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] Login Changes to HUBZone Electronic System (NOTE -

int this Page for Reference)

The login method to HUBZane has changed from using the SBA Customer ID and password to using the SBA
General Login System (GLS).

This new login method requires any individual with authority to submit, update and/or cormmit on behalf of the
company to have & SBA GLS User ID and Password registered in SBA's GLS system

You must have:

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

2. An active CCR profle for each of the businesses location(s). A business s identified using your Employer
Idertification (EIN). Register in CCR

3. Each business location (DUNS Number) must have a primary NAICS.

Question:
Do you already have a SBA GLS User ID set up?

Ves No

SBA Form 2103 (02/0612003)
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1.  Delete “Decertification” in the first sentence.

2.  Change the expiration date to 7/31/2009 on all pages.

3.  ADD OMB Disclosure Statement below under the last sentence.

PLEASE NOTE: The estimated burden for completing this form is 3 hours per response. You are not required

to respond to any collection of information unless it displays a currently valid OMB approval number.

Comments on the burden should be sent to U.S. Small Business Administration, Chief, AIB, 409 3rd St., S.W.,

Washington D.C. 20416 and Desk Officer for the Small Business Administration, Officer of Management and

Budget, New Executive Office Building, Room 10202, Washington, D.C. 20503. OMB Approval (3245-0320). PLEASE DO NOT SEND FORMS TO OMB.

4.  Add “SBA Form 2103” to each page in the application.
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Remove the word “decertification” and change the expiration date to 7/31/2009 on all pages.
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%| Proceed with HUBZone Application
1. When you dlick Continue below, you will be taken to the "General Login System - Choose
Function” page of the General Login System after a successful login.
2. Under the "Applications available with the present login” you should see a "HUBZone"
hotlink.
3. If you do not see the "HUBZone" hotlink, you will need to return to the Have SBA GLS
User ID? on this page and review and following the instructions to insure you have the
"HUBZone" hotlink available to you.
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Change “insure” to “ensure” in the 3rd sentence.
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Instructions to register an SBA GLS User ID (NOTE - Print this Page for Reference) 

You will need to set up an SBA GLS User ID for any individual with authority to submit, update and/or commit on behalf of the company. In your SBA GLS profile, you will need to identify each business for which you are seeking HUBZone Program certification, recertification, program examination, decertification, etc. A business is identified using its Tax Identification Number (TIN) or Employer Identification Number (EIN). 

Follow these steps to set up your SBA GLS User ID profile: 

1. You will first establish or modify your SBA GLS User profile that identifies you to associate your SBA GLS User profile to one or more of your business for which you will be seeking or maintaining HUBZone Certification.

2. You will 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. 

3. You will complete the information in the SBA GLS User profile and submit the profile. 

4. You will receive an e-mail that will provide you with a temporary SBA GLS User Password. Use that password to log back into GLS. Once in GLS, you will be required to change the password using the guidelines below: 

· Must be minimum of 8 characters. 

· Must contain at least three of the following four properties

· At least one upper case letter A, B, C, ... Z

· Lower case letters a, b, c, ... z

· Numerals 0, 1, 2, ... 9

· Special characters { } [ ] < > : ? | \ ` ~ ! @ $ % ^ & * _ - + = 

5. Next, associate your SBA GLS User ID to each business for which you are seeking HUBZone Program certification, recertification, program examination, decertification, etc. To accomplished this you will need to:

A. Select the 'Profile' tab or select 'Update Profile.'

B. Scroll to the bottom of page and below the Business Information line select Yes for the Add New Business.

C. Enter the EIN (TIN) and DUNS for each business. NOTE: For a HUBZone Business, both are required.

D. Select "Submit" after entering both.

E. Continue this process until all businesses have been entered for your profile.


6. You will need to associate your SBA User ID to the HUBZone Certification Program by doing the following: A. Select the 'Access' tab

B. Scroll down to the "Historically Underutilized Business Zones" line

C. Click on the folder icon

D. Check the box by "Firm applying for HUBZone certification"

E. In the drop down box, select the EIN and DUNS that represents the business for which you are seeking HUBZone Program Certification. 

F. The "HUBZone Certification Application" option will now appear on your Choose Function page.

G. You will also receive an e-mail stating that you have successfully updated your profile.


7. You are now ready to start the HUBZone Action or Inquiry.

8. Click "Start Registration" link below to open the SBA GLS profile information page. 

Start Registration 


	Remove the word “decertification” in the first paragraph and in sentence number 5..

	SBA Form 2103 (02/06/2003) 


[image: image5.png]o o tow Famis Do tob

ks

I

(@ - © - [x] (2] Qo] Lo Ygrorats @] 3~ 1 & -

U300 A

| agdress

[&€] https: /enile.sba.gov/ls/dsp_addcustomer.cfm7IMAPPSYSTYPNM=HubZone

U3 i At | o

Country:
p+4 Code:

Street 1:

Street 2:

City Name:

Phone Nus

Lot moted: 021872008 12:00:00 A

ber:

Login Information

(First)

Identity Information

(Middle) (Lasy

(Suffix - Jr, Sr, 1,1, etc)

2]

Contact Information

UNITED STATES

Lookup Zip

«

(Country)
USis 1)

(Area Code) (Phone Number) (Extensior)
(999-9999)

i

> Fistooy > Eov > Ragulatons gov > Whie House

* Privaoy & Securty * Informton Ousity * FOIA * Mo Fear st * ADA

(Personal Identification Number, Last 4 Digits of SSN)

(State)

584 Processing: 0.241 secands

Eloore

[ [ 8 N3 tocalintranet




[image: image6.png]Req Acco 0so0 plorer provided by 5BA -1o) x|
| Bl Edt yew Favortes Toos tep | &
» Y =
200 N6 P de B2 5 5 A 3E% D00
| address [ ] https:fenie. sba. gov/olsfdsp_addcustomer.cfm?IMAPPSYSTYPHM=HubZone =
=
s
Street 2
o
City Name:
(State)
Phone (Country)  (Area Code) (Phone Number) (Extension)
Number: )5 g 1) (999.9999)
EINSSN © EIN@9-9999999)  SSN(E99-99.9999)
DUNS
Reset | |Clear | | Submit
o ot otozos 120040 im0 rugumonsgov > s s S Fnessigs 0291 secni
* Pivaoy & Sarky * nformaton sy * FOIA * Mo Fear st * 504
=
[EToome [T B R >





[image: image7.png]e th ton Famies Do tob

[ [ Q- © - 2] [B) D] O soueh grovats

| Address [ ] bttps:jenilesp.sba.govjhubzonefinternet/generalldsp._redister_role.cim

Your SmllSusiness Resource

HUBZone Electronic Application M [<][2

] Have SBA GLS User ID

Read the instructions below to set up your SBA GLS User profile for each business for which
you are seeking HUBZone Program certification, recertification, program examination,
decertification, etc.

1. Afer you have successfully logged into the GLS syster, select the "Access” tab at the top of
the page

Scroll down to the Historically Underutlized Business Zones' line

Click on the FOLDER icon

You will be presented with Firm applying for HUBZone certification’ which you wil check

On the Business fine in the drop down box you will need to select the EIN that represents the

business you are submitting your HUBZone Certification request

6. Now select "Continue” that will take you to the GLS log in page

SBA Form 2103 (02/06/2003)
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Remove the word “decertification” from the first paragraph.
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Advisory
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ADVISORY

1. SECURITY SETTINGS: Your ‘Internet Service Provider' (ISP) or your internet browser
may have the Security/Privacy settings presst to a level that might NOT allow the
HUBZane System to perform correctly. Before you attempt to log in, piease select this
link "How to verify my browser settings?' and make sure you have the right settings.
After you establish that you have the right settings you may Iog in and complete the
required steps.

2. BROWSER REQUIREMENTS: This application was originally developed for use on
Microsoft Internet Explorer or Netscape versions less than 6.x. It is currently being
updated to work with more modern browsers, but please be aware that this website
may experience some minor issues with other browers, such as Firefox, Safari, ar
versions of Netscape 6.1 and above.

Our form uses Pop-Ups which are by default blocked by the Windows XP operating
system. To enable our form to work correctly, please select this link * Block Bop-up.
Windows with Internet Explorer ' and follow the instructions under "To change Pop-up
Blacker settings.”

[X] 7o see/maodify your Browser settings follow the instru

a
1. For Internet Explorer Users: From your Internet Explorer's Tool Bar, sslect the
Tools \ Internet Options \
= Using the 'Security’ TAB: Change the Security level to ‘Defautt.’
= Using the ‘Privacy' TaB: Change the Privacy level to Medium.’
MORE HELP
= After madifying the ssttings, close the browser and start over.
2. For Netscape Users: Using the £dit \ Preferences \ Privacy & Security \
= Using the ‘Cackies' option: Enable coakies for the origination web site only.
MORE HELP
= After modifying the ssttings, close the browser and start over.

B. If & andfor 'C' do NOT apply in your case, then please talk to your Internet Service
Provider' (ISF) and ask how the Security/Privacy settings can be changed to permit use
of ‘session variables' that are required for completion of this HUBZane Application.

C. If ‘& andjor '8’ do NOT apply in your case, then please talk to your ‘Network

Administrator’ and ask how the Security/Privacy settings can be changed to permit use
of 'session variables' that are required for completion of this HUBZane Application.

NOTE: It is recommended that you revert back to your original ‘Security/Privacy’ ssttings after

completing this HUBZone Application.

SBA Form 2103 (02/06/2003)





Change date from 7/31/2009
Links and Pop-Ups
The More Help link for Internet Explorer Users
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¥ you are using NETSCAPE browser, see MORE HELP under "Howto FIX the problem.




The More Help link for Netscape Users
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Map Advisory
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MAP ADVISORY

The HUBZone online maps will, in some cases, display a different status than what the
certification system's embedded maps wil display. We are aware of this and are proceeding
with 3 major update of the certification system to accommodate all the recent changes in
HUBZone mapping brought about by geographical enhancements to the HUBZone Act of 1997,

IF YOU DO NOT AGREE WITH THE SYSTEM-GENERATED MAPPING PLACEMENT FOR A
PARTICULAR ADDRESS , the certification system contains a text box that allows you to
explain the reasan for your disagresment. Your concern is entered as part of the certification
form and you are encouraged to use that text box option. The HUBZane analyst staff routinely

checks this element of the online certification farm and will tharoughly research any expressed
cancern

Thank you for your patience as we work to improve the HUBZone online certification form.




Start Application Process

[image: image15.png]Your SmllSusiness Resource

[] start Application Process

e
Itis recommended that you read the HUBZone Proaram Guide and review all regulatory
hot links in each section as you complete the application.
The HUBZone application invalves FIVE [S] steps. Carefully follow each step.
step 9 | verifvifin HuBZone Needhelp? [ Optional Step 1

Part of the eligibility criteria of the program is that the concern's Principal Office be located in
a qualified HUBZone and a least 35% of its employees reside in a HUBZone. To detsrmine if
the cancern's principal office (the location where the greatest number of the concern's
employees at any ane location perform their work) is lacated in a HUBZone and if your
employees reside in a HUBZone, you must:

a. Select Verify if in HUBZone

b. Fill out the on-line form, which asks you for the street address, city, state and ZIP code
of the location,

c. Select Submit,

The systsm will automatically tell you if your business and/or your employee(s) are in an
eligible area

Please select ‘Continue’ button below and answer the questions that follov.




1.  Add “(except for tribally owned concerns)” “after part of the eligibility criteria”.  

2.  Add a “period” and remove the parenthesis after “work)” and two spaces. 

3. Add “However, for those concerns whose “primary industry” (see 13 CFR 121.107) is service or construction (see 13 CFR 121.201), 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.)” After “work”.

4.  Both the Principal Office and employees link should be directed to http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=09c8010ea4b7e47866b2e23bffcbfacb&rgn=div5&view=text&node=13:1.0.1.1.20&idno=13 .

Links and Pop-Ups
The employees Link will take you to the Electronic Code of Federal Regulations site. 
The Principal Office Link

This is the section linked to in the Application Program Guide. The Guide can be found in full in the appendix.

[image: image16.png]6. The Electronic Application:
Section A - Location in Qualified HUBZone:

‘The information in this section of the application is required for HUBZone analysts to determine whether your
firm's principal office is located in a HUBZone. The answers to most of these questions will be extracted
avtomatically from the information you've already entered in the DSBS database. Review this section carefully. If
itis inaccurate, you must refurn to the firm's profle in CCR. and correct it. The concern's name as entered here
should be exactly as it appears on your firm's legal instruments, such as articles of incorporation, business license,
or partnership agreements, Address information will be extracted antomatically from what you enter on SBA's
HUBZone Address Screen. It should be the correct street address of your fim's principal office. (Remember,
your firm's principal office is the place where the greatest mumber of your employees, at a single location,
performs their work) If the information on this screen is inaccurate, you should return to the firm's CCR profile to

correct it

A determination on whether your firm's principal office is located in a HUBZone will e generated automatically
by mapping software based on the information entered on the HUBZone Address Sereen.

- HUBZone Principal Office Address
 Mailing Address

+ Map Plot of principal office location




The Need Help? Link 

[image: image17.png]Starting the application process.

What are the steps to becorning HUBZone certiied?
Verify if in HUBZone.

Register on SBA Supplemental Page.

Apply for HUBZone certification,

How to navigate this page and use buttons.

Starting the application process.
To be awarded contracts under the HUBZone prograrm,

1. Your concem must first meet HUBZone eligibility requirernents,
2. Be certified by the U.S. Small Business Administration (SBA) s a qualified HUBZone small business, and
3. Be listed on SBA's List of Qualified HUBZone SBCs' and in SBA Supplemental Page database

For SBA to certify your concern, we must analyze some factual information about it
For more informatian, see the HUBZone Program Application Guide

What are the steps to becoming HUBZone certified

The first step is to Veerify If In HUBZone. Your principal office and at least 35% of your employees must reside in a qualified
HUBZone. A principal office is the location where the greatest nurnber of the concen's emplayees at any ane location perform their
work. If your concem's principal offce is found not to be in a HUBZane, you are ineligible to participate based on your current
location However, if you choose to relocate your concer’s principal office and you meet the other requirements, you may be
eligible to participate

Secondly, you must Register in SBA Supplemental Page. SBA Supplemental Page is a prerrier marketing tool for small
business concerns seeking to do business with the Federal government. It is also the authoritative source that Federal agencies
check to determine if businesses have been certified by SBA as qualifed HUBZone SBCs and eligible to receive contracts under
the program. SBA Supplemental Page also will be used by Federal contracting officers to conduct market research and to
determine the type of acquisition strategy they may use to solicit HUBZone SBCs

Lastly, Apply for HUBZone Certification by fiing out the orvline application. For the SBA to certify your firm, we must analyze
some factual information about t. WeVe developed an application form for you to use. In designing the application, weve kept it as
simple as possible. You must finish the application in one sitting. Incomplete applications will not be saved.

We recomrmend you read the HUEZone Prograim Application Guide before beginning the on-line application

Verify if in HUBZone.

Arong the key requirements for admission to the HUBZone program is that your concern's principal office (the place at which the
greatest nurber of your employees at a single location perform their work) AND at least 35% of its employees reside in an area
which meets at least one of the following tests:

© & qualified census tract (as defined in section 42(d)E)(C)(i)() of the Intemal Revenue Code)

© & qualified "nor-metropolitan county” (as defined in section 143()2)(E) of the Intemal Revenue Code) with a median
household incorne of less than 80 percent of the State median hausehold income

© & qualified "nor-metropolitan county” (as defined in section 143(k)2)(E) of the Intemal Revenue Code) with an
unermployment rate of not less than 140 percent of the statewide average, based on US Department of Labor recent data

« lands within the boundaries of federally recognized Indian reservations

To determine if the principal office of your concen is located in a HUBZone and for if your employee(s) reside in a HUBZone, you
must: &) select Veerify If In HUBZone link; b) fill out the orvline form, which asks you for the Street Address, City, State and ZIP
Code of the location and select subrmit. The computer will automatically tell you if your concer and/or your employee(s) are in an
eligible area.

If your principal office is found to be in a HUBZone, the next step s to verify that your concem has a SBA Customer ID and
password,
B o e BT D e A




1.  Remove all reference of “SBA supplemental page” and replace with “the Dynamic Small Business” on this and all subsequent pages.
2.  Add “However, for those concerns whose “primary industry” (see 13 CFR 121.107) is service or construction (see 13 CFR 121.201), 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.”  After the 2nd sentence in the 2nd paragraph.
3.  Add “one of” after “It is also” in the 3rd sentence in the 2nd paragraph.

4.  Add “or the United states, whichever is less” after “statewide average”.
5.  Add: a bullet for Qualified base closure area; and Redesignated area after “lands within ………..

[image: image18.png]Register on SBA Supplemental Page.
In this section, you willreply to some basic questions that wil help us identify your concern and communicate with you. The
address information that you eter into SBA Supplemental Page must match the address that you entered on the HUBZone
Address Screen. If you enter a diflerent address on the Applicant Registration Screen, you will not be able to complete the
HUBZane Application. In this event, you wil have to go back to the Applicant Registration Screen, and correct the address to
cotrespond to the one that you entered on the HUBZone Address Screen. Some of the information that you provide on the SBA
Supplemental Page registration will autornaticaly be entered in Location in 2 Qualiied HUBZone and General Business
Information

For mare infarmation, see the HUBZone Program Application Guide.

