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1.0  Overview

The CUTS Database has been created to allow DOE Headquarters and Field managers to record and review summary information by quarter of each fiscal year, on contracts with values of $25,000 or less.  This information is collected by the DOE Office of Procurement & Assistance Management (MA-5).  The CUTS Database presents a single database format that can be used by the entire DOE complex.  It keeps information available to those staff entering the data, so that current information and historical data are readily found.

To make it easier for authorized staff across the DOE complex to connect to it, the CUTS Database is located on the Web, and participants use a Web browser  to access it. (Version 4.5 or higher of Netscape or Version 4.0 or higher of Internet Explorer is needed, and can be downloaded from the MA-5 DOE Domino Home Page – see the view of this web page on page 7 below.)  However it is not available to the general public nor to general DOE staff.  The information is protected as confidential, and is only accessible by persons with a User ID for the database.  (For a discussion of access security for this database, see the next sections below.)  Once you have been granted access to the CUTS Database, you can add information or view contract information listings.

1.1 CUTS Database Access Control Overview

The CUTS Database is a Lotus Notes database for which participants must acquire a logon ID and password.  It uses the strong security features of Lotus Notes to assure that only those people given access rights are able to open the database.  (Access rights are designated by the DOE Office of Procurement & Assistance Management, MA-5.) Also, only persons designated to enter data for a site are allowed to change (edit) the entries for that site.  The IDs, passwords, and data remain secure through encrypted data transmissions across the Internet.  To implement these policies, the following security features have been implemented in the CUTS Database:

Lotus Notes Access Control

Access Control List(s) (ACL)
Used to define the persons with database access and the specific functionality allowed for them.

ACL Roles
Used to refine ACL functionality, by granting or limiting access to additional database functionality (such as limiting the ability to change the design of the database).

Reader/Author Fields
Used to limit or restrict access to views and documents, especially for limiting editing access to documents written by others.

1.2 Internet Security

The CUTS Database uses the Secure Sockets Layer (SSL) encryption protocol to assure integrity of data as it transits the Internet. Version 4.5 or higher of Netscape (or version 4.0 or higher of Internet Explorer) support SSL communications.  SSL is the encryption technology trusted by commercial firms to encrypt your credit card information when you do e-commerce purchasing over the Web.

2.0 Accessing the CUTS Database

The CUTS Database is a Lotus Notes web-based application that runs from a Lotus Domino server.  It can be accessed through one of three Internet Browers: Netscape Navigator, Internet Explorer, or the Lotus Notes Web Navigator.  Each participant must request a logon ID and password the first time they access the CUTS Database.  Once participants receive this logon information, they are ready to use the CUTS Database system.

2.1 Accessing the Internet

The Web browser used to access the CUTS Database can be either of the following two:
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The most common web browser for most Government agencies is Netscape Navigator.


Another popular web browser is Microsoft's own Internet Explorer that comes standard with computers running Windows 95 (version C) or greater, or Windows 98. 



Accessing the Internet

To access the Internet using Netscape Navigator, double-click on the Netscape Navigator icon located on the Windows desktop.  The designated home page for your organization, or another one you may have chosen,  will be displayed.
Accessing the Internet

To access the Internet using the Microsoft’s Internet Explorer, double-click on the Internet Explorer icon located on the Windows desktop.  The designated home page for your organization, or another one you may have chosen,  will be displayed.



Note:  For the purpose of this documentation, all examples for Web browsers will relate to the Netscape browser.  However, the functionality of Internet Explorer is very similar.

2.2 URL Address Locator 

In the World Wide Web, a URL (Uniform Resource Locator) contains specific address components that identify where a web page is located.  “Http://” indicates the link is a hypertext document on the Web and is followed by the domain name or address (e.g., www.doe.gov) that is a location of a direct web site.

[image: image17.wmf]
1. Enter a web site address in the URL locator bar.  For CUTS the address is http://HR5LNDOM1.PR.DOE.GOV
2. Press Enter to retrieve the web site.

