(=) Mewsrogm ]
The 8(a) Business Development Program

> "'t‘;é
We are pleased to provide you with information on the application ;:Eg,t Us
(&) Contact process for certification in the 8(a) Business Development A
= Frogram, The program provides sligible firms with greater access to aLegﬂgrshlp
the resources they need to grow and develop their businesses. This, | =yWhat's New

in tum, improves their ability to compete on an equal footing with
other firms in the mainstream american ecanamy,

ports

) géi?régééms-
E.NEWSLETTERS ! -Line for 8(3) BD Prograni Certification! SMertor-Protags
; ing for-the 8(a) Program, each firm is urged to take an Pragram

g and self-evaluation course, which is accessible viathe | SGrant Information
3(3) Business Development Suitability Tool. e

ion of the on-line course explains the 8(a) Program in artunities
‘ o ulminates in an eligibility self-assessment test. The test SContacts/
E-PAYMENTS consists’of a series of simple yes/no questions that evaluate the | santatives
degree to which your firm meets the basic qualifications far the 8(a)
MARKETING AND Program. 1f ‘youAm_eet the basrc eligibility criteria, you will b.e allowed ;
DUTREACH to apply |mmed|at_gly_f0r the _B(a) Program via the e_lec’cmr_'uc on-line aie il ;
system, If key eligibility criteria are not met, you will be directed to ~Glossary of Terms
the SBA resource deemed most appropriate to help you at this time, »Comments
MOST REQUESTED) If you would still prefer at this time to apply using the electronic > GCBD Home Page
TTEMS system, please send an e-mail to BDMIS@sha.gov for further TR :
guidance and assistance, The average processing time for an
electronic application is ninety days.

Paper-Based Applications

While requinng considerably more time to process, you may also
submit a paper application for 8(a) Program certification, A paper
application may be obtained by means of a written request to;

Associate Administrator for Business Development
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The first section of the on-line course explains the 8(a) Program in detail and
culminates in an eligibility self-assessment test. The test consists of a series of
simple yes/no questions that evaluate the degree to which a firm meets the basic
qualifications for the 8(a) Program. If the basic eligibility criteria are met, the user
is granted full access to the online application for the 8(a) Program. If key eligibility
criteria are not met, the user is directed to the SBA resource most qualified to
provide the assistance needed to overcome the deficiency identified by the
assessment test.

Responses are entered by marking “yes” or “no” for each question.

After all questions have been answered, select the “submit” button (not pictured
below).

IV. To clear answers and to start over, select the “reset” button (not pictured below).

B R ST B e A e

i Sl ARttt LA )

LS. Sneal| Business Administrateon

@)

’\ Is the 8(a) program for you? This assessmerit tool is designed to help you determine if the 8(a)

program is a good fit for yvour business, It will prompt you with questions and assist you in evaluating your
sitability for the program

Your responses will be scared automatically and an assessment profile provided, when you click the submit

button. You wil also receive, based on your score, a statement of Suggested Next Steps, directing you to the
most appropriate SBA resources and actions.

Every gquestion in the assessment has a purpose. If you would like to know why a particular]
asked, dlick on the (2) following each question.

Print Exit
Home

Your Smoll Business Nesource

8(a) Business Development Program
Suitability Assessment Tool

estion is being

Basic Requirements II.

Il. Are you currently in business?

[0 [o

C
@)

General Questions

YES

|2. Has your current business been operating for greater than two years?

)

V

3, Does your business have a current business plan?

4. Is your business represented in one or more of the following industry categories? (Construction, Information
Technology, Manufacturing, Landscaping, Security Services and/or Office Support Services)

O

IS. During this last year, were your gross sales greater than $250,0002

E

|6, Did vou prepare or have prepared financial statements for vour business this year 7

> FirstGoy > E-Gov > Regulatians.goy > \White Housa
* Drivacy & Security * Information Quality * EQLA * No Fear Act * A0A

Done

the SBA resource deemed most appropriate to help you at this time,
If you would still prefer at this time to apply using the electronic »GCBD Home Page
system, please send an e-mall to BOMIS@sha.goy for further =

guidance and assistance. The average processing time for an

N electronic application is ninety days,

fl  BUDGET [ FLANS.
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|
|

|

|
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|
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I. After a Suitability Test is submitted, the system displays a Client Assessment with
suggested next steps.

U5, Smail Szsinesy Administration

Print Exit
SBA( -

Your Small Butiness desoorca

Thank you for taking the time to respond to the 8(a) Business Development Suitability Assessment
Tool, Your responses indicate that your business, currently or in the near future, may be a suitable
candidate for the 8(a) program. Our goal at the SBA Is to ensure that firms applying to the 8(a)
pragram are eligible, sultable and ready, We also want to be reasonably sure that the business
expectations of applicants are aligned with the objectives of the 8(a) program. This program is not
intended for everyone, To thisend, your assessment responses demonstrate that additional training
and guidance could benefit yoy \potential success In the 8(a) program. Use the following suggestions

to guide your 1
Suggested Next Steps
&} program. Review the free online seminar, INSIGHT: Guide to the

3(a) Business D| Aeloprment Pragram,
Stepid, Review the Online Seminar
(Click Here)
Step 2, Discuss specific 8(a) program objectives as well as the goals of your firm with an SBA
representative,
Sharpen your business planning skills, Review, understand and apply the elements of
business planning Take the free online course, The Beginning: Developing a Successful
Step 3. Business Plan and prepare a current plan for your business,
Register for the Online Course
Click Here
Step 4 Visit with a buginess mentor, coach or counselor to discuss the growth of your business
! venture, specific to government contracting.
Step 5, E;(pand your business skills. Review the menu of online courses available through SBA's
virtual campus (http://Awww.sba, gov/training)
Follow-up with an SBA representative to discuss applying to the 8(a) progAfter
Step 6. completing Steps 1 - 5, If you still feel you are ready to apply to the 8(a) program,

proceed to the application. Apply Online(Click Here)

II. If a sufficient number of questions in the assessment are answered in the
affirmative, the subsequent Client Assessment will include a link to the ‘Applicant
Guide’ of the BDMIS (see next page).

III. If not, the firm will be directed to the resource deemed most appropriate by the
SBA to address the deficiencies highlighted by the assessment (see next page).
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| /2 5mall Business Assessment Tool (SBAT) - Microsoft Internet Exploret proyided by SBA ;,Lﬂ_)ﬂ

|Fle Edt Vew Favortes Tods Hep | &
@Back - L) - L;ﬂ E] i:", ‘ /:", Seatch ‘.\‘I‘_A._‘Favoylts e\ | e ; v - g‘ ﬁ ‘3
Mdtbss’l-é] http:fjweb,sba,gov/sbtnjsbat{index.cfm?Tool=2 EI GO |L|nks
U.S. Smeall Buriness Adminiatroton Brint Exit poa
Home
Your Smoll Business Nesource
Client Assessment

Thank you for taking the time to respond to the 8{a) Busi Develog i Suitability A Tool Based onyour responses, it appears that you and your firm possess

many of the charactenstics that would make you a sutable candidate for applying to the 8(a) program However, this tool prowides only a prelimnary indication of your sutability.

You are encouraged to meet with an SBA representative to discuss your interest m the 8(a) program.

Suggested Next Steps ’
Step 1 Discuss spectfic 8(a) program objectives as well as the goals of your firm with an SBA representative.
Learn about the 8(a) program. Review the free online seminar, INSIGHT: Guide to the 8(a) Business Development Program.
Step 2. Review the Onlme Semmar
(Click Here) y
Apply to the B(a) program. |
Apply Onlime II .

Free Online Training http ffwww sba govitraming

SCORE }lltp:/fwww SCOTe.Org /

Small Business Development Centers E—t_tgzllww. shagov/sbdefsbdenear hitml

Women's Busmess Centers Jlm'lfwww sba govfonlnewbciwbe pdf \ III .

SBA District Offices @://Www sba gowflocalresourcesfindex htrl

Regulations & Complance ]hﬁp‘l/www.businessgov

Business Forms ‘}an://www sba govftools/F orms/smallbusinessformsiindes html N

FirstGow Gov ¢ Regilations.gov Wihite House
* Privacy & Sacuiity: * Information Quality -* FOIA = No Fear Act *ADA _I

] Pore I— I— f— f— f— v-J Local intranet

distart| @ (3] (=] ] 1G] @ [S]aMcrosatt..,~| 3 ciliraning Fies| B eomis user ... | £158880MIs ... | £18s) Assessi., |[E] small Busin.. [ SETE2 0) 0 WS (WO LW oz pm

IV. Note: The average processing time for an electronic application is ninety days.
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3.2. Applicant Guide

I. Users who ‘pass’ the 8(a) self-assessment test will be directed to the web-page

shown below.

