
UNDERSTANDING STATE CONTRACTING



INTRODUCTIONS

• Welcome! 

• Topics Covered

• State Contracting basics 

• Certifications; process and benefits
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Presenter
Presentation Notes
Our leadership team for SMALL BUSINESSES



OFFICE OF EQUITY IN PROCUREMENT
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Areas of Responsibilities Compliance Data Events

Expertise Construction Professional/Technical Services Goods & General Services

Partner Agencies

Commerce
Labor & Industry
Military Affairs

Natural Resources
Transportation
Veterans Affairs

Education
Higher Education

Iron Range Resources & 
Rehabilitation

MN Management & Budget
Minnesota IT Services*

Pollution Control Agency
Revenue

Administration
Agriculture

Employment & Economic 
Development

Housing Finance
Human Rights

Mediation Services

Corrections
Health

Human Services
Minnesota IT Services*

Public Safety

On-going Work
Certifications/Re-Certifications



PRIVATE vs. PUBLIC PROCUREMENT

• Private Sector Purchasing – buyers can do what is not prohibited by law.

• Public Sector Purchasing – buyers can do only what is authorized by law in 
state statutes and rules.

• A fair, open, transparent process is required by law.

• Gifts are not allowed.

• Conflicts of interest must be avoided.

• Responses must be submitted without collusion and without any agreement, 
understanding or planned common course of action with any other vendor 
designed to limit fair and open competition.
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Presenter
Presentation Notes
How many here have done government work?  How many have done public sector work?  There is a big difference between the two.  And, this sometimes results in more hoops we at the government have to jump through, and a load of paperwork and hoops the vendors have to jump through.

When viewing a solicitation, if you have questions, email your question to the buyer listed on the solicitation.  While solicitations are open, they cannot communicate directly with you, without communicating with all people who have expressed an interest in the solicitation.  




WHAT MINNESOTA PROCURES

~ $2.5 BILLION

• Goods, Services, and Construction

• Centralized authority – Department of Administration controls the contracts.

• Professional/Technical Services

• Intellectual services, including consultation, analysis, evaluation, planning, 
programming, or recommendation

• Decentralized, with Admin review and oversight

* A competitive process is required for all contracts over $5,000.
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Presenter
Presentation Notes
The $2.5 billion amount does NOT include highway construction that is paid for with Federal money.  It also does not include the University of Minnesota and Minnesota State Colleges and Universities (MnSCU).

Contracts over $5000 – with an exception we will talk about later.

Basically, if anyone anywhere needs your product or service, the State likely has a need somewhere.

EXAMPLES:  Laundry service, snake handling, 



TOP SPEND CATEGORIES IN FY19

• Highways and Bridges ‐ $652 million
• Other operating costs - $400 million
• Non‐IT professional/technical services (e.g., architects, engineers) ‐ $359 million
• Supplies ‐ $213 million
• Space rental and utilities ‐ $185 million
• Equipment ‐ $146 million
• Computer and system services ‐ $126 million
• IT professional/technical services ‐ $117 million
• Construction - $91 million
• Building and Improvements ‐ $70 million
• Communication ‐ $62 million
• Printing and Advertising ‐ $26 million
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Presenter
Presentation Notes
This volume of goods and services are acquired through:

	- 2,000+ enterprise contracts, offering volume discounts to state agencies and local units of government

	- 5,000+ contracts and amendments approved by the professional and technical services unit

Does not include MnSCU.  

IF you like to add things up, we left off a line for Art – Capitol, for $730K, in the interest of space.

Non-IT P/T -- architects, engineers, medical, dental, court reporters.   

Supplies -- pens, paper, PCs.    

Computer & systems -- LAN, WAN, web hosting, data storage.      

Rent and Utilities -- building leases, electricity and water.    

Equipment -- vehicles, servers, road graders.  

Bldg and Improv. -- remodeling, repairs, HVAC, electrical work, new vertical construction.     

IT P/T -- IT consultants, programmers,.  

Communication -- telephones, UPS/FedEx, postage.




AVAILABLE OPPORTUNITIES: ACQUISITIONS

Opportunities: Goods, General Services and Construction

• All advertised solicitations (generally over $10,000) for goods, general services and 
small construction projects are posted on the Office of State Procurement’s website 
and, in some cases, the SWIFT Supplier Portal:

• One Time Purchases

• Term Contracts:

• Up to a five year contract term is typical

• Available to one or more state agencies

• May be utilized for purchases that occur on an as-needed basis

• Often made available to members of the state’s Cooperative Purchasing Venture (CPV) 
program
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Presenter
Presentation Notes
Fair and open competition is highly desirable in procurement.



