HQ AFSPC/PKM Call for Annual Small Business Program Award Nominations

Issued:  30 Sep 04      SUSPENSE:  1 Dec 04
1.  General Reference:  AFI 36-2834.

2.  There are 6 categories, as follows:

	
	Category Title
	Reference
	Comment
	Criteria

	1
	Special Achievement Award (Individual Full-time)
	AFI 36-2834, para 4.1
	Typically a SBS (but not always) and not necessarily the chief of the office.  
	See AFI 36-2834, para 4.1.2; Plus nominations should address “initiatives” (formerly referred to as “thrust areas”)—see note 1.

	2
	Special Achievement Award (Individual Part-time)
	AFI 36-2834, para 4.1
	Typically a SBS (but not always).  
	See AFI 36-2834, para 4.1.2; Plus nominations should address “initiatives” (formerly referred to as “thrust areas”)—see note 1.

	3
	Special Achievement Award (Activity with a Full-time SBS) Note 2
	AFI 36-2834, para 4.1
	 “Activity” may be a CONS, an entire center, a group, a wing.  
	See AFI 36-2834, para 4.2.2; Plus nominations should address “initiatives” (formerly referred to as “thrust areas”)—see note 1.

	4
	Special Achievement Award (Activity with a Part-time SBS) Note 2
	AFI 36-2834, para 4.1
	“Activity” may be a CONS, an entire center, a group, a wing.  
	See AFI 36-2834, para 4.2.2; Plus nominations should address “initiatives” (formerly referred to as “thrust areas”)—see note 1.

	5
	SECAF Small Business Award for Outstanding Contributions to the Small Business Program by a Contracting Individual
	SAF/SB (Pat Hiller) email 27 Jan 04
	
	See Attachment 3 below (ref SAF/SB (Pat Hiller) email 27 Jan 04)

	6
	SECAF Small Business Award for Outstanding Contributions to the Small Business Program by a Contracting Team
	SAF/SB (Pat Hiller) email 27 Jan 04
	The title states “contracting” but it can be an acquisition team.  Last year’s wining team included a buyer, a CO, a tech type, a prog mgr and the SBS.
	See Attachment 3 below (ref SAF/SB (Pat Hiller) email 27 Jan 04)


Note 1:    See Part III of the FY04 Plan.   In terms of writing style and format, one can address the initiative area accomplishments within the category headings specified in the AFI or one can set up additional criteria headings to match the initiative areas—SAF/SB does not specify.  Be advised though that the scoring sheet used by SAF/SB has separate scores for each initiative area.

Note 2:  AFI36-2834, para 4.2, mentions an “Excellence” award.  This is not a separate nomination category.  SAF/SB awards the highest scoring activity nomination the excellence award.

 5 Attachments

Attachment 1.  Initiatives, excerpted from PART III of SAF/SB Plan  http://www.selltoairforce.org/General/plan2004.asp 

Attachment 2.  AFI 36-2834

Attachment 3.  Instructions for SECAF Small Business Award for Outstanding Contributions to the Small Business Program by a Contracting Individual or Contracting Team

Attachment 4.  Helpful Hints/Tips For Writing Air Force Small Business Program Award Nominations

Attachment 5.  Score Sheet used for FY03 Awards 

Attachment 1.  Initiatives, excerpted from PART III of SAF/SB Plan  http://www.selltoairforce.org/General/plan2004.asp  

PART III: UPDATED INITIATIVES

Building on the successful execution of the SB Programs during FY02 and the preliminary results of the initiatives implemented in FY03, the USAF will drive enhancements to the thrust initiatives outlined below.  We will continue to concentrate on promoting these initiatives through aggressive program management, advocacy, and outreach programs that enhance our ability to achieve measurable and sustainable growth opportunities for the U.S. Small Business industrial base.
· Increase Outreach and Prime Contract Awards to Women-Owned Small Businesses
The USAF Women-Owned Small Business (WOSB) outreach and matchmaking will continue to be improved with special emphasis on increasing the identification and matching of WOSB capabilities with USAF requirements. 

