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Metro Connect

Metro Connect is Metro’s commitment to the growth and success
of small businesses. Metro Connect aims to provide small businesses
with greater access to the people, resources and events that can help
them win contracts with Metro. It also seeks to increase the number
of small businesses that are certified with Metro.

Small Business Toolkit

We’ve developed this toolkit of materials for small business,
whether in the start-up or mature phase. The goal of this kit is
to support your growth and assist you in being prepared to take
advantage of contracting opportunities with Metro and others.
We hope the resources and worksheets are beneficial and we
welcome your feedback.

“Metro is committed to protecting the
future of small businesses and the
surrounding communities they serve
as we build a world-class transportation
system in LA County.”
–Phillip A. Washington
CEO, Metro

“Home to more minority and womenowned businesses than any other
county in the nation, we are on the edge
of a new Los Angeles that is reinventing
itself before our very eyes. When
small business thrives, our economy
thrives, our competition and innovation
thrives…and Metro thrives as well.”
– debra avila

Chief, Vendor/Contract Management
Metro

Table of Contents
Welcome Letter							3
Metro Connect							4
Small Business Prime Program					

8

Disabled Veterans Business Enterprise Program			

12

Frequently Asked Questions					14
Smart Tips for Small Business Success				

18

The Elevator Pitch						20
Goal Statement							24
Top 20 Contacts Network Tracking Sheet				

26

Top 40 Contacts Network Tracking Sheet				

28

Glossary of Terms		 				30
Upcoming Capital Projects		 			35
Signature Events							36
DEOD Directory & Quick Links					

37

“Your success
is our success.”
Welcome to Metro Connect!
Dear Small Business Owner,
At Metro, we believe small businesses are essential
to building and maintaining our fast-growing
transportation network. Over the next 30 years,
we’re going to need an almost unimaginable range of
products and services – architects, builders, contractors,
engineers, communicators, truckers, printers, graphic
artists, financial analysts, construction managers,
commodities suppliers, media buyers and advertisers,
and the list goes on. We want and need large and small
businesses to help do the work taxpayers have entrusted
us to do – build and operate a world-class transportation
system in LA County.
That’s where you come in. You’ve demonstrated through
your can-do spirit that you’re up to the job, and that’s
exciting to us. We’re committed to helping you win
business with Metro and we’re committed to being your
champions. To that end, we’ve reorganized our small
business programs under one umbrella, called “Metro
Connect,” and engaged everyone at Metro in the effort
to help you grow with us.
As we begin working more closely together, I hope you
will come to know Metro Connect as our renewed
commitment to the growth and success of small
businesses. Our aim is to increase opportunities for you
by providing greater access and transparency, a level
playing field, a more streamlined procurement process
and improved communications.

This Metro Connect Small Business Toolkit is one of
the ways we hope to contribute to your success. It’s
designed to help you do business with Metro more
effectively. I encourage you to become familiar with the
many resources, worksheets, and information contained
in it. And don’t forget to keep coming back, because the
Toolkit will be updated regularly.
I also encourage you to take advantage of the numerous
Metro Connect events throughout the year: “How to do
Business with Metro,” “Meet the Primes,” “Meet the
Buyers,” “Meet the Project Managers,” “Salute to
Small Business,” and matchmaking events held in
local communities.
Finally, if you are not already certified, I encourage you
to get certified so you can take advantage of future
contracting opportunities without delay.
With so many opportunities ahead, the future is bright.
Please join us as we seek to improve our region’s
mobility and prosperity.

Miguel Cabral
Executive Officer
Diversity and Economic Opportunity Department
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Come Grow with Us.
Metro values small businesses and the relationships
we have with them. We know that the ingenuity, risktaking and skills of small businesses are propelling
LA County’s economic development, and we are
committed to supporting their advancement.
What is Metro Connect?
Metro Connect is our commitment to the growth and
success of small businesses. Metro Connect aims
to increase the opportunity for small businesses
through various efforts that provide greater access and
transparency around the agency’s procurement process.
Through Metro Connect, small businesses can find
linkages to people, resources and events to support
their organizations’ growth and success, and a direct
route to Metro’s small business programs.
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Metro’s Diversity & Economic Opportunity Department
(DEOD) is a unit of Vendor/Contract Management.
DEOD is responsible for all of Metro’s small business
programs, including Metro Connect. Our role is to
champion your ingenuity, commitment and can-do spirit
within Metro and to the larger community. We do this by
notifying you about contract opportunities, promoting
transparency in our procurement processes, advocating
for a level-playing field and fostering improved
communications. We also connect you with Metro staff
so you can develop the relationships needed to do
business more effectively.
Ultimately, our commitment is to increase the number
of small businesses that are certified with Metro so you
can proactively participate in the procurement process.
We assure you that at DEOD, you’ll receive a full circle
of support so that your business can grow with Metro.

Small Business Programs
your connection to metro

Disadvantaged Business Enterprise Program (DBE)
guides Metro in its efforts to reflect the diversity of LA’s
small business community in our contracting practices.
We work with individual business owners, professional
organizations, and our own team of talented
professionals to address the needs of DBE firms.
We are committed to increasing the number of
historically underutilized disadvantaged businesses in
our network and strive to equip you with the tools and
resources you need.
By definition, DBE firms must be minority- or womenowned, generate average gross annual revenue over the
previous three years is less than $23.98 million. DBE
owners must have a net worth less than $1.32 million.
Metro’s overall DBE goal for Federal Fiscal Years
2019–2021 is 27%. Metro’s overall SBE goal is 30%.
Small Business Enterprise Program (SBE) is unique to
Metro in that it mirrors the DBE certification criteria,
with the exception of race and gender.
By definition, the SBE program is race and gender
neutral; the primary requirements are that the owner’s
net worth be less than $1.32 million and the company’s
average gross annual revenue over the previous three
years is less than $23.98 million.

Disabled Veterans Business Enterprise Program (DVBE)
Metro respects and values veterans for their service to
our country, and believes it is important to honor them
for their commitment. We recognize that as business
owners, their commitment translates to more jobs and
a more robust economy.
We are actively working to identify disabled veteranowned businesses to ensure that they are an integral
part of Metro Connect and positioned to take advantage
of contract opportunities. We will continue to work with
veterans organizations and other advocates to make
sure they are informed and included, and that they have
the tools and resources needed to compete.
The program establishes a 3% goal. It applies to nonfederally funded, competitively negotiated contracts
on goods and services over $100,000.
By definition, to qualify as a DVBE, businesses must be
at least 51% owned by one or more disabled veterans.
Small Business Prime is Metro’s breakthrough initiative.
It paves the way for small businesses to bid and win
contracts as prime contractors, as subcontractors,
or even as part of a team. SB Prime enables you to
compete for certain contracts – up to $5 million –
against only other small businesses. However, only
Metro certified SBEs can participate in the Small
Business Prime program.
The program is mandated by the Federal Transit
Administration (FTA) to improve competition by
SBEs on FTA-funded procurements. However, Metro
has expanded the program to include non-federally
funded procurements.
We are working to connect you with our program
managers and procurement staff so you can develop
the relationships needed to successfully compete
under SB Prime.
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Small Business Programs
your connection to metro

Medium-Size Business Enterprise Set-Aside Program
A program developed by Metro to provide Medium-Size
Business Enterprise on non-federally funded competitive
low bid solicitations. This program provides MediumSize Business Enterprises the opportunity to compete
with similar size firms.
> Medium-Size Business Enterprises are defined as
firms with a three (3) year average of $25 million –
$250 million in gross annual receipts and with a
maximum 250 employees.
> Metro does not have, nor will it maintain in the future,
a database that identifies Medium-Size Business by
NAICS code. Medium-Size Businesses responding
to the solicitation shall identify themselves, in the
executive summary, as Medium-Size Businesses that
meet the Metro definition, which will be validated
by the Vendor/Contract Management-Qualification
Group as part of the Metro Pre-Qualification Process.
> The solicitation will allow any size businesses to
propose. However, Metro will entertain proposals
from businesses that are not Medium-Size only in
the event Metro does not receive more than one
responsive/responsible from Medium-Size
Business Enterprises.
> All Proposers are required to comply with the
SBE/DVBE goal requirement indicated in the Letter
of Invitation.
Contracting, Outreach and Mentoring Plan (COMP)
All competitively negotiated RFPs for projects with
an estimated cost of more than $25 million now
require Proposers to submit proposals that include an
innovative Contracting, Outreach and Mentoring Plan
(COMP) to outline their approach to provide Mentor
Protégé opportunities to Disadvantaged Business
Enterprises (DBEs) and Small Business Enterprises/
Disabled Veteran Business Enterprises (SBE/DVBEs).
Metro will evaluate the Proposer or Bidders’ plan as one
element of the evaluation criteria in the proposal or bid.
1. Proposers shall mentor firms (number to be
determined by Metro) for Protégé development as
part of the DBE or SBE/DVBE COMP.
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2. Bidders/Proposers must submit as part of its bid/
proposal a DBE or SBE/DVBE COMP evidencing how
it will achieve its listed commitments through the
utilization of DBE or SBE/DVBE firms for the project.
Bidders/Proposers shall include in its plan creative
strategies and innovative non-traditional approaches
to include DBE or SBE/DVBEs in all phases of
subcontracting, inclusive of a mentor protégé
development approach. The COMP will be reviewed
and approved by Metro.
3. Bidders/Proposers shall host at least one outreach
event with DBE or SBE/DVBEs and small business
community and stakeholders. Bidders/Proposers
shall submit with its bid/proposal an assessment of
the event(s) in the executive summary of the COMP
and describe plan to follow-up with DBE or SBE/
DVBE firms after contract award to meet the small
business commitment. The outreach event shall be
held at least fifteen(15) days prior to the bid/proposal
due date. Bidders/Proposers are required to notify
the Diversity & Economic Opportunity Department
(DEOD) assigned Contract Compliance Officer of
their DBE outreach event(s). Metro may attend as
an observer but is not obligated to attend. Bidders/
Proposers are responsible for their own outreach to
the small business community. Metro is willing to
assist Bidders/Proposers in their outreach efforts
by posting event(s) advertisements to the Metro
outreach calendar of events.
4. Metro expects Bidders/Proposers to develop a
subcontracting approach and implement initiatives,
that would include processes and procedures for
outreach, prompt and expedited payment for DBE
or SBE/DVBEs, technical assistance initiatives,
implementation of mentor protégé development
plan(s), creation of opportunities for joint venturing,
teaming and partnering with DBE or SBE/DVBE
firms in the ordinary course of its business/
teaming strategy to exceed the stated goals. Metro
is interested in hearing creative strategies and
innovative non-traditional approaches to include
DBEs in all phases of subcontracting. The COMP
shall be included with bid documents as requested
in the solicitation.