ACQUISITIONS
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http://www.mmd.admin.state.mn.us/mn06000.htm

Presenter
Presentation Notes
Use this page on the Office of State Procurement’s website to research the types of goods, services, construction projects and professional/technical services that the state procures each year.

Acquisitions buying lines will help you figure out who to talk to for more information.

Expiring contracts shows contracts expiring in 7 months, so you can be watching for new postings. However, this list does not show if those contracts have any extension options left. For this information, contact the buyer or OEP.



COOPERATIVE PURCHASING VENTURE

• Allows eligible entities to use certain state contracts.

• Eligible entities include counties, cities, townships, school districts, and certain 
tax exempt, non-profit entities and charitable organizations.
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http://www.mmd.admin.state.mn.us/process/cpv/cpvmemberlist.asp

Presenter
Presentation Notes
CPV list includes these entities in Minnesota and other States.

CPV list is also a very good marketing tool. 

Download the Excel spreadsheet for contact information at each entity. 



WHERE TO FIND OPPORTUNITIES
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http://www.mmd.admin.state.mn.us/solicitations.htm

Presenter
Presentation Notes
Explain each of the main links:
	Goods and Services and Small Construction Projects
	Virtual Plan Room – Construction Contracts
	Professional and Technical Service Contracting
	State Register



SOLICITATION POSTING PAGE

12

http://www.mmd.admin.state.mn.us/solicitations.htm

Presenter
Presentation Notes
For acquisitions and small construction projects, most solicitation postings will appear like this.

Very general information, including the date the solicitation response is due.

Must log into the Supplier Portal for details and to respond to the solicitation.

The Professional and Technical Services Contracting Page looks identical to this, and provides instructions on how to find the details for the request for proposal.



CONSTRUCTION PROJECTS: VIRTUAL PLAN ROOM
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https://qap.questcdn.com/qap/projects/prj_browse/ipp_browse_grid.html?projType=all&provider=6506969&group=6506969

Presenter
Presentation Notes
It tells you at the bottom how many construction projects are currently out for bid

Click on the link for the project you are interested in viewing.

The page which opens has the general information for the project, including relevant dates, information regarding pre-bid meetings (if any), and contact information for the buyer overseeing the solicitation.



CONSTRUCTION PROJECTS: VIRTUAL PLAN ROOM  
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Presenter
Presentation Notes
You can View the Plan Holders - a list of all parties who have downloaded the plans for the project. This is an excellent marketing tool for you! Reach out to the companies regarding subcontracting for this project and other projects.  

The View Bid Documents tab has specific project information you may view without paying to download the plans.

If you want to download the documents, you will need to join QuestCDN as a member.  Regular membership is free.  But, there is a charge to download the documents.
You can pay for premier membership, but that is really for companies that download many plans, like Prime contractors.
 






AVAILABLE OPPORTUNITIES: PROFESSIONAL & TECHNICAL

Opportunities: Professional/Technical Services

• Advertised solicitations for Professional/Technical services contracts between 
$25,000 and $50,000 are posted on the Office of State Procurement’s website; 
P/T solicitations over $50,000 are posted in the State Register and may be 
posted on OSP’s website.

• Various Master Contract Programs:

• Arbitration/Mediation/Facilitation Services

• Court Reporting/Deposition and Tape Transcription

• MNSITE

15

Presenter
Presentation Notes

For engagement values up to $50,000, the government entity using this program can directly select a Master Contract holder. 

For engagement values between $50,001 and $250,000, government entities using this program are required to competitively solicit proposals from a minimum of 15 master contract holders, with a minimum of 3 vendors who are identified as TG/ED/VO.

For engagement values in excess of $250,000, government entities using this program are required to competitively solicit proposals from all vendors holding fully executed Master Contracts.

We will get to MNSite in a few more slides




P/T SERVICE CONTRACTING OPPORTUNITIES
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http://www.mmd.admin.state.mn.us/process/admin/ptList.asp

http://www.mmd.admin.state.mn.us/process/admin/ptList.asp


STATE REGISTER
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https://mn.gov/admin/bookstore/register.jsp

Presenter
Presentation Notes
Professional and technical services over $50,000 are advertised in the State Register.

The State Register used to be a paper periodical issued every Monday.  It is now online and still published every Monday.