II. Returning users can navigate to this page directly by going to this link:
https://sba8a.symplicity.com/applicants/guide.

ITII. This web-page provides an overview to the entire electronic application process.

IV. 'Quick Links’ in the upper right-hand corner provide rapid access to the various
steps required to gain access to the BDMIS. These steps are explained in detail
below.

"“'g(a) BusinessiDeyelopment:

Program cer‘ ifica o = powsred hy sy

U5 Smoll Supiness Administration

SBA

Your Small B 5s Rezource

- -

G i QUICK LINKS
8(a) Certification N )
] Gulde for Applicants

Welcome to the new internet-based system designed to help you organize and complete the ﬂ L e

materials required to obtain certification in the 8(a) Business Development P 2] GLS Reaistration
directions closely, you will provide the SBA with the information it needs to | IV. & Log-in via GLS

in the least amount of time, It has been designed to guide your effarts in a |
manner, Moreover, if you don't use this system to complets and subrmit your
long processing delays, as the SBa manually processes your application. & Hotiines & Email Sunool

] Frequently Ssked Ques

The Electronic Application Process

This new web-based interface provides step-by-step instructions to enable you to organize,
complete and submit your application for 8(a) Business Development Program certification to the SBA
in the |least amount of time. Please note that, while an electronic record of your input to this system
is retained by the agency, you must still provide hard-copy proof for the SBA to verify your claims.

The steps of the process:

1. To do business with the Federal government and to be certified under the 8(a) Program, you
rmust redister in the Central Contractor Registration (COR) database, and complete the Small
Business Supplemental Page within' CCR, As a government-wide single point of vendor
registration, CCR Is a key aspect of streamlining and integrating electronic commerce into the
Federal procurement process, Effective October 1, 2003, Federal Acquisition Regulation require
contractors to register in CCR prior to award of any contract, basic agreement, basic ordeting
agreement, or blanket purchase agreement, It's easy to registerin CCR, Just go to www.ccr.goy
and select the Start a New Registration buttan,

B Please read bhefore you proceed:
If you are a new registrant to CCR and/or updating your profile in CCR; you may
experience a 24 to 72 hour waiting period befare you are given access to the 8(a)

e e S TR S N S S e A N S e e B R e S (Sl S S A A Ny S =i (T
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3.3. Obtain a GLS Userid and Password

I. Click on the following link to access the GLS Log-In screen:

https://eweb.sba.gov/gls/dsp login.cfm

II. Click on ‘Request SBA User ID’ from the links in the left hand blue navigation bar.
III. Please complete the ‘Profile’ form that appears.

|
U.S. Smel| Business Adminiarration | Halp,
Smoll Business Mozource - i
' AT i
« Forgot User ID?
= Forgot Password?
= Instructions for GLS II SBA Account Login
= Request SBA User ID
= Contact SBA Security
Lagin Clear
Text Only
1S, Small Business Adminiatration Halp H
Login Information i

» GLS Login

Date of Birth:

PIN:

Country:
Zip+4 Code:

Street 1:

Street 2:

City Name:

Phone Number:

IMonroeThaCat

Identity Information

(First) (Middle) (Last)

(Suffix - Jr, Sr, |, Il etc)

|[Francisca I | ||Frantn

021251956 ™

3344 (Personal Identification Number, Last4 Digits of SSN)

Contact Information

[[UneD sTATES =]

oss | LeokupZip

||1234 Jones Street

|IGA[THERSBURG

|MD

(Countrv)  (Area Code) (Phone Number) (Extensiont
> FirtGov > EGov > Regulationz.gov —* White House
* Privacy & Security: * ion Quality - FOIA = No Fear fct * ADA

(State)

!
§BA Processing: 01,138 seconds|
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I. The image below shows the bottom of the profile form. Care should be taken to
ensure that the email address for the user is current and correct, as the user’s new
GLS userid and password will be sent to that address.
II. When the profile is completed, dick ‘Submit’, at the bottom of the page.
III. Once submitted, a new userid and temporary password is emailed to the email
address entered in the profile. Follow the logon instructions contained in the email
(sample email shown).

=
US. Smal| Business Adminiatroton ".'P |
rin: (3344 \FEISONE QenuICauor INUITDer, LasL4 LIgits 01 D3N] =
» (GLS Login
s Contact Information
Country: |[UNTED STATES ;ll
Zip+4 Code: |2l3878 Laakup Zig
Street 1: ||1234 Jories Strest I
Street 2: |
i ||GAITHERSBURG II. D
City Name:
Ftate)
Phone Number: (Country) (Area Code) (Phone Number) (Exten|
Usis 1) (999-9999)
||1 |||ao1 | l|333-5666 |
E-Mail Address: ||Iafayetts€9@msmcom T
Re-enter E-Mail: “IafayetteBQ@msn,com \j
Reset | Clear |  Submit
FirstGov Regulations.gav > White Houze $BA Processing: 0,138 seconds]
* Privacy & Security. * Information Quality * FOIA = No Fear Act * ADA _I
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= New v @ Reply CaReply sl (g Forward X Delste @ Junk v d® @ § @ Movetow [ Check riail i Gptions ~ g

:’“'""‘ (9839 TEST - llew account request complete
§unk (14) 3 fram ITSecurity@sba.gov III.
|4 Drafts & Add contact
s Sents Tue 10/26/08 5134
7 Deleted (71) 3 i

You have been granted access to the Global Login System (GLS) at  https://enile.sba.gov/gls  with the following username:
MonroeTheCat and password: Dp7yktBY

Onee you log in, you will be required to change your password. Your password must be complex and in compliance with SBA's password policy.
& complex password must be a mimmum of 8 characters long and contain at l8ast three of the following four properties:

0 'Upper Case Letters A, B, C, ... Z

o Lower Case Letters a, b, ¢, ... 2

o Numerals 0, 1, 2, ... 9

o Special Characters { }[J<>: 2| "~ 1@ §% ~a&* _~+=

Passwords expire every 365 days, please ensure that you change your password at Isast once every 365 days to avoid having your account
T4 Today disabled. For additional help please contact your Program Office representative at the U.S. Small Business administration,

O

2 Mail
Contacts
] calendar

who's
aPpC
pr = 5

Switch to classio

Frivacy Statermant

I. Loginto GLS (link: https://eweb.sba.gov/gls/dsp_login.cfm ), using the new
userid and temporary password. Enter User ID and Password and click “Login”.

’ U.S. Smal] Businass Administration ‘ =]

Halp |

Your Smoll Business Nesource

e“mail for the password,

Forgot User ID?

Fargot Password?
Instructions for GLS SBA Account Login

Request SBA User ID

|| TheCat
Contact SBA Security User ID

/ Lagin Clear

|/ Text Only

fimGov  » EGov - Regulmtions.gov  * White House $BA Prosessing: 0.026 seconds|
* Privacy & Security: * Information Quality * FOIA = No Fear fct * ADA

H

II. New Accounts should change their password as directed and then log in again with
the new password.

This documentation is the property of SBA and has been created from materials obtained from
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LS. Small Business Administration

SBA 8(a) Business Development MIS: Applicant Guide 1.0

" Your S,

U5, Small Business AdminiatroNon it Help

General Login System
Change Password

\ERRORA First Time Login. Please change your password before continuing }

4

New Password:

Retype New Password:

Change Password

lLast modified: 07/14/2003 12:00:00 A E lations.gov  + Wihite: Ha

. &g«;m ,H Q;a‘ oaw, R 411-!ADA §BA Processing: 0,148 seconds|
I. Click ‘OK’ on the *‘Welcome’ screen that appears.
U.S. Smeal| Busir Ad — _.J

Your Smoll Business Nesource

General Login System Terms and Conditions:

Welcome

This is a Federal computer system and is the property of the United States Government It is for authorized use only

This web site employs software pragrams to monitar and audit network traffic and thereby identify unauthorized attempts to upload infarmation, unauthatized
attempts to change information, or attempts to otherwise cause damage.

Captured data may be disclosed at the discretion of autharized SBA personnel to law enforcement personnel and/or autharized officials of other agencies who may
need access to investigate a potential security incident.

Unautharized use of this system or use that exceeds the users autharized access privil hibited and may i a violation of 18 U.5.C. - 1030 or ather
Federal laws and regulations and may result in criminal, civil, and/or administrative al:non By cuntmumg to-use this system, you indicate your awareness of, and
consent to, these terms and conditions

LOG OFF IMMEDIATELY if you do nat CONO the conditions stated in this notice. Otherwise click DK to accept the terms and proceed.

