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	Procedure: Small Business Scorecard
	



Procedure Title: Small Business Scorecard

Purpose: The Small Business Scorecard is a tool for measuring performance against the small business target goals established for MEDCOM Contracting Offices.
Procedure: 

1.   Once a month procurement reports for the MEDCOM are retrieved from the Federal Procurement Data System – Next Generation (FPDS-NG). This scorecard spreadsheet has been designed to automatically transfer data from the FPDS-NG reports and to calculate performance scores based on the rationale below. It is essential that the data transfer and calculations be verified manually. Once everything is verified, enter the “as of” date at the top of the spreadsheet.
a.   Report generation procedure:

i.   Log in to FPDS-NG at https://www.fpds.gov/ using a Government User ID assigned by the FPDS-NG administrator (should be similar to user.name@rpt2100 for Army reports). This ensures that you are accessing current data.

ii.   Select “Standard Reports”.

iii.   Select “How” from the ribbon bar.

iv.   Select “Small Business Achievements by Awarding Organization Report”
 from the report list.

v.   Set report criteria:

(1) From and To Dates as needed for the report
(2) Department ID: 9700

(3) Agency ID: 2100

vi.   Execute the report

vii.   When the report has run, Export it in Excel format and save it to the G: drive as Army_Small_Business_Achievements_by_Awarding_Organization_Report.xls. (Add “Army_” to the beginning of the file name before saving it.)

viii.   Select “Small Business Achievements by Awarding Organization Report” from the report list.

ix.   Set report criteria:

(1) From and To Dates as needed for the report

(2) Department ID: 9700

(3) Agency ID: 2100

(4) Organization Code: MEDCOM

x.   Execute the report

xi.   When the report has run, drill down to the “Contracting Office”
(1) Place cursor in the “Department” Column and click right mouse button

(2) Select “Drill”

(3) Select “Contracting Office”

xii.   Export it in Excel format and save it to the G: drive as Small_Business_Achievements_by_Awarding_Organization_Report.xls (the default title)
xiii.   “Close” the report to return to the FPDS-NG “How” report listing.

xiv.   Select “Who” from the ribbon bar.

xv.   Repeat steps iv. through xiii. using “Awards By Contractor Type”
 this time.

xvi.   Log Off FPDS-NG.

b.   Report Verification: This verification is critical even if the steps above are followed meticulously because the FPDS-NG reports may have been changed (“improved”) since the last time they were run. It is also possible that adjustments made to the Scorecard during the last cycle need to be changed again for this cycle.
i.   Manually verify that the data from the Small_Business_Achievements_by_Awarding_Organization_Report reports are transferring to the correct cells on the Scorecard.

ii.   The “Awards By Contractor Type” reports currently do not show percentages. The Scorecard is designed to calculate the appropriate percentages. Verify that these calculations are correct and that the correct cells in the source report are being addressed.
2.   The Scorecard actually uses two separate scoring systems:

a.   Color system: Green/Amber/Red

This system provides an easily evaluated snapshot of performance. Green means that the Contracting Office has met or exceeded its target for that particular program. Amber means that some awards have been reported towards the target but the target has not been reached yet. Red means that there have been no awards reported for that program or the total dollars awarded were negative. (This might happen if a Contracting Office de-obligated more money than they obligated during the same period.) In the Scorecard table each colored cell also shows the actual percentage achieved in each program.

b.   Grade system: A/B/C/D/F and “Grade Point Average”

Letter grades are assigned based on how close a Contracting Office has come to meeting or exceeding its target goals. 

A
Meets or exceeds statutory goals and at or above 90% of the target performance

B
Meets or exceeds statutory goals and achieved 50% to 89.9% of target performance

C
Achieved 25% to 49.9% of target performance

D
Achieved 0% to 24.9% of target performance

F
Reported less than 0% of target performance (This may occur if an office deobligated more money in a category than it obligated during the same period.)

This system also makes it easy to calculate a score similar to an academic grade-point-average. Each small business program has been assigned a weight by the Army Office of Small Business Programs. Each letter grade has been assigned a numeric value based on an academic 4.0 system: A=4, B=3, C=2, D=1, F=0. Multiplying the Program Weight by the numeric value of the letter grade achieved gives a weighted score. Dividing the sum of the Program Weighted Scores by the Total Program Weights gives us an average performance score. A perfect score would be 4.0 (“A” in every program). Once the Overall grade-point-average is calculated, a letter score is assigned using the scoring system in the DOD Strategic Management System.
3.   The Scorecard also shows the actual dollar amount achieved to give users a better understanding of the magnitude of the achievements.

4.   Once the scorecard has been prepared, it is reviewed by the ADSB for accuracy and then released to the HCA, PARC, and Regional Medical Commands.
5.   The Scorecard is also published to the Small Business Office Website. Save the scorecard spreadsheet first as a standard excel file, then convert it to a PDF document. Once converted, publish the PDF file to the website following the procedures for website maintenance.
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	Issue 001
	30 Apr 2004
	None
	First Issue
	DES

	Issue 002
	25 Jan 2006
	1,2
	Updated and added information on ACBIS data download.
	DES

	Issue 003
	4 Apr 2008
	1,2
	Updated scoring system to add F rating and corrected other minor procedural issues.
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	Issue 004
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	1,2
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	Issue 005
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� This report provides data for the SB, SDB, WOSB, SDVOSB, and HUBZone Programs.


� This report provides data from the HBCU/MI Program.
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