You can look at the current and past issues.

https://mn.gov/admin/bookstore/register.jsp


MNSITE PROGRAM
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https://mn.gov/admin/business/mnsite/

Presenter
Presentation Notes
MNSITE is a collaborative program between the Department of Administration and Minnesota IT Services (or MNIT) for IT related professional services, including IT accessibility services.  

MNSITE is not a contract for hardware, software or hosting services.

The MNSITE Program has an online application process, a completely automated process for responding to solicitations, and uses digital signatures when signing contracts.

MNSITE will be continuously open for new vendor applications.

Agencies are able to more efficiently secure vendors to provide highly-skilled IT consultants.

https://mn.gov/admin/business/mnsite/


THE SELECTION PROCESS

Selection of vendors is based on:

• Lowest bid meeting terms, conditions and specifications (i.e., Request for Bids 
[RFBs], quotes)

• Best value, which considers price and other evaluated criteria (i.e., Request for 
Proposals [RPFs]), the state has the ability to negotiate

• Other methods as authorized by law (e.g., Joint Powers with another state or 
political subdivision)
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Presenter
Presentation Notes
There are various selection processes for contracts.



AVOID COMMON MISTAKES

• Be sure to submit your bid or proposal on time

• Read the solicitation document to make sure you have met all 
requirements

• Sign all the required forms properly

• Remember to return/upload all required attachments

• Be diligent about monitoring notices in SWIFT and make sure you are 
registered for the proper UNSPSC codes to receive notice of potential 
opportunities
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STEPS TO DOING BUSINESS WITH THE STATE
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• Online financial, procurement, and reporting system used by the State of 
Minnesota

• Every individual or organization wishing to do business with the state MUST 
register in SWIFT

• Every individual or business is a Bidder or Supplier

Presenter
Presentation Notes
First, you must register as a vendor in SWIFT and obtain a Vendor ID number.



WHAT IS SWIFT?

• Bidders and Suppliers can locate and respond to business 
opportunities through the Supplier Portal, which is part of 
SWIFT:

• Update category codes for automatic bid notices

• Maintain address and contact information

• View bid details

• Submit bid responses

• View payment details for work on state contracts

22

Presenter
Presentation Notes
Note that automatic bid notices are now sent to anyone listed as a contact in your SWIFT vendor profile. Be sure to keep this information up-to-date!



GETTING STARTED WITH THE STATE

• Register for a Vendor ID number in the Supplier Portal at 
www.mn.gov/supplier
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Presenter
Presentation Notes
All persons or companies wishing to do business with the state must have a Bidder or Supplier ID number.

With this number you can get opportunities sent to you in email:
	bid for jobs
	get paid for jobs
	track payments

You need this number to review and submit bid responses, track payments, and much more. 


http://www.mn.gov/supplier


BIDDER/SUPPLIER REGISTRATION STEPS

Presenter
Presentation Notes
You have a choice to be a bidder or a supplier.  

When you register as a Bidder, you do not need to enter your banking information, and you are issued a Bidder ID number immediately upon submitting your request. This allows you to view and respond to opportunities immediately. When you receive an award, THEN you would need to convert your Bidder ID to a Supplier ID in order to be paid.

We usually recommend registering as a Supplier.  It’s only one extra step. Minnesota Management and Budget reviews the application and ensures that your registration information matches your IRS record. The review process to become a Supplier typically only takes 1-2 business days to complete. 




BIDDER/SUPPLIER REGISTRATION
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Presenter
Presentation Notes
The following slides show the steps to register as a Bidder.



STEP 2: IDENTIFYING INFORMATION
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STEP 3: PRIMARY ADDRESS
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Presenter
Presentation Notes
Steps 3 and 4 are for adding your any other addresses you may use for the company, such as an invoicing address and an order/solicitation address.




STEP 4: CONTACTS 
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Presenter
Presentation Notes
You must create at least one contact.

You may add as many contacts as you wish. Each person listed as a contact will receive automatic bid notices for upcoming opportunities with the state.

You may recall that I mentioned that the only difference between registering as a Bidder and registering as a Supplier was that you had to add payment information to register as a Supplier. That information would be added after you have added contact information, and before the categorization step.



STEP 5: CATEGORIZATION
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Presenter
Presentation Notes

Step 5 is where you can select category codes based on the products or services your company offers.

Enter keywords in the Description box and click the search button. Keep your keywords simple to return more results from which to select.

