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1. 8aProgram 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.

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

Page 3 of 52



W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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

Page 4 of 52



W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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:

¢ 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.

¢ 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.

Il. 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).

I1l. 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 signed 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.
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3.1. Access/Preparation

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

I1. 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

0.5, Smaoll Business Adminlstration

= En Espafiol

Sm Programs and services to
help you start, grow and [Search sBA I[ 6o |

Your Small Business Resourca s ucceed

Home

Home = About SBA > SBA Programs = 2(a) Business Development Program > B(a) Application

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

The 8{a) Business Development Program

=Hame
We are pleased to provide you with information on the application o Ahout Us
process for certification in the B(a) Business Development o
Program. The program provides eligible firms with greater access to =lea e P
the resources they need to grow and develop their businesses. This, =What's MNew
in turn, improves their akility to compete on an equal footing with =Fads
other firms in the mainstream American economy. =Reports
=Programs

Anpiyving| \p-Line for 8(a) 8D Program Certification: = Mentor-Protégs

ing for the 3(a) Program, each firm is urged to take an Program
and self-evaluation course, which is accessible via the =Grant Information
Bla) Business Development Suitability Tool,

=Resources/
ion of the on-line course explains the 2(a) Program in Opportunities
Culminates in an eligibility self-assessment test, The test = Contacts/
consists’of a series of simple yes/no questions that evaluate the Representatives

degree to which your firm meets the basic gualifications for the 8(a)
Program. If you meet the basic eligibility criteria, you will be allowed
to apply immediately for the §(a) Program via the electronic on-line >Forms

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

If you would still prefer at this time to apply using the electronic ~GCED Home Page
system, please send an e-mail to BOMIS@sha.qgoy for further

guidance and assistance. The average processing time for an

electronic application is ninety days.

>8(a) Application

Paper-Based Applications

While requiring considerably more time to process, you may also
submit a paper application for 8(a) Program certification. & paper
application may he ohtained by means of a written request to;

Associate Administrator for Business Development
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I. 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.

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

I1l. 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).

Bt el B e FE TR T A N AR e N & R —_—

hn_n e L] el Bt Sl Bl LT

5. Smoll Business Administrati
; u, wsiness Administration Print Exit
a [P —

Your Small Business Resovrea

8(a) Business Development Program
Suitahility Assessment Tool

[\ Is the 8(a) program for you? This assessment tool is designed to help you determine if the 8(a)
program is a good fit for vour business, It will prompt vou with questions and assist you in evaluating your

suitability for the program

our responses will be scored automatically and an assessment profile provided, when vou click the submit

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

estion is being

(o [o
[O [0
A

Every question in the assessment has a purpose. If vou would like to know why a particular]

asked, click on the (2) following each question.
Basic Requirements .

|1. Are you currently in business?

General Questions

o
(@)

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

o
O

|3. Does your business have a current business plan?

4, Is your business represented in one or more of the following industry cateqories? (Construction, Infarmation o |lo
Technology, Manufacturing, Landscaping, Security Services and/or Office Support Services)
|5. Dwring this last year, were your gross sales greater than $250,0002 [+ 4]
6. Did vou prepare or have prepared financial statements for vour business this vear 7 oMol
= FirstGov = E-Gov = Regulations.gov = White House
* Privacy & Secyrity * Information Quality * FOIA * Mo Fear Act * ADN
Done
the SBA resource deemed most appropriate to help vou at this time, =Comments
If you would still prefer at this time to apply using the electronic ~GCED Home Page

systemn, please send an e-mail to BOMIS@sba.goy for further
guidance and assistance. The average processing time for an

electronic application is ninety days,

Fmmmr Bemmdd Anelismbinee

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

Page 8 of 52



W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. After a Suitability Test is submitted, the system will present a Client Assessment
and suggested next steps.

U5 Smaoll Business Adminisiration . =
Print Exit

Your Small Business Resovrca

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 &(a) program. Our goal at the SBA is to ensure that firms applying to the 8(a)
program are eligible, suitable 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 vo| \potential success in the 8{a) program. Use the following suggestions
to guide your

Suggested Next Steps
4) program. Review the free online seminar, INSIGHT . Guide to the

8(a) Business D Aelopment Program.
S Review the Online Seminar
(Click Here}
Sten 2 Discuss specific 8(a) program objectives as well as the goals of yvour firm with an SBaA
Pz 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
Sten 4 Yisit with a business mentor, coach or counselor to discuss the growth of your business
R venture, specific to government contracting.
Step 5 Expand vour 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 OnlinedClick Here)

I1. 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).
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| ) small Business Assessment Tool (SBAT) - Microsoft Internet Explorer provided by SBA 1= x|
Fle Edt Yew Favorites Toos Help | A
y A 3 J > 1A .
G Back - L.) - |ﬂ @ ‘) | /_) Search o Favorites {‘3 | = ] - J ﬂ '3
Address I@‘l http: iweb. sba. govfsbtn/shatfindex, cFm? Tool=2 j Go | Lirks
U.S. Small Businass Administration Print Exit
Home

Your Small Businass Ressurea

Client Assessment

Thanle you for taking the time to respond to the 8(a) Business Development Suitability Assessment Tool Based on your responses, it appears that you and your firm possess
many of the characteristics that would makce you a suitable candidate for applying to the 8(2) program. However, this tool provides only a prelimmnary indication of yvour suttability.
Tou are encouraged to meet with an SBA representative to discuss your interest in the 8(a) program.

Suggested Next

Step 1. Discuss specific 8(a) program objectives as well as the goals of your firm with an 3BA 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 Online Sermnar

(Click Here) A
Lpply te the 8(a) program. [

Step 3 Apply Onlime I I .

(Click Here)
Key Training and Counseling Resources

Free Online Training httpufiwwrw, sba. govtraming

SCORE hittp i score. org M
Small Business Development Centers  hitpulivwwrw, sba gow/sbde/sbdenear. htrnl

Women’'s Business Centers httpfwww sha gowlonlinewb ciwbe. pdf

SBA District Offices httpfiwww. sha gowlocalres ources/indes html

Regulations & Compliance hittpfiwwrw, business. gov

Business Forms httpwewrw sha gowitoolsForms/smallbusinessforms/findes hirnl

*FirstGow  » E-Gow  » Reguiations gow  » White House
* Privacy & Security * Information Quality * FOIA * Mo Fear fet * ADA

-]
|@ Done ’_ ’_ ’_ ’_ ’_ g Local intranet
#start| @ o] =] ] [0 &  |0]3 Mcrosoft ... +| ) ciTraning Fles| ) eomisuser ... | &seaBoms-... | &) ata) dssessm... |[ETsmall Busin... |1 L3 0% 2 W W@ & B «ozem

I1l. 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.

