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Thank you to our hosts

March 16, 2017



What we are going to talk about today

• Overview of the Federal Contracting

• Getting Ready to Sell to the Federal Government

• Overview of the Federal Small Business Programs

• The HUBZone Program

• Marketing your certifications

• Strategies for Success in the Federal Marketplace
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INTRODUCTIONS

• Your name
• Company name
• City
• Contracting experience?
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Indianhead Community Action Agency, Inc. 
Business Development Program

ICAA Business Development program traditionally services 
Ashland, Barron, Bayfield, Burnett, Clark, Iron, Price, Rusk, 
Sawyer, Taylor, and Washburn Counties. In 2017 a pilot 
program is launching for Douglas and Polk Counties.

Staff: Ken Pearson, Director
Erin Whyte, Business Development Specialist

Purpose. Passion. Plan.

Primary focus:
To help low income, underrepresented and under served 
entrepreneurs, start new or expand current business through 
business development services. These businesses create 
living wage jobs to entrepreneurs and preserve or increase 
jobs for the community.

Clients receive technical assistance in all areas of business, 
including:

Business Plan Development
Bookkeeping
Financial Projections
Marketing
Business Management
Financial Analysis
Creative Financing Options (CDFI Fund Certified) 
Small Business Academy Training Program



ABOUT WPI

Supporting the Mission
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April 2016

Assist businesses in creating, 

development and growing their sales, 

revenue and jobs through Federal, state 

and local government contracts.
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LOCATIONS:

• Primary office – Milwaukee - Technology 

Innovation Center

• Staffed Satellite offices

Madison (FEED – Food Enterprise & 

Economic Development / MEC –

Madison Enterprise Center)

Camp Douglas (Juneau County Economic 

Development Corporation)

Wausau (Wausau Region Chamber of 

Commerce)

Appleton (Fox Valley Technical College)

• Active Partnerships

Racine – LaunchBox

Eau Claire - Western Dairyland

Ladysmith – Indianhead Community Action
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www.wispro.org
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Overview of the Federal 

Contracting
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WHERE IS THE MONEY GOING

FY2016

TOTAL Wisconsin Federal Awards to 
Wisconsin Companies (billions) $3.73 

TOTAL Wisconsin Federal Awards by 
Place of Performance (billions) $3.32 
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FEDERAL CONTRACTS – TOP WI COUNTIES – FY2016

TOP 10 Counties by Place of 
Performance (million)

FY16 Dollars in 
County Largest Federal Contractor in the County

Winnebago $       1,430.00 Oshkosh Defense

Dane $          548.43 WPS Insurance Corp.

Milwaukee $          283.74 Industries for the Blind

LaCrosse $          211.01 Logistics Health Inc.

Outagamie $          163.48 Tower Industries

Waukesha $          114.90 Konecranes Nuclear Equpment & Service 

Rock $          106.00 AMTEC Corporation

Brown $             82.73 Krueger International

Monroe $             82.00 Versar Inc. (HQ VA)

Kenosha $             49.77 Ocenco

In the last two years 
businesses in every county 
in the State received 
contract awards
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More on Federal Contractors in Wisconsin – FY2016
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TOP 5 NAICS Codes (millions)

336212 - Truck Trailer Mfg $          939.99 

336992 - Military Armored Vehicle $          314.94 

332992 - Ammunition $          213.86 

621111 - Offices of Physicians $          204.94 

522390 - Credit Intermediation $          183.83 

TOP FIRST TIME WI Contractors (millions)

Calument Diversified Meats $               2.37 

Silver Lake Construction $               1.90 

PGB LLC $               1.49 

American Patriot Construction Services $               1.02 

Quality Lockout $               0.93 

TOP 5 Small Business Contractors

Tower Industries $          125.52 

AMTEC Corporation $             87.40 

Didion Inc. $             34.40 

Statz Corporation $             23.96 

Avantti Builders Group $             20.03 



More on Wisconsin Federal Contractors
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FY2016 - SDVOSB

FY2016 – HUBZone

FY2016 – 8(a)

FY2016 - WOSB



Wisconsin and area Federal agencies

128th Air Refueling Wing (WIANG) – Dionne 
Holloway, Contract Specialist 
1919 E. Grange Avenue 
Milwaukee, WI 53207 
(414) 944-8517 dionne.f.holloway.mil@mail.mil

U.S. Department of Agriculture –Colleen M. 
Rettinger, Supervisory Contract Specialist
Forest Products Laboratory & Northern 
Research Station
One Gifford Pinchot Drive 
Madison, WI 53726-2398 
608-231-9285 creittinger@fs.fed.us

U.S. Forest Service – Shawn Lacina, 
Contracting Officer
Lake States Acquisition Team (LSAT) 
500 Hansen Lake Road
Rhinelander, WI 54501 
(715) 362-1347   slacina@fs.fed.us