To add codes to your profile, click the box next to it under Search Results, and then click Add Selected. The codes will then show up on the box labeled Your Codes.

When bids are posted which have the same category codes selected as yours, you will receive an electronic notice of the bid through your email. (This is why it is important to keep your email address up to date in the Supplier Portal.)

You may select as many codes are you feel are appropriate. Receiving a bid notice does not require you to respond to the notice.



STEP 6: SUBMIT

Presenter
Presentation Notes
You may review your information prior to submitting it in this step by clicking the Review button at the bottom left. 

When you have reviewed your information, click the Submit button and a Bidder ID will be sent to you.

The steps for becoming a Supplier are basically the same, with the addition of entering your banking information.



NAVIGATING THE SUPPLIER PORTAL
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http://www.mmd.admin.state.mn.us/mn02000.htm

Presenter
Presentation Notes
Note that the first item on the Vendor Information page is information on the Supplier Portal training. 

This is held in the Centennial Office Building in St. Paul (it is not currently available online).

http://www.mmd.admin.state.mn.us/mn02000.htm


ADDITIONAL SWIFT SUPPLIER PORTAL RESOURCES
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https://mn.gov/mmb/accounting/swift/vendor-resources/

Presenter
Presentation Notes
There are Supplier Portal training guides that can help you navigate the various actions you would be taking in the portal.

They provide step-by-step instructions, along with screen shots of the page, so you know exactly what to look for.



DIVERSITY, INCLUSION AND EQUITY

“In Minnesota, we know we are all better off 
together. Our state must be a leader in ensuring 
that everyone has an opportunity to thrive. 
Disparities in Minnesota, including those based on 
race, geography, and economic status, keep our 
entire state from reaching its full potential.” 

~Governor Tim Walz, Executive Order 19-01~
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Presenter
Presentation Notes
Governor Mark Dayton issued Executive Order 15-02 establishing a Diversity and Inclusion Council, which was reaffirmed with Executive Order 16-01. These executive orders emphasized the importance of addressing disparities in state contracting, and established several initiatives to address this problem.

Governor Tim Walz’s first executive order, 19-01, emphasizes the importance of this ongoing mission by stating:

“In Minnesota, we know we are all better off together. Our State must be a leader in ensuring that everyone has an opportunity to thrive. Disparities in Minnesota, including those based on race, geography, and economic status, keep our entire state from reaching its full potential. As long as inequities impact Minnesotans’ ability to be successful, we have work to do. Our state will recognize its full potential when all Minnesotans are provided the opportunity to lead healthy, fulfilled lives. Diversity, inclusion, and equity are therefore essential core values and top priorities to achieve One Minnesota.”




DIVERSITY, INCLUSION AND EQUITY

The State is committed to diversity and inclusion in its public procurement process. 
Creating broader opportunities to historically under-represented groups helps:

• Provide more options for products and services, ensuring agencies receive the 
best value;

• Encourage more competition, promoting lower prices and encouraging 
innovation and efficiency;

• Create stronger relationships and engagement among communities that serve 
state agencies; and

• Foster economic development and reduce economic disparities.
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Presenter
Presentation Notes
Providing more options for services and goods
Encouraging more competition
Creating stronger relationships between the communities and the state agencies
Foster economic development in communities throughout the state.



RECENT CHANGES FOR DIVERSITY AND INCLUSION

• Diversity and Inclusion training for all state buyers

• OEP meets on a regular basis with state agency procurement and 
contracting staff to check in on their progress with utilization of certified 
small businesses

• Increased vendor outreach:

• In 2019, the combined OEP and PTAC teams participated in 107 separate 
outreach/engagement events

• The 2020 calendar is shaping up. Sign up for our newsletter to keep current 
with our trainings and outreach events!
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Presenter
Presentation Notes
To sign up for the newsletter, go to www.mn.gov/admin/oep and select the link for Resources.



MINNESOTA SMALL BUSINESS PROCUREMENT PROGRAM

A statewide purchasing program for certified socially and 
economically disadvantaged small businesses. The program 
has three certifications:
 Targeted Group (TG)

 Economically Disadvantaged (ED)

 Veteran-Owned (VO)

Presenter
Presentation Notes
How many of you are currently certified in our program?

Are you certified in any other programs such as DBE? CERT?

We will go into more detail about each of the state’s certifications.



