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1. Roles of the Small Business Specialists (SBS):  
There are four main roles of the SBS.  Just a few of the tasks under each role are listed below.  
· Metrics and Goal Formation.
· Develop prime and subcontracting goals.
· Track the command’s performance against small business prime contracting goals and small business subcontracting goals.
· Outreach.  
· Attend small business events around the country.  This includes conferences, speed networking, one-on-one sessions, and round-tables.  It most often involves giving presentations to the small business audience.  
· Provide information to small businesses who want to do business with the government.
· Advocacy.
· Review all procurement strategies and plans for actions over $10,000 for consideration of small business prime and subcontracting opportunities.  
· Develop Small Business Participation Factor language for solicitations, evaluate Small Business Participation Factor proposals in major source selections, train and advise evaluators. 
· Review and evaluate, using regulatory guidance, Subcontracting Plans for Contracts, Modifications, and Delivery Orders.   
· Training.
· Provide training to the ACC, Project Manager offices, and to the R&D organizations such as TARDEC, in small business programs, including training in market research, subcontracting plans, and subcontracting reports.

2. The Small Business (SB) can expect the Small Business Specialist (SBS) to:
· Be exceptionally candid as to whether the capabilities of the SB match the agency’s needs.
· Explain the relevant laws enacted for small business benefit.
· Put the SB in contact with the project/technical managers, end users, or any other relevant personnel when appropriate.  Note:  With the volume of small businesses interested in presenting marketing materials to the requirements offices and contracting offices, the SBS cannot provide government rosters or directories, and face-to-face meetings are mainly within the context of Industry Days.  If you have specific technical questions, the SBS will steer your questions to the appropriate people.   
· Be a facilitator to the SB, e.g., inform it of any special unwritten and cultural nuances or procedures.
· Make clear that certification as an 8(a), small disadvantage business, HUBZone contractor, service disabled veteran does not create an entitlement nor guarantee to a contract.
· Stress understanding of the agency’s procurement process, engaging in strong marketing, and competing for work.
· Summarize the agency’s contracting opportunities for the SB specific area of business.
· Impart knowledge about the “market”, the decision makers, who the incumbents are, what service needs are growing and where the future strategic, long-term opportunities are.
· Not give false hope, vague or generic information.
· Treat all SB the same, providing pertinent procurement information, and not show special preference to a network of friends or acquaintances.
· Provide information on the agency’s latest acquisition-related initiatives.

3. What the Small Business Specialist Cannot Do from an Ethical and Legal Standpoint:
· Lobby source selection officials to select a specific SB.
· Advocate purchase of goods and services that the government does not need or want.
· Help to create false expectations on the part of SB of nonexistent contracting opportunities.
· Supersede the authority of the contracting officer.
· Show improper favoritism to some SB at the expense of others.
· Encourage or accept gratuities.
· Promise anyone a contract.
· Provide government-proprietary information.
· Share third party proprietary information provided to him/her by other SB.
· Act as an agent for the SB to obtain business with the Prime Contractors.  For your convenience, we publish lists of our Prime Contractors and contact information.  It is incumbent upon you to contact and market directly to them.  The SBS cannot direct large contractors to provide jobs (employment or subcontracting) to a particular SB.
· Act as a liaison between the SB and the Prime Contractor if the SB has a subcontract with them.  
· Help SB write/review proposals to be submitted to the agency or any other government agency. 
· Answer specific questions about a solicitation that is on the street or under evaluation.  You must contact the Buyer or Procuring Contracting Officer (PCO). 
· Discuss any protest matter with you, help you file a protest, or act as a liaison between you and the PCO regarding a protest. 
· Act in a manner that is tantamount to acting as an agent of the SB.   We provide the information on how to do business with TACOM LCMC and how to find the business opportunities.  It is incumbent upon the SB to do the research.  



4. Visiting the Office of Small Business Programs:  
· We welcome visitors to the OSBP.  Please make an appointment by calling or emailing.   It is often not possible to accommodate drop-in visitors. We have a very small staff and many visitors, and want to give you our undivided attention.  All persons in your party who do not have a DoD ID issued must undergo a criminal background check and obtain approval to visit.  The process may take up to two weeks.  Once you have set up an appointment, we will send you more detailed instructions about the background check and directions on how to get here, parking, etc.  
· If you bring a PowerPoint Presentation, it must be either in hard copy or on a CD/DVD, not a USB memory stick.  
· Normally, and especially the on the first visit, you can expect to meet with the SBS only.   But if the SBS determines it would benefit both the SB and TACOM, the SBS will invite a technical representative.  With the volume of SB contacts the OSBP has, the technical representatives normally do not attend.   If you have specific technical questions, the SBS will steer your questions to the appropriate people.   
· The SBS provides you with information to get you started.   Due to the small staff, high volume of contacts, and the fact that the SBS cannot act as an agent, frequent repeat visits are both difficult to accommodate and not beneficial to the SB.  
· To make the most of your time, you should be prepared to give a brief overview of your business, usually no more than 10 minutes.  Based on your presentation, the SBS can guide you to finding the opportunities that best fit your firm.  
· The following are tips published by the Army for SB visits.  If this is your first visit, it is understandable that you may not be able to do much of the preliminary work mentioned.   The ARMY can expect that the small business will:
· Have done preliminary research on the agency’s website and other sources of information to determine what their mission is and what it buys.
· Be focused in developing discussion in its area of expertise based on requirements.
· Be cognizant of time and schedule and does not prolong the discussion past the time set for the meeting.
· Make a case as to why an agency should use its firm over other SB.
· Not develop unrealistic expectations based upon the meeting.
· Be aware that the SBS is not the end user and does not need to hear the entire technical marketing presentation.
· Follow the avenues of opportunity outlined by the SBS that the firm determines are consistent with its best interest.
· Understand that various SB certifications, i.e., 8(a), SDB, HUBZone, women owned small businesses, service disabled veterans, are secondary to a SB ability to emphasize its high quality products or services, on time delivery and best value.
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Prepared by:
TACOM LCMC Office of Small Business Programs – Warren
Web-page: (http://contracting.tacom.army.mil/sbo/sbo.htm)
Phone:  (586) 282-5388
Have Questions?   Please email usarmy.detroit.tacom.mbx.lcmc-osbp@mail.mil
Tip Sheets are reviewed periodically for any needed updates.
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