I . oK Log Off

lLast modified: (5/03/2006 12:00:00 A First v Regulations gov ihite House

$BA Processing: 0.028 seconds|
* Privacy & s«:umv i Iniommmn Quality * FOIA = No Fear £t * ADA

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

3.4. Update Profile with EIN /DUNS

I. Once a new password has been established, the account profile has to be updated
to include the firm’s EIN and DUNS. Access to the full 8(a) electronic application
depends on the successful completion of this step.

II. On the screen that appears, click on ‘Update Profile’

U.S. Smal| Business Administroten Exit Help _'_I
Choose Cha
Profie || Access || Functon || Pasaword |
Your Smoll Business Mesource
General Login System Welcome Francisco Franco. Location lot Selected Yet.
General Login System - Choose Function
Currently Available Applications
Do you wish to Update Profile? IL.
lLast modified: 07/08/2003 12:00:00 A First Gov EGov Regulations gov \ihite House $BA Processing: 0.076 seconds|

" Privacy & Security * Information Quality * FOIA = No Fear fct * ADA _J

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

I. When it appears, scroll to the bottom of your profile (second screen below). Click
on the ‘yes’ button for ‘Add New Business’. This will cause two new fields to
appear: EIN and DUNS.

U.S. Smal| Business Administroten
o5 Exit Help

Profile Access m_‘ Fuum

Your Smoll Business Nesource

General Login System Welcome Francisco Franco. Location lot Selected Yet.

Profile P

Name: (First) (Middle) (Last) (Suffix - Jr, Sr, 1, Il, etc)

||Franciscn II “Franco ||
Country: ||UNITED STATES ;I|
Zip+4 Code: 20878 Lookup Zip
Street 1: ||1234 Jones Street ‘
Streset 2: |

- |GATHERSBURG | MD
City Name:
(State)

Phone Number: (Country) {Area Code) (Phone Number) (Extension)

Usis1) (399-9999)

||1 |||3m ‘ ||333-BBEB | [
E-Mail Address: I:' yetteB3@msn.com ‘
Re-enter E-Mail: lllafayettaBB@msn com !

Default Location Id

Business Information: No Business Information found in the database e
Last modified: 04012008 12:00:00 AW FirGow  » EGe Regulationz.gov > Wihite House $BA Processing: 0,178 seconds]
* Privacy & Security: * Information Quality * FOIA = No Fear Aot * ADA
=
—
U.S. Small Business Administrotion Exit Help
Profile Access m ,F“!!!""!E
Your Smoll Business Nesource
General Login System Welcome Francisco Franco. Location lot Selected Yet.
||Francisco || [|Franca | | A
Country: || UNITED STATES _:]|
Zip+4 Code: EUB?B Lookup Zip
Street 1: [|1234 Jones Street ]
Street 2: |
i ||GAITHERSBURG ‘ MD
City Name:
(State)
Phone Number: (Country) {Area Code) (Phone Number) (Extension)
Usis1) (999-9999)
||1 ||[301 | ||333-EBBE | [
E-Mail Address: [IlafayettsSB@msn,com ]
Re-enter E-Mail: l|lafaye1teBB@msn com 1
Default Location td
Business Information: No Business information found in the database I
.
Add New Business? © Yes @ No
Reset
Last modified: 041012008 12:00:00 AW FirGow  + EGov \Lm onz.gov  *ihita House 5BA Processing: 0,178 seconds|
* Privacy & Security: * Information Quality * FOIA = No Fear Aot * ADA _J

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.

Page 15 of 45



U.S. Small Business Administration

" Your Small Business Resourco

L.

IL.

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

Enter your firm’s EIN and DUNS in the appropriate fields. These entries must
match the corresponding entries in your firm’s CCR/DSBS Profile. GLS must find
matching entries in CCR/DSBS, or a firm will not be given access to the BDMIS. If
the entries in GLS do not match the corresponding ones in CCR/DSBS, you will
receive and error message and will be blocked from further progress in the BDMIS.
If this occurs, re-check your entries in GLS. If the error message persists, the
problem may stem from incorrect CCR profile entries. Please check your firm’s EIN
and DUNS in CCR and make any corrections that are warranted. Then re-try the
above step.

After the correct EIN and DUNS are entered, click on the ‘Submit’ button at the
bottom of the page.

B
U.S. Smal| Business Administroten Exit Hllp
Profile Access m" le“mgﬂ
Your Smoll Business Mesource
General Login System Welcome Francisco Franco. Location lot Selected Yet.
Zip+4 Code: [20878 | Lookup Zip =
Street 1: “1234 Jones Street l
Street 2 |
. |IGAITHERSBURG | MD
City Name:
(State)

Phone Number: (Country)  (Area Code) (Phone Number) (Extensian)

Usis 1) (399-9999)

||1 ||f3m ‘ ||333-6885 I |
E-Mail Address: I|Iafaye1t989@msn com l
Re-enter E-Mail: l|lafayeit389@msn,cum ]
Default Location Id
Business Irnformation No Business information found in the database

Add New Business? @ Yes © Ng I.

EIN'SSN @ EIN({99-9993999)  SSN(999-99-9999)

DUNS t

Reset | Clear | Submit II .
Last modified: 041012008 12:00:00 AW firGow » EGov - Regulmionz.gov  * White »\ 5BA Processing: 0,178 seconds|
" Privacy & Security. * Information Quality * FOIA = No Fear Act

\l o

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

I. If GLS finds the matching entries in CCR, the Message “your profile information has
been successfully updated” appears on the next screen.

U.S. Smal Businass Administration it Help

Choose Chal
Profie || Access || funien || Passwowd |

Your Smoll Business Nesource

General Login System Welcome Francisco Franco. Location lot Selected Yet. I
.

ICommentary: Your profile information has been successfully updated. |

General Login System - Choose Function
Currently Available Applications

Do you wish to Update Profile?

lLast modified: 07/08/2008 12:00:00 A E-Gov Regulations gov ihite House $BA Processing: 0.075 seconds|

FirstGov
* Privacy & Securty: = Information Quality * FOIA = No Fear Act * ADA

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

" Your Small Business Resourco

3.5.

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

Request 8aSDB Application Access

Click on the blue button marked “Access” at the top of the screen to request access

L.
to the 8(a) certification application. You will be presented with a list of file folder
icons that reflect the systems available to you.
IT. Click on the first icon in thﬁ list, entitled ‘8aSDB Application’.
U.S. Smesl] Bosiness Adminhatration Gt b / I .

&

oscurce
General Login System me Francisco Franco. Locs ot Selected Yet.

lLast modified: 07/28/2006 12:00:00 A

Profile Access

Your Smoll Business K

System Selection

II.

8aSDB Application

Business Cards

CDC Management Reports

Code Tables

District Office Calendar

Electronic Lending - Origination (ETRAN)

Electronic Lending - Servicing (ETRAN)

Electronic Transmission of 504 Loans

Entrepreneurial Development Management Information System (EDMIS 1)

HUBZone Set Aside Request Letter
FirtGov  » E-G Regulations gov hite Houze
" Privacy & Security. * Information Quality * FOIA = No Fear et * ADA

-
$BA Processing: 2.872 seconds|

III.

A ‘check box’ appears entitled ‘8A SDB Applicant’.

Check the box.

. oriness Adminlatration
U.S. Smel Businass Admisiatrat —_ Help

Choose
s Accoss || it | | pessword

Your Smoll Business Nesource

General Login System Welcome Francisco Franco. Locstion lot Selected Yet.

System Selection

3 8asDB Application
I~ 3A SDB Applicant

III.

8 Business Cards

8 coe Management Reports

8 codeTables

5 District Cffice Calendar

8 Ectronic Lending - Origination (ETRAN)

O Electronic Lending - Servicing (ETRAN)

I»

This documentation is the property of SBA and has been created from materials obtained from

Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

I. Next, a field with a drop-down menu will appear. Highlight in blue the line item
that shows your EIN and DUNS numbers.
II. Scroll to the bottom of the page and dick on ‘Submit’ (not pictured).

U.S. Smal] Businass Administration it Halp =]

Profie || Accsss || fincten || pasawen

Your Smoll Business esource

General Login System Welcome Francisco Franco. Location lot Selected Yet.

System Selection

|»

3 84SDB Application
v 8A SDB Applicant

Business |[Select One :_” I_

Select One
85-0370199(DUNS - 130

3 Business Cards

8 coc Management Reports

9 code Tables

O Riatrict Nffies Calandar

I. The next screen should include a message indicating that an update was
successful.
II. The screen should also now show an active ‘hot- link’ entitled, ‘8aSBD Application’.
Click on it to proceed to the application.
ITI. If the ‘8aSDB Application’ hot link does not appear, click on “Choose Function’ at
the top of the screen.