3. Click the Bookmark button.  A list of bookmarked URLs is displayed.  

4. Click on Add Bookmark to save the address for future use

2.3 Netscape Web Navigator Toolbar

Web Toolbar Features
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Back – Returns to the previous document
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Forward – Moves to the next document
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Stop – Stops the process of loading a document onto the screen
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Reload – Retrieves a current document again with any updates
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Home – Opens or returns to your Web Browser’s home page
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Search – Finds a word or phrase on the opened page
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Print – Sends the open page to the default printer
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Bookmarks –
Opens the list of bookmarked web addresses to select from

2.4 Accessing the CUTS Database

The CUTS Database is found on the MA-5 Home Page on the MA-5 domino server at DOE-HQ.  To access it complete the following steps:

1.  Open your internet browser.

2.  Enter the URL for the MA-5 home page on the domino server: 

http://HR5LNDOM1.PR.DOE.GOV
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The home page will be displayed:

3.  The link to the CUTS Database is displayed 

4.  Click on the link to open the CUTS Database.

3.0 CUTS Initial (Login) View

The opening (login) view for the CUTS Database offers three choices: 
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The three choices (request a new account, login to change your password, and login to the database) are discussed in more detail below.

3.1 Request a New Account
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Click on this link to request a new account to access the CUTS Database.  A form appears:
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Indicates a Required Field
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Submits your request to DOE
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Clears all entries in the form
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Exits the form without submitting it

Enter your information in the fields on the form.  Note that the Organization field has a drop-down menus of choices.  Use one of the choices available, in order to assure that your data are sorted correctly within the database.  When you have completed the form, click on the Submit Request button.  You will be notified by e-mail, at the address you entered, when your account has been established.


3.2 Login to Change Your Password

Chose this option to change your password. A login screen appears:
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Enter your name and password.  You will see an intermediate screen:
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Click on Change Your Password.

The next screen shows your account information:
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Click on Change Password, and a Password Change Request screen appears:
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Enter your old password, then a new password, and click the Submit Request button.

3.3 Login to the CUTS Database

If you already have an account in the CUTS Database, click on the Login to the CUTS Database link to enter the Database.  A login screen appears:
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Enter your name and password to gain access to the CUTS Database.

4.0 CUTS Main Screen
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Susan Dawson

[First name: [Susan

[Last name: [Dawson

(Organization
[Phone Number:

[E-mail [susan dawson@ee.doe.gov

[User name: [Susan Dawson

Choose what you want to do:
Change Password
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There are three sections of the main screen – the Action Bar, a Navigation Pane, and a View Pane:
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View
Description

Action Bar
Task-specific command buttons which execute frequently used actions.

Navigation Pane
Displays various views of the CUTS data. (Changes the way the data are sorted, for convenience in locating a specific entry.)  In the CUTS Database there are two views of the data: sorted by Contracting Office, and sorted by Fiscal Year and Quarter.

View Pane
Displays the data sorted the way you requested in the Navigation Pane, or displays the individual listing you selected.

 4.1 Viewing a CUTS Document

Reports are grouped by Contracting Office, and listed by Fiscal Year and Quarter.
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Click on a fiscal year and quarter in the second column, to see the detailed information in the database for that time period.  The Summary Contract Action Report appears. 
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It is a long form consisting of three sections.  Use the scroll bar to view the lower or upper parts of the document.  Use the Back button to return to the CUTS main screen. The Edit and Delete buttons are discussed in Section 4.1.1 below.

4.1.1  Editing or Deleting A Document
Only designated persons at each facility may edit or delete CUTS information, and only for their designated contracting office.  To edit a document, click on the Edit button at the top of the document screen.  The Edit screen appears:
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For more information on entering CUTS data, see Section 7 – Create New Document, below.

4.2 Main Screen - Navigation Pane
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The Navigation Pane allows you to chose which data are displayed in the View Pane.  There are five views in the CUTS database.  

Two views are ways of sorting the CUTS data, to allow you to more easily locate specific data.  

Three views provide other functionality: creating a new document, creating reports,  and exiting the CUTS Database. 

The table below describes each view, and the following sections show each view in more detail.

Data View
Description
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Opens a data entry screen to add a new CUTS document.
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Shows the CUTS data sorted by Contracting Office.  This is the default view when the CUTS Database is opened.
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Shows the CUTS data sorted by Quarter by Fiscal Year.
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Opens a screen to select data and then produce specific reports from the CUTS database.
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Exits the CUTS Database and returns to the MA-5 Domino Home Page.

