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Navigating the River of Red Tape

Newcomers to the federal marketplace are frequently stunned by the red tape requirements associated with getting started in federal contracting. Let us lay it out for you in easily digested pieces. 

There are some basic requirements anyone who wants to sell products or services to the federal government has to do: 

1.
Obtain a DUNS Number

2.
Register at the Central Contractor Registration (CCR) website
3.
Complete the Representations and Certifications package at ORCA 
4.
File a Vets 100 Report 
Then, depending on the specific solicitation or Request for Proposal, you may need to submit:

5.
Past Performance Evaluation Report (D & B Open Ratings Report)

To determine whether your company qualifies for a small business set aside or preference program, you need to first: 

6.
Determine whether Your Company is a Large or Small Business
7.
Qualify for Small Business Preference Programs
8.
Ascertain how much Contract Revenue Must Go to the Small Business under a Set-aside
Obtaining a DUNS Number

To do business with the federal government you have to have a DUNS Number. The Data Universal Numbering System (DUNS) generates a unique nine-digit identification number provided by Dun and Bradstreet (D&B). Getting a DUNS number is free and typically can be obtained in one business day. Submit your request by phone or online.

To Obtain a DUNS Number by Telephone
 

Contact the D&B Government Customer Response Center for the U.S. and U.S Virgin Islands at 1-866-705-5711; for Alaska and Puerto Rico call 1-800-234-3867 (Select Option 2, then Option 1). You will need to provide the following information: 
 

Your name & email address
Company name including Trading As (T/A), Doing Business As (DBA), or any other name by which your company is commonly recognized 
Company Address, City, State, and Zip Code 
Mailing Address (if separate) 
Telephone Number 
Contact Name, if other than you 
SIC Code (Line of Business) If you don’t already know your SIC Code (Standard Industrial Classification Code) visit the SIC Code List at OSHA. 
Number of Employees at your location 
Headquarters name and address (if there is a reporting relationship to a parent corporate entity) 
Is this a home-based business?
To Obtain a DUNS Number Online 
 

Go to the D&B website at Welcome to the D&B D-U-N-S Request Service for U.S. Federal Government Contractors and Grantees.
You will need to provide the same information outlined above for a telephone request.
 

D&B Customer Service: contact: govt@dnb.com
Central Contractor Registration

Effective October 1, 2003, any organization (excluding those seeking grants) that wants to do business with the federal government under a FAR-based (Federal Acquisitions Regulations) contract must register in the Central Contractor Registration (CCR) database before being awarded a contract.
CCR (Formerly Pro-net) is an online database containing information on nearly 600,000 registrants. It serves as a search engine for contracting officers, a marketing tool for small companies, and as a link to procurement opportunities and other important information. CCR registration is free to small businesses. As a prerequisite, you must have a DUNS Number. When you register online with CCR, you will receive a temporary confirmation number, a Trading Partner Identification Number (TPIN) and a Marketing Partner Identification Number (MPIN). 
If you are unable to complete your application during your initial session, keep a record of your temporary confirmation number so that you can finish the registration process later. Your TPIN and MPIN numbers serve as passwords for logging into related systems. More info on TPIN and MPIN below. To register with CCR:

1. Access the CCR online registration and click on “Start New Registration.” 

2. CCR Customer Service: Call 866-606-8220 or 334-206-7828, or visit the online CCR Help page. 

3. You will be asked to select one of the following:

· I am not a U.S. Federal Government entity.

· I am a U.S. Federal Government entity, required by my trading partner to register in CCR (e.g. CAGE Code).

· I am a U.S. Federal Government entity registering for intra-governmental transactions.

The applicable selection for most Fedmarket customers is #1, “I am not a U.S. Federal Government entity.” Selecting #3 will direct you to the federal Agency Registration (FedReg) system.

You will need to supply the following information to register in CCR:

Mandatory General Information

DUNS Number

Legal Business Name and Doing Business As (DBA) Name
U.S. Federal TIN

Physical Street Address -- P.O. Box, and c/o may not be used in this space. You may not register a branch of the business using the branch address and the headquarters DUNS Number

City, State -- As listed with Dun & Bradstreet
Country -- As listed with D&B

Mailing Address Information -- If you are unable to receive mail at your physical address, enter a proper mailing address. A P.O. Box is permissible here.