U.S. Veterans Affairs – Steve Maier, Small 
Business Liaison 
Great Lakes Acquisition Center (GLAC) 
112th South 84th St. Suite 101 
Milwaukee, WI 53214
(414) 844-4824 steven.maier2@va.gov

Environmental Protection Agency - Adrianne 
Callahan 
Small and Disadvantaged Business Utilization 
Coordinator 
USEPA, Region 5 
77 West Jackson Blvd. (MC-10J) 
Chicago, IL 60604 
(312) 353-5556  Callahan.adrianne@epa.gov

Oxford Prison – Bob Pahmeier, Contract 
Specialist 
Federal Correctional Institution 
P.O. Box 500 
Oxford, WI 53952 
(608) 584-5511  rpahmeier@bop.gov

mailto:dionne.f.holloway.mil@mail.mil
mailto:creittinger@fs.fed.us
mailto:slacina@fs.fed.us
mailto:steven.maier2@va.gov
mailto:Callahan.adrianne@epa.gov
mailto:rhouser@bop.gov


Wisconsin and area Federal agencies

115th Fighter Wing - SMSgt Katherine Pinnow
Wisconsin Air National Guard 
3110 Mitchell Street 
Madison, WI 53704 
(608) 245-4528   Katherine.pinnow@ang.af.mil

Volk Field Combat Training Readiness Training 
Center  - TSgt Seth Swieter
100 Independence Drive 
Camp Douglas, WI 54618-5001 
(608) 427-1235  seth.swieter@ang.af.mil

Fort McCoy Contracting Division  - Tony 
Steinhoff, Small Business Specialist 
Mission & Installation Contracting Command
60 South O Street 
Fort McCoy, WI 54656 
(608) 388-7351  tony.r.steinhoff.civ@mail.mil

General Services Administration - Kimberly 
Hutchinson
Public Buildings Service
230 S. Dearborn Street, Rm 3300
Chicago, Illinois 60604
United States
(312) 353-1889 kimberly.hutchinson@gsa.gov 

General Services Administration Public 
Building Services (PBS) - Susan Dobrosavljevic
Public Buildings Service
230 S. Dearborn Street, Rm 3300
Chicago, Illinois 60604
United States
(312) 886-0539 susan.dobrosavljevic@gsa.gov

United States Transportation Command
Office of Small Business Programs
508 Scott Drive
Scott AFB, IL 62225-5357
(618) 220-7066
www.transcom.mil/about/org/tccs/OSBP.cfm

mailto:Katherine.pinnow@ang.af.mil
mailto:Jeffery.statz@wicrtc.ang.af.mil
mailto:tony.r.steinhoff.civ@mail.mil
mailto:kimberly.hutchinson@gsa.gov
tel:(312) 886-0539
mailto:susan.dobrosavljevic@gsa.gov
http://www.ustranscom.mil/dbw/osbp.cfm


Wisconsin and area Federal agencies

Argonne National Laboratory
9700 S. Cass Avenue
Argonne, IL 60439
(630) 252-2000 

Department of Veterans Affairs - Delonda
Ward, Small Business Liaison
NCO 23 – Minneapolis
708 S Third Street, Suite 200E
Minneapolis MN 55415
(612) 344-2162 delona.ward@va.gov

National Park Service, Midwest Region -
George Sievers, Regional Chief of Contracting
601 Riverfront Drive
Omaha, NE 68102-4226
402-661-1680 (voice) george_sievers@nps.gov

U.S. Army Corps of Engineers Chicago & 
Detroit - Bonita Carroll
312-846-5565 
bonita.m.carroll@usace.army.mil
Chicago District Main Office
231 S. LaSalle St., Suite 1500
Chicago, IL 60604
Phone: (312) 846-5330
Detroit Area Office
6309 W. Jefferson, Bldg. 414
Detroit, MI 48209
(313) 226-2206
U.S. Army Corps of Engineers Rock Island 
Arsenal - John Dengler
1500 Rock Island Lines Railroad
Rock Island, IL
(309) 794-5205 
john.e.dengler@usace.army.mil

U.S. Coast Guard Sector Lake Michigan
2420 S. Lincoln Memorial Drive
Milwaukee, WI. 53207
(414) 747-7100 richard.w.goodman@uscg.mil

Wisconsin Army National Guard
100 Independence Dr
Camp Douglas, WI 54618 
(414) 844-4824 
gwendolyn.f.duncan2.civ@mail.mil

mailto:delona.ward@va.gov
mailto:george_sievers@nps.gov
mailto:bonita.m.carroll@usace.army.mil
mailto:john.e.dengler@usace.army.mil
mailto:richard.w.goodman@uscg.mil
mailto:gwendolyn.f.duncan2.civ@mail.mil
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Getting Ready to Sell to the 

Federal Government

21



HOMEWORK –or- MARKET RESEARCH

• SOME BASICS – You need to learn about your potential customers

• Use the INTERNET 

• ATTEND or PARTICIPATE in events, seminars, networking……..

