MBE/WBE Reporting Check List
Developed to Assist EPA Grantees in Completing and Submitting their MBE/WBE Reports
__
The report has been (or will be) completed using the current, EPA-approved MBE/WBE Reporting Form (EPA Form 5700-52A) which can be accessed at www.epa.gov/osbp .

__
I have downloaded and read the 3-page Instructions accompanying EPA Form 5700-52A.

__
The appropriate Federal Fiscal Year has been entered in Block 1A of the reporting form. 

__
All of the grantee(s contact information has been included in Blocks 3A-3C (organization name and address; and reporting contact name, e-mail address, phone and FAX numbers).

__
The correct Financial Assistance Agreement ID number has been entered in Block 4A.

__
All sources have been checked before procurement data for the reporting period is entered on the form (i.e., the grantee(s buying offices and project managers, as well as any and all sub-recipients, loan recipients, and prime contractors under the EPA-funded project).

__
The dollar amounts reported on the form reflect procurement made during the reporting period under both EPA(s and the grantee(s matching grant dollar share. (Note: The sole exception is the State Revolving Fund Program where the DBE/MBE/WBE program requirements apply up to the amount of EPA share/capitalization grant.)

__
The data entered on the report meets EPA(s definition of procurement (i.e., (the acquisition through contract, order, purchase, lease or barter of supplies, equipment, construction, or services needed to accomplish Federal assistance programs.().

__
Before checking Block 5B, the grantee has determined that NO procurement was made to non-MBE/WBE, as well as to MBE and WBE, during the reporting period. 

__
Data has been entered in Block 5C only if Block 5B has NOT been checked.

__
Unless Block 5B has been checked, a yes or no response has been entered in the first line of  Block 5C based on EPA(s definitions of  (sub-award( and (contracts.(
__
Unless Block 5B has been checked, a dollar amount has been entered for (Total Procurement Amount( in Block 5C (even if there was no MBE or WBE procurement).

__
The grantee understands that any dollar amount entered for (Total Procurement Amount( in Block 5C includes any procurement dollars awarded to non-MBE/WBE as well as to any MBE and WBE.  (Note: The figure entered as the (Total Procurement Amount( is likely to exceed the (Total( for ($MBE( and ($WBE( entered at the bottom of Block 5C.)

__
If procurement during the reporting period was made to non-MBE/WBE only,

the grantee has explained in Block 6 what steps it is taking to identify and utilize MBE and WBE.

__
Part 2 of the form (reverse side of Part 1) has been completed only if procurement dollars were awarded to MBE and/or WBE during the reporting period.  

__
The MBE and WBE dollar amounts entered in Block 5C of Part 1 align with the amounts entered in Part 2 of the form.

__
MBE and WBE expenditures have NOT been (double-counted( on Part 1 of the  form. (Note: If a vendor/supplier/contractor who has been awarded a contract or small purchase is both a MBE and a WBE, the dollar amount counted towards MBE and WBE for that individual procurement must NOT exceed the amount entered for the (Value of Procurement( listed in Column 3 of Part 2.)

__
All appropriate Blocks in both Parts 1 and 2 of the reporting form have been completed.

__
The completed report has been signed and dated by an official or other authorized employee of the EPA grantee (and NOT by a contractor, sub-recipient, or loan recipient).

__
The completed, signed, original MBE/WBE report has been (or will be) mailed to the EPA Grants Management Office where the grant originated, addressed (Attention: DBE Coordinator.( 

If you have questions, please contact your Regional DBE Coordinator who is listed under (Regional Contacts( at the following EPA website: www.epa.gov/osbp .
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