Business Start Date – The date the business was formed or established in mm/dd/yyyy format

Fiscal Year End Date -- The date your fiscal year closes in mm/dd format

Average Number of Employees, including all affiliates

Average Annual Receipts, including all affiliates -- As of May 7, 2008, registrants are required to reenter and validate receipts and number of employees annually

Mandatory Corporate Information

Type of Relationship with the U.S. Federal Government: Options presented are (i) Grants; (ii) Contracts (this option is for those who plan to respond to federal government contracts; (iii) Both Contracts and grants
Type of Organization – Corporate Entity, Partnership or Limited Liability Partnership, etc.  

Profit Structure – Profit, non-profit, etc. 

Goods/Services

NAICS Codes – You must supply at least one NAICS Code for your registration to be complete. NAICS codes (North American Industry Classification System) classify businesses by their primary type of activity and are used by federal statistical agencies to analyze data related to the U.S. business economy. NAICS replaced the Standard Industrial Classification (SIC) system in 1997. 
SIC Codes – List all classification codes that apply to your products and services. You must supply at least one valid SIC code for your registration to be complete. 
Financial Information -- All registrants must complete the Financial Information section. 
ABA Routing Number – This must be the Electronic Funds Transfer (EFT) number, (not wire transfer) ABA (American Bankers Association) Routing Number. 

Account Number, Type, and Lockbox Number – Enter the account number to which you want your EFT payments deposited. If you want to use a lockbox, enter the appropriate account number and select “checking” under account type. 
Automated Clearing House (ACH) – Enter contact information for the ACH coordinator at your bank. Note that email addresses requested under the contact entries refer to Internet email, not a local area network address within your office. Phone numbers should be entered without dashes in “5556667777” format.
Remittance Information – Address to receive a paper check in the event an EFT transfer does not work. The name line should indicate the party to whom the check should be made payable to.
Accounts Receivable --Enter contact information for the accounts receivable point of contact for your company. An email address is required.

Credit Card Information – Indicate whether you accept credit cards for payment (yes of no).

Point of Contact

Registrant Name – Also known as the CCR Primary POC. This cannot be the name of the business. Only the Primary and Alternate POC will receive the CCR TPIN via email and be authorized to share information with CCR Helpdesk personnel.
CCR POC Alternate – Provide name, phone number, and email address

Electronic Business POC – Provide name, phone number, email address, and pertinent contact information. All contact methods are mandatory.

Marketing Partner ID Number (MPIN) – Self-created access code.
Completing Your Registration

Complete and submit the online registration. All mandatory information must be provided in order to complete the online registration. The system will automatically notify you of deficiencies when you click “Validate/Save Date” on each page. 

Provided you have the necessary information, online registration takes approximately 1 hour. New registrations usually take 3 to 5 business days to process once completed. 
Upon successful submission, the CCR Primary and Alternate POC will receive notice by email. Receipt of your TPIN is your confirmation that you have successfully registered in CCR. 

For comprehensive CCR registration information, please refer to the CCR User’s Guide. 
CCR Customer Service Desk: (8am - 8pm Eastern Time)

866-606-8220
334-206-7828
DSN: 809-463-3376 (then dial toll free number) 

For technical assistance, email Contact CCR Customer Service. 
CCR Additional Information

You must update your CCR registration to reflect all NAICS codes that apply to your offer. Contracting Officers will check your CCR registration to ensure that the applicable NAICS codes are listed. Your offer could be rejected if your registration is not updated with the information. 

You will receive an MPIN upon CCR registration. 