Create New Document is described in Section 7.  The Views by Contracting Office and By Fiscal Year & Quarter are described in Section 5, and Reports are described in Section 6.

4.3 Main Screen - Action Bar
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The main CUTS Database screen contains an Action Bar, that automates several functions to make it more convenient to use the Database.  Previous and Next move to the previous and next screens of data, respectively.  Expand and Collapse expand or collapse all sections of data, respectively.

4.4 Expanding and Collapsing Data with Twisties

A Twistie is a small blue arrow-head used to indicate that there is more information available in a particular section.  It is used to make the list of data presented on the screen more manageable.  When you click on a twistie, it expands or collapses the section.
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Collapsed Twistie – indicates there is more information available
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Expanded Twistie – indicates that the extra information is being displayed
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Expands all Twisties – displays all available information in all subsections.  
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Collapses all Twisties – dramatically reduces the amount of information on the screen when there is too much data shown.  
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In the example below, the Fiscal Year 2001 is collapsed but FY 2000 has been expanded, as has the first Quarter.

Since the CUTS database contains a lot of data, you can use the Twisties to isolate just the information you want on your screen.

5.0 Finding a CUTS Document - Views of CUTS Data

The navigation pane provides two views of the information in the CUTS database.

5.1 View by Contracting Office
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This is the default view, sorting CUTS documents by Contracting Office.  Entries for each Quarter of each fiscal year are shown.  The award value for the total of new awards plus modifications, and the award value for modifications alone, are listed.

[image: image45.bmp]Click on the Quarter in the third column of any line, to view that document.

5.2 View by Fiscal Year and Quarter

[image: image46.bmp]This view shows the reports from the Contracting Offices for each Quarter of each Fiscal Year.

Click on the name of the Contracting Office in the third column of any line, to view that document.

6.0 Reports

Selecting Reports on the Navigator brings up a screen with a choice of three reports:
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6.1 Summary Contract Action Report
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Selecting 101 – Summary Contract Action Report opens a screen with choices of which Contracting Office, HCA Code, Fiscal Year, and Quarter you wish to view for the Summary Report.

Select a Contracting Office, HCA Code, fiscal year, and one or all of the quarters. 

Click on the Submit button to generate the report.  A report screen will appear.  
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The report lists contract information for a specified Contracting Office, Year, and Quarter:

6.2 Socioeconomic Summary

Selecting 102 – Socioeconomic Summary opens a screen with a choice of which Fiscal Year you wish to view for the Summary.

[image: image50.jpg]curs & Contracts Under $25K System

B o Docuent «Previous  Next+ @Epand  Collapse™

: Total New Awvards

Sy ByComsomee. FY O ConlrsctngOffee & Modifications
Slyiepsrraon  bam
¥ 2000

VistQu
01 - HO Procurement Operations $316
03 - Oakland Operations Office. $97

04. Albuguerque Operations Office $%6

Modifications

0
0
4





[image: image51.jpg]101 - Summary Contract Action Report

Select Report Parameters
Use Chl key to make mliple selections

07 HQ Procurement Operations
02 - Chicago Operations Office

05 - Oskland Operations Offce

04 - Albuquergue Operations Office
05 - Oak Ridge Operations Office
06 - Richland Operations Office

07 - ldaho Operations Offce

OR

Contracting Office:

HCA Code:

Fiscal Year: € 2000 € 2001 € 2002
Quarter: AL 127304

Back Reset Subrmit




Select a Contracting Office OR an HCA Code, and fiscal year and click on the Submit button to generate the report.  A report screen will appear.  The report lists socioeconomic data for the total specified fiscal year, and by quarter:
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6.3 SF281 Submission Status

Selecting 103 – SF281 Submission Status opens a screen with a choice of which Fiscal Year you wish to view for the SF281 Report.
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Use the drop-down menu of choices to select  contracting office and a fiscal year.

See section 7 – Create New Document for a detailed discussion of the drop-down menus.

Click on the Submit button to generate the report.  A report screen will appear.
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6.4 Printing Reports

To print the any of the reports, select the Print button at the top of your browser while the report is on your screen.
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The browser’s print dialog box appears.  
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Click on OK to send the list to the printer.