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

I1l. 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.

U5, Smoll Businass Adminlstration

A;(a) BusinessiD

m powered by 5
Your Small Bu

i

QUICK LINKS

o o
8(a) Certification &) Guide for Applicants

Welcome to the new internet-based system designed to help you arganize and complete the @] CCR Redistration
materials required to obtain certification in the 8{a) Business Development P @] GLS Reqistration
directions closely, you will provide the SBA with the information it needs to 1V.

(& Log-in wia GLS

in the least t of time. It has b designed t id ffarts i
in the least amount of time as been designed to guide your efforts in a &) Erequeritly Asked Ques

manner. Moreowver, if you don't use this system to complete and submit you ] ]
long processing delays, as the SBA manually pracesses your application. & Hotlines & Email Suopar

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 wour claims.

The steps of the process:

1. To do business with the Federal government and to be certified under the 8{a) Program, you
must register in the Central Contractor Reqgistration {CCR) 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 ordering
agreement, or blanket purchase agreement. It's easy to register in CCR. Just go to www.cor.gov
and select the Start a New Registration button,

Y Please read before you proceed:
If wou are a new registrant to CCR and/or updating your profile in CCR, you may
expatience a 24 to 72 hour waiting period before you are given access to the El(a)

i s P T A A i i S P A S T S S e e SR e S
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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/qgls/dsp_login.cfm
I1. Click on ‘Request SBA User ID’ from the links in the left hand blue navigation bar.
I1l. Please complete the ‘Profile’ form that appears.

0.5 Smell Business Administration “lp d
October 28, 2008 V38
Forgot User ID?
Forgot Password?
Instructions for GLS 1 SBA Account Login
Request SBA User ID :
Contact SBA Security
Login I Clear
Text Only
1l.
. — ry
U5, Smoll Business Administration Help _I
Your Small Business Rasourca \/
General Login System
Login Information =
+ GLS Login isegll; MonroeTheCat
Identity Information
Name: (First) {licdle) (Last) {Suffix - Jr, Sr, 1, 1I, stc)
||Francisc0 || ||Franco ||
Date of Birth: IDZ!‘ZSH 956 =
PIN: |33:14 (Personal Identification Number, Last 4 Digits of S5M)
Contact Information
Country: “UNITED STATES = |
Zip+4 Code: IZDETB Lookup Zip |
Street 1: “1234 Jones Street |
Strest 2 I
. |IGAITHERSBUHG ‘ D
City Name:
(State)
- Phone Number: (Countrdl  (Area Codel (Phone Numben (Extension ) |
Last modified: 090372008 12:00:00 Ahd » FirstGow > BEGow ¥ Regulations gow ¥ iithite House S84 Processing: 0138 seconds|

 Privacy & Security * Information Quality * FOIA * No Fear Aot * ADA
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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.

Il1. When the profile is completed, click ‘Submit’, at the bottom of the page.

I1l. 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).

U5, Smoll Business Adminlstrotion
wsingss. lstraior Halp

FIN: [Eeaad \FEersSOnEn IASTILICHEL O NUITIDED, Lase 4 LIYILS 01 3314 ;I

= GLS Login

Contact Information

Country: “UN\TED STATES j|
Zip+4 Code: 20878 Lookup Zip
Street 1: “1234 Janes Street
Street 2 |
! “GA\THERSEURG 1. D
City Name:
State)

Phone Number: {Country) {Area Code) {Phone Number) (Exten|

USis 1) (999-9999)

“1 H|3U1 ‘ “33375555 |

E-Mail Address: “Iafayeneag@msn com T
Re-enter E-Mail: “Iafayeneﬁg@msn com \/j

Reset | Clear Submit

lLa=t modified: 091082003 12:00:00 A > FirstGov > EGow > Reguiations.gov > White House 584 Processing: 0138 seconds|
= Privacy & Security ™ Information Quality * FOLA * Mo Fear fct = ADA
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= New v (g Reply
i Inbox (9839)
j]unk (14)
|4 Drafts

7 Sent

=

i Deleted (71) 3

(2 Today
= mail
Contacts
[ calendar

whao's
aPC
s ey

Switch to classic

Privacy Statement

SBA8(a) Business Development MIS: Applicant Guide 1.0

4 Reply all (@ Forward € Delete '@ Junk ~ o ¢ & 3 Moveto~ L5 Check mail &b options ~ @

TEST - New account request complete *
: ITSecurity@sha.gov
[ Add contact

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

once 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 minimum of 8 characters long and contain at least three of the following four properties:

o Upper Case Letters &, B, C, ... Z

o Lower Case Letters a, b, c, ... 2

g Mumerals 0, 1, 2, ... 9

o Special Characters { }[J<>:? |\ '~ 1 @B ~&* _~-+=,

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

I. Log into 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”.

.5, Smoll Business Administration | Bl
| Help
—
Your Smail Busines:
General Login System Your account has been successfully created and email has been sent. Please check your e-mail for the password,

Forgot User ID?

Forgot Password?