Trading Partner Identification Numbers (TPINs) and Confirmation Numbers are no longer issued and are not accepted to access a registration as of December 21, 2009. The TPIN process has been replaced by a user account accessed by a user ID and password. Active registrations that do not have a user account associated with them after December 21, 2009 will not be able to convert to the user ID and password by means of their DUNS and TPIN. They will have to contact the Federal Service Desk for assistance at 866-606-8220 or 334-206-7828. For DSN, dial 809-463-3376, wait for a dial tone, and then dial 866-606-8220. Click Here for assistance. 
A Marketing Partner ID Number (MPIN) is a personal code that allows you to access other government applications such as the Past Performance Information Retrieval System (PPIRS) and the Online Representations and Certifications Application (ORCA). The MPIN acts as your password in these systems, and you should guard it as such. The MPIN is created in CCR by the registrant and must have nine characters, containing at least one alpha character (can be entered in upper or lower case) and one number. No spaces or special characters are permitted. 

If you choose to change your MPIN, please keep in mind that it may take 24-48 hours for other government systems to recognize your new MPIN.

An Employer Identification Number (EIN), also known as a Federal Tax Identification Number, is used to identify a business entity, and is assigned by the Internal Revenue Service. If you do not know your TIN/EIN, contact the IRS at 1-866-255-0654 (Option 4). If you operate as an individual sole proprietorship, you may use your Social Security Number if you do not have a TIN/EIN. You can also apply for an EIN online. This is a free service offered by the Internal Revenue Service. You must check with your state to determine whether you need a state number or charter.

Generally, businesses need a new EIN when their ownership or structure has changed. Although changing the name of your business does not require you to obtain a new EIN, you may wish to visit the Business Name Change page to find out what actions are required if you change the name of your business. 

IRS Help Desk: (800) 876-1715 toll-free from within the United States and Canada, or (319) 464-3291 from international locations.

IRS Help Page
CCR will forward the name and TIN you provide to the IRS. The IRS will confirm that the TIN and Taxpayer Name combination match their records exactly. A match is required in order to complete registration. No other data is exchanged with IRS. If your taxes are filed under another name, you need to use that name to register. 

IRS Customer Service: If you have questions on a failed match to your EIN, please contact the IRS at 1-866-255-0654 (Option 4). 
Social Security Administration Customer Service If you have questions on a failed match to your SSN, please contact the Social Security Administration at 1-800-772-1213. 

Average Annual Receipts including all affiliates means "total income" (or in the case of a sole proprietorship, "gross income") plus "cost of goods sold" as these terms are defined and reported on Internal Revenue Service tax return forms. Receipts are averaged over a concern's latest three (3) completed fiscal years to determine its average annual receipts. This information, along with the number of employees, is forwarded to the Small Business Administration (SBA) in order to determine your business size using SBA's official size standards for your industry. 
Registrants are required to annually reenter and validate receipts and number of employees.
Organizations that sell or generate electricity, refine petroleum, or that are financial institutions will be required to provide additional data, including the following: 
Sale or generation of electricity: (NAICS codes 221111, 221112, 221113, 221119, 221121, 221122): Total megawatt hours for the preceding fiscal year. 

Petroleum Refineries: (NAICS code 324110): Number of barrels per calendar day; total Operable Atmospheric Crude Oil Distillation capacity 

Financial institutions: (NAICS codes 522110, 522120, 522130, 522190, 522210, 522293): Average assets as reported on the fourth quarterly financial statements for the preceding year. Assets are defined according to the Federal Financial Institutions Examination Council 034 Call Report Form.    
Goods and Services Information shall include but is not limited to, NAICS code, SIC code, Product Service (PSC) code, and Federal Supply Classification (FSC) code.

Electronic Data Interchange (EDI) Information shall include, but is not limited to, the EDI point of contact and his or her telephone, email, and physical address. (*Note: EDI Information is optional and only needs to be provided by businesses interested in conducting transactions through EDI.)
Determining Whether Your Company is a Large or Small Business
The small business status of a company is important for federal contracting set-aside programs. The determination of business size for federal procurement purposes is based on North American Industry Classification System (NAICS) codes. Federal contracting officers determine the NAICS code(s) for each specific task within a procurement. Thus, your company may be considered small for one procurement and large for another. 

Small business size standards are based on the company's annual revenue or its number of employees. Federal business size standards are promulgated by the Small Business Administration (SBA). 