The entire report will print even if it does not entirely fit on your screen.

Note:  Use the browser’s Print Button as shown above, to print any other view on your screen.
7.0 Create A New Document
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Select the Create New Document button, the first button in the Navigation Pane, to add an CUTS document to the database.  The top (summary) part of the Summary Contract Action report appears:

1. [image: image59.jpg]103 - SF281 Submission Status

Select Report Parameters
Contracting Office: [ALL -
Fiscal Year: 2000 € 2001 € 2002

Back Reset Subrmit




In the FY (Fiscal Year) field, click on the down arrow.  A drop-down list will appear. Select (click on) the fiscal year for your report from the list.

2. [image: image60.jpg]Back

U.S. Department of Energy
Report 103 CUTS - Contracts Under Twenty-five Thousand System Run Date:01/17/2001
SE281 Submission Stafus
Fiscal Year - 2000

HCACode  AWOC Code Awarding Office o 2 LS Q1
01 o1 HQ Procutement Operations OSOSN0 04200 11292000 10102000
o002 0 Chicago Operations Office
003 01 Oskland Operations Office 08400 0B4ZO00  OTZI00  10/2072000
o004 04 Abuguerque Operations Office A0 0426200 OTI00 10482000
005 05 Ok Ridge Operations Office OUDTZON0  O4AZO00 07422000 10422000
006 05 Fichland Operations Office 08242000
007 o Idaho Operations Office VA0 0SDLE00 725200 107252000
008 [ Nevada Operations Office 0840 0B400  0BA4Z00  10AZ2000
009 0 Savannsh River Operations Office 012000 04DAZO00 07422000 10/202000
o0 1 Pittstuegh Naval Reactors Office OD3Z000  4DSZ00 0752000 10042000
o 12 Schnectady Naval Reactors Office OUDTZON0 04102000 07202000 10042000
004 13 Grand Junction Project Office
005 16 Portsmouth Project Office
o002 17 Environmental Measurments Laboratory 0102000 04172000 1041/2000  10/11/2000
024 2 Ohio Field Office OUZION0  O4BEO00  O7ABE00  10/31/2000
026 2 Netions! Fnergy Technology Laborstory 0102000 0407/2000  07/07/2000 1041812000
027 7 Office of River Protection
004 e Los Alamos Area Office 0600 0824700 087242000
004 e Kensas iy Area Office

034 34 Rocky Flats Fisld Office. 01/12/2000  04721/2000  07/22/2000  10/19/2000



In the Quarter field, click on the down arrow.  A pick list will appear.  Select the Quarter from the list.
 

3. In the Report Type field, select whether this report is an Original or Revision.

Select “Original” if this is the original submission for a given quarter.  Select "Revision" if this is a change or deletion to a previously submitted report.  The data on the revision form will replace all data from the previous submission.
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will appear. Select (click on) the name of your Contracting Office from the list.
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Scroll down to the next section of the report: Part I – Prime Contract Actions of $25,000 or Less.

Enter the information requested in the form (see the instructions below).


Note: The instructions below are taken from the directions for the hardcopy version of the SF 281 – Summary Contract Action Report. 

A.  Reporting Contract Actions and Dollar Amounts

(1) Contract actions - Count as an action each contract, purchase order, call against a blanket purchase agreement, order against a basic ordering agreement, delivery order, or modification that obligates or deobligates funds during the report period.

(2) Net dollar amounts - Net dollars are the net sum of obligated and deobligated dollars during the report period, rounded to the nearest thousand, and truncated to eliminate the zeros from the rounding.

Examples include:

· $4,565,264.50 rounds to $4,565,000 and shall be reported as 4565

· $964,745.80 rounds to $965,000 and shall be reported as 965

B.  Explanation of Lines and Columns

Column (a) is for the number of actions.

Column (f) in Part I and column (b) in Part II are the total net dollars for the number of actions in column (a) for the appropriate line.

Columns (b) through (e) in Part I break down the total in column (f) by type of business for lines 3 through 7 and lines 9 through 11 as follows: (NOTE: Line 8 does not add across because lines 1 and 2 are excluded from columns (b) through (e) but reported in column (f).