Instructions for GLS

Request SBA User ID

User ID: || TheCat
Contact SBA Security ser onroeThela

st modified: 10/08/2008 12:00:00 A

SBA Account Login

Password:

/ Lagin I Clear

4

Text Only

> FirsGav > EGov > Regulations.gev > Wihite House

$BA Processing: 0,016 seconds|
= Privacy & Security ™ Information Quality = FOL& " No Fear fct = ADA

=

I1. New Accounts should change their password as directed and then log in again with

the new

password.
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T Your S : —

U.3. Smoll Businass Adminlsiration = Help

Your Small Business Rasoor,
General Login System
Change Password

|ERROR. First Time Login. Please change your password before continuing

4

New Password:

Retype New Password:

Change Password

Last modified: 07142008 12:00000 A > FirstGov > EGov > Regulations.gov > White House SBA Proceszing: 0.145 seconds|
® Privacy & Security " Information Quality " FOIA " No Fear Act = ADA
=
H 3 7 1] bl
I. Click ‘OK’ on the ‘Welcome’ screen that appears.
_
) U.5. Small Business Adminisiraion =]

Your Small Business Rasoures

General Login System Terms and Conditions

Welcome

This is a Federal computer systerm and is the property of the United States Government. It is for autharized use only

This weh site employs software programs to manitor and audit netwark trafiic and thersby identify unauthorized attempts to upload information, unauthorized
atternpts to change information, or attempts to otherwise cause darmage

Captured data may be disclosed at the discretion of authorized SBA personnel to law enforcement personnel andfor authorized officials of other agencies who may
need access to investigste 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.S.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
congent to, these terms and conditions.

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

I o OK Log Off

lLast modified: 05/D3/2006 12:00:00 A s FirstBow > EGow > Reguiations.gev > White House

SBA Processing: 0.028 seconds|
= Privacy & Security ™ Information Quality = FOL& " No Fear fct = 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 accordance with FAR 52.227-14.
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" Your Small Business Resource

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

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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.

I1. On the screen that appears, click on ‘Update Profile’

m
=

U.S. Small Business Administration Exit Help

Change

Choose
G FEE Function Password

Your Small Businsss Rasoures

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

General Login System - Choose Function
Currently Available Applications

Do youwish to Update Profile?

lLast modified: 07.00/2008 12:00:00 A > FirstBow > EGow > Regulations.gow  * Wihite House SBA Processin g 0.076 seconds
= Privacy & Security " Information uality * FOLA " Mo Fear for = 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 accordance with FAR 52.227-14.
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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.5. Small Business Adminlstration — Halp B
Profie || Access || ot | pitewen
Your Small Business Resourea
(L ETE IR RSYEICII  welcome Francisco France. Location Not Selected Yet.
Profile =

Name: (First) (Middle) (Last) [Suffix - Jr, Sr, |, I, ete)

||Francisco || “Fram:u ||
Country: “UNITED STATES j|
Zip+4 Code: |2DE7E Lookup Zip
Street 1: “12311 Jones Street ‘
Street 2: |

I

i} ||GAITHERSEUHG | MD
City Name:
(State)

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

(Usis 1) (999-9999)

r

||1 H|au1 ‘ ||333-5555 | |
E-Mail Address: “Iafayelteﬂs@msn com ‘
Re-enter E-Mail: “Iafayelteﬂg@msn com ‘ (-
Default Location Id
Business Information Mo Business information found in the database =
Lzt modified: 0440142008 12:00:00 &0t > FirsGav > EGov > Regulations.gev > Wihite House $BA Processing: 0178 seconds

= Privacy & Security * Information Quality * FOL& " No Fear fot = 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 accordance with FAR 52.227-14.
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W.5. Small Business Administration

SB‘ SBAS(a) Business Development MIS: Applicant Guide 1.0

R - I =
U.5. Smoll Business Adminlstration Exit Hllp
Potie | | fccess || Sreme || Shape,
Your Smail Business Resoures
(ELLETE NG RSEIC I Welcome Francisco France. Location Hot Selected Yet.

||Franc|scn || “Francn || |
Country: “UNITED STATES j|
Zip+4 Code: |2087B Lookup Zip
Street 1: “1234 Jones Street ‘
Street 2: |

) |[cATHERSEURG | MWD
City Name:
(State)

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

(Usis1) (999-9999)

||1 H|au1 ‘ ||33375555 | [
E-Mail Address: “Iafayelteﬂg@msn com ‘
Re-enter E-Mail: “Iafayetteﬁg@msn corm ‘
Default Lacation Id
Business Information Mo Business information found in the database I

Add New Business? ¢ Yes & No

Reset
=
Lzt modified: 0440142008 12:00:00 &0t > FirsGov > E-Gov N:llalions.gov > tihite House $BA Processing: 0178 seconds
= Privacy & Security * Information uglity * FOLA " No Fear fot = ADA

I. 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.

I1. After the correct EIN and DUNS are entered, click on the ‘Submit’ button at the
bottom of the page.

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordance with FAR 52.227-14.
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SBA8(@) Business Development MIS: Applicant Guide 1.0

Youwi; - S— =
U.S. Smoll Business Ad o Exit Hllp
Poie || fccess || Sheme || Shampe

Your Small Busines: e

(ELLETE NG RSEIC I Welcome Francisco France. Location Hot Selected Yet.
Zip+4 Code: |20878 | Lookup Zip -l

Street 1: “1234 Jones Street ‘
Street 2: |
) ||GAITHERSEURG | MWD
City Name:
(State)

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

WS is 1) [999-9999)

||1 H|301 ‘ ||33375555 | [
E-Mail Address: “IafayetteEQ@msn com ‘
Re-enter E-Mail: “Iafayetteﬁg@msn corm ‘
Default Location Id
Business Information Mo Business information found in the database

Add New Business? & Yes © Mo I.

EIN/SSN & EIN{33-8355599) © SSN{599-83-5999)
DUNS L

Reset | Clear Submit I I -

Lzt modified: 0440142008 12:00:00 &0t > FirsGav > EGav > Regulations.gov > hite Hou $BA Processing: 017 secor
= Privacy & Security * Information Ouslity ~ FOL& " o Fear ot

2|4l

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

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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

- -
a

PEp P ———— ]

Exit Help
Choose Change
GLD S Fungtion Password
Your Small Business Resowres
General Login System Welcome Francisco Franco. Location Hot Selected Yet. I

|Cummentary: Your profile information has been successfully updated.

General Login System - Choose Function
Currently Available Applications

Do you wish to Update Profile?

lLast modified: 07.00/2008 12:00:00 A > FirstBow > EGow > Regulations.gow  * Wihite House SBA Processing: 0.075 seconds|
= Privacy & Security " Information uality * FOLA " Mo Fear for = 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 accordance with FAR 52.227-14.

Page 21 of 52



W.5. Small Business Administration

" Your Small Business Resource

3.5.