Certification
The Certification Unit ensures businesses are properly
certified as DBE and/or SBE firms in accordance with
program requirements. Metro does not certify DVBEs;
rather, we accept certification from the California
Department of General Services.
Our goal is to increase the pool of certified firms
available to participate in Metro contracting.
Contract Compliance
DEOD establishes DBE/SBE/DVBE contractspecific goals on Metro contracts and monitors
prime contractor compliance with DBE/SBE/DVBE
requirements. We monitor, assess, report compliance
and enforce prompt payment to DBE/SBE/DVBE
primes and all subcontractors.
Economic Development Initiatives
DEOD manages Metro’s Project Labor Agreement (PLA)
and Construction Careers Policy (CCP), which applies
to local and certain federally funded Metro construction
projects with a construction value greater than
$2.5 million.
We work closely with construction, education,
community and labor leaders to identify and prepare
unemployed and underemployed workers for jobs in
the construction industry.
Labor Compliance
As a recipient of State and Federal funds, Metro is
required to monitor and enforce contractor compliance
with State and Federal prevailing wage requirements on
Metro public works projects. As a result of our efforts,
millions of dollars in earned wages have been returned
to workers.
DEOD has overseen labor compliance activities at
Metro for more than three decades.
Living Wage & Service Contract Worker Retention Policy
Metro provides an equitable wage structure for workers
on all Metro landscaping and irrigation maintenance
services contracts. This ensures minimum levels of
compensation, which will provide workers a higher
standard of living, and improve the level of services
provided to the public.
The Retention Policy will retain, for transition purposes,
core employees of the previously employed contractor
for a period of no more than 60 days. This applies to
service contracts valued at $25,000 or more to continue
service previously provided by another contractor.

Contractor Development and Bonding Program
Metro’s Contractor Development and Bonding Program
(CDBP) was developed to assist Disadvantaged
Business Enterprise (DBE), Disabled Veteran Business
Enterprise (DVBE) and Metro-certified Small Business
Enterprise (SBE) firms, to secure bonding for Metro
construction projects. The CDBP will promote increased
participation of small and disadvantaged businesses
on Metro projects.
CDBP will also assist in obtaining collateral support
for bids and securing performance or payment bonds.
In addition, the program will offer technical support,
education and training. The maximum bond guarantee
is $250,000, or 40% of the value of the contract,
whichever is less. The CDBP is managed by Metro’s
Diversity & Economic Opportunity Department and
administered by Merriwether & Williams Insurance
Services (MWIS).
For more information, please visit metro.net/bonding,
or contact MWIS at 213.258.3000.
Other Eligibility Specific Programs
BIF (Business Interruption Fund) Metro’s Pilot
Business Interruption Fund (BIF) is for “mom and pop”
businesses located along the Crenshaw/LAX Line,
the Little Tokyo area of the Regional Connector and
Section 1 of the Purple Line Extension. Through Board
authorization, the program was expanded to include
Purple Line Extensions Section 2 and Section 3 and to
“mom and pop” businesses directly impacted by full
street closures with a duration of six continuous months
or greater, such as the 2nd & Broadway segment of
the Regional Connector transit rail project. Metro’s BIF
provides financial assistance to qualifying small “mom
and pop” businesses.
BSC (Business Solution Center) Metro’s Pilot
Business Solution Center (BSC) provides hands-on
business assistance and support services to small
businesses along the Crenshaw/LAX corridor during
the construction of the Crenshaw/LAX Transit Project.
Small businesses along the corridor have access to the
BSC for business and technical assistance, including
business development services and referrals to
partnering business resource providers. Metro’s goal
is to help small businesses continue to thrive
throughout construction and post construction. The
BSC demonstrates Metro’s commitment to being a
trusted community builder, partner and stakeholder.
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small business prime program
A Breakthrough Initiative

How It Works

Metro’s Small Business (SB) Prime Program is a
breakthrough initiative that paves the way for
small businesses to bid and win contracts as
prime contractors.

The program applies to both federally funded and nonfederally funded, competitively negotiated contracts,
sealed bids and public works projects, from $3,000 up
to $5 million, depending on the type of procurement.

SB Prime sets aside applicable contracts – up
to $5 million – for which only Metro certified
Small Business Enterprises (SBEs) can compete,
opening a direct route to contract opportunities.

Procurements will be set aside for competition among
SBEs when and if there is a competitive pool of three or
more Metro certified SBE firms available to perform the
work, based on their NAICS codes.
If there aren’t three or more qualified SBEs, or if no
responsive bid is submitted, then the procurement will
be opened up to all firms, regardless of size.
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Three Eligible Contract Categories
SB Prime applies to three categories of work:
set-aside threshold charts
FTA-Funded Acquisitions (IFBs, RFQs and RFPs)
informal
acquisitions

formal
acquisitions

Solicit a Minimum of Three
Quotations from SBE Firms

Competitive Bid
or Proposal

 egotiated awards for supplies, equipment, materials
N
and services, including architecture and engineering

$3,000 to $100,000

$100,000.01 to
$3 million

Awards under sealed bid procedures,
excluding Public Works

$3,000 to $100,000

$100,000.01 to
$3 million

Public Works1

$3,000 to $100,000

$25,000.01 to
$5 million

action type

Non-Federally Funded Acquisitions – Subject to PUC (IFBs/RFQs)
informal
acquisitions

formal
acquisitions

Solicit a Minimum of Three
Quotations from SBE Firms

Competitive Bid
or Proposal2

 wards under sealed bid for supplies, equipment,
A
materials and services, excluding architecture and
engineering services3

$5,000 to $100,000

$100,000.01 to
$3 million

Public Works

$3,000 to $25,000

$25,000.01 to
$3 million

informal
acquisitions

formal
acquisitions

Solicit a Minimum of Three
Quotations from SBE Firms

Competitive Bid
or Proposal2

$3,000 to $100,000

$100,000.01 to
$3 million

action type

Non-Federally Funded Acquisitions (RFps)
action type

 egotiated awards for supplies, equipment, materials
N
and services, including all professional services

Awards for public works contracts may, depending on the enabling statute, be awarded either as a negotiated award or as a sealed bid.
Public works are generally defined as, “Construction, alteration, demolition, installation, or repair work done under contract and paid for
in whole or in part out of public funds.”

1

Section 130232 of the Public Utilities Code (PUC) statutory amendment, effective January 1, 2019, until January 1, 2024.

2

Excludes Professional Services involving Private Architectural, Landscape Architectural, Engineering, Environmental, Land Surveying
or Construction Management, as defined in Sections 4525 and 4529.10 of the Government Code.

3
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The Critical Role of NAICS Codes
Metro uses the North American Industry Classification
System (NAICS, often pronounced nakes), to assign
codes to each good or service to be procured.
NAICS codes also are used for SBE certification to
determine a company’s specific area of expertise.

You can access the North American
Industry Classification System (NAICS)
at naics.com/search/ to identify your
business classification.