· Enhance Opportunities for Service Disabled Veteran Owned Small Businesses 
The USAF Service Disabled Veteran-Owned Small Business (SDVOSB) initiative will be expanded to ensure that at least one SDVOSB firm is notified on all competitive requirements over the simplified acquisition threshold. MAJCOM's, DRU will intensify their outreach initiatives in conjunction with other Federal Agency representatives, and aggressively identify contracting and sub-contracting opportunities through joint-small business initiatives in such programs as: Mentor-Protégé, Small Business Innovative Research, Small Business Technology Transfer, and the Manufacturing and Technical Assistance Production Program. 

· Identify and Utilize HUBZone Small Business Competitive Advantages 
The USAF will identify and effectively utilize HUBZone firm's capabilities to meet customer needs through aggressive use of HUBZone procurement authorities and government-wide contracts to increase awards to these firms. 

· Small Business Strategic Sourcing - Countering Contract Bundling 
The USAF SB Specialists will partner with Acquisition Professionals and the Small Business Administration to increase small business strategic sourcing opportunities in major commodity and service industries. This initiative will help to minimize barriers to the Federal marketplace for Small Business and facilitate SB Specialists, contracting officers and customers in completing comprehensive market research, and thus improve consideration of small business in acquisition strategy planning and execution. 

Attachment 2.  AFI 36-2834
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Attachment 3.  Instructions for SECAF Small Business Award for Outstanding Contributions to the Small Business Program by a Contracting Individual or Contracting Team (award categories #5 and #6 in table) (excerpt from SAF/SB (Pat Hiller) Email 27 Jan 04)

"Small Business Award to Outstanding Contracting Individual or Team Achievement in the Small Business Program."  This award was initiated to recognize the significant contributions of our Contracting brethren in the Small Business Program.  Specifics on this program are as follows:

Name:  "SECAF Small Business Award for Outstanding Contributions to the Small

Business Program by a Contracting Individual or Team"

(Team nominees need not be assigned to the same unit)


Eligibility: A contracting individual or team from a buying office, flight, squadron or program office

 
Evaluation Criteria:



1) Outstanding accomplishment(s) during the previous fiscal year reflecting extraordinary support of the Air Force Small Business Program 

 

2) Description of short or long term impacts which may include

 


-- quantitative measures of contracts awarded to small businesses

 


-- significant efforts in overcoming impediments/barriers in awarding a contract(s) to a small business, small disadvantaged business, women owned business, HUBZone small business or service-disabled veteran-owned small business

                  -- a contract award to a small business which had a significant impact to mission accomplishment or operational readiness.

Nomination Package should not be longer that 3 typed pages.  
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Attachment 4.  Helpful Hints/Tips For Writing Air Force Small Business Program Award Nominations
These are tips that Tony Lander, the previous AFSPC Director of Small Business, put together for writing SB award nominations based on what he had seen as an evaluator who scored the Air Force level nominations.  

1.  A winning nom has two important ingredients.  One is the meritorious accomplishments and meritorious behavior of the individual or wing.  This cannot be changed, it either happened or it didn’t.  The other is how well the accomplishments and behavior are described—i.e., writing style.  BOTH ARE NEEDED TO WIN.  Use the classic nom writing style of a glowing statement of the accomplishment followed by a description of the facts that illustrate the accomplishment.

2.  Fonts:  Recommend Arial 11.  This is an easy reading font and the smaller size 11 allows you to cram a lot of words into three pages (if you have a lot of material).  

3.  Margins:  Cheat on the margins (if you have a lot of material).  We used 0.7” all around for a previous AF-level award winning nomination.  Again, this allows you to cram a lot of words into three pages.

4.  Numbers/quantitative results:  Consider using a table (followed by narrative) instead of only narrative sentences.  This shows results more dramatically and takes less space.  If you have had an increase in % over two or more years, show historical numbers.  

Example: Less dramatic: The wing met and exceeded the SB goal by 58%; the SDB goal by 19%; and the WOB goal by 3%.