Apply for HUBZone certificati
The HUBZone application is organized into several sections. After you have verified that your concem’s principal offce is located in
a HUBZone and at least 35% of your fim's employees reside in a HUBZone, you will be shown screens that sk a series of
questions about your firm, its ownership and management, ts employees, and its financial history. Webe tried to make the
application as simple and straightforward as possible. Each of the questions has a specilic purpose in helping us make a
determination regarding your concern's eligibility to participate in the HUBZone Prograr

For mare information, see the HUBZane Program Application Guide

How to navigate this page and use buttons.
Select Verfy If In HUBZone to see if your pincipal office and/or your employees are in a qualiied HUBZone.

Select Register in SBA Supplemental Page to register your concer in SBA Supplemental Page and receive your SBA
Custorner ID and password

Select Apply for HUBZone cer

cation to begin the orvline HUBZone application
Use the Back button to o to the previously visited page

Use the Help button to obtain context sensitive help at any time.

Use the Top button to retur to the top of the current page.

The links on the bottom andor left side will take you out of the HUBZone application and bring you to the corresponding sections
of SBA's website

Use the Close button ta close this help window.





1.  Remove all reference of “SBA supplemental page” and replace with “the Dynamic Small Business” on this and all subsequent pages.

The Verify if in HUBZone Link
[image: image19.png]



[image: image20.png]Note: As of September 13, 2008, the HUBZane systern featured the most current maps for all
geographical categories, including Qualified Census Tracts.

Q. What are HUBZone Requirements?
To participate in the HUBZane Empowerment Contracting Prograrm, a concern must be determined to be a
“qualified HUBZone small business concern.” A firm can be found to be a qualiied HUBZone concern, it

o ltis small,

@ Itis located in an "historically underutilized business zone” (HUBZone),
© Itis owned and controlled by one or more U.S. Citizens and

o At least 51% of ts employees reside in a HUBZone

Q. What is a HUBZone?
A "HUBZone" is an area that is located in ane or more of the following;

o A qualified census tract (as defined in section 42(8)E)(C))(1) of the Intemal Revenue Code of
1988);
A qualified "nor-metropolitan county” that is: not located in & metropolitan statistical area (as
defined in section 143((2)(B) of the Intemal Revenue Code of 1986), and
© i which the median household income is less than 80 percent of the nor-metropolitan State
median household income, or
© that based on the most recent data avalable from the Secretary of Labor, has an
unermployment rate that is not less than 140 percent of the statewide average unemployment
vate for the State in which the county is located;
Lands within the exteral boundaries of an Indian reservation
Lands Dificult Development Area
Qualified Base Closure Area (BRACS).
Redesionated Area




1.  Remove the word “Empowerment Contracting” and change 51% to 35% under What are HUBZone requirements.

2.  Remove answers under “What is a HUBZone” and create a hotlink under See 126.103 and remove all bullets.

3.  Change the 3rd bullet to read “(a) it is at least 51% owned and controlled by U.S. citizens; (b) it is wholly owned by one or more Indian Tribal Governments or owned in part by one or more Indian Tribal Governments provided all other owners are either U.S. citizens or small business concerns.; it is wholly owned by a CDC or in part by one or more CDCs provided all other owners are either U.S. citizens or small business concerns.; (c) it is wholly owned by one or more small agricultural cooperatives organized or incorporated in the U.S. or owned in part by one or more small agricultural cooperatives organized or incorporated in the U.S, provided all other owners are either U.S. citizens or small business concerns.  
4.  Add, “or the united States which ever is less;” after the unemployment bullet.

5.  Remove “lands difficult development area.” 
[image: image21.png]Q. How do | determine if an address or area is in a HUBZone?

WeVe developed sorme special mapping software to help you deterrine if an address or area is in &
HUBZone. All you will have to do is click on ane of the four hot links below, and follow the instructions. But
before you do you should know a few things about navigating maps. Please read the section "How do |
navigate HUBZone maps?” at the bottom of the page.

 To Determine if an Address is Located in a HUBZone. enter the Street Address, City, State, and Zip
Code, and click the "Search” Button

 To Determine What Areas of a State are HUBZones. click on the state, or select a state from the
pop-up menu

 To Determine What Areas of a County are HUBZones. enter the name of the county, and select the
state from the pop-up menu

 To Determine What Areas of a Town are HUBZones. enter the name of the town, and select the
state from the Dop-UD Meny.





[image: image22.png]Q. How do | navigate HUBZone maps?

Once our mapping software has generated a map for you, you can navigate on it. To the left of the map,
you wil find four "Tool” buttons,

 Zoom I - Use this button to display a smaller section of the map in greater detal. For exarnple,
with a series of clicks, you can *zoom in’” from a map showing a state, to a map showing a county,
to & map showing a census tract, to a map showing a street

 Zoom Out - Use this button to display a larger section of the map in less detail. For example, with a
series of clicks, you can "zoom out” from a map showing a street address, to & map showing a
census tract, to a map showing a county, to a map showing a state

 HUBZone Status - Use this button to determine whether a point on & map is in a HUBZone. If you
want to determine if  place that is shown on a map is in a HUBZone, click the HUBZone STATUS
button, move the cursor to the point you are interested in, and click. If you want to deterrmine if &
poirt that is not shown on the current map is in a HUBZone, click ZOOM OUT button until you can
see the area you are interested in, click the HUBZone Status button, move the cursor to the desired
location, and click; then click the ZOOM IN button until the desired level of map detail is obtained

 Recenter - Use this button to "center” the map in another place. If you want to examine another
area that is shown on the map, click the RECENTER button, and move the "hand” cursar to the
desired location, and click. If you want to exarine another area that is not shown on the map, click
ZOOM OUT buttan urtil you can see the area; click the RECENTER buttor; move the "hand” cursor
to the desired location, and click; then click the ZOOM IN button until the desired level of map detal
is obtained

By using these tools, you can do "top-down” "bottom-up” deterrinations frorm virtually any given map. For
exarmple if you start with "To Determine What Areas of a County are HUBZones.” from the resulting map,
you can go to a specific address, zoom down to a census tract, or zoom in a state.

SBA Form 2103 (02/06/2003)

top




Change expiration date to 7/31/2009
The HUBZone Program Guide Link 
(The entire program guide can be found in the Appendix)

[image: image23.png]Application Guide to the HUBZone Program
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Apply For HUBZone Certification
[image: image24.png][[] Apply For HUBZone Certification
domn back help

I will be guiding you through the application process.
However, before we start, please read the following:

ication is necessary to determine if the
n complies with statutory and

Any sensitive information collected in this apy
business concern applying for HUBZone Certi
regulatory requirements.

Itis recommended that you carefully review the following
information before you begin.

HUBZone Program Application Guide
Small Business Size Standard Information

Note: By selecting an item, you will be presented with text explaining the requirement.

You MUST complete this application in a single session. While
entering data into the application, you must be connected to the
Internet. The dlock on each application page displays the time
remaining for you to complete that page before the session times
out. You must complete the page before it times out. Incomplete
applications cannot be saved.

Are you ready to proceed with your application?




I
Links and Pop-Ups
All of the links link to the respective sections in the Program Application Guide. The Program Application Guide can be found in full in the appendix. 
Application Step One
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I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320

Expiration Date: 5/31/2009
Move cutsor over ataskto see name of the task.
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[X] 1dentifying Business Location(s):

Based on your concern's EIN, we have identified that your concern has following location(s).

No  SBA Gustomer ID DUNS No Address
241 E 4th St Suite 105
H Po3n2400 999302400 Brederick MD 21701-3601

NoTE:
IF any of the location(s) listed above doas not represant any of your offices, please Contact S6A
Supplemental Page heip desk o corract your concarn's profila(s) bafore resuming your response process.

Question:
Does your cancern have locations other than the anes listed above (excluding temporary job
sites for construction and service industries)?

Yos




1.  Add “the” between “has following”.

2.  Remove ( ) around the “s” in location; change “does” to “do”

3.  Change “SBA Supplemental Page” help desk to “pronet@sba.gov”.

4.  Change the Expiration Date from 5/31/2009 to 7/31/2009 in the entire application. 
Links and Pop-Ups
The Contact SBA Supplemental Page help desk Link

[image: image27.png]help === 0

SBA Registration Assistance:

Web: hitp:/fpro-net.sha.gov/

CCR customer service contact informatio

Toll-Free Number. 1-838-227-2423
Outside US: 1-618-951-4725
CCR E-mail:ccr@dlis.dla. mil





Laura, the link automatically sends the firm to CCR after explaining the purpose of pronet and its integration with CCR.

1.  Change the link to go directly to pronet@sba.gov (which is the current email address).

2.  Change the toll free number to 1 866 606 8220.

Application Step One (Part II) 

[image: image113.png]Bk e

% complete status bar

OMB Approval No. 3245.0320
Expiration Date: 5/31/2009

[] Authorize Application Processing

1

—[ADVISORY ]-—

SECURITY SETTINGS: Your Tnternet Senvice Provider’ (ISP) or your intemet browser may have
the Security/Privacy settings preset to a level that might NOT allow the HUBZone Syster to
perform correctly. Before you atterpt to log in, please select this link How to verlfy my browser
settings?" and make sure you have the right settings. After you establish that you have the right
settings you may log in and complete the required steps

BROWSER REQUIERMENTS: You MUST Use Microsoft Internet Explorer of Netscape version
less than 6.x

Do NOT use any of these browsers as these may ot be compatible with our application systern
Firefox or Safari and Versions of Netscape B.x and above

OPERATING SYSTEM: This system may encounter problems if you are using a Windows XP
operating system or a Wireless connection

Our form uses Pop-Ups which are by default blocked by the Windows XP operating systern. To
enable our form to work correctly, please select this link ‘Block Pop-up Windows vith Intemet
Exglorer’ and follow the instructions under "To change Pop-up Blocker settings"

Enter your Log-In Information Below

HUBZone Application Number: 37286
SBA Customer ID: PO000138
Your E-mail Address: Jack Doe@MyCormpan

For HUBZone' assistance,
e-mail us at "HUBZone@sha.qov"
or
call 2022058885





Appears after answering Yes to the question in Application Section One Part I
1. On the previous page, Number 4 above, correct the spelling of “supplemental.”

2.  Under the Please note, change “hubzone” to “HUBZone”.

******************************************************************************

The NAICS Link

[image: image28.png]What is a NAICS Code?
NAICS stands for North American Industry
Classification Systerm.’

What is NAICS and how is it used?

The North American Industry Classification Systern
(NAICS pronounced Nakes) is a unique, all-new systerr
for classifying business establishments. Adopted in
1997 o replace the old Standard Industrial Classfficatio
(SIC) system, it is the industry classification system
used by the statistical agencies of the United States

Itis the first economic classification systern to be
constructed based on a single economic concept

To learn more about the background, the development
and the difference between NAICS and the SIC. visit the
following Census website: htty:/fwww census gov
lepcdiwmuinaicsdev him




The Need Help in Selecting your 2002 or 2007 NAICS? Link
This link will take you to the census.gov site.

Application Step Two
[image: image29.png][ vetermining principal ofice =
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320

Expiration Date: 5/31/2009
Move cutsor over ataskto see name of the task.
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[X] collect Employees(s) at each Business Loca

Instruction:

Please enter the number of full-time /full-time equivalent employees at EACH of the
following SBA Customer ID locations.

NOTE: The lncation(s) listed below should NOT account for any employee(s) warking at
off-site, contract specific location(s) for construction and service industry

sBA

NO ' customer ID

DUNS No Address Full-time Equivalent
Employees

241 4th 5t

1 Pooooiss  ooooooiss ZeLEHRSL o

11

How many Full-time/Full-tme equivalent employees of your concern
work at off-site, contract specific location(s) that have NOT been 2

listed above?




1.  Under the NOTE: Remove “working at off-site, ……………” and replace with “that perform the majority of their work a jobsite locations to fulfill specific contract obligations.”

2.  Remove “work at off-site contract ……….NOT been listed above” and replace with “perform the majority of their work at jobsite locations”.

Application Step Three
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320
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[X] 1dentifying principal office:

Determination of Principal Office:

Based on the number of employees supplied for each location on the previous page, it was
determined that the Principal Office location where the greatest number of employees perform
their work, is at the Iocation with DUNS No: 000000138,

We, therefare, have determined that the lcation with this DUNS is your cancern's Principal
office

I this is carrect, please select the ‘Continue’ button below to proceed

If this is not correct, please select the ‘Previous Question’ button below to correct your,
response.

No $BACustomerID  DUNS No Address No of
Employees
241 dth St
1 »pooooize oooooorze  ZELE#her 1
Number of employees of your concern who wark at off-site, contract speciic 5
location(s) that have NOT been listed above
TOTAL number of employee: 13




1.  Remove “We, therefore, have determined that”.  Capitalize the “T” to read “The location with this DUNS………”

2.  Prinicpal Office link should be directed to http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=09c8010ea4b7e47866b2e23bffcbfacb&rgn=div5&view=text&node=13:1.0.1.1.20&idno=13
3.  Remove “work at off-site, contract specific locations………….above:” and replace with “who perform the majority of their work at jobsite locations”.

Links and Pop-Ups
The two Principal Office links link to their respective sections in the Application Program Guide. The Guide can be found in full in the appendix. 

Application Step Four
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

= ot Conpleted =] Complted 1 Curent OMB Approval No. 3245.0320
Epiration Date: 5131/2009
Move cucsor over a taskto see name of the task
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[¥] Please verifythe below and carefully answerthe  that
follows:

Legal Business Name ‘New Company 138"

Question:

Does the business name appearing above represent the Principal Office for your HUBZone
Application?

IF the information above is comact, please click 'YES' to continue with your SEA application

o eronr | ton ]




1.  Does the business name appearing above operate out of the Principal************ 

2.  Principal Office link should be directed to http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=09c8010ea4b7e47866b2e23bffcbfacb&rgn=div5&view=text&node=13:1.0.1.1.20&idno=13
3.  Add “Only the firm’s” in front of “Legal Business Name” and add “may be used to apply for HUBZone certification.  SBA will not accept applications submitted using DBAs”.

Links and Pop-Ups
The Principal Office link links to its’ respective section in the Application Program Guide. The Guide can be found in full in the appendix.
Application Step Four (Part II)

Screen appears after clicking No in Application Section Four.
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320

Expiration Date: 5/31/2009
Move cutsor over ataskto see name of the task.
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[X] Prease update your ccR profile with

Need to correct Business Name?

Address: Street: 241 E 4th St
City: Frederick
State: MD ZIP: 21701

Instructions:

1. Select the 'Update Profile in CCR and SBA Supplemental Page’ button below.
2. You will be automatically dirscted to the CCR web site. When you get there, enter the
appropriate name in the ‘Doing Business AS' field
3. Ensure that your profile has the following:
= 32002 or 2007 NAICS' which represents your primary business in your CCR
profile. Need Help in Selecting your 2002 or 2007 NAICS?
= complete and correct address. Your address in the profile is as displayed above
4. Save your changes
5. Wait 48 hours to allow us to process this information, then come back ta the HUBZone
web site at www.sha.gov/hubzone to re-start the HUBZone application process.

Update Profile in CCR




1. Remove reference to “SBA supplemental Page” and replace with “Dynamic Small Business Search Page”.
2.  Change “48 hours” to “24 hours”

Links and Pop-Ups
The Need Help in Selecting your 2002 or 2007 NAICS? link links to the census.gov site. The Update Profile in CCR button links to the ccr.gov site. 
Application Step Five
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320

Expiration Date: 5/31/2009
Mave cursor aver a task to see name of the task.
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[] Please verify the below and carefully answer the that follow:
Business Name: New Company 138
Address: Street: 241 E 4th 5t
City: Frederick
State: MD ZIP: 21701
SBA Supplemental  ACTIVE [7]

Page Status:

Question:
Does the address appearing above represent the Principal Office of New Company 1387

o eronr | ton ]





1.  Change “SBA Supplemental Page Status” to “Dynamic Small Business Search (DSBS) Status”.

2.  Prinicpal Office link should be directed to http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=09c8010ea4b7e47866b2e23bffcbfacb&rgn=div5&view=text&node=13:1.0.1.1.20&idno=13
Links and Pop-Ups
The Principal Office link links to its’ respective section in the Application Program Guide. The Guide can be found in full in the appendix. 
Application Step Five (Part II)


Screen appears after clicking No in Application Section Five
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320

Expiration Date: 5/31/2009
Move cutsor over ataskto see name of the task.
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[X] Principal office:

Question:

Based on the employment information you provided the address is your principal location. Is
the employment information correct?

Ves

[X] No profile representing Principal Offict

What's the problem?

Itis a requirement that the Business Concern Applying for HUBZone Certification must use the
B4 Supplemental Page Information that represents Principal Office. Since you stated that
you do ot have 3 SBA Supplemental Page Information that represent your Principal Office, you
must register a new prafile in CCR and SBA Supplemental Page now.

How to Proceed?

Select the 'Register New Profile in CCR and SBA ' button below. It takes you back to Step 2
(Register in 5BA Supplemental Page /CCR) of the HUBZane Application Process. Carefully follow.
the instructions there and register a new profile in CCR and SBA Supplemental Page with
another DUNS number.

Register New Profile in CCR and PRO-Net





1.   Under What’s the problem?, add an “s” after represent.

2.   Change “SBA Supplemental Page/CCR” to “Dynamic Small Business Search (DSBS) ”.

3.   Change PRO-Net to DSBS.

Links and Pop-Ups
The Principal Office link links to its’ respective section in the Application Program Guide. The Guide can be found in full in the appendix.
Application Step Five (Part III)


The screen appears after clicking Register New Profile in CCR and PRO-Net. 
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E3]

B

DO THE FOLLOWING:

In C

1
2
3

©On SBA Supplemental Page:

1

2
3

Register new profile in CCR & SBA Supplemental Page Information for your Principal
Office:

A, You have indicated that you do NOT have a CCR and SBA Supplemental Page
Information for your business' Principal Office.
At this time you can set up 3 CCR and SBA Supplemental Page Information by following
‘the instructions below:

CR:

Use your business' Principal Office address to register the new profile.