SBA8(@) Business Development MIS: Applicant Guide 1.0

Request 8aSDB Application Access

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

1.
to the 8(a) certification application. You will be presented with a list of file folder
icons that reflect the systems available to you.
I1. Click on the first icon in % list, entitled ‘8aSDB Application’.
=] /
.5 Smoll Business Administralion = Help I

]

]

]

]

]

General Login System Wey/pme Francisco France. Loc: ot Selected Vet.

Profile Access

Your Small Businass Rasourea

System Selection

3aSOB 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 )

HUBZone Set Aside Request Letter

U3, Small Businass Adminlstration = Help

Choose Change
(e L Function _ _Password

Your Smail Business Resource

(ECLETCINRGTRSYEICI  welcome Francisco Franco. Location Hot Selected Vet.

System Selection

3 gasDB Application
™ 8A SDB Applicant

O Business Cards

8 copc MWanagement Reports

9 code Tables

S District Office Calendar

8 Electronic Lending - Origination (ETRAN)

8 Electronic Lending - Servicing (ETRARN)

|Last modified: 07/28/2006 12:00000 A > FirstGov > EGov > Regulations.gov > White House SBA Processing: 2.872 seconds|
® Privacy & Security " Information Quality " FOIA " No Fear Act = ADA
A ‘check box’ appears entitled ‘8A SDB Applicant’. Check the box.
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 accordance with FAR 52.227-14.
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. Next, a field with a drop-down menu will appear. Highlight in blue the line item
that shows your EIN and DUNS numbers.
I1. Scroll to the bottom of the page and click on ‘Submit’ (not pictured).

-]

U.5. Small Business Administration Exit Help
Ghoose Ghange
GG FEEE Function | Password
Your Small Business Resowres
(L ETE IR RSYEICII  welcome Francisco France. Location Not Selected Yet.
System Selection =

a 3aS0E Application
¥ 8A SDB Applicant

Business || Select One j| I .

9 Business Cards

O cpe Management Reports

3 Code Tables

O Piatrict Mffics Calandar

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

I. The next screen should include a message indicating that an update was

successful.

Il. The screen should also now show an active ‘hot- link’ entitled, ‘8aSBD Application’.

Click on it to proceed to the application.

I1l. If the ‘8aSDB Application’ hot link does not appear, click on “Choose Function’ at

the top of the screen.

-]
N

5. Smoll B Adminlsiration
U.3. Smoll Business Adminlstrotic = Help

Profile Access

Your Small Businass Rasourea

General Login System Welcome Francisco France. Location Hot S

Commentary: Yb\] profile has been successfully updated.

The following roles you requested were approved.
« BA SDB Applicant

General Login System - Choose Function
Currently Available Applications

= 8aSDE Application

0 you wish to Update Profile?

lLast modified: 070942008 12:00:00 2 >FirstGoy > EGev > Reguistions.gov > Wihite House
© Privacy & Security " Information Quality * FOL4 * No Fear Act = ADA

$BA Processing: 0,087 seconds|

|

IV. The following screen should appear. Now, click on the hot link entitled ‘8aSDB

Application.’

=

V.5, Smol| Busi Administration
el Exit Help

Choose Change
(52 L Function Password

Your Small Businass Rasourca

General Login System ‘Welcome Francisco Franco. Location Hot Selected Yet.

General Login System - Choose Function
Currently Available Applications

= 3aSDB Application V.

D youwish 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 accordance with FAR 52.227-14.
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W.5. Small Business Administration
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" Your Small Business Resource

I. The next screen shows the overview page of the BDMIS.
Il. This means a user has full access to the system. This means an applicant can
complete the on-line forms for 8a Certification or Annual Review.
I1l. The screen below shows the forms and instructions that pertain to first-time
certification in the 8(a) Program. The Annual Review interface is shown in the
subsequent screen.

0.3, Smoll Business Adminisiration

SBA( Q A Business|DEVCICPmERE e

m powered by symplicity

>

MY SEA FORMS
3 Form 1010, Business Information &
% Form 1010, Personal =]
% Form 162z T
X Form 1700 B

8(a) SDB Application Status

This systern is designed to help you organize Nprmplete and submit your application for 8(a) certification to the SBA. While an
electronic record of your input ta this system is retained by the agency, you must print out the farms and mail thern in to the SBA,
Inthe mail-in package, you must also include the supporting documentation and corresponding checklistin Step 2, helow The
SBA will not process an application package that contains any i or i 1 forms, an i 1 L o
that lacks any required supporting documentation

Submit Notarized Authorization Form
1 Please download and print the 'Certification for the Receipt of Electronic 8(=)/S08
Information from Individual Applicants’ form, accessible via the button kelow, Sign the
farm, get it notarized, and include it in the finsl packet that you mail to the SBA, per the
acclitional instructions below,

| And Print ization Form ‘ | I Have € 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:
Wou have completed of 4 required forms. See below for detailed status of each form

3 Assemble Supporting Documentation

“ou must include certsin Supporting Documents with your application. & checkist is
provided ta help you organize this material. ‘iew and print out the checklist by elicking on
the appropriste button below, Dnce you have collected all the documents listed in the:
checklist, sign it. Ensur it is included in the packet with the supporting documentation that
o will mail to the SBA. Confirm this step by clicking on the appropriste button belov:

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

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

3.6. Application Information Privacy

I. 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.

I1. 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.

I1l. For further information regarding SBA's Internet Privacy Policy please contact
BDMIS@sba.gov.

3.7. False Statements

I. 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

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

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

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

3.9. Submit an 8(a) Application

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

U.5. Small Business Adminlstration
Exit Help

Choose Change
Al S Function Password

Your Small Business Resource

ETSTA IS NGO T RSP EEN]  clcome Alvaro Cabeza de Vaca. Location Not Selecied Yet,

General Login System - Choose Function
Currently Available Applications

m 3a850B Application l.

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 accordance with FAR 52.227-14.
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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

Forms.
[ )

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.

Owverview

2(a) sDE Application Status
This system & designe organize,

In the
conrespanding chack m Slap 2, ba
any incomplete or unsigned forms, an unsigned checklist, or that lacks any reguired supporting

- e, iy M pmentation and
v, The SBA will not process sn spplication packege that containg

documentation.