More dramatic:

	
	FY02 Results
	FY03 Goals
	FY03 Results

	
	
	Baseline
	Target
	

	Small business
	20.4%
	15.6%
	16.5%
	26.0%

	Small disadvantaged business
	10.1%
	  8.4%
	  8.9%
	10.6%

	Women-owned small business
	  3.5%
	  2.7%
	  2.9%
	  3.0%

	Small business set-asides
	  3.9%
	  5.3%
	  5.6%
	  3.8%


In FY03 the 45th Space Wing exceeded the SB target goal by 58%; the SDB target goal by 19%; and the WOSB target goal by 3%.  Moreover, the percentage of awards to SB and SDB increased in FY02 over what was achieved in FY01. 

 The Wing increased its awards to new 8(a) contractors by 21% over the previous year.  As a result of applying the “Rule of One,” which was implemented as the “rule of many,” we awarded 16 competitive buys, out of 20 processed, to SDBs and WOSBs.  Ten awards worth $4.5M went to WOSB while six awards worth $800,000 went to SDBs.

Another example:

	
	FY01 Results
	FY02 Goals

Baseline      Target
	FY02 Results

	Small business (SB)
	65.6%
	70.0%
	72.0%
	87.0%

	Small disadvantaged business (SDB)
	31.2%
	28.5%
	30.0%
	31.7%

	Women-owned small business (WOSB)
	  7.6%
	  7.1%
	  7.3%
	  9.9%

	Small business set-asides (SBSA)
	12.6%
	17.7%
	18.0%
	22.7%


The 90th Space Wing achieved exceptional results in supporting the Air Force small business program during FY02, exceeding all target participation goals.  Even though the Wing obligated fewer funds than in FY01, the percentage of awards to all types of small business significantly increased in FY02 over what was achieved in FY01.  This was realized through the use of 8(a) set-asides, innovative outreach efforts, aggressive marketing of small business sources by our contract specialists and partnering between the 90th Contracting Squadron and their customers--a total team effort!

5.  Avoid concluding statements without facts that back up the conclusion.  Examples:

Not good: The XX Space Wing pursued the “Rule of One” in an aggressive fashion.

Better:

The XX Space Wing pursued the “Rule of One” in an aggressive fashion.  The small business specialist, working with the contracting officers, made sure that more than one WOSB and more than one SDB were informed about contract opportunities for every solicitation above $100,000.  In some solicitations we contacted three, four, and even five WOSBs and SDBs, urging them to propose on a contract.

Best:

The XX Space Wing pursued the “Rule of One” in an aggressive fashion.  The small business specialist, working with the contracting officers, made sure that more than one WOSB and more than one SDB were informed about contract opportunities for every solicitation about $100,000.  In some solicitations we contacted three, four, and even five WOSBs and SDBs, urging them to propose on a contract.  We credit our use of this initiative in causing us to increase our WOSB participation from 7.6% in FY01 to 9.9% in FY02.
6.  If you are writing an activity (wing/center) nom, describe as much leadership (wing, group or squadron or center) involvement as possible.  Describe as much inter- or intra-functional cooperation as possible.  Give achievement credit to other than the SBS (when warranted).  

Example:

The XXX Contracting Squadron is a strong supporter of the Air Force’s Native American Initiative to award $50M to Native American firms.  During FY02, our Contracting Squadron commander and SB specialist attended three Native American outreach events.  Squadron personnel are aware of the initiative and as a result of their efforts, Native American firms, not only from Montana and Wyoming, but around the United States, are responding to our solicitations.  During FY02, we obligated $413,249 in contract awards to Native American-owned businesses.  We also awarded an asbestos abatement indefinite delivery/indefinite quantity (IDIQ) contract, with future potential orders totaling $1.1M, to a women-owned, Native American firm.
Another example:

The Wing SB Office and Contract Review Committee jointly trained contracting personnel on all FY02 changes in the SB program.  The SB Office conducted several training sessions for tenant organizations and other Wing technical customers who requested assistance and information about the SB program.  As a follow-up, the SB specialist arranged for SB firms to give capability briefings to those customers.  The Wing's proactive approach to internal customer education reinforces its working relationships with base organizations and tenants and insures the SB specialist’s participation in their pre-acquisition activities.  A pay off for this advocacy was award of a $12M five-year technical support contract as a small business set-aside for the Central Measurement Technical Coordination Office.

