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Welcome to the DBE Office Online Reporting System (DOORS)!!

http://osdbu.dot.gov/doors/application/logon.aspx

This system is for reporting the annual DBE Program Uniform Report of DBE Awards or
Commitments and Payments and/or the Airport Concession DBE (ACDBE) Program Uniform
Report of ACDBE Participation.

General Information:

Federal Regulations 49 CFR Part 26 requires airport grant recipients that award prime contracts during a
fiscal year in excess of $250,000 or more to submit DBE goals. 49 CFR 26.11 specifically requires
airport grant recipients to annually submit the Uniform Report of DBE Awards or Commitments and
Payments associated with the contracts awarded during the fiscal year.  For, FAA these reports are due
December 1 for the prior fiscal year.

In addition, Federal Regulations 49 CFR Part 23 requires primary airport grant recipients with annual
concession revenue over $200,000 or more (for both car rental and other than car rental concessions
individually) to submit airport concession DBE (ACDBE) goals. 49 CFR 23 Appendix A specifically
requires primary airport grant recipients to annually submit the Uniform Report of ACDBE
Participation associated with the concessions revenue participation during the fiscal year. For FAA,
these reports are due March 1, for the prior fiscal year.

Thank you for using the DBE Office Online Reporting System (DOORS).
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1. TIPS AND INFORMATION.

Action/Instructions

Please read the form’s instructions before entering data in DOORS. The forms and instructions
can be found on the left-side menu of the DOORS website.

We recommend rebooting and/or clearing your internet cache before logging onto DOORS.
To clear internet cache: Select Tools - Internet Options — Delete cookies — Delete Files — Clear
History.

Please turn off your pop-up blocker. (Go to Tools, pop-up blocker, select turn off pop-up
blocker.

New airport recipient user accounts must be created by your regional FAA DBE Program
Compliance Specialist.

Text-boxes that are shaded will total and calculate automatically. Text-boxes that you cannot
enter data into, will total and calculate automatically.

Basic instructions are accessible on all screens by rolling your mouse cursor over each text-
box.

The reporting period for FAA is number 2. Select the appropriate fiscal year and period 2.

If you log on to DOORS and leave your computer, DOORS will disconnect after 20 minutes of
non-activity.

Use the Change Button to switch to a different recipient or to change the fiscal year or period.
If a user submits a second report for the same recipient and year, the user will be prompted that
another report, for the same recipient and year, already exists in DOORS. The user can still
Submit the report in DOORS. The most current report submitted will override the previous

report in the FAA aggregate report.

See also Frequently Asked Questions on Page 47.

DOORS FAA Recipient User Guidance last updated August 1, 2012




2. LOGGING ON TO DOORS.

Action/Instructions

Go to DOORS website and log-on by entering user name and password
http://osdbu.dot.gov/DOORS/Application/logon.aspx.

Before logging on, clear your internet cache (see Page 3 for instructions).

If you forgot your password, click on forgot password. DOORS will email you a link to create
a new password. If you do not receive the link in your email within 2 minutes, check your
SPAM or JUNK folder. To logon, enter your user ID (the user ID is usually the initial of your
first name and entire last name, sometimes followed by 1).

DOORS FAA Recipient User Guidance last updated August 1, 2012



http://osdbu.dot.gov/DOORS/Application/logon.aspx

3. ADDING DBE OR ACDBE UNIFORM REPORT INFORMATION.

To enter a new report click on “DBE Awards” or “ACDBE Participation” on the left hand side
of screen. For purposes of this guidance, we will demonstrate adding DBE Awards.

Under ‘Manage Information” click on “Add Information”
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Click on your recipient (example given is for the City of Philadelphia.

Enter information in appropriate fields. Please note that Overall Goal Total in Section 7 will be
automatically calculated when submitted. We recommend that if goals are less than 10, enter a
zero “0” before the single digit. For example, if the goal is 4.4, enter “04.4”.

You will not need to enter information in columns that are shaded as these columns will
automatically calculate when submitted.

Also, please note that fields in sections 8-14 allow for 10 digits to be entered including
decimals. Please round up if needed.

See Diagram on Page 6.
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Change Button: If you report for more than one recipient, and you want to change to submit a
report for a different recipient, Click the change button.