//]l -

.S, Small Business AdminiatraNon B

Exit HQL I I I .

Choose
| Aeeess || Function,

Your Sme

(EENETE G GRS G Welcome Francisco Franco. Location Hot

|Commentary: Yb\] profile has been successfully updated. |

The following roles you requested were approved. I -
« 8A SDB Applicant

General Login System - Choose Function
Currently Available Applications

II.

= 8aSDOE Application

0 you wish to Update Profile?

lLast modified: 07/08/2003 12:00:00 A ithite: House $BA Processing: 0.097 seconds|

FirnGov  + EGov eqila e
* Privacy & Security: * Information Quality * FOIA * No Fear fct * ADA

H

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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LS. Small Business Administration

SBA 8(a) Business Development MIS: Applicant Guide 1.0

Yo Ry PHE TEIGWING” screen should appear. Now, click on the hot link entitled ‘8aSDB
Application.’

U.S. Smal| Business Administroteon Exit Help
Choose Change
| Profile || Access || Function | _Pasaword |

Your Smoll Business Nesource

General Login System Welcome Francisco Franco. Location lot Selected Yet.

General Login System - Choose Function

Currently Available Applications
= 33SDOR Application
Do you wish to Update Prafile?

I. The next screen shows the Overview page of the BDMIS for the purpose of
applying for certification in the 8(a) Program. It provides the user with full access
to the forms that must be completed to apply for 8(a) status.

!‘;(a) BusinessiDevelopment: mﬂ

Program Certificatio

U5 Smoll Nusiness Administration

= powered by symplicity,
Your Small Businass Resource e

I MY SEA FORMS

.

X Earm 1010, Business Information &
X Form 1010, Personal @
% Form 1823 T

% Fom 1700

Cverview

8(a) SDB Application Status
This system Is deslgned to help you organize \pmplete and submit your application for 8(a) certification to the SBA While an
electronic record of your input to this system s retalned by the agency, you must print outthe forms and mall them In to the SBA
Inthe maill-in package, you must also include the and ding checklist in Step 2, below The
SBA will not process an i package that ins any or forms, an or
that lacks any required supporting documentation

1 Submit Notarized Authorization Farm

Fieass download and print the 'Certification for the Receipt of Electronic 8(a)/S08
Information from Individual Applicants’ form, accessible via the button elow  Sign the
fotm, get it notarized, and include it in the final packet that you meil to the SBA, per the
aditional instructions belaw.

| Download And print ization Form | [ I Have € This Step

s

2 | ymplete Requited Application Farms
Feass complete sacn 1orm by anssyerng the cpestions théf appesn ywhan you <

omyleses) o & pesyrest o &= halour Tor detailed status of eachiform

3 Ascermble Supporting Docnmentation
XA st il bl S oufeds Wil yocr affdicstisn. A chechl

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.5. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resource

II. The typical Annual Review interface is similar. An example is shown below. Note
the date in red that indicates when the firm’s Annual Review is due.

Your Small Businecs Nesource

1

BARHENA INC

Overview Instructions

8(a) Program Annual Review
Your firm is due for annual review on Jun 25, 2008,

Complete Required Annual Review Forms

Please complete or update each form by ansvering the questions that appear when you
olick on 'Completedlpdsts Form' for esch form below.

You'have completed 8 of 8 required forms: See below for detailed status of each form.

Assemble Supporting Documentation

You must include certain Supporting Documents to accompany your Annual Reviewy
torms: & Checklist is provided to help you organize this material Vieve and print out the
Chieckhst by clicking on the appropriste button below, Onoe you kave collected all the
documents listed in the Checklist, sign i Ensure it is included in the packet with the
supporting documentation that you will mail-in to the SBA. Confinm this step by clicking on
the appropriate button belov:

View anil Print Supporting Document Checkiist

Print Checklist

To continue, please confirm that you have collected all required supporting
documentation and signed the checklist

Confirm

W

Submit On.Line inpit

Downléad, Print and Sign Complered Annual Revisw Forins
by Vors comptindad Arsl e liew tarmme and verity thad all the infdrm ot

1. e ol am) sigr st i &) forthis I Ihe spptopiiste sorstioe ok

nTiing) the stiact

pages O Ihe sy, s ardd datid A

e frachet vl the Suonaring €

ieseation sncl Lorpenponilrg sgmed Chesiti

Mail Atnbal Review Farins, Supparting Docimenration & Checklist
o the SBA

MY SBAFORMS
V' Eoim 1480, Bra) Annual Update T
Annual Compeneation: John Chu
Viena
Annual Compensation: WILLIAM
warD 3
Annual Compensatian. Hubeit &
lPemL N |
 Form 1010, 8 Int tl ﬂ
 Eorm 1040, Paonal tntormation =
V Eorm 1823 )
¥ Form 1760 B
o Eorm 812: Jotn Chy Chu 3
V Form 912 wiLLiam wiare
fFalm 912: Hubedt A. Perry, -,'Lﬁ
 Form 413: John Chu Ohu T
W Foim a13: wiLLian waro 5
¥ Form413: Hubett &, Perny, Jr T
o Foim 4506:T: BARHENA INC T
V' Eoim S505:T: John Chu Chy TR
' Form 4506 T: WiLLLAM WARS T
 Eorm 4506:T: Hubert A Retry, Jr e |

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

3.6. Application Information Privacy

The information submitted as part of an electronic application is protected by a
username/password based authentication system for all system interactions that
require authorization.

II. All authentication related system interaction will be protected using secure,
encrypted communications (SSLv3 with 128-bit encryption) to ensure that
system passwords cannot be detected by network intruders. SSL is the industry
standard for secure network communications.

III. For further information regarding SBA's Internet Privacy Policy please contact
BDMIS@sba.gov.

—

3.7. False Statements

Submitted materials should be truthful and accurate, and submitted by the
applicant, as there are serious legal consequences for falsifying information in an
8(a) Program application. These may include fines, imprisonment or both.

3.8. Help

To get further assistance with the 8(a) application/certification, email questions
or concerns to BDMIS@sba.gov

—

—

3.9. Submit an 8(a) Application

I. Click the "8aSDB Application” link to navigate to the online application.

U.5. Smoll Nesimess Admisistration Exit Halp

Choose
SBA( = e s

Your Small Buzinexz Resourcs

General Login System - Choose Function
Currently Available Applications

= 8a5DB Application I.

Do you wish to Update Profile?

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

" Your Small Business Resourco

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

After successfully logging-in, the user is first presented with an overview page of the 6 step
application process. The first steps are ‘active’ and are shaded in green and yellow.
Subsequent (i.e., not yet applicable) steps are shown with a gray ‘inactive’ background. As
an applicant progresses through the process, the subsequent steps become ‘active’ and the
colors change from grey to green and yellow.

Step 1: Submit Notarized Authorization Form

Applicants are required to submit a
notarized authorization form. Click
the “Download and Print
Authorization Form” to print a copy
of the form.

Step 2: Complete Required Application

Formes.
[ ]

Applicants will complete web based
forms to enter their application
materials.

Applicants can preview their
application, as a single PDF
document, by using the “Preview
application Forms (PDF File).

Step 3: Assemble Supporting Documentation

A checklist is provided to help
applicants organize this material.
View and print out the checklist by
clicking on the “"Download and Print
Supporting Document Checklist”
button (shown in step 5). Once
these documents have been
collected, sign the checklist and
include it with submitted application
in step 6. Applicants will complete
web based forms to enter their
application materials.

Step 4: Submit On-Line Input

Complete the online application
forms.
The status of each form is shown.

| overview [

2(a) SDB Application Status

Step 2, 1= The SBA will not process an spplication pachage thet contains

any Incomplete or unsigned forms, on unsigned checldist or thit lacks sny regulred supporting
documentation

1

Suhmit Notarized Authorization Form

| Dovniusd And Brine Authoricetion fore

Complete Required Application Forms

Preiiove Applicetion Fhems (POF Fils}

‘ Lowenioad, Vises Antd Print Complastad Applicmion farme I

[[oawtiioat and Print Supporting Socumsnt Checkdin |

Only complete forms should/can be submitted as part of an application.

Step 5: Download, Print and Sign Completed Application
Use the “Download and Print Supporting Document checklist” to print out a

completed application.

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resourco

Step 6: Mail Application, Supporting Documentation & Checklist to the SBA

3.9.3. Step 1) Submit Notarized Authorization Form

I. Applicants are required to submit a notarized authorization form. Click the

“Download and Print Authorization Form” on the overview page to print a copy of the
form.

