PRIORITIZED DUTIES OF THE 

SADBU SPECIALIST
Last Update:  5 Apr 00

Priority 1 (Must Do) Functions

Priority 1, 2, or 3 Subfunctions
A.   Provide SB program management
(1)  Assist with or manage the small business program 

B.   Review presolicitations

(1)  a.  Review DD form 2579






(1)  b.  Review advanced acquisition plans






(1)  c.  Review/prepare long-range acquisition forecasts

(1)  d.  Participate in/initiate talks with requiring activities (RAs)

C.   Review restricted specifications
(1)  Work to eliminate or loosen restricted specifications

D.   Review for breakouts


(1)  Be the advocate in solicitation & program review

E.   Help with responsibility decisions
(1)  Be the program advocate in such KO decisions

F.   Assist with SB payment issues

(1)  Act as SB firm's court of last resort for payment issues

G.  Counsel firms on opportunities

(1)  a.  Do one-stop counseling on doing business with the

Government

(3) b.  Be a fountain of information about non-DoD small 

business programs.

Priority 2 (Need To Do) Functions
Priority 1, 2, or 3 Subfunctions
H*. Identify interested SB & SDB firms
(2*)  a.  Maintain data base of brochures & capabilities






(2*)  b.  Use SBA/PRO-NET






(2*)  c.  Use various publications






(2*)  d.  Use SADBU network






(2*)  e.  Obtain from the competition, industry or associations

I*.  Brief Commanders regularly

(2*)  a.  Brief commanders at least quarterly






(2*)  b.  Act as Commander's advisor on small business issues






(2*)  c.  Act as Commander's liaison to industry






(2*)  d.  Inform Commander & staff on program emphasis and

 




issues

(2*)  e.  Inform Commander & staff on policies and performance

J*.  Give early assistance to PEOs/PMs
(2*)  Be the advocate early in (major) systems development

K*. Do conferences and outreach events
(2*)  a.  Participate in government seminars & conferences &

meetings

        




(2*)  b.  Initiate and participate in industry & in-house training 

sessions 



              


(2*)  c.  Initiate and participate in program marketing efforts
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SADBU Duties (continued):






(2*)  d.  Participate in organizational, MACOM, and DA SB 

functions 

L*.  Participate in SB goals and initiatives
(2*)  a.  Negotiate annual command/activity SB goals 






(2*)  b.  Prepare Commander goal correspondence annually






(2*)  c.  Implement SB goals at contracting offices and/or 

subordinate offices






(2*)  d.  Assist KOs in achieving and exceeding SB goals and 





initiative






(2*)  e.  Track performance to goals






(2*)  f.  Conduct quarterly and/or mid-year review(s)

M.  Respond to industry requests

(2)    Be the program advocate

N.   Evaluate subcontracting

(1)    a.  Be the KO advisor on subcontracting issues and plans 

when initially submitted and/or in building the solicitation






(2*)  b.  Participate in subcontracting evaluation award fee 





determinations

(2*)  c.  Review SF Form 294 semiannual reports

(2)    d.   Review prime subcontracting performance and outreach efforts and commitment

(2)    e.   Monitor performance and outreach of mentor (mentor-
protégé) firms when applicable

(2)   f.  Develop and maintain records of compliance 

(3)   g.  Be the Source Selection Advisory Council advisor on






evaluation of subcontracting plans, when appropriate

(3)   h.  Participate in KO subcontract plan evaluations and decisions 







(3)   i.  Review SF Form 295 semiannual reports

O.  Review and analyze


(2*) a.  Review DD Form 350 reports






(3*) b.  Review DA Form 1057 reports






(3*) c.  Provide training to preclude future misreporting if 

applicable

P.  Share solicitations with SBA

(2)   Provide copies of documents to SBA when requested or 




          
appropriate

Priority 3 (Should Do) Functions

Priority 1, 2, or 3 Subfunctions
Q*. Participate in GFP decisions

(3*)  Be the program advocate when this issue may impact 

small firms

R*. Help develop contracting system
(3*) a.  Be the small business advocate

       




(3*) b.  Be involved in systemic technological program 

changes Examples:  Electronic bulletin boards and the web

S*.  Promote SB class set-asides

(3*)  Ensure annual review of SB class set-asides list
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SADBU Duties (continued):

T*.  Train in-house employees

(3*)  Establish and maintain small business program training

U*.  Help firms with rejected bids

(3*)  a.  Encourage firms to obtain a debriefing from the KO, 

and  participate when beneficial






(3)    b.  Counsel firms to improve future bid performance 

V.   Help with financial assistance

(3)    Coordinate with SBA and be the program advocate

W.  Advertise your small business program
(3)    Help Public Affairs and the media on publicity of 

programs and events such as APBI, FACNET training, 

seminars, EBB, web pages, etc.

*   Considered next higher number (priority) in specific situations such as a 2*  is occasionally a priority 1.
Other SADBUS duties:
1.  Counsel firms about the 8(a) and other SB programs

2.  Counsel firms on the myriad of functions, issues, and opportunities including, bonding, communications, counseling, development, invoicing, legislation, marketing, mentoring, networks, performance, pooling, protests, quality control, registration, seminars, size standards, strategies, subcontracting, teaming, training, etc.

3.  Perform SADBUS functions at other contracting offices & elements when appropriate

4.  Professionally respond to higher headquarters on SB inquiries, taskings, initiatives, and reports

5.  Provide assistance on small business protests, audits and Congressional inquiries

6.  Initiate and implement outreach efforts on various areas of emphasis and initiatives including women-owned small businesses, etc., such as the Caribbean Initiative, The Border Initiative, The Puerto Rican Initiative, The Native American Initiative, the HBCU/MI emphasis, HUBZones, Very Small Business Program, the 8(a) Initiative and a myriad of additional programs and areas of emphasis.

7.  Participate on various acquisition boards, preaward surveys, preproposal conferences, post award conferences, COC appeals, and adverse contractual actions concerning small firms

8.  Fully participate in DoD area small business counsels

9.  Participate in MACOM SADBUS' or DA Associate Director's counsel

10.  Maintain liaison with Federal, State, and local agencies and other organizations and communities for the purpose of providing information and assistance to small firms.  Examples follow:

                
Procurement Technical Assistance Program



Small Business Development Center



Economic Development Foundation
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SADBU Duties (continued):



Minority Development Supplier's Counsel



National Contract Management Association



DoD Small Business Area Counsel



Chamber of Commerce



City Minority Development Program

Abbreviations:

APBI

Advanced Planning Briefing for Industry

CBD

Commerce Business Daily

CoC

Certificate of Competency

DA

Department of the Army

DoD

Department of Defense

EBB

Electronic Bulletin Board


EC

Electronic Commerce

EDI

Electronic Data Interchange

FACNET
Federal acquisition network

GFP

Government Furnished Property


HBCU

Historically Black College and University

MI

Minority Institution

KO

Contracting Officer

MACOM
Major Army Command

PEO

Program Executive Officer

PM

Program or Project Manager

RA

Requiring Activity

SADBU(S)
Small and Disadvantaged Business Utilization (Specialist)

SB

Small Business

SBA

Small Business Administration

SDB

Small Disadvantaged Business

SUBK

Subcontracting

Web

World Wide Web or internet

Quality assistance received from Army MACOM Associate Directors for SADBU, Barbara Binney (AMC), Robert Stiver (USARPAC) and Sarah Cross (DA).
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