Please make sure that the DBE data in Sections 8 and 9 equals the DBE data in Sections
10 and 11.
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You can also enter notes at the bottom of the screen.
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Once all data is entered click “Save” or “Submit”. Selecting Save will allow you to return and
edit later; selecting Submit will send the record to the FAA for review. If you choose SAVE,
the record will remain in the SAVE mode indefinitely (access under Edit Information) until you
SUBMIT it.  After you Submit the record, you will not be able to view the record until FAA
has reviewed it. You will receive an email message after FAA has reviewed, returned with
comments or approved the record. If the record is returned to you with comments, you will
receive an email message. Go to Edit Information and page down to the Comments box to
view FAA’s comments. Make the required changes and click Save. Next, go to Submit
Information and click Submit.

n2. -14. ACTUAL PAYMENTS ON CONTRACTS COMPLETED

A B 1]

C

DBE
Prime Prime Particip.
Contracts Contracts Needed For DBE
Completed Completed Goal § Participation
No. ] ¥

12. Race | 2Ei| | 4653213| | 326422Ei| | ?624632|
Conscious

13. Race Neutral | 12| | 230584'
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The system will notify you if you have entered incorrect data, or left a required field blank.
An error message will appear in red at the bottom (see below) of the page once you click save.
Correct any error(s) and click “Save” once again. If you are ready to Submit the record, go to
Submit Information and click “Submit”.

You can also Submit the report with errors. FAA will inform you of any changes that need to
be made to the report.

12. - 14, ACTUAL PAYMENTS ON CONTRACTS COMPLETED

A B

C

DBE
Prime Prime Particip.
Contracts Contracts Needed For DBE
Completed Completed Goal § Participation
No. § §

12. Race | 26| | 4658213| | 3234223| | ?624632|
Conscious

13. Race Neutral | 12| | 230584'

Submit Cancel

PrimeRaceConsciousDollar is 0if 8f = 0 And =0 if 8f =0
SubRaceConsciousDollaris 0f 8f = 0 And =0 if % =0
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When you Save or Submit data, you will receive a confirmation pop-up window verifying that
the data is entered into the DOORS.

2) Add Information - Mozilla Firefox

Fle Edt Wiew History Bockmarks Took  Help
(O conmteg

(€ ) I 1] hitp: . osdbu,dot, gov/DOORS Applicationfaddinformeation. asps - . [-:’- Google

Report Saved!

Transferring data from wm osdbu "

& mall - Inbox - 1. ¥ er ) Add Informatio. & D ] e, JEREY it [ 11:00 AM
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4. EDITING OR DELETING DBE OR ACDBE UNIFORM REPORT
INFORMATION AS AN OPERATOR (RECIPIENT) LEVEL USER

Go to DBE Awards or ACDBE Participation and under ‘Manage Information” click on “Edit
Information”
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Click on your Recipient (example given is for the City of Philadelphia). Click on Select next to
the record.
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The data entered previously and saved will appear and is available for editing. Enter any
changes and click Save. When you are ready to Submit the record, go to Submit Information
and click on Submit.
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You can also Delete a record. Select Edit Information and click Delete. DOORS will ask you
to confirm that you want to delete the record. Click on Delete. DOORS will provide a pop-up
window verifying that the record was deleted (see below).

O

DOORS FAA Recipient User Guidance last updated August 1, 2012




DOORS FAA Recipient User Guidance last updated August 1, 2012




5. SUBMITTING DBE OR ACDBE UNIFORM REPORT INFORMATION.

Under ‘Manage Information” click on “Submit Information”

Click on Select for the report you are Submitting.
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The report information that was saved appears. You can now preview the report on the
uniform form prior to submission. Click on the “Preview Report” link at the top of the page.
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A new window opens and a PDF version of the Uniform Report of DBE Commitments/
Awards and Payments appears with the all of the data entered into the appropriate fields.