· Column (b) is for net dollars to small businesses

· Column (c) is for net dollars to large businesses.

· Column (d) is for net dollars to both domestic contractors performing outside the United States and to foreign contractors 

· Column (e) is for net dollars to any other entity which does not fall within the definitions of columns (b) through (d), and includes state and local governments. educational institutions. non-profit or not-for-profit organizations, and Federal Prison Industries, i.e., UNlCOR.

· Column (f) is the sum of column (b) through (e) for lines 3 through 7.  (NOTE: Line 8 and lines 9 through 11 do not add across because lines 1 and 2 are excluded from columns (b) through (e) but reported in column (f).)

All lines include both new awards and modifications, with the exception of Line 12 which is for modifications only.



DETAILED LINE ITEM ENTRIES

PART I. PRIME CONTRACT ACTIONS OF $25,000 OR LESS
Report actions and net dollars to Federal Prison Industries, i.e. UNICOR, in Part I only.

LINE I:  TARIFF OR REGULATED ACQUISITIONS

Report the total actions and net dollars for tariff or regulated industry actions.

NOTE: Do not report these actions and net dollars in lines 3 through 7 and in Part II.

LINE 2: CONTRACT FOR FOREIGN GOVERNMENT OR INTERNATIONAL ORGANIZATION

Report the total actions and net dollars for contracts with a foreign government or international organization.

NOTE:  Do not report these actions and net dollars in lines 3 through 7 and in Part II.

LINE 3: PURCHASES USING SIMPLIFIED ACQUISITION PROCEDURES (FAR PART 13)

Report the total actions and net dollars for purchases of $25,000 or less (including modifications to those purchases) awarded pursuant to the simplified acquisition procedures in FAR Part 13, excluding imprest funds, SF- 44 purchases, and government purchase card purchases.  Micro-purchases awarded using simplified acquisition procedures, other than the use of the government purchase card, should be reported on this line.

LINE 4: ORDERS - GSA SCHEDULES ONLY

Report the total actions and net dollars for orders placed under GSA federal schedule contracts.

LINE 5: ORDERS - OTHER FEDERAL SCHEDULES

Report the total actions and net dollars for orders placed under federal schedule contracts other than those of GSA; e.g., Department of Veterans Affairs or the Office of Personnel Management.

LINE 6: ALL OTHER ORDERS

Report the total actions and net dollars for orders placed under indefinite delivery contracts (other than federal schedule contracts) and basic ordering agreements.

LINE 7: OTHER PROCUREMENT METHODS

Report the total actions and net dollars for any action reportable on the SF 281, and not falling into any of the categories in lines I through 6.  This line includes 8(a) Contract Awards, JWOD Nonprofit Agency awards, and UNICOR awards.

LINE 8: TOTAL NEW AWARDS AND MODIFICATIONS

Report the totals of lines I through 7 in this row.

LINE 9: COMPETED

Report the portions of line 8 (total actions and net dollars) which were competitively awarded.

Competed actions include actions $25,000 or less when any of the following conditions apply:

-  Simplified acquisition procedures were used and competition was obtained.

-  Competitive procedures were used to fulfill the requirement for full and open competition

(reference FAR 6.1).

-  Full and open competition was provided for after exclusion of sources, in order to establish/maintain alternative sources, to set aside a procurement for small business or labor surplus area concerns, or to compete 8(a) Contract Awards (reference FAR 6.2).

-  Statutory authorities for other than full and open competition were used (reference FAR 6.3), and more than one offer was received.

NOTE: Any procurement authorized or required by statute to be awarded to a specified source, e.g. 8(a) Contract Awards that are sole source; brand name commercial products for authorized resale; or awards for utilities (except telecommunications) are excluded from line 9 and should be reported under line 11.

LINE 10: NOT COMPETED

Report the portions of line 8 (total actions and net dollars) which were not competitively awarded.

Contract actions that were not available for competition are to be reported in line 11.

LINE 11: NOT AVAILABLE FOR COMPETITION

Report the portions of line 8 (total actions and not dollars) which were not available for competition. Actions $25,000 or less are not available for competition when any of the following conditions apply:

-  Awards for utilities (excluding long distance telecommunication services) where there is no opportunity for competition (Line 1).   Local telecommunication dial tone services should be reported as not available for competition.