• Read – newspapers, publications…..  STAY CURRENT

• Direct contact – whenever and wherever you can get it

• Participate in Associations, Trade Groups, Business Groups…… especially those with 
members that you may want to meet

• Join groups such as SAME, NDIA, NCMA……. WHY?

• Contact WPI – can help guide you

March 16, 2017 22



Federal 
Agencies – WHO 
is BUYING / WHO is 
WINNING CONTRACTS 
/ HOW MUCH / WHEN

• www.usaspending.gov

• Or www.fpds.gov/

• USASPENDING more 
user friendly

March 16, 2017 23

http://www.usaspending.gov/
http://www.fpds.gov/


February 2017

REGISTER AS A CONTRACTOR
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www.sam.gov



February 2017

Federal Government Complete the Dynamic Small 
Business Search information - http://dsbs.sba.gov/

Page 25

http://dsbs.sba.gov/


Federal Agencies 
– WHAT AGENCIES ARE 
BUYING / WHO WON the 
BIG CONTRACTS

• www.fbo.gov

March 16, 2017 26

AND WPI’s FREE BID 
MATCHING SERVICE –
ask me about this after 
the presentation

http://www.fbo.gov/


Mar

ch 
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Training Videos
Guides
FAQs

Federal regulations require that contracting officers publicize proposed contract actions 
expected to exceed $25,000 through the on-line Government point of entry, FedBizOpps

FEDERAL AGENCIES
FBO – www.FBO.gov

https://www.fbo.gov/
http://www.fbo.gov/
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WPI FREE BIDMATCHING

FEDERAL AGENCIES



February 2017

REGISTER WITH PRIMES

Page 29

https://osn.oshkoshcorp.com/

https://www.grainger.com/content/supplier-diversity



February 2017

LEARN and UNDERSTAND HOW THE 
GOVERNMENT WORKS
• ATTEND CONFERENCES

• Agency specific

• Market specific

• WEBINARS

• WPI as a resource

• Organizations such as NCMA, NDIA, SAME

Page 30



Overview of the Federal Small 

Business Program
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February 2017

Being a SMALL BUSINESS in Federal 

Contracting
• SMALL IS GOOD – WHY?

• Federal agencies and large 
federal prime contractors 
have SMALL BUSINESS 
GOALS

• Large Prime Contractors have 
SMALL BUSINESS 
SUBCONTRACTING PLANS –
these plans layout the prime 
contractors agreed to goals

32
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FEDERAL SMALL BUSINESS 

PROGRAMS - GOALS– VERY IMPORTANT TO 

UNDERSTAND
• Small Business – 23% [Size standard table CLICK HERE] 

• Small Disadvantaged Business (SDB) – 5% [CLICK HERE]

• 8(a) small business development program [CLICK HERE]

• Woman Owned Business Program – 5% [CLICK HERE]

• Historically Underutilized Business Zone (HUBZone) – 3% [CLICK HERE]

• Service Disabled Veteran Owned Business (SDVOB) – 3% [CLICK HERE] 
(for work with Department of Veterans Affairs – 12% Veteran and 10% 
Service Disabled Veteran [CLICK HERE])

Page 33

https://www.sba.gov/contracting/getting-started-contractor/make-sure-you-meet-sba-size-standards
https://www.sba.gov/contracting/government-contracting-programs/small-disadvantaged-businesses
https://www.sba.gov/contracting/government-contracting-programs/8a-business-development-program
https://www.sba.gov/contracting/government-contracting-programs/women-owned-small-businesses
https://www.sba.gov/contracting/government-contracting-programs/hubzone-program
https://www.sba.gov/contracting/government-contracting-programs/service-disabled-veteran-owned-businesses
http://www.va.gov/osdbu/verification/
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When Working with the Federal 

Government

• Small business goals apply to

• Contracts directly with Federal agencies

• With large Prime contractors with large Prime 

contracts

Page 34
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Federal Government – Small Business 

Programs

Page 35

https://www.sba.gov/contracting/government-contracting-

programs
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The HUBZone Program

37

Shane Mahaffy, Lead Business Opportunity Specialist

-- HUBZone Program --

The HUBZone Program
Applying for Approval 

and Maintaining the Certification



Shane Mahaffy, Lead Business Opportunity Specialist

-- HUBZone Program --

The HUBZone Program
Applying for Approval 

and Maintaining the Certification



What is HUBZone?