TNIFORM REFORT OF DEE COMMITMENTS/AWARDS AND PAYMENTS

* #Ploazs refer to the instroctions sheat for directions oo fllng o fhis Som®*

1. Sclmitead 1o (ehack only ons i TFAA [TFTA - Vizdor ke

[ API Mumbers (FAA Fecipssaits Colyl

Fadaral Frecal Yaar in wkich Reportizg Partod Falls . FY 009 4.Date Thi Report Schmited:  01/0010001

Raporting Parid [ ]1Bsport Dwe fna 1 (for pasiod Ser. 1-bdm, 30) [ ]Bapert Dwa. 1 (for paried April 1-5gc 30) [ ]TAA angual rspos doe Dac. 1

[ Mame amd addrass of Racipiet

[\ Annuzl DEE Goal(s) Bzce Cozscinms Goal 108 % Racs Nemtral Goal 24 % Cverall Goal

A B C F <] I
COMMITMENT S'AWARDEMADE Total Dolys . ! T ?u'.ai::rI:EE: Total 1o DEFs e Pnu'_:n'::d:?of
DURING THISEEP ORT INGPERED J i) ‘ = Rao |:-.a33r__==_rs
(total contracts azd sehcontacs commited T =T C?ic‘l;;lf s = rel s
dmingtkisrsporting paid (b { [t ) <A

E- Prinze contracts awarded th peried

I [ 0.01001 64236307

F. Subconeracts awardsd chis perind

otk

E

Tesi Asion-Packs
DEE COMMITMENT S/AWARDS THIS Ama 2 An Amazen ot oy
REPORTINGPERIOD-BREAKDOWN otk mop

BY ETHNICITY & CENDER. liszed Eazs)

2. Total Wumber of Coztracts (Preos & Sk

3 m [
1. Total Dollar Valm

1BEIO2 11085251 4

A C D E
Nuzmaber of Prims Contracs Total Dolles Vals of Paze L'EE Pasticipation Maadd o Tretd DEE Particpatica. Parcezizm of
ACTUAL PAYMENTSON CORTRACTS Comglead Contracts Conplesd Mast Goal (Dol (Dellars) Totel CEE
COMPLETED T HISREPORTING Participation
PERICD el ]

2. Fcs Conaciom JE01RETEZ 0.08 S1500665207
3. Bcs Mol

5 55445758 0.01 57802364211
4. Tonks : 33608720

3. Submitred By (peint name
pf Autherized Rapsssainis)

16, Sgmature of Amborind
Papressmaing

7. Phons Fumber

Notes: all dollars represeni Federal Diollars

If the information is correct, you can Submit the report to the FAA. (You can also Submit

the information to FAA if there are errors indicated-FAA will contact you if corrections need
to be made.)

Click on the SUBMIT button at the bottom of the page. The report will be reviewed by an
FAA DBE Program Compliance Specialist. The FAA DBE Program Specialist will inform

you via email of the result of the FAA review (approved or changes needed). If changes are
needed, go to Edit Information.
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6. ADDING DBE CONTRACTORS OR ACDBE FIRMS.

Action/Instructions

Go to DOORS website and log-on by entering user name and password
http://osdbu.dot.gov/DOORS/Application/logon.aspx
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To enter a new DBE Contractor Report click on “DBE Contractors” on left hand side of screen.

To enter a new ACDBE Firms Report click on “ACDBE Firms.

For purposes of this guidance, we will demonstrate adding DBE Contractors.

DOORS

Airport Concessions

ACDBE Participation

ACDBE Firms
DOT-Assisted Contracts

DBE Awards
Account Management

My Account

Change Password
Forms & Instructions
OSDBU Website

Logout

Under ‘Manage Information” click on “Add Information”
DBE Contractors
Manage Information

Add Information
Edit Information

Submit Information

Reports

Recipient - View Form - By FY
Contractor Details - By FY
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http://osdbudemo.heitechservices.com/DOORS/Default.aspx
http://osdbudemo.heitechservices.com/DOORS/Default.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/FAA_Awards_Main.aspx?ID=982daaeb-7e1f-4f95-b837-a535ffc8e346
http://osdbudemo.heitechservices.com/DOORS/FAADoors/FAA_DBECRecip_Main.aspx?ID=93bb162d-7f66-47b8-884c-914304bf4032
http://osdbudemo.heitechservices.com/DOORS/Application/Awards_Main.aspx?ID=C83D2535-6FBA-498E-848C-0D4BB3157FDE
http://osdbudemo.heitechservices.com/DOORS/FAADoors/FAA_ContractorRecip_Main.aspx?ID=c94b1131-05ee-4a20-8f7c-37c4e86505cc
http://osdbudemo.heitechservices.com/DOORS/Application/MyAccount.aspx
http://osdbudemo.heitechservices.com/DOORS/Application/ChangePassword.aspx
http://osdbudemo.heitechservices.com/DOORS/Application/FormsInstruc.aspx
http://osdbu.dot.gov/
javascript:__doPostBack('ctl00$pageSidebar$LogoutLink','')
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_AddInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_EditInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_SubmitInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_RecipReportSelect.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_ContractorDetailRpt_Select.aspx