1 Submit Notarized Authorization Form

| Download And Print Authorizetion Form

2 Complete Required Application Forms

Preview application Forms (PDF File]

[ awnlosd, view and Print Completed applicstion Forms |

[ awnlosd and print supparting Document Checklist |

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 accordance with FAR 52.227-14.

Page 28 of 52




W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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.

I1. Submit this form with submitted materials.

Overview

Bl:ajl ={n]=} ﬂ.pphcatn:ln Status

This system i€ degigned to help you organise, complate and Submit your application for B(a) oedification to the

SBA. Wihile

dige, i MusSt iS50 i

Tewidjui | s v Thl: SEJI. WI” nul process an dl.‘ll.‘llli.dl.lﬂl'l perh.aql: lhal 1.1JI'I|.dII'I=
any |n1.1.1m|:l||=l|= or un:lqm:d ﬁ:rm: an unsigned checklist, or that lecks any required supporting
documentation.

1 Submit Motarized Authorization Form

Downloesd And Print Authorizetion Form

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

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. Step two is where forms are completed in the system.
I1. Click the link “detailed status of each form” to navigate to the forms that need to be
completed.

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

appear when vou cdick on 'edit' for e
You have completed & of & require
detailed status of each farm.

w far

I1l. Doing so takes you to the bottom of the page. Here you will see 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.

V. When forms have been completed, they will be marked with a green “checkmark”.

VI. Click “Complete/Update Form” to open the form for edits.

Individual Form Status
You will find detailed status of 2ac r application below, "ou rmay review an individual
form's completenesz, edit the form,\end view a draft copy of the fillad-in PDF that will included in
vour full application packet,

B Form 1010, Business Information
Application for 2(a) Business Developrnent (2(a] BD) Cartifi

< t Complete  Wiew Draft  Complete/lpdate Form

rm 1010 Individual

VIl. When the application is started, the following forms will be listed for the applicant:
a. Form 1010, Business Information &
b. Form 1010, Personal Information a2
c. Form 1623 @
d. Form 1790 @

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

SBA8(a) Business Development MIS: Applicant Guide 1.0

a5ouUREe

T R R ST S o1 € 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.

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

I1l. 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.

—
B Logout

m powered by symplicity

------

)

siness Information

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

1. Name of Firm* " v indicates a required field
Section I: Business P

1. Telephone®

2. Fax* /]

3. Address*

1. Street Addre I—

2. City* @
| |

3. State® 4. Zip* 5. County®

| ¥ | | 2

4. Email*

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

" Your Small Business Resource

SBA8(a) Business Development MIS: Applicant Guide 1.0

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 form shows a

red ‘X’ at this point, which indicates the form is still incomplete,
successfully, the user must resolve all errors in the form. Only then will a green

‘checkmark’ replace the red ‘X’ for this form.

U5 Small Business Adminlstration

Your Small Business Rasoures :

-4(3) BusinessjDevelopment

Program Certification

Blogo

= powered by sympli

)

Form 1010, Business Information
test
1.

A Errors detected - please see below:

» The total ownership of the firm listed in the ind Administration must be

100%. Currently, 50.5% is accounted for,

[ save Changes || Save & Return To Overview || Verify C leteness |[ Clear Changes

Return To Overview

1. Mame of Firm®*

|test |

Go through each form, and complete the required
elements. Use the ‘Verify Completeness’ function on
each form to ensure it is ready for submission. A form is
ready for submission when it shows a green ‘checkmark’
on the Overview page, or the ‘My SBA Forms’ section on
any page (example at right).

* indicates a required field

MY SBA FORMS
Form 1010, Business
Information
Form 1010, Personal
Information 8

+ Form 1623 @

® Form 1790 @

x Form 912 hill smith &

*® Form 912 francine bulter 8

% Form 4132 hill smith

® Form 4132 francine bulter @

% Form 4506-T: test @

® Form 4506-T: bill smith 3
Form 4506-T: francine bulter
@

To complete a form

T W ey

MY SBA FORMS

Form 1010, Business

Information &

Form 1010, Persanal

Information &
¥ Form 1623 8
o Form 1790 8

& Form 912 hill smith £
¥ Form 912 francine bulter &

& Form 413 bill smith 8
¥ Form 413 francine bulter &

 Form 4506-T: test &
& Form 4506-T: bill smith

Form 4506-T: francine bulter
va

This documentation is the property of SBA and has been created from materials obtained from
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" Your Small Business Resource

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
existing regulations.

Il. For example, any owner claiming social disadvantage in the Form 1010 or showing
10% or more ownership of the firm triggers the creation of Forms 413 and 912 for
these individuals.

Image of Required forms that
result if in the Form 1010 Business
Information Form 1010 has both
Francine P. Butler and William
Smith with greater than 10 %
ownership and claiming social
disadvantage.

I1l. Image of Required forms that v.
result if in the Form 1010 Business
Information Form 1010 only
William Smith is listed as having
greater than 10 % ownership and
claiming social disadvantage.

" Form 1010, Business B,
Information B

Form 1010, Busingss

Form 1010, Individual
® Information (Williarm H. Srith]
=
¥ Form 1622 8
 Form 1790 8
¥ Form 212; William H. Smith 5 )
 Form 413: William H. Smith 3 |

v Form 4506-T: Advanced
Technologies Consultants &
v

Form 4506-T: William H. Smmith
v Form 4506-T: Francine P.

b
Butler B

Information &
Form 1010, Individual

® Information (William H. Smith])
|
Form 1010, Individual

¢ Information (Francine P,
Butler) &

« Form 1623 8

& Form 1790 8

 Form 912 William H. Smith 5 )
Form 912: Francine P, Butler
va

« Form 413 William H. Smith
Form 4132 Francine P, Butler
va

v,Fn:urrn 4506-T: Advanced
Technologies Consultants 8
Form 4506-T: Williar H. Smith

v
|

v,Fn:urrn 4506-T: Francing P,
Butler B

This documentation is the property of SBA and has been created from materials obtained from
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'!'burISma U Bur.‘rla-ss Resource

icants can 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.
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’. Click on
both buttons to confirm completion of this step.

2 Complete Required Application Forms

Flease complete each form by aykwering the guestions that appear
when you click on 'edit’ for ea
You have completed 7 of 7 re

status of each form.