If you mest the eriteria, identify your concern as a ‘Small Business Concern.’

Provide only 2002 or 2007 NAICS Code(s) in your 584 Supplemental Page /CCR
Registration.

Need Heip in Selecting vour 2002 Or 2007 NAICS?.

Towards the end of the CCR registration process, if you have identifed your concern
as a 'Small Business Concern’, you will be prompted to enter SBA Supplemental Page
Information.

On SBA Supplemental Page , please make sure you identify a 2002 or 2007 NAICS
Cade as your Primary NAICS

Make note of your SBA Customer D, and password.

When you have finished entering S84 Supplemental Page Information, you may
*Return to HUBZone' and praceed

Registerin CCR




1.  Remove all reference to “SBA Supplemental Page” and replace with “Dynamic Small Business Search page”
Links and Pop-Ups
See Application Step One (Part II) for information on NAICS and Need Help in Selecting your 2002 or 2007 NAICS links. The Principal Office link links to its’ respective section in the Application Program Guide which is found in full in the appendix. 
Application Step Six
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.
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] veri

ation of DUNS and additional information for this address:

DUNS number for this address: 999302400 [7]
Tax ID: 999302400
CAGE 30240
Question:

Does the DUNS number appearing above represent your Principal Office?

If yes, select the *Continue’ button below and proceed. If not, rsturn to your GLS account and
make sure the correct DUNS for the principal office is reported. If you need assistance with
displaying the correct DUNS in your GLS profile, please contact itsecurity@sba.gov. However, if
you require assistance with the SBA Supplemental Page, please contact 202-205-9984 or
email pronet@sba.gov.

Cantinue





Links and Pop-Ups
The DUNS Link

[image: image37.png]=

Whatis 2 DUNS number?
ADEBE D-U-N-5® Number is 2 unique nine-digit saquence
recognized 2z the universal standard for idsntiying and kesping
track of aver 70 million businesses vorldvide

Why should you have  D-U-N-5 Number?
It anhances the credibllity of your businass in the markstplace.
It anables potantial customers, suppliers and lenders to sasily
idantify and leam sbout your campany.

The U.5. govsrmment and many major corporations require their
Suppliers 3nd contractars to have  D-U-N-5 Numbar

To laarn more about the DUNS number,

visit the following website: http:// wiu.dnb.com;





1.  Under Why should you have………Remove “It enhances the credibility of your business in the marketplace It enables potential customers, suppliers and lenders to easily identify and learn about your company” in its entirety. 

The CAGE Link
[image: image38.png]Whatis 2 CAGE Code?
CAGE stands for ‘Commarcial and Gavermmant Entity.”

A CAGE Code s a fius (5) position code that identifies companies
doing or wishing to do business uith th Faderal Govarmmant.

The format of the cade iz the first and fifth position must be numeric
The sacond, third and fourth may be any mixture of alpha/numeric
exdluding T 'and . All positions are non-significant.

T lasrm more about the CAGE Cods

visit the following website: http://ww.dli.dla.mil/cage velcome.asp.





Application Step Seven
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.
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[¥] naics code:

Primary NAICS Code in 541330Engineering Services’, effsctiv year
SBA Registration Page
Information:

2007

NAICS Code Size Standard  $25,000,000.00
based on ‘Average Annual
Receipts' see 121104

Question:

Does the ‘Primary NAICS Code’, its description and size standard appearing above represent.
the Primary Business of “New Company 138"7

No
o eronr | ton ]




1.  Remove “Business” and replace with “Industry”.  

2.  Add a link “See 121.107” after Industry.

Links and Pop-Ups
The see 121.104 link links to the Electronic Code of Federal Regulations site.

Application Step Seven (Part II)


Screen appears after clicking No on Application Section Seven.
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.
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[] naics code Problem:
2§ we have found a problem with your Primary NALCS Code.

How to proceed?
In order ta help resalve this prablem, please throughly read the detailed questions ta follow
and respond accordingly

Question:
Have you updated your profile in CCR with a 2002 or 2007 NAICS that represents your Primary

Yes No
Proviows Question




1.  Remove “Business” and replace with “Industry”.  

2.  Add a link “See 121.107” after Industry.

Application Step Seven (Part III)

Screen appears after clicking No in Application Section Seven (Part II).
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
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[] naics code Problem:

2§ we have found a problem with your Primary NALCS Code.

How to proceed?
In order ta help resalve this prablem, please throughly read the detailed questions ta follow
and respond accordingly

Question:
Have you updated your profile in CCR with a 2002 or 2007 NAICS that represents your Primary

Yes No
o eronr | ton ]

[] naics code Problem:

Primary NAICS Code in 541330 does NOT represent your Primary Business
SBA Supplemental Page
Information:

2§ NAICS Code Problem!

What's the problem?
Since this Primary NAICS Code does not represent your Primary Business and you have not
updated you profile in CCR with a 2002 or 2007 NAICS Cade that represents your primary
Business, please follow the instructions given below carefully and do so now

How to proceed?
Select the 'Update Profile in CCR and SBA Supplemental Page button below, then carefully
read and respond to instructions on the following page and update your profile in CCR and 58

Supplemental Page.
Update Profile in CCR




1.  Correct the spelling of “thoroughly”.

2.  Replace “ primary Business” with Primary “Industry” 

3.  Remove all reference to SBA Supplemental Page and replace with Dynamic Small Business Search page.
Application Step Seven (Part IV)

Screen appears after selecting Yes in Application Section Seven Part II. 

[image: image42.png][0 #wszone oniine certiication
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Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
and/or Previous Question] under every question you answer.

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320

Expiration Date: 5/31/2009
Mave cursor aver a task to see name of the task.
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[] naics code Proble:

;‘Q’; We have found a problem with your Primary NAICS Code.

How to proceed?
In order ta help resalve this prablem, please throughly read the detailed questions ta follow
and respond accordingly

Questio
Have you updated your profile in CCR with a 2002 or 2007 NAICS that represents your Primary

Yes No
o eronr | ton ]

[] naics code Proble:

Primary NAICS Code in 541330 does NOT represent your Primary Business
SBA Supplemental Page
Information:

2§ NAICS Code Problem!

What's the problem?

Althaugh you indicated in the last question that you have updated your CCR profile with a
2002 or 2007 NAICS Code that represents your primary business, but that has not been
identified in your SBA Supplemental Page Information as your Primary NAICS

How to proceed?

Select the 'Identify Primary NAICS in SBA Supplemental Page’ button below, then carsfuly read
and respond to instructions on the following page and identify a 2002 or 2007 NAICS Code as
your Primary NAICS Cade in SBA Supplemental Page.

[ identfy Primary NAICS in SBA Supplemental Page |







1.  Correct the spelling of “thoroughly”.

2.  Replace “ primary Business” with Primary “Industry” 

3.  Remove all reference to SBA Supplemental Page and replace with Dynamic Small Business Search page.

Application Step Seven (Part V)


Screen appears after clicking Update Profile in CCR in Application Section 

Seven Part III. 
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[X] How to Update Profi

in CCR and SBA Supplemental Page Information?

1. Select the 'Updats Profile in CCR and SBA Supplemental Page Information’ button below.
2. 0n the page that follows, select 'Updats Profiles’ button

3. You will be automatically directed to the CCR web site. When you get there, enter the
appropriate Year 2002 or 2007 NAICS Cade’,

4. Wait 24 hours to allow us to process this information, and come back to the HUBZane web
site (www.sba.gov/hubzone) to re-start the HUBZone application process.

Need Help in Selecting your 2002 or 2007 NAICS:

Update Profile in CCR




Application Step Eight
[image: image44.png][0 #wszone cortification - versication statement
o 53 1

I ot Completed =] Comgleted [l Current OMB Approval No. 3245.0320
Expiration Date: 5/31/2009
Mave cursor aver a task to see name of the task.

[AT=2T3T 4567 8o [0][11]12]13[14][15]16]17]

Your session will time out in 59:50

[¥] autho

Note: Click the following highlighted link to review the SBA requlations (13 Code of
Federal Regulations, Part 126, Subpart B) for applying to the HUBZone Program.

n:

Questi

#re you authorized to obligate the * Business Cancern Applying for HUBZone Certification’
to the participation requirements of the HUBZane Pragram?




1.  Change “are you authorized” to “Are you an authorized officer that can represent the”….
Application Step Nine
[image: image45.png][ vectaration statement - Page 1 ME]
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Your session will time out in 57.00

[X] Prease certify the following:

1 certify that, to the best of my knowledge, the following information is accurate and that
my position with the ‘Business Concern Applying for HUBZone Certification’ allows me to
legally represent this small business concern for the purpose of applying for certification to
the HUBZone Program:

OK, now we need to collect some information from you as the person
forms.

ing out these

[] contact information for Person Entering the Apj

Initial Point-of-Cantact Name

Prefix First widdle  Last Suffix Ir,Sr etc.
Mr v |dohn E Doe Jr

Title or Position: | President
Phone No 565 || 555 || 5555 Ext. | 5555

E-mail Address:  |John Doe@MyCompany net

Navigation Links:> 1




1.  Add “as an officer of the applicant firm” after “my position”.

Application Step Ten
[image: image46.png]I Not Conpleted -] Completed [ Cusrent OMB Approval No. 3245.0320
Expiration Date: 5/31/2009
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Your session will time out in 5751

/A | SECTION & - LOCATION IN QUALIFIED HUBZone

we have determined the following for the geographical location of the principal office
address of "New Company 138"

Located in a qualified census tract?

®  track number: 24021750100 Yes
® Located in a qualiied nan-metrapelitan County based on incame? No
® Located in a qualiied nan-metropelitan County based on unemployment? No

Located within the external boundary of 3 Federally recognized Indian ressrvation?  No

Located within the Difficult Develapment Area? No

Located within the BRAC Farmer Military Base? No

Located in a redesianated area? No

[ Editthe mailing address of “New Company 138" if different from s principal office
address

Address, line1: Address, line2: City:
241 E 4th St Frederick

State: ZIP Code:
MD v] 2701 |-

B SECTION B - GENERAL BUSINESS INFORMATION - Contact Person

Prefix First: Initial  Last
Contact Name: | Mrs. [v] |Jane E Doe
Phone No: (s39) 539 3399 Ext.
Title Vice President 555 |-| 555 |- 5555 5554
Fax No: (399) 995 9995 Ext.
el Jane Doe@MyCormpna| 555 |-| 555 |- 5554

Mavigation Links:> 111 [ Beck ][ NexPage J[ Ext





1.  Remove the bullet for “Difficult development Area?
Links and Pop-Ups
The redesignated Link

[image: image47.png]Section A: Location in Qualified HUBZone

 Qualified HUBZone locations
© Mailing Address

Section B: General Business Information - Contact Person
How to navigate this page and use buttons.

Section A: Location in Qualified HUBZone

The infomation in this section of the application is required for the SBA to determine whether your
concern’s principal offce is lacated in a HUBZone. A principal ofice is the location where the greatest
number of the concern's employees at any ane location perform their work

Qualified HUBZone locations

Among the ey requirements for adrission to the HUBZone program is that your concer's principal office
(the place at which the greatest number of your employees at a single location perform their work) AND at
least 35% of ts employees reside in an area which meets at least one of the following tests:

© Itis located in a qualified census tract;

© Itis located in a qualified non-metropolitan county in which the median household income is less
than 80% of the nar-metropalitan state median household incorne;

© Itis located in a qualified non-metropolitan county that, based on the most recent data available
from the Secretary of Labor, has an unemployment rate that is not less than 140% of the statewide
average unermployment rate for the state in which the county is located; or,

© Itis located in lands within the external boundaries of an Indian reservation

See what the HUBZone Program Application Guide says
See what the Regulations say.

M:

ing address information

5BA uses mailing address to cormmunicate with the concem regarding clarifications for the answers in the
application. Enter mailing address only if you want your correspondence regarding the application to be
sent to a different address other than your principal address.




[image: image48.png]Section B: General Business Information- Contact person

In this section we ask you to answer some basic questions that il help us identify and communicate
with your concem. In addition, we ask that you answer some questions that will help us deterrmine how to
process your application as effciently and quickly as possible

5BA uses the contact person information for conrespondence regarding the application. This person
would be contacted by SBA staff in cases where immediate clarifications regarding subrritted application
is required. A valid e-mail and phone nurmber is required for this contact person

What does Redesignated Area mean?

Redesignated Ares” means any census tract of any nonmetropolitan county that ceases to be a qualified
HUBZane, except that such census tracts or nonmetropolitan counties may be “redesignated areas” only
for the 3-year period following the date on which the census tract or nonmetropolitan county ceased to be
<o qualified. The date on which the census tract or nonmetropolitan county ceases to be qualified is the
date that the official govermment data, which affects the eligibility of the HUBZone, is released to the
public.

* As per the proposed e that appeared in the Federal Register on Mondsy, Januaty 28, 2002

For details please visit this fink to the PROPOSED REGUIATORY AMENDMENTS

How to navigate this page and use buttons.

Use the Help button to obtain context sensitive help at any time.

Use the Top button to retur to the top of the current page.

The links on the bottom andor lef side will take you out of the HUBZone application and bring you to the
corresponding sections of SBA's website

If you would like to cancel your application at any time, select the Cancel buttan at the bottom of the
page.

Navigation between the application pages are provided through the links at the bottorn of each page.

The Next Page button at the bottorn of the page validates all answers on this page and displays any
erfors. When the page is complete, it wil bring you to the next page in the application.

Use the Close button to close this help window.




1.  Add “(1) The date on which the Census Bureau publicly releases the first results from the 2010 decennial census; or (2) Three years after the date on which the census tract or non-metropolitan county ceased to be so qualified. The date on which the census tract or non-metropolitan county ceases to be qualified is the date that the official government data, which affects the eligibility of the HUBZone, is released to the public.” After “qualified in the 4th line of the first sentence under What does Redesignated mean?
2.  Remove “as per the proposed rule………. And replace with the statute.
Application Step Ten (Disputing Map Findings)

This Section will appear if all the answers to questions in Section A are No. 

[image: image49.png]1234567809 da]it[1e]13][14]15][16]17]

our session will ime out in 57:10

/A | SECTION & - LOCATION IN QUALIFIED HUBZone

WARNING:

Except for concerns owned by Indian Tribal Governments, 13 C.F.R. 126.103 requires the
business’ principal office be located in a qualified HUBZone census tract, non-metropolitan
county, Indian reservation, BRAC or redesignated area. Firms that are owned by Indian
Tribal Governments may, at the time of application 13 C.F.R. 126.200 , either:

(i) Maintain a principal office located in a HUBZone and ensure that at least 35% of its
employees reside in a HUBZone as provided in paragraph (b)(4) of this section; or

(ii) Certify that when performing a HUBZone contract, at least 35% of its employees
engaged in performing that contract will reside within any Indian reservation governed by
one or more of the Indian Tribal Government owners, or reside within any HUBZone
adjoining such Indian reservation. A HUBZone and Indian reservation are adjoining when
the two areas are next to and in contact with each other; and

) The concern will “attempt to maintain” (see 126.103) that applicable employment
percentage stated above during the performance of any HUBZone contract it receives.

we have determined the following for the geographical location of the principal office
address of "Unqualified Company 304000"

* Located in a qualfied census tract? No
® Located in a qualiied non-metropolitan County based on income? No
® Located in a qualiied non-metropolitan County based on unemployment? No

® Located within the external boundary of a Federally recognized Indian reservation?  No

® Located within the Difficult Development Area? No
® Located within the BRAC Former Military Base? No
® Located in a redesionated area? No

We have determined that "Unqualified Gompany 304000" does not qualify based on the
geographical location of its principal office. If for any reason you disagree with this
determination, please explain why below:





1.  first para-first sentence change to read “Execpt for concerns owned by Tribal Governments, and all other owners are either U.S. citizens or small business, ………….”and all other owners are either U.S. citizens or small business(es)” after Except for concerns owned by Indian Tribal Governments”
2.  first para-second sentence change to read as follows:  Firms that are owned in whole or part by Indian Tribal Governments or corporations wholly owned by Indian Tribal Government may,……..
3.  (i) – remove as provided in paragraph (b)(4) of this section;

4.  Remove the Difficult Development bullet.

Application Step Ten (Part Two)


General Business Information Section Continued from previous page.
[image: image50.png]I Wot Completed [ Completed [0 Current OMB Approval No. 3245.0320
Epiration Date: 5131/2009
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our session will ime out in 4855

B | SECTION B - GENERAL BUSINESS INFORMATION - Continued

® For Profit
Organizational Structure: O Non Profit
e ommorehe ] (5t b sl for "ol Agriersl Cocperatiues” orly)
Business Established Business Fiscal Year Ending
Date: (mm/ddryyyy)  State: (/)
51071986 MD  [v] | 1231

Deseription of principal products andjor services of "New Company 138"

characters left: 235
4 new style of clothing.

