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Disadvantaged Business Enterprise (DBE) Report Instructions for Regional Planning Affiliations (RPA) and Metropolitan Planning Organizations (MPO)
1. If contracts were not awarded to DBE firms during the reporting period, the report cells to complete are: 8 A&B and 13 A&B.  
The dollar amounts and number of contracts for lines 8 and 13 will be the same unless the actual payments for contracts are not finalized.  
An example of an actual payment on a contract that is not finalized is if you purchased three computers, but only two were installed during the reporting period and actual payments were not made on the computer that was not installed. 
Another example of lines 8 and 13 A&B not being the same is for employee benefits, such as insurance, that the actual payments were not finalized during the reporting period.
2. Most planning agencies will not have subcontracts, which are listed on line 9 A&B; however, but if there are subcontractors simply use line 9.

3. Employee salaries are not included in the DBE report 

4. The main categories of expenses for DBE reporting are office supplies, employee benefits, services, and planning studies. Services could include marketing studies, public involvement, site assessment, mapping, and land surveys.
Additional categories of eligible expenses listed by Federal Transit Administration (FTA) are listed below.
Examples of Prime Contracting Opportunities:

· Printing 
· Insurance

· Bus shelter cleaning

· Shelter glass replacement

· Transit decal application on bus shelters

· Snow removal at shelter sites

· Security and courier services for farebox money

· Concrete work for new bus shelters and bus bay

· Feasibility study for maintenance facility

· National Environmental Policy Act (NEPA) assessment for maintenance facility

· Preliminary and final design of maintenance facility

· Construction management

· Translation of printed materials into Spanish, Braille and audio cassette

· Farebox counting and deposit

· Tires and tubes

· Washing supplies

· Towing and outside repairs

· Uniforms (laundry) 

· Drug screens and physicals

· Shop tools, parts, fluids, tires, and bus washing supplies
· Disposal of waste fluids

· Fuel

· Landscaping

· HVAC and plumbing repairs and maintenance

· Snow removal

· Miscellaneous supplies (light bulbs, filters, etc.)

· Pest control

· Carpet care

· Printing

· Office supplies

· Construction

· Service contracts

· Professional services of all kinds (accounting, auditing, legal representation, brokerage, etc.)
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