MINNESOTA SMALL BUSINESS PROCUREMENT PROGRAM

Eligibility requirements for all  three certifications:

 Must be a for-profit small business 

 Must be based in Minnesota

 Must meet the financial size standards

 Must be majority owned by qualified person(s)

 The qualified owner must have the expertise to control the 
management and operation of the business

Presenter
Presentation Notes
The qualified person or persons must own, operate and control the day-to-day operation of the business.
Primary place of business must be in Minnesota



MINNESOTA SMALL BUSINESS PROCUREMENT PROGRAM

• The size of a business is determined using the Small Business 
Administration’s size standards in Code of Federal Regulations, Title 
49, section 26.65, available on our website: 
http://www.mmd.admin.state.mn.us/sicsize.asp.
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Presenter
Presentation Notes
The State has adopted rules closely paralleling the Federal DBE regulations 

http://www.mmd.admin.state.mn.us/sicsize.asp


MINNESOTA SMALL BUSINESS PROCUREMENT PROGRAM

Sample size standards (in millions of $)

 Most Manufacturing  23.98

 Travel Agencies 20.50

 Engineering/Scientific 15.00

 Computer Training 11.00

 Many Retail, Caterers 7.50

Presenter
Presentation Notes
Size standards are based on your NAICS codes (North American Industry Classification System).

The SBA size standards are based on either gross annual revenues or number of employees, depending on the industry. The state uses only gross annual revenue when determining if a company meets the size standard for its industry, up to a maximum of $23.98 million.



TARGETED GROUPS (TG)

Ethnic minorities:

• Black American

• Hispanic American

• Asian Pacific American

• Subcontinent Asian American

• Indigenous American

Non-minority women

Persons with a substantial physical 
disability

Targeted Group businesses must be at least 51% owned, 
operated and controlled by:



ECONOMICALLY DISADVANTAGED (ED)  

Business must be located in, or owner must reside in:
Labor Surplus Counties – counties designated as labor surplus areas by the 

US Department of Labor

Low Median Income Counties – counties designated by the MN 
Department of Revenue in which the median income for married couples is 
less than 70 percent of the state median income for married couples

Rehabilitation Facilities - facilitate employment for persons with a severe 
disability 

Presenter
Presentation Notes
Labor Surplus Counties are counties with high unemployment rates.

Does anyone know how many counties there are in Minnesota? (87)

How many of those are either labor surplus or low median income counties? (40)



ECONOMICALLY DISADVANTAGED (ED)

• Aitkin
• Becker
• Big Stone
• Cass
• Chippewa
• Clearwater
• Cottonwood
• Douglas
• Faribault
• Fillmore

• Grant
• Hubbard
• Itasca
• Jackson
• Kanabec
• Kittson
• Koochiching
• Lac Qui Parle
• Lake of the 

Woods
• Lincoln

• Mahnomen
• Marshall
• Meeker
• Morrison
• Murray
• Norman
• Otter Tail
• Pine
• Pipestone
• Pope

• Red Lake
• Renville
• Rock
• Sibley
• Swift
• Todd
• Traverse
• Wadena
• Watonwan
• Yellow Medicine
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ECONOMICALLY DISADVANTAGED (ED)

As of October 1, 2019



VETERAN OWNED (VO)

Includes:

Veteran-Owned Small Business (VOSB)

Service-Disabled Veteran-Owned Small Business (SDVOSB)

Presenter
Presentation Notes
Veteran owned businesses must be verified as such by either the Minnesota Department of Veterans Affairs or the US Department of Veterans Affairs.



Complete the application on the Small Business Certification Portal: 
https://sbcp.mn.gov/

May apply for certification with:
Minnesota Unified Certification Program – Disadvantaged Business 

Enterprise (Federal)
Minnesota Department of Administration – Targeted Group/Economically 

Disadvantaged/ Veteran Owned (State)
Central Certification (CERT) program (Hennepin County, Ramsey County, 

City of St. Paul and City of Minneapolis Target Market Program

APPLICATION PROCESS

Presenter
Presentation Notes
The Small Business Certification Portal was launched in November 2017 to streamline the application process for small businesses, by making it possible for them to apply for these three certifications at the same time.

Businesses owned by minorities and/or women which become certified as DBEs by MNUCP are automatically eligible to become certified as Targeted Group businesses in our program.

Veteran owned small businesses and service disabled veteran owned small businesses which are verified as such by the US Department of Veterans Affairs are automatically eligible for certification as Veteran Owned businesses in our program.


https://sbcp.mn.gov/


APPLICATION PROCESS

https://sbcp.mn.gov/

Presenter
Presentation Notes
The Small Business Certification Portal streamlines the application process. You may apply for all three certifications and upload supporting documentation once, instead of separately to each entity. 