. —
Preview Application Forms (PDF File)/\ pleted

This Step \]7

If you click the “view draft” link, the forms will open in printable format (with DRAFT
designation).

e below for detailed

AR
‘G“' I OMB Approval No. 3245-0331
",,w e .\“{ Expiration Date:
HE,

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
. LaOm: TT:

Business Concern 15 Applying For (check one):
8(a) [{] New SDB Business concern Only [ ] Recertified SDB Business concern Only* [ ]
(All 8(a) certified business concerns are automatically certified as SDBs)
* If the applicant business concern’s SDB certification has been expived for more than 90 days, the business concern must
check “new SDB Business Concern Only” and submit all documents required for new SDB certification applicants.

Thus Form 1s to be completed by all 8a and SDB applicants.

Limitation on 8(a) BD Eligibility: A busmess concein can partig e 8(a) BD Program only one tune. Smularly, a

socially and economically disadvantaged mdividual can use s or gncvanfaged stats to qualify for the program only one time.

Authority to Collect Information: The U.S. Small Bu inistration (SBA) is authorized to determine
eligibility for the 8(a) Business Development (BD)gR10 nder 13 CF R. Part 124, Subpart A and for Small

Disadvantaged Business (SDB) certification ut C MR Part 124, Subpart B. The mformation submutted on this

SBA Form 1010 1s used to determine the applicar

Disclosure of Information: SBA will keef % plication and supporting documentation provided with the
apphmtlon confidential to the extent 1eqmre aw. However, '111 111f01‘1m1t10n subnutted 1 connection with th.ls

i a4 1. = % 1 o~ 1 PR 1 ~

Woility for one or both of these programs.

This documentation is the property of SBA and has been created from materlals obtalned from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordance with FAR 52.227-14.
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" Your Small Business Resource

VIIIl. After all forms have been completed, each form will have a green checkmark.

Individual Form Status
You will find detailed status of each form within your application belaw, ¥ou rmay review an individual
form's completenass, edit the form, and view a draft copy of the filled-in POF that will included in

waour full application packet,

E Form 1010, Business Information
Application for 3(a) Business Developrnent (S(a) BD) Certification

¥ verified Complete  View Draft  CompletefUpdate Form

{7l Form 1623

Certification Regarding Debarrnent, Suspenszion, and Other
Fesponsibility Matters Prirmary Covered Transactions

¥ verified Cormmplete  Wiew Draft Complete/Update Form

7] Form 1790

Fepresentatives Used and Cormpensation Paid far Services in
Connection with Obtaining Federal Contracks

¥ Verified Cormplete  View Draft CompletefUpdate Form

@ Form 912, Statement of Personal History

¥ Forrn 212 Williarm H, Sraith
¥ Formn 91%: Francine P. Butler

¥ verified Carnplete

E Form 413, Personal Financial Statement

¥ Formn 413: william H. Smith
¥ Form 413: Francine P. Butler

¥ verified Cormplete

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

¥ Formn 4506-T: Advanced Technologies Conzultants
¥ Formn 4506-T: Williarm H. Srmith
¥ Forrn 4506-T: Francine P, Butler

¥ varified Complete

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordance with FAR 52.227-14.
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T A HeaHTE B4R 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.
V. 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’. 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 regquired forms. See below for detailed
status of each form.

Previews Application Forms {PDF File) | | I Have Completed
This Step

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

Page 36 of 52



W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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 of your application.

I1. The list will present a “red x” next to the form names if they are not complete.

4 - -
5. Smoll Businass Adminlstration ‘!8 B r e B I t B Logout
(a) BusinessjDevelopment
Progra m cer‘tlflcallon m powered by symplicity
Your Small Business Rasource = . — o
N it et
; MY SBA FORMS
Eorm 1010, Business
Overview Information &
Form 1010, Personal
8(a) SDB Application Status Information @
This system 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 ® 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 print the 'Certification for the Receipt of
Electronic 2(a)/SDE 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
I1X. After a form has been completed, the form will present a “green checkmark”
indicating it has been completed and verified.
-

Bio

.5, Small Businass Administration

-!s(a) Business

Program'Gertification i

Your Small Business Resowrce

MY SBA FORMS
Form 16232

Form 1010, Business

; e Information
Save Changes || Save & Return To Overview |[ Verify Completeness || Clear Changes | T o

Return To Overview |

L Information &
+ Form 1623 8
* indicates a required field ® Form 1790

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

VIl. When the application is started, the following forms will be listed for the applicant:
e Form 1010, Business e Form 1623 @
Information & e Form 1790 @
¢ Form 1010, Personal
Information T

VIIl. From the “My SBA Forms” navigation, click on the form link to begin entering data
into the online form.

IX. 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.

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

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

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

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

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

[B(a) Busmess ;Jmlam] =

m powered by symplicity

)

siness Information

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

1. Mame of Firm* indicates a required field

]V

Section I: Business P

1. Telephone™®

]
2. Fax* A

e —

3. Address*

1. Street Addre

2. City* @
3. State™ 4. Zip* 5. County™
hd ‘ b
4. Email*

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

V1. As the applicant enters data into the online forms, especially the ‘Form 1010,
Business Information,’ the system creates additional forms as warranted by the
existing regulations. For example, any owner claiming social disadvantage in the
Form 1010 or showing 10% or more ownership of the firm triggers the creation of
Forms 413 and 912 for these individuals.

VIl. Image of Required forms that
result if in the Form 1010 Business
Information Form 1010 only
William Smith is listed as having
greater than 10 % ownership and
claiming social disadvantage.

MY SBA FORMS

Form 1010, Busingss
Information B
Form 1010, Individual

® Information (William H, Smith)
e

¥ Form 1622 &

« Form 1790 @

VIII.

(J Form 912: Williarm H. Srnith I1.

« Formn 413: William H. Smith

JFDI’ITI 4505-T: Advanced
Technologies Consultants &
Form 4506-T: Williarm H. Smith

Y&

JFDI’ITI 4506-T: Francine P.
Butler B

Image of Required forms that
result if in the Form 1010 Business
Information Form 1010 has both
Francine P. Butler and William
Smith with greater than 10 %
ownership and claiming social
disadvantage.