[X] Primary NaIcS code detai

Size:

Primary NAICS Code:541330 Limited to $25,000,000.00 by  Description

Effective Year: 2007 ‘Average Annual Receipts' see  Enginee
121108

[X] ownership by other entities:

s “New Company 138" owned in whole or part by one or more Indian Tribal )y,
Governmerts, or owned in whole or part by & corporation that is wholly
wned by oné or more Indian Tribal Governments? see 126.202 Ono

If yes, at the time of this submission does the firm:

i, Maintain a principal office located in a HUBZane and ensure that st O'ves
least 35% of its employees reside in a HUBZone as provided in ONa
paragraph (b)(4) of this section

or:

ii. Certify that when performing a HUBZone contract, at least 35% of its
employees engaged in performing that contrac will reside within any
Indian reservation governed by one or more of the Indian Tribal
Government owners, or reside within any HUBZane adjoining such Oves
Inian reservation. & HUBZane and Indian reservation are adiaining O pio
when the two areas are next to and in contact with each ather, AND;

fii. The concern will "attempt to maintain” (See 126.103) that applicable
employment percentage stated above during the performance of any
HUBZane contract it receive.




1.  Under “ownership by other entities and after the word Goverments” add and all other owners are either U.S. citizens or small businesses”.

2.  Change the regulatory link to “126.200(a).

3.  under “I” above remove “as provided in paragraph (b)(4) of this section”.

[image: image51.png]Is "New Company 138" whally owned by a Community Development Oves
Corparatian (CDC) or owned in part by ane or more CDCs? Ono

Is "New Company 138" an Alaskan Native Corporation (ANC) owned and
controlled by Natives (determined pursuant to section 29(e)(1) of the

ANCSA); or a direct or indirect subsidiary corporation, joint venture, or Oves
partnership of an ANC qualifying pursuant to section 23(e)(1) of ANCSA, f  Opg
that subsidiary, joint venture, or partnership is owned and controlled by

Natives (determined pursuant section 28(e)(2)) of the ANCSA)?

Is "New Company 138" Applying for HUBZone Certification  small
agricultural coaperative organized or incorporated in the United States, Oves
wholly owned by one or mare small agricultural cooperatives organized or
incorporated in the United States or owned in part by one or more small ©no
agricultural cogperatives organized ar incorparated in the United States?

Number of full-time/fulltime equivalent employees of "New Company 138" at
time of application:

Sum of numbar of amployees of your concern at each office location and the number 13
of amplayass of your concarn wha wark St off-site, contract spacfic location(s) See

126103

Number of full-time/fulltime eguivalent employees of "New Company 138" g
who reside in  HUBZone at time of application: ses 126.200(b)(4
Average number of employees on the payroll of “New Company 138" during 2

the last 12 calendar months: see 121106

Average Annual Receipts for "New Company 138" over its last three Fiscal ¢ 100000)
Years: see 121104

Debarment informati

Has “New Company 138" ever been debarred, suspended, voluntarily © ves
exclued or otherwise rendersd ineligible by any department or agency of
the Federal Government? O no

If 'yes to the above question, provide the following information for each such

instance:
ListDebarring
Need Help 2
Date of Action: Type of Action: Agency Taking Action
2/11/2005 Suspension |v] OTHER v,

Navigation Links:> 11 112 [__Back ) [ NextPage J [ Exit





1.  add “and all other owners are either U.S. citizens or small buinesses” after CDCs?
2.  (a) Under the field above add “as” after HUBZone Certification; (b) add “a concern” before “wholly” and (c) add “provided all other owners are either U.S. citizens or small businesses” before the “?”.

3.  Change “Size Information” to read “Size and HUBZone Residency Information”
4.  Change “See 126.200(b)(4)” to “See 126.103”.

5.  Under “debarment information” change the sentence to read “Is “New Company 13” debarred, suspended……….

Debarment Information


The appearance of the screen after entering Debarment information.

[image: image52.png]Debarment information:

Has “New Company 138" ever been debarred, suspended, voluntarily © ves
exclued or otherwise rendersd ineligible by any department or agency of
the Federal Government? O no

If 'yes to the above question, provide the following information for each such

instance:
ListDebarring
0211172005 Need Help 2
Date of Action: Type of Action: Agency Taking Action
021172005 Suspension |v] OTHER v,




1.  Under “debarment information” change the sentence to read “Is “New Company 13” debarred, suspended………
Links and Pop-Ups 
Alert will appear after selecting Business type “Non Profit” in the General Business Information section.

[image: image53.png]The page at http://sba.hq.saihost. net: 8888 says:

e

Except for small agrcultural cooperatives, a business concern sigble for assistance from 584 as
small business

is 2 business entity arganized for proft, with a place of business lacated In the Linked States, and
which operates

primariy within the Urited States or which makes a signficant contrbution to the U.5. econory
through

payment of taxes or use of American products, materials or labor. Tie 13 C.F, R, Section 121,105

(a)1)





Alert will appear if current number of employees that reside in a HUBZone is less then the required 35% when entering data into the Size Information section under General Business Information
[image: image54.png]The page at http://sba. hq.saihost. net: 8888 says:

W have determined that only 20% of your employess reside in & HUBZone. This may result n your
applcaton being Deciined, however;

A, The requirement that at lsast 35% of the concern's employees reside in @ HUBZone at the tine.
oF the certification does not apply to business cancers that arei-

(1) whally owned by ane or mre Indian Tribal Governments, or by a corporation that s wholly
nned by one or mare Indian Trbal Gavernments; or

(2) awned in part by ane or more Indian Trbal Gavernments orin pat by a corparation that s
wholy awned by one or mare Indian Trbal Gavernments, F al ther awners are either Unked States
cizens or SECs,

I the business concern mests these condians, please select 'OK'ta praceed

8. For all other business concerns 13 C.F.R. 126,200 requires that at least 35 percent of the
concerns employees reside in 3 HUBZone.

Select OK!to proceed or ‘Cance! I you do not want to proceed with tis appication.





Alert may appear after enter Average Annual Receipt data in the Size Information section under General Business Information. 
[image: image55.png]The page at http://sba. hq.saihost. net: 8888 says:

Vour Firm may not qualfy. & HUBZone SBC must mest SBA's size standards for s primary industry.
classification as defined n Tle 13 C.F R, Sec. 121,201

0 you want to continue?





The Need Help? Link

[image: image56.png]Section B: General Business Information

© Historical information

© HUBZone employment information
© Affiliation and size information

 Debarment information

How to enter debarment information.
‘How to navigate this page and use buttons.

In this section we ask you to answer some basic questions that will help us identify and communicate with your
concern. In addition, we ask that you answer some questions that will help us determine how to process your
application as eficiently and quickly as possible

 Organizational Structure:
 Date Established
® State Where Business Was Incorporated/Established

For more information, see the HUBZone Empowerment Contracting Program Application Guide

HUBZone employment informati

n

 Nurnber of ful imefful time equivalent ermployees at time of application
 Nurnber of ful timeffull time equivalent erplayees who reside in a HUBZone at time of application

For more information, see the HUBZone Empowerment Contracting Program Application Guide

Affiliation and size information

Is the applicant concern now involved in any joint venture(s)?
e any special license(s) (other than a general business license required for the operation of your business)?
Is the applicant concern indebted to anyane other than a bank or financial institution(s)?

Does anyone, other than a surety, indemnify or guarantee bonding assistance to the applicant concer?
Does your concern have any outstanding convertible debentures?

Does your concern have any outstanding stock options?

Does the applicant concern issue or operate under a franchise or license agreerent with another concern?

For more information, see the HUBZone Empowerment Contracting Program Application Guide.





U

[image: image57.png]Debarment inform:

© Has the applicant ever been debarted, suspended, voluntarily excluded or otherwise ineligible from any
department or agency of the Federal Government?

© Date of Action

© Type of Action

© Agency Taking Action

For more information, see the HUBZone Empowerment Contracting Program Application Guide

How to enter debarment informat

 Enter Date of Action in mm/ddfyyyy format

 Select Type of Action from the Type of Action list

 Select Agency Taking Action from the Agency Taking Action List

 Select the Enter button o that the Debarment details will entered to the top box, and the Debarment date will
be displayed in that box

Ifthere are multple debarring actions, repeat the above steps for each of those.

To viewmodify an already entered action's details select the corresponding date from the displayed dates, so that
the details will be displayed in the coresponding boxes and the Enter button will be changed to Modify

Make the necessary modifications if any and save the changes by selecting the Modify button

How to navigate this page and use buttons.
Use the Help button to obtain context sensitive help at any time.
Use the Top button to retur to the top of the current page.

The links on the bottom andor lef side will take you out of the HUBZone application and bring you to the
corresponding sections of SBA's website

If you would like to cancel your application at any time, select the Cancel button at the botto of the page
Navigation between the application pages are provided through the links at the bottorn of each page.

The Next Page button at the battom of the page validates all answers on this page and displays any errors. When
the page is complete, it will bring you to the next page in the application

The Back buttan at the bottom of the page validates all answers on this page and displays any ertors. When the
page is complete, it il biing you to the previous page in the application

Use the Close button ta close this help window.





Under debarment information change the sentence to read “Is the applicant firm debarred, suspended, etc.

Application Step Eleven
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Your session will time out in 52:45

C | SECTION c- OWNERSHIP AND CONTROL - SOLE PROPRIETORSHIP

This section must be completed using the current company information. "New Campany 138"
(the Business Concern Applying for HUBZane Certification) is responsibie for ensuring that all
pertinent information is maintained and available to support and verify the U.S. itizenship (13
CFR Section 126.103 - Citizen) (126.304) of all persons (126.201) who own and maintain a
contralling interest in "New Company 138"

Note: With the exception of the following, all Business Concerns applying for HUBZone
certifications must be at least 51% owned and contralled by persons wha are U.S. Citizens.

1. An ANC owned and controlled by Natives or 3 direct or indirect subsidiary corporation,

joint venture, or partnership of an ANC qualifying pursuant to section 29(e)(1) of the
ANCS8,

2. ABusiness Concern wholly owned by one or more Indian Tribal Governments, or by a
corporation that is wholly owned by one or more Indian Tribal Governments,

3. ABusiness Concern owned in part by one or more Indian Tribal Governments or in part
by a corporation that is wholly owned by one or mare Indian Tribal Governments, if all
other owners are either United States citizens ar SBCS,

4. ABusiness Concern wholly owned by a CDC or owned in part by one or more CDCs, if all
other owners are either United States citizens or SBCS.

5. ABusiness Concern wholly owned by one or more small agricultural cooperatives
organized or incorporated in the United States

You must still complete the following information for each “individual” that is a stockholder,
awner, director or officer of the business concern seeking certification into the program.

For the owner and ALL officers of "

lew Company 138", provide the information befow

If there is more than one such individual, select the * Next Individual * button at the
bottom and enter the requested information.

Please start by identifying the highest ranking individual in the organization, proceeding
t0 the next highest ranking and so on for ail individuals.

Individual(s):





1.  Remove “(126.304)”.
2.  Add “126.202” after the “New Company 138” in the last sentence of the first para.

3.  Under the “Note” add “All other business concerns applying for HUBZone certification must be:”
4.  Change number 5 to read “A Business Concern wholly owned or owned in part by one or more small agricultural cooperatives organized or incorporated in the United States, if all other owners are either U.S. citizens or small businesses’.

5.  Add “6.  A small agricultural cooperative organized or incorporated in the United States”.

[image: image59.png]Name: First widdle Last

John E Doe
Title E-mail Address
President John Doe@MyCampany.net

*Must select at least ane!

Select all that apply to Owner* us. @ Yes
this individual [Select only one person 5 owner] Citizenship: O o

O officer

Individual’s interest in other business:

Does this individual have a financial interest or hold a management position in any O Yes
ather business? @ no
Does "New Company 138" share faciltiss, equipment, or personnel with any other (5
business in which this individuial has a financial interest or holds a management

position? ® o

If *Yes" to either of the above two questions, provide the following information for each
‘of such business:

Need Help 2
Business name: Title or Position % of Ownership
street: City: State: ZIP Code:

Average Number of employees for the last 12 months

Average Annual Revenue for this business over the last three Fiscal
Years see 121104

Has this indlividual ever been debarred, suspended, voluntarily excluded or otherwise O Yes
rendered ineligible by any department or agency of the Federal Government? @ No

If 'ves" to the above question, provide the following information for each such instance:

Need Help 2

Date of Action: Type of Action Agency Taking Action

NextIndividual

Navigation Links:> 1| 1] 2] 2| [ Back [ NextPage ][ Exit





1.  Under debarment information change the sentence to read “Is this individual currently debarred, suspended, voluntarily excluded or otherwise……………”
Interest in Other Business Information
The screen’s appearance after entering information into the Individual’s interest in other business section.

[image: image60.png]ndividual's interest in other business:

Does this individual have a financial interest or hold a management position in any @ Yes
ather business? Ono
Does "New Company 138" share faciltiss, equipment, or personnel with any other (5
business in which this individuial has a financial interest or holds a management

position? ® o

If *Yes" to either of the above two questions, provide the following information for each
‘of such business:

OtherBusiness
Business Two Neod relp ?

Business name Title or Position: % of Ownership

Business Two Manager 50

street: City: state 2IP Code:

123 Main Street Westminster MDD [v] 21776 | -

Average Number of employees for the last 12 months 20

Average Annual Revenue for this business over the last three Fiscal 10000000

Years see 121104

Enter ][ Modify ][ Delete





Links and Pop-Ups
This alert will appear if the individual selects No for U.S. Citizenship in Section C. 
[image: image61.png]The page at http://sba.hq.saihost.ne

e

You have answered i to ths questian on U1.5. Citienship. This may resul in your application
being Decined, however;

A. A HUBZone Small Business concern must be at lsast 51% aned and controlled by:

) one or more persons who are .5, Ciizens (ctizen means 3 person born or naturalzed n the
usy;

b) an ANC owned and controlied by Natives or a director ndiect subsidiary corporation, ot
venture, or partnerstip of an ANC qualfying pursuant to secton 20(3(1) o the ANCSA; or onned in
part by one or more AN, F ll ther owners are ether U5, cizens or SBCs;

) 3 Business Concern wholly owned by one or more Indian Tribal Governments or n part by a
corporation that s wholy owned by one or more Indian Tribal Governmerts;

) a Business Concern omned n part by one or more Indian Tribal Governments or n part by a
carporation that is whlly awned by on or mare Indian Trbal Gavernments, F all ther awners are
either .5, clizens orSBCs;

&) a Business concern wholly onned by a CDC or owned in part by one or more CDC, i all other
onners are ather L1, clizens or SBCS;

) a business Concern wholly owned by one or more smal agricutural cooperatives organized o
incorporated inthe inted States or owned in part by one or more small agricultural cooperatives:
organized o incorporated inthe Linted States:

I the business concern mests these condians, please select 'OK'ta praceed

B. For al other business concerns, 13 C.F.R., 126,103 requires that atleast 51% of the business.
cancern sesking certication mst be onned and cantrolld by L., Cltzens,

Select OK!to proceed or ‘Cance! I you do not want to proceed with tis appication.





1.  Change (A) to read, “A HUBZone Small Business concern can be:”
2.  Change (a) to read: “at least 51% owned and controlled by individuals”

3.  Remove “in part” in C above and take the “s” off of Governments on the second line.
4.  change (f) to add, “a small agricultural cooperative organized or incorporated in the United States” in front of “a business Concern wholly owned…….  Also, after United States on the 3rd line add “if all other owners are either U.S. citizens or small business concerns”.

5.  Change 126.103 to 126.200.  add “directly” after “must be” and add “individuals who are” after “controlled by”.

Application Step Twelve
[image: image62.png]1ot Completed =1 Completed ES0 Curtent OMB Approval No. 3245.0320
Epiration Date: 5131/2009
More cursor over s taskto ses nams of the task
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Your session will time out in 5447

D) section b - FinanciaL iNForMaTION

The following must be taken from the most recently filed Federal Tax Return for "New
Company 138"

Last Fiscal Year Date Tax Return Filing Date:
12/31/2008 | (men/ddfvyy) 01/05/2009 | (men/ddfyyye)
Total Receipts Net Profit:
$ 0 # 0
Note: DO NOT use commas ar dollar sign, Nate: DO NOT use commas ar dollar sign,

The following balance sheet information must be taken from the most recent, official
financial statements of "New Company 138"

Current Assets: Fixed Asssts: Other Assets Total Assets:
1000000 § 500000 § 25000 | 1525000]
Current Liabilties Long-term Liabilities: Total Liabiliies: Net Worth:
§ 100000 § 100000 | 1325000]

If for any reason, you are unabie to provide
complete financial information, please explain why: characters left: 255




[image: image63.png]EE | SECTION E - HUBZOne EMPLOYMENT - INDIVIDUAL EMPLOYMENT DATA

The question below refers to each employee who is currently on your payroll, and
whom you rely upon to meet the 35% HUBZone residency requirement. In calculating
the percentage of employees who are HUBZone residents, DO NOT include temporary
employees, independent contractors or leased employees. Further, in verifying
employee residence, be sure to use the actual resident addresses: post office boxes are
not acceptable.

Note:
The 35% requirement cited above DOES NOT apply to Business Concerns Applying for HUBZone
Certification that are

1. whally owned by one or more Indian Tribal Governments, or by a carporation that is
wholly owned by one or more Indian Tribal Gavernments; ar

2. owned in part by one or more Indian Tribal Governments ar in part by a corporation that
is wholly owned by one or more Indian Tribal Governmerts, if all other owners are either
United States citizens or SBCs.

3. And chose the waiver in Section B for questions ii and iii. However for those firms that
did not select the waiver, this section DOES apply to your firm.

You may simply respond "NO' to the next twa questions below, if "New Company 138" chose
the walver in Section B as described in Section B above!

