DGS SB/DVBE Option Template
The template below is to be completed and sent on your letterhead.  Before completing the letter, decide whether you are offering the opportunity to SB only (including MB, NVSA, and firms that are SB or MB and DVBE) or to DVBE only (including firms that are DVBE and SB or MB).  The template below is for the SB Option, but can be changed to the DVBE Option.

Dear Potential SB:

The State of California, Department of General Services (DGS), (your Division or Office), will soon have a contracting opportunity for (enter type of service, goods, etc.).
The DGS will utilize the Small Business (SB) cost quote process.  Government Code section 14838.5 allows State agencies to contract with California certified SBs for goods, services and information technology for up to $99,999.99.  (Government Code section 14838.7 applies to construction contracts, with the current maximum of $147,000.)

The DGS has elected to utilize the SB cost quote process; therefore, at least two cost quotes must be received from California certified SBs and the contract must be awarded to a California certified SB.  While your firm is not currently a California certified SB, we are asking that you apply for certification immediately to be eligible to participate in this cost quote that will target only certified SBs.  You may register as a supplier, complete the State of California profile, determine if your firm is eligible for certification and apply online at: http://www.eprocure.dgs.ca.gov/default.htm .  You may also go to http://www.pd.dgs.ca.gov to access the link to eProcurement Supplier/Vendor Webinar Training, an interactive session that will guide you through supplier registration and set-up of your firm’s State of California supplier profile.   
The enclosed Small Business Certification & DVBE Certification Application, STD. 812 (Rev. 2/1/2007c), is also available online at: http://www.pd.dgs.ca.gov/smbus/paperapp.htm . You may fax the application to 916-375-4950, and follow-up with a signed copy in the mail.  When you submit the application, enclose a copy of this letter to document the deadline for obtaining certification in order to participate.  
If you are approved for SB certification by (enter your due date), contact (your Division or Office) to verify your certification status and to provide you with a copy of the Request for Cost Quote for (enter type of service or goods, etc.)
As a SB, you will be required to routinely provide information to the State that your firm provides a commercially useful function via a Std. 105 or 106.  DVBEs are also required to state whether they are a broker via a Std. 843.

Should you have any questions about SB or DVBE certification, contact the Office of Small Business and DVBE Services (OSDS) at (916) 375-4940 or via email to OSDCHelp@dgs.ca.gov.  
Please direct questions regarding the (goods or service) to be provided to (your contact information).
Sincerely,

Enclosure 