Select the fiscal year and click on your recipient (example given is for City of Blue Earth).

Add DBE Contractors

Select the Fiscal Year

Fiscal year

Select the Recipient

2-AL_MN_AConzemius

: City of Blue
‘_Earth

: City of
* Winsted

: City of
* Litchfield
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http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_AddInformation.aspx#ctl00_pageContent_Organization_organizationalTree_SkipLink
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_AddInformation.aspx#ctl00_pageContent_Organization_organizationalTree_SkipLink
javascript:TreeView_ToggleNode(ctl00_pageContent_Organization_organizationalTree_Data,1,ctl00_pageContent_Organization_organizationalTreen1,'t',ctl00_pageContent_Organization_organizationalTreen1Nodes)
javascript:__doPostBack('ctl00$pageContent$Organization$organizationalTree','scfa39dac-d20e-4c64-8afd-b0df46672daa//074d658f-80a3-4266-be16-c79af24e786c//616a9921-4fca-416b-a9d4-078c449c3b1e')
javascript:__doPostBack('ctl00$pageContent$Organization$organizationalTree','scfa39dac-d20e-4c64-8afd-b0df46672daa//074d658f-80a3-4266-be16-c79af24e786c//616a9921-4fca-416b-a9d4-078c449c3b1e')
javascript:__doPostBack('ctl00$pageContent$Organization$organizationalTree','scfa39dac-d20e-4c64-8afd-b0df46672daa//074d658f-80a3-4266-be16-c79af24e786c//452fc6dd-1bcb-45a9-bb62-37cc577ea155')
javascript:__doPostBack('ctl00$pageContent$Organization$organizationalTree','scfa39dac-d20e-4c64-8afd-b0df46672daa//074d658f-80a3-4266-be16-c79af24e786c//452fc6dd-1bcb-45a9-bb62-37cc577ea155')
javascript:__doPostBack('ctl00$pageContent$Organization$organizationalTree','scfa39dac-d20e-4c64-8afd-b0df46672daa//074d658f-80a3-4266-be16-c79af24e786c//5e525ede-f640-4888-b9a4-76299d90f468')
javascript:__doPostBack('ctl00$pageContent$Organization$organizationalTree','scfa39dac-d20e-4c64-8afd-b0df46672daa//074d658f-80a3-4266-be16-c79af24e786c//5e525ede-f640-4888-b9a4-76299d90f468')

Enter information in appropriate fields. The recipient name and fiscal year are already entered
for you.
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When finished entering information, click on:

- ADD MORE to add additional contractors

- SAVE to save the information and return later to complete it, or
- SUBMIT to send the completed information to FAA.

If you choose SAVE, the information will remain in SAVE indefinitely until you return to
complete it and SUBMIT.

The system will notify you if you have entered incorrect data, or left a required field blank.

Error messages will appear in red after you click Save or Submit. Correct any error(s) and click

“Save” or if no additional errors appear, click “Submit”.  If you choose SAVE, the information
will remain in SAVE (Edit Information) indefinitely until you return to complete it and SUBMIT
it (Submit Information).

Add DBE Contractors

The following errors were found:

The DBE contractor's address must be entered

The DBE contractor's telephone number must be entered
The dollar amount of work must be entered

The AIP grant number must be entered
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After Saving or Submitting, you will receive a confirmation notice verifying that the information
has been entered.

2) Add Information - Mozilla Firefox

Fle Edt Wiew History Bookmarks Took  Help
O cremctes

(€ )> I 1] hitep: . asdbu,dot, gov/DOORS/Applicationfaddinformation. asps - . [{’- Google

Report Saved!