-  Contract for foreign government or international organization. (Line 2)

-  Brand name commercial products for authorized resale.

-  Procurements authorized or required by statute to be awarded to a designated source.

-  Micro-purchases (FAR 13.101)

-  Sole source 8(a) Contract Awards, pursuant to FAR 6.3025(b)(4).

-  Awards with Federal Prison Industries (UNICOR).

-  Other contract actions where the agency has determined that there is no opportunity for competition.

LINE 12: TOTAL MODIFICATIONS (EXCLUDING LINE 3)

Report the portions of line 8 (total actions and net dollars), excluding FAR Part 13 simplified acquisitions reported in line 3, which were modifications (not new awards).
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Scroll down to the last section of the report: Part II – Selected Socioeconomic Statistics.  Enter the information requested in the form.

PART II SELECTED SOCIOECONOMIC STATISTICS
LINE 13: SMALL BUSINESS SET-ASIDE

Report the total actions and net dollars for awards (including SBIR) made under the small business set- asides or partial small business set-asides awarded pursuant to FAR 13.105, 19.502-2, or 19.502-3.

LINE 14: SMALL BUSINESS CONCERNS

Report the total actions and net dollars to small business concerns as defined in FAR 19.001.  This also includes awards to small disadvantaged business concerns, women-owned small business concerns, and HUBZone small business concerns.

LINE 15: 8(A) CONTRACT AWARD

Report the total actions and net dollars for awards made under Section 8(a) of the Small Business Act pursuant to FAR 19.8.

LINE 16: SMALL DISADVANTAGED BUSINESS SET-ASIDE

Report the total actions and net dollars for awards made under the small disadvantaged business set-aside program pursuant to FAR Part 19.

LINE 17: SMALL DISADVANTAGED BUSINESS CONCERNS

Report the total actions and net dollars to a small disadvantaged business concern (including an individual who is both socially and economically disadvantaged) as defined in FAR 19.001.  Note that this includes all 8(a) concerns (which are reported under line 15 above) but excludes minority-owned large business concerns. This also includes HUBZone small disadvantaged business concerns and Indian reservations.

LINE 18: HBCU/MI

Report the total actions and net dollars to historically black colleges and universities, or minority institutions.

LINE 19: HUBZONE PROGRAM

Report the total actions and net dollars under the HUBZone program pursuant to FAR 19.13.

LINE 20: HUBZONE SMALL BUSINESS CONCERNS

Report the total actions and net dollars made to all HUBZone small business concerns, See FAR 19.001 for definition of HUBZone small business concern.

LINE 21: WOMEN-OWNED SMALL BUSINESS CONCERNS

Report the total actions and net dollars to women-owned small business concerns as represented in response to FAR 52.219-1.

LINE 22: JWOD NONPROFIT AGENCY

Report the total actions and net dollars to a non-profit agency employing people who are blind or severely disabled (referred to as JWOD Participating Nonprofit Agency as defined in FAR 8.7 which implements the Javits-Wagner-O’Day Act JWOD).

LINE 23: SERVICE DISABLED VETERAN OWNED SMALL BUSINESS

Report the total number of actions and net dollars to a small business owned by a service disabled veteran.  See FAR Part 19.
LINE 24 - VETERAN OWNED SMALL BUSINESS (VOSB)

Report the total number of actions and net dollars to all veteran owned small businesses.  This SHOULD INCLUDE total actions and dollars in line 23 .  See FAR Part 19.
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To Complete the Document:


1. Click on the Submit button                                 to load the completed form into the CUTS database.


2. Click on the Reset button               to clear all the data entries on the form, but to remain in the form.


3. Click on the Back button             to abandon this form without saving the information.

Important Note:  The CUTS database contains internal logic rules to assure that the data entered are self-consistent (for example, that certain values do not exceed the sum of other values).  When you click on the Submit button CUTS checks the data you entered against these rules.  If CUTS finds an inconsistency you will receive an Error Message such as the following:

You must go back and correct the error before CUTS will accept your New Document.
SF 281 Data Entry Screen
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