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about
WDCEP 
The WASHINGTON DC ECONOMIC PARTNERSHIP 
(WDCEP) is a nonprofit, public-private organization 
whose core purpose is to actively position, 
promote, and support economic development and 
business opportunities in the District of Columbia.

WDCEP’s mission is to promote the District’s 
economic and business opportunities through 
supporting business retention and attraction 
activities. WDCEP is the central organization 
in the District that connects both the public 
and private sectors as well as neighborhood 
communities to local, national, and international 
audiences. WDCEP’s unique position is owed to 
its historical knowledge of the city’s business and 
economic climate; accurate analytics, data, and 
research; and access to community partners.

WDCEP’s success aligns with its partners and 
the ability to facilitate dynamic relationships with 
technology visionaries, artists, entrepreneurs, 
nonprofits, and global enterprise leaders. 

WDCEP stays one step ahead of the vibrant and 
evolving economic landscape by monitoring 
the pulse of the District’s evolution shaped 
by entrepreneurs, startups, investors, as 
well as both small and large businesses.

WDCEP Services 

• Business Engagement and Consultations

• DC Biz Chats

•  Local Market Intelligence  
wdcep.co/neighborhoods

•  DC Real Estate Search tool  
search.wdcep.com

• Site Location Assistance

Learn more at wdcep.com or  
engage online @WDCEP. 

DOING BUSINESS TOOLKIT | LOCAL AND FEDERAL GOVERNMENT CONTRACTING iii

http://wdcep.co/neighborhoods
http://search.wdcep.com
http://wdcep.com
http://twitter.com/WDCEP


THE TOOLKIT
This document is designed to be a toolkit to 
assist small businesses in assessing whether 
government contracting at the local, state, or 
federal level is viable for their business and the 
steps to pursue this sector. The toolkit is designed 
to provide detailed guidance and relevant technical 
assistance that address the various stages and 
requirements for small business penetration in 
this market. There are several no-cost technical 
assistance organizations that provide guidance in 
the government contracting sector and are listed 
at the end of this document. One of the unique 
advantages of being a District of Columbia-based 
business is having ready access to engage a variety 
of federal agencies, local agencies, and adjoining 
state agencies in government procurement.

ORGANIZATION OF 
THE TOOLKIT
This toolkit is organized to generally follow 
the ordered steps a small business should 
undertake in the government contracting process 
from research to the necessary infrastructure 
that should be in place to be a successful 
government contractor. Key steps for both 
federal level and local (District Government) level 
contracting will be addressed in the toolkit.

The toolkit contains text with dynamic links 
(underlined in blue) to access websites, providing 
additional information and guidance. The toolkit 
concludes with contact information listing local 
no-cost technical assistance resources that provide 
government contracting guidance and support.

DISCLAIMER

The information contained in this guide is for 
informational purposes only. The information—
including all referenced external sources, links, 
and downloads—has been compiled from several 
resources. WDCEP makes no representation or 
warranty of any kind regarding the accuracy, 
reliability, availability, or comprehensiveness of the 
information contained in this guide. Your use of this 
document implies acceptance of this Terms of Use 
and acknowledgment of the Disclaimer below. 

This document contains names of third parties 
and links to third-party websites or content 
belonging to or originating from third parties. 
The third-party site owners, and not WDCEP, own 
the intellectual property rights to the materials 
in any and all linked sites. Such links are only for 
the convenience of the user and informational 
purposes only; WDCEP does not recommend or 
endorse the contents of the third-party sites. 

WDCEP does not assume responsibility for the 
accuracy or reliability of any information offered 
by third-party websites linked in this guide. 
Please consult the appropriate professionals 
before taking any action based on information 
contained herein. Use of and access to this guide 
or any of resources contained within this guide 
does not create any type of relationship between 
the user and WDCEP, or any of its agents. All 
liability with respect to any user’s reliance on 
this guide is hereby expressly disclaimed.
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introduction to 
government 
contracting

WHAT IS 
GOVERNMENT 
CONTRACTING?
Let’s first define what is government contracting? 
Government contracting is the method that 
federal, state, and local government agencies 
and entities use to procure goods and services 
from businesses to meet their missions and 
maintain their operations. These businesses, large, 
medium, and small are vetted to determine if they 
have the capacity to successfully provide these 
products or services. The contracting process 
includes market research, vendor registration, 
vendor certification, bidding, and awarding.

The government contracting process includes 
defined criteria and guidelines specified by the 
government agencies and entities, which involves:

• Detailed processes and lead time from 
opportunity announcement to award 

• Complex procurement regulations

• Buyers from various agencies with varied 
acquisition methods and requirements

• Technical thresholds to meet

• Low price or best value for the 
government agency or entity

• A relationship-driven journey that, in some 
cases, can takes months or years for reward

• Payment guaranteed by the agency or entity
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The general aims of the rules and 
regulations governing federal, state and, 
local contracts are to ensure that:

• Competition is fair and open: The process of 
requesting proposals, evaluating bids, and 
making awards should take place on a level 
playing field with full visibility. Any business 
that is qualified to bid should be considered. 

• Products and services are competitively 
priced: The government seeks pricing that is 
commensurate with its formidable buying power. 

• The government gets what it pays for: The 
government protects itself by carefully 
defining requirements, terms, and conditions 
for all purchases. Contractors must document 
that they have fulfilled all requirements and 
met all contractual terms to receive payment. 

• Both the government and contractors 
comply with the law: Different rules and 
regulations apply to different types of 
purchases. The Federal Acquisition Regulation 
(FAR) or Defense Acquisition Regulation 

Supplement (DFARS) applies to most 
federal agencies. Individual organizations 
often have their own rules, as well.

THE OPPORTUNITY
For those businesses that are successful, 
government contracting can be very lucrative. 
The U.S. government is the largest buyer in the 
world, purchasing close to $600 billion worth 
of goods and services in fiscal year (FY) 2019. 
Similarly, state, and local level agencies from 
around the country collectively purchase billions 
of dollars in goods and services. The goods 
and services can range from items as simple 
as office supplies to as complex computer 
systems, including many items in between.

The table below shows Federal small business 
goals and procurement in FY 2019 with a 
comparison to FY 2018 achievement. Note that 
the Federal fiscal year is from October 1st to 
September 30th. The award categories below will 
be explained in more detail later in this toolkit.

FEDERAL GOVERNMENT PROCUREMENT
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The figure below shows the District of Columbia 
procurement goals for FY2019. The District 
of Columbia fiscal year is also from October 
1st to September 30th. The information in the 
graphic is taken from the Green Book, an 
annual publication showing the historic and 
estimated spending of the DC Government 
across agencies for products and services.

TERMINOLOGY
Government contracting has a unique language 
and terminology that differentiates it from 
commercial or not-for-profit sector contracting in 
many ways. It is important to have a rudimentary 
understanding of the terminology, which is often 
filled with acronyms. Wherever possible this toolkit 
will provide a definition of the terms and acronyms. 
The National Science Foundation also has a 
glossary of government procurement terms.

DC GOVERNMENT PROCUREMENT
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TYPES OF 
GOVERNMENT 
CONTRACTS
There are two broad categories 
of government contractors:

• Prime Contractors bid on and win contracts 
directly from government agencies. After 
award, the prime contractor company is 
the entity that is legally responsible for all 
aspects of fulfilling the contract, such as 
interacting with the government customer, 
recruiting staff, organizing and managing 
teams of subcontractors, and meeting all 
delivery requirements. Both large and small 
businesses can serve as prime contractors. 

• Subcontractors join prime contractors’ 
teams, usually to provide a specific 
capability or product. Subcontracting is 
an excellent way to enter the government 
contracting market and to participate in 
large-scale opportunities. The advantage 
of being a subcontractor (sub) is that you 
will be responsible only for your area of 
expertise, not managing the entire contract. 
You can gain valuable experience (called 
“past performance”) that will qualify you 
for future contracts. But note that you 
will be serving two customers: the prime 
contractor and the government. Your prime 
contractor will determine what percentage 
of the work (called “workshare”) and 
which assignments (called “tasks”) you will 
receive. You may or may not work directly 
with the government, at the discretion of 
your prime or the terms of the contract.

