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SMALL BUSINESS SET-ASIDE/SECTION 8(a) REVIEW

I.
OBJECTIVE:  This Contract Specialist Guide (CSG) establishes the procedures for obtaining small business set-aside/Section 8(a) reviews.

II.
APPLICABILITY:  This CSG is applicable to all NNSA acquisitions exceeding $2,500, except purchase card transactions.

III.
REQUIREMENTS:  NNSA is fully committed to the inclusion of the entire small business community (small business, small disadvantaged businesses, 8(a) firms, women-owned small businesses, HUBZone small businesses, veteran-owned small business and qualified Native American entities) in all of NNSA’s programs.

A.  NNSA reserves all non-management and operating (M&O) contract requirements (new and follow-on) for small business.

1.  Acquisitions over $100K, which are NOT set aside for small business, require approval by the Director, Office of Acquisition and Supply Management, and the Deputy/Associate Administrator of NNSA.  

2.  Acquisitions up to $100K are automatically set aside for small business concerns in accordance with FAR 19.502-2(a).  If the contracting officer (CO) does not proceed with a set-aside and purchases on an unrestricted basis, review/coordination by the Small Business Program Manager (SBPM)( is required.

B.  The process for small business set-aside review follows (refer to attached flowchart):

1.  Acquisition strategy planning, involving the program/project manager (PM), contract specialist/CO, SBPM and other appropriate members of the acquisition team (e.g. Office of Chief Counsel, Acquisition Support Team, Pricing Team, etc.), is initiated before preparation of the procurement request (PR).  The early planning will consider set-aside alternatives (HUBZone, small business, and service-disabled veteran-owned small business), the 8(a) Program, and other means to enable maximum participation by the small business community (FAR 19.202).  Market research strategy shall also be addressed.

2.  The SBPM shall recommend a North American Industry Classification System (NAICS) code for the acquisition.  

3.  The contract specialist/CO and PM, in coordination with the SBPM, conduct market research appropriate to the circumstances (FAR Part 10), taking into account the nature of the requirement, previous acquisition history, known sources capable of meeting the requirement, etc.  A market survey or "sources sought" FedBizOpps synopsis may be issued to reach a wide range of prospective sources.  Market survey results shall be evaluated by the PM, contract specialist/CO and SBPM.  The SBPM shall recommend sources and/or set-aside, as appropriate, to the contract specialist/CO.
4.  Whenever market research indicates that a set-aside is feasible, the contract specialist/CO proceeds with the acquisition.  For actions over $100K, the DOE F 4220.2 is prepared and SBPM review/coordination obtained.

5.  When market research indicates that set-aside of an action over $100K is not feasible, the contract specialist/CO forwards the DOE F 4220.2 with supporting rationale for SBPM and Small Business Administration Procurement Center Representative (PCR) review/coordination, and submits the package for approval in accordance with NNSA Policy Letter, BOP-003.0304R2, Coordination and Approval Process (CAP) of Contract Actions, dated November 7, 2003.  When market research indicates that a set-aside of an action up to $100K is not feasible, the contract specialist/CO prepares appropriate justification, completes the DOE F 4220.2 and forwards with supporting rationale for SBPM review/coordination.

6.  CO disagreements with PCR recommendations are processed in accordance with FAR 19.505.

IV.
RESPONSIBILITIES:

A.  NNSA contract specialists/COs within the Service Center and Site Offices

1.  Promote small business and other socioeconomic program set-asides, the 8(a) Program, teaming arrangements and joint ventures that will increase opportunities for small business participation in NNSA procurements.

2.  Participate in acquisition planning and conduct market research appropriate to the circumstances of each acquisition.

3.  Obtain approval in accordance with the CAP prior to issuing solicitations for unrestricted competitions above $100,000.  Obtain SBPM review/coordination prior to issuing solicitations for unrestricted competitions up to $100,000.

4.  Comply with regulatory and procedural guidance as provided in this CSG.

B.  NNSA Small Business Program Manager (SBPM)

1.  Advocate small business and other socioeconomic program set-asides, the 8(a) Program, teaming arrangements and joint ventures that will increase opportunities for small business participation in NNSA procurements.

2.  Participate in the acquisition planning process and make recommendations to set aside the procurement for small business (HUBZone, small business, and service-disabled veteran-owned small business) and the 8(a) Program, as appropriate.

3.  Recommend a North American Industry Classification System (NAICS) code for acquisitions covered by the CSG.

4.  Conduct market research in coordination with the contract specialist/CO and PM, recommending sources to the CO, as appropriate.

5.  Review and coordinate on Section 8(a)/Small Business/LSA Set-Aside Form DOE F 4220.2; request Small Business Administration Procurement Center Representative (PCR) review/coordination on actions over $100K which are not set aside.  Make DOE F 4220.2 available for review by the PCR upon request.

C.  Program/Project Managers

1.  Promote small business and other socioeconomic program set-asides, the 8(a) Program, teaming arrangements and joint ventures that will increase opportunities for small business participation in NNSA procurements.

2.  Participate in acquisition planning and conduct market research appropriate to the circumstances of each acquisition.

VI.
REFERENCES:
Administrator Brooks’ memorandum of August 29, 2002, NNSA Commitment to Small Business Programs 

Federal Acquisition Regulation Part 10, Market Research, and 


Part 19, Small Business Programs

NNSA Small Business Strategic Plan Acquisition Letter 2004-03, Small Business Programs, dated May 5, 2004

NNSA Policy Letter, BOP-003.0304R2, Coordination and Approval Process (CAP) of Contract Actions, BOP-003.0304R2, dated November 7, 2003

VII.  POINT OF CONTACT:

The point of contact for this CSG is the Acquisition Support Team, Management Support Systems Department, Service Center.

APPROVED:

 / S /Robert R. Gibson, III
_______________________

Robert R. Gibson, III

Head of the Contracting Activity

Office of Acquisition and 

  Supply Management, NNSA HQ
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( The SBPM is located at the Service Center Office of Business Services.
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