SUBCONTRACT REPORTING REQUIREMENTS FOR ARCHITECT-ENGINEER

 CONTRACTS IN EXCESS OF $500,000 AWARDED TO LARGE BUSINESS FIRMS BY THE JACKSONVILLE DISTRICT

U.S. ARMY CORPS OF ENGINEERS

Congratulations on your recent contract award from the Jacksonville District. As the Small Business Specialist with the Jacksonville District, I am responsible for assisting you in locating small business firms for subcontracting opportunities, and ensuring your firm’s compliance with the subcontract plan that has been approved by the Contracting Officer and made a part of this contract.

The instructions in this document apply to subcontract reporting under this contract. The Standard Forms (SF) 294 and 295 are forms you will use to fulfill your requirement to report subcontract award data. Instructions for completion are on the reverse of each form. Although both forms are used to report subcontract data, the data is calculated very differently.

Current versions of these forms have been enclosed with this letter.  However, you are required to submit data on the most recent form, and so should check the General Services Administration (GSA) website for possible updates.  The GSA website is 

http://contacts.gsa.gov/webforms.nsf/(formslist)?openform&view=(byNumber)&category=GSA+Forms&expandview&count=1000.

The reporting periods and due dates are as follows:

Reporting Period
Due date

1 Oct - 31 Mar      
  30 Apr 

1 Apr - 30 Sep       
  30 Oct

Not later than the due date, the reports shall be submitted to (1) the SBA Commercial Marketing Representative responsible for your contract (listing available at http://www.sba.gov/GC/indexcontacts-cmrs.html); and (2) my office at the address indicated at the end of these instructions.  Please ensure the reports are submitted in a timely manner, as the data will be electronically submitted to the Department of Defense.  One purpose of the data is to determine if small business concerns are receiving a fair portion of work under Federal contracts. 

For both forms, the following applies:

a. Block 2 - Contractor’s Identification Number. This number is the DUNS number assigned to your firm at the contract award address. Do not insert your TIN or other number.

b. Remarks - Use the remarks block on each form to provide justification for poor performance against assigned goals, as well as proactive measures you intend to take to improve performance. Also, if your subcontracting plan has a goal for emerging small business concerns, use this block to report the dollars and percentage of awards to these concerns.

c. As of the date you were awarded this contract, reports are required for every period, regardless of whether or not subcontracts have been awarded. For instance, if your contract is dated 5 March, but you have not started work as of 31 March, you must submit the SF 294 report for the period 1 Oct - 31 Mar and indicate zero subcontract award dollars. The SF 295 must also be submitted, and if this were your only Corps contract, it would also state zero subcontract award dollars.

Special instructions for the SF 294. The SF 294 must contain cumulative subcontracting dollars from the inception of the contract through completion. Therefore, for each subsequent report, the dollars in the "Actual Cumulative" column will either increase or stay the same. The dollars and percents in the "Current Goal" column should reflect the goals outlined in your subcontract plan. These figures will only change if the total contract award amount is modified 

(i.e., an option is exercised or a modification affecting the contract value is executed). A final (Block 5) SF 294 must be submitted prior to/with the request for final payment under the contract. The SF 294 is one of the tools used by the government when completing the subcontract plan compliance section of your performance evaluation. Block 7 is used to indicate whether the report is from you as a prime contractor, or from one of your subcontractors under the contract who is required to submit a subcontracting plan. The prime contract number should always be the Corps contract number (i.e., DACW17-03-D-xxxx). The subcontract number block would be the contract number between you and your large subcontractor who is required to submit a subcontracting plan. Block 9 should be completed in accordance with your subcontract plan.

Please ensure that the data on the SF 294 report:

1.  Contains data for the specific contract only.

2.  Contains cumulative subcontract award data from inception of the contract.  

3.  Contains the DUNS number in block 2 (not your CEC or Tax Payer ID number) that applies to the name and address in Block 1.

4.  At Block 5, if the contract is still open at the end of the reporting period, this block should be marked “Regular.”  If you do not anticipate any further subcontract awards under the contract, mark this block “Final.”  If you have previously provided a final SF294 for the contract, you do not need to send another one.

5.  At Block 6, place an “x” in the Army block, and write beside it “Corps of Engineers.”

6.  You must require contractors that are not small business concerns to whom you have awarded a subcontract in excess of $500,000 ($1M for construction work) to file a report to you on their subcontract awards.  A copy of their report must be provided to the address indicated above.

7.  The “Current Goal” dollars and percentages in Block 10 should reflect the amounts agreed upon in your subcontract plan.  If an option has been exercised, please ensure the amounts include the base plus option dollars.

8.  If you have failed to achieve any of the goals, please include the reason(s) in Block 13 and the good faith efforts you have taken to attempt to achieve the goals.

9.  If your contract includes goals in areas other than those listed (i.e., Emerging Small Business Concerns), include that performance information in the remarks section.

Special instructions for the SF 295. The SF 295 submission must contain cumulative data by fiscal year for all Corps of Engineers contracts. Therefore, if you have contracts with three Corps Districts, you will submit the same SF 295 to each District. Data for Corps contract awards is reported separately from Department of Army contract awards. Affix an "x" in Block 6 of the form at Army, and annotate "Corps of Engineers." Block 5, Type of Report, should indicate "Final" only when, at the end of a reporting period, you are not performing work on any Corps of Engineers contract. The data on this form is for subcontract awards under all Corps contracts, including those that do NOT have subcontract reporting requirements. In other words, for those Corps construction contract awards that you have received of less than $500,000, even though you were not required to submit a subcontracting plan, the subcontracting awards made under those contracts should be included in this data.

Please ensure that the data on the SF 295 report:
1.  Contains data for Corps of  Engineers contracts only.

2.  Is cumulative for subcontracts awarded during the specific reporting period only.

3.  Contains the DUNS number in block 2 (not your CEC or Tax Payer ID number) that applies to the name and address in Block 1.

4.  At Block 5, if you have any open contracts with the Corps at the end of this reporting period, this block should be marked “Regular.”

5.  At Block 6, place an “x” in the Army block, and write beside it “Corps of Engineers.”

6.  Block 18c must be signed by the CEO.

In addition to documents detailing your subcontract awards, it is recommended that your subcontract plan administrator maintain a file with a copy of the SF 252 (contract award form), and all contract clauses related to the small business program (i.e., any clauses beginning with 52.219-xxxx), the subcontract plan, the reporting instructions letter with enclosures, subcontractor size certifications, and all SF 294 and SF 295 reports. On a random basis, I personally conduct or request SBA to conduct a subcontract plan surveillance review. Should your firm be selected, these are the documents that would be needed to conduct the review. 

If you have any questions on your firm’s responsibilities in this area, please contact me by phone at (904) 232-1150, by fax at (904) 232-2748, or by e-mail at debra.k.overstreet@usace.army.mil.

Your cooperation is greatly appreciated.       

                                          





 /s/

DEBRA K. OVERSTREET

Deputy for Small Business

Mailing Address:

US Army Corps of Engineers

Attn:  D. Overstreet, CESAJ-SB

PO Box 4970

Jacksonville, FL  32232-0019
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