II. Sign, get this form notarized, and retain it for submission with the overall package of
materials (see below) that you mail to the SBA. (nhot shown)

Qvervizw

°(a) SOB Apphcatlon Statuc

s 1y
1Mt | e SO, In e MA SERASE. ¥ =8 ! d |
Step 2 ¢ L The SBA will not process nn appllc.allun p.n;lum- that contoiny
any In'nmplua ar unalgned vnrrrn an unsigned checklist, or that lecks any reguired supparting
dotumantation.

1 Submit Notarized Authorization Form

]|

[tvuwulo.u! And Veint Avthoriesiion farm

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

I. In Step Two, you should complete all of the on-line forms required for certification or
Annual Review.
II. Click the link “detailed status of each form” to navigate to individual required forms.

2 Complete Required Application Forms
Pleasze cornplate each farm by anzwering tha questions that
appear when you cick on 'edit! for ea/h form below,
You have completad & of & require

detziled status of aach farmm.

w for

III. This takes you to a listing of each form under the heading “Individual Form Status”.
IV. Forms are highlighted in yellow designated with a red x if they are not complete.
When forms are completed, they are marked with a green “checkmark”. (not shown)
V. Click “Complete/Update Form” to open the form for edits.

Individual Form Status
You will find detailed status of 2ac r-application below, You may review an individual
form's completeness, =dit the form, \ind view a draft copy of the filled-in PDF that will included in
gour full application packet,

B Form 1010, Business Information

Applicztion for 2(2) Business Developmant (2(3) BD) Sartific

< t Complete View Dratt CompletedUpdsate Form

IV.

rm 1010 Individual

VI. When a new application for 8(a) certification is launched in the system, the following
forms are listed for the applicant to complete (not shown):

a. Form 1010, Business Information a
b. Form 1010, Personal Information e
c. Form 1623 @
d. Form 1790 @

(NOTE: Other forms, such as the Form 413 or Form 912, are dynamically created by
the system, depending on the data entered in the Form 1010, Business
Information.)

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

siness Resourco

T AR S O TS open for edits, a red asterisk indicates that the field is a required
field. You will not be able to complete the form until all required fields have been
entered.

II. Use the “Save Changes” button to save data in the online form. After use, remain on
the form for further edits.

ITI. Use the “Save & Return to Overview” button to save the data to the form, and to
return to the application overview page.

IV. Use the “Verify Completeness” button to ensure all required fields have been
answered.

V. Use the “Clear Changes” to revert the form to the last version that was saved.

VI. Use the “Return to Overview” button to return to the overview without saving.

E o |

s II_ Z E Logout

Development

o ] centi lc Y l rl n m powered by symplicity
= o)

[ save Changes || Save & Return To Overview |[ Verify Completeness |[ Clear Changes || Return To Overview |

i * indicates a reguired field
1. Narme of Firm® n
III. V. VI.
Section I: Business P
1. Telephone®

2. Fax” /]

3. Address*

2. City* &

3. State™ 4. Zip* 5. County”*

i | )i |

4. Email"

This documentation is the property of SBA and has been created from materials obtained from
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U.S. Small Business Administration

SBA 8(a) Business Development MIS: ApplicantGuide 1.0

" Your Small Business Resourco

I. When the 'Verify Completeness’ button is clicked, any missing data is highlighted at
the top of the page in an “errors detected” box outlined in red. The formdisplays an
overall red *X’ at this point, which indicates the form is still incomplete, To complete
a form successfully, the user must enter all data and resolve all errors that appear in
the form when the ‘Verify Completeness’ button is clicked. Only then will a green
‘checkmark’ replace the red ‘X’ for this form.

B Logot

LS, Small Businesy Adm|nlaration

Yaur Small Buriness Ressorze :
N TRTr o X MY SBA FORMS
Form 1610, Business Infarmation =
test Form 1010, Business
test R—
Information &

Form 1610, Persanal

A Errors detected - please see below: Information @

¥ Form 1623 8

x Form 1700 8

* Form 212: bill smith &

% Form 912 francne bulter @
| Save Changes- || Save & Return To Overview || Verify Completeness- || Clear Changes | x Form 413¢ hill smith 8

| Return To Overview | % Form 413: francine bulter B
X Form 4506-T: test B

® Form 4506-T! bill smith B

% Form 4506-T: francine bulter

m pawered by sympli

- ——

» The total ownership of the firm listed in the = hnd Administration must be
100%. Currently, 50.5% is accounted for,

1. Name of Firm* * Indicates a required field

‘tes( ‘

II. Go through each form, and complete the required —

elements. Use the ‘Verify Completeness’ function on MY SBA FORMS
each form to ensure it is ready for submission. A form is o Form 1010, Business
ready for submission when it shows a green ‘checkmark’ Mﬂﬁ
on the Overview page, or the ‘My SBA Forms’section on ‘F””"'r;;f'npé"'a'
any page (example at right). J$ﬂ

v Form 1720 @

ild  Form 312: bill smith &
II. Vv Form 912: francihe bulter B

v Form 4131 bill smith &

¥ Form 413: francine bulter 8

¥ Form 4506-T: test @

¥ Form 4506-T: bill smith 8
Form 4506-T! francins bulter

va
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I. As the applicant enters data into the online forms, especially the ‘Form 1010,
Business Information,’ the system creates additional forms as warranted by the
applicable Federal regulations.

II. For example, any owner claiming social disadvantage in the Form 1010 triggers the
creation of Forms 413 and 912 for these individuals.

ITI. Below is an example of the IV. Below is an example of the
required forms that result if, in the required forms that result if, in the
Form 1010, Business Information, Form 1010 Business Information,
William Smith is listed as an owner Francine P. Butler and William
claiming social disadvantage. Smith are both owners claiming

social disadvantage.
Form 1010, Business -
X Infarmation 5 e e
AT T Form 1010, Business
Form 1010, Individual Information 8
® Information (William H. Smith) Form 1010, Individizl
a ® Information (William H. Smith)
v Farm 1623 8 @
v Form 1790 8 Form_ 1010, ndividual
¥ Form Ql‘_?'-Lu‘u'iHian'x H. Smith ﬁ1 x ltifqrrﬁatmn (Fraricine P
(J Form 413; William H., Smith 8 | III. & ﬁif a
Farnl'n 4S06-T: :f\.;i'\f.an.::su:l_ v Eorm 1790 &
Technalogies Consultarits B "/ Form 912 Willam 1. Smith &)
v Form 4506-T: Willlam H. Smith o 9105 Frarcfe P: Butiar
e va
Form 4S506-T: Francine P. ¥ Form 413: William H. Smith 8
Butler @ v Form 413! Francing P, Butier
3 )
Form 4506-T: Advanced
Technologies Cansultants &
v Form 4506-T: William H. Smith
@
Form 4506-T; Francing P
Butler T8

This documentation is the property of SBA and has been created from materials obtained from
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(ROTE" REPIEARTEESR make edits to forms until the application is submitted. If changes
are made in any form, be sure to validate them with the ‘Verify Completeness’ function.)

I. After all forms have verified complete as described above, Step 2 on the Overview
displays the notation ‘You have completed 7 of 7 forms’ as well as two active
buttons, ‘Preview Application (PDF File)’ and ‘I Have Completed This Step’.

IT. If you click the “Preview Application Forms (PDF File) button, the forms will open in
printable format (with DRAFT designation).

lll. Click on both buttons to confirm completion of Step 2, and activate the next step.

2 Complete Required Application Forms
Please complete each form by answering the questions that appear

when you-click on 'edit’ for each form below.

You have completed 7 of 7 required forms. See below for detailed

status of each form.

[ Preview Application Foerms (PDF File) | ' I Have Completed
This Step

II.

v OMB Approval No. 3245-0331

Expiration Date

OMB Approval No. 3245-0331
Expiration Date: 6/30/2010

APPLICATION FOR ADMISSION TO THE 8(A) BUSINESS DEVELOPMENT (BD) PROGRAM

OR CERTIFICATION AS A SMALL DISADVANTAGED BUSINESS (SDB)

YOUR SIGNATURE ON THIS FORM INDICATES THAT YOU FULLY UNDERSTAND ALL QUESTIONS AND
CERTIFIES THAT ALL RESPONSES AND DOCUMENTS ARE TRUTHFUL AND ACCURATE.

Name of Applicant Business Concern (include any trade or d.b.a. names): _Advanced Technologies
& —COTEUNENTS

Business Concern is Applying For (check one)
8(a) [J New SDB Business concern Only [ ] Recertified SDB Business concern Only* [ ]
(All 8(a) certified business concarns are automatically certified as SDBs)
* If the applicant business concern’s SDB certification has been expired for more than 90 davs, the business concern must
check “new SDB Business Concern Only " and submit all documents required for new SDB certification applicants.