7.  Results/numbers/dollar values:  Describe results with numbers and dollar values, it has more impact.  Example:

Less dramatic:  As a result of the addition of suggested SB sources to the source lists for the 20 competitive buys over $100,000 processed during FY02, 16 were awarded to SB (including SDBs and WOBs).

More dramatic:

As a result of applying the “Rule of One,” which was implemented as the “rule of many,” we awarded 16 competitive buys, out of 20 processed, to SDBs and WOSBs.  Ten awards worth $4.5M went to WOSB while six awards worth $800,000 went to SDBs.

8.  Don’t hesitate to brag, and then back up with facts.  

Example:   Our outreach and training programs are second to none in the Air Force.  The Wing participated in government and industry conferences, trade shows and training events during which SBs were given comprehensive briefings on doing business as prime contractors with the Wing and as subcontractors with our large business primes.  These outreach events were often held in conjunction with the local chambers of commerce, Small Business Development Centers of local community colleges, Procurement Technical Assistance Centers (PTACs), the Brevard [County] Small Business Advisory Council (BSBAC), the National Minority Suppliers Development Council (NMSDC), the Economic Development Council and the NASA/KSC/State of Florida Technical Research & Development Authority (TRDA).  The Wing SB specialist often speaks at these meetings.

9.  If you are describing a contract that has options, always use the total value, including options.  For IDIQs, use the total ceiling amount for all years.  It is more impressive!  Example:

Less dramatic:

Increasing SB participation in outsourcing efforts:  Aggressive participation as a member of the wing A-76 steering group will continue.  SB Office personnel are currently recommending a set-aside for 8(a) firms interested in the wing FY2003 outsourcing of the supply/transportation function.  This will award $5M in FY03.               

More dramatic:

As mentioned above, SB specialist permanent membership in the Wing A-76 steering committee insures that set-asides get maximum consideration during pre-acquisition activities.  As a result of market research and advocacy performed in FY02, the A-76 acquisition of the combined base supply and transportation function, with a five-year estimated value of $25M, is an 8(a) set-aside.

10.  If you did something in FY03 that will cause SB obligations in future years, don’t forget to mention that, even if there are $0 obligations in FY03.
Attachment 5.   Score Sheet used for FY03 Awards  
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FY03 SECAF SB Awards

		From

		Hiller Patrick R Civ SAF/SB

		To

		Beussink Edwin GS-13 AMC/A7K; Carpenter Becky M Civ ACC/LGC; Elmore Richard D Maj PACAF/IGSK; Carter Everett NH-03 11 CONS/LGC; Freeman Sherry D Civ AFOTEC/RMC; Holmes Dianne S GS-15 AFSPC/PKM; Lander Anthony M Civ HQ AFMC/CDB; Pacosa John Civ AFRC/LGCM; Pittinger Sherry L Civ 10 MSG/LGC; Roda Roxanna L GS-13 AFOTEC/RMC; Watts Bobby Civ AETC/LGCF

		Cc

		Diamond Joseph SES SAF/SB; Benavides Matthew R Civ SAF/SB; Wesley-Case Renee M Civ AFOPO/CC