New Company 138" has researched the resident status of its emplayees | ) yas
and has determined that at least 35% of its full-time/full-tme equivalent
employees are HUBZone residents O o

New Company 138" certifies that when performing a HUBZone contract, at
least 35 percent of ts employees engaged in performing that contract wil

reside within any Indian reservation governed by one or more of the Indian

Tribal Government owners, or reside within any HUBZone adjoining such @ Yes
Indian reservation and that it will “attempt to maintain’ that percentage O Ne
during the perfarmance of the contract. A HUBZone and Indian reservation

are adjoining when the two areas are next to and in contact with each

ather.

F | section - arFriation

In order to determine the affiliation (as defined pursuant to 13 CFR Section 121.103) of
“New Company 138", please answer the following two questions.

Note:

An affiliation with other entity(ies) can be established by virtue of ane or mare of the following
Joint Venture agreement(s)

® Franchise or License agreement(s)

® stock Holding, Partnership, Membership or Ownership

« Sharing of Equipment/Facilities/Employees

@ Sharing or use of Special license(s) required for operation of "New Company 138"

« Bonding Assistance Indemnification or guarantee to “New Company 138"

Does "New Company 138" have ane or mare affiliation interest(s) listed Oves
above in any other business? Ono
Does any other entity(ies) have one or more affiliation interest(s) listed O ves
above in“New Company 138"7 @ no

If "Yes," to either of the above questions, give the details of each such entity on the next
Ppage.

Navigation Links:> 1] 11213 [ Back J[ NedPage |[ Exit





1.  Change the first sentence to read “The question below refers to each individual employee wh currently works for your business.  

2.  The second sentence after “DO NOT include temporary employees” add “(from a temporary agency)”.

3.  Under Section “F”, after the 3rd bullet, add a bullet for “Identity of Interest” 

4.  Add a bullet for “Other contractural relationships” after the “bonding Assistance” bullet

Links and Pop-Ups
This alert will appear when the Yes radio button is selected for the second question in Section F. 
[image: image64.png]The page at http://sba.hq.saihost. net:

o A HUBZone Smal Business concern must be at least 51% owned and controlied by:

) one or more persons who are .5, Ciizens (ctizen means 3 person born or naturalzed n the
usy;

b) an ANC owned and controlied by Natives or a director ndiect subsidiary corporation, joint
venture, or partnerstip of an ANC qualfying pursuant to secton 29(3(1) o the ANCSA; or onned in
part by one or more AN, F ll ther owners are ether U5, cizens or SBCs;

) Business Concern wholly owned by one or more Indian Tribal Governments or n part by a
Corporation that is whlly awned by one or mare Indian Tribal Gavernments;

) a Business Cancern omned n part by one or more Indian Tribal Gavernments or n part by
carporation that is wholy auned by on or mare Indian Trbal Gavernments, al other awners are
either .5, cizens or SBCs;

) a Business concern wholly onned by a CDC or owned in part by one or more CDC, i allother
ners are sther L1, cizens or SBCS;

) a business Concern wholly onned by one or more smal agricutural cooperatives organized o
incorporated inthe Linted States or owned in part by one or more small agricultural cooperatives:
organized o incorporated inthe Linted States:





1.  Change (A) to read, “A HUBZone Small Business concern can be:”

2.  Change (a) to read: “at least 51% owned and controlled by individuals”

3.  Change c to read, “……….more Indian Tribal Government or by a ……….” And take the “s” off of Governments on the second line.

4.  change (f) to add, “a small agricultural cooperative organized or incorporated in the United States” in front of “a business Concern wholly owned…….  Also, after United States on the 3rd line add “if all other owners are either U.S. citizens or small business concerns”.

5.  Change 126.103 to 126.200.  add “directly” after “must be” and add “individuals who are” after “controlled by”.

The entity link 
[image: image65.png]help

Defintion of an ‘entity’

Entity
How to navigate this page and use buttons

Entity:

An entity could be one of the following
an Alskan Native Corporation (ANC)

& Community Develapment Corporation (CDC)
an Indian Tribal Corporation

an Indian Tribal Goverment

& Small Agricultural Cooperative

a SBC as defined pursuant 13cfr 121

Other Business




1.  Correct the spelling of “Alaskan”
2.  Capitalize CFR and add the word “Part” in front of 121

Application Step Thirteen

[image: image66.png]dn hep
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Your session will time out in 53:26

F | secion £ - arFrLamion

Please provide the following information for ALL affiliates of "New Company 138.

In Section B of the application, you indicated that following type of affiliates have
ownership in "New Company 138", Please provided details for each of these.

o Indian Tribal Governments
Community Development Corporation (CDC)
® Alaskan Native Corporation (ANC)

If you have more than one affiliate, use the ‘Enter’ button at the bottom of the screen

and enter the information for the next affiliate.

When you are done with ALL entries, select ‘Next Page" button at the bottom of the page.

Affilate’s Business Name: |Business XYZ

[ afsi

Strest Address:
156 chestnut street

te's business address:

City: State:
Balimore MD [v

[] affiliate’s business type:

Select ONE of the following that applies to this affiiate
Other Business v

I this affliate is a Community Development Corporation (CDC),
provide the date on which it received the Financial Assistance under
Part 1 of Subchapter A of the Community Econamic Development Act.
of 1981, 42 U.5.C. 9805-9808,

ZIP Code:
21158 |-

Date:(men/ddryyvy)




1.  Add a bullet for “Agricultural cooperatives under section F.
[image: image67.png]affiliate’s relationship with "New Company 138

Identify the relationship(s) of this affiliate to "New Company 138"
(answer the following).

O ves
© Jaint Venture agreement(s)
@ No
o Franchise or License agreement(s) @
@ No
® Stock Holder, Partner, Member or Owner O ves
@ No
o sharing of Equipment: / Facilties / Employees Ows
O No
a O ves
® Sharing or use of Special license(s) required for operation of "New Company 138 On
o
o P O ves
* Bonding Assistance indemnification or guarantee to "New Company 138 On
o
Affiliate’s business information:
What percentage of voting stack, interest or ownership does "New 5 O
Company 138" hold in this affiliate? o
What percentage of voting stock, interest or ownership does this
affiliate hold in "New Company 138"7 25 £
Ges dafintion of HUBZana SB6 In (Tile 13 C.ER Sa 126.103)
If "New Company 138" is owned in part by
(1) an Indian Tribal Government, or
(2) a corporation that is wholly owned by one or more Indian Tribal Governments,
or
(3) a coc
(4) an ANC ® ves
(5) a small agricultural coperative O no
and one or more of the other owners is a business concern, then please certify the
following:

You have researched and hersby certify that the business concern, which owns part
of the applicant ("New Company 138"), is a Esmall business concernl pursuant to
13 CFR. part 121,

The average number of employees of the ffiiate for the last 12 5
manths
The average annual receipts of the affiiate for the last three fiscal ¢ 15959

years




1.  Under “Affiliate’s business…….remove “(4) an ANC” and change (5) to (4).
[image: image68.png]Select Enter Button  Select Modify Button  Select Delets BUEON  [JssirmAfliateList
to add new affiiate o modify an existing  to delete an existing
affiliate affiliate

ate[s]

Affiliates - How To

ate, select the corresponding
from the list of ‘Entered Affiliate[s]' above, make the necessary modifications and

select the Modify button. Select ‘Next Page’ button at the bottom when you are done
with affiliate moy

list, a blank form will be presented. Fill-out the new affiliate’s information and select
te. Select "Next Page’ button at the bottom vhen you

of ‘Entered Affiliate[s]' above, then select D
disappear from the list of ‘Entered Affiliate[sT". Select 'Next Page’ button at the
bottom when you are done

Navigation Links:> I| 1| 2| 3| 4] [ Back ][ NextPage J[ Bt





After Adding an Affiliate
[image: image69.png]Select Enter Button  Select Modify Button  Select Delets Button
to add new affiiate  to modify an existing  to delete an existing  EisiEss 672
affiliate affiliate





Links and Pop-Ups
This alert will appear if the No radio button is selected in the Affiliate’s business information section. 

[image: image70.png]The page at http://sba.hq.saihost. net: 8888 says:

The Sl Business Act provides that a HUBZone Small Business Concernsay be owned n part by
one or more Indian Tribal Governments, by a Corporation(s) thet is wholly owned by one o more
Indian Tribal Government(s) or i art by a CDC,  al other owners are ether U.5. Ciizens or SBCS,

Select OK!to proceed or ‘Cance! I you do not want to proceed with tis appication.





1.  After “Indian Tribal Government(s) or inpart by a CDC” add a semicolon.  After the semicolon add the following: “or an ANC owned and controlled by Natives; or a small agricultural cooperative organized or incorporated in the United States, wholly owned by one or more small agricultural cooperatives organized or incorporated in the United States or owned in part by one or more small agricultural cooperatives organized or incorporated in the United States; if all other owners are either United States citizens or small business concerns.
This alert will appear when clicking the Next Page button on Application Section Thirteen.

 [image: image71.png]The page at http://sba.hq.saihost.ne

A

EXTREMELY CRITICAL

It s important to verfy the accuracy of allthe information contained in this HUBZane applicaton.
(Once the electronic authorization process is complked, the application cannot be changed by the.
business concern and the certFication decision will be mad solely on the basis of wht is submitted
in this spplcation 13CFR. 126,306 (a) and (b). 5BA requlstions preclude reconsideration of 3 derial
Of certfication resulting from the nformation contained inthis application

In some circumstances, a HUBZone analyst may need to claify 3 porton of an applicaton and the
business concern may be aiven  chance to subitEhis clarficaton Lsing the anline system, but this
cantion cannot be Used by you (the business concern) to change nfarmation aready subitted.

I you e Fo any reason, that this appication may not represent an accurate description of your
business concernis standing relaive to the HLIEZone elighilty crtera, you are stranaly advised to
wihcra the applcation unti such time that you are certain of the contents. Wihcrawing a
pending HUBZone appitcation permits & compaty o resubit t any tine inthe future. A business
cancerns appication that undergaes ful crutiny and i formaly deried means the company must
walt a full year before reapplying For HUBZone certfication,

Thank you,

The HUBZone management and staf,





1.  1st Para.  4th line, remove the remaining sentence and replace with “as well as documents provided and other information obtained by SBA.  There is no reconsideration process”.
2.  3rd Para.  Remove the (,) after the word reason.

3.  3rd Para, last sentence, add the word “Again,” at the beginning of the sentence.

Application Step Fourteen 
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Your session will time out in 57:23

cation

Step 3 |notice of ve

The 584 will need to verify your ability to represent “New Company 138" for HUBZone
certification. To facilitate this process, the system is designed to automatically identify the
highest-ranking officer named earlier in the ‘Key Person’ listing. You can choose to override this
designation with another 'Key Person’ by using the drop down menu, but this action will be
recorded and may prompt an inquiry. You may also choose to identify someone other than a
*Key Person,” and this would be entered in the section titled 'Other.’

Identify the p that you have the authority to submit this form on
behalf of the Firm (Additional Point of Contact):

The responding executive will need to have the SBA Custamer passward for "New Company
138" and his/her e-mail address available. The e-mail natice he/she receives will pravide the
584 Customer ID and the HUBZone application number automatically.

Key Person List Other v

Other:

Contact Name

First: Middle  Last Suffix I, Sr etc.
Jack E | [Doe

Title Vice President

Phone Number 555 |-[ 555 -[ 5554 Ext. | 5553
E-mail Address Jack Doe@MyCampan




1.  2nd sentence, remove “the Key Person” and replace with “Section C of this application”.
2.  3rd sentence, add “that is an officer” after “Key Person”. 

3.  Remove “executive” and replace with “officer”.

Application Step Fifteen
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» What happened?

Your session will time out in

59.40

= You have successfully completed steps 1 to 3 of the HUBZone Electronic Application.
= Carefully read this page and follow instructions for next action. We strongly suggest you
PRINT this page using the File-Print’ option of your internet browser and retain it for

your records.

» Potent

| Decline Factor(s)

We have determined that the following factors can cause your application to be ‘Declined.”
Carefully review the following Potential Decline Factor(s).

= Section B-You indicated that your concern is a Non-Profit concern

» What else is there to do?

= Please procesd to the next page and complete steps 4 & 5, in order to complete your

application

We strongly suggest you print this page for your records and proceed to the next page for

the next steps in completing the application

To proceed to the next steps, select the next page’ button below.




Application Step Sixteen
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Your session will time out in 59:48

Step 4 | pownload COMPLETED Applicat

= Your HUBZone Application has been submitted. The application number is 37286

= You must now view your COMPLETED application and make sure that al the information
appearing is acourate

= You can ‘Edit Your Application’ as many times as you want before responding to the
“Electronic Verification.” Once we receive the Elsctronic Verification, we wil not allow you
t0 make further edits to the application

= To view your COMPLETED application, click the ‘display my application’ button below. we
strongly recommend you Save & Print the Application for your records.

Step 5 |check List

= Have you printed out your completed application? If not, print and retain it now for your
records

= In order for us to further proceed with your application, you must ensure that the
“Additional Paint of Contact' identified by you in Step 3 completes the ‘Electronic
Verification’ process using the information provided in the E-mail notification sent to
himyher. If this is not done within 10 calendar days, your application wil be Deleted.’

= Click FINISH to proceed.





Under Step 5, remove ‘Additional Point of Contact” and replace with “An officer of the applicant firm”
Display My Application
[image: image75.png]Application No.: 37286
Business Name: New Company 138

SECTION 4 - LOCATION IN QUALIFIED HUBZONE

Principal office address: Other Address:(Mailing)
241E 4th s, 241E 4th s,
Frederick, MD, 21701 Frederick, MD, 21701

We have determined the following for the geographical location of the Principal Office address of "New Company 138"

Located in a qualified census tract? Yes

® Census Tract Number 24021750100
Located in a gualified nan-metropalitan County based on income (median househald income is less than 80% of the -
non-metropalitan state median household income)?

Located in 3 qualified non-metroplitan County based on unemployment (unemployment rate that is not less than 140% -

of the state-wide average unemployment rate for the state in which the county is located)?

Located within the external boundary of 3 Federally recognized Indian reservation? No
Located within the Difficult Develapment Area? No
Located within the BRAC Farmer Military Base? No

Located in 3 redesignated area? No




1.  Remove reference to DDA.
[image: image76.png]SECTION B - GENERAL BUSINESS INFORMATION

Business Name New Company 138
Tax Identification Number or Employer Identification Number EIN: 000000138

Contact Name & Title: Mrs. Jane E Doe, Vice President.

Phane 5555555555 - 5554

Fax: 5555555554 -

E-mail Jane.Doe@MyCompnay.net

Organiztional Structure of Business Sole Proprietorshil Non Profit
NAICS Code: 541330 CAGE Code(Optional); 1CAGE
Date Business Established: 05/10/1986 Business fiscal year ending: 12/31

State Business Incorporated / Established MD

Description of concern's principal products

andfor services: A news style of clothing.

Is "New Company 138" awned in whole or part by one or mare Indian Tribal Governments, or owned in whole ar part by a
corporation that is wholly owned by one or more Indian Tribal Governments?

If yes, at the time of this submission does the firm:

i. Maintain a principal office located in a HUBZone and ensure that at least 35% of its employees reside in a HUBZane as
provided in paragraph (b)(4) of this section

or:

ii. Certify that when performing a HUBZone contract, at least 35% of its employees engaged in performing that contract
will residle within any Indian reservation governed by one or more of the Indian Tribal Government owners, or reside
within any HUBZone adjaining such Indian reservation. & HUBZane and Indian reservation are adjoining when the two
areas are next to and in contact with each other, AND;

fii. The concern will "attempt to maintain” (See 126.103) that applicable emplayment percentage stated above during the
performance of any HUBZone contract it receive.

Is "New Company 138" wholly owned by a Community Develapment Carporation (CDC) or awned in part by one or mare
cDCs?

Is "New Company 138" an Alaskan Native Corparation (ANC) owned and controlled by Natives (determined pursuant to
section 29(&)(1) of the ANCSA); or a direct or indirect subsidiary corporation, joint venture, or partnership of an ANC qualifying
pursuant to section 29(e)(1) of ANCSA, if that subsidiary, joint venture, or partnership is owned and controlled by Natives
(determined pursuant section 29(2)(2)) of the ANCSA)?

Is "New Company 138" Applying for HUBZane Certification a small agricultural cooperative organized or incorporated in the
United States, wholly owned by one or more small agricultural cooperatives arganized or incorporated in the United States or
owned in part by one or more small agricultural cooperatives organized or incorporated in the United States?

Number of full-time/fullime equivalent employees at time of application who work at the location with SBA =
Customer ID: PO000138

Number of full-time/fulltime equivalent employees at time of application who work at off-site, contract specific job sites

Number of ful-time/full-tme equivalent employees at time of application:

Number of full-time/fulltime equivalent employees who reside in a HUBZane at time of application:

Average number of employees on your concern's payrall during the last 12 calendar manths

Average annual receipts for the applicant concern over its last three Fiscal Years: $1,000,000.00

Has the applicant ever been debarred, suspended, voluntarily excluded or otherwise rendered ineligible by any department
or agency of the Federal Government?

Yes

Yes

Yes

Yes

Yes

No

No




[image: image77.png]SECTION C - OWNERSHIP AND CONTROL- SOLE PROPRIETORSHIP
List of ALL officers and the Owner

» Note: The additional point of contact is not the highest ranking officer.