NAICS codes are an important part of Metro’s Small
Business Prime program, as they are used to match
procurements with Metro certified SBEs, to determine
if there are three or more small businesses available to
perform the work.
Key NAICS code categories for Metro contracts include:
> Advertising, Public Relations, Marketing,
Market Research

> Measuring, Analyzing, Photography,
Controlling Equipment

> Architectural, Engineering, Environmental Services

> Office Equipment, Office Furniture, Office Supplies

> Automotive: Parts, Rental, Lease, Sales Service

> Paint And Related Products

> Buses & Rail: Parts, Sales, Service, Equipment

> Printing, Publishing, Graphic Services,
Printing Supplies

> Chemicals, Soap, Cleaning & Supplies
> Communication Equipment, Communication Systems
> Computers: Hardware, Software, Sales, Leasing
> Construction: Service, Supplies, Equipment, Materials
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> Mailing, Courier, Freight Services
> Rail Transportation/Equipment/Track/Vehicles
> Services: Miscellaneous

> Consulting, Management

> Shop Supplies, Shop Equipment, Rental,
Sales & Services

> Electrical/Electronic: Supplies And Services

> Uniforms & Laundry Sales & Service

> Equipment & Supplies: Miscellaneous

> Food, Entertainment, Travel, Lodging

> Employment & Training Services

> Legal Services

> Finance, Investment, Insurance & Real Estate

> Medical & Health Services, Supplies & Facilities

> Fuel & Lubricants: Equipment, Sales, Service

> Security & Safety Services & Equipment

> Graphic Design: Equipment, Sales, Service

> Photography & Audio Video Services & Supplies

Benefits for Small Businesses

Tips for Small Business Prime Success

This program is designed to give you expanded
access to contracts in numerous ways, including:

> Get certified with Metro – for more information,
go to metro.net/connect

> Notification
Only Metro certified SBEs will be notified of informal
Small Business Prime opportunities, based on their
NAICS codes.

> Keep your firm’s information updated (names,
phone numbers, emails and NAICS codes)

> Prime Opportunity
With Small Business Prime, Metro certified SBEs
can compete to win contracts as prime contractors.

> Learn and understand the policy for
Small Business Prime

> Exclusive Competition
Metro certified SBEs will compete only against other
small businesses on Small Business Prime contracts,
increasing their opportunity to win more contracts
because they will not be competing against
large firms.
> More Resources and Access
Metro certified SBEs can build capacity to take
on bigger contracts and grow their businesses.
> Direct Connections
Metro certified SBEs will establish relationships
directly with administrators and buyers.

> To increase your chances of getting a contract,
list all NAIC’s codes for which you qualify

> Respond to opportunity notifications and check
open solicitations on vendor portal frequently
> If you were an unsuccessful bidder, request
debriefings after contracts are awarded.
> Build your firm’s capacity in order to be ready
to bid for larger contracts
> Proactively pursue opportunities to team with
other SBEs
> Be ready for prime time. Ensure you are up to date
and up to code: certifications, business license,
bonding, insurance, pre-qualification, etc.

> More Opportunities
Metro certified SBEs can team with other SBEs in
order to successfully pursue large Small Business
Prime contracts.

Eligibility Requirements

More Information

SBEs responding to procurements under Small
Business Prime must be SBE certified with Metro
in the appropriate NAICS code(s) at the time the bid
or proposal is submitted.

Metro Connect
metro.net/connect
Click on “Events & News” for calendar of events

SBEs responding to bids and proposals must perform
a commercially useful function (CUF) on the contract.
This means the SBE firm must carry out at least 30%
of the total cost of the contract – actually performing,
managing or supervising the work involved with its
own work force.

Small Business Prime Solicitations
metro.net/business
Click on “Solicitations”

Small Business Prime
metro.net/connect
Click on “Get Certified”

SBE Certification
metro.net/connect
Click on “Get Certified”
213.922.2600, option 1
certificationunit@metro.net
NAICS Codes
census.gov/naics
Pre-qualification website
metro.net/about/business/pre-qualification
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disabled veterans business enterprise (dvbe) program
Overview

Vets Matter to Metro

Metro actively works to expand contracting
opportunities for Disabled Veterans Business
Enterprises through its DVBE Program. This
program establishes a 3% contracting goal for
all non-federally funded, competitively negotiated
goods and services contracts over $100,000.

We recognize veterans’ service to our country and
their leadership here at home as business owners
whose dedication and hard work help fuel a robust
local economy. Our new DVBE Program is designed
to expand your contracting opportunities and support
you in successfully bidding on projects.

Program Benefits
> Increases incentives for non-DVBE prime
contractors to subcontract with DVBE firms
> Helps increase the capacity of DVBEs to take
on larger contracts
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To Become Eligible

We’re Here to Help

To participate in the DVBE program, the firm must
be certified by the California Department of General
Services (DGS), which is the State’s certifying agency
for DVBEs. Metro will recognize the DGS’ certification,
whose criteria include the following:

Metro is devoted to supporting our small and
disadvantaged business efforts. The Diversity
and Economic Opportunity Department’s
(DEOD) team of small business advocates
are here to answer your questions.

> Applicant’s business must be at least 51% owned by
one or more disabled veterans

certificationunit@metro.net

> Daily business operations must be managed and
controlled by one or more disabled veterans

metro.net/connect

213.922.2600, option 1

> Business’ home office must be located in the U.S.
(the home office cannot be a branch or subsidiary of
a foreign corporation, foreign firm, or other foreign
based business)
> Principal office must be located in California
Metro is also working to identify disabled veteran-owned
businesses to grow the pool of firms that are available
to take advantage of opportunities. We will continue to
work with veterans organizations and other advocates to
make sure they are included.

Get Started Today
Take the first steps to benefit from this program:
1. Access tools, events, opportunities and resources
to support your business’ growth by visiting
metro.net/connect.
2. Learn more about the DVBE certification process
by going to dgs.ca.gov/pd and clicking on the
“Services” tab.
3. Submit your application to get certified.

“Metro is one of the first agencies
in LA County to produce a
comprehensive DVBE Program.
We’re proud to have a great
relationship with an agency
dedicated to our service
disabled veterans.”
Disabled Veteran Business Alliance (DVBA)
13
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frequently asked questions
General

SBE Goal

Where is information regarding Metro DBE policies
and procedures published?
Metro values transparency in all of its policies and
practices. A complete description of Metro’s current
DBE Program, certification procedures and certified
businesses is available on Metro Connect website at
metro.net/connect.

What is the SBE goal?
SBE prime contractors and subcontractors are
encouraged to participate in Metro contracting
opportunities. Metro’s Overall SBE Goal is 30%.

Where is information on upcoming Metro
contracts published?
Information on Metro’s upcoming contracting
opportunities can be found on the Vendor Portal at
metro.net/business.
Where is information about upcoming Metro
events published?
Visit metro.net/connect to get details on upcoming
workshops and networking events.
Where is the SBE Query published?
The SBE Query, or Small Business Directory, can be
found at metro.net/sbesearch.
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DBE Goal
What is the DBE overall goal for 2019-2021?
DBE prime contractors and subcontractors are
encouraged to participate in Metro contracting
opportunities. Metro’s overall DBE goal for Federal
Fiscal Year 2019-2021 is 27%. Metro will meet its overall
goal by using race-conscious measures of 13.2% and
race and gender neutral measures of 13.8%.
What minority groups will be eligible to meet the DBE
overall goal?
The overall DBE Goal is 27%. The race-conscious
portion of the goal is 20.89%. The race-conscious goal
can only be met by DBE certified African American,
Asian-Pacific American, Asian American, Subcontinent
Asian American, Native American, Hispanic American
and non-minority women businesses.

How frequently will Metro monitor DBE utilization?
Metro will review DBE utilization on a contract-bycontract basis. The Uniform Report of DBE Awards/
Commitments and Payments required by DBE
regulations will be used to monitor DBE utilization
on a semi-annual basis.
Is a prime contractor’s utilization of DBEs evaluated by
whether the DBE goal is met or exceeded?
Metro is committed to ensuring that its Overall DBE
Goal is fulfilled. A race-conscious contract goal will be
set on prime contracts that have DBE subcontracting
possibilities. Prime contractors are expected to meet
the contract DBE goal or to provide good faith efforts
documentation. All bidders must submit required
documentation with their submittals.
Is the utilization of DBEs reported by the
prime contractor?
Yes, Metro requires its prime contractors to complete
monthly reporting of utilization of ALL subcontractors
(DBE, SBE, DVBE and non-certified firms). The Small
Business Certification and Compliance Reporting
System (also known as B2GNOW) captures award,
contract amendment, prompt payment, participation
and other contract information necessary to monitor
the status of contracts. Information reported is
compiled to fulfill federal reporting requirements.
Prime contractors prepare and submit data to the
Contract Compliance Unit by the 15th of each month
to report their progress on payments and DBE/SBE
performance and commitments.
What will be done to prevent prime contractors from
superficially using DBEs to win awards, but not fully
engaging the DBE in the project?
Metro requires that all DBE subcontractors perform
a commercially useful function. The utilization of
subcontractors and suppliers is verified at the time the
contract is executed. The DBE must perform, manage,
and supervise the work involved. If the DBE provides
materials or supplies, the DBE must be responsible
for negotiating price, determining quality and quantity,
ordering the material, and installing and paying for
the material.