SET-ASIDE CONTRACTS
Most federal government agencies “set aside” a 
percentage of their acquisitions (what they buy) for small 
and disadvantaged businesses (Refer to Page 16 for 
more information). In some cases, these set-asides might 
consist of certain types of tasks on larger contracts. In 
other cases, entire contracts may be designated for small 
businesses. In fact, every federal government purchase 
valued from $3,500 to $150,000 is automatically set 
aside for small businesses; purchases exceeding 
$150,000 are set aside for small businesses if there 
are at least two companies that could do the work. 

The Government is particularly interested 
in buying goods and services from small 
businesses for several reasons, including:

• To ensure that large businesses do not 
“muscle out” small businesses 

• To access the innovation and agility small 
businesses are great at providing

• To support entrepreneurs as drivers of 
economic development and job creation

• To offer commercial opportunities to 
socioeconomically disadvantaged 
business owners

The federal government has specified annual prime 
contracting goals for designated small businesses. The 
current government-wide procurement goal stipulates 
that at least 23% of all federal government contracting 
dollars should be awarded to small businesses. In 
addition, targeted sub-goals are established for the 
following small business categories as part of the 23%: 

• Women-Owned Small Business – 5% 

• Small Disadvantaged Business – 5% 

• Service-Disabled Veteran-Owned 
Small Business – 3% 

• HUBZone – 3% 

Additional information on federal and local small 
business programs will be discussed later in this toolkit.
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CAPACITY AND 
CAPABILITY
A good first step is to understand your current 
business capacity and capabilities. Capacity is the 
ability to meet the current and future product and/
or service demands of the customers you have 
or are targeting, including government agencies 
and entities. Capabilities are the services and/
or products your business provides that form the 
core of your business — these are the areas you 
perform very well in without significant stretch. 
Capacity and capabilities are intricately tied to 
your internal back office, business processes, and 
access to resources that support the business. 
It is important that a small business knows their 
current capacity and capability to determine if they 

can successfully perform the work or provide the 
products the government may need. Later in this 
toolkit, the business infrastructure is discussed 
in the context of government contracting.

A handy tool to determine capacity and capability 
is a Strength, Weakness, Opportunity and, Threat 
analysis better known as a SWOT analysis. The SWOT 
analysis is a visual tool that can assist an organization 
in identifying areas of the business in which they 
excel (strengths), need improvement (weaknesses), 
identify opportunities to pursue, and identify threats 
that can hinder business success. Strengths and 
weaknesses are internal and specific to the business, 
while opportunities and threats are external to the 
business and the industry in which the business works. 
The opportunities and threats are often found through 
market research, which will be addressed later.

getting your 
business ready
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NOTE: Businesses should periodically 
do a SWOT analysis, regardless of 
government contracting. The SWOT 
analysis table below breakdowns 
key areas of business to analyze 
each within the framework.

The SWOT analysis can be completed using 
bullet points entries and should be undertaken 

with owner(s), advisory board, and other key 
management staff input to garner various 
perspectives. The local technical assistance 
resources listed at the end of this toolkit can 
serve as an objective third party that can help 
business owners conduct a SWOT analysis.

The SWOT analysis will be important after you 
determine what agencies are the best fit for 
your products and/or services. The strengths 
and opportunities identified in the SWOT 
analysis can be leveraged by the company, 
while attempts should be made to address and 
mitigate the identified weaknesses and threats.

STRENGTHS (S) WEAKNESSES (W) OPPORTUNITIES (O) THREATS (T)

INTERNAL INTERNAL EXTERNAL EXTERNAL

Product / Service 
Offering(s)

    

Brand / Marketing     

Human Capital
    

Finance     

Operations / 
Management

    

Market
    

IT
    

Continuity / Disaster 
Preparedness
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RESEARCH
One of the first steps in determining the viability 
of government contracting for your business is 
through research. Research involves finding if 
the government may buy your products and/or 
services and, if there are opportunities, where 
they can be found. Part of this research includes 
identifying historical patterns of purchase by 
agencies in addition to current and future patterns 
of purchase. This step is critical before a small 
business invests significant time and resources in 
pursuing government contracts. While governments 
buy many goods and services, their purchases 
may not be in line with the goods and services you 
produce or the barriers to entry may be significant. 

FEDERAL OPPORTUNITIES

There are several different ways you can find 
opportunities to do business with federal 
agencies. You can use these resources to get 
a sense of the federal marketplace for the 
products or services your business offers.

• Decide if federal contracting is a good 
idea for your business. Consider factors 
including whether your company has 
enough time and resources to invest 
in the process. The General Services 
Administration’s (GSA’s) Vendor Toolbox 
can help you make the decision.

• Look up the North American Industry 
Classification System (NAICS) code for your 
industry. You must know your six-digit NAICS 
code to identify compatible federal contracts 
in your industry. More details on NAICS 
codes are provided later in this document.

• Determine whether your business is 
eligible for any special labels (set-aside 

types) or programs. If so, you can compete 
for additional contracts that are “set 
aside” by the government for small and/
or disadvantaged businesses. You may 
also receive preferential treatment when 
competing for contracts, depending on the 
specific set-aside type(s) you qualify for.

• Research the demand and pricing for your 
product or service within the government 
through free online tools. These online 
domains with have a .gov top level domain. 
Determine demand for your products or 
service with the Contract Opportunities 
Search Tool on beta.SAM.gov or the GSA 
Forecast of Contracting Opportunities 
Tool. Use the Contract-Awarded Labor 
Category (CALC) site to get an idea of 
hourly labor rates in federal contracts.

• Avoid costly errors and potential legal 
problems by researching the regulations 
and laws for federal contractors. The Small 
Business Administration (SBA) offers free 
resources that can help you learn about the 
responsibilities of federal contractors. 

• USASpending.gov is a U.S. government 
website for people who make, receive, and 
manage federal awards. Organizations within 
the federal government publish notices at 
this site on proposed contract actions valued 
at more than $25,000 and are unclassified.

• Find contracts through individual agencies’ 
Offices of Small and Disadvantaged 
Business Utilization also known as OSDBU. 

• Become a subcontractor by working 
for another company that already has a 
contract with the federal government. This 
is a good way to introduce your company 
to contracting with the government and 
to build a track record of success.
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2021
GreenBook
sixth edition

#FAIRSHOT
28 GREENBOOK

CBE Testimonials

“As a relatively new CBE which provides training and website accessibility testing services, I 
have been impressed with the current staff at DLSBD. Whenever I have a call or send an email, 
I am responded to with accurate information quickly. The team has always exhibited patience, 
empathy, and an understanding that this is all very new to many of us new entrepreneurs.

I have participated in many DSLBD training workshops, and the PTAC - CBE Speaker Series, 
and every instructor, including Ariel Giles, has been outstanding. The courses have been timely, 
productive, and very informative. DSLBD has helped me to secure business, respond  
to RFPs, and win business! The DSLBD Small Biz Quarterly is also a welcomed resource to 
small businesses!

As a small business owner, I am a sponge for information that will help me grow my business, 
especially during this turbulent and chaotic time. Being a CBE has also helped me to win 
business with other companies as the certification validates you as a business and gives you 
credibility. Results One LLC received one of its first contracts as a subcontractor to a large 
CBE due to being a CBE! This opportunity gave us the much-needed past performance that so 
many small businesses need.

The Green Book has also helped me identify agencies with training and professional 
development budgets. As a result, I have had the benefit of holding several meetings with some 
of the agencies!

DSLBD, under the leadership of Director Kristi Whitfield, has “taken on the challenge of 
identifying and implementing new ways to help small businesses in DC to have their fair shot 
at opportunities.” I am thrilled with all of her work on the new reforms to the CBE Law that, as 
Director Whitfield says, “will keep local dollars local.” l am very excited about the impact this 
reform may potentially have on my small business.”