-- HUBZone Program --

• Historically Underutilized Business Zone

• Program is designed to help small firms in certain communities gain 
access to federal contract opportunities

• HUBZone areas: typically areas of low median household incomes or 
high unemployment, or both

• At any given time, there are about 4,500 small firms certified in the 
HUBZone program 



Program Purpose

• Provides federal contracting assistance  to qualified small firms in 
designated HUBZones to:

– Increase employment opportunities

– Stimulate capital investment 

– Empower communities through economic leveraging

-- HUBZone Program --



How the Program Works

• SBA regulates and implements the HUBZone program

– Determines which businesses are eligible

– Maintains  a listing of qualified HUBZone firms to fulfill procurement 
opportunities 

(http://dsbs.sba.gov/dsbs/search/dsp_searchhubzone.cfm)

– Adjudicates protests of eligibility regarding HUBZone contracts

-- HUBZone Program --

http://dsbs.sba.gov/dsbs/search/dsp_searchhubzone.cfm


Key Program Benefits

The government has a mandate of awarding 3% of all prime contract 
dollars to HUBZone firms.

Two mechanisms:

• Contract set-asides and sole source

• 10% price evaluation preference applied to full and open competition 
(only applies to the large business and not to the small business 
concern)

-- HUBZone Program --



Which firms are most likely to win 
contracts?

-- HUBZone Program --

• The most successful firms share these traits:

– AGR over $2 million

– More than 15 employees

– Been in business longer than 10 years



Where are the HUBZones?

-- HUBZone Program --

• There are 4 kinds of HUBZone:

– A Qualified Nonmetropolitan County*

– A Qualified Census Tract*

– An Indian Land

– A Qualified Base Closure Area

*When a county or tract loses its HUBZone qualification, it is redesignated for three 
years. 

• Areas may become newly qualified, redesignated, and lose qualification altogether.



The HUBZone Maps

-- HUBZone Program --

Always check http://www.sba.gov/content/hubzone-maps for the latest 
updates on qualified areas!

http://www.sba.gov/content/hubzone-maps


Questions?



Eligibility Requirements

• Small business (by SBA standards)

• Owned and controlled by at least 51% U.S. citizens or a community development 
corporation, an agricultural cooperative, or an Indian tribe

• Principal office must be located within a designated HUBZone

• At least 35% of its employees must reside in a HUBZone

• Note: Different rules apply for Tribal Governments, Alaska Native Corporations, 
Community Development Corporations and small agricultural cooperatives.  These 
are delineated in Title 13 of the Code of Federal Regulations, Part 126

-- HUBZone Program --

http://www.sba.gov/about-sba-services/7591/13775


Eligibility Requirements – SIZE

• At time of application for certification a HUBZone Small Business Concern must 
meet SBA's size standards for its primary industry classification as defined in 13 CFR 
--- § 121.201. 

• At time of initial contract offer a HUBZone SBC must be small for the size standard 
corresponding to the NAICS code assigned to the contract. 13 CFR --- 126.601(b)

-- HUBZone Program --



Eligibility Requirements – Ownership by 
Individuals 

• Business must be directly and unconditionally owned and controlled by at least 51% 
U.S. citizens - - - 13 CFR 126.200(b) (1)(i)

– Citizen means a person born or naturalized in the United States. SBA does not 
consider holders of permanent visas and resident aliens to be citizens - - - 13 CFR 
126.103

– Person means a natural person - - - 13 CFR 126.103

-- HUBZone Program --



Eligibility Requirements – Principal Office

• Principal office must be located within a designated 
HUBZone

– Principal office means the location where the greatest 
number of the concern's employees at any one 
location perform their work - - - 13 CFR 126.103

– For concerns whose “primary industry” is service or 
construction, the determination of principal office 
excludes the concern's employees who perform the 
majority of their work at job-site locations to fulfill 
specific contract obligations - - - 13 CFR 126.103

-- HUBZone Program --



Eligibility Requirements – 35% residency 

• At least 35% of its employees reside in a HUBZone
– Employee means all individuals employed on a full-time, part-time, or other 

basis, so long as that individual works a minimum of 40 hours per month. This 
includes employees obtained from a temporary employee agency, leasing 
concern, or through a union agreement or co-employed pursuant to a 
professional employer organization agreement --- 13 CFR 126.103

– Volunteers ( i.e., individuals who receive deferred compensation or no 
compensation, including no in-kind compensation, for work performed) are 
NOT considered employees --- 13 CFR 126.103

– When determining the percentage of employees that reside in a HUBZone, if 
the percentage results in a fraction, round up to the nearest whole number  ---
13 CFR 126.200

– SBA defines reside means to live in a primary residence at a place for at least 
180 days, or as a currently registered voter, and with intent to live there 
indefinitely  --- 13 CFR 126.103

-- HUBZone Program --



IMPORTANT!!

85% of firms who are declined 
for certification are declined 
because of failing to meet either 
the 35% requirement, the 
Principal Office (PO) 
requirement, or both. 