Pre-qualification
What is the pre-qual program?
Any procurement over $100,000 is subject to prequalification. Pre-qualification is a process that allows
Metro to get to know the company and personnel
they will be working with in contracting. There is a
brief questionnaire regarding company’s ownership,
background and financial capabilities. This is unrelated
to certification requirements (i.e. DBE or SBE).
Applications for pre-qualification are typically due
before a contract bid due date.
For more information, visit
metro.net/about/business/pre-qualification.

Prompt Payment
What will be done to ensure timely payments
to subcontractors?
Metro requires its prime contractors to pay their
subcontractors for satisfactory performance of their
contracts no later than 7 days from receipt of each
payment Metro submits to the prime contractor as
required by the DBE regulations. Additionally, prompt
and full payment of retainage from prime contractors
to the subcontractor is required within 7 days after the
subcontractor’s work is satisfactorily completed.
How will Metro address discrepancies between what is
owed to subcontractors and what they are paid by the
prime contractor?
Metro requires its prime contractors to complete a
monthly expenditure plan for each approved DBE
subcontractor. The plan must be submitted within 30
days of the Notice to Proceed. The planned expenditures
must equal the dollars committed to each DBE and
must be developed according to the approved project
schedule. Any changes to the plan must be updated
or an executed Change Notice and Work Authorization
Change Notice that affects the DBEs’ subcontracted
work must be submitted. The revised plan must be
submitted 30 days prior to the requested change.
Metro also tracks the actual payments to DBEs for work
committed at the time of contract award. This data is
tracked utilizing Metro’s Small Business Certification
and Compliance Reporting System (SBCRS).
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Disparity Study

Certification

What is a Disparity Study?
The purpose of a Disparity Study is to evaluate
the contracting practices of government agencies,
particularly as they apply to the utilization of minority
and women-owned business enterprises. The objective
of a Disparity Study is to determine whether minority
and women-owned business enterprises received
contracts at the level the ethnic and gender groups
are available in the market area. Under a fair and
equitable system of awarding contracts, the proportion
of contract dollars awarded to minority and womenowned business enterprises should be at parity with
the proportion of available minority and women-owned
business enterprises in the market area. Findings of
statistically significant underutilization can be used to
define the race and gender-conscious goals.

How does a firm seeking Metro certification apply for
DBE or SBE certification?
Firms seeking DBE and/or SBE may apply online
at metro.gob2g.com. Applicants must respond to all
questions in the application and upload requested
supporting documentation some of which requires
notarization by a licensed California notary. Applications
cannot be processed until all required questions
and supporting documents are complete. Once
an application is complete and submitted it will be
reviewed. Depending on the circumstances, firms
may be asked to submit additional documentation
to support their application.

Why did Metro conduct the Disparity Study?
The Disparity Study was conducted to determine
whether Metro has a compelling interest in reinstating
the race-conscious portion of its DBE Program. Metro
is in the Ninth Federal Circuit, where a disparity study
must be completed in order to establish the legal basis
for a race-conscious DBE Program. A DBE Program
can only have a race-conscious goal if a statistically
significant disparity is found for the ethnic and gender
groups to be included in the Program.
What was the study period of Metro’s Disparity Study?
The study period was January 1, 2011 to
December 31, 2015.
Based on the results of the Study, will there be DBE
subcontract participation goals?
The race-conscious portion of the overall DBE Goal
can be met by African Americans, Asian-Pacific
Americans, Asian Americans, Subcontinent Asian
Americans, Native Americans, Hispanic Americans
and non-minority women.
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What does Certification examine when making
determinations of DBE eligibility?
Metro’s analysis of DBE certification eligibility
requirements does not include an examination of
any evidence of an applicant’s pricing, delivery or
performance. If the firm meets disadvantaged, size,
ownership, and control requirements of this part, the
firm is eligible for certification. See 49 CFR Section
26.73(b)(2).
Is there a cost to become certified?
There is no charge to become certified.
How long does the application process take?
The process typically takes up to 90 days from the
date Metro receives a complete application with no
missing documentation.
How long does the DBE certification period last?
DBE firms are certified until the DBE removal
procedures have been completed. However, you are
required to annually submit a No Change Affidavit (and
supporting documentation) by the anniversary date of
your certification.
Once I am certified, is my firm name listed in
a directory?
Yes, Metro participates in the California Unified
Certification Program (CUCP). Once certified, your
firm’s name, address, contact information, NAICS
codes and work location preferences will appear in the
directory. Firms in the SBE Query can be identified by
company name, NAICS codes or work industry.

Do I have to use a separate application for DBE and
SBE certification?
Metro uses one application form available online for
DBE and SBE certification. While the application is
the same, the SBE program is race and gender neutral
and the DBE program was created for socially and
economically disadvantaged groups: African Americans,
Hispanics, Native Americans, Asian Pacific Islanders,
Subcontinent Asian Americans and Women.

What is the Personal Net Worth (PNW) cap?
$1.32 Million. This excludes individual’s ownership
interest in the applicant firm, individual’s equity in his/
her primary residence and tax/penalty for IRA.
If I was denied in the past due to Personal Net Worth
(PNW) limit, what should I do to be approved for
certification when the PNW cap increases again?
Apply for certification under the new rule.

I am bidding/proposing on a Metro project. Can you
expedite my certification?
Yes, the online application process asks if your firm is
bidding/proposing on a Metro project. Please indicate
this by submitting the corresponding number and title
of the project.

I submitted an Annual DBE No Change Declaration.
Where is my new certification letter?
New DBE Certification letters are not needed because
we are no longer obligated to re-certify DBE firms. DBE
firms remain certified unless the DBE Certification has
been removed under procedures set forth in the US
DOT DBE regulation.

I am bidding/proposing on a project from another
agency. Can you expedite my certification?
Metro is able to offer expedited service only to
applicants who seek to participate in a Metro
procurement either as a prime contractor or as
a subcontractor to a prime contractor seeking
to participate as a prime contractor in a
Metro procurement.

How does a firm add more NAICS Codes to its
DBE/SBE Certification?
DBE/SBE firms that want to add more work industries
to their DBE/SBE certification may complete the
NAICS Classification Update/Change, complete with
supporting documentation demonstrating the qualifying
owner’s ability to satisfy the DBE/SBE ownership and
control requirements.

What are the NAICS Codes?
The North American Industrial Classification System
(NAICS) codes define each industry in which the
firm’s DBE participation will be recognized. A DBE
certified firm is not DBE certified for all industries.
Its participation as a DBE firm will only be recognized
for DBE participation purposes if the work for which
it claims DBE credit is within the scope of the DBE
participation in each industry defined by the NAICS
Code number. DBE participation is generally recognized
as being applicable to all sub-categories of industries
that compose a given NAICS Code, but there may be
exceptions. A best practice is to get a copy of each firm’s
DBE Certification letter and examine the letter to get
the details.

Does an out-of-state DBE firm seeking DBE certification
in California need to be qualified/registered by the
California Secretary of State’s office as a condition of
being DBE certified in California?
No, an out-of-state DBE firm seeking DBE certification
in California is not required by the DBE regulations to
be qualified registered by the California Secretary of
State’s Office as a precondition to DBE certification in
this state.

I am DBE certified with Caltrans and/or the City of Los
Angeles. How do I obtain DBE certification with Metro?
Metro is a member of the California Unified Certification
Program (CUCP). As such, if you are DBE certified by
any one of the CUCP certification units such as Metro,
Caltrans, the City of Los Angeles or others, your DBE
certification will be recognized and participation on a
contract may be recognized as DBE participation. The
CUCP website is maintained by Caltrans.
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fred smith

smart tips for small business success

Basics for New Businesses

11 tips to start, expand and take your business to the next level
1.	Create a Business Plan, Even If It’s Short
Writing out your business plan forces you to review
everything at once. It’s an invaluable tool for
understanding how your business is put together.
You can use it to monitor progress, hold yourself
accountable, identify major milestones and control
the business’s fate. A good business plan should
help you define:
> Your clients
> Your competition
> Your value proposition, what gives you the edge
> Your staffing plan
>	Your short-term revenue projections (6 to 12 months)
as well as long term (2, 5 and 10 years)
> Your primary and secondary core competencies
> Your pricing structure
>	Your growth strategy
	The Small Business Administration (SBA) has a
template you can use: sba.gov/writing-business-plan.
2.	Keep Your Paperwork in Order
	
In the real world, a reputation for keeping one’s word
is a hugely important asset. Key to this is ensuring that
the “back of the office” aspects of your business will all
pass close scrutiny.
>	Pay your bills up front or pay them early. You gain trust,
build a positive credit profile, and have a built-in safety
net if things go badly.
> Pay your payroll taxes and corporate taxes on time.
> Keep up with your licenses and certifications.
> Ensure your insurance is up to date.
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3.	Get the Basics Right
No matter how great the marketing message, first-time
clients will not come back if the basics are ignored –
excellent client service, high quality products, prompt
problem resolutions, adherence to budgets, and
meeting deadlines are among the most important
steps to retain business.
>	Make sure doing business with your firm is easy.
Respond to questions, take orders, and fill orders
according to specifications.
> Maintain the capacity and capability to serve clients.
>	Keep current, as well as potential clients, informed
about special offers, product improvements, and
policy changes.
>	Assure quality of merchandise and services to ensure
clients’ confidence in your company.
4.	Connect with People
Clients like associating a business with a human face,
not just because they like the warmth of interaction, but
because they feel that there is a person who is attending
to their best interests, taking care of their needs and
helping them to succeed.
>	Be accessible. Be present at your place of business, your
clients’ place of business, or public venues as well as
available by phone, email or social media.
>	Connect with clients on a personal level without getting
too personal. Engage in conversations that will enable
you to better understand your clients’ timelines, budget
constraints, motivations, fears and priorities.
>	Connect outside of the workplace as a way for your
business to stay top of mind among clients.
>	Handle referrals from clients and clients expertly.
Consistently deliver results to deepen relationships.