Transferring data from v osdbu.dot, gov

.+ 11:00 AM
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7. EDITING OR DELETING DBE CONTRACTORS OR ACDBE FIRMS.

Go to DBE Contractors or ACDBE Firms and under ‘Manage Information”, click on “Edit
Information”

DBE Contractors
Manage Information

Add Information

Edit Information

Submit Information

Click Select for the record that you are editing (City of Paynesville).

Edit Information — Recipient Selection Screen

Delete Select 103 McCormick City of Paynesville 2011 |9/7/2011 11:5

Delete Select 105 McCormick City of Mankato 2011 [9/9/2011 10:3

Delete Select 106 McCormick City of Faribault 2011 (10/6/2011 7:1

Click on Select next to the DBE Contractor to be edited. The data entered previously that was saved

will appear and is available for editing. Enter any changes and click Save or Submit.

DOORS FAA Recipient User Guidance last updated August 1, 2012



http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_AddInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_EditInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_SubmitInformation.aspx
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Delete$0')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Select$0')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Delete$1')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Select$1')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Delete$2')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Select$2')

You can also click on “Report Preview” to see the report that was previously entered or “Add
Contractor” to add another DBE contractor firm.

You can also delete the record. Select Edit and click Delete.

e
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8. SUBMITTING DBE CONTRACTORS AND ACDBE FIRMS.

Go to DBE Contractors or ACDBE Firms and under ‘Manage Information”, click on “Submit
Information”

DBE Contractors
Manage Information
Add Information

Edit ion
Submit Information

Click Select for the record that you are submitting.

Edit Information — Recipient Selection Screen

Delete Select {103 McCormick City of Paynesville 2011 [9/7/20
Delete Select 105 McCormick City of Mankato 2011 [9/9/20
Delete Select 106 McCormick City of Faribault 2011 (10/6/2

Click on Select next to the DBE Contractor to be submitted. The data entered previously will
appear. Enter any changes and click Submit. The record will be transmitted to the FAA.

You can also click on “Report Preview” to see the report that was previously entered or “Add
Contractor” to add another DBE contractor firm.
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http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_AddInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_EditInformation.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_SubmitInformation.aspx
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Delete$0')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Select$0')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Delete$1')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Select$1')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Delete$2')
javascript:__doPostBack('ctl00$pageContent$gvEditReports','Select$2')

You can also delete a record. Select Edit and click Delete.

e
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9. VIEW REPORTS - DBE AWARDS AND ACDBE PARTICIPATION.

Reports can be accessed in all menus.

For DBE Awards Reports:
Click on DBE Awards and Under Management Information, click on Past Awards — Individual.

Expand the Recipient Tree — Click on (+)
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Click on the Recipient.

Next, Click on Select next to the Report you want to View, and click on View.
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The DBE Uniform Form will appear. You can save it to a file or print it from the menu at the bottom

of the form.
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ACDBE Participation Reports.

For ACDBE Participation Reports:
Click on ACDBE Participation.
Under Manage Information, Click on Past ACDBE Participation — Individual.

Click on the Recipient, Select the Year and Click on View.
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The ACDBE Participation Form will appear. You can view, print or save the form in Excel, PDF or
Word version — Click on the drop down menu at the top of the form.

For ACDBE Participation Reports for a Recipient for All Years:
Click on ACDBE Participation.
Under Manage Information, Click on: Recipient — All Years
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Click on the Recipient and Click View.

A spreadsheet will appear showing all of the Recipients ACDBE Participation.
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10. REPORTS — DBE CONTRACTORS AND ACDBE FIRMS.

DBE Contractors.

Click on DBE Contractors.
Under Manage Information, Click on the type of Report you would like to view.

DBE Contractor Menu

Recipient - View Form - By FY (DBE Contractor Form Report in PDF)
National, Region or State Report - By FY (Spreadsheet of all contractors for a selected category and FY)

DBE Contractors — Click on:
Recipient - View Form - By FY (PDF or HTML)

Click on the Recipient you want to view.

Select the Fiscal Year and then Select either Report Preview (PDF) or HTML report version (See
diagram below).