Results One LLC
Kim Alfonso

13FY 2021

Department of Forensic Sciences

Office of Human Rights

Department of Insurance, Securities, and Banking

Office of the Attorney General for the District of Columbia

Department of Motor Vehicles

Office of the Chief Financial Officer

District of Columbia Public Schools

Office of the Tenant Advocate

District of Columbia Retirement Board

Office of Unified Communications

Office of Zoning

TOP TEN
POTENTIAL OPPORTUNITIES

$19.7M

$11.6M

$11.2M

$8.3M

$4.4M

$437.1K

IT Consulting

Data Processing, Computer, 
Programming, and Software Services

Computer Software for Microcomputers 

IT Project Management Services

Computer Software for Mini and 
Mainframe Computers 

Software Maintenance/Support

AGENCIES NEEDING THESE SERVICES

Department of Energy and Environment

Office of Cable Television, Film, Music, and Entertainment 

Department of Employment Services

Department of Corrections

Metropolitan Police Department

Criminal Justice Coordinating Council

Fire and Emergency Medical Services Department

$55.9M

$160.5K Computer Hardware and Peripherals

Health Benefit Exchange Authority 

Housing Finance Agency

INFORMATION
TECHNOLOGY 

$80.9K

$630K

$31.2K 

$71.7K 

$8.8K 

$3.1M 

$467.8K 

$8.2M 

$16M 

$6.2M 

$1.4M

$28.6K 

$1M

$206K 

$5.2M 

$437.1K 

$12.2M 

$517.8K

$29.4K

$50K  

LOCAL OPPORTUNITIES

The District government, like the federal 
government, procures a variety of goods and 
services from business and has established 
procurement goals. The Green Book: Small 
Business Enterprise Opportunity Guide (FY 
2021 Green Book) — helps Certified Business 
Enterprise (CBE’s) navigate the procurement 
opportunities available at District agencies. The 
Guide provides details on each monitored agency 
budget, outlines the goal setting process for each 
agency, and identifies planned acquisitions and 
areas where spending waivers were applied. 

The Office of Contracting and Procurement (OCP) 
invites all businesses to take the required steps 

to do business with the DC government. Vendors 
interested in doing business with the District should:

1. Attend a General Vendor Workshop.

2. Meet all of the requirements for 
doing business with the District.

3. Register to do business with the District in 
eSourcing to receive notice of open solicitations.

4. Become a Certified Business Enterprise (CBE)  
(local businesses only).

5. Get on the DC Supply Schedule (CBEs only).

6. Regularly visit ocp.dc.gov to view 
current procurement opportunities.
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Once research indicates 

the viability of government 

contracting, businesses will then 

need to market their services 

to potential government 

customers. Basic government-

focused marketing tools include:

ELEVATOR PITCH
This typically includes, a succinct introduction 
that covers what value-add you provide and 
to who/whom. Your elevator pitch can be used 

marketing to 
the government

at networking events as a launch pad to hook 
interest when asked what your business does. 
To maintain consistent company branding, your 
company's elevator pitch should be used by all 
staff when having external conversations. 

CAPABILITY 
STATEMENT
This is a one to two-paged document (essentially, 
a company resume) that includes company 
differentiators; a list and brief description of core 
services/products; NAICS codes/product service 
codes/NIGP codes; certifications; sample list of 
notable current and former customers, and company 
information (point of contact, website address, 
phone number, DUNS number). NAICS, product 
service codes, NIGP codes are described below.
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CAPABILITY BRIEF 
The capability brief is used when meeting 
with government contracting decision-makers 
who have expressed an interest in your 
company. The brief is typically a slide deck 
PowerPoint-type presentation with expanded 
details from your capability statement.

BUSINESS WEBSITE
Your business website should have 
government-focused information contained 
in the capabilities statement applicable to 
government contracting including certifications, 
NAICS, PCS, and NIGP codes. It would also be 
beneficial to have the capabilities statement 
downloadable from the company website.

LINKEDIN ACCOUNT 
Your business LinkedIn account can be a 
great tool for connecting with key government 
contracting individuals and researching the 
government contracting decision-makers. Once 
connected, LinkedIn is a great way to market your 
company and its capabilities. LinkedIn can also 
be used to demonsrate your value as a thought 
leader in your field, should it be applicable.

NORTH AMERICAN 
INDUSTRY 
CLASSIFICATION 
SYSTEM (NAICS) 
CODES 
The North American Industry Classification System 
(NAICS) pronounced “nakes” is the standard 
used by Federal statistical agencies in classifying 
business establishments for the purpose of 
collecting, analyzing, and publishing statistical data 
related to the U.S. business economy. A company 
selects the codes from the NAICS database, 
managed by the U.S. Census Bureau, that best 
depicts their primary business activities. The 
government also uses NAICS codes to identify 
industries for procurement of goods and services.

You may also find that you need a NAICS 
code for administrative, contracting, and tax 
purposes. The code classifies the economic 
sector, industry, and country of your business. 
For federal contracting purposes, you will need 
to identify in System for Award Management 
(SAM) (described later in this toolkit) all the NAICS 
codes (industries) applicable to your business.
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PRODUCT SERVICE 
CODES
Product Service Codes (PSCs) classify products, 
services, and research and development items 
purchased by the federal government. PSCs are 
used in conjunction with NAICS codes on capabilities 
statements and other company marketing materials.

D-U-N-S NUMBER
A D-U-N-S Number is a unique nine-digit 
identification number for each physical location of 
your business. The D-U-N-S Number has become 
the standard for tracking more than 330 million 
businesses and is required to do business with 
hundreds of trade, government, and industry 
organizations around the globe. Banks and potential 
partners may use your D-U-N-S Number to access 
your business credit file, see your business credit 
history, and help make decisions about your 
company. The assignment of a D-U-N-S number is 
quick and free for all businesses required to register 
with the Federal Government for contracts or grants. 

NATIONAL INSTITUTE 
OF GOVERNMENT 
PURCHASING  
(NIGP) CODES
The National Institute of Government Purchasing 
(NIGP) Codes is used in identifying seven-digit 
commodity code descriptions for goods and 
services the District of Columbia purchases 
through the DC Office of Contracting and 
Procurement. If the DC Government is a potential 
customer, the appropriate NIGP codes should 
be included on company marketing materials.

GOVERNMENT 
REGISTRATION
Government vendor registration is the process 
through which companies let government agencies 
at the federal, state, and local levels know they 
are available as a vendor to provide goods, and 
services. Each registration system, whether federal, 
state, or local has criteria and prerequisites for 
registration. This section will discuss federal 
and local vendor registration programs.

FEDERAL REGISTRATION

The System for Award Management (SAM) 
is an official website of the U.S. government 
and serves as the primary database of their 
business vendors. There is no cost to use 
SAM. You can use this site for free to:

• Register to do business with 
the U.S. government

• Update or renew your entity registration

• Check status of an entity registration

• Search for entity registration 
and exclusion records

Vendor registration in SAM is required prior to 
the awarding of a federal contract. SAM can 
also function as a marketing tool for businesses, 
allowing government agencies and contractors to 
search for companies based on capability, capacity, 
experience, ownership, and certifications. 

NOTE: Businesses will need 
to obtain a D-U-N-S Number 
and be a registered entity.
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LOCAL REGISTRATION

The Department of Consumer and Regulatory 
Affairs (DCRA) provides many services supporting 
existing and aspiring businesses in the District of 
Columbia. Through its Small Business Resource 
Center (SBRC), DCRA provides concierge-like 
services for entrepreneurs looking to register a 
company, apply for or renew a Basic Business 
License (BBL), and apply for a Certificate of 

Occupancy (C of O) or Home Occupation Permit 
(HOP). The SBRC also provides educational 
assistance, including one-on-one business 
development sessions and group workshops.

The DCRA DC Business Center website 
helps streamline the licensing process, 
making it easier for entrepreneurs to start, 
grow, and maintain local businesses.

14 ©2021 WASHINGTON DC ECONOMIC PARTNERSHIP

https://dcra.dc.gov/
https://dcra.dc.gov/
https://dcra.dc.gov/service/small-business-resource-center-sbrc-free-workshops
https://dcra.dc.gov/service/small-business-resource-center-sbrc-free-workshops
https://business.dc.gov/quick/9750
https://business.dc.gov/quick/9750
https://dcra.dc.gov/cofo
https://dcra.dc.gov/cofo
https://dcra.dc.gov/service/home-occupation-permits
https://dcra.dc.gov/service/home-occupation-permits
http://business.dc.gov


If you’re a business owner and are 

considering the local, state, and federal 

government as a potential customer(s), 

you should check to see whether 

your company qualifies for one or 

more of the available certifications or 

self-certifications. These open doors 

to contracting opportunities since 

a certain percentage of contracts 

are reserved for companies with 

these types of certifications. 

government 
certification 
program

Entities that grant these certifications to 
businesses that meet the size criteria: 

• Small Business Administration (SBA)

• DC Department of Small and Local 
Business Development (DSLBD)

• Veteran Affairs

• Washington Metropolitan Area 
Transit Authority (WMATA)

• Metropolitan Washington 
Airports Authority (MWAA)

• District Department of 
Transportation (DDOT)
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FEDERAL 
CERTIFICATION 
PROGRAM
The SBA has numerous programs that provide 
preferential treatment to small businesses 
looking to contract with the federal government. 
To be eligible for these special considerations, 
your business must be certified in one of 
the ways described in this section. 