This Form is t0 be completed by all 8a and SDB applicants.

Limitation on 8(a) BD Eligibility: A busiess concem can ps
socially and economucally disadvantaged mdrvidual can use hus or i g

Authority to Collect Information: The US. Small Bu Al 1stration (SBA) 1s authonzed to deternune
elignbility for the 8(a) Business Development (BD)R1o nder 13 CF R Part 124, Subpart A and for Small
Disadvantaged Business (SDB) certification C MR Part 124, Subpart B. The information submutted on tiis
SBA Form 1010 is used to determine the apply ility for one or both of these programs

Disclosure of Information: SBA will ke lication and supporfing documentation provided with the
application confidential to the extent require aw. However. all information subnutted 1n connection with this

R T

~ ‘4 . -

This documentation is the property of SBA and has been created from materials obtained from
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After all forms have been completed, each form will display a green checkmark (see below).

Individual Form Status.
You will find detailed status of each form within your application below. You may review an individual
farm's completeness, edit'the forrn, and view = draft copy of the filled-in PDF that will included in

vour full application packet.

[ Form 1010, Business Information

Application for 2{3) Business Devslepment (§2) BD) Carification

v Verified Cornplete View Draft Complete/Update Forrn

17} Form 1623
Ceantificstion Regarding Debarmant. Suspension, and Gthesr
Responsibility Matters Primary Covared Tranzactions:

¥ Verlfied Cormiplete  \View Draft Cornpleta/Uodate Forrn

EJ Form 1790
Represantatives Used znd Compensation Paid for Sarvices In
Connection Wwith Obtsining Federal Contracts

v Verified Camplate Wiew Draft Complete/lUpdate Forrn

B Form 912, Statement of Personal History

v Form 912 Willism H. Sraith
v Form 912 Francine P, Butler

v verlfied Coamplate

@ Form 413, Personal Financial Statement

v Form 4131 Willism Hi Smith
v Forrm 413 Francine P, Butler

v Verlfied Cormiplete

E Form 4506-T, Request far Transcript of Tax Return

v Form 4505-Ti Advanced Techniclégias Consultants
v Form 4506-T1 Wilbarm H. Smith
¥ Form 4S06-T: Francine P. Butier

v Verified Camplate

This documentation is the property of SBA and has been created from materials obtained from
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3.9.5. Step 2) Alternative Approach - My SBA Forms

I. On the right side of the application overview page, the applicant will also see
the "My SBA Forms” list. This list is an alternative means of managing the
forms that comprise the application for 8(a) certification or the Annual
Review.

II. The list displays a “red x” next to the form names when they are incomplete.

g — = =
U5, Smoll Ausiness Admisistration r r e B Logout
8(a) BusinessjDevelopment
S S o 1 = .
Program’Certification S
Your Small Butiness Resource —->— ’ o
— e
MY SBA FORMS
II. Form 1010, Business
x
| Overview Information 8
x Form 1010, Personal
8(a) SDB Application Status Information &
This systerm is designed to help you organize, complete and submit your application for 8(a) certification to the X Form 1623 @
SBA, While an electronic record of your input to this system is retained by the agency, you must print out the x Form 1790 @

forms and mail them in to the SBA, In the mail-in package, you must also include the supporting
documentation and corresponding checklist in Step 2, below. The SBA will not process an application
package that contains any incomplete or unsigned forms, an unsigned checklist, or that lacks any
required supporting documentation,

1 Submit Notarized Authorization Form
Please download and grint the 'Certification for the Receipt of
Electronic 8(3)/S0OB Information from Individual Applicants' form;
accessible via the button below. Sign the form, get it notarized, and
include it in the final packet that you mail to the SBA, per the

III. After a form has been completed, the form will display a “green checkmark”,
indicating it has been completed and verified.

U5 Smoll Musinass Administeation “ » E
y ! _—

SB‘ 8(a) BusinessiDevelopment

Your Small Business Rezource P ro g ra m "ceFtlfl ca I on s poware: !{y 2]

= NS —— I\ v sea Forms
orm 1oZs

i IV. Form 1010, Business
Information 8

x Form 1010, Person
Infarmnation &

¥ Form 1622 @

1 " indicates 3 required field x Form 1790 @

— 1

Save Changes || Save & Return To Overview H Verify Completeness H Clear Chan
Return To Overview. |

This documentation is the property of SBA and has been created from materials obtained from
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IV. From the "My SBA Forms” navigation, click on the form link to begin entering
data into the online form (see above).

V. When a form is open for edits, a red asterisk indicates that the field is a
required field. You will not be able to complete the form until all required
fields have been entered.

VI. Use the “Save Changes” button to save data in the online form. After use,
remain on the form for further edits.

VII. Use the “Save & Return to Overview” button to save the data to the form, and

to return to the application overview page.
VIII. Use the “Verify Completeness” button to ensure all required fields have been
answered.

IX. Use the “Clear Changes” to revert the form to the last version that was saved.
X. Use the “Return to Overview” button to return to the overview without saving.

s VI_ % - N ﬁL‘.‘ugpL;
"Bf(a) BusinessjDevelopment:
Your ,‘cgl lc C] ' rl* n u powered, by sympllcity

Asiness Information

[ save Changes || Save & Return To Overview |[ Verify Completeness |[ Clear Changes || Return To Overview |

1. Narme of Firm™® indicates a reguired field
VII. VIII. IX. X.
Section I: Business P
1. Telephone®

2. Fax"* /]
e
3. Address* *
1. Street Addre
2. City* @
3. State™ 4. Zip* 5. County®
| ‘ J { V,J
4. Email"

This documentation is the property of SBA and has been created from materials obtained from
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As the applicant enters data into the online forms, especially the ‘Form 1010,
Business Information,’ the system creates additional forms as warranted by
applicable Federal regulations. For example, any owner claiming social disadvantage
in the Form 1010 triggers the creation of Forms 413 and 912 for this individual.

XI. Below is an example of the XII. Below is an example of the
required forms that result if, required forms that result if,
in the Form 1010 Business in the Form 1010 Business
Information,William Smith is Information, Francine P.
listed as an owner claiming Butler and William Smith are
social disadvantage. both owners claiming social

disadvantage.

MY SBA FORMS
Form 1010, Business MY SBA FORMS
Information 1 Form 1010, Business
Form 1010, Individual Information 8
x [nformation (William H. Smith) Form 1010, Indwidual
@ X Information (William H. Smith)
¥ Form 1623 8 @
o Form 1790 8 Form 1010, individual
" ki 11 T nformation (Franc P,
[\/ Form 912: William H. Smith 8 XI. * gljﬁl_?;j%m =
Lis
¥ Form 2413 Willlam H. Smith 8 ¥ Eorm 1623 @
- C & . oy - — R 2 V=0
Farrm 4.:EIn,f-T. .:ﬁd‘.-dl’ll.!:‘lj ¥ Form 1790 B
Tii hﬁ'.-lc-.u.lr:w Consultarits 8 v Earm 912 Willam H. Smith B8 )
v Corn, AE0e-T willam B smiy v Form 912! Francine 2, Butler
a =
-Form 4506-T: Francine P. v Faorm 413 Willlam H. Smith 8
Butler & v Farm 413! Francine P. Butisr
a 7

Farm 4506-T! sdvarnced

Technologies Cansultants 8

Form 4506-T: Willam H. Smith
v

2

Form 4506-T: Francine P
" G

Butier 13

This documentation is the property of SBA and has been created from materials obtained from
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T RS tHEWENTy Completeness’ button is clicked, any missing data is highlighted at
the top of the page in an “errors detected” box outlined in red. The form shows a
red ‘X’ at this point, which indicates the form is still incomplete, To complete a form
successfully, the user must enter all data and resolve all errors in the form
highlighted by clicking the ‘Verify Completeness’ button. Only then will a green
‘checkmark’ replace the red ‘X’ for this form.