Name: John E Doe Title: President
Email: John.Doe@MyCompany.net © Owner

U.S. Citizenship Yes
Does this individual have a financial interest or hold a management postion in any other business? No

Does the applicant concem share facilities, equipment or personnel with any other business in which this individual has a

financial interest or holds a management position? i
Has this individual ever been debarred, suspended, voluntarily excluded or otherwise rendered insligible from any o
department or agency of the Federal Government?

SECTION F - AFFILIATION

Does the applicant concern own an interest in any other business? No
Does any other business own an interest in the applicant concern? No

If Yes to either of the above and/or if applicant concen is awned in part or full by ANC/CDC/Indian Tribal Government(s) established in
Section B, List of affiiates

affiliate’s business name: Business XYz

affiliate’s business addres: 156 chestrut street.

Baltimore, MD, 21158-0

affi

te's business type: Other Business

What percentage of voting stock or ownership of the affiliate does the applicant concern hold? 25.00%

What percentage of voting stock or ownership of the applicant concern does this affiliate hold? : 25.00%

If "New Company 138" is owned in part by
(1) an Indian Tribal Government, or
(2) a corporation that is wholly owned by one or more Indian Tribal Governments, or

(3)acDC

(3) an ANC No
and one or more of the other owners is a business concern, then please certify the following:

You have researched and hereby certify that the business concern, which owns part of the applicant ("New Campany

138", is 3 Hsmall business concernfl pursuant to 13 C.FR. part 121

Relationship(s) of Business XYZ (t ate) to “New Company 138"

© Joint Venture agreement(s) No
o Franchise or License agreement(s) No
o Stock Holder, Partner, Member or Owner No
® Sharing of Equipment / Facilities / Employees Yes
© Sharing or use of Special license(s) required for operation of "New Company 138" No
® Bonding Assistance indemnification or guarantee to “New Company 138" No
The average number of smployees of the affiliate for the last 12 months B

The average annual receipts of the affiliate for the last three fiscal years: $100,000.00




[image: image78.png]SECTION D - FINANCIAL INFORMATION

Last fiscal year: 12/31/2008 Tax return filing Date: 01/05/2009
Total Receipts: $ 0 0

Assets Value ($) Value ($)
Current 1000000.00  Current 100000.00
Fixed 500000.00  Long-Term 100000.00
Other 2500000 Total liabilities 200000.00
Total 1525000.00  Net Worth 1325000.00
If for any reason, you are not able to supply the complete financial information, please explain why: N/A
SECTION E - HUBZONE EMPLOYMENT-INDIVIDUAL EMPLOYMENT DATA

The applicant concem has researched the resident status of its employees and has determined that at least 35% of its full .

time/full-time equivalent employees are HUBZone residents

The applicant cancern calculated the percentage of HUBZone residents utiizing current employment records as of the date of
this application and will ensure that these records and all other pertinent information are maintained to document that at Yes
least 35% of its full-tme/full-time equivalent employees are HUBZone residents.

Contact Information for Persan Entering the Application Data

Name: Mr. John E Doe Jr
Title or Position President

Phone No 5555555555 Ext.:5555
E-mail John.Doe@MyCompany.net

[ PLEASE "SAVE & PRINT" IT FOR YOUR RECORDS |
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= You have successfully submitted your application for HUBZone certification

= You may visit our website at www.sha govihubzone at any time and use the following
options

© Edit Your Application*®
© Check Application Status
o Cancel Your Application
= If additional information/clarification is required, we wil emailffax the request to the
individual listed as the point of contact in the application

NOTE:

You may cancel the application at any time before we recsive the Electronic Verification
response allowing us to proceed with your application or if you receive a "System
Rejected" message or if you feel that you have made a mistake in the application. You are
welcome to re-submit a new application for re-svaluation.

*You can 'Edit Your Application " 35 many timas &2 you wank before rasponding o th "Elscranic
Venfication.” Once we racane the Elacranic Varficatian, ve will nat allow gau to make further sdits to

the application,




Links and Pop-Ups
The Cancel Link
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1.  Change the 2003 date to 7/31/`2009
The Edit Your Application Link
[image: image81.png][ Huszone Etectronic Application - Main Menu
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SBA Customer ID: PO000138
View Your Correspondence

Application: 37286 Your application has been received, but may notmeet eligibility criteria. If you filed
electranically, please rezpond to the HUBZone &-mail notice immediately. IF you filed using

paper, please mail us your completed signature page. This reflects status as of Tuesday,
January 13, 2009. [Code 24]

b Edit Your Application
b futhorize Application Brocess Page
> Cancel Your Application

SBA Form 2103 (02/06/2003)





1.  change  expiration date to 7/31/2009.
[image: image114.png]Citizen means a person borm or naturalized in the United States. SBA does not consider holders of
permanentvisas and resident aliens to be citizens.

Community Development Colporation (CDC) means a corporation that has received financial
assistance under Part 1 of Subchapter A ofthe Community Econormic Development Act of 1981, 42
U.5.C. 9805-9808.

Concern means a firm which satisfies the requirements in §§121.105(a) and (b) of this fite.

Contract opportunity means a situation in which 3 requirement for a procurement exists, none of the
exclusions from §126.605 apples, and any applicable conditions in §126.607 are met.

Contracting Offcer (CO) has the meaning given thatterm in 41 U.5.C. 4230)(5), which defines a CO
as a person who, by appointment in accordance with applicable regulations, has the authorityto
enter nto a Federal agency procurement contract on behalf ofthe Govemment and to make
dsterminations and findings with respectto such a coniract

County means the poliical subdivisions recognized as a county by a state or commonwealth or
which is an equivalent political subdivision such s a parish, borough, independent cit, or
municipio, where such subdivisions are not subdivisions within counties.



Login for Authorization of Application

Submitting the Application
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1.  change expiration date to 7/31/2009
2.  change “official with” to “officer of”.

Links and Pop-Ups

This message will appear once clicking the Submit button. 

[image: image83.png]The page at http://sba. hq.saihost. net: 8888 says:

o Click ‘0K to authorize to start processing the appiication, otherwise clck on the ‘Cancef button.





Authorization and Verification End


After clicking end, the applicant is directed back to the HUBZone homepage. 
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Thank you for completing this phase of the HUBZone application process. The
application status will now appear as "Received" in our system.
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1.  Change expiration date to 7/31/2009
Appendix
Contains the Regulatory Links for the Application and the Application Programming Guide in full.
Regulatory Links for the Application

See 121.104

[image: image85.png]§121.105 How does SBA define "business concarn or concern’
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(a)(1) Except for small agricultural cooperatives, a business concern sligible for assistance from
B4 s a small business is a business entity organized for profit, with 3 place of business located
inthe United States, and which operates primariy within the United States or which makes a
significant contribution to the U.S. econormy through payment of taxes or s of American products,
materials or abor.

(2) A small agricutural cooperative is an association (corporate or ofherwise) acting pursuantto the
provisions ofthe Agriculiural Marketing Act (12 U.5.C A 1141]) whose size does not exceed the size
stangard established by SBA for other similar agricultural small business concerns. & small
agricultural cooperaive’s member shareholders are not considered to be afiliates ofthe
cooperative byvirtue of their membership in the cooperative. However, a business concern or
cooperative that does not qualiy 35 small under this part may not be 3 member of a small
agricultural cooperative.

(6) A business concem may be inthe lsgal form of an individual proprietorship, parinership, limited
liabillty cormpany, corporation, joint venture, association, lrust or cooperative, except that where the
form is a jointventure there can be no more than 49 percent participation by forsign business
entities in the joint venure.

(c) A will not be freated as a separate business concem if a substantial porton of ts asssts
andor liabliies are the same as those of a predecessor entiy. In such a case, the annual receipts
and employees of the predecessar wil be taken nta account in determining size

61 FR 3286, Jan. 31,1996, as amended at 70 FR 51248, Aug. 30, 2008]




SBA Regulations
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See 121.105(a) & (b)  

[image: image87.png]§121.105 How does SBA define "business concarn or concern™?

lion

(a)(1) Except for small agricultural cooperatives, a business concern sligible for assistance from
B4 s a small business is a business entity organized for profit, with 3 place of business located
inthe United States, and which operates primariy within the United States or which makes a
significant contribution to the U.S. econormy through payment of taxes or s of American products,
materials or abor.

(2) A small agricutural cooperative is an association (corporate or ofherwise) acting pursuantto the
provisions ofthe Agriculiural Marketing Act (12 U.5.C A 1141]) whose size does not exceed the size
stangard established by SBA for other similar agricultural small business concerns. & small
agricultural cooperaive’s member shareholders are not considered to be afiliates ofthe
cooperative byvirtue of their membership in the cooperative. However, a business concern or
cooperative that does not qualiy 35 small under this part may not be 3 member of a small
agricultural cooperative.

(6) A business concem may be inthe lsgal form of an individual proprietorship, parinership, limited
liabillty cormpany, corporation, joint venture, association, lrust or cooperative, except that where the
form is a jointventure there can be no more than 49 percent participation by forsign business
entities in the joint venture.





[image: image115.png]§121.105 How does SBA define "business concern or concern'

lion

(a)(1) Except for small agricultural cooperatives, a business concern sligible for assistance from
B4 s a small business is a business entity organized for profit, with 3 place of business located
inthe United States, and which operates primariy within the United States or which makes a
significant contribution to the U.S. econormy through payment of taxes or s of American products,
materials or abor.

(2) A small agricutural cooperative is an association (corporate or ofherwise) acting pursuantto the
provisions ofthe Agriculiural Marketing Act (12 U.5.C A 1141]) whose size does not exceed the size
stangard established by SBA for other similar agricultural small business concerns. & small
agricultural cooperaive’s member shareholders are not considered to be afiliates ofthe
cooperative byvirtue of their membership in the cooperative. However, a business concern or
cooperative that does not qualiy 35 small under this part may not be 3 member of a small
agricultural cooperative.

(6) A business concem may be inthe lsgal form of an individual proprietorship, parinership, limited
liabillty cormpany, corporation, joint venture, association, lrust or cooperative, except that where the
form is a jointventure there can be no more than 49 percent participation by forsign business
entities in the joint venure.

(c) A will not be freated as a separate business concem if a substantial porton of ts asssts
andor liabliies are the same as those of a predecessor entiy. In such a case, the annual receipts
and employees of the predecessar wil be taken nta account in determining size

61 FR 3286, Jan. 31,1996, as amended at 70 FR 51248, Aug. 30, 2008]

§121.106 How does SBA calouste number of smployses?



See 126.202 

See 126.103 

[image: image88.png]§126.103 What definitions are important in the HUBZone program?

lion
Adminisirator means the Administratar ofthe United States Small Business Administration (SB4).

AAGC&BD means Assosiate Administrator, Office of Govermment Contracting & Business
Development

ADA/CABD means SBA's Associate Deputy Administrator for Government Contracting and
Business Development.

Agricutturai commodity has the same meaning as in section 102 ofthe Agriculural Trade Act of
1978 (7 US.C. 5602)

Alaska Native Corporation (ANC) has the same meaning as the term
section 3 ofthe ANCSA, 43 US.C. 1602

ative Comporatio
Alaska Native Village has the same meaning as the term "Native vilags" in section 3 of the ANCSA,
43U.5.C. 1602,

ANCSA means the Alaska Native Claims Setiement Art, as amended.

Atternpt to maintain means making substantive and documented efforts such as written offers of
employment, published advertisements seeking smployees, and attendance atjob fairs

Base ciosure area means lands within the extemal boundaries of a milltary installation that were
closed through a privatization process under the authoriy of

(1) The Defense Base Closure and Realignment Act of 1990 (part A oftile X0 of divsion B of
Public Law 101-510; 10 U.5.C. 2687 note);




See 126.200(b)(4) 

[image: image89.png]§126.200 What requirements must 3 concern meet to receive SBA certification 35 3 qualified HUBZone SBC?
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(2) Concerns owned by indian Tribaf Governments —(1) Ownership. () The concem must be wholly
owned by one or more Indian Tribal Governments;

(i The concem must be wholly owned by a corporation that is wholly owned by one or more Indian
Tribal Governments;

(i} The concern must be owned in part by one or more Indian Tribal Govermments and al other
owners are eifher United States citizens or SBCS; o

() The concerm must be owned in part by a corporation, which is wholly owned by one of more
Indian Tribal Governments, and all other awners are either United States citizens or SBCs.

(2) Size. The concer, with is affliates, must mest the size standard corresponding to its primary
industry classification as defined in part 121 of this chapter.

(3) Other Requirements. The concern must either:

) Maintain a principal office located in a HUBZane and ensure that atleast 35% of its employees
reside in a HUBZane as provided in paragraph (5)(4) of this section: or




See 121.106 

[image: image90.png]§121.108 How doss SBA caloulate number of employess?

lion

(3) I determining a concer's number of employses, SBA counts allindividuals employed on a
fulltime, partime, or other basis. This includes emplayees obtained from atemporary employee
agency, professional emplayee organization or leasing concern. SBA will consider the totality ofthe
circumstances, including criteria used by the IRS for Federal income tax purposes, in determining
whether individuals are employees of a concem. Volunteers (ie. , individuals wha receive no
compensation, including no in-kind compensation, for work performed) are not considered
employees

(6) Where the size standard is number of employees, the method for determining a concern's size
includes the following principles:

(1) The average number of employees of the concen s used (ncluding the employees of its
domestic and foreign affliates) based upon numbers of smployees for each of the pay periods for
the preceding completed 12 calendar months.

(2) Parttime and temporary employees are counted the same as fulltime employees.

(3)Ifa concem has not been in business for 12 months, the average number of employsss is used
for each afthe pay periods during which ithas been in business,

(4)() The average number of emplayees of a business concern with affliates is calculated by
adding the average number of smployees of the business concem with the average number of
employees of each afiiate. It a concern has acquired an afiiate or been acquired as an afiiate
during the applicable period of measurement or before the date on which it selfcertied as small,
the mployees counted in determining size status include the employees ofthe acquired or
acquiring concer. Furthermore, this agaregation applies for the entire period of measurement, not
justthe period after the affiation arose.

(i The smployees of a former afilate are not counted f ffliation ceased before the date used for
determining size. This exclusion of smployees of a former afiliate applies during the enire period
of measurement, rather than anly far the period after which affliation ceased.

61 FR 3286, Jan. 31,1996, as amended at 69 FR 20203, May 21, 2004]

§121.107 How doss SBA determine 3 conoern's *primary indusiry™




See 121.104

[image: image91.png]§121.104  How does SBA caloulate annual receipts?
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(3) Receipts means "total income” (or n the case of a sole proprietarship, '9ross income?) plus
‘cost of goods sold” as these terms are defined and reported on Intemal Revenus Senvice (IRS) tax
retum forms (such as Form 1120 for corporations; Form 11208 and Schedule K for S comorations;
Form 1120, Form 1065 or Form 1040 for LLCs; Form 1085 and Schedule K for partnerships; Form
1040, Schedule F for farms; Form 1040, Schedule C for other Sole proprietarships). Receipts do not
include net capital gains o losses; taxes collected for and remitied to a taxing authorty fincluded in
gr0ss or total ncome, such as sales or other taxes collected from customers and excluding taxes
levied on the concemn or its employees; proceeds from transactions between a concerm and its
domestic or foreign affiates; and amounts callected far anather by a travel agent, real estate agent,
advertising agent, conference management senice provider, freight forwarder ar customs broker.
For size determination purposes, the only exclusions from receipts are those specifically provided
for inthis paragraph. All ther iterns, such as Subcontractor costs, reimbursements for purchases a
contractor makes at a customer's request, and employee-based costs such s payroll taxes, may
not be excluded from receipts.

(1) The Federal income tax rstum and any amendments filed with the IRS on or before the date of
Selfcertfication must be used to determine the size status of a concern. SBA Wil not use tax retums
or amendments filed with the IRS after the iniiation o a size determination,

(2)When a concem has not filed  Federal income tax retum with the IRS for a iscal year which
must be included in the period of measurement, SBA will calculate the concern's annual receipts for
thatyear using any other available infarmation, Such as the concer's regular books of account,
audited financial statements, or information contained in an amdavit by a person with persanal
knowledge of the facts.
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[X]Register ALL office location(s) in CCR & SBA for your Business Concern:

A, In order to complete the HUBZone Application ALL Iocations(s) for your business concern
(excluding job sites far construction and service industries) MUST be registered and
active (profile must be updated at least every 12 months) in CCR & SBA,

B. You have indicated that you do NOT have ALL lncation(s) for your business registered in
CCR & 5BA,

C. At this time you can set up a CCR and SBA profile information one at a time by following
the instructions below:

DO THE FOLLOWING:

In CCR:

1. Use the DUNs number for eath business' location to register the new profile(s).

2. If you meet the criteria, identify your concern as a 'Small Business Concem.’

3. Provide only 2002 or 2007 NAICS Code(s) in your SBA Registration Page
Information/CCR Registration.
Need Help in Selecting vour 2002 or 2007 NAICS?

4. Towards the end of the CCR registration process, if the business has been determined
to be a 'Small Business Concern', you will be prompted ta enter some supplimental
information for B4 Registration Page Information

In SBA Registration Page :

1. On SBA Registration Page, please make sure you identify a 2002 or 2007 NAICS Code.
as your Primary NAICS.

2. When you have finished entering the SBA Registration Page Information, you may
‘Return to HUBZone' and praceed

® Repeat the above steps until AL your office location(s) are registered in CCR & SBA.