The most basic certification is the small business 
certification. A company’s business size is identified 
based on its North American Industry Classification 
System (NAICS) code, number of employees, and 
annual revenue. Determining the size of your 
business is a two-step process. First, find the 
NAICS code that best describes your business, 
and then determine your industry’s size standard 
by using the SBA’s Table of size standards.

In addition to meeting the numerical standards to 
qualify as a small business, your company must also: 

• Be a for-profit business of any legal structure

• Be independently owned and operated

• Not be nationally dominant in its field

• Be physically located and operate 
in the U.S. or its territories 

Businesses outside the U.S. may still be counted 
as small if they have an operation in the U.S. 
that makes a significant contribution to the 
U.S. economy through payment of taxes or use 
of American products, materials, or labor.

Upon proving that your company is, in fact, 
a small business, you can then register 
as a vendor with the federal government 
through the System for Award Management 
(SAM) database mentioned earlier.

For additional information about the above process, 
please visit the U.S. SBA Contracting Guide.

8(A) BUSINESS 
DEVELOPMENT PROGRAM 
The 8(a) Business Development Program is 
designed to help socially and economically 
disadvantaged entrepreneurs gain access to 
federal and non-federal procurement markets. 
This is meant to establish a level playing 
field for these small business entities. 

Eligible businesses must be at least 51% 
owned or controlled by U.S. citizens of good 
character, who are socially and economically 
disadvantaged. The certification is valid for nine 
years (if the business meets the requirements) and 
includes two phases: a four-year developmental 
stage and a five-year transition stage. 

Benefits of the 8(a) program include:

• Participants can receive sole-source contracts 
up to $4 million for goods and services and 
$6.5 million for manufacturing. The program 
encourages businesses to build their 
competitive and institutional knowledge, while 
participating in competitive acquisitions.

• Firms are also able to form joint ventures 
and teams to bid on contracts. This 
enhances the ability of 8(a) firms to perform 
larger prime contracts and overcome 
the effects of contract bundling. 

• Participants may take advantage of 
specialized business training, counseling, 
market assistance, and high-level 
executive development provided by 
the SBA and its resource partners. 

8(a) firms are monitored through annual reviews, 
business planning, and systematic evaluations to 
ensure participants are on track to accomplish the 
goals and meet the requirements of the program.

If the 8(a) program is of interest, businesses are 
encouraged to seek technical assistance from 
one of the providers listed at the end of the 
toolkit prior to submitting their 8(a) application. To 
learn about the requirements and benefits of this 
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certification visit sba.gov/federal-contracting/
contracting-assistance-programs/8a-
business-development-program. To apply 
for the 8(a) Business Development Program 
simply use the certify.SBA.gov website.

HUBZONE

The HUBZone program helps small businesses 
located in distressed urban and rural communities, 
known as Historically Underutilized Business 
Zones, gain access to federal contracts. 
HUBZone-certified businesses also get a 
10% price evaluation preference in full and 
open contract competitions. To qualify for the 
program, a business (except tribally owned 
businesses) must meet all the following criteria: 

• It must be a small business according 
to the SBA size standards. 

• It must be owned and controlled (at 
least 51%) by U.S. citizens, a community 
development corporation, an agricultural 
cooperative, a Native Hawaiian 
organization, or an Indian tribe.

• Its principal office must be 
located within a HUBZone. 

• At least 35% of its employees must reside 
in a HUBZone (but not necessarily the 
HUBZone in which the business resides). 

The HUBZone program is charged with 
providing contracting assistance to qualifying 
small businesses in order to promote job 
growth, capital investment, and economic 
development in HUBZone areas. Federal 
procurement officials have a goal of contracting 
at least 3% of their contracting dollars 
to HUBZone-certified small businesses. 
Qualifying businesses have an opportunity to 
participate and to potentially receive contract 
awards stemming from this overall goal. 

Specific procurement preferences include:

• Set-aside (competitive) HUBZone contracts 
reduce the pool of competing proposals if at 
least two qualified HUBZone businesses are 
expected to submit offers and the contract 
is expected to be at a fair market price. 

• Sole source HUBZone contracts allow sole 
sourcing on projects up to $5 million for 
manufacturing and $3 million for other industry 
types if it is expected that two or more 
HUBZone businesses will not submit offers. 

• Full and open competitive HUBZone contracts 
give price preference to bids from HUBZone 
businesses if their offer is not 10% higher in 
cost than those of the non-HUBZone bids. 

• Subcontracting HUBZone contracts 
mandates that all subcontracting plans 
for large federal contractors include 
a HUBZone subcontracting goal.

Access the HUBZone Map on the SBA  
website to see the areas. You can visit  
sba.gov/federal-contracting/contracting-
assistance-programs/hubzone-program 
for a complete list of requirements.

A new log-in method requires any individual 
with authority to submit, update, and/or commit 
on behalf of the company to have a user ID and 
password registered in SBA’s General Login System 
(GLS) prior to starting the HUBZone application 
process. Before you get started, you must have:

• An active up-to-date Dun and Bradstreet 
profile and DUNS number that represents 
the business for which you are seeking 
HUBZone Program certification, 
recertification, program examination, etc.

• An active SAMs profile for each of the 
business, location(s). A business is 
identified by its Employer Identification 
(EIN). Register in SAMs.
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• Each business location (DUNS Number) must 
have a primary North American Industry 
Classification System (NAICS) classification.

To submit a HUBZone application, you must 
first create an SBA GLS profile. Follow these 
steps to set up a GLS profile and User ID:

• Establish or modify your SBA GLS user 
profile that identifies you to associate 
your SBA GLS user profile to one or more 
businesses for which you will be seeking 
or maintaining HUBZone certification.

• Establish or modify your SBA GLS user profile 
using your SBA GLS User ID of your choice, 
which must be between 8 and 15 characters.

• Complete the information in the SBA GLS 
user profile and submit the profile.

• You’ll receive an email that provides you 
with a temporary SBA GLS user password. 
Use that password to log back into GLS.

Upon the successful completion of the GLS 
(including logging back in and changing your 
password), a HUBZone link will appear on the left 
side of your screen (within the GLS system). Click on 
that link to get started with the HUBZone process.

Please review the HUBZone Application Guide so 
that you’ll have gathered the required information 
before you start. You must complete the application 
in one session, as there is no opportunity to exit 
and come back to where you left off. Be sure to 
have everything ready to input, or you’ll have 
to start the application from the beginning.

VETERAN OWNED SMALL 
BUSINESS (VOSB) AND SERVICE-
DISABLED VETERAN OWNED 
SMALL BUSINESS (SDVOSB)

If you are a U.S. military veteran or service-disabled 
veteran entrepreneur, there are programs and 
preferences in place to support your participation 
in federal government contracting. There are two 
distinct programs that provide agencies authority 
to set aside acquisitions for exclusive competition 
among veteran-owned small business concerns:

• The government-wide Service 
Disabled Veteran Owned Small 
Business Concern Program, and

• The VA’s Veterans First Contracting Program 

Businesses are eligible to seek certification as a 
Service-Disabled Veteran-owned Small Business 
(SDVOSB) if they meet the following conditions: 

• The service-disabled veteran (SDV) must 
have a service-connected disability that 
has been determined by the Department of 
Veteran Affairs or Department of Defense. 

• The SDVOSB must be small, as 
described by the North American 
Industry Classification System. 