It is important to select all of the certifications you wish to apply for at the beginning of the process, because once you move on in the application, you will not be able to go back and change your selection!

Mention the types of documents required to be submitted with the application:
     - Current financial statements – tax returns, profit and loss statements

     - For owners, proof of residency, chronological resumes, list of management responsibilities

     - Corporate documents

You DO need to respond to the request for each document requested.

If you do not have a certain document, or if a particular type of document does not apply to you, please include an attachment in your online application stating why you have not included that document or documents.
     Examples:
          Financial statements if your company is very new
          Birth certificate – you may not have a copy of your birth certificate. We can also accept a copy of your passport, drivers license, or residency papers.
	
If we don’t know why you haven’t included something, we will be asking for it, and this will delay the certification process.

Our rules have changed to more closely mirror the rules of eligibility for Disadvantaged Business Enterprises. One significant change is a new requirement for applicants to provide a completed Personal Net Worth statement (PNW). This ensures that persons claiming eligibility for certification are not only socially disadvantaged, but are also economically disadvantaged. The limit for PNW is $1.32 million.

https://sbcp.mn.gov/


APPLICATION PROCESS – HELPFUL TIPS

SUGGESTIONS:

Register in the SWIFT Supplier Portal as a state Bidder or Supplier first

Email address must be business-appropriate

NOTE: Email and phone messages should be checked at least daily

Business description should be specific, detailed, and contain 
industry-specific buzz words

Website

Presenter
Presentation Notes
Website does not have to be elaborate, but is useful for those looking for more information on your company.

Be sure that the website is an accurate reflection of your company.




APPLICATION PROCESS – HELPFUL TIPS

SUGGESTIONS (continued):

Make use of available resources:  

OEP: Procurement.Equity@state.mn.us

www.mn.gov/admin/oep

PTAC: Christina.Nebel-Dickerson@state.mn.us

www.mn.gov/admin/ptac

DEED Small Business:  http://mn.gov/deed/business/

Attorney: http://www.mnbar.org/

Presenter
Presentation Notes

PTAC joined the state in July 2017. They assist businesses with pursuing government certifications and contracts. They understand our certification requirements and are very good in guiding you through what is needed for certification.


You may also contact our OEP team for assistance with understanding what you need to do in order to get certified.

mailto:Procurement.Equity@state.mn.us
http://www.mn.gov/admin/oep
mailto:Christina.Nebel-Dickerson@state.mn.us
http://www.mn.gov/admin/ptac
http://mn.gov/deed/business/
http://www.mnbar.org/


APPLICATION REVIEW PROCESS

COMMON ISSUES:

Ownership: Must be at least 51%

Stocks/percentage of ownership

Copy roster & both sides of stock certificates

Top position: CEO/President

Missing documents: All documents on list must be accounted for

Presenter
Presentation Notes
Majority ownership must be held by the qualifying person(s).

The majority owner MUST hold the highest title in the company.

All requested supplemental documents must be provided, so that OEP staff may review them to determine if the company is eligible for certification.



APPLICATION REVIEW PROCESS

COMMON ISSUES (continued):

Correct documents:     

SOS certificate 

Appropriate governance documents – accurately reflect control

Business bank account

Resume – chronological

Discourage use of personal SSN 

Presenter
Presentation Notes
If you are a corporation, then you must provide the Certificate and Articles of Incorporation, including file numbers, and:
	Bylaws
	Minutes of the first shareholder’s meeting and first board of directors meeting
	Minutes of the most recent meetings
	Resolutions, amendments, etc.

If you are an LLC, then you must provide Certificate and Articles of Organization, including file numbers, and:
	Company Operating Agreement or Member Agreement
	Resolutions, amendments, etc.

Resume should include education, special training, and employment history, with dates.

Don’t use SSN; get a Federal Employer ID Number. Protect your identity!



APPLICATION TIMELINE

Submit the application through the Small Business Certification 
Portal, including all applicable supplemental information

Certification process can take approximately 8-10 weeks

Receive your certification letter and certification logos

TG/ED/VO Directory listing/SWIFT designation:  Immediate

Presenter
Presentation Notes
To review the overall certification process:

The length of time it takes to complete the certification process depends on the completeness of the application, and the workload of the staff. By law, we have 60 days from the time we have a complete application (which means we have all information that is necessary to make a determination) to finish our review. In reality, usually it doesn’t take that long.

