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Executive Order 2015-11

- Bureau of Diversity, Inclusion and Small Business Opportunities

Application Process

- PA Vendor Registration

- Small Business Procurement Initiative

- Small Diverse Business 

Opportunities

- E-marketplace

 Small Business Reserves

 Formal Procurements

Programs

- Benefits

- Small Business Resources

Todays Topics





Application Process 



www.dgs.pa.gov



PA Vendor

Small Business Procurement Initiative

Small Diverse Business



PA Vendor Registration  

The pa supplier portal, www.pasupplierportal.state.pa.us, is a website 

where you can register your company as a Commonwealth of PA  

Supplier and participate in electronic bidding opportunities

-The Vendor Number is a unique six-digit number assigned to a 

registered Commonwealth Supplier

- As part of registration you will create a User ID and Password

- PA Supplier Portal Help Desk 877-435-7363, option 1





Vendor Registration

https://pasupplierportal.state.pa.us/irj/portal/anonymous





Step 2: Self-Certify as a Small Business



Purpose 

To increase opportunities for small businesses to compete for 
award of Commonwealth contracts as prime contractors. 

Scope

Commonwealth agencies shall identify contracts for award to 
small businesses pursuant to direction provided by DGS, with 
independent agencies also encouraged to participate.

DGS has excluded Emergency and Sole Source procurements 
from the SBPI.

- Race and Gender Neutral Program

- Yearly Renewal

5

Small Business Procurement Initiative (SBPI)



Small Business Self-Certification Eligibility

Small Business Eligibility Criteria

1. The business must be a for profit United States business

2. The business must be independently owned

3. The business must not be dominant in its field of operation

4. The business must not exceed 100 Full-Time Equivalent (FTE) employees

5. The business must not earn more than a maximum 3-year Average Gross Sales by 

Business Type

$7 Million $20 Million $25 Million

• Building Design Services • Procurement Goods 

• Procurement Services

• Construction Contractor & 

Supplier

• Information Technology 

Goods & Services



 Have prepared page 1 of the company’s three most recent federal tax returns in PDF 

format (JPG and TIF also accepted)

• Form 1120

• Form 1120S

• Form 1065, or

• Federal form 1040 Schedule C, Profit or Loss from Business, Sole Proprietorship

 Newly established business? 

• You will be prompted to enter estimated gross sales information. 

 Return being filed on extension? 

• Contact BSBO at 717-783-3119 or RA-smallbusiness@pa.gov for a copy of an 

extension letter which will act as a temporary placeholder until return can be filed 

and uploaded.

• Enter the estimated or anticipated gross sales for that year. 

 Federal Tax Identification Number may be redacted if desired

Small Businesses Self-Certification Application

mailto:RA-smallbusiness@pa.gov




https://pasupplierportal.state.pa.us/irj/portal/anonymous





Small Businesses Self-Certification Application

Small Business

 Step 1: Eligibility Questions

 Step 2: Contact Information

 Step 3: Business Profile 
(UNSPSC classification codes)

 Step 4: Document upload 
(federal tax returns)

 Step 5: Review & Submit

Small Diverse Business

 Step 6: Small Diverse Business 
(3rd party proof)

 Step 7: SDB Verification 
(contractor, manufacturer, stocking/non-stocking supplier)

 Step 8: Review & Submit SDB





Is your business a U.S. Business? A US business is a business headquartered 

in the United States of America.

Is your business independently owned? To be independently owned, the 

business may not be owned or controlled by any other business. A branch 

location or a division of a corporation is not an independently-owned business.

Is your business dominant in its field of operation? A business dominant in its 

field of operation is one that exercises control or major influence in its industry.

Is your business a subsidiary of another company? A subsidiary is a 

company for which a majority of the voting stock is owned by a holding or parent 

company.

Small Business Self-Certification Eligibility



Small Business Self 

Certification 

Registration



Business Types

Procurement Goods: Includes goods, supplies, materials, equipment, and/or environmental remediation 

supplies. Excludes the purchase of services, real property, IT computers, peripherals and hardware.