• The SDV must have at least 51% 
ownership of the company, and the day-
to-day management and operations of the 
business must be controlled by a service-
disabled veteran or their caregiver.
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WOMEN-OWNED SMALL 
BUSINESS (WOSB) FEDERAL 
CONTRACTING PROGRAM
The SBA’s WOSB Federal Contracting Program 
targets small businesses that are at least 51% 
owned by women and economically disadvantaged 
women-owned small businesses (EDWOSB) by 
setting aside certain federal contracts each year for 
competition solely among WOSBs/EDWOSBs. This 
can be an important advantage for your woman-
owned company, as the government must award 
5% of its prime and subcontract dollars to WOSBs. 
Companies can self-certify at certify.sba.gov.

The federal government’s goal is 
to award at least 5% of all federal 
contracts to women-owned 
small businesses each year. 

If you are a woman and own a business, apply for this 
self-certification on the SBA certifications website. 

Some of the key requirements are that the business:

• Be at least 51% owned by women 
who are U.S. citizens.

• Be owned and controlled by 
one or more women; 

• Have women manage day-to-day operations 
and also make long-term decisions

An Economically Disadvantaged Women-Owned 
Small Business (EDWOSB) is a small business that 
is at least 51% directly and unconditionally owned 
and controlled by one or more women who are 
citizens (born or naturalized) of the United States 
and who are economically disadvantaged. The 
EDWOSB automatically qualifies as a women-owned 
small business eligible for the WOSB Program.

A woman is presumed economically disadvantaged if 
she has a personal net worth of less than $750,000, 

her adjusted gross yearly income averaged over 
the three years preceding the certification does not 
exceed $350,000, and the fair market value of all her 
assets (including her primary residence and the value 
of the business concern) does not exceed $6 million.

The certification process for WOSBs and 
EDWOSBs has changed. SBA has implemented 
Congress’ changes to the WOSB Federal 
Contracting Program, as put forth in the 2015 
National Defense Authorization Act (NDAA).

These updated regulations make it easier for 
qualified small businesses to participate in the 
WOSB Federal Contracting Program by improving 
the customer experience. They also make it easier 
and more efficient for contracting officers to set 
aside contracts for and make awards to firms 
certified as WOSBs and EDWOSBs. At the same 
time, SBA is also strengthening oversight and 
maintaining the integrity of the certification process.

The updated WOSB Federal Contracting 
Program regulations were published 
in the Federal Register in May 2020. 
These regulations detail changes 
to the certification process.

With the updated WOSB Federal 
Contracting Program regulations in effect:

• Contracting officers no longer 
have to verify a WOSB firm’s 
documentation. Program 
participation will be displayed 
on the firm’s Dynamic Small 
Business Search profile.

• SBA’s free new, online certification 
process for WOSBs and EDWOSBs 
is available on SBA’s new 
portal: beta.certify.sba.gov.

(continued)
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• SBA allows participation from firms 
certified by the U.S. Department 
of Veterans Affairs Center for 
Verification and Evaluations 
(CVE) and 8(a) Business 
Development Certification 
Program, provided they meet 
all eligibility requirements.

• SBA allows continued participation 
from businesses that utilize 
approved Third-Party Certifiers 
(TPCs) to obtain WOSB or 
EDWOSB certification.

• As of October 15, 2020, the 
previous self-certification 
option on the certify.sba.gov 
platform is no longer available.

• If firms currently have active 
contracts through the WOSB 
Federal Contracting Program, 
they will remain certified through 
the duration of existing contracts 
(this applies to currently self-
certified or TPC-certified).

• All WOSB firms need to take 
action in beta.certify.sba.gov 
in order to compete for WOSB 
Federal Contracting Program 
set-aside and sole-source 
contracts. See specifics in the 
sections below based on status.

Please review SBA’s latest FAQs, certification 
options table, infographic, and beta.certify.sba.gov  
fact sheet, as well as visit sba.gov/wosbready 
for more information about the certification 
changes and the new application process.

A few simple steps and market research will 
set you up for success to find qualified WOSB 
Federal Contracting Program contractors. First, 

you can find businesses that participate in the 
WOSB Federal Contracting Program by using the 
SBA’s Dynamic Small Business Search (DSBS).

GENERAL SERVICE 
ADMINISTRATION 
(GSA)

The U.S. General Services Administration manages 
a large portion of government purchases, including 
office furniture, supplies, and government 
vehicles. GSA’s Office of Small Business Utilization 
advocates for small businesses and conducts 
both online and in-person trainings on how 
to obtain a GSA Schedules contract, which 
provides long-term, government-wide sales 
opportunities for qualified vendors. For a general 
understanding of federal government contracting 
programs, visit the GSA website about getting 
started with GSA purchasing programs.

LOCAL 
CERTIFICATION

CERTIFIED BUSINESS 
ENTERPRISE (CBE) 
CERTIFICATION
A Certified Business Enterprise (CBE) is a for-
profit business that is headquartered in the 
District of Columbia and has been certified by 
the Department of Small and Local Business 
Development (DSLBD). Businesses with CBE 
certification receive preferred procurement and 
contracting opportunities. All new applicants for 
CBE Certification are required to register in the 
new District Enterprise System (DES system.

In order to be eligible for CBE certification, 
your business must meet the following criteria 
(in addition to other requirements): 
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• Principal office of the business must be 
physically located in the District of Columbia;

o Meets one of the following standards:

o Independently owned, operated, 
and controlled; or

o Owned, operated, and controlled 
by a District-based enterprise; or

o Owned by a non-District-based 
business enterprise that is more than 
50% owned by District residents;

o Chief Executive Officer and highest-
level managerial employees of the 
business enterprise must perform 
their managerial functions in their 
principal office located in the District;

• Meets one of the four following standards:

o More than 50% of the employees of the 
business are residents of the District; or

o The owners of more than 50% 
of the business enterprise are 
residents of the District; or

o More than 50% of the assets of 
the business, excluding bank 
accounts, are in the District; or

o More than 50% of the business gross 
receipts are District gross receipts

The District government has enacted laws to 
stimulate and foster local economic growth 
and develop development of certified business 
enterprises (CBEs) and small business enterprises 
(SBEs). With regards to District procurements and 
contracts, the law identifies three requirements 
to which every agency must adhere. 

• Each agency is required to procure or 
contract 50% of its expendable annual budget 
with qualified small business enterprises 
(SBEs) or, if there are not at least two 
qualified SBEs, then with qualified CBEs. 

• Contracts of $250,000 or less must be set 
aside to qualified SBEs or, if there are not at 
least two qualified SBEs, to qualified CBEs. 

• All contracts greater than $250,000 shall 
include a requirement that 35% of the 
total dollar amount of the contract be 
subcontracted to qualified SBEs or, if there are 
insufficient qualified SBEs, to qualified CBEs. 

The Department of Small and Local Business 
Development and the Office of Contracting and 
Procurement conduct monthly workshops on 
government procurement to assist small businesses 
in learning about contracting opportunities. 
For more information, visit ocp.dc.gov.

CBE CERTIFICATION PROCESS

All new applicants for CBE Certification are 
required to register in DSLBD’s DES. The CBE 
certification process can take up to 45 business 
days once the application has been submitted. 
DSLBD does not expedite applications. 

Certification as a Local Business Enterprise (LBE) 
is a prerequisite to be certified in any additional 
business enterprise category within the CBE 
Program. In the CBE Program, once a business 
meets all LBE requirements, the business can 
request certification in other categories of the 
Small Business Enterprise (SBE), Disadvantaged 
Business Enterprise (DBE), Resident-owned Business 
Enterprise (ROB), business enterprise located within 
a Development Enterprise Zone (DZE), Longtime 
Resident Business Enterprise (LRB), Veteran-owned 
Business Enterprise (VOB), Local Manufacturing 
Business Enterprise (LME), or the Equity Impact 
Enterprise (EIE) designation(s) for consideration to 
receive additional preference points or percentages. 

Businesses may be also certified in any of 
the certification categories listed below 
as part of the CBE certification process; 
However, only a maximum of 12 points can 
be applied toward any contract award.
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The preference points associated with each 
category of certification are as follows:

CBE CATEGORY PROPOSAL 
POINTS

BID % PRICE 
REDUCTION

Local Business Enterprise 2 2% 

Small Business Enterprise 3 3% 

Disadvantaged 
Business Enterprise* 2 2% 

Development 
Enterprise Zone 2 2% 

Resident-Owned Business 5 5% 

Longtime Resident 
Business 5 10% 

Veteran-Owned 
Business Enterprise 2 2% 

Local Manufacturing 
Business Enterprise 2 2% 

Equity Impact Enterprise 5 10%

NOTE: The personal net worth of the 
applicant seeking DBE certification must 
be less than $1,000,000, excluding the 
value of their primary residence and 
values of their ownership interest in the 
CBE. (202) 727-3900 · dslbd.dc.gov

CBE CONNECT

DSLBD’s CBE Connect is a comprehensive 
tool to provide CBEs a one-stop shop for 
all contracting and procurement needs.