Please Note :

1. By dlicking the button below you will exit the SBA website completely and will be
redirected to the CCR website.

2. Your hubzane certification session will be ended

3. After completing your CCR registration, please wait at least 24 hours before
attempting to restart your application for hubzone status

Registerin CCR




13 CFR Section 126.103 – Citizen

See 126.304

[image: image92.png]§126.304 What must a concern submit to SBA?
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(2) To be certfied by SBA as a qualified HUBZone SBC, a concem must submit a complsted
application and represent o SBA that it mests the requirements set forth in §126.200. Afler
submitting the application, applicants must notiy SBA of any material changss that could affect its
eligibility. The concem must also submit any additional information required by SB#

(6) Concems applying for HUBZone status based on a location within the exteral boundaries of an
Indian reservation must use SBA's maps (cated at hitpsAeweb1.sba.ovhubzone/nteimer) to
verifythat the location is within the external houndaries af an Indian reservation. If, however, SBA'S
maps indicate that the location is not within the extemal boundaries of an Indian reservation and the
concem disagrees, then the concern must submit official documentation rorm the appropriate
Bureau of Indian Affairs (BI) Land Tiles and Records Ofice with jurisdiction over the concern's
area, confirming that it is located within the extemal boundaries of an Indian reservation. BIA lists
the Land Titles and Records Offices and their jurisdiction in 25 CFR 150.4 and 150.5.

(c) Cancerns applying for HUBZane status based on a location within a qualified base closure area
must use SBA's List of Qualified Base Closure Areas (iocated at htp/imww.sba.gowhubzone) to
verifythatthe Iocation is within a qualified base closure area. If a concem disagrees with the failure
of SBA's List of Qualified Base Closure Areas 1o Include a paricular area as a qualified base
closure area, then the concern must submit relevant documentation rorm the Department of
Defense, Ofice of Eanomic Adjustment, or the miltary department responsible for closing that
instalation.

(@) Ifthe concern was decerified for failure to notify SBA of a material change affecting its sligibility

pursuantto §126.501, itmust include with its application for cerification a full explanation ofwhy it

failed to nolify S84 of ihe material change. If 5B s not satisfied with the explanation provided, SBA
may decline to certify the concern.




126.201

[image: image93.png]§126.201 Who does SBA consider to own 3 HUBZene SBC?
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An awner of a SBC seeking HUBZane certification or a gualified HUBZane SBC is a person who
owns any legal or equitable interest in such SBC. If an Employee Stock Ownership Plan owns all or
partof the concem, SBA considers each stock trustee and plan memberto be an owner I a trust
owns all or part of the concer, SBA cansiders each trustee and trust beneficiary to bie an owner. In
addition,

(a) Corporations. SBA considers any person who owns stock, whether voting o non-vofing, to be an
owner. SBA considers options 1o purchase stock and the rightto convert debentures info voting
stock to have been exercised

Example: U.S. citizens own al of the stock of a corporation. A corporate officer, a non-U.S.
citizen, owns no stock in the corporation but owns options to purchase stack in the
corporation. SBA will consider the options exercised and the individual to be an owner.
Therefore, ifthat corporate officer has options to purchase 50% or more of the corporate
stock, pursuant to §126.200, the corporation would not be eligible to be a qualiied HUBZone
SBC because it is not at least 51% owned and controlled by persons who are U.S. citizens,
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[image: image95.png]1. Welcome

Welcome to the HUBZone Program Application Guide and thank you for your interest in applying for certiication
as a qualified HUBZone Small Business Concern. As you wil nofice, firm, business or company will be
referenced throughout this document as a 'SBC" or simply as a ‘concern This guide has been prepared to assist
you with the application process. If you meet the eligbily requirements, the program offers excellent
opportuiies for your fim to participate in the Federal marketplace. It also offers your concern a unique
opportunity to contribute to empowerment, economic development, and job growth in underserved

communities. The HUBZone Program is “building our commurities one small business at a time”.

2. Introduction

SBA's HUBZone Program is in line with the cfforts of both the Administration and Congress to promote
economic development and employment growth in distressed areas by providing access to more Federal
confracting opportunifies. The final rle for the HUBZone Program was published on June 11, 1998, 63 FR.
31896, The final Federal Acuisition Regulation was published on September 24, 1999 at 64 CFR 51830. Both
documents have experienced updates since those issued dates. The imbedded links in the application access the
more recent versions

3. Eligibility Requirements

* To be eligible for the program, a concern except fribally-owned concerns, must meet ALL of the following crieria, at
the time of application:

© Tt must be a small business by SBA standards;

© Ttmust owned and controlled at least 51% by U.S. cifizens, or a Community Development Corporation, or an
agriculbural cooperative or an Indian tribe;

* Iis principal office must be located within a Historically Underutiized Business Zone,' which incldes lands considered
Indian Country and militry Eacilfies closed by the Base Realignment and Closure Act; and

o Atleast 35% of employees (total workforce regardiess of where the employees work) must reside in a HUBZone,
* Existing businesses that choose to move to qualfied areas are eligible. To full the requirement that 35% of a

HUBZone firm's employees resids in the HUBZone, employees must v in a primary residence within that area for at
Least 180 days or be a currently registered voter in that area.




[image: image96.png]A"HUBZone" is an area that is located in one or more of the following:

‘The statute establishing the HUBZone Program directs the SBA to rely upon definitions provided by other
Federal agencies to determine which areas qualify as HUBZones. Generally speaking, these dsterminations are
arrived at after the collection of either income or employment data, and that data forms the basis for the
caleulations cited below:

A HUBZone may be one of the following:

A qualified census tract. The definiion for Qualfied Census Tractis based on an Internal Revenue Service
provision for the low income housing tax credit program that is developed in conjunction with the U.S
Department of Housing and Urban Development (HUD). The Secretary of HUD designates Qualified Census
Tracts by a notice published periodicaly in the Federal Register. The most recent notice based on the resuis of
the 2000 census data collection appeared December 12, 2002, and were represented on the HUBZone mapping
system on May 19, 2003. Information on how data is compiled for the Qualified Census Tracts designation s
available on the web at hitpfqet hnduser. org

A difficult development area. The definition of Difficut Development Area s similar to Qualfied Census Tract
inthatit s based on an Internal Revenue Service provision for the low income housing tax credit program thatis
developed in conjunction with the U.S. Department of Housing and Urban Development (HUD). (MOTE: By
vistue of legislation signed into law on Aug. 10, 2005, the application of the Difficult Development Area status for
HUBZone consideration only applies to Alaska, Hawaii, and the U.S. territories and possessions, not the 48
contigous states.) The Secretary of HUD designates Difficult Development Areas by anofice published
periodically in the Federal Register. The most recent notice appeared August 22, 2005

 Tnformation on how data is compiled for the Difficult Development Area designation is available on the web
at hitpifact huduser. org

A qualified county. The definifion for qualified county is any county that, based on the most recent data available
from the U5, Census Burean,is not located in a metropolitan statistcal arca and in which the median household
income is less than 80 percent of the median household income for the enfire non-mefropolitan area of a state
andfor any non-metropolitan county that, based on the most recent data available from the Bureay of Labor
Staistics (BLS), has an unemployment rate that is not less than 140 percent of the state average unemployment
sate or the national average unemployment rate.

 Tnformation on decennial census data used to determine the household income s available on the web at
hittp:fforww. census. govimain/wwwlcen2000. himl

« Information in the local employment data used to determine the wnemployment elementis available on the
web at hitpffworw.bls.govlauthome himtdata




[image: image97.png]A qualified Indian reservation. The definitions for qualified Indian reservations, which include lands covered by
the phrase Indian Couniry, are those established and used by the Bureau of Indian Affairs. There is one
exception, which applies to portions of the state of Oklahoma where HUBZone is using a definition arrived at by
the Internal Revenve Service.

Tnformation on Native American reservations and related information is available on the web at
hittpfforww. doi gov/bureay-indian-affairs. himl

Tnformation on the Internal Revenue Service description for former Indian Reservations in Oklahoma
is available on the web at http:/furww irs govfnewsroom/article/0,id=99491,00 html

A former military base closed by the Base Realignment and Closure Act (BRAC). Congress deterrined that
former military bases closed because of BRAC qualify for HUBZone status for a five-year period from the date
of formal closure. For those locations closed as of the date the legislation was signed into law, the five-year
period began on the date the law became effective, Dec. 8, 2004

4. How The HUBZone Program Determines HUBZone Eligibility
« To make this determination, the HUBZone Program office may request several general types of information:

 Basic information to identify your firm and the location of its principal office, to establish whether itis located in a
HUBZone.

 Tnformation about who owns and manages your firm, to establish whether it is at least 51% owned and controlled by
U.S. Citizens,

 Tnformation about your firm’s employees, to establish whether at least 35% of ther reside in a HUBZone.

 Tnformation about your firm’s financial condition.

You must submit an electronic application to be certified as a qualified HUBZone SBC. We estimate that it will

take you about one hour to complete this application. Before you start, you should have the following information
at hand:

* Special licenses,
« It your fim s a corporation, is articles of incorporation and stockholder's register, if your fim is a parinership, its
partnership agreement;f your fim is a limited liability company, its company operafing agreement; if your fimis

Franchise, the franchise agreemen.

« Financial statements for your fimn's three most recently completed fiscal years. If your firm has been in operation less
than three years, financial statements covering however long it has been in operation;

o A current employee roster providing employee name, home address, and date of employment,




[image: image98.png]* Employment records for the past twelve months,
o A listing of any Federal Employment Tax Credits the firm receives;

« Information on any current bonding arrangements through a company or individual not formally recognized as a surely
provider,

« Information on any non-bank lender(s) who provides credit to the fim (should cover name and cifizenship of credtor
and amount owed);

« Information (name, address, kind of business, ete.) about any other businesses that the owners, directors, or officers
your business ovwn or manage, and,

 Tnformation from the birth certificate or certificate of naturalization for each owner, manager, member of the board of
directors, or officer.

5. Starting the Electronic Application Process

Wihen fling an electronic application, you mst work through the application uafilitis flly complete, and it must
be done in one single session. Once the application is electronically submitted, you will have a brief period during
which you can edit the document by selecting the "Edit Application" button on the opening HUBZone Electronic
Application ~ Main Menn page. The edifing period ends when the SBA receives the electronic veriication
provided by a representafive of the applicant concern. Once that verification is received, the electronic fle is
marked as 'received" and can no longer be edited or accessed by the fim. When completing the application, at
any pointin the process, you can select Help, and get context-specific guidance. If you really get stuck answering

a question, you can contact us by e-mail at hubzone(@sba.gov. Questions can also be directed to the HUBZone
office at 202-205-8885. There are several IMPORTANT registrations that must be completed before you can
startthe electronic application process

DUN & BRADSTREET - Each headquarters and branch office must be registered so that it will
have its own D&B ID number known as a Data Universal Numbering Systern, or D-U-N-5.

Central Confractor Registration (CCR) — the fim's Employer's Identification Mumber/Tax
Identifcation Number (EIN/TIN) must be registered, (OTE- the principal office address that is
applying for HUBZone certification must be entered in the CCR profie associated with DUNS
appropriate for this specific physical location )

SBA Supplemental Page — cach office of your concern must be registered so that each will have
their own CUSTOMER ID NUMBER. This information s retained in the Dynamic Small
Business Search System (DSBS) database.




[image: image99.png]Global Login System (GLS) — you must complete registration m this system for each mdrvidual
that can update information to your concern. Once you have registered, then you must add the
concern’s DUNS and EIN number(s),

Once all your registrations have been completed and you have received your USER IDs and PASSWORDS,
then you are ready to start your electronic application for HUBZone certification.

6. The Electronic Application:
Section A - Location in Qualified HUBZone:

‘The information in this section of the application is required for HUBZone analysts to determine whether your
firm's principal office is located in a HUBZone. The answers to most of these questions will be extracted
avtomatically from the information you've already entered in the DSBS database. Review this section carefully. If
itis inaccurate, you must refurn to the firm's profle in CCR. and correct it. The concern's name as entered here
should be exactly as it appears on your firm's legal instruments, such as articles of incorporation, business license,
or partnership agreements, Address information will be extracted antomatically from what you enter on SBA's
HUBZone Address Screen. It should be the correct street address of your fim's principal office. (Remember,
your firm's principal office is the place where the greatest mumber of your employees, at a single location,
performs their work) If the information on this screen is inaccurate, you should return to the firm's CCR profile to

correct it

A determination on whether your firm's principal office is located in a HUBZone will e generated automatically
by mapping software based on the information entered on the HUBZone Address Sereen.

- HUBZone Principal Office Address

 Mailing Address

+ Map Plot of principal office location
Section B — General Business Information:

In this section you are fo answer some basic questions that will help idenfify and communicate with your fimn and
determine how to process your application as efficiently and quickly as possible. Many of the questions have been
lled in (see * below) based on information that was entered in the DSBS database. In most cases, the
information that has been avtomatically flled in on Section B cannot be edited. If any of this information is
incorrect, proceed to CCR or the HUBZone Address Screen to make corrections

- Business Name
 Employer's Identiication Number /Tazpayer Identification Number *
- Point OFf Contact

o Contact Prefix:




[image: image100.png]o Contact Name
o Contact Tifle

- Street Number

- Street Address *

- Business Phone Number

- Extension

- Business Fax Number

 e-mail Address

 Organizational Structure

- Date Business Established

- Briefly describe your fimm's principal products andfor services

+ Morth American Industrial Classification System (AICS) code (primary)*

- State Business was Incorporated In

- Business Fiscal Year Ending Date.

- Brief description of the concern’s produce andfor services

- Is fim owned in whole or in part by a tribal government Indian tribe

- Is concern owned in whole or in part by a Community Development Corporation

- Is concer owned in whole or in part by an Alaskan Native Corporation

+Is concern owned in whole or in part by a small agriculural coop

 Mumber of emplogees at the fime of this application working af the PRINCIPAL OFFICE

 Mumber of employees at the fime of this application working at an off-site, contract specific job site

 Mumber of employees at the fime of this application

 Mumber of employees who reside in a HUBZone af the fime of this application

- Average anmial receipts over the last three (3) years

- Has the applicant concern ever been debarred, suspended, voluntarily excluded o otherwise rendered ineligible

for procurement or non-procurement purposes from any depariment or agency of the Federal government




[image: image101.png]Section C — Ownership and Control:

One basic requirement for cerffication as a qualfied HUBZone SBC is that your firm be at least 51% owned an¢
conrolled by U.S, Citizens A ciizen is defined as a person bor or naturalized in the United States , (companies
that are owned in whole or in part by a federally recogaized ribe, ANC, CDC or small agricultural coop would
meet the ownership by citizens fest)

In this section we ask that you provide the following:

For corporations, enter the name of each stockholder f the fim is owned by a tribe, ANC, CDC
or small agriculhural coop, or another business include the name(s) of these entites in this section as
a stockholder) owning voting stock, each board member and each officer, for partnerships, enter the
name of all general partners, each limited partner and each officer, for sole proprietorships, enter the
name of the owner, and for limited liabilty companies, enter the name of cach member and cach
manager. Individual affliation questions allow us to determine whether your fim is affliated with
another concen by common ownership, management, or ofher relationship. To be certiied as a
qualificd HUBZone SBC, your firm must be determined to be small under relevant SBA size
standards. SBA's determination of your firm's size may be affected ifit is *afliated" with another
frm by ownership or an interest in that fimn. In addiion, the only affliates a fimn can have and be
certified as a qualificd HUBZone SBC are those that are qualified HUBZone small businesses. In
general, SBA will find that concerns are affliates of each other when one concern controls or has the
‘power to conirol the other, or a third party or parties confrols or has the power to conrol both. Tn
making this determination, SBA considers factors such as ownership, management, previous

selationships with or tes to another concern, and contracual relationships.

+ Mame all shareholders (F the firm is owned by a tribe, ANC, CDC or small agriculural coop, or
another business include the name(s) of these entites in this section as a stockholder), board

members, officers, owners, members or parners.
 Individual's fife or position.

- US. Cltizenship?

 Does the applicant share faciltes, equipment, or personnel with any other firm in which this

individual has a financial inerest or holds a management position?
o Business Name.
o Type of Inerest

- Has the individual ever been debarred, suspended, voluntarily excluded or otherwise rendered
ineligible for procurement or non-procurement purposes from any department or agency of the
Federal Government?

o Date of Action
o Type of Action

o Agency Taking Action
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In this section of the application, we recuest that you give us a financial profle of your firm so that we can track
and evaluate ifs performance in the HUBZone Program. Balance sheet information must be taken directly from
financial staements for your firm's most recently ended fiscal year, and anmial receipts, and net profi must be
takcen directly from your frm's Federal tax return for that year. Example: Iris now March 1, 2000, your firm's
most recently ended fiscal year closed on December 31, 1999, In this space, you would enter information for the
year ended 12/31. These statements must be available for HUBZone analysts to review.

« Fiscal Year Ending Date (Date the concern’s accounting books are closed for the year)
© Tax Return Filing Date (Most Recent Federal Tax Return )
o Current Assets
* Fized Assets
© Other Assets
© Total Assets
© Current Liabilties
© Long Term Liabiltes
© Total Liabilies
o Net Worth
* Total Receipts
o Net Profi
Section E — HUBZone Employment Statement:

One of the four key requirements for certiication as a qualified HUBZone SBC i that at least 35% ofits
employees resids in a HUBZone. For purposes of the HUBZone program:

« An emplogee is a person (or persons) employed by a HUBZone SBC on a fll-fime (or fill-time
eauivalent), permanent basis. Temporary employees, independent conractors, or leased employees are
not considered "emplogees".

© Full-time equivalent employees who work 30 hours per week or more, and the aggregate of employees
who work less than 30 hours a week, where the work hours of such employees add up to at least 2 40
hour work week.