LS, Small Susinasy Adm|nlaration ! 4 e =5 = = ﬂLng‘nL

SBA Q@R
Program'Certification

Yaur Small Business Resourze a— s adey :

MY SBA FORMS

Form 1010, Business Infarmation 2
test Form 1010, Business
vest
Information &
I. % Form 1610, Persanal
A Errors detected - please see below: Information @
: 1 X 5 X . Form 1623
» The total ownership of the firm listed in the = snd Administration must be v Llnuj a
100%. Currently, 50.5% is accounted for, x Form 1760 8

® Form 212: bill smith &
% Form 912 francne bulter 8

| Save Changes- || Save & Return To Overview || Verify Completeness- || Clear Changes | » Form 413 bill smith 8
LR_etum To Overview % Form 413 francine bulter @

X Form 4506-T: test B
* Form 4506-T! bill smith B

* Indicates a required field
% Form 4506-T: francine bulter

1. Name of Firm™*
‘tes( ‘

II. Go through each form, and complete the required —
elements. Use the ‘Verify Completeness’ function on MY SBA FORMS
each form to ensure it is ready for submission. A form is o £9rm 10810, Business
ready for submission when it displays a green Mﬂﬂ
‘checkmark’ on the Overview page, or the ‘My SBA ‘F””"'r:;f'npé"'a'
Forms’ section on any page (example at right). /ﬁﬂ

ITII. Once all forms are “verified completed” and show the  Form 1790 @
corresponding green checkmarks, the online application id  Form 912 hill smith &
is ready to be submitted electronically to the SBA V Formi 912 francine bulter 8
(example at right). ¥ Form 4131 bill smith &

IV. Applicants can make edits to forms until the application is  Farm 413: francine buitsr 8
submitted. If changes are made in any form, be sure to ¥ Eorm 4506-T: test @
validate them with the ‘Verify Completeness’ function. v Eorm 4506-T: bill sith @

V. After all forms have verified complete as described v %"’”" S506+T: franane DLter

above, Step 2 on the Overview displays the notation ‘You
have completed 7 of 7 forms’ as well as two active buttons, ‘Preview Application (PDF
File)" and ‘I Have Completed This Step’. Click on both buttons to confirm completion
of this step.

2 Complete Required Application Forms
Please complete each form by answering the questions that appear

when you-click on 'edit’ for each form below.

You have completed 7 of 7 required forms. See below for detailed

status of each form.

[ Preview Application Forms (PDF File) | ' I Have Completed
This Step

AR 52.227-14.
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3.9.6. Step 3) Assemble Supporting Documentation

I. Federal statutes and regulations require the applicant to include certain Supporting
Documents with their application. A checklist is provided to help organize these
materials. View and print out the checklist by clicking on the “Print Checklist” button.
Once the documents listed in the checklist have been collected, applicants should
sign the checklist and put it aside for inclusion the package they mail-in to the SBA.

II. To Confirm completion of this step, click on the “Confirm” button.

3 Assemble Supporting Documentation

You must include certain Supporting Documants with your
application. & checklist 1= provided to help you organize this
matanal, View and print out the checklist by clicking on the
appropriate button below, Onece you have collected all the
doouments listed in the chiecklist, siagrmit. Ensure it is included in the
packet with the supporting documentation that you will mail to the
SBA. Confirm this step by clicking on the appropriate button below.

View and Print Supporting Document Checklist:
| Print Checklist l

To cortinug, please conVirm that you have collected all required

supporting docymentation and signed the checklist;
| Confirm | ( II.

| \ —

3.9.7. Step 4) Submit On-Line Input

ITI. After Step 3 is completed, Step 4 will become ‘active’. Now the user may click on
the button marked ‘Submit On-line Input to SBA’ button to submit the data from the
online application to the SBA.

4 Submit On-Line Input
Submit the data electronically in your completad application farms to

the SBA,
I Submit-On-Line Input To SBA
III.
[ - Soymload, Printand Sign Completod Application

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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3.9.8. Step 5) Download, Print and Sign Completed Application

In Step 5, the applicant should review the completed application and verify that all the
information is correct.

I. The applicant should print out the application, sign and date all forms in the
appropriate signature blocks, including the attachment pages. Application forms and
other supporting materials (and corresponding signed checklist) should be included
in the packet for mailing to the SBA.

II. When finished, click the I have signed and Dated All Documents Where Appropriate”
button to confirm this step is complete.

5 Download, Print and Sign Completed Application

Review your completed application and verify that all the information
is correct, Print it out and sign and date all forms in the approgriate
signature hlacks, including the attachment pages, Put the printed,
sighed and dated application forms in the packet with the
Supporting Documentation and corresponding signed Checklist,

I.
} Download, View And Print Completed Application Forms |
| Dowwnload And Print Supporting Document Checklist |
' I Have Signed And Dated #ll Documents Where Appropriate I II.

\17

This documentation is the property of SBA and has been created from materials obtained from
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SBA 8(a) Business Development MIS: ApplicantGuide 1.0

3.9.9. Step 6) Mail Materials to the SBA
I. Once Step 5 is completed, Step 6 will become ‘active’ and show the address to which
the applicant should mail the completed full Application, Checklist, and Supporting
Documents
II. Click on the "I have Mailed the Completed Packet to the SBA” button to confirm the
completion of this step.
6 Mail Application, Supporting Documentation & Checklist to
the SBA
Mail the cormpleted full Application, Chiecklist, and Supporting
Documents ta the SBA at the address shown below:
Small Business administration
Division of Program Certification and Eligibility
Raobert N.C, Nix Federal Building
900 Market Street, 5th Floor
Philadelphia, P& 19107
‘ I Have Mailed The Completed Packet To The SBA |
Torlividnal Farnm Skabne ‘J
III. After completion of Step 6, the applicant will see a confirmation message that their
materials have been submitted. All steps will be shaded in green when completed.
IV. Once the SBA receives the application packet, the applicant will receive a

confirmation that the application is being processed. Subsequent communications
about approval, denials, or other requests from the SBA will be forthcoming as
warranted. (Not shown)

6 Mail Application, Supporting Documentation &
Checklist to the SBA
Mail the completed full Application, Checkiist, and Supporting
Documents to the SBA st the address shown below

Small Business Administration

Division of Pragram Certification and Eligibility
Robert N.C. Nix Feders! Building

900 Market Strest, Sth Floor

Philad=lphia, PA 19107

Thank vou for zubmitting yeur application and supparting

documentation to the SEAN Once the SBA receluss the packet

from you with the signed forms, chacklist and supporting III.
documantation, you will recsive = confirrnation that it Is being

processed. Subzequent communications from the SBA will be

farthcoming as warranted,

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordarce with FAR 52.227-14.
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3.10. Submit for Reconsideration of Denied Application

I. If the application for certification for a given firm is declined, the applicant has forty-
five days to submit the application for reconsideration by clicking on Step 7 ‘Request
Reconsideration by the SBA’

Cnce the SBA recewves the packet fram you vyith the signed 1orms, checklist and
supporting documertation, you will receive a confirmstion that it 1s being processed
Subzequent communications from the SBA will be forthcoming as warranted

7 Request Reconsideiration by SBA
You may request a reconsiderstion by SBA within 45 days of the denial decision, You

tave urtil Oet 09, 2008 to reqguest retonsiderstion

l Request Reconsideration

Individual Form Status
You will find detalled status of each form within your application below You may review an individual fi

Al a' Baties we e ilfaiii e ldadiedioi alile a '@l d L A Mool tlaliiate d' e Wiaiin @il aelatla it aie ' e w aliad

This documentation is the property of SBA and has been created from materials obtained from
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4. 8(a) Program Annual Review

4.1. Returning Users - Logon

One year after an approval has been granted, firms are prompted to complete the steps
required to complete their 8(a) Program Annual Review. A firm is required to undergo this
review on an annual basis to maintain eligibility for the program. The maximum program
tenure for any firm is nine years. When completing and submitting forms for the Annual
Review, a returning firm is shown the same interface they used when applying for 8(a)
program certification. The firm also uses the same GLS userid and password they used
when applying for 8(a) certification.

I. Point your browser to https://eweb.sba.gov/gls. (Not shown)
II. The main navigation options for this page run along the left side of the page.
III. In the center of the page, you can enter your user id and password for your SBA
Account.
IV. Select “login” button to logon to the online system.
V. If you do not have a user name and password, use the left navigationbar option
“request SBA User ID, and follow the directions in previous sections 3.3, 3.4 and
3.5. Then return to this section for further instructions.
VI. There is also a “forgot password” option that can be used to assist users needing
password assistance.

U.S. Small Business Adeinlatrotion

Help
General Login System f November 03, 2008
* Forgot UserID? II.
* ForgotPassword?
* Instructipns fir GLS SBA Account Login

* Request SBA User TD
. CanthBAZSecuﬁy User ID! [ |
Password | ‘ | III.
| |

| [ Login Clear
IV.
/ Text Only

This documentation is the property of SBA and has been created from materials obtained from
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I. Once a user has logged onto the system, a‘Terms of Use’ screen is presented. To
accept the terms of use, click the ‘OK’ button. If you do not agree to the terms
of use, click the ‘Log Off’ button.