POST-AWARD IN THE 
DISTRICT OF COLUMBIA

Upon award of a contract within the District, 
a vendor must meet all the requirements for 
doing business with the District including:

• Provide a federal identification number and 
Dun and Bradstreet number. Additionally, 
OCP may request copies of D&B reports. 

• Prove tax compliance. For contracts exceeding 
$100,000, vendors must show proof that 
their taxes are current and if in arrears, that 
an approved payment schedule exists. 

• Show proof of unemployment tax 
compliance. For contracts exceeding 
$100,000, vendors must show proof of 
current Unemployment Tax payments. 

• Enter into a First Source Agreement. For 
contracts exceeding $300,000, vendors 
must enter into a First Source Agreement. 
This agreement requires the vendor to 
utilize Department of Employment Services 
(DOES) as the first source for employee 
recruitment, referrals, and placement in 
jobs created under the proposed contract. 
Please review the updated DC First 
Source Policy regarding social security 
numbers. (202) 724-7000 · does.dc.gov 

• Certify compliance with the District’s Equal 
Opportunity and Human Rights obligations.

• Meet minimum insurance requirements. 
Before awarding a contract, OCP determines 
the risks and minimum insurance required 
for supplies or services contracts.

Each month, OCP and DSLBD host a General 
Vendor Workshop to discuss how to do business 
with the District. In these sessions, vendors learn 
the requirements for doing business with the 
District, the procurement process, and ask any 
questions they may have. In addition to the General 
Vendor Workshop, OCP also hosts a monthly 
workshop specifically for vendors interested in the 
DC Supply Schedule (DCSS), a set-aside market 
for registered Certified Business Enterprises in 
the District. At these sessions, vendors are given 
an overview of the DC Supply Schedule and its 
application process. For the DC Supply Schedule 
mandatory workshop go to ocp.dc.gov/page/
district-columbia-supply-schedule-dcss.
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DC SUPPLY SCHEDULE

The DC Supply Schedule (DCSS) is the 
city’s multiple-award schedule for providing 
commercial products and services to most 
District government agencies and Metropolitan 
Washington Council of Governments members. 
Competitive contracts are awarded to hundreds of 
suppliers who can provide products and services 
to meet recurring needs of these government 
agencies. DCSS Schedule categories include:

• Advertising, Novelties, Souvenirs, Promotional 
and Specialty Products, 037-00

• Audit & Financial Management 
Services, 946-00

• Engineering and Logistics Services, 925-00

• Furniture and Furniture Management 
Services, 425-00

• Industrial Services, 934-00

• Industrial Supplies and Apparel, 485-00

• Information Technology, Equipment 
and Software, 920-00

• Marketing, Media, and Public 
Information, 961-00 

• Medical Supplies and Equipment, 475-00

• Mission Oriented Business Integrated 
Services (MOBIS), 918-00

• Moving and Logistics Services, 962-00

• General Office Supplies, 615-00

• Printing and Document Management 
Services, 966-00

• Security Equipment, Security Services 
and Emergency Preparedness

• Temporary Support Services, 962-69, 961-30

• Training Services and Products, 924-00

CBEs are encouraged to regularly review solicitation 
notices on the OCP website. For solicitations over 
$250,000, regulations require that solicitations 
be posted at least once in a newspaper of general 
circulation. Solicitation notices are currently 
posted in The Washington Times classified 
section, Afro American, Washington Hispanic, 
Asian Fortune, and Capital Community News 
(Hill Rag, East of the River, and DC North). 
Notices may appear in The Washington Post. 
OCP uses an electronic solicitation system. Paper 
copies are no longer available at the Office 
of Contracting and Procurement. Vendors are 
responsible for checking OCP’s website daily 
if amendments are made to a solicitation.

WMATA CERTIFICATION

WMATA DISADVANTAGED BUSINESS 
ENTERPRISE (DBE) PROGRAM

The Metropolitan Washington Area Transit 
Authority’s (WMATA) small business program offers 
two types of initial application processes: Home 
State Certification and Interstate Certification. 
In support of Metro’s sustainability initiatives, all 
applications and forms must be e-filed. Paper 
documents are not accepted. For any questions, 
please email at DBEHotline@wmata.com.

• Interstate Certification applies to firms 
located outside of WMATA’s transit 
zone. In accordance with 49 CFR Part 
26.85, when a firm is currently certified 
in its home state and applies for DBE 
certification with WMATA, the following 
streamlined procedures are applicable:

o Firm must be certified as a DBE in its 
home state and make sure that their 
information is displayed accurately 
on the home state’s DBE directory.
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o Firm may seek DBE certification 
with WMATA by providing a written 
request on company letterhead 
along with a copy of their certification 
notice from its home state.

o WMATA will confirm that the firm has 
a current valid certification from its 
home state by reviewing the electronic 
directory of the firm’s home state or 
obtaining written confirmation from 
the home state certifying agency.

• Small Business Enterprise (SBE) program, in 
accordance with 49 CFR part 26.39: Fostering 
Small Business Participation, promotes the 
agency’s intent to set aside selected federally 
funded contracts with a total value of less 
than $1,000,000. DBE firms certified under the 
Metropolitan Washington Unified Certification 
Program (MWUCP - WMATA or its partner 
agency the District of Columbia Department 
of Transportation (DDOT)) will automatically 
be certified into the SBE program unless 
submitting a statement in writing the 
preference to opt out. For any questions about 
the programs or prompt payment questions, 
please email at DBEHotline@wmata.com.

MWAA CERTIFICATION

METROPOLITAN WASHINGTON 
AIRPORTS AUTHORITY (MWAA)

MWAA’s Local Disadvantaged Business Enterprise 
(LDBE) Program provides opportunities to local 
small business firms without regard to race or sex. 
These LDBE firms are eligible for any Authority 
contract that requires LDBE participation. An LDBE 

is defined as a small business concern which is 
organized for profit and located within a 100-mile 
radius of Washington, DC’s Zero Mile Marker. Those 
business entities located within cities and counties 
that fall partially within the boundary are also eligible 
to participate in the Authority’s LDBE program. 

The average annual gross receipts, based on the 
firm’s last three years of receipts, must not exceed 
the small business size standard established by 
the Authority for the services or goods that will 
be provided in an Authority contract. The receipts 
of all affiliates are counted in determining size. 
Business concerns are affiliates of each other 
when, either directly or indirectly, (1) one concern 
controls or has the power to control the other, 
or (2) a third party (or parties) has the power 
to control both. Consideration is given to such 
factors as common ownership and management, 
contractual relationships and overlapping authority.

• LDBE Certification / Renewal  
To apply for LDBE certification or renewal, 
please visit the MWAA Supplier Diversity 
Management System page. If you are 
currently DBE/ACDBE and/or LDBE certified 
with the Airports Authority, your firm is already 
in the system and an account exists. Click the 
'account lookup' link to obtain your login. If 
you are a new firm, please create an account.

• DSLBD CBE Certified Firms  
Firms certified through the D.C. Department 
of Small & Local Business Development’s 
Certified Business Enterprises (CBE) program 
can apply for the Airports Authority’s LDBE 
program by visiting the MWAA Supplier 
Diversity Management System page. 
Click the 'account lookup' link to obtain 
your login. If you are a new firm, please 
create an account. Once you have logged 
in, choose the LDBE - CBE application.
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OTHER 
CONSIDERATIONS 
FOR BUSINESS 
SUCCESS IN 
GOVERNMENT 
CONTRACTING
An additional contributor to successfully contracting 
with the government includes having well-organized 
internal operations and systems. Below are some of 
the factors that must be considered and addressed 
to be successful in government contracting.