Size standards are applied based on company affiliations, not just to the company itself. Therefore, if you are owned by a parent corporation, your size is determined by the size of the parent corporation. Internet sites publishing NAICS Codes and SBA Size Standards are as follows:
NAICS Codes
SBA Size Standards
Determining Number of Employees: In order to determine the number of employees, compute the average of full and part-time employees employed over the latest 12 months. The employee count should include persons employed by the parent organization, all branches, and all affiliates worldwide. Prorate any employees who have been employed by the company over the past twelve months but served less than a full year. 
 

Determining Average Annual Receipts: To determine your average annual receipts, calculate your average annual receipts over the latest three (3) completed fiscal years. This calculation should include receipts of the parent organization, all branches, and all affiliates worldwide. If a concern has not been in business for three (3) years, the average weekly revenue for the number of weeks the concern has been in business is multiplied by 52 to determine its average annual receipts.

Foreign Owned Companies: A foreign owned company could be considered a small business for federal procurement provided it meets the definition in Small Business Administration (SBA) regulations, 13 C.F.R. §121.105. The company must be organized for profit, located in the United States, operate primarily within the U.S., make a significant contribution to the U.S. economy through the payment of taxes, or use American made products, materials or labor. Most foreign corporations would not qualify as American small businesses because of the requirement for a US office and that the business primarily operates in the US. Joint ventures of foreign corporations with US offices and operations require case-by-case determinations. 

Note: The small business size standard for a company that submits an offer in its own name, but proposes to furnish an item that it did not itself manufacture, is 500 employees.

Representations and Certifications and ORCA registration

Effective January 5, 2005, each government contractor must complete and submit representations and certifications electronically via the Business Partner Network (BPN), although certain exceptions apply. This process is known as the Online Representations and Certifications Application (ORCA). ORCA was developed as an Integrated Acquisition Environment (IAE) E-Government initiative designed to reduce the administrative burden on vendors, who under the earlier system had to submit the same paper-based representations and certifications repeatedly for various solicitations. Prospective contractors are now required to complete electronic representations and certifications annually via the ORCA website/BPN and to update the representations and certifications as necessary. At a minimum, you must update your ORCA registration annually to ensure that it is kept current, accurate, and complete.

To register online, visit ORCA.

You will need the following information to complete your ORCA registration: 

1. Active record in CCR

2. CCR MPIN

3. DUNS number

The Sample ORCA Questionnaire may help you in completion of ORCA. 

Past Performance Evaluation Report (D & B Open Ratings Report)

Some federal contracts require that a Past Performance Evaluation (PPE) of your company be submitted as part of your proposal. The federal government uses Open Ratings Inc. (ORI--a Dun and Bradstreet Company) to conduct the questionnaire-based evaluation using information provided by between 6 to 20 prior customers. You provide the references. 

Open Ratings charges $185 (plus applicable taxes) to perform the evaluation. More and more federal agencies are beginning to use Open Ratings evaluations as part of their procurement process. ORI states that the evaluations are valid for six months; some agencies, such as GSA, will accept reports that have been conducted within the past year. However, since each agency can have different policies, you will need to check the solicitation package to determine its particular requirements. Submitting an evaluation that is held to be too old will result in rejection of your proposal.

For references, you should use customers for whom you performed work or sold products relevant to the specific contract you are making an offer on. Qualify your references by telephone prior to sending their name to ORI--i.e. call your references and ask them whether they are able to provide you with an excellent rating. If they can’t, or they hesitate, you should probably consider other references. 
Any negative feedback contained in the PPE report must be addressed in your proposal. Explain what actions your company has taken to minimize the problems that resulted in negative feedback.

REQUEST A PPE TODAY
Request a past performance evaluation of your company today at the Open Ratings Website. Not having a completed PPE is one of the primary causes of delay in submitting proposals to GSA. Have the following information ready when placing the order:

· Your email address and identifying personal information

· Your organization’s DUNS Number (or organization name, telephone number, and complete address)

· 10-20 customer references with the following information for EACH reference you provide: contact name, company name, telephone number, and email address

· Name, email address, and address of where to send the completed report (1) to yourself; and (2) to the agency promulgating the solicitation that you’re responding to. The specific agency address is listed in the solicitation.

