DBE Goal/Clearance Process

Contract Administrators must follow this process if a Contract is funded in whole OR in part with federal dollars.
DBE Goal Setting

Contract Administrator Tasks:

· The Contract Administrator must complete the Certification Form making sure to check the "Yes" box for Federal Funding. If applicable, develop the Request for Proposal (RFP) or Prequalification Announcement.
· The Contract Administrator must submit the Certification Form, RFP or Prequalification Announcement (Announcement must include the Prequalification Work Type Checklist), Scope of Work, Contract Process Start (CPS) Form and Encumbrance Sheet to Consultant Services
FYI:

When the RFP/Announcement and/or Certification Form are submitted to Consultant Services for processing, Consultant Services will submit the information to the Office of Civil Rights for Goal Setting. Note: this MUST be completed prior to the Department of Administration’s approval on the Certification Form. Once the Office of Civil Rights has reviewed the information, they will either assign a Race Gender Neutral Goal or an Actual Percentage Goal. Once a goal has been assigned, the Office of Civil Rights will complete one of two Goal Memos and return the package to Consultant Services.  Consultant Services will then continue processing the Certification Form and RFP/Announcement for approval.  When all approvals/signatures are obtained, Consultant Services will send you the fully signed Certification Form and Goal Memo.

The Goal Memo will indicate which type of DBE Goal has been assigned to the Contract.

The Goal assigned to the Contract will determine which "DBE Special Provisions Packet" the Contractor will need to complete. If it is an RFP/Announcement, the Packet must be posted on the Consultant Services website along with the RFP/Announcement, but the responders do NOT need to fill anything out at that time. Only the successful responder will need to fill out the Packet, and this will be completed at the same time they sign the Contract.

If it is a Direct Select Contract, the Packet must be sent along with the Contract for signature and Contractor must complete it at that time.

Summary of documents required for DBE Goal Setting:
· CPS

· Encumbrance Sheet

· RFP or Prequalification Announcement (Announcement must include work type checklist)
· Certification Form

· Scope of Work
Contract Clearance
There are 2 different processes for Contract Clearance; one for Contracts with an Actual Percentage Goal assigned one for Contracts with a Race Gender Neutral Goal assigned.  
Contract Administrator Task

· Once the Contract Administrator has received the signed Contracts and completed Special Provisions Packet back from the Contractor, the Contract Administrator should submit the Contract to Consultant Services for execution as usual, but include the completed Special Provisions Packet and a copy of the Goal Memo.

Actual Percentage Goals:

If an Actual Percentage Goal has been assigned to your Contract, the Contract must be cleared prior to execution.  Once received, Consultant Services will route the information to the Office of Civil Rights for Contract Clearance. If there are any problems with the Special Provisions Packet, the Office of Civil Rights will usually contact the Contractor directly, but may occasionally contact the Contract Administrator for more information. Once the Contract has been cleared, the package will be returned to Consultant Services, and will include a Contract Clearance Memo. Once Consultant Services receives this package back, they will continue the Contract Execution process.

Summary of documents required for Actual Percentage Goal Contract Clearance:
· Partially executed Contract

· Signed Certification Form
· Goal Memo

· Completed Special Provisions Packet
Race Gender Neutral Goals:

Contracts with Race Gender Neutral Goals assigned DO NOT need to be cleared until after the Contract has been fully executed. When Consultant Services receives the fully executed Contracts back from Contract Management, they will route the package to the Office of Civil Rights for Contract Clearance. In this case, you will not receive anything back from the Office of Civil Rights.

Summary of documents required for Race Gender Neutral Goal Contract Clearance:
· Fully executed Contract

· Signed Certification Form

· Goal Memo

· Completed Special Provisions Packet
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