-- HUBZone Program --



PO Example 1

-- HUBZone Program --

Company, Inc is a small company that makes widgets. Their headquarters is located in an urban area that is not 
HUBZone, according to the map. The two owners and an administrative support person spend the majority of their 
work hours there. The company has a manufacturing site across the street from the headquarters located in a 
qualified census tract. The owners and the admin all live in a HUBZone a few miles away. There are 6 employees at 
the manufacturing site. One of them is part time and works only 20 hours every week. Only one of the six 
employees who works at the manufacturing site lives in a HUBZone. 

Does this company meet the principal office requirement?



PO (Example 1)

-- HUBZone Program --

COMPANY INC HQ

When dealing with the evaluation of the principal office, do not consider where 
employees live.

Does this firm meet the PO requirement? YES

Legend

Non HZ
HZ

Manufacturing ctr.



35% (Example 2)

-- HUBZone Program --

Company, Inc is a small company that makes widgets. Their headquarters is located in an urban area that is not 
HUBZone, according to the map. The two owners and an administrative support person spend the majority of their 
work hours there. The company has a manufacturing site across the street from the headquarters located in a 
qualified census tract. The owners and the admin all live in a HUBZone a few miles away. There are 6 employees at 
the manufacturing site. One of them is part time and works only 20 hours every week. Only one of the six 
employees who works at the manufacturing site lives in a HUBZone. 

Does this company meet the 35% requirement?



35% (Example 2)

-- HUBZone Program --

When dealing with the evaluation of the 35% employee residency requirement, do 
not consider where employees work.

Does this firm meet the 35% requirement?  YES

Legend

Non HZ
HZ



PO (Example 3)

-- HUBZone Program --

Company, Inc is a small IT services company. Their headquarters is located in an urban area that is not HUBZone, 
according to the map. The two owners and an administrative support person spend the majority of their work hours 
there. Across the street, in a qualified census tract, is a government facility where 6 engineers perform contract 
specific work. The owners and the admin all live in a HUBZone a few miles away. There are 6 employees at the 
government site. One of them is part time and works only 20 hours every week. Only one of the six employees who 
works at the government site lives in a HUBZone. 

Does this company meet the Principal Office requirement?



PO (Example 3)

-- HUBZone Program --

COMPANY INC HQ

When dealing with the evaluation of the principal office, do not consider where 
employees live.

Does this firm meet the PO requirement? NO

Legend

Non HZ
HZ

Government job site



35% (Example 4)

-- HUBZone Program --

Company, Inc is a small IT services company. Their headquarters is located in an urban area that is not HUBZone, 
according to the map. The two owners and an administrative support person spend the majority of their work hours 
there. Across the street, in a qualified census tract, is a government facility where 6 engineers perform contract 
specific work. The owners and the admin all live in a HUBZone a few miles away. There are 6 employees at the 
government site. One of them is part time and works only 20 hours every week. Only one of the six employees who 
works at the government site lives in a HUBZone. 

Does this company meet the 35% requirement?



35% (Example 4)

-- HUBZone Program --

When dealing with the evaluation of the 35% employee residency requirement, do 
not consider where employees work.

Does this firm meet the 35% requirement? YES

Legend

Non HZ
HZ



PO and 35% (Example 5)

-- HUBZone Program --

Trainers, Inc is a small company that provides training services. There is one owner and two employees. Everyone 
works from their home, and everyone lives in a HUBZone. 

Does this company meet the PO requirement?

Does this company meet the 35% requirement?



PO and 35% (Example 5)

-- HUBZone Program --

Does this firm meet the PO requirement? YES

Does this firm meet the 35% requirement? YES

Legend

Non HZ
HZ



Ownership and Control (Example 6)

-- HUBZone Program --

Betty Smith is the 100% owner of Brooklyn, Inc. Brooklyn, Inc. owns Company, LLC. Betty Smith is a US citizen. 
Company, LLC applies for HUBZone certification. 

Does Company, LLC meet the ownership and control requirement?



Ownership and Control (Example 6)

-- HUBZone Program --

Betty Smith is the 100% owner of Brooklyn, Inc. Brooklyn, Inc. owns Company, LLC. 
Betty Smith is a US citizen. Company, LLC applies for HUBZone certification. 

Does Company, LLC meet the ownership and control requirement?  NO

http://www.goodreads.com/author/show/2

327917.Betty_Smith

Owns Brooklyn, 
INC

Company, 
LLC

Owns

http://www.goodreads.com/author/show/2327917.Betty_Smith


Questions?