MY SBA FORMS

Forr 1010, Busingss
Information
Form 1010, Individual

® Information (Williarmn H. Smith)
&
Form 1010, Individual

® Information (Francine P,
Butler) &

 Form 1623 8

+ Form 1790 B

 Form 912 William H. Smith 5 )
Form 912: Francine P, Butler
Ya

¥ Form 413 Williarn H. Smith
Form 4132 Francine P, Butler
Ya

r,

JFDrm 4506-T: Advanced
Technologies Consultants &

Formn 4506-T: Williarm H. Smith
Y&

vll,,FDrrn 4506-T: Francine P,
Butler B

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

Fry

YeurEm KBS W& TERify 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,
successfully, the user must resolve all errors in the form. Only then will a green

‘checkmark’ replace the red ‘X’ for this form.

-4(3) BusinessjDevelopment
Program’Certification

.5 Small Business Administration

Your Small Business Rasowrce :

BLogol

= powered by sympli

P )

Form 1010, Business Information
test

/—

A Errors detected - please see below:
= The total ownership of the firm listed in the srd Administration must be
100%. Currently, 50.5% is accounted for,

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

Return To Overview

i ;
1. Mame of Firm* indicates a required field

|test |

MY SBA FORMS
Form 1010, Business
Information &

Form 1010, Personal
Information 8

« Form 1623 @

x Form 1730 @

% Form 912 bill smith 8

X Form 912 francine bulter

% Form 413 hill smith &

X Form 413 francine bulter &

% Form 4506-T: test @

% Form 4506-T: bill smith &
Form 4506-T: francine bulter
&

To complete a form

e T g

Go through each form, and complete the required
elements. Use the ‘Verify Completeness’ function on
each form to ensure it is ready for submission. A form is
ready for submission when it shows a green ‘checkmark’
on the Overview page, or the ‘My SBA Forms’ section on
any page (example at right).

Once all forms are “verified completed” and show the

corresponding green checkmarks, the online application d

is ready to be submitted electronically to the SBA
(example at right).

Applicants can 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.
After all forms have verified complete as described
above, Step 2 on the Overview displays the notation ‘You

MY SBA FORMS

Form 1010, Business

Information &

Form 1010, Persanal

Information &
¥ Form 1623 &
 Form 1790 B

& Form 912: hill smith 8
¥ Form 912 francine hulter B

& Form 413: bill smith &
¥ Form 413 francine bulter S

o Form 4506-T: test B
o Form 4506-T: hill smith

Form 4506-T: francine bulter
va

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.

Complete Required Application Forms
when you click on 'edit’ for each form below,

status of each form.

Flease complete each form by answering the guestions that appear

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

Preview Application Forms {(PDF File) | | I Have Completed

V.

This Step

d from
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SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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.

Il. 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.

I1l1. To Confirm completion of this step, click on the “Confirm” button.

3

IV. 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

Assemble Supporting Documentation

You must include certain Supporting Documents with your
application, & checklist is provided to help you organize this
material, View and print out the checklist by clicking on the
appropriate button below, Once you have collected all the
docurnents listed in the checklist, sign it. 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,

Wiew and Print Supporting Document Checklist:
| Print Checklist |

To continue, please confirm that yvouw have collected all required
supporting docurnentation and signed the checklist:

online application to the SBA.

4

Submit On-Line Input
Submit the data electronically in your completed application forms to
the SBA,

| Submit On-Line Input To SBA

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

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

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

Il. 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.

I1l. When finished, click the “I have sighed 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 appropriate
signature blocks, including the attachment pages. Put the printed,
signed and dated application forms in the packet with the
Supporting Documentation and corresponding signed Checklist,

| Download, Yiew And Print Completed Application Forms |

| Download &nd Print Supporting Document Checklist |

| I Have Signed And Dated All Documents Where Appropriate |

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

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

I1. Click on the “I have Mailed the Completed Packet to the SBA” button to confirm this
step is complete.

6 iMail Application, Supporting Documentation 8 Checklist to
the SBA
Mail the completed full Application, Checklist, and Supporting
Documents to the SBA at the address shown below:

Small Business Administration

Division of Program Certification and Eligibility l.
Fobert M.C. Mix Federal Building

200 Market Street, Sth Floor

Fhiladelphia, P& 19107

I Have Mailed The Completed Packet To The SBA 1.

Tndivicdnal Farm Statne

I1l. 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.

6 Mail Application, Supporting Documentation &
Checklist to the SBA
Mail the cornpleted full Application, Checklist, and Supporting
Docurnents to the SBA at the address shown below:

Srnall Business Administration

Civision of Program Certification and Eligibility
FRobert M. C, Nix Federal Building

200 Market Street, Sth Floar

Philadelphia, P& 19107

Thank you for subritting your application and supporting
docurnentation to the SBA! Once the SBA receives the packet
from you with the signed forms, checklist and supporting
docurnentation, yvou will receive a confirmation that it is being
processed, Subsequent cormmunications from the SBA will be
forthcorming 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 accordance with FAR 52.227-14.
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" Your Small Business Resource

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’

Once the SBA receives the packet from you with the signed forms, checklist and
supporting documentation, you will receive a confirmation that it iz being processed.
Subsequent communications from the SBA will be forthcoming as swarranted.

7 Request Reconsideration by SBA
You may request a reconsideration by ZBA within 45 days of the denial decision. You
have urtil Get 09, 2008 to request refonsideration.

| Request Reconsideration

Individual Form Status
Yol will find detailed status of each form within your application below. You may review an individual ft

e e L Iy T T o L Ll 1 Ot At e e o MY 1 oy O 1 o Qe

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

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 presented with 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/dsp_login.cfm

Il. The main navigation options for this page run along the left side of the page.

I11. 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 navigation bar option
“request SBA User ID, and follow the directions on pp. 12 — 25. 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. Smoll Business Administration

SBA
Your Small Business Resourca
General Login System November 03, 2008

* Forgot User ID? I I "

* Forgot Password?

® Insiructions for GLS SB& Account Login

* Request SBA UserID

* 't SBA Security

Contact SBA Security User ID l:l
passwora: [\
| [ Laogin ] [ Clear l
V.

/ Text Only

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

I. Once a user has logged onto the system, a ‘Terms of Use’ screen is presented.
Il. To accept the terms of use, click the ‘OK’ button.
I1l. If you do not agree to the terms of use, click the ‘Log Off’ button.