5.	Grow with Your Clients
Your clients will look elsewhere if your business does
not keep pace with their growth. As they advance in
knowledge, accomplishments and maturity, they will
likewise grow in volume, capabilities, and quality
demands. It is imperative that you adjust to the needs
of clients that are growing in size and sophistication.
>	Create, package and sell offerings that support higher
and higher levels of performance.
>	Innovate with new or updated products, services
or systems.
>	Make business changes: adopt competitors’ ideas
that are easy to implement or seem especially
profitable; reconfigure pricing structures, etc.
6.	Get a Competitive Advantage
Building a competitive edge into the fabric of
your business is crucial to long-term success. A
competitive advantage can be gained by offering the
client a greater value than your competitors. The
strongest competitive advantage is a strategy that
cannot be imitated by other companies. Some ways
to get this edge are to:
>	Anticipate your clients’ needs: Do research on them
and their industry online, in newspapers, through
books, at conferences, etc.
>	Know more than your competitors: Understand their
strengths and weaknesses and what they offer clients,
review their website and newspaper articles, etc.
> Produce or distribute your product more efficiently.
> Have a better location than your competitors.
>	Offer superior client service: Ensure you deliver
products and services on time and on budget and
that they are of the highest quality.
7. Become a Trusted Advisor
	Earn your clients’ trust by consistently providing topnotch service and personalized advice. Some ways to
accomplish this include:
> Being a high-performing business.
> Offering customized products and services.
> Providing strategic advice and recommendations.
>	Helping clients get the results they want and help
solve their problems.
> Providing expert advice and counsel.

particularly to go after Small Business Prime contracts
with Metro. You can join a team as a subcontractor or
form a team as a prime contractor. Finding a potential
partner for a project should start early, way before the
formal procurement is advertised. Always be on the
lookout for prospective team members, ones that are
in a related field and that can complement what you
have to offer clients.
9.	Have an Online Presence
	Today’s customers often go to the Internet first to
learn about a business or product before buying or
hiring. It’s very important that your company have an
online presence in order to maximize your exposure to
potential clients. There are many companies that can
help you create a professional looking website for your
company for a fee. You can search online for “website
builders” to find one. Be sure the information on your
company’s website is always up to date, interesting
and gives potential clients all the information they
need to know.
10. Use Technology to Stay Competitive
	As a business owner, it is vital that you understand
and use advanced technologies. Technology can help
you increase efficiency by being more organized, help
you keep track of your money and time and help to
market your company. Such technology includes:
> Accounting software
> Planning software or tools
> Time management software
> Email management
> Mobile internet access (smartphone apps)
11. Develop a Marketing Plan
	A strong marketing plan will ensure you’re not only
sticking to your schedule, but that you’re spending
your marketing funds wisely and appropriately.
A marketing plan includes everything from
understanding your target market, knowing your
competitive position and differentiating yourself
from your competition in order to get new business.
	For a step-by-step guide on how to
develop a marketing plan, go to
sba.gov/content/marketing-101-basics

8. Team Up to Compete for Larger Contracts
	Forming teams is a great way for small businesses
to bid for large contracts that normally might be
out of reach. It is important to proactively pursue
opportunities to team with other small businesses,
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the elevator pitch
What is an elevator pitch, and why is it important to
your business?
An elevator pitch is a brief, persuasive speech that you
use to spark interest in what you or your company does.
It’s a powerful and concise description of you, your
company, or your products that should last no longer
than a short elevator ride of 20 to 30 seconds (hence
the name).
Elevator pitches should be interesting, memorable and
succinct. They also need to explain what makes you –
or your company, product or idea – unique; it describes
your competitive advantage.
Elevator pitches are developed to relay just enough
information to prompt the listener to ask, “Tell me
more.” The idea is to get someone to want to talk to
you again after the elevator ride is over.
What goes into an elevator pitch?
Because you only have half a minute to convince
someone you’re worth their attention, it can take
some time to get an elevator pitch right. You’ll likely
go through several versions before finding one that is
compelling and interesting, and that sounds natural in
conversation.
With careful development, memorization and tweaking
of a few simple yet incredibly powerful words, you can
create an elevator pitch that makes you memorable.
Six Steps to a Great Elevator Pitch
Follow these steps to create a great pitch, but bear
in mind that you’ll need to vary your approach
depending on what your pitch is about and whom
you’re addressing.
step 1. identify your goal
Start by thinking about the objective of your pitch. If
you’re attending a networking event, think about who
will be there and with whom you need to connect.

 o you want to tell potential clients or primes about
D
your company? Do you have a great new product idea
or cost-saving technique that you want to pitch to them?
Is there a new team member with specific qualifications
or expertise you need to introduce? Or do you want
a simple and engaging speech to explain what makes
you different?
step 2. explain what you do
Start by thinking about the objective of your pitch. If
you’re attending a networking event, think about who
will be there and with whom you need to connect.
 tart your pitch by describing what you or your company
S
does. Focus on the problems that you solve for clients
and customers and how specifically you help them. If
you can, add information or a statistic that shows the
value in what you do.
I magine that you’re creating an elevator pitch that
describes what your company does. You plan to use it
at networking events. You could say:
 xample: “My company provides temporary accounting
E
staff for other businesses.”
 ut that’s not very memorable! A better explanation
B
would be:
“My
 company provides highly skilled temporary
accounting staff that businesses need to augment their
staff during high volume periods. This results in a 50%
savings in wages, as these businesses do not need to
hire long-term employees.”
 hat’s much more interesting, and shows the value that
T
you provide to these companies.
s tep 3. communicate your competitive advantage
Your elevator pitch also needs to communicate your
competitive advantage. Identify what makes you, your
company or your idea unique.
Ask yourself this question: What do you want your
audience to remember most about you? Is it how much
you could save them, or your years of experience, or
a time-saving product or technique, or simply your
excellent customer service? Choose one or two at the
most. Remember, this is a short speech.
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 se words like “novel,” “unparalleled,” “unique,”
U
“proprietary,” “award-winning,” etc.
 xample: To highlight what makes your company
E
unique, you could say, “We use a novel approach
because unlike most other temp agencies, we visit each
client to find out exactly what they need. Although this
takes a bit more time, it means that on average, 95%
of our clients are happy with the quality of accounting
temp staff we provide.”
L astly, come up with an interesting or “off-beat” way to
summarize your business that’s catchy and memorable.
It needs to fit your personality, so that you sound
authentic and sincere when you say it.
 xamples: “We’re number nerds – we love working
E
with numbers.”
“We
 provide office supplies from A to Z – from adhesive
labels to zip ties.”
“We’re the Michelangelos of architectural design.”

step 5. put it all together & close
When you’ve completed each section of your pitch, put
it all together. At the end, you’ll need to have a close
that takes the conversation beyond the present – to the
next conversation. This is when you request a meeting
or call, or the name of the best contact person to move
things forward.
Examples: “What’s the best way for our company to
connect with yours?”
“Who is the best person at your company/organization
for me to contact regarding our services?”
Put all the components (steps) together, read it
aloud and use a stopwatch to time how long it takes.
Your elevator pitch should be no longer than 20 – 30
seconds. Otherwise you risk losing the person’s interest,
or monopolizing the conversation.
Then, try to cut out anything that doesn’t absolutely
need to be there. Remember, your pitch needs to be
snappy and compelling, so the shorter it is, the better!

s tep 4. engage them with a question
After you communicate your competitive advantage,
you need to engage your audience. To do this, prepare
open-ended questions (questions that can’t be
answered with a “yes” or “no” answer) to involve them
in the conversation. Make sure that you’re able to
answer any questions that he or she may have – ideally,
with a solution only you can provide!

Here’s how your elevator pitch could come together:

 xamples: “In your opinion, what are the most
E
important capabilities of an accounting professional?”

We’re different because we visit our clients to find out
exactly what they need.