Reflections Before You Apply

• Most successful HUBZone firms plan for their success

– Long-term and revolving strategies that define how to be and remain competitive

– Maintain principal office and 35% employee residency requirements. The HUBZone office has a 35% and 
principal office calculator that you can use to guide you in determining whether you meet these 
requirements at http://www.sba.gov/content/applying-hubzone-program

– Review  the HUBZone application guide which delineates the entire application process, provides the 
complete list of required documentation and provides a glossary of definitions 
http://www.sba.gov/sites/default/files/files/HUBZone_Application_Guide.pdf

– Planning is everything

-- HUBZone Program --

http://www.sba.gov/sites/default/files/files/35percent_andPOcalculator.xlsx
http://www.sba.gov/content/applying-hubzone-program
http://www.sba.gov/sites/default/files/files/HUBZone_Application_Guide.pdf


Avoid Common Mistakes

-- HUBZone Program --

• SAM and/or DSBS not updated with proper credentials

• Application “times-out.” Each page must be completed within 60 minutes.

• Unable to access the GLS system

• 35% of employees are not located within HUBZone areas

• Requested supporting documents do not validate information in the HUBZone 
application

• HUBZone website is not reviewed



Supporting Documentation

-- HUBZone Program --

• A lack of supporting documentation is the #1 reason for certification delay. 

• Few firms return the requested documentation within 14 days of the request– even 
though this request is available on the HUBZone website and on the landing page 
in the electronic application as well

• The firm should assemble the documentation before submitting the application. 

http://www.sba.gov/content/frequently-asked-questions


HUBZone Certification
Application Process



Applying for HUBZone Certification

• STEP 1.  Review HUBZone frequently asked questions and the HUBZone
application guide www.sba.gov/hubzone

• STEP 2.  Gather what you need (supporting documentation) (application guide and 
HUBZone website)

• STEP 3.  Review and ask questions (HUBZone@sba.gov)

• STEP 4.  Use the calculator to verify eligibility compliance of PO and 35% 

• STEP 5.  Access SBA’s General Login System (GLS) and update DSBS/SAM as needed

• STEP 6.  Complete and submit the online HUBZone application

• STEP 7.  Submit requested supporting documentation within SBA’s required 
deadline.  

CRITICAL INFO - do not attempt to complete the actual online HUBZone application 
until you have reviewed the application guide and gathered all documents you need to 
complete it

-- HUBZone Program --

http://www.sba.gov/hubzone
mailto:HUBZone@sba.gov
http://www.sba.gov/sites/default/files/files/35percent_andPOcalculator.xlsx


Access SBA’s General Login System 

Applying for HUBZone Certification

-- HUBZone Program --

Register for a GLS Account

https://eweb.sba.gov/gls/dsp_addcustomer.cfm?IMAppSysTypNm=8ASDB


Submit Requested Documentation

Applying for HUBZone Certification

• After online application is submitted, reviewed, and 
electronically verified, the firm has 10 business days to submit 
the supporting documents

• The link to the list of documentation is embedded in each 
page of the online application to facilitate access 

• Requested documents may include:
– Documentation supporting ownership & control and size standards

– Business and personal tax returns

– Documents showing compliance with HUBZone employment and 
principal office requirements 

-- HUBZone Program --

Learn more about requested supporting  documentation

https://www.sba.gov/content/frequently-asked-questions#certification


Electronic  verification step

• The application is not received as an active submission until the firm’s highest ranking officer 
completes the electronic verification step.

– The electronic verification attests that all information is true and correct

– Review the potential decline factor(s), if any, prior to executing the electronic verification step.

• If you find that the firm is not eligible you may cancel the application and reapply at any time once 
the firm determines that it meets all criteria.

• A concern that SBA has declined or decertified may seek certification after ninety (90) calendar days 
from the date of decline or decertification 

• The on-line application cannot be saved.  It must be completed in one setting.

-- HUBZone Program --



Maintaining HUBZone Certification



1. Notify SBA of any material change that may affect the firm’s HUBZone
status.  

a. Change in the firm’s ownership
b. Change in the firm’s business structure
c. Change in the firm’s principal office
d. Change in the firm’s 35% HUBZone residency status

2. Recertify HUBZone status every 3 years

Although there is no limit to the length of time a firm may qualify as a HUBZone
firm, the certification is not a lifetime certification.  Every HUBZone firm must 
recertify every three years to SBA, indicating that it remains a “qualified” 
HUBZone SBC, 13 CFR § 126.500

NOTE:  SBA will initiate the recertification action.

Maintaining HUBZone certification

-- HUBZone Program --



3. Incorporate maintaining HUBZone certification into the business plan. 
• Do not maintain a HUBZone employee percentage near 35%. This 

is risky. Have some cushion, say, around 60% or more.
• Maintain a list of potential hires in case one of your HUBZone 

residents quits. This way you do not have to fall out of compliance 
and risk decertification.

• Watch the HUBZone map for changes; sign up for email alerts at 
Subscribe to HUBZone News. If the principal office is in an area 
that is redesignated, the firm has 3 years to come up with another 
way to meet the PO requirement.

Even though certification can potentially be indefinite, the median number 
of years in the program has been only 4! 