Open Ratings will contact your references and ask them to complete a short email survey. Open Ratings requires that at least four (4) individual evaluations are submitted in order to complete the overall evaluation report of your company. How many references you decide to submit is a subjective judgment. Ten (10) is the suggested minimum to be submitted to Open Ratings for evaluation because not all of your references will respond. 
Go to Open Ratings to access the simple online order form. Pay the $ 185 fee by credit card and submit the form. 

Frequently Asked Questions/Help
Open Ratings Customer Service: (727) 329-1184 or via email at reports@openratings.com.

Once a reference completes the survey or opts out, no further contact is made. If the reference does not respond to the original email, two further reminder email requests are sent. After 13 days, if Open Ratings has received at least 4 completed surveys their call center will attempt to contact your references via telephone. They will keep the order open for another 8 days or until at least 50% of surveys are completed, whichever comes first. The order is then closed. 

Receiving Your Completed Reports
Open Ratings may take several weeks to complete your PPE. The timeframe depends on Open Ratings’ workload and the responsiveness of your references. It's important, therefore, to request the report as quickly as possible.

Once the report is completed, Open Ratings will email the report to you and forward a copy to the agency provided on your order form. You can use your evaluation report for more than one proposal.

Frequently Asked Questions
Question – Can a government agency (or one of its employees) be used as a reference?
Answer – Yes, a government agency (or one of its employees) may be used as a reference.
 

Question – Can my company list more than one reference from a particular company or government agency?
Answer – Yes, if the additional references from that one company or government agency have an independent basis upon which they may judge your company’s performance. 
 

Question – May a business list a customer that is located overseas as a reference?
Answer – Yes, you may.
 

Question – Our Company, acting as a subcontractor on a government contract, does business with a prime contractor. Who is our customer--the prime contractor or the government agency for which the work was performed?
Answer – In the situation described above, the prime contractor would qualify as your customer (not the government agency).
 

For further information on the Past Performance Evaluation, go to Open Ratings How to Read a PPE or PPE Frequently Asked Questions.

Sample Evaluation Report

	 
OPEN RATINGS – PAST PERFORMANCE EVALUATION
**SAMPLE SURVEY – INFORMATIONAL PURPOSES ONLY**
After your Open Ratings order is processed, Open Ratings will directly email a survey to the Customer References you provided). Following are sample survey questions.
 

	Please think about your experiences the last time you purchased from or did business with this supplier when answering the following: 
	Please indicate only one number for each question
   Not at all                                                                Extremely
	Comments

	1
	Overall, how satisfied do you feel about the performance of this company during this transaction?
	                0     1     2     3     4     5     6     7     8     9     10
	 

	2
	How reliably do you think this company follows through on its commitments?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	3
	How closely did your final total costs correspond to your expectations at the beginning of the transaction?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	4
	How well do you think the product/service delivered matched your order specifications?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	5
	How satisfied do you feel about the timeliness of the product/service delivery?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	6
	How satisfied do you feel about the quality of the product/service provided by this company?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	7
	How easy do you think this company is to do business with?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	8
	How satisfied do you feel about the attitude, courtesy, and professionalism of this company’s staff?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	9
	How satisfied do you feel about the customer support you received from this company?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	10
	How responsive do you think this company was to information requests, issues, or problems that arose in the course of the transaction?
	    N/A    0     1     2     3     4     5     6     7     8     9     10
	 

	11
	How long have you been doing business with this company?
	 

	12
	Approximately how much do you spend with this company annually? (US$)
	 


 

Vets-100 Registration and Reporting
Companies with federal contracts meeting specific price thresholds must file a Federal Contractor Report on Veterans’ Employment--the Vets-100 or 100A Report. The report enables the Veterans’ Employment and Training Service to compile data on federal government contactors’ employment of veterans. The report is used for statistical purposes only. Only US-based businesses are required to file a report. 

Companies must file the annual report by September 30 regardless of the number of veterans you employ.

Submittal Guidelines
Visit the US Department of Labor Vets page DOL VETS-100 and register to get a password or login using your company name. Provide an email address if you would like to receive submission notification by email.

