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_____________________________________Form Completion Instructions__________________________________

General Information:  Submit one report for all contracting activity during the report period, including contract participation by Small Business (SB), Microbusiness (MB) and Disabled Veteran Business Enterprises (DVBE).  If no contracts were awarded, a report is required indicating no contract activity. Departments are required to maintain records to support total dollar amounts reported and validate submissions. Departments that may be exempt must provide the statutory citation of the exemption.
“Reportable Contracts” include all types of purchase orders and contracts, by any form used, (e.g., STD 2/215, STD 210, STD 65, STD 40, Form STD 42, service orders, purchase orders, sub-purchase orders).  Include all purchase orders/contracts used to acquire Information Technology (IT) goods and services, non-IT goods, non-IT services, or construction.  Include all CAL-Card or cash purchases, even if less than $100. Include any contracts issued by DGS or any other department on your behalf. For all contracts, include any amendments, alterations, change orders, and extensions to those contracts (by whatever form used) that change the total amount by more than $1.00. Enter all contracts issued pursuant to delegation of authority or under a Leveraged Procurement Agreement (LPA).  LPAs include: California Multiple Award Schedules (CMAS), Master Agreements, Statewide Contracts, and State Price Schedules (except with Prison Industry Authority (PIA)).  Include all contracts, whether or not subject to DGS authority/review.
Goods (Non-IT): Enter the value of all contracts for materials, supplies, equipment, and food, a.k.a. “commodities” (but exclude IT goods); all contracts executed under delegated authority for goods; and LPAs and contracts issued under LPAs.

Services (Non-IT): Enter the value of all contracts for personal services, financial services, Architectural and Engineering (A&E) related services and any other service with non-governmental entities, including contracts with any University Foundation or auxiliary organization.  Include all LPAs and contracts issued under LPAs related services.

Construction: Include all contracts for public works, new construction, capital improvements, and design-build.

Information Technology (IT) Goods & Services:  
Enter the value of all contracts for IT goods and services, including those with suppliers that hold Volume Purchase Agreements (VPA). (VPAs are for the purchase of a license to use a product, not the actual product.)  Include all contracts executed under delegated authority for IT Goods and Services. Include all LPAs and contracts issued under LPAs.
Certified Disabled Veteran Business Enterprise Participation

Column A – Total Contract Dollars   Enter the total value, in whole dollar amounts, of all contracts with any non-government entity, awarded (or changed) during the reporting period by category.

Column B - Certified DVBE Participation

Enter the dollar amounts awarded to certified DVBEs for each of the four categories (identified above) in Column B.  

Column C - Participation Totals - Enter the percentage result of dividing the DVBE Total Dollars in Column B by the Total Contract Dollars shown in Column A.
Total Column A and Column B, then enter the result of dividing Column B by Column A in Column C.
Column D - # of Contracts: - Enter the total number of contracts awarded that had DVBE participation 

Certified Small Business/Microbusiness Participation

Column G – Total Contract Dollars - Enter the total value, in whole dollar amounts, of all contracts with any non-government entity, awarded (or changed) during the reporting period by category.

Column H – Contracts to Primes - Add up the total value of all contracts awarded to SB/MB prime contractors for each of the four categories and enter those totals in Boxes H1, H2, H3 and H4.

Column I – Contracts to Subs - Add up the total value of all contracts awarded to SB/MB subcontractors for each of the four categories and enter those totals in Boxes I1, I2, I3 and I4.

Column J - Total SB/MB Contract Dollars – Add up the total value of all contract awards made to certified Small Businesses or Microbusinesses or subcontracted to certified Small Businesses or Microbusinesses for each of the four categories of contracts and enter in Column J (Column J = Column H + Column I).

Column K – Participation Totals – Calculate the certified Small Business or Microbusiness participation percentages by dividing the amount in Column J by the amount in Column G for each of the four categories as well as for the “Total Amounts” category, and enter the percentages in Column K as appropriate.

Column I & J - # of Contracts: - Enter the total number of contracts awarded that had Small Business (Column I) or Microbusiness participation (Column J).

Comments:  Provide any comments or explanations pertaining to the statistical data on the STD 810 report or what reporting entities are included or omitted. 
Agency:  Enter the reporting agency’s name, or if the report is from an entity that reports to a “parent” agency, enter the name of the parent agency.  For the State colleges and university systems, the governing organization will report as the “parent” agency.
Department:   Enter the reporting State department or other entity.

Preparer’s Information/Approver’s Information: Enter information to identify the preparer and approver.  Each must sign the form.
Send the STD 810 to:

Department of General Services

Procurement Division

Office of Small Business & DVBE Services (OSDS)

ATTN: Reports Coordinator
707 3rd Street, 1st Floor, Room 400, IMS Z-1

West Sacramento, CA 95605

If the 25% SB goal and/or 3% DVBE goal were not met, include separate improvement plan(s) with your submittal.