Maintaining HUBZone certification

-- HUBZone Program --

https://public.govdelivery.com/accounts/USSBA/subscriber/new?topic_id=USSBA_14


Resources and Tools



Resources and Tools

-- HUBZone Program --

Resources & Tools Resources & Tools

HUBZone Website Applying  for Certification

35% and PO calculator tool Maintaining Certification

HUBZone maps / designations SBA Learning Center

Supporting Documentation SBA Local Assistance

HUBZone Regulations
13 CFR – Part 126

SBA Size Standards

https://www.sba.gov/category/navigation-structure/contracting/contracting-support-small-businesses/small-business-cert-0
https://www.sba.gov/content/applying-hubzone-program
https://www.sba.gov/content/applying-hubzone-program
https://www.sba.gov/content/maintaining-hubzone-certification
https://www.sba.gov/content/hubzone-maps
https://www.sba.gov/tools/sba-learning-center
http://www.sba.gov/content/frequently-asked-questions
https://www.sba.gov/tools/local-assistance
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr;sid=7f10b57ab16b755f85493361636352c1;rgn=div5;view=text;node=13:1.0.1.1.21;idno=13;cc=ecfr
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr;sid=7f10b57ab16b755f85493361636352c1;rgn=div5;view=text;node=13:1.0.1.1.21;idno=13;cc=ecfr
http://www.sba.gov/content/am-i-small-business-concern


Contact Us….

• HUBZone Program
– Office Hours: Tuesdays and Thursdays from 2:00 to 3:00 p.m. EST. Access information: 

http://www.sba.gov/hubzone

– Helpdesk:  HUBZone@sba.gov

-- HUBZone Program --

http://www.sba.gov/hubzone
mailto:HUBZone@sba.gov


SBA WISCONSIN DISTRICT OFFICE

For more information on SBA’s programs and services

Please contact:

Shane Mahaffy, Lead Business Opportunity Specialist

Telephone: 414-297-1455

Email: Shane.Mahaffy@sba.gov

Or visit our office web site at www.sba.gov/wi

-- HUBZone Program --

mailto:Shane.Mahaffy@sba.gov
https://www.sba.gov/offices/district/wi/milwaukee


Marketing Your Certifications
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SO IT IS A GO – now Develop Your Approach

• Target the MARKET – Federal (Army, VA, FAA…..), Federal Primes 
(Oshkosh, Boeing, WPS Health Insurance

• Target INTRODUCTIONS

• Prepare MARKETING MATERIALS
• Capabilities Statement
• Business Cards
• Website
• Pitch

• 30 second
• Longer

• LEVERAGE YOUR CERTIFICATION – DO NOT LEAD WITH IT



THE BUSINESS CARD
• Stand alone representation of you and your business

• Full Company Name – Milwaukee Manufacturing 
• Name and title – Samantha Stumpf, President
• TAG line if company name does not provide description of what company does - Custom 

Specialty Metal Parts
• Full address (not PO Box) – Town Industrial Park, 1234 W. Newberry Dr., North Allis, WI  

53222
• Telephone, email and website – 414-111-2345 and  sstumpf@milwaukeemfg.com and 

www.milwaukeemfg.com
• Certifications – Woman Owned, HUBZone Certified Small Business  and  ISO 9001 and 

ITAR
• NAICS codes /PCS-FSG, NIGP, DUNS, CAGE – state and local if appropriate -

http://www.census.gov/eos/www/naics/ -
http://support.outreachsystems.com/resources/tables/pscs/ -
http://vendornet.state.wi.us/vendornet/asp/CC14_Form.asp

• GSA Schedule number / other long term contracts and contract numbers (IDIQs, OASIS, 
…..)

• OTHER – unique features, recognitions, etc. 
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THE BUSINESS CARD

• Appearance
• Light in color – so recipient can 

write on

• Not glossy – so recipient can 
write on

• Not CUTE – this is business

• Leave “white space” for notes 
by recipients
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THE WEBSITE – a MUST HAVE
• If you are a serious competitor for Government work – your website 

MUST reflect information targeted to the Government audience.
• Break out Government section via TAB or other mechanism

• INCLUDE  YOUR CERTIFICATIONS
• Link to Capabilities Statement (downloadable)

• About your business in the Government market 

• About your product or service in the Government market

• Current news – information about recognition, community service, involvements, press releases, etc.