If you selected the wrong recipient, click the Change button to select a different recipient (for example,

if you are a consultant with multiple users).
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http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_RecipReportSelect.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_ContractorDetailRpt_Select.aspx
http://osdbudemo.heitechservices.com/DOORS/FAADoors/CR_RecipReportSelect.aspx

DBE Contractors — PDF Version
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DBE Contractors — HTML Version

DBE Contractor Reports
Recipient - By FY (Spreadsheet of all of the Recipient’'s DBE contractors for a selected FY)

Select the Recipient you want to view.

Select the Fiscal Year you want to view.
Select View Report.  See diagram below.
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ACDBE Firms.

Click on ACDBE Firms.
Under Manage Information, Click on the type of Report you would like to view.

ACDBE Firms Menu

Recipient - View Form - By FY (ACDBE Firms Report Form Report in PDF)
National, Region or State Report - By FY (Spreadsheet of all Concessions for a selected category by FY)
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ACDBE Firms
Recipient - View Form - By FY (ACDBE Firms Report Form in PDF)

Recipient - View Form - By FY (ACDBE Firms Report Form in HTML)
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ACDBE Firms
Recipient by FY — spreadsheet format
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11. Instructions for DBE Uniform Form.

1. Indicate the DOT Operating Administration (OA) that provides your Federal financial assistance. If assistance comes from more than
one OA, use separate reporting forms for each OA. If you are an FTA recipient, indicate your Vendor Number in the space provided.

2. If you are an FAA recipient, indicate the relevant AIP Numbers covered by this report. If more than six, attach a separate sheet.
3. Specify the Federal fiscal year (i.e. October 1-September 30) in which the covered reporting period falls.
4. State the date of submission of this report.

5. Check the appropriate box that indicates the reporting period that the data provided in this report covers. If this report is due June 1,
data should cover October 1 - March 31. If this report is due December 1, data should cover April 1 - September 30.

6. Name of the recipient.

7. State your annual DBE goal(s) established for the Federal fiscal year of this report to be submitted to and approved by the relevant
OA. Your Overall Goal is to be reported as well as the breakdown for specific Race Conscious and Race Neutral Goals (both of which
include gender-conscious/neutral goals). The Race Conscious Goal portion should be based on programs that focus on and provide
benefits only for DBEs. The use of contract goals is a primary example of a race conscious measure. The Race Neutral Goal portion
should include programs that, while benefiting DBEs, are not solely focused on DBE firms. For example, a small business outreach
program, technical assistance, and prompt payment clauses can assist a wide variety of businesses in addition to helping DBE firms.

8-9. The amounts in items 8(A)-9(I) should include all types of prime contracts awarded and all types of subcontracts awarded or
committed, including: professional or consultant services, construction, purchase of materials or supplies, lease or purchase of equipment
and any other types of services. All dollar amounts are to reflect only the Federal share of such contracts, and should be rounded to the
nearest dollar.

8(A). Provide the total dollar amount for all prime contracts assisted with DOT funds that were awarded during this reporting period.

8(B). Provide the total number of all prime contracts assisted with DOT funds that were awarded during this reporting period.

8(C). From the total dollar amount awarded in item 8(A), provide the dollar amount awarded to certified DBEs during this reporting
period.

8(D). From the total number of prime contracts awarded in item 8(B), specify the number awarded to certified DBEs during this
reporting period.

8(E). From the total dollars awarded in 8(C), provide the dollar amount awarded to DBEs though the use of Race Conscious methods.
See the definition of Race Conscious Goal in item 7 and the explanation in item 8 of project types to include in your calculation.

8(F). From the total number of prime contracts awarded in 8(D), specify the number awarded to DBEs through Race Conscious
methods.

8(G). From the total dollar amount awarded in item 8(C), provide the dollar amount awarded to certified DBEs through the use of Race
Neutral methods. See the definition of Race Neutral Goal in item 7 and the explanation in item 8 of project types to include.

8(H). From the total number of prime contracts awarded in 8(D), specify the number awarded to DBEs through Race Neutral methods.

8(I). Of all prime contracts awarded this reporting period, calculate the percentage going to DBEs. Divide the dollar amount in item
8(C) by the dollar amount in item 8(A) to derive this percentage. Round percentage to the nearest tenth.

9(A)-9(I). Items 9(A)-9(I) are derived in the same way as items 8(A)-8(I), except that these calculations should be based on subcontracts
rather than prime contracts. Unlike prime contracts, which may only be awarded, subcontracts may be either awarded or committed.