“How

does your organization ensure it’s getting the best
price for the supplies it buys?”
“How

does your company select its subcontractors to
perform engineering and design work?”

Example: “My company provides temporary accounting
staff when businesses need to augment their staff
during high volume periods.
We can save businesses as much as 50% in wages
because they won’t need to hire long-term employees.

This means that our clients are happy with the quality
of temp staff we provide and it shows because they keep
coming back.
What can I say? We’re number nerds – we love working
with numbers.
So, how does your company select temp agencies?”
Note that although the example elevator pitch above
captures all messages shown prior, it is not an exact
repetition. It’s been modified to flow more naturally in a
conversation and shortened to fit within the 30 second
time limit.
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the elevator pitch (cont.)
step 6. practice & perfect your pitch
Like anything else, practice makes perfect. Remember,
how you say it is just as important as what you say. If
you don’t practice, it’s likely that you’ll talk too fast,
sound unnatural, or forget important elements of
your pitch.
 et a goal to practice your pitch regularly. The more you
S
practice, the more natural your pitch will become. You
want it to sound like a smooth conversation, not an
aggressive sales pitch.
 ake sure that you’re aware of your body language
M
as you talk. Body language conveys just as much
information to the listener as your words do. Practice
in front of a mirror or, better yet, in front of colleagues,
family and friends until the pitch feels natural.
 s you get used to delivering your pitch, it’s fine to vary
A
it a little – the idea is that it doesn’t sound too formulaic
or pre-prepared, even though it is!
Additional Tips
Have a “leave-behind” item with you, which you can
give to people after you’ve delivered your pitch. This is
typically a business card, but can also be a company
brochure or other material that describes your product
idea or business.
Get their business card so you can follow up.
Remember to tailor your elevator pitch for different
audiences, if appropriate.
And finally...
Keep in mind that your elevator pitch should inspire
you first; after all, if you don’t get excited about what
you’re saying, neither will your audience. People may
not remember everything that you say, but they will likely
remember your enthusiasm.
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elevator pitch worksheet (30 seconds maximum)
Explain What You Do – What is Your Primary Product or Service?
My company provides
We specialize in

Communicate Your Competitive Advantage – Why You’re Different/Better
We excel at/We’re different because

Engage Them with a Question – Get Them to Dialogue with You
How do you/What does your company

Put it all Together & Close – Combine & Refine All Elements

Practice and perfect your pitch until it feels natural.
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metro contractor smart goal statement
This worksheet is designed to help you set goals
regarding your company’s intent to do business with
Metro. For this exercise, we recommend SMART goals.
SMART is an acronym for the five steps of specific,
measurable, achievable, results-oriented and timebased goals.
This tool will help you develop clearly defined goals that
answer the questions: who’s responsible, what will they
do, how will they do it, where will they do it and when
is it due?
A SMART goal is:
specific
A strong goal clearly defines what you want to achieve
and who is responsible for making it happen. Properly
stated, it will become a driving force for action in
your company.
 easurable
m
Management and efficiency experts are fond of saying,
“if you can measure it, you can manage it.” Setting a
target helps keep the whole team focused and on track
to achieve business goals. Measuring your goals also
provides guidance in case adjustments need to be made
to get back on track when the unexpected happens.
achievable
Set goals that make you stretch, but are also realistic
and achievable within the timeframe specified. Avoid
setting goals that are out of whack with what’s possible
in your industry.
results-oriented
Make sure your goals are aligned with current tasks and
projects, and are resistant to day-to-day distractions or
unforeseen events that could throw you off track.
time based
Goals are significantly more likely to be met when a
timeframe is established. Be clear about milestones
and final deadlines for projects. Failure to set timebased goals will almost certainly result in projects
going over budget and not being completed in a
timely fashion.
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Examples:
smart goal:
Accounting has identified a goal to improve accuracy in
accounts receivable by implementing a new invoicing
system. John, in accounting, will investigate software
programs that promote greater efficiency and accuracy.
He will recommend a new system by January 2015.
John and Mary in the budget office will work together to
identify funds to purchase the recommended software
by March 2015. Elise, in HR, will coordinate the training
program for all accounting staff. All accounting staff will
be trained on the new system by May 2015. The new
invoicing system will be fully operational by July 2015.
not a smart goal:
Accounting team will be more accurate.
 his goal is too vague. Although it states who will do it,
T
it does not define how they will accomplish the goal or
the timeframe for improvement.

smart goal worksheet
Specific – Who? What?
What are you going to do and who is responsible?
1.
2.
3.
Measurement/Assessment – How?
What do you want to accomplish in 6 months, 12 months, 1 year, 2 years, etc.? This could include number of
contracts, dollar amount, subcontractor or prime, etc.
IMPORTANT: Set a reminder for yourself to check your SMART Goals in three or six months to make sure they
are still relevant or need to be revised.

Achievement – What? How?
Break down your goal into actionable steps and activities. Keep it focused on what’s attainable within the
context of everything else that might be happening in your industry or the economy.
1. Steps I will take to achieve goal.
2. Important activities or people to include.
3. Resources needed to accomplish goal.
Results-Oriented
Align work activities so your company’s energy is geared toward achieving specific goals. This can be a check
point to ensure your goals are relevant and you know why this goal is important to your business. For example,
if your goal is to win three major printing contracts, you may want to evaluate percentage of time spent
pursuing small photography projects.

Timed – When?
Create a sense of urgency around your goals. State what you will achieve by certain time periods and put a date
to when you plan to accomplish each goal.
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top 20 prospects tracking sheet
Use this worksheet to monitor and manage progress with top prospects to achieve
specific goals with contacts. (partner, mentor, advice)
name/company
1

2

3

4

5

6

7

8

9

10

telephone

email address

objective/goal

update this column as actions are
completed and next steps are determined

next steps/due date

Use this worksheet to monitor and manage progress with top prospects to achieve
specific goals with contacts. (partner, mentor, advice)
name/company
11

12

13

14

15

16

17

18

19

20

telephone

email address

objective/goal

update this column as actions are
completed and next steps are determined

next steps/due date

top 40 companies and people i want to know tracking sheet
Use this as a target sheet for people and companies you want to develop relationships with,
even though you don’t know their names.
name/company
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

telephone

email address

objective/goal

update this column as actions are
completed and next steps are determined

next steps/due date

Use this as a target sheet for people and companies you want to develop relationships with,
even though you don’t know their names.
name/company
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40

telephone

email address

objective/goal

update this column as actions are
completed and next steps are determined

next steps/due date

glossary of terms

b						
BAFO (Best and Final Offer) – The final contract amount
negotiated between the agency and the contractor.
Blackout Period – The period when prospective bidders
or proposers are prohibited to communicate in any way
with the contracting agency as it could be deemed to
be intended to influence a procurement decision (i.e.,
award of the contract). At Metro, this period runs from
when the procurement is officially advertised to ultimate
contract award and approval. During this period,
bidders and proposers can only speak with the assigned
Metro Contract Administrator for the project.
Business Interruption Fund (BIF) – Metro’s Pilot
Business Interruption Fund (BIF) provides financial
assistance to qualifying small “mom and pop”
businesses. To learn if you are eligible, visit
metro.net/bif.
Business Solution Center (BSC) – The Metro
Crenshaw/LAX Pilot Business Solution Center
provides hands-on business assistance and support
services to small businesses along the Crenshaw/
LAX corridor during the term of construction of the
Crenshaw/LAX Transit Project. For more information,
visit metrobsc.net/crenshaw.

c
Caltrans (California Department of Transportation) –
The State of California’s Department of Transportation
(Caltrans) which is responsible for the design,
construction, maintenance and operation of the
California State Highway System, as well as that
portion of the Interstate Highway System within the
state’s boundaries. Alone and in partnership with
Amtrak, Caltrans is also involved in the support of
intercity passenger rail service in California, and is a
leader in promoting the use of alternative modes of
transportation. The current framework of Caltrans was
set down by Assembly Bill 69 in 1972.
CAs (Contract Administrators) – Metro Procurement
staff that is responsible for purchasing goods and
services from vendors, contractors and subcontractors.
CCP (Construction Career Policy) – A Metro policy that
encourages construction employment and training
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opportunities in ways calculated to mitigate the harms
caused by geographically concentrated poverty and
unemployment in economically disadvantaged areas
and among disadvantaged workers throughout the
United States. This policy identifies the minimum efforts
contractors performing on covered Metro construction
projects must make to comply with this policy.
CEQA (California Environmental Quality Act) – A statute
that requires all jurisdictions in the State of California
to evaluate the extent of environmental impact due
to a proposed development or project. Often
pronounced “SEEQUA.”
Certification – A designation by Metro and other
agencies that certifies companies as small businesses.
Metro currently accepts the certifications listed below.
Applicants going through Metro can apply for SBE and
DBE certification simultaneously.
DBE Certification – either through the CUCP (California
Unified Certification Program) or through Metro.
SBE Certification – only through Metro. Companies
must be certified as an SBE using the Metro
application, no other SBE certifications will be
accepted.
DVBE Certification – through the California
Department of General Services (DGS)
For more information on Certification, go to
metro.net/connect and click on “Certifications.”
Contracting, Outreach and Mentoring Plan (COMP) –
All RFPs and IFBs for projects with an estimated cost
of more than $25 million now require Contracting
Outreach and Mentoring Plan (COMP), including
comprehensive Outreach Mentor Protégé plans
(sized focused Tier Programs for SBE projects only).
CUF (Commercially Useful Function) – Firms must
carry out at least 30% of the total cost of the contract –
actually performing, managing or supervising the work
involved with its own workforce. SBE firms bidding/
proposing on Metro Small Business Prime contracts as
a prime contractor must perform a CUF on the contract.

d
DBE (Disadvantaged Business Enterprise) – A company
is a DBE if it falls under the following general guidelines:
the three-year average annual gross receipts are less

glossary of terms
than $23.98 million, the personal net worth of each owner
is less than $1.32 million – excluding the equity in his or
her primary residence, the company is an independent
business, not a subsidiary and it is a for-profit business.

determines whether minority and women-owned
business enterprises received contracts at the level
the ethnic and gender groups are available in the
market area.