* An individual resides in a HUBZone ifhe or she lives in a primary residence at a place located ina
HUBZone for at least 180 days, or as a currently registered voter, with intent to ive there indefiniely

You are required to use current employment records to research the resident stats of your employees to ensure
that at least 35% of your full-time or fll-fime equivalent employees are HUBZone residents. You are further
required to maintain records to document the percentage of HUBZone employees for a six-year period. Provide

actual resident address. Post office boxes are not acceptable.




[image: image103.png]® Youhave researched the resident status of your employees and have determned that at least 35% of its
fill-timefpart-time equivalent employees are HUBZone residents. YESINO

* You have calculated the percentage of HUBZone residents utiizing current employment records as of the
date of this application and wil ensure that these records and all other pertinent information are maintained
for a six-year period to document that at least 35% of your fll-time o fll-fime equivalent employees are
HUBZone residents. YESINO

Section F — Affiliation:

To be certified as a qualified HUBZone SBC, your firm must be determined to be small under relevant SBA size
standards. SBA's determination of your firm's size may be affected ifit is "afliated" with another firm by
ownership or having an interest in that firm

In general, SBA will find that concerns are affliates of each other when one concern confrols or has the power to
control the other, or a third party or parties controls or has the power to control both. Tn making this
determination, SB.A considers factors such as ownership, management, previous relationships with or fies to

another concern, and contractual relationships.

In this secion, we ask that you tell us whether your firm has an ownership inferest in another concern, IFit does,

you must provide identification and size information on that concern.
Affiliation information:
 Does the applicant own an inferest in any other business?
+ Does any other business own an inferest in the applicant?
+ Mame of ofher concerm
- Address of other concemn
- Cilty of other concern
- State of other concern
+Zip Code of ofher concem

- What percentage of voting stock, ownership, or management position of the concern does the

applicant hold?
- Primary NAICS Code of other concern Size information for concern
+ Average mumber of employees of the firm for the past 12 months

+ Average anmial receipts of this concern for if's most recently completed three fiscal years
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‘The SBA needs to veriy that the information just entered through Internet Application Form was provided by an
authorized company representafive. To facilifate this process, the system is designed to automatically identiy the
highest-ranking offcer named earler in the ey Person' listing. You can choose to override this designation with
another 'Keey Person' by using the drop down menn, but this action will be recordsd and may prompt an inquiry.
Youmay also choose to identify someone other than a 'Keey Person,' and this would be entered in section fifled
‘Other. The responding executive will need to have your company's GLS USER ID and password available. The
e-mail nofice they receive will provide a link back to the HUBZone Web page so that you will be able to provide
the Customer ID Number and the HUBZone application number and the authorizer's email address so that you

provide the elecironic veriication that allows us to process the application.

7. Completing the Application Process

After you have completed the clectronic version of the application, the electronic application software will andit it
and advise you of any incomplete or missing data. The system will alert you when or i supporting documentation
is reqired to complete the application review. Once the electronic application has been transmitted an initial
-mail will be sent to the highest ranking individual cf that firm or to the additional point of contact with
a web link for response. The highest ranking individual or the additional poini-cf-contact has to verify
and attest o the authenticity of the application for further processing by clicking on the link in the initial
e-mail. You will have 10 days to give the electronic verification, or your application will not be
processed. Until we receive the electronic verification we cannot process the application. Once your
application has been assigned to an Analyst, the Analyst will contact you via e-mai or fax if supporting
documentation(s) is needed to process the application. All subsequent communications with you will be either by
e-mail or fax. The certification staff of the HUBZone Program Office will review your application. Al attempts
will e to process the application within thirty calendar days (f practicable) from the date of receipt of the
electronic veriication. If you want to check on your elecironic application submission at any time, select
Application Status and it will show the status of the application. Once elighily determination has been made, the
frm will be notified in wriing of the decision. A the same fime, ifit has been determined that your fimis a
qualificd HUBZone concern, it will be added to the 'List of Qualiied HUBZone SBCs' and your frm's SBA.
Supplemental Page profile will reflect its HUBZone certification status. It is recommended to keep your profles
(CCR and SBA Supplemental Page) up to date through the CCR web-site: hitpficcr.gov. At the CCR Web site,
simply update your CCR profle and CCR will update the DSBS profile. (OTE: edit updated data transferred
from CCR to DSBS usually takes up to 24 hours after you have updated the CCR profle) Again, thasik you for
your interest in the HUBZone Program.

Good luck!

Start Application Process





[image: image105.png]8. CFR 13 Part 126 Guidance:
Subpart Section related to HUBZone certiication:

o Subpart A ~ Provision of General Applicabilty (13 CFR 126.100 thru 126.103)

o Subpart B ~ Requirements to be a Qualfied HUBZone SBC (13CFR 126.200 thru 126.309)

o Subpart E — Maintaining HUBZone Staws (13 CFR 126,500 thru 126-504)

9. Glossary
Confidentiality

Administrator means the Administrator of the United States Small Business Administration (SBA),

Director/BD means SBA's Director for the Office of Business Development.

Director/HUBZone Program means SBA's Director for the HUBZone Program.

Director/GC&BD means SBA's Director for Government Contracting and Business Development.

Deputy Director/GC&8(a) BD means SBA's Deputy Director for Government Coniracting and 8(a) Business Development.

Agricultural commodity has the same meaning as in section 102 of the Agriculnural Trade Act of 1978 (7 U.5.C. 5602).

Alaska Native Corporation (ANC) has the same meaning as the term “Nafive Corporation” in section 3 of the ANCSA,
43U.S.C. 1602

Alaska Native Village has the same meaning as the term “Native village” in section 3 of the ANCSA, 43 U.5.C. 1602
ANCSA means the Alaska Native Claims Setilement Act, as amended.

Aftempt to maintain means making substanfive and documented efforts such as writen offers of employment, published
advertisements secking employees, and aftendance at job fairs.

Base closure area means lands within the exteral boundaries of a milfary installaion that were closed through a privalization
process under the authority of




[image: image106.png](1) The Defense Base Closure and Realignment Act of 1990 (part A of title 33(TX of division B of Public Law 101-510,
10 U.S.C. 2687 note);

(2) Tile B of the Defense Authorization Amendments and Base Closure and Realignment Act (Pub. L. 100-526, 10 U.5.C.
2687 note);

(3) 10U.S.C. 2687, or

(4) Any other provision of law avthorizing o directing the Secretary of Defense or the Secretary of a military
department to dispose of real property at the miltary installation for purposes relafing to base closures of
redevelopment, while retaining the authority to enter info a leaseback of all or a portion of the property for
miltary use

Certify means the process by which SBA. determines that a HUBZone SBC is qualified for the HUBZone program and
entifled to be inchuded in SBA's “List of Qualified HUBZone SBCs.”

Citizen means a person born or nauralized in the United States. SBA does not consider holders of permanent visas and
resident aliens to be citizens.

Community Development Corporation (CDC) means a corporation that has received financial assistance under Part 1 of
Subchapter 4 of the Community Economic Development Act of
1981, 42 U.5.C. 9805-9808

Concern means a fim which satisfes the requirements in Sec. Sec. 121105 (a) and (b) of this i
Coniract opportunify means a situation in which a requirement for a procurement exists, none of the exclusions from Sec
126,605 applies, and any applicable conditions in Sec. 126.607

are met

Contracting Officer (CO) has the meaing given that term in 41 U.5.C. 423()(5), which defines a CO as a person who, by
appointment in accordance with applicable regulations, has the

authority to enter info a Federal agency procurement contract on behalf of the Government and to make determinations and
findings with respect to such  confract.

County means the political subdivisions recognized as a county by a state or commonwealth or which s an equivalent poliical
subdivision such as a parish, borough, independent city,
or municipio, where such subdivisions are not subdivisions within counties.

County unemployment rate is the rate of unemployment for a county based on the most recent dafa available from the
United States Department of Labor, Burean of Labor Stafistics. The appropriate dafa may be found in the DOLBLS
‘publication tiled **Supplement 2, Unemployment in States and Local Areas." This publication is available for public inspection
at the Department of Labor, Burean of Labor Statistics, Division of Local Area Unemployment Statistis located at 2
Massachusetts Ave., NE, Room 4675, Washington, D.C. 20212, A copy is also available at SBA, Office of HUBZone
Program, Director, 409 3rd Street, SW, Washington D.C. 20416

De-certify means the process by which SBA determines that a concern is no longer a qualified HUBZone SBC and removes
that concern from ifs List.




[image: image107.png]Employee means a person (or persons) employed by a HUBZone SBC on a full-time (or fill-time equivalent), permanent
basis. Full-time equivalent includes employees who work 30 hours per week or more. Full-time equivalent also includes the
aggregate of employees who work less than 30 hours a week, where the work hours of such emplogees add up to at least a
40 hour work week. The totality of the circumstances, inchiding Eactors relevant for ta purposes, will determine whether
persons are employees of a concern. Temporary employees, independent contractors or leased employees are not employees
for these purposes.

Example 1: 4 employees each work 20 hours per week; SBA will regard that circumstance as 2 fll-fime
equivalent employees,

Example 2: 1 employee works 20 hours per week and 1 emplogee works 15 hours per week; SBA wil
regard that circumstance as not a fll-time equivalent.

Example 3: 1 employee works 15 hours per week, 1 employee works 10 hours per week, and 1 employee
works 20 hours per week; SBA wil regard that circumstance as
1 full-time equivalent emplogee.

Example 4: 1 employee works 30 hours per week and 2 employees each work 15 hours per week; SBA wil
regard that circumstance as 1 fill-time equivalent employee

HUBZone means a historically underutilized business zone, which is an area located within one or more

(1) Qualified census tracts;

(2) Qualified non-metropolitan counties;

(3) Lands Difficut Development Area (external to confinental U.5.;
(4) Qualified base closure area (BRACS); or

(5) Redesignated area.

HUBZone small business concern (HUBZone SBC) means an SBC that is
(1) At least 51% owned and conrolled by 1 or more persons, each of whom is a Unived States cifizen,

(2) An ANC owned and controlled by Natives (as determined pursuant to section 29(¢) (1) of the ANCSA, 43 U.S.C.
626(e) (1)

(3) A direct or indirect subsidiary corporation, joint venfure, or partnership of an ANC qualiing pursuant to section
29(e)(1) of the ANCSA, 43 U.5.C. 1626(e)(1),if that

subsidiary, joint venture, or parinership is owned and controlled by Natives (as determined pursuant to section 29(e)(2) of the
ANCSA, 43 U5.C. 1626()(2);

(4) Wholly owned by one or more Indian Tribal Governments or by a corporation thatis wholly owned by one or more
Indian Tribal Governments,

(5) An SBC that is owned in part by one or more Indian Tribal Governments or in part by a corporation that is wholly
owned by one or more Indian Tribal Governments, if
all other owners are either United States citizens or SBCs;




[image: image108.png](6) An SBC that 15 wholly owned by a CDC or owned i part by one or more CDCs, if all other owners are either United
States citizens or SBCs, or

(7) An SBC that is a small agriculnural cooperafive organized or incorporated in the Uited States, wholly owned by one or
more small agriculiural cooperatives organized

or incorporated in the Unied States or owned in part by one or more small agricultural cooperatives organized o incorporate:
in the United States, provided that all other

owners are small business concerns or Usited States citizens

Indian reservation:
(1) Has the same meaning as the term *Indian country” in 18 U..C. 1151, except that such term does not include

(a) Any lands that are located within a State in which a trbe did not exercise governmental jurisdiction as of December
21, 2000, unless that tribe is recognized after that date by either an Act of Congress or pursuant fo regulafions of the Secretars
of the Tnterior for the administrative recogiion that an Indian group exists as an Indian fribe (25 CFR part 83); and

(b) Lands taken into trust or acquired by an Indian tribe after Decernber 21, 2000 if such lands are not located within ths
external boundaries of an Indian reservation or
Former reservation or are not contignous to the lands held in trust or restricted status as of December 21, 2000; and

(2) In the State of Oklahoma, means lands that
(a) Are within the juriscictional areas of an Oklahoma Indian fribe (as determined by the Secretary of the Interior), and

(b) Are recognized by the Secretary of the Interior as of December 21, 2000, as ligible for trust land staus under 25 CER
part 151

Indian Tribal Government means the governing body of any Indian tribe, band, nafion, pueblo, or ofher organized group or
community which s recognized as cligible for the
special programs and services provided by the United States to Indians becavse of their status as Indians

Interested party means any concern that submits an offer for a specific HUBZone sole source or set-aside contract, any
concern that submitted an offer in full and open compeition and s opportunity for award will be affected by a price evaluation
preference given a qualified HUBZone SBC, the contracting activity's coniracting offcer, or SBA.

Lands within the external boundaries of an Indian reservation include all lands within the perimeter of an Indian
reservation, whether tribally owned and governed or not. For example, land that is individually owned and located within the
perimeter of an Indian reservation is “lands within the external boundaries of an Indian reservation.” By contrast, an
Indian-ovwned parcel of land thatis located oviside the perimeter of an Indian reservation is not “lands within the external
boundaries of an Indian reservation.™

List refers to the database of qualified HUBZone SBCs that SBA has certified.

Median household income has the meaning used by the Bureau of the Census, United States Department of Commerce, in
its publication tiled, **1990 Census of Population, Social and Economic Characteristics," Report Mumber CP-2, pages B-14
and B-17. This publication is available for inspecion at any local Federal Depository Library. For the location of a Federal
Depository library, calltoll-ree (388) 293-6498 or contact the Burean of the Census, Income Statistics Branch, Housing and
Economic Stafistics Division, Washington D.C. 20233-8500,

Metropolitan statistical area means an area as defined in section 143(k) (2) (B) of the Internal Revenne Code of 1986,
(Tile 26 of the United States Code)

Non-metropolitan has the meaning used by the Burean of the Census, United States Department of Commerce, in its
publication tifled, “1990 Census of Population, Social and Economic Characteristics,” Report Number CP-2, page A-9. This
publication is available for inspection af any local Federal Depository Library. For the location of a Federal Depository
Library, calltoll-free (888) 293-6498 or contact the Burean of the Census, Population Distribution Branch, Population
Division. Washington. D.C. 20233-8300.
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Principal office means the location where the greatest mumber of the concern’s employees, at any one location, performs their
work. However, for those concerns whose

“primary industry” (see 13 CFR 121.107) is service or construction (see 13 CFR 121.201), the determination of principal
office excludes the concern's employees who perform

the majority of their work at job-site locations to fulfll specific contract obligations

Qualified base closure area means a base closure area for a period of 5 years either from December 8, 2004, or from the
date of final base closure, whichever is later.

Qualified census fract has the meaning given that term in section 42(d) (5) (C) (i) of the Internal Revene Code of 1986

Qualified HUBZone SBC means a HUBZone SBC that SBA certifies as qualified for federal contracting assistance under the
HUBZone program.

Qualified non-metropolitan county means any county that was not located in a metropolitan statistical arca af the time of the
most recent census taken for purposes of
selecting qalified census tracts under section 42(d)(5)(C)(@) of the Internal Revenne Code of 1986, and in which:

() The median household income is less than 80% of the non-metropolitan State median household income, based on the
most recent data available from the Bureay
of the Census of the Department of Commerce; or

(b) The unemployment rate is not less than 140 percent of the average unemployment rate for the Unied States o for the
State in which such county is located,
whichever is less, based on the most recent dafa available from the Secretary of Labor.

Redesignated area means any census fract or any non-mefropolitan county that ceases to be a qualified HUBZone, except
that such census racts or non-metropolan
counties may be “redesignated areas” only unii the later of

(1) The date on which the Census Burean publily releases the first results from the 2010 decennial census, or

(2) Three years after the date on which the census fract or non-metropolitan county ceased to be so qualified. The date on
which the census tract or non-metropoltan

county ceases to be qualiied is the date that the offcial government data, which affects the eligibiity of the HUBZone, is
released to the public

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 lve there indefinitely.

Small agricultural cooperative means an assosiation (corporate or ofherwise), comprised exclusively of ofher small
agricultural cooperatives, small business concerns, o U.S. cifizens,

pursuant to the provisions of the Agricuiural Marketing Act, 12 U.5.C. 1141j, whose size does not exceed the applicable size
standard pursuant to part 121 of this chapter. In

determining such size, an agricultural cooperafive is treated as a “business concern’” and its member shareholders are not
considered affiated with the cooperative by virtue

of their membership in the cooperative.

Small business concern (SBC) means a concern that, with ifs affiates, meets the size standard for its primary industry,
pursuant to part 121 of this chapter.

Small disadvantaged business (SDB) means a concern thatis small pursuant to part 121 of this chapter, is owned and
controlled by one or more socially and economically disadvantaged individuals, tribes, ANCs, Native Hawaban Organizations,
or CDCs and has been certifisd pursuant to subpart A or B, part 124 of this chapter.




[image: image110.png]Statewide average unemployment rate is the rate based on the most recent data avaiable from the Bureau of Labor
Staistics, United States Department of Labor, Division of Local Area Unemployment Statistics, 2 Massachusetts Ave., NE.,
Room 4675, Washington, D.C. 20212. A copy s also available at SBA,

Office of AA/HUB, 409 3rd Street, SW., Washington DC 20416

10. Confidentiality and Security considerations:
You will access the application over the Intenet using your Internet browser (Microsoft Intemet Explorer 4.0 or greater web
browser or other browsers). HUBZone has taken strong security measures to ensure that ll submitted information remains
confidential. When we receive your application, HUBZone's Electronic Information Security Systems will protect it
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