10(A)-11(I). For all DBEs awarded prime contracts and awarded or committed subcontracts as indicated in 8(C)-(D) and 9(C)-(D), break
the data down further by total dollar amount as well as the number of all contracts going to each ethnic group as well as to non-minority
women. The “Other” category includes those DBEs who are not members of the presumptively disadvantaged groups already listed, but
who are determined eligible for the DBE program on an individual basis (e.g. a Caucasian male with a disability). The TOTALS value in
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10(H) should equal the sum of 8(C) plus 9(C), and similarly, the TOTALS value in 11(H) should equal the sum of 8(D) plus 9(D).
Column I should only be filled out if this report is due on December 1, as indicated in item 5. The values for this column are derived by
adding the values reported in column H in your first report with the values reported in this second report.

12(A). Provide the total number of prime contracts completed during this reporting period that had Race Conscious goals. Race
Conscious contracts are those with contract goals or another race conscious measure.

12(B). Provide the total dollar value of prime contracts completed this reporting period that had race conscious goals.

12(C). Provide the total dollar amount of DBE participation on all Race Conscious prime contracts completed this reporting period that
was necessary to meet the contract goals on them. This applies only to Race Conscious prime contracts.

12(D). Provide the actual total DBE participation in dollars on the race conscious prime contracts completed this reporting period.

12(E). Of all the prime contracts completed this reporting period, calculate the percentage of DBE participation. Divide the actual total
dollar amount in 12(D) by the total dollar value provided in 12(B) to derive this percentage. Round to the nearest tenth.

13(A)-13(E). Items 13(A)-13(E) are derived in the same manner as items 12(A)-12(E), except these figures should be based on Race
Neutral prime contacts (i.e. those with no race conscious measures).

14(A)-14(E). Calculate the totals for each column by adding the race conscious and neutral figures provided in each row above.
15. Name of the Authorized Representative preparing this form.

16. Signature of the Authorized Representative.

17. Phone number of the Authorized Representative.

18. Fax number of the Authorized Representative.
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12. Instructions for Uniform Report of ACDBE Participation

1. Insert name of airport receiving FAA financial assistance and AIP number.

2. Provide the name and contact information (phone, fax, e-mail) for the person FAA should contact with questions about
the report.

3a. Provide the annual reporting period to which the report pertains (e.g. October 2005 — September 2006).
3b. Provide the date on which the report is submitted to FAA.

4. This block and blocks 5 and 6 concern non-car rental goals and participation only. In this block, provide the overall non-
car rental percentage goal and the race-conscious (RC) and race-neutral (RN) components of it. The RC and RN
percentages should add up to the overall percentage goal.

5. For purposes of this block and blocks 6, 8, and 9, the participation categories listed at the left of the block are the
following: 1) “Prime Concessions” are concessions that have a direct relationship with the airport (e.g. a company who has
a lease agreement directly with the airport to operate a concession), 2) A “subconcession” is a firm that has a sublease or
other agreement with a prime concessionaire, rather than with the airport itself, to operate a concession at the airport, 3) A
“management contract” is an agreement between the airport and a firm to manage a portion of the airport’s facilities or
operations (e.g., manager the parking facilities), and 4) “Goods/services” refers to those goods and services purchased by
the airport itself or by concessionaires and management contractors from certified DBEs. If reporting joint ventures with
more than one agreement, count the joint venture for each agreement that they are covered by, e¢.g. a single joint
venture might have 3 different agreements, they should be counted 3 times.

Block 5 concerns all non-car rental concession activity covered by 49 CFR part 23 during the reporting period, both new or
continuing.

In Column A, enter the total concession gross revenues for concessionaires (prime and sub) and purchases of goods and
services (ACDBE and non-ACDBE combined) at the airport.

In Column B, enter the number of lease agreements, contracts, etc. in effect or taking place during the reporting period in
each participation category for all concessionaires and purchases of goods and services (ACDBE and non-ACDBE
combined).

Because, by statute, non-ACDBE management contracts do not count as part of the base for ACDBE goals, the cells for
total management contract participation (A & B) and ACDBE participation as a percentage of total management
contracting dollars (G) are not intended to be filled in Blocks 5 & 6.