ACCOUNTING

The government sector unlike commercial sector 
asks for additional information from government 
vendors to determine if the government is 
receiving the best price or value for goods and 
services. Ensuring that your account system 
can provide specific information including profit 
margins and overhead (general & administrative). 
Factors to consider in the accounting area are:

• Accounting system audit ready and compliant 

• Staff with government contracting experience

• Chart of accounts in alignment with 
government contracting norms

additional 
information
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• Report generation and review capabilities 
to glean appropriate detail

• Dashboards with the right decision-
making information

• Generate appropriate pricing 
and bidding information

While the above factors primarily apply to federal 
contracting, these factors may also play a part in 
state and local government contracting. Should 
you decide to pursue government contracting 
it is suggested that you engage an accountant 
or CPA with an understanding of government 
contracting accounting procedures.

FINANCING

Financing (funding) can play a major role in the 
success of a business, regardless of sector. It is 
important to know and understand how much 
financing is needed and from what source makes 
the most sense. This starts with forecasted profit 
& loss and cashflow statements. Once these 
financial statements are assembled, then a selection 
of the funding source(s) that are best suited to the 
business' needs can be determined. Below are some 
of the financing sources you may want to consider:

• Personal investment

• Family and friends

• Limited grants (e.g., federal: SBIR/STTR) 

• The District specific grants: Great 
Streets, Dream Grants

• Commercial grants

• Line of credit

• Traditional loan products

• SBA guaranteed loan products

• Alternative financing (asset-based  
lending / factoring)

PROPOSALS AND BIDDING

An effective proposal and bidding operation is 
essential for a business focused on government 
contracting. In addition to having processes for 
moving an opportunity from a lead to a finished 
proposal response, there are key questions 
that a firm must be able to answer. These are 
some of the most important questions:

• Is there a clear articulation of what the 
business does (solving the ‘pain points)? 
(see: the Capacity and Capability section)

• Can the business meet customer 
requirements for a given opportunity?

• Can the business scale operations 
(including people and resources)?

• Does the firm have sufficient staff and 
partner pools? (see: subsequent Human 
Capital and Management section)

• How will the business scale and grow?

• Is the business nimble enough to 
quickly access and make a “go / no-
go” decision on an opportunity?

• Is the business’ contract portfolio 
diversified (across sectors or clients)?
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• Are there written processes and associated 
technology in place for proposal and bidding? 

• Can the business access necessary capital, 
should an opportunity present itself?

• Are an adequate portion of staff 
experienced in government contracting?

In some cases, some businesses outsource portions 
of the proposal and bidding processes to another 
business who specialize in this area. This can be 
a short term stop gap or a long-term strategy.

LEGAL

Legal support can be important in 
several areas including:

• Contract template preparation (e.g. 
non-disclosure agreements, teaming 
agreements, master service agreements, 
business to business agreements, etc.)

• Proposal review

• Vendor contract review

• Contract review (e.g. see above examples, 
government to business agreements, etc.)

• Certification assistance

• Other areas including bid protests, merger & 
acquisitions, intellectual property protection.

Like accounting, it is important to engage an 
attorney who is versed in government contracting.

HUMAN CAPITAL MANAGEMENT

Human capital management is a key area especially 
when a business competes in a space where there 
is a limited pool of viable resources. Some of the 
key activities in the human capital area are:

• Identification and recruitment 
of human capital talent

• Developing a pool of viable candidates 
for current and future opportunities

• Written policies and procedures

• Human capital infrastructure (internal 
or outsourced to a third party)

• IT tools and templates to manage 
human capital operations

• Differentiators (compensation, culture, 
etc.) that attracts the best candidates and 
retains good employees and contractors
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STRATEGIC PARTNERSHIPS

Building strategic partnerships in the government 
sector can strengthen a small business' relevancy. 
These partnerships take various forms, including:

• Peer teaming

• Prime-subcontractor

• Mentor-Protégé Programs (formal and informal)

• Joint Ventures

Many businesses who initially enter the government 
contracting sector focus on peer teaming with 
similar businesses that have established traction in 
the government sector or subcontract to a larger 
firm with a footprint in government contracting. 
Government agencies look for experience — 
peer teaming and/or subcontracting can both 
be ways to build solid proof of performance.

The SBA Mentor-Protégé Program (MPP) can be 
an excellent way for small but experienced firms 
to grow their capacity and capability. Selected 
protégés get valuable business development help 
from their mentors in several areas, including:

• Guidance on internal business management 
systems, accounting, marketing, 
manufacturing, and strategic planning

• Financial assistance in the form of equity 
investments, loans, and bonding

• Assistance navigating federal 
contract bidding, acquisition, and the 
federal procurement process

• Education about international trade, 
strategic planning, and finding markets

• Business development, including 
strategy and identifying contracting 
and partnership opportunities

• General and administrative assistance, 
like human resource sharing or 
security clearance support

Mentors and protégés in the MPP can form 
joint ventures. These joint ventures would 
qualify for set-aside contracts that the small 
business is eligible for, including contracts 
set aside for 8(a), veteran-owned, women-
owned, and HUBZone businesses.
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There are a variety of 

federal and local technical 

assistance resources to help 

small business navigate the 

government contracting 

process as listed below.

WASHINGTON DC  
ECONOMIC PARTNERSHIP
The Washington DC Economic Partnership 
(WDCEP) is a nonprofit, public-private organization 
whose core purpose is to actively position, 
promote, and support economic development 
and business opportunities in Washington, DC. 

WDCEP’s mission is to promote District’s 
economic and business opportunities through 
supporting business retention and attraction 
activities. WDCEP is the central organization in 
Washington, DC that connects both the public 
and private sectors as well as neighborhood 
communities to local, national, and international 
audiences. WDCEP’s unique position is owed to 
its historical knowledge of the city’s business and 
economic climate; accurate analytics, data, and 
research; and access to community partners. 

small business 
assistance 
resources
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DISTRICT OF COLUMBIA 
SMALL BUSINESS 
DEVELOPMENT CENTER
The District of Columbia SBDC (DCSBDC) 
Network is the only District-wide, nationally 
accredited program that provides high quality 
one-on-one consulting, training, and information 
resources to empower new and existing 
businesses. DCSBDC consultants work with 
entrepreneurs in confidential, individualized 
sessions to help them with a range of business 
issues, including testing a new business 
proposition, shaping a business plan, investigating 
funding opportunities, and much more. 

The DCSBDC program is funded in part through a 
cooperative agreement with the U.S. Small Business 
Administration and Howard University. Howard 
University is the lead center and the Anacostia 
Economic Development Corporation (AEDC) houses 
a full service SBDC host center. Additionally, 
DCSBDC has strategic partnerships with the 
DC Department of Consumer and Regulatory 
Affairs (DCRA), District of Columbia Chamber of 
Commerce, and American University’s Washington 
College of Law along with other partners with which 
DCSBDC offers part-time counseling services. They 
provide the same level of confidential, no cost 
counseling at their strategic partner locations.

The DCSBDC is one of 62 networks that include all 
50 states and U.S. territories with 1,000 locations 
and over 6,000 business counselors. SBDCs are 
hosted by leading universities, colleges, state 
economic development agencies, and private 
partners. They are funded in part by the United 
States Congress through a partnership with the 
U.S. Small Business Administration since 1979.

DISTRICT OF COLUMBIA 
PROCUREMENT TECHNICAL 
ASSISTANCE CENTER (DC PTAC)
The Department of Small and Local Business 
Development District of Columbia Procurement 
Technical Assistance Center (DC PTAC) offers 
District-based businesses personalized guidance 
and competitive insight for navigating federal 
and district government contracting processes 
successfully. The DC PTAC provides no-cost advisory 
services, one-on-one counseling, education, and 
training to small and midsized businesses pursuing 
government contracting and subcontracting 
opportunities. DC PTAC functions as the bridge 
between buyer and supplier, bringing knowledge of 
government contracting and how to maximize fast, 
reliable, and quality service to government clients.