When applicants fail to respond in a timely manner, this pushes the application review process further out. If your application is missing information or we have questions about what you have submitted, and you do not respond to our requests for information, your application may be closed for being incomplete.

Applications that are complete can be turned around in as little as 24 hours.

When applicants are waiting for certification in order to submit a bid to receive the preference, our office will attempt to process the certification quickly. No guarantees.



TG/ED/VO DIRECTORY

http://www.mmd.admin.state.mn.us/process/search/

Presenter
Presentation Notes
Immediately upon certification, your company is updated in SWIFT to reflect the certification (this is visible to state buyers), and is listed in our public TG/ED/VO directory of certified vendors. This is a screenshot of the TG/ED/VO Directory search page.

Anyone can search for certified businesses by company name, keyword, commodity, or NAICS code. We might use the word Janitorial.

http://www.mmd.admin.state.mn.us/process/search/


TG/ED/VO DIRECTORY

Presenter
Presentation Notes
This is a screenshot of the TG/ED/VO Directory search results page.

For more details about the listed companies, click on “Expand.”



TG/ED/VO DIRECTORY

Presenter
Presentation Notes
Point out how the listing provides information about how to contact a company.

The category key, which is actually on the search page for the directory, identifies what certification you have.

We encourage businesses to be as descriptive as possible in their business descriptions, to cover all of the types of goods or services they can provide. Use strong keywords.



BENEFITS OF CERTIFICATION

Certified Small Businesses may receive preference up to 6%.

Preference applies to the first $2,000,000 of the contract

For solicitations, 6% is added to the total price of all non-certified 
vendors.

For RFPs, 6% is added to the evaluation score for certified businesses.

Presenter
Presentation Notes
There are many benefits from having this certification. 

Vendors must be certified and approved for the specific products and services they are bidding on in order to receive the preference.

6% preference is calculated when scoring a RFP or solicitation.

Explain how preference works on bids vs. RFPs.



BENEFITS OF CERTIFICATION

Certification is free!

TG/ED/VO certification may be used by MnDOT, the Metropolitan 
Council, and the Metropolitan Airports Commission for their non-
federally funded purchases

Other states, counties, municipalities and government agencies verify 
eligibility through our program

Some major corporations with programs for women and minorities 
accept our certification

Presenter
Presentation Notes
There are MANY benefits to certification for eligible small businesses.

Major corporations such as Walgreens, US Bank and Marsden have confirmed certification of companies with our program.



Prompt(er) payment for certified TG/ED/VO businesses – net 
15 days, rather than net 30

Direct Select:
• For contracts up to $5,000

Equity Select :
• For contracts between $5,000 and $25,000
• Only certified TG/ED/VO vendors may be used
• Agencies must use this method of procurement 4x/year

BENEFITS OF CERTIFICATION

Presenter
Presentation Notes
Direct Select: Agency buyers can select ANY vendor to purchase their goods and services, up to a value of $5,000. No competitive bidding process required. They are encouraged, but not required, to use certified vendors.

Equity Select, for purchases between $5,000 and $25,000 (including all extension options).  Equity Select is a procurement method that allows buyers/contract coordinators to award a contract directly to a certified TG/ED/VO business, for goods, services, professional/technical services, and construction that are not currently on a state contract.

With Equity Select, buyers may forgo a competitive solicitation. This generally applies to non-contract items only. If the agency instead chooses to use a competitive process, the agency buyer is encouraged to invite multiple TG/ED/VO businesses to respond.




TG/ED/VO business names are listed at the top of multiple award 
contracts, designated with * to be more visible to state buyers

As of July 1, 2016, goals can apply to TG, ED, VO or combination.

Small Business Goals are set on some construction project contracts 
and professional/technical contracts.

State purchasing goal is to spend 10% with certified small businesses, 
and 15% with non-certified small businesses owned by minorities, 

women, persons with disabilities, and veterans.

BENEFITS OF CERTIFICATION

Presenter
Presentation Notes
Goals require prime contractors to subcontract a portion of the contract to certified small businesses.

In the future, goals may also be set on acquisitions of goods and services.



BENEFITS OF CERTIFICATION

• Sheltered Market – can be used if it is determined that there 
are at least 3 TG, ED and/or VO firms that are interested in 
bidding.

