Enclosure 1

Administrative Instructions/Procedures for SADBU Staff Assistance Review Program
1.
Purpose. The purpose of this enclosure is to prescribe procedures and assign responsibilities for conducting the SADBU Staff Assistance review Program.

2. Applicability and Scope.

The SADBU Staff Assistance and Review Program applies to the Secretary of the Army and its Field Operating Agencies (FOAs), the Army’s major commands (MACOMs), and subordinate commands in the Continental United States (CONUS), including the National Guard and reserve components.

3.
Procedures.

a.
During each fiscal year, the DA SADBU office will develop a tentative schedule of staff assistance review visits. The visits will be scheduled every two years, and will be coordinated when practicable with other acquisition reviews so as not to conflict. Based upon the proposed schedule, and the recommendation of the command/activity Associate Director (AD), formal notification will be provided no less than 30 days prior to the visit.

b.
The requirement for MACOMs that do not have a an integral contracting activity but have policy and oversight functions (such as the Army Materiel Command (AMC)) is to have a HQDA SADBU approved Assistance and Review program for their MACOM, and demonstrate that it is active by submitting copies of the results of their reviews to the Director, OSADBU. When selected for a HQDA Staff Assistance Visit, they will fill out the applicable parts of the questionnaire and brief their SADBU program and Small Business Improvement accomplishments.

c.
Prior to the visit, the Director, OSADBU, or the DA staff officer responsible for the command/activity will request the command/activity AD to perform the following actions:

(1)
Complete the SADBU Staff Assistance Review Questionnaire (Enclosure 2). The questionnaire must be completed and received by HQDA SADBU electronically not later than 14 days prior to the visit.

(2) Coordinate and schedule visits to the command group, PEOs, and as appropriate, local government, business, and community leaders.

d.
Conduct of the Staff Assistance Review Program. When visiting command/activity subordinate units, a representative of the command/activity AD’s office will accompany the HQDA SADBU team and participate in the review.

(1)
Entrance Briefing.

(a)
The HQDA SADBU team leader will present an entrance briefing for the command/activity. The briefing will be in a PowerPoint format and will be provided to the command/ activity one week prior to arrival in order to facilitate preparations. The attendees for the command briefing should include the Commander or Deputy Commander, Chief of Staff, PARC/DOC, AD, and other representatives as designated by the command/activity. The briefing will include the purpose, objectives, and special areas of interest of the staff assistance review.

(b)
The command/activity will present a command briefing that will include, in addition to a command overview, a SADBU program overview in accordance with the format at Enclosure 3. The overview format at Enclosure 3 should be modified based upon command/activity characteristics and guidance from HQDA based upon the HQDA SADBU review of the command/activity’s completed questionnaire.

(3)
Conduct of the Review. An examination of SADBU duties and, as applicable, contract files, reports, and procedures will be conducted to assess the quality of the SADBU program. Particular emphasis will be placed upon the following:

(a)
Proper reporting placement of SADBU Personnel

(b)
Progress of the Small Business Program Reinvention initiatives.

(c)
Method and effectiveness of outreach efforts.

(d)
Subcontracting program initiatives.

(e)
Effectiveness of HCBU/MI initiatives.

(f)
Process improvements accomplished to address program deficiencies or increase SB participation noted during previous SADBU, command/activity, or other agency (i.e. IG, AAA, and SBA) audits and/or reviews.

(g)
Contract files to review compliance with various policies and regulations.

(h) Other special initiatives or areas as appropriate.

                                           (4) Exit Briefing. At the conclusion of the review, the HQDA SADBU team will present a summary of the results to the same personnel identified in 3.d. (l) (a). The results will be presented in terms of best practices noted and recommendations for program improvement.  Systemic issues and problems beyond the scope of the command will be identified as action items for the HQDA SADBU staff.

4.
Reports and Follow-up. The command/activity will send a formal response to HQDA SADBU within 30 days of receipt of the HQDA SADBU report. If required, the command/activity will coordinate reports of process improvements or follow-up visits with the HQDA SADBU staff. If applicable, a separate report will be provided to the Army Acquisition Executive (AAE) concerning support to the PEOs.
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