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Form Completion Instructions

GENERAL INFORMATION: Military and Veteran Code
(MVC) 999.5(d), Government Code (GC) 14841, and
California Code of Regulations (CCR) 1896.78(e)
requires all Prime Contractor’s that had a Disabled
Veteran Business Enterprise (DVBE) perform an element
of work for a contract to report DVBE information.

Departments are required to maintain records to support
total dollar amounts reported and to validate
submissions. Such documentation should include a list of
contracts with purchase order numbers and Prime
Contactor’s Certification of DVBE Subcontracting forms.
The documentation should allow the person viewing it to
find the connection between an individual contract and
this form.

Include contracts issued by DGS or any other department
on your behalf.

Note: Each line represents ONE Prime Contractor’s
Report

INCLUDE
e All contracts completed/reported within the
Fiscal Year that included DVBE subcontracting
e Prime Contractor Reports submitted after
department’s submission to OSDS shall be
included in the next fiscal year report

HEADER:

Fiscal Year: Enter the fiscal year for the appropriate
reporting period

Agency: The reporting department will list the name of
their “parent” agency, i.e., the Department of General
Services reports to the Government Operations Agency.
If the reporting department does not report to a parent
agency select “Other” as the agency’s name
Department: Enter the state department/entity name
Address: Enter the address for the department

City: Enter the city where the department is located

Zip Code: Enter the zip code for the department

Preparer’s Name: Enter the name of the person
preparing the report

Title: Enter the title of the person preparing the report
Signature: The preparer will sign in this block

Telephone: Enter the telephone number (with area code)
of the preparer

Date: The date the report is prepared
Email Address: Enter the email address of the preparer

Approver’'s Name: Enter the name of the manager or
person-in-charge approving the report
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Form Completion Instructions

Title: Enter the title of the person approving the report
Signature: The approver will sign in this block

Telephone: Enter the telephone number (with area code)
of the approver

Date: The date the report is approved
Email Address: Enter the email address of the approver
Comments: Enter any relevant comments or additional

information regarding the reports

TABLE

Purchase Order Number or Contract Number: Enter
the contract number

Prime Contractor: Enter the firm name as shown on the
contract

Contractor FEIN: Enter only the last four digits of the
Federal Employer Identification Number (FEIN) or the
Social Security Number (SSN)

Date Final Payment Received: Enter the date the final
payment for work performed was received by the Prime
Contractor

Date Prime Contractor’s Certification of DVBE
Subcontracting Form Received: Enter the date the
Prime Contractor’s Certification of DVBE Subcontracting
form was received by the Department

Received Contractor Form within 60 Days: The
system will calculate whether the Prime Contractor’'s
Certification of DVBE Subcontracting Form was received
within 60 days of receipt of final payment

Total Contract Award Amount: Enter the amount
contracted to each DVBE

Total Amount Paid to Prime: Enter the total about paid
to the Prime Contractor

DVBE Contract Commitment Amount: List the total
amount contracted to all DVBEs at the time of award

Total Amount Paid DVBE Sub(s): Enter the total about
paid to DVBE(S)

Total Percentage Committed to DVBE Sub(s): The
system will compute the percentage of contract dollars
committed to DVBE Sub(s)

Total Percentage Paid DVBE Sub(s): The system will
compute the percentage of contract dollars paid to DVBE
Sub(s)
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Form Completion Instructions

Submit this form as an excel version and PDF with
signatures to the below e-mail address by November
1st:

OSDSReports@dgs.ca.gov

Forms can also be sent to:

Department of General Services

Procurement Division

Office of Small Business & DVBE Services (OSDS)
ATTN: Reports Coordinator

707 3rd Street, Room 1-400, IMS Z-1, MS 210

West Sacramento, CA 95605

Note: Submitting an excel version will aid in the accuracy
and timeliness of consolidating the data.

Departments are required to complete designated fields
on the Prime Contractor's DVBE Subcontracting Report.
Completion of this information prior to EMAILING this
form to prime contractors ensures that all DVBE
subcontractor activities are reported for DVBES resulting
in the award. See Prime Contractor's DVBE
Subcontracting Report instructions, page 2, for details.


mailto:OSDSReports@dgs.ca.gov
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