• Technical information if appropriate

• Conferences that you will be participating in or attending if appropriate

• Experience – past performance examples

• Hot link to GSA – IDIQ type contracts other online purchasing vehicles

• Other information that a Government representative would be looking for

• ALSO USE SOCIAL MEDIA WHEN APPROPRIATE AND POSSIBLE
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THE CAPABILITIES STATEMENT
• Five key elements are included in a successful capability 

statement:

• 1. Core competencies
• 2. Past performance
• 3. Differentiators
• 4. Corporate data
• 5. Contact information

• A Capability Statement should also include your firm’s name, logo, tag line and other 
branding elements. It should be free of long paragraphs but instead, should use 
short sentences and bulleted lists for quick review. We recommend that you 
customize your CAPE’s for various market segments. You should not itemize or 
number your CAPE statement but should include ALL 5 elements.
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THE CAPABILITIES STATEMENT

1. Core Competencies
Begin this section with a short introduction statement relating the 
company's basic capabilities to the customer’s specific needs utilizing 
bullet points. This is NOT everything a firm is capable of doing.  
Focus on what is important to your potential customer.

2. Past Performance
In this section you want to highlight your past experience.  Include past 
customers (if they approve) for whom your business has done similar work. 
Focus on projects that will highlight the capabilities your potential 
customer will be looking for. Each listed reference should include: the 
organization name, location, project name or contract, month/year 
completed, a brief sentence describing work performed. CRITICAL –
always ask permission to use this information from the past customer! 
ALSO – do not include any contact information or value of project.  Also 
include if your projects or your work have received recognition.
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THE CAPABILITIES STATEMENT
3. Differentiators

• Why should I pick YOU? 
• How is your company best suited for the needs of your potential customer? 
• What is it about your product / services that make you stand above the rest? 
• What is it about your people that give you the advantage over your competitors? 
• Why are your products / services a better solution than the others that are available? 
• Are you or your firm active members of business or philanthropic organizations or participate in 

community, STEM (Science, Technology, Engineering and Math), business or youth initiatives?

4. Company Data
Include one or two short sentences about your company. This is the section where 
you would include:
• Socio-economic program certifications including - Federal, State, Local and Corporate -

including 8(a), HUBZone, SDVOB, DBE, etc.
• NAICS / NIGP / PSC-FSC codes (all but limit to 12 or so) do not include code descriptions
• DUNS number / CAGE code (if you have one)
• Acceptance of Credit Cards for payment(if applicable)
• Current Federal GSA Schedule or IDIQ / long term contract / agreement number(s)
• State / Local long term contracts
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THE CAPABILITIES STATEMENT

5. Contact Information
Your contact information should include a specific person(s) in your organization that 
could be contacted if there is interest in following up with your organization.
• Full name of organization (include if division of a parent company)
• Individual contact and title
• Address (physical location as listed in your DUNS profile, not a PO Box)
• Telephone (main and cell)
• Email(s) of individuals listed 
• Company web site

• We would suggest that you have someone review prior to FINAL

• DO NOT INCLUDE ANY REFERENCES OR DETAIL or other competitive 
information

CLARITY – MESSAGE – APPEARANCE – FOCUS
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THE ELEVATOR PITCH

• LESS than 30 seconds

• Tight and to the point

• YOU CAN NOT DO EVERYTHING 

• Start with what is most important – it is not your certification

• Practice

• It is NOT about you – it is about your potential customer

• ADAPT

March 16, 2017 Wisconsin Procurement Institute 96



Continuing the Conversation

• Initial 1 minute plus pitch – Start of a ONE ON ONE meeting
– Know what the buyer’s company does and how you would fit

– Know what is important to the buyer

– Who you are 
– What you do – REMEMBER YOU CANNOT DO IT ALL

– Have you done any work with the government before

– What makes you special – competitive edge
– Keep it business

• 5 minute pitch – should include a visual of some kind then ADD
– WHAT CAN YOU DO FOR THEM

– A bit of history
– Capacity

– Past work

– What makes you special – management team, design capabilities, relationships………
– Other as appropriate

• 15 minute pitch – more visual
• Mission – vision

• Increased specifics depending on what is being sold
• Other
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Strategies for SUCCESS

98



TEAMING & PARTNERING

•Private contract between two or more parties

•Prime/Sub Contractor Team

•Alliance with one Prime Contractor & one or more 
Subcontractors

• Joint Venture Team

•Partnership of two or more businesses that applies to contract 
opportunity collectively
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WORDS OF

•SUCCESS WILL NOT BE IMMEDIATE

•REACH OUT TO WPI FOR YOUR NEXT STEPS

•DETERMINE IF THERE IS POTENTIAL BEFORE YOU INVEST 
YOUR TIME AND RESOURCES

•BE OPEN TO THE CONCEPT OF TEAMING AND PARTNERING
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UPCOMING TRAINING - EVENTS
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https://www.wispro.org/events
/11th-annual-volk-field-small-
business-conference/



Contact information

Patty Sullivan – Government Contract Specialist

Wisconsin Procurement Institute

Phone: 920 840 3771

Email: patricias@wispro.org

Benjamin Blanc - Government Contract Specialist

Wisconsin Procurement Institute

Phone: 414 270 3600

Email: benjaminb@wispro.org

Website: www.wispro.org
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