U.5. Smoll Business Administrarion

Your Small Business Resourca

General Login System Terms and Conditions

Welcome

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

® 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
darnage.

® Captured data may be disclosed at the discretion of authorized SBA personnel to 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, andfor administrative action. By continuing to use this system, you indicate your awareness of, and
consent to, these terms and conditions.

® LOG OFF IMMEDIATELY if vou do not consent to the conditions stated in this notice. Otherwise click QK to
accept the terms and proceed. ’\

I \\OK ] [ Logoff

2
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ur Small Business Resource

€ user 1s now presented 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 Business Resowrea

The ‘Overview’ also indicates the date the Annual Review submission is due from
the firm. This date is the current 8(a) program year anniversary date plus thirty

days.

-
= powered by symplicity

P

1

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

BARHEMA NC

Overview Instructions /

Complete Required Annual Review Forms

Please complete or updste each form by answering the guestions that appear when you
click on '"CompleteMdpdate Form' for each form below.

You have completed 8 of 8 reguired forms. See below for detailed status of each form.

Assemble Supporting Documentation

You must include certain Supporting Documents to accompany your Annusl Review
forms. & Checklist iz provided to help you organize this material. Viewe and print out the
Checklist by clicking on the appropriste button below . Once you have collected all the
documents listed in the Checklist, sign it. Ensure it is included in the packet with the
supporting documentation that you will mail-in to the SBA. Confirm this step by clicking on
the appropriste button below:

View and Print Supporting Document Checklist:

Print Checklist

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

W

Submit On-Line Input

nload, Pri Annual Review Forms

ity

Mail Annual Review Forms, Supporting Documentation & Checklist

to the SBA

MY SEA FORMS

J Form 14580, 2(a) Annual Update ﬁ
Annual © tion: John Chu
Y en B
Annual Compensation: WILLLAM
Y waro @
Annual © tion: Hubert A,
Pemv Jr. ]
o Form 1010, Busi Information T
( Form 1010, Personal Information 5
o Form 1622 F
o Form 1720 F
o Form 212: John Chu Chu )
o Form 942 wiLLLam nearD T8

o Form 212: Hubert A, Permy, Jr. T
o Form &43: John Chu Chu T

& Form &H3: wiLLlan wearD T

o Form 413: Hubert &, Permy, Jr. 8]
o Form 4506-T: BARHENA INC T8

« Form 4506-T: John Chu Chu T

o Form 4506-T: wiLLLAM wiarD 5
o Form 4506-T: Hubert & Perry, Jr. T
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" Your Small Business Resource

I. The required Annual Review forms are shown in the center section of the Overview
page, below the explanation of the various Steps in the process. The user should
complete or update each form by answering the questions that appear when they
click on 'Complete/Update Form' for each form.

Il. Forms that are not completed, will display with a “red X”.
I1l. Completed forms will appear with a “green checkmark”.

Individual Form Status
vou will find detailed status of eac\fForrn within vour application belaw, ¥ou rmay review an individual
form's completenessz, edit the form, and view a draft copy of the filled-in PDF that will included in
wour full application packet,

ﬂ Form 1450, &(a) Annual Update
2(a) Annual Update

¥ Mot Complete  Wiew Draft Complete/Update Form

EI Form 1010, Business Information

Application for 8(a) Business Developrnent (S8(a) BD) and Small
Disadvantaged Business [SDB) Certification

¥ verified Complete  View Draft  CormpletedUpdate Farm

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

" Your Small Business Resource

V.

SBA8(@) Business Development MIS: Applicant Guide 1.0

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.

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

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

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

2 Assemble Supporting Documentation

ou must include certain Supporting Docurments to accompany
vour Annual Review forms. A Checklist iz provided to help vou
organize thiz material, View and print out the Checklizt by
clicking on the appropriate button below, Once you have
collected all the docurnents listed in the Checklist, sign it
Ensure it iz included in the packet with the supporting
docurmentation that vou will mail-in ta the SBA. Confirmn this
step by clicking on the appropriate button below,

Yiew and Print Suppord cklist:

Print Checklist

To continue, please confin\} that you have collected all
required supporting documentaton and signed the checklist:

-

This documentation is the property of SBA and has been created from materials obtained from
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" Your Small Business Resource

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 |

Il. Once an applicant has submitted the required on-line data, Step 3 will present a
confirmation message .

3 Submit On-Line Input
The data in vour cormpleted Annual Review forms has been
successfully submitted to the SBA. Please continue to the next
step below, Your Annual Review will not be proceszsad until the
SBA receives the packet containing all zigned Annual Raview
formiz, the supporting docurmentation yvou collected above and
the corresponding signed checklist,

I1l. 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

Feview vour cormpleted Annual Review farms and verify that all
the infarrnation is correct. Print it out and sign and date all
formsz in the appropriate signature blocks, including the
attachrient pages. Put the printed, signed and dated Annual
Feview forms in the packet with the Supporting Docurnentation
and corresponding signed Checklist,

LD_uﬂu]Pad, View And Print Completed Annual Review
Forms

| Download And Print Supporting Document Ehecklis}//l—

V.
Ll_H_a_v'_e_Sj_u_n_e'd And Dated All Documents Where
Appropriate.

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

Page 51 of 52



W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. Mail the completed Annual Review to the SBA at the address shown in Step 5.
Il. Select the “lI have Mailed the Completed Packet to the SBA” button to confirm this
step is complete.

5 Mail Annual Review Forms, Supporting
Documentation & Checklist to the SBEA

2 Gateway Center
15th Floor
Mewark, Mew Jersey 07102

Finally, subrnit your electronic application.

I Have Mailed The Completed Packet To The SBA.

I1l. After the step 5 button has been clicked, applicants will see a confirmation message
that their materials have been submitted.

| Applicant View |

BARHEMA IMNC

Owerview

8(a) Program Annual Reyview

Your firm is due for annual review on Aug 23, 2008,

{7l Your application is complete and is being processed.
Show Application Steps

Individual Form Status

“ou will find detailed status of each form within your 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.

V. Subsequent communications about approval, denials, or other requests from the SBA
will be forthcoming as warranted.

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