You will need a Company Number to access the online system. If you do not have a Company Number, select the “Need Company Number” icon at the bottom right of the “VETS-100 User Login Page”. You will be emailed a company number to use for the online filing of the report. To obtain a Company Number, you will need to provide your EIN number, Company name, address, and email address. There is no fee associated with a VETS-100 filing.

Contact the VETS-100 Help Desk at (301) 586-1580 or email helpdesk@vets100.com for assistance. 

For questions about the Vets-100 Report visit Veterans' Employment & Training Service (VETS) - 100/100A Federal Contracting Program Reporting. 
You will receive an email with a PDF copy of your completed Vets-100 Report following submittal of the report.

Verification of Report Filing is not required in your proposal. Filing the Vets-100 Report is the only action that you need to take for proposal submittal purposes. GSA verifies the filing of your report.

Qualifying for Small Business Preference Programs
Small business preference programs are summarized below.

	Small Business Type
	Certification Requirement
	Competition Rules

	Any small business
	Self-certified.
	All procurements under $100,000 are set aside for small businesses

Open competitively to any small business that qualifies according to the size standards 

	Small Disadvantaged Business
	Applicants certified by the SBA.

Per federal regulations, 51% of the business must be owned by disadvantaged individuals. 
	Sole-source contracting permitted up to the following limits:

$5,000,000 for a procurement within the North American Industry Classification System (NAICS) codes for manufacturing; and

$3,000,000 for a requirement within any other NAICS code 

	Alaskan Native Corporation
	Applicants certified by SBA
	Uncontested sole source awards of any amount allowed 

	Veteran-Owned Small Business
	Applicants certified by the VA.

Per federal regulations, 51% of the business must be owned by a veteran. 
	Sole source awards to VOSB are allowed with certain caveats: (1) the requirement can be satisfied only by one VOSB, (2) the award will be less than $3 Million ($5.5 Million for manufacturing), (3) VOSB is a responsible contractor (the VOSB can perform the contract), and (4) the price is reasonable.


	Service-disabled Veteran-Owned Small Business
	Applicants certified by the VA.

Per federal regulations, 51% of the business must owned by a disabled veteran. 
	Sole source awards to SDVOSB are allowed with certain caveats: (1) the requirement can be satisfied only by one SDVOSB, (2) the award will be less than $3 Million ($5.5 Million for manufacturing), (3) SDVOSB is a responsible contractor (the SDVOSB can perform the contract), and (4) the price is reasonable.

	Business located in a Historically Underutilized Business Zone (HUB Zone)
	Principal office must be, among other criteria, within defined HUB Zones

Certification required by SBA based on criteria specified in federal regulations 

Application for certification sent to SBA 
	Procurements are set aside for HUBZone small business concerns if the contracting officer had a reasonable expectation of receiving offers from two responsible HUBZone concerns and the award would be made at a fair market price

	Women- owned Small Business (preference program in the developmental stage)
	New set-aside program for WOSB will be implemented in late 2010.
	Click Here for a seminar about program status.


Under the preference programs discussed above, the contracting officer has the prerogative of sending the opportunity out to more businesses than required under the rules. For example, applicable federal procurement rules may permit a contracting officer to sole source a contract to a small disadvantaged business but he or she may elect to allow a number of small businesses to participate in the bidding. Most don't because a majority of the contracting offices are understaffed, additional competition is not required, and it creates more work and elapsed time.

Percent of Contract Revenue That Must Go to the Small Business under a Set-aside

Small Business set-aside rules vary depending on the nature of the contract:
(1) Services (except construction), at least 50 percent of the cost of personnel for contract performance must be spent for employees of the small business concern or employees of other small business concerns;

(2) Supplies (other than acquisition from a non-manufacturer of the supplies), at least 50 percent of the cost of manufacturing, excluding the cost of materials, will be performed by the concern or other small business concerns;

(3) General construction, at least 15 percent of the cost of the contract performance incurred for personnel will be spent on the concern's employees or the employees of other small business concerns; or

(4) Construction by special trade contractors, at least 25 percent of the cost of the contract performance incurred for personnel will be spent on the concern's employees or the employees of other small business concerns.
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