PRIME CONTRACTOR INSTRUCTIONS FOR COMPLETING 

MBE FORMS- ATTACHMENTS E AND F

These instructions are meant to accompany the customized reporting forms sent to you by the Procurement Officer for the contract referenced above.  If, after reading these instructions, you have additional questions or need further clarification, please contact the MBE Administrator listed at the bottom of Attachments E and F immediately.

1.
As the prime contractor, you have entered into a contractual agreement with the State of Maryland.  As such, your company/firm is responsible for successful completion of all deliverables under the contract, including your commitment to making a good faith effort to meet the MBE participation goal(s) established for this contract.  Part of that effort, as outlined in the solicitation, includes submission of monthly reports to the State regarding the previous month’s MBE payment activity.  Reporting forms Attachment E (Prime Contractor Paid/Unpaid MBE Invoice Report) and Attachment F (Subcontractor Paid/Unpaid MBE Invoice Report) are attached for your use and convenience.

2. The prime contractor must complete a separate form Attachment E for each MBE subcontractor for each month of the contract and submit one copy the address indicated at the bottom of the form.  The report is due not later than the 15th of the month following the month that is being reported.  For example, the report for January’s activity is due not later than the 15th of February.   

Note:  Reports are required to be submitted each month, regardless of whether there was any MBE payment activity for the reporting month.
3. The prime contractor is responsible for ensuring that each subcontractor receives a copy (e-copy and/or hard copy) of form Attachment F.  The prime contractor should make sure that the subcontractor receives all the information necessary to complete the form properly, i.e., all of the information located in the upper right corner of the form.  It may be wise to customize form Attachment F (upper right corner of the form) for the subcontractor the same as Attachment E was customized by the Procurement Officer for the benefit of the prime contractor.  When e-mailing your forms to DJS, be sure to include the words “MBE Forms” on the subject line. This will help to minimize any confusion for those who receive and review the reports.  
4. It is the responsibility of the prime contractor to make sure that all subcontractors submit reports not later than the 15th of each month regardless of whether there was any MBE payment activity for the reporting month.   Actual payment data is verified and entered into the State’s financial management tracking system from the subcontractor’s Attachment F report only.  Therefore, if the subcontractor(s) do not submit their Attachment F payment reports, the prime contractor cannot and will not be given credit for subcontractor payments, regardless of the prime contractor’s proper submission of the Attachment E reports.  The MBE Administrator for the Department of Juvenile Services will contact the prime contractor if reports are not received each month from either the prime contractor or any of the identified subcontractors.  The prime contractor must promptly notify the MBE Administrator if, during the course of the contract, a new MBE subcontractor is utilized.  Failure to comply with the MBE reporting requirements and/or failure to make a good faith effort to meet the MBE goal(s) will cause the prime contractor to have an unfavorable standing with the Department for future contracting opportunities.