Additionally, at least 51% of the company must be
owned by one or more individuals that belong to one of
the following socially and economically disadvantaged
groups: African Americans, Hispanics, Native American,
Asian Pacific Islanders, Subcontinent Asian Americans
and non-minority women.

Metro’s Disparity Study – A study conducted by Metro
that sought to determine whether Metro had a
compelling interest in reinstating the race-conscious
portion of its DBE Program. A DBE Program can only
have a race-conscious goal if a statistically significant
disparity is found for the ethnic and gender groups to
be included in the Program.

DBE Certification – See Certification
DBE Goal – Metro’s overall DBE goal for Federal Fiscal
Years 2019–2021 is 27%. Based on the disparity findings
(see Disparity Study), 20.89% of the overall DBE goal will
be met by race and gender-conscious measures, and the
remaining 6.11% will be met through race and genderneutral measures. The race-conscious goal will be set
on a contract-by-contract basis for prime contracts with
subcontracting opportunities.
DEOD (Diversity & Economic Opportunity Department) –
A department at Metro tasked with implementation
and oversight over Metro’s vast array of small business
programs. Its goal is to increase the number of certified
small businesses, the number of contracts awarded to
small businesses, and, ultimately, to help small business
grow and move to the next level.
DEOD’s responsibilities include – among other things –
gathering data and producing reports for each program,
conducting outreach and publicizing contracting
opportunities, providing resources and assistance to
small businesses so they are ready and able to compete
successfully for contracts, setting SBE and DBE goals on
applicable contracts, and monitoring compliance by
prime contractors and internally at Metro.
Design/Build – A way in which Metro builds construction
projects whereby the design and construction aspects
of a project are contracted with a single entity known
as the design-builder or design-build contractor. This
system minimizes the risk for Metro and reduces the
delivery schedule by overlapping the design phase and
the construction phase of a project.
Disparity Study – A disparity study evaluates the
contracting practices of government agencies,
particularly as they apply to the utilization of minority
and women-owned business enterprises, and

The study period was from January 1, 2011, to
December 31, 2015. The findings revealed statistically
significant disparities for businesses owned by African
Americans, Asian-Pacific Americans, Subcontinent
Asian Americans and Hispanic Americans, and
significant underutilization of Native Americans.
Therefore, the race-conscious portion of the overall
DBE Goal can be met by African Americans, AsianPacific Americans, Asian Americans, Subcontinent
Asian Americans, Native Americans, non-minority
women and Hispanic Americans.
Metro’s overall DBE goal for Federal Fiscal Years
2019 – 2021 is 27%. Based on the disparity findings,
13.2% of the overall DBE goal will be met by race
and gender-conscious measures, and the remaining
13.8% will be met through race and gender-neutral
measures. The race-conscious goal will be set on a
contract-by-contract basis for prime contracts with
subcontracting opportunities.
DVBE (Disabled Veterans Business Enterprise) –
A company is a DVBE if the business is at least 51%
owned by one or more disabled veterans, and if the daily
business operations are managed and controlled by one
or more disabled veterans.
DVBE Certification – see Certification

e
EIR (Environmental Impact Report) – A detailed report
required under the California Environmental Quality
Act (CEQA) describing and analyzing the significant
environmental effects of a proposed project, identifying
alternatives and discussing ways to reduce or avoid the
possible environmental impacts.
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EIS (Environmental Impact Statement) – A full
disclosure document required under the National
Environmental Policy Act that details the process
through which a transportation project was developed,
includes consideration of a range of reasonable
alternatives, analyzes the potential environmental
impacts resulting from the alternatives, and
demonstrates compliance with other applicable
environmental laws and executive orders.

f
Formal Procurements – Contracts valued at $150,000
and higher. Solicitations for formal procurements must
be advertised and require bids or proposals from at
least three companies.
FTA (Federal Transit Administration) – The agency
of the Federal Government which provides funding
for national policy, technical assistance and
transit programs.

h
How to Do Business with Metro Workshop – A two-hour
orientation and business workshop presented by DEOD
that is held on the second Tuesday of each month
providing firms with information on Metro’s certification
program, vendor registration, contract look-ahead
schedules, and an opportunity to network with other
businesses. Metro’s procurement staff conducts oneon-one interviews with firms at the beginning of each
workshop. The workshops are presented by DEOD.

i
IFB (Invitation for Bid) – Used when there is a clear
understanding of the project requirements, scope of
work and technical specifications. Selection of a winning
bid is based on price alone, i.e. the lowest price.
Informal Procurements – Contracts valued between
$3,000 and $150,000. Solicitations for informal
procurements need not be advertised but still require
three bids from qualified firms.

l
LACMTA – Los Angeles County Metropolitan
Transportation Authority (Metro).
LADOT – Los Angeles Department of Transportation.
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LRT (Light Rail Transit) – The Metro Rail system is an
example of a light rail transit system.
LRTP (Long Range Transportation Plan) – Metro’s plan to
assess future population increases projected for the county
and what such increases will mean for future mobility
needs. The plan recommends what can be done within
anticipated revenues, as well as what
could be done if additional revenues became available. The
2009 LRTP is an update to the 2001 Long Range
Transportation Plan for future transportation investments
in Los Angeles County through 2040.

m
Measure M – A sales tax initiative approved by
LA County voters in 2016. Measure M established
a one-half cent sales tax and continues the existing
one-half cent sales tax to be used for public transportation
until voters decide to end it.
Measure R – A sales tax initiative approved by
Los Angeles County voters in 2008. Measure R
established a one-half cent sales tax to be used for public
transportation purposes, ending in 2039.
Meet the Buyers & Program Managers – An event
presented by DEOD where small business owners can
meet and dialogue with Metro Buyers and Program
Managers regarding upcoming procurement opportunities
and SBE participation.
Meet the Primes – An event presented by DEOD where
small businesses can meet and network with prime
contractors who typically need and utilize small businesses
as subcontractors for Metro projects. Held annually in
February/March.
Metro Connect – Metro’s renewed commitment to the
growth and success of small businesses. Metro Connect
aims to increase opportunities for small businesses
through various efforts that provide greater access
and transparency, a level playing field, streamlined
procurement processes and improved communications.
Metro Connect Calendar – A listing of outreach events for
small businesses being held throughout the Metro service
area including Metro sponsored events.
Multimodal – Public transportation system which
employs a combination of highway, bus, rail, high
occupancy vehicles, bikeway, pedestrian land use and
demand management systems. Metro is a multimodal
transportation agency.
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n
NAICS Codes – Often pronounced “NAKES”, the North
American Industry Classification System is the standard
used by Federal statistical agencies in classifying
businesses for the purpose of collecting, analyzing,
and publishing statistical data related to the U.S.
business economy.
Metro uses NAICS codes for SBE certification to
determine a company’s specific area of expertise. NAICS
codes are a critical component of Metro’s Set-Aside
Program, as they are used to match procurements with
Metro’s certified SBEs to determine if there are three or
more small businesses available to perform the work.
NTP (Notice to Proceed) – Official document issued by
contracting agency to contractor giving permission to
begin work on a contract.