FEDERAL OFFICE OF SMALL 
AND DISADVANTAGED 
BUSINESS UTILIZATION (OSDBU)
The OSDBU is a council of small business program 
officials who work within federal agencies to 
increase the number of small businesses awarded 
government contracts. The council advocates for 
best-practice policies within the ranks of those who 
implement and execute government programs and 
ensures that all federal agencies abide by policies 
that promote small business concerns. The OSDBU 
offices within each federal agency is an advocacy 
and advisory office responsible for promoting the 
use of small, small disadvantaged, 8(a), women-
owned, veteran-owned, service-disabled veteran-
owned, and HUBZone small businesses. To find 
an OSDBU office in a federal agency click here.
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CERTIFICATE OF COMPETENCY 
PROGRAM (COC)

The Certificate of Competency (COC) program 
allows a small business to appeal a contracting 
officer’s determination that it is unable to fulfill the 
requirements of a specific government contract 
on which it is the apparent low bidder. When the 
small business applies for a COC, SBA industrial 
and financial specialists conduct a detailed 
review of the firm’s capabilities to perform on 
the contract. If the business demonstrates the 
ability to perform, the SBA issues a COC to the 
contracting officer that requires the award of 
that specific contract to the small business.

ALL SMALL MENTOR-
PROTEGE PROGRAM
The U.S. Small Business Administration’s All Small 
Mentor-Protege Program encourages small 
businesses to partner with a more experienced 
firm for mentorship. As of November 16, 2020, 
the 8(a) Mentor-Protégé program and the All 
Small Mentor-Protégé program have merged 
into one SBA Mentor-Protégé Program (MPP). 

Protégés get valuable business development help 
from their mentors in several areas, including:

• Guidance on internal business management 
systems, accounting, marketing, 
manufacturing, and strategic planning

• Financial assistance in the form of equity 
investments, loans, and bonding

• Assistance navigating federal 
contract bidding, acquisition, and the 
federal procurement process

• Education about international trade, 
strategic planning, and finding markets

• Business development, including 
strategy and identifying contracting 
and partnership opportunities

• General and administrative assistance, 
like human resource sharing or 
security clearance support

• Mentors and protégés in the MPP can 
form joint ventures. These joint ventures 
would qualify for set-aside contracts that 
the small business is eligible for, including 
contracts set aside for 8(a), veteran-owned, 
women-owned, and HUBZone businesses

To qualify as a protégé, your business must:

• Be a small business with industry experience. 
You can find out if your business qualifies 
as small by using the Size Standards 
Tool, or by referencing the SBA’s table 
of small business size standards. Both 
the tool and the table help you find the 
small business classification requirements 
according to individual NAICS codes.

• Be organized for profit or as an 
agricultural cooperative

• Have a proposed mentor prior to 
applying for the program

• Have no more than two mentors 
in the business’ lifetime

To qualify as a mentor, your business must:

• Be organized for profit or as an 
agricultural cooperative
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• Be able to carry out responsibilities 
to assist the protégé

• Possess good character

• Not appear on the federal list of 
debarred or suspended contractors

• Have no more than three protégés at a time

For the SBA to approve the Mentor-Protégé  
Agreement:

• The SBA must determine that the mentor-
provided assistance will promote real 
developmental gains for the protégé, 
not just act as a vehicle to receive 
federal small business set-asides

• An SBA “determination of affiliation” must not 
exist between the mentor and the protégé

Businesses are considered “affiliates” when one 
party has the power to control the other, or a 
third party or parties controls or has the power to 
control both. It does not matter whether control 
is exercised, so long as the potential to control 
exists. SBA considers factors such as ownership, 
management, previous relationships with or ties 
to another concern, and contractual relationships 
then determining whether affiliation exists.

In determining whether affiliation exists, SBA will 
consider the totality of the circumstances, and 
may find affiliation even though no single factor is 
sufficient to constitute affiliation. More information 
on affiliation can be found in Title 13 Part 121.103 
of the Code of Federal Regulations (CFR).

You can view the full qualification criteria in Title 
13 Part 125.9 of the CFR and review the Mentor-
Protégé Agreement template on SBA’s website.

PROCUREMENT CENTER 
REPRESENTATIVES (PCRS)

Located at various SBA area offices, PCRs help small 
businesses in obtaining federal contracts by initiating 
small business set-asides, reserving procurement for 
competition among small business firms, providing 
small business sources to federal buying activities, 
and counseling small firms. For more information, 
contact your local PCR office by searching the online 
directory at sba.gov/federal-contracting/counseling-
help/procurement-center-representative-directory.

DISTRICT OF COLUMBIA 
DEPARTMENT OF CONSUMER 
OF REGULATORY AFFAIRS
The Department of Consumer and Regulatory 
Affairs (DCRA) protects the health, safety, economic 
interests, and the quality of life of residents, 
businesses and visitors in the District of Columbia by 
ensuring code compliance and regulating business.

DCRA is responsible for regulating construction 
and business activity in the District of Columbia. 
The agency issues construction permits after 
reviews of construction documents to ensure 
compliance with building codes and zoning 
regulations. Construction activity, buildings, and 
rental housing establishments are inspected, and 
housing code violations are abated, if necessary. 
To protect consumers, DCRA issues business 
and professional licenses, registers corporations, 
inspects weighing and measuring devices used for 
monetary profit, and issues special events permits.

SERVICE CROPS OF RETIRED 
EXECUTIVES (SCORE)

SCORE Washington DC, supported by the 
US SBA, has individuals who are experienced 
entrepreneurs, corporate managers, and executives 
with a diverse set of industries and specialties 
who volunteer their experience and knowledge to 
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help small business professionals start, develop, 
and grow businesses in Washington DC, Maryland 
(Prince Georges & Montgomery County), and 
Northern Virginia. Services at no charge or at 
very low cost. SCORE Washington DC provides:

• Volunteer mentors who share their 
expertise across many industries

• Free, confidential business mentoring 
in person, via email, or by video

• Free business tools, templates, 
and tips here online

• Inexpensive or free business workshops 
(locally) and webinars (online 24/7)

WOMEN BUSINESS CENTERS 
(WBCS)

The Washington, DC Women’s Business Center 
(DC WBC) is a business development organization 
that serves women entrepreneurs in the Washington, 
DC Capitol Region. The DC WBC is managed by 
the National Community Reinvestment Coalition 
(NCRC). The DC WBC provides training and 
consulting to assist in the growth of women-
owned businesses in federal procurement and 
credit opportunities. The DC WBC is funded 
in part by the Small business Administration 
(SBA) to provide training and counseling to 
women entrepreneurs, especially women who 
are economically or socially disadvantaged.

The DC WBC provides services through one-on-
one counseling and training services utilizing a 
4 “E” Strategy (Entrepreneurship, Engagement, 
Empowerment and Exposure) to provide wrap 
around services that encompass the total needs 
of clients. Entrepreneurship focuses on teaching 
business principles, engagement focuses on 
getting to know the client and helping to create an 
achievable goal plan, empowerment focuses on 
growing the women’s small business community 
by providing support systems and networks for 

women to lean on as they pursue their business 
goals; and exposure where the DC WBC offers 
opportunities to sell their products and services 
to the public and government buyers.

DC BAR PRO BONO

The D.C. Bar Pro Bono Center transforms lives 
by providing free legal assistance to individuals, 
nonprofit organizations, and small businesses 
through volunteer lawyers. The Pro Bono 
Center serves approximately 20,000 individuals 
each year with their clinics, resource centers 
at D.C. Superior Court, and other programs.

The DC Bar Pro Bono legal information help line 
is an automated system of recorded messages 
giving basic information on more than 30 legal 
topics, finding an attorney, and the availability of 
free legal services in the District of Columbia.
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realestate@wdcep.com
wdcep.com
(202) 661-8670
1495 F Street NW, 
Washington, DC 20004

REAL ESTATE
SERVICES

Whether you are looking 
to start a business or 
expand your existing 
business, WDCEP has 
multiple programs to 
help you grow. Our free 
site location assistance, 
local market intelligence, 
and development 
forecasts provide valuable 
insight into DC’s trends 
and opportunities.
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It is the mission of the Washington DC Economic Partnership, a 501(c)3 
organization, to promote business opportunities throughout the District of 
Columbia and to contribute to business retention and attraction activities.

The Washington DC Economic Partnership supports businesses and 
entrepreneurs looking to open, expand, or invest in DC through our 
programs and services focusing on business development, education of 
the real estate market, and business opportunities. To learn more about 
the Washington DC Economic Partnership please visit wdcep.com.
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Check out our 
Small Business 
Video Library!

Stream seminars, panel 

discussions, and Q&As from 

DC's top business leaders 

and learn everything you 

need to know to start your 

own business venture

For more information,  

visit wdcep.co/library.

http://wdcep.com
https://wdcep.co/library
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