		Recipients

		AFGAL/CN=AFHUB/CN=Z-AF SYNCH/CN=ADGAL/CN=AMC/CN=SCOTT AFB/CN=AMC-A4/CN=EDWIN.BEUSSINK@V_SUBHOLD; AFGAL/CN=AFHUB/CN=Z-AF SYNCH/CN=ADGAL/CN=ACC/CN=LANGLEY/CN=BECKY.CARPENTER@V_SUBHOLD; AFGAL/CN=AFHUB/CN=HICKAM/CN=RECIPIENTS/CN=RICHARD.ELMORE@V_SUBHOLD; AFGAL/CN=AFHUB/CN=Z-AF SYNCH/CN=ADGAL/CN=BOLLING/CN=11TH LOGISTICS GROUP/CN=CONS/CN=CONS USERS/CN=ECARTER@V_SUBHOLD; AFGAL/CN=AFHUB/CN=ZAF CUSTOM RECIPIENTS/CN=AFOTEC/CN=FREEMANS@V_SUBHOLD; RECIPIENTS/CN=DIANNE.HOLMES; AFGAL/CN=AFHUB/CN=WPAFB1/CN=RECIPIENTS/CN=HQAFMCCONTAINER/CN=ANTHONY.LANDER@V_SUBHOLD; AFGAL/CN=AFRC/CN=ROBINS AFRC/CN=INDIVIDUAL/CN=JOHN.PACOSA@V_SUBHOLD; AFGAL/CN=AFHUB/CN=Z-AF SYNCH/CN=ADGAL/CN=USAFA/CN=AC/CN=10TH ABW/CN=MSG/CN=USERS/CN=SHERRY.PITTINGER@V_SUBHOLD; AFGAL/CN=AFHUB/CN=ZAF CUSTOM RECIPIENTS/CN=AFOTEC/CN=RODAR@V_SUBHOLD; AFGAL/CN=AFHUB/CN=RANDOLPH/CN=RECIPIENTS/CN=HQAETCUSERS/CN=BOBBY.WATTS@V_SUBHOLD; AFGAL/CN=AFHUB/CN=Z-AF SYNCH/CN=ADGAL/CN=PENTAGON/CN=HAF ACCOUNTS/CN=JOSEPH.DIAMOND@V_SUBHOLD; Matthew.Benavides@pentagon.af.mil; AFGAL/CN=AFHUB/CN=BROOKS/CN=RECIPIENTS/CN=RENEE.WESLEY-CASE@V_SUBHOLD



	Nominations for the subject awards as set forth in AFI 64-2834 are due in this office NLT COB 13 Feb.  



	Thrust areas remain unchanged from FY02.  They are:



	-Initiatives to increase Women-Owned Business Participation

	- Increasing Native American Organization's participation in Air Force Programs

	- Success in sharing with other Air Force individuals and units, successful initiatives in support of the Air Force Small 	Business Program



	These thrusts, may be discussed as part of the response to the appropriate criteria or may be discussed separately.  



	Nominations are limited to three pages.  No attachments, including the annual achievement report, will be considered in the evaluations.  If necessary to meet the suspense date, nomination packages endorsed by the MAJCOM/DRU Director of Small Business will be considered, but awards will only be made after MAJCOM/DRU command section endorsement is received in SAF/SB.  Use of AF Form 1206 is encouraged. 



	This year, we are soliciting a separate nomination package for a new award catagory, "Small Business Award to Outstanding Contracting Individual or Team Achievement in the Small Business Program".  This program was initiated to recognize the significant contributions of our Contracting brethern in the Small Business Program.  Specifics on this program are as follows:



Nane:  "SECAF Small Business Award for Outstanding Contributions to the Small

Business Program by a Contracting Individual or Team"

(Team nominees need not be assigned to the same unit)



	Eligibility

		1)  A contracting individual or team from a buying office, flight,

squadron or program office



 	Evaluation Criteria

> 		1) Outstanding accomplishment(s) during the previous fiscal year reflecting extraordinary support of the Air Force Small Business Program 

> 		2) Description of short or long term impacts which may include

> 			-- quantitative measures of contracts awarded to small businesses

> 			-- significant efforts in overcoming impediments/barriers in awarding a contract(s) to a small business, small disadvantaged business, women owned business, HUBZone small business or service-disabled veteran-owned small business

                  -- a contract award to a small business which had a significant impact to mission accomplishment or operational readiness.



Nomination Package should not be longer that 3 typed pages.  



	We encourage that you submit all nomination packages as one package.  However, given that this new award may require additional leadtime, we will accept nominations, for this award only, until COB 1 March.       