Procurement Services: Includes all labor and time expended for professional or general services, such 

as training, healthcare, environmental remediation, and consulting. Excludes all services and labor 

associated with Construction, Building Design and/or Information Technology.

Construction: Includes the labor and supplies necessary to build, alter, repair, improve, or demolish any 

structure, building or public improvement.

• Contractor: Applicant can provide construction labor and/or services and may provide goods or      

materials associated with that construction labor or service. 

• Supplier: Applicant provides only construction materials and/or equipment. 

Building Design Services: Includes architectural and engineering services in connection with the design 

or planning of buildings and the space within the site surrounding the buildings.

Information Technology Goods & Services: Includes all goods and services associated with the 

design, development, installation, and implementation of information systems and applications including 

computers, peripherals and/or hardware as well as project management and IT consulting. 

Small Business Self-Certification Eligibility





Full-Time Equivalent Employees

Employment must be calculated on an employee "Full-Time Equivalent" (FTE) 

basis. All full time, part time, temporary or contractual employees, including 

employees of temporary help firms or subcontractors working for the business, 

must be counted against the applicable employment limitation. Please provide the 

exact number of employees - including owners and management personnel for all 

facilities, including those outside of the Commonwealth of Pennsylvania, if 

applicable.

All Hours Worked by All Employees

Total Hours in a Full Time Schedule

Small Business Self-Certification Eligibility



Step 2



Small Business Self 

Certification 

Registration

Step 3



Small Business Self 

Certification 

Registration



Small Business Self 

Certification 

Registration









Small Business Self 

Certification 

Registration



Step 4



Step 5





Certification Confirmation

Small Business Certification is Immediate



Small Business Certificate

Title

Notice of Small Business 

Certification

Certification Number 

1. Vendor ID

2. Initial certification 

Year/Month

3. Designation as Small 

Business (SB)

1 2 3



Step 3: Verify as a Small Diverse Business



Small Businesses Self-Certification Application

Small Business

 Step 1: Eligibility Questions

 Step 2: Contact Information

 Step 3: Business Profile 
(UNSPSC classification codes)

 Step 4: Document upload 
(federal tax returns)

 Step 5: Review & Submit

Small Diverse Business

 Step 6: Small Diverse Business 
(3rd party proof)

 Step 7: SDB Verification 
(contractor, manufacturer, stocking/non-stocking supplier)

 Step 8: Review & Submit SDB



Small Diverse Business Verification Criteria

Verification of Minority, Woman, Veteran, Service Disable Veteran Business Enterprise

1. The business must hold a valid and current certification from at least one of the 

following approved third parties:

1. Unified Certification Program (UCP) from any state – www.paucp.com (Link to PA 

program)

2. Woman’s Business Enterprise National Council (WBENC) – www.wbenc.org

3. National Minority Supplier Development Council (NMSDC) – www.nmsdc.org

4. U.S. Small Business Administration (SBA) 8(a) Business Development Program –

www.sba.gov > Contracting > 8(a) Business Development 

5. U.S. Department of Veterans Affairs Vets First Verification Program –

www.vetbiz.gov

Note: 

May submit for verification at any time

Not limited to time of initial SB certification or recertification

http://www.paucp.com/
http://www.wbenc.org/
http://www.nmsdc.org/
http://www.sba.gov/
http://www.vetbiz.gov/


Review Process

Approximately 14 business days

Small Diverse Business Verification



Small Diverse Business Certificate

Title

Notice of Small Business 

Certification 

AND

Small Diverse Business 

Verification

Certification Number 

1. Vendor ID

2. Initial certification 

Year/Month

3. Designation as Small 

Business (SB) 

AND

Small Diverse Business

1 2 3



Procurement Benefits



Networking

Searchable Online 
Directory

Small Diverse 
Business Program

Small Business 
Program

Technical Assistance



Small and Small Diverse Business Benefits

Searchable Online Directory

− Increase transparency of your business

−Research competition

−Subcontracting opportunities

−Notifications of opportunities, special events and 

networking activities



www.dgs.pa.gov













To search by more than one UNSPSC code you must insert a 

space between each code.