U5, Small Besinass Administration

Your Smull Business Nasouren

General Login System Terms and Conditions

Welcome

This is a Federal computer system and is the property of the United States Government. It is for authorized use
anly,

* This web site employs software programs to monitor and audit network traffic and thereby identify unauthorized
attempts to upload information, unauthorized attempts to change information, or attempts to otherwise cause
damage.

Captured data may be disclosed at the discretion of authorized SBA personnel ta law enforcement personnel
and/or authorized officials of other agencies who may need access to investigate a potential security incident,

Unauthorized use of this system or use that exceeds the users authorized access privileges is prohibited and
may constitute a violation of 18 U.5.C, - 1030 or other Federal laws and regulations and may result in criminal,
civil, and/or administrative action, By continuing to use this system, you indicate your awareness of, and
consent to, these terms and conditions.

* LOG OFF IMMEDIATELY if you do not consent to the conditions stated in this notice, Otherwise click OK to
accept the terms and proceed,

[ ox ] [ Logoff |

PN

This documentation is the property of SBA and has been created from materials obtained from
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&1 1416t Pregéhted with the ‘Overview’ page. This page contains all the instructions,

steps and forms for completing the Annual Review. Note that it closely resembles the
interface used by the firm for their original 8(a) certification. By thus ensuring that the firm
returns to a familiar user environment for the Annual Review, we hope to boost user
productivity and satisfaction.

Your Small Businecs Nesource

The ‘Overview’ also indicates the date the Annual Review submission is due from

the firm.

1

8(a) Program Annual Review
Your firm is due for annual review on Jun 25, 2008,

u powerd by sumilfelty! I

BARHENA INC

_I Overview Instructions A

Complete Required Annual Review Forms

Please complete or update each form by ansvering the questions that appear when you
olick on 'Completedlpdsts Form' for esch form below.

You have completed 8 of 8 required forms: See helow for detailed status of each form.

Assemble Supporting Documentation

You must inolude certain Supporting Documents to accompany your Annual Reviewy
torma: & Checklist is provided to help you organize this material Vieww and print out the
Chieckhst by clicking on the appropriste button below, Onoe you kave collected all the
documerts fisted in the Checklist, sign . Ensure it is included in the packet with the
supporting documentation that you will mail-in to the SBA. Confinm this step by clicking on
the appropriate button belov.

View anil Print Supporting Document Checkliist

Print Checklist

To continue, please confirm that you have collected all required supporting
documentation and signed the checklist

P

‘ 3 Submit OnLine inpi
4 Download, Print and Sign Complered Annual Ravisy
Syl L npledasd Areugl Feplew farmre apd verity U ol
erre i LB topisale thre |
ating) the ot =t A | f el Y
ot valthit I A
5 Mail Annbal Review Fanins, Supparting Bocisnenration & Checklist
o the SBA

MY SBAFORMS

V' Eorm 1480, Bra) Annual Update T
Annual C atien: John Chy
Vien®
Annual Compensation: WlLLIAM
‘,mﬁ
Annual Compensatian: Hubeit A
Pemy i,
 Form 1010, 8 Information T8
 Form 1010, Parsonal tnformation ﬂ
V Foim 1823 8
( Form 1780 a
o Eorm 812: John Chy Chu 3
V Eorm 912 wiLLIanM ware
 Form 812: Huber & Rery, 8
 Form 413: John Chu Ohu T
W Form a13: WwiLLian waro 5
v Form41%: Huber & Perny, Jr T
o Foim 4506:T: BARHENA INC T
V' Fotm 4505 T: John Chu Chy T
v Form 4508-T: WILLIAM WARS T
o Eoim 4506:T: Hubert A, Perry, Jr. T
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4.1.1. Step 1) Complete Required Annual Review Forms

I. The required Annual Review forms are shown in the center section of the Overview
page, under the heading entitled ‘Individual Form Status’. The user should complete
or update each form by answering the questions that appear when they click on
'‘Complete/Update Form' for each form.

II. Incomplete forms will display a “red X".
ITI. Completed forms will appear with a “green checkmark”.

t; Mall Annual Review Forms, Suppoarting
el Documentation 8 Checklist to the SBA

Individual Form Status

You will find detalled status of each form within your appllcation balow, You may review an individual
form's completaness, edit the form, and view a draft copy of the filled-in PDF that will incuded in
vour full application packet,

@ Form 1450, 8(3) Annual Update

Bf3) annusl Update

II. % Mot Complete  Wiew Draft Carmplste/Undste Farm I.
E] Form 1010, Business Information
Application for 813) Businsss=Davslopmant (8(s) BR) and Small
Disadeantaged Business (SDE) Certification
III.

v Ventied Complete  View Dratt  Complete/Update Form
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4.1.2. Step 2) Assemble Supporting Documentation

I. As was the case with the original application, applicants must include certain
Supporting Documents to accompany their Annual Review forms. A Checklist is
provided to help organize this material. The Checklist also indicates which required
forms should be printed, signed and included in the packet the applicant mails to the
SBA.

II. View and print out the Checklist by clicking on the “Print Checklist” button.

III. Once all materials have been collected, applicants sign the checklist and include it
with their submitted materials.

IV. Confirm this step by clicking on the “Confirm” appropriate button.

e e sitre s ansenser Wiy e aets T Nssiale

2 Assemble Supporting Documentation
You must include certain Supporting Documents to accompany
wour Annual Review farms. A Checklist is provided to help you
orgsnize this raterial, View and print out the Chacklist by
clicking on the approprizte button below. Onece you have
collected all the documents:listed in the Checklist, sign It
Ensure it Is included in the packet with the supparting
documentation that voo will mall-in to the SBA, Confirm this
step by clicking on the approprate button below,

View and Print Support cklist:

| print thecklist

To continue, please confir\} that you have collected all
required supporting documentation and signed the checklist;

Iv. tonﬁm—l
—|_|/
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4.1.3. Step 3) Submit On-Line Input
I. Submit the annual review on-line application by click the Submit On-Line Input to
SBA.

3 Submit On-Line Input

| Submit On-Line Input To SBA | / I
] - " -r..:.A_._-l.---._\]in- — |

II. Once an applicant has submitted the required on-line data, Step 3 will display a
confirmation message. (Shown below)

3 Submit On-Line Input
The dats In your completed Annual Review formz haz bean
successfully-submitbed to the 5B/ Please continue to the next
step below, Your Annual Review will not be processed until the
SBA raceives the pachket containing 3!l signed Annusl Reviey
forms; the suppoirting documentation you collected sbove and
the correspending signed chacklist

4.1.4. Step 4) Download, Print and Sign Completed Application

III. Applicants should print, verify, sign and date all forms in the appropriate signature
blocks, including the attachment pages.

IV. Applicants should include in the packet they mail to the SBA all materials delineated
in the checklist, including specific signed and dated Annual Review forms and
Supporting Documentation.

V. Once Steps 1 through 3 are completed, the applicant should click the ‘I have Signed
and Dated All Documents Where Appropriate’ button in Step 4.

4 Download, Print and Sign Completed Annual Review
Forms

Review your completed Annual Review formz and varify that =l|
the information is correct Print it out snd sign snd date-all
forrns In the appropriate signature blocks, incuding the
attachment pages. Put the printaed, slaned 2nd dated Ann
Reyley farms In the packet with the Supparting Docamen
and cotresponding signed Checklist

Lﬂmunl,oad. View And Print Completad Annual Review
s

l Download And Prnt Supporting Document checkdist ] Iv.

I_Lﬂmstunepi And Dated All Documents Where
Appropriate: ] I
V.
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4.1.5. Step 5) Mail Annual Review Materials to the SBA

I. Mail the completed Annual Review to the SBA at the address shown in Step 5.
II. Click on the "I have Mailed the Completed Packet to the SBA” button to confirm this
step is complete.

5 Mail Annual Review Farms, Supporting
Documentation & Checklist to the S

2 Gstewsy Centey I
15th Floor -
MNawark, New Jersev 07102

Finally, submit your electronlec application.

I Have Mailed The Completed PacketTo The SBA. II.

III. After the step 5 button has been clicked, applicants will see a confirmation message
that their materials have been submitted. (See below)

l Applicant View I

RARHENSA INC

Overview

8(a) Program Annual Review
Your firm is due for annual review on Aug 25, 2008,

,','] Your application Is complete and is being processed.
Show Application Steps

Individual Form Status

You will find detailad status of each form within yvour application below. You may review an individual

IV. Once the SBA receives an application packet, applicants will receive a confirmation
that the annual review packet has been received and that it is being processed.
Subsequent communications about approval, denials, or other requests from the SBA
will be forthcoming as warranted. (Not Shown)

END OF DOCUMENT
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