Finally, please provide electronic versions of the nomination packages. 



Pat Hiller

SAF/SB
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BY ORDER OF THE AIR FORCE INSTRUCTION 36-2834
SECRETARY OF THE AIR FORCE o5 JULY 1994

Personnel

SMALL AND DISADVANTAGED BUSINESS
AWARDS PROGRAM

COMPLIANCE WITH THISPUBLICATION ISMANDATORY

NOTICE: This publication is available digitally on the SAF/AAD WWW site at: http://afpubs.hqg.af.mil.
If you lack access, contact your Publishing Distribution Office (PDO).

OPR: SAF/SB (Mr Pat Hiller) Certified by: SAF/SB (Mr Anthony J. Deluca)
Supersedes AFR 900-44, 10 March 1981. Pages. 2
Distribution: F

Thisinstruction implements AFPD 36-28, Awards and Decorations, asit pertains to the Small and Disad-
vantaged Business Awards Program. It applies to anyone in acquisition programs.

SUMMARY OF CHANGES

Thisrevision expands eligibility to al units that submit a small business and historically Black college or
university minority institution (HBCU/MI) program plan described in AFI 64-201, Small Business Pro-
gram, and establishes a new award, the Special Achievement Award (Individual) for people assigned to
these units.

1. Office of the Secretary of the Air Force, SAF/SB. The Director of the Office of Small and Disad-
vantaged Business Utilization:

* Manages the Small and Disadvantaged Business Awards Program.
» Convenes and oversees the selection panel described in pardgraph
* Announces award recipients by 28 February of each year.

e Acquires plagues and trophies.

» Arranges for the presentation of the awards.

2. MAJCOMs, FOAs, DRUsand PEOs. Commanders of these organizations nominate eligible indi-
viduals and units for the appropriate award. Commanders:

» Submit separate nomination packages for each award to SAF/SB not later than January 31st of thi
year following the fiscal year being considered.

» Ensure that each nomination package is not longer than 3 typed pages (not including attach-
ments).





2 AF136-2834 25JULY 1994

* Include a unit Small Business and HBCU/MI Program Assessment Report (see AFI B4201,
Small Business Program) as an attachment with each nomination.

3. Selecting Recipients. A selection panel:
« Evaluates nominations using the selection criteria for the specific award.

* May select more than one nominee for each awBXCEPTION: Only one unit can Receive
the Secretary of the Air Force Small and Disadvantaged Business Excellence Award.

* May decide not to give an award if it finds no suitable nominees.

4. Awards:
4.1. Special Achievement Award (Individual):

4.1.1. Commanders may nominate individuals (or team of individuals) who are assigned to a
MAJCOM, FOA, DRU, or PEO (or a subordinate unit) that submits a unit small business and

HBCU/MI program plan described in AFI 64-20EXCEPTION: Team nominees need not all
be assigned to the same unit.

4.1.2. The selection panel evaluates each nominee's:
» Support of the unit's Small Business and HBCU/MI Program Plan.
e Support of the Air Force Small Business Program.

» Initiatives to improve small business and HBCU/MI patrticipation in other Federal Gov-
ernment programs.

» Professional and ethical qualities.

4.2. Secretary of the Air Force Small and Disadvantaged Business Excellence and Special Achieve-
ment (Activity) Awards.

4.2.1. AMAJCOM, DRU, FOA or PEO (or a subordinate unit) that submit a unit small business
and HBCU/MI program plan described in AFI 64-201 may be nominated for this award.

4.2.2. The panel evaluates the nominee's:

e Success in meeting assigned quantitative goals, particularly those goals that reflect the
higher

degree of risk described in AFI 64-201.

* Progress towards reaching Strategic Goals and Tactical Objectives described in the nomi-
nee's and the Air Force Small Business and HBCU/MI Program Plan.

» Demonstrated process improvements to the Air Force Small Business Program, to include
how the nominee's initiatives are used by other units.

ANTHONY J. DELUCA

Director, Office of Small and Disadvantaged Business
Utilization
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