Locating Opportunities



Before you can respond to bids you need to find them

• E-Alerts

• E-Marketplace, www.emarketplace.state.pa.us

"Click Solicitations"

 Not all bids belong to DGS

 Not all bids are found on e-marketplace

E-Marketplace



eAlerts





E-Marketplace





To View Current 

Solicitations>10,000 Invitation To 

Qualify Contracts

Procurement Forecast

To Locate State Wide 

Contracts



Upcoming Procurements







Types of Procurements



Types of Procurements

Invitation For Bid (IFB)

Request for Proposal (RFP)

Statewide Contracts

Invitation to Qualify (ITQ)



• Request for Proposal (RFP) Overview

• Primarily used for Service contracts over $10,000.

• Proposals are evaluated according to a point system, with 

the contract being awarded to the proposal with the highest 

number of points.

• Points can be earned by being or involving a Small Diverse 

Business.



Request For Proposals (RFP) Overview

• Encourages Flexibility and Creativity

• Define Needs – Not Detailed Spec/SOW

• Define Goals – Not How to do it

• Allow scoring of Proposals Based on Pre-established 

Evaluation Criteria

• Consider Factors other than Price: Technical, Cost, 

and Small Diverse Business Participation



Invitation to Qualify (ITQ)

Used for:

- Information Technology (IT) 

- Some training contracts 

- Tier 1 Construction

- Design

•Pre-qualifies potential bidders

•Contracts can be under a Request for Quote (RFQ) 

or Invitation for Bid (IFB)



Statewide Contracts

All state agencies can purchase under the same contract.

- Multiple award contracts

- Single award contracts







Bidding Opportunities



PA eMarketplace







Paper Bid









Electronic Bid











Small Business Reserves 

Invitation to Qualify









5 categories reserved for small 

businesses

Restricted for small business 



Small Business Program





Small Business Construction Program Eligibility

Eligible Projects

• $ $10,000 or greater, but less than $300,000 (Agency)

• Applies to all Agencies within Governor’s Jurisdiction

Non – Eligible Projects

• Equal to or greater than $300,000 (Capital)

• Under $10,000

• 100% of labor force performed by Commonwealth Employees

Projects between $10,000 or greater, but less than $300,000 (Capital)

• Emergency Work

• Sole source procurements

• Leasehold improvements

• Historic Work

• Otherwise approved for exemption by DGS Secretary



SBPI Construction Self-Performance & Subcontracting

• 51% Self-Performance / 49% Subcontracting

• Less Restrictive Subcontracting Requirements

• Not Required to Subcontract with SBPI Vendors, Encouraged to Subcontract 

with SBPI Vendors

• All SBPI Construction Contractors can Now Bid on any Project Between $10K 

and $299,999

• Two Separate Set of Bid Security & Bonding Guidelines

• Lower Range: $10K to $24,999

• No Bid Security

• No Payment or Performance Bond

• Upper Range: $25K to $299,999

• 10% Bid Security 

• Payment & Performance Bonds Equivalent To  – 100% of Contract Value



Small Diverse Program



Small Diverse Business Program 

• Small Diverse Business Program

– Technical, Cost, SDB

– DB weight remains 20% of the total RFP points

• Pre-Proposal Conferences

– Subcontracting Opportunities

– Networking 

• Compliance









Example of 

a sign in 

sheet. 







Calendar of Events

• October 13, 2015 – GACO 28th Annual Procurement Opportunities 

Fair, Mars, PA

• October 22, 2015 – Meet the Buyers, Bethlehem, PA

• October 27, 2015 – Doing Business with the Commonwealth of PA,

Exton, PA

• October 29, 2015 – Opening Doors to State Contracting



Contact Information

Ms. DeShawn Lewis, Director

delewis@pa.gov

Phone: 717-787-7131

Ms. Gayle Nuppnau, Procurement Liaison

gnuppnau@pa.gov

Phone: 717-346-3819

Ms. Paula Murphy, Construction Liaison

pmurphy@pa.gov

Phone: 717-787-8324