p
PLA (Project Labor Agreement) – A Metro policy that
encourages employment and training opportunities to
those who reside in economically disadvantaged areas
on Metro construction projects. The agreement applies
to certain local (non-federally) funded and federally
funded construction projects with a construction value
greater than $2.5 million. Metro’s PLA is unique in that
Metro is the first transit agency in the nation to adopt
such an agreement with national targeted hiring goals
for federally funded projects with FTA approval. The
PLA requires 40% participation of construction workers
residing in economically disadvantaged areas, 10%
participation of disadvantaged workers, and a 20%
participation of apprentices.
Pre-Bid Conference – A conference held several weeks
before bids or proposals are due where firms interested
in the project are briefed on the project, can ask
questions of procurement staff, and can meet other
firms for partnering opportunities.
Pre-Qualification – California Public Utilities
Code §130051.21 and Ordinance #4-05 of Metro’s
Administrative Code requires firms to be pre-qualified
prior to doing business with Metro if their bid or
proposal will exceed $100,000. The application covers
areas such as company history, experience, financial
status and general business integrity. The prequalification process includes verifying the information

provided on the application and searching public
records and the company’s credit history using Experian
or similar database.
Primes or Prime Contractors – An individual or business
that enters into a contract with another individual or
business entity to complete a project for a certain price.
Work by prime contractors includes electrical jobs,
road construction and general construction. The prime
contractor can divide the project up between smaller
subcontractors that have expertise in certain areas. An
SBE, DBE or DVBE can be a prime contractor.
Procurements – The purchase of goods and services
at the best possible prices, delivery dates and legal
terms. See also Formal Procurements and Informal
Procurements.

r
RFP (Request for Proposal) – Used in cases where the
specific requirements and technical specifications of a
project are of a functional nature or unclear, and provide
a guideline for potential offerers to use in preparing
a bid/proposal. Selection of a winning proposal is
based primarily on the experience, qualifications
and personnel of the company. The price quote is a
secondary factor.
RFIQ (Request for Interest and Qualifications) – Are
used for engineering, architectural and related services
contracts, and consider only technical factors and
qualifications in the evaluation process.
RFQ (Request for Quotations) – Are used for procuring
materials, equipment and supplies, and some types of
professional services (i.e., word processing, graphics).
The winning bid is based on price alone, i.e. the
lowest price.
RTP (Regional Transportation Plan) – A comprehensive
20-year plan for the region, updated every four years by
the Southern California Association of Governments.
The RTP includes goals, objectives and policies; and
recommends speciﬁc transportation improvements.

s
Salute to Small Business – Acknowledgement event
presented by DEOD to recognize successful small
businesses, exemplary prime contractors and small
business advocates and ambassadors. Held during
Small Business Month in May.
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Small Business Administration (SBA) – Federal agency
that provides support to entrepreneurs and small
businesses. Its mission is “to maintain and strengthen
the nation’s economy by enabling the establishment
and viability of small businesses and by assisting in
the economic recovery of communities after disasters.”
The agency’s activities are summarized as the “3 Cs”
of capital, contracts and counseling.
SBE (Small Business Enterprise) – A company is an SBE
if it falls under the following general guidelines: the
three-year average annual gross receipts are less than
$23.98 million, the personal net worth of each owner is
less than $1.32 million – excluding the equity in his or
her primary residence, the company is an independent
business, not a subsidiary and it is a for-profit business.
SBE (Small Business Enterprise) Program – A program
at Metro whose purpose is to ensure that SBEs have
the maximum opportunity to participate in Metro
contracts – either as a prime contractor or as a
subcontractor. The program is race and gender neutral.
SBE Goal – Metro’s overall SBE Goal is 30% for nonfederally funded contracts and procurements.
Sealed Bids – A cost estimate for a service or product,
the value of which is kept secret (sealed) from
competitors until all such bids have been made.
Typically, the contract is awarded to the responsible
bidder submitting the lowest responsive bid. This type
of bidding is commonly used on public works projects.
Set Aside (refer to SB Prime Program) – A program
that sets aside contracts for competition only among
small businesses.
Small Business (SB Prime) Program – Metro’s Set-Aside
program enables small businesses to compete as prime
contractors and only against other small businesses.
Only SBEs certified with Metro can participate in the
Small Business Prime Program.
Socially and Economically Disadvantaged Groups –
African Americans, Hispanics, Native Americans,
Asian Pacific Islanders, Subcontinent Asian Americans
and Women.
Subcontractor – Generally a smaller company that is
hired by a prime contractor to perform a specific job
or service within their field of expertise, usually for a
large project. There often are many subcontractors
on large projects.
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t
Transportation Business Advisory Council (TBAC) –
Advises Metro and DEOD on matters concerning
small businesses. Meets the first Thursday of every
month (except August) in the Metro Board Room,
Gateway Plaza.

Upcoming Capital Projects
transit rail:
> Crenshaw/ LAX Transit Corridor

highway congestion relief:
> I-5 Carmenita Road Interchange

> Westside Purple Line Extension 1

> I-5 North Capacity Enhancements SR-134 SR-118

> Westside Purple Line Extension 2

> I-5 South Capacity Enhancements I-605 to Orange County

> Westside Purple Line Extension 3

> I-5 N Cap Enhancements (SR-14 to Parker Rd)

> Gold Line Foothill Extension Phase 2B (Phase 1 & 2)

> SR-71 Gap from I-10 to Rio Rancho Rd

> West Santa Ana Transit Corridor LRT (Phase 1 & 2)

> SR-138 Corridor Improvement Project

> East SF Valley Transit Corridor Project

> SR-57/ SR-60 Interchange Improvements

> Green Line Extension to Crenshaw Bl in Torrance

> I-710 South Corridor Project (Ph 1)

> Eastside Transit Corridor Phase 2 (Align 1 & 2)

> I-710 South Corridor Project (Ph 2)

> Sepulveda Phases 2 & 3

> I-5 Corridor Improvements (I-605 to I-710)

> Crenshaw Northern Extension

> I-405/I-110 Int. HOV Connect Ramps & Intrchng Improv

> Green Line Eastern Extension (Norwalk)

> I-605 /I-10 Interchange

> Orange Line Conversion to Light Rail

> SR 60/I-605 Interchange HOV Direct Connectors

transit brt:
> Orange Line Grade Separations

> South Bay (I-405, I-110 and SR-91)

> North Hollywood to Pasadena BRT
> North San Fernando Valley BRT Improvements

highway express lanes:
> Sepulveda Phase 1- Express Lanes

> Vermont Transit Corridor

> I-105 Express Lane from I-405 to I-605

> Lincoln BRT Corridor

> I-110 Express Lane Ext South to I-405 to I-110 Interchange

transit facilities:
> Airport Metro Connector

others:
> High Desert Corridor

> I-605 Corridor “Hot Spot” Interchange Improvements

> Link Union Station
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Metro Connect Signature
events, workshops & Series

Monthly/Bi-Monthly Workshops & Series
2nd tuesday/monthly
> How to do Business with Metro Workshop
1st & 3rd tuesdays/bi-monthly
> Coffee & Conversations Series
1st thursday/monthly
> Transportation Business Advisory Council (TBAC)

Annual Events
february/march
> Meet the Primes
june & november
> Meet the Buyers
december
> Meet the Project Managers

Quarterly Workshops & Series
> Lunch & Learn with the Primes Series
> SBE Certification Workshops
> SBE Audit Workshops

Special Events
> Project Labor Agreement Symposium
> Public Private Partnership (P3) Project
> Women Build Metro Los Angeles Apprenticeship Readiness Fair
> Salute To Small Business Week
> Small Business Matchmaking Events
> And more!
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DEOD Directory
your advocates

Dr. Irma Licea
Director, Certification &
Economic Development
liceai@metro.net

Olga Mireya Lopez
Senior DEOD Representative,
Strategic Outreach Services
lopezo@metro.net

Miriam Scott Long
Director, Strategic
Outreach Services
longm@metro.net

Jan Davis
Assistant DEOD Representative
Strategic Outreach Services
davisj4@metro.net

Tashai Smith
Deputy Executive Officer,
Small Business Programs
smitht@metro.net

Wendy White
Director, Labor Wage &
Retention Programs
whitew@metro.net

Bryan Barrios
Transportation Associate
Strategic Outreach Services
barriosb@metro.net

Elke Campbell
Director, Small Business
Programs
campbelle@metro.net

Michael Flores
Manager, Diversity &
Economic Opportunity
CPLA/CCP & WIN-LA
floresm@metro.net

Miguel Cabral
Executive Officer, DEOD
cabralm@metro.net
Shalonda Baldwin
Deputy Executive Officer,
Project & Economic
Development Management
baldwins@metro.net

Keith Compton
Director, Capacity Building &
Data Integration
comptonk@metro.net

Ramon Ortiz
Manager, Certification &
Economic Development
ortizra@metro.net

Metro Connect Quick Links
your access to more information
Metro Connect
metro.net/connect
DVBE Certification
dgs.ca.gov/pd/home.aspx
DBE/SBE Certification
metro.gob2g.com
Project Labor Agreement &
Construction Careers Policy
metro.net/pla
Metro Connect Calendar
metro.net/connect
> Click on “Events”

Small Business
Enterprise Directory
metro.net/sbesearch

Future Contract Opportunities
metro.net/business
> Click on “What’s Next”

DEOD Hotline
213.922.2600

NAICS Codes
naics.com/search

Certification Questions
213.922.2600, option 1
certification@metro.net

Basics for Vendors
metro.net/business
> Click on “Getting Started”

Certification Application
metro.gob2g.com

Client Vendor Services
213.922.1037

Current and Small Business
Prime Solicitations
metro.net/business
> Click on “Solicitations”
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