• Projects are reviewed, and appropriate TG, ED and/or VO firms are 
contacted, to determine if there are at least 3 certified firms that 
are interested in bidding.

• If there are, then the project is eligible for Sheltered Market and 
ONLY certified firms may respond to the solicitation.

Presenter
Presentation Notes
At this time, Sheltered Market is primarily being used for construction contracts.

OEP is currently working with the Office of State Procurement’s acquisitions team to develop a methodology for utilizing Sheltered Market for procurement of goods and services. 



PROGRAM IMPACTS TO DATE

• Approximately 1,400 vendors currently certified in the program.

• Increased spend with certified TG/ED/VO vendors by approximately 58% from 
2015 to 2019

• Spend increased from $65.4 million to $103.6 million from 2015 to 2019

• Increased visibility at workshops and events tailored to meet small business 
needs around the state 

• Opportunity Fair / Vendor Showcase

60



Vendor is responsible to report:
Changes in address, phone, email, website

Changes in ownership

Changes in scope of work/NAICS codes

Updating business description

KEEPING YOUR COMPANY INFORMATION UPDATED

Presenter
Presentation Notes
These changes should be reported to TG/ED/VO as well as being updated in your SWIFT vendor profile.

Stress importance of keeping contact information up to date.

Outdated information keeps potential customers from contacting you.

If we cannot contact you, you run the risk of being removed from the program.



RECERTIFICATION:
Every 1 – 2 years

Recertification request will be sent to your email address

Respond within 2 weeks

If you are certified based on being DBE or USVA verified, we will 
check your status and automatically recertify your company as 
long as you remain DBE- or USVA-certified

CERTIFICATION UPDATES

Presenter
Presentation Notes
Approximately every two years, OEP will ask you to recertify the information we have on file for you.

If you do not respond promptly, or if your recertification letter bounces back to us undelivered, you run the risk of being removed from the program. Keep your email address up-to-date with us, and set us up as a safe sender in your email system.

Please note that you should be notifying us of any changes in your ownership, address, capabilities, etc. within 30 days of the change.



VENDOR KIOSK

• OEP’s Vendor Kiosk is available to provide one-on-one assistance with 
a variety of tasks:

• Answering questions about the TG/ED/VO program, review of application materials

• Registering for a MN Vendor ID number

• How to maintain vendor contact information

• Selecting appropriate category codes

• Helping vendors learn how to do business with the State

• Locating and downloading solicitation materials

• Referral to appropriate small business resources

Presenter
Presentation Notes
We strongly encourage all vendors to come to our Vendor Kiosk for one-on-one assistance to learn more about how the state’s procurement process works, and how to navigate through the certification process and beyond.

There are opportunities for direct assistance with our Vendor Kiosk.

Walk-in hours, Mondays 10am – 12pm and Thursdays, 2pm – 4pm, but we encourage you to call our office to make an appointment. This ensures that a Vendor Specialist will be available to assist you, and will be able to prepare for your specific needs.




OFFICE OF EQUITY IN PROCUREMENT TEAM (OEP)

• Babatope Adedayo, 651-201-2406 
Babatope.Adedayo@state.mn.us

• Aaron Anderson, 651-201-2401 
Aaron.Anderson@state.mn.us

• Tammy Gaglioti, 651-201-2430 
Tammy.Gaglioti@state.mn.us

• Twauna Mullins, 651-201-2408 
Twauna.Mullins@state.mn.us

• Sheila Scott, 651-201-2428 
Sheila.Scott@state.mn.us

Igbal Mohammed, Manager, 
651-201-2421

Igbal.Mohammed@state.mn.us

mailto:Babatope.Adedayo@state.mn.us
mailto:Aaron.Anderson@state.mn.us
mailto:Tammy.Gaglioti@state.mn.us
mailto:Twana.Mullins@state.mn.us
mailto:Sheila.Scott@state.mn.us
mailto:Igbal.Mohammed@state.mn.us


CONTACT INFORMATION

For information regarding the Minnesota Small Business Procurement Program:

 Office of Equity in Procurement/Vendor Kiosk

651.201.2402

email:  Procurement.Equity@state.mn.us

 OSP HelpLine – general OSP assistance 

651.296.2600 

email:  osphelp.line@state.mn.us

 SWIFT Vendor Assistance – Department of Administration/OSP

651.201.8100, Option 1

mailto:Procurement.Equity@state.mn.us
mailto:osphelp.line@state.mn.us


Questions?

Aaron Anderson| Vendor Management Specialist
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