In Column C, enter the total gross revenues in each participation category (ACDBEs) only.

In D, enter the number of lease agreements, contracts, etc., in effect or entered into during the reporting period in each
participation category for all concessionaires and purchases of goods and services (ACDBEs only).

Column E and F are subsets of Column C: break out the total gross revenues listed in Column C into the portions that are
attributable to race-conscious and race-neutral measures, respectively. Column G is a percentage calculation. It answers the
question, what percentage of the numbers in Column A is represented by the corresponding numbers in Column C?

6. The numbers in this Block concern only new non-car rental concession opportunities that arose during the current
reporting period. In other words, the information requested in Block 6 is a subset of that requested in Block 5. Otherwise,
this Block is filled out in the same way as Block 5.

7. Blocks 7-9 concern car rental goals and participation. In Block 7, provide the overall car rental percentage goal and the
race-conscious (RC) and race-neutral (RN) components of it. The RC and RN percentage should add up to the overall
percentage goal.

8. Block 8 is parallel to Block 5, except that it is for car rentals. The instructions for filing it out are the same as for Block
5.
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9. Block 9 is parallel to Block 6, except that it is for car rentals. The information requested in Block 9 is a subset of that
requested in Block 8. The instructions for filling it out are the same as for Block 6.

10. Block 10 instructs recipients to bring forward the cumulative ACDBE participation figures from Blocks 5 and 8,
breaking down these figures by race and gender categoriecs. NOTE: Please report both numbers and dollars.
Participation by non-minority women-owned firms should be listed in the “non-minority women” column. Participation by
firms owned by minority women should be listed in the appropriate minority group column. The “other” column should be
used to reflect participation by individuals who are not a member of a presumptively disadvantaged group who have been
found disadvantaged on a case-by-case basis.

11. This block instructs recipients to fill out the information on the Report of Certified ACDBE Form
(Concessionaires/Subconcessionaires/ Suppliers/Management Contractors - Counted Towards the Goal or attach
another document containing the same basic information for each ACDBE firm participating in its program during the
reporting period. If the firm’s participation numbers are reflected in Blocks 5-6 and/or 8-9, the requested information about
that firm should be attached in response to this item. (Please use the ACDBE firms form).
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13. DOORS - Frequently Asked Questions by Recipients

1. Q: How can I access the history reports in DOORS?

A: You can access the individual history reports by following these steps:

ACDBE reports:
o Go to the menu for the report you want to access

e For ACDBE Participation

o Go to Reports
Past ACDBE Participation — Individual
Recipient - All Years

If you want to view a list of all the report histories,
e Recipient - All Years

®  Recipient
o Click View.

To copy the listing, left mouse click while also clicking the control key, run your mouse
over the data, and paste it into an Excel spreadsheet.

To view the ACDBE uniform form by year, select as follows:
e  ACDBE Participation — Individual.

e Recipient Name
e Year

o View - wait a few seconds and the report will appear.

To save or print the report, go to the save icon at the top of the screen, select version
(Excel, PDF or Word), save it to your computer, and print it.

DBE Awards Reports:

To access reports, select as follows:
o  DBE Awards

e Past Awards Individual
e C(Click the FY and Period 2
o C(lick on the + sign (expand)

o Click on the name of recipient you want to view

o You will see a screen like the one below -

| Select ’City of Philadelphia ’ 11/22/2011 10:54:16 AM |FAA User \
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http://www.osdbu.dot.gov/DOORS/FAADoors/FAA_ViewInformation.aspx
http://www.osdbu.dot.gov/DOORS/FAADoors/FAA_AllYearsNCRCR.aspx
javascript:__doPostBack('ctl00$pageContent$gvViewReports','Select$0')

If this screen does not appear after 20 seconds, make sure your popup blocker is turned off -
go to Tools, popup blocker and click on turn off popup blocker.
o Select (click Select) a report from the Report Listing then click 'View Report' to

display. The PDF of the report will materialize
2. Q: Itried to logon to DOT DOORS and I keep getting a message “bad password”.

A: Follow these steps:
o Clear your internet cache: Go to Tools, Internet Options, Delete: Cookies, History,
Temporary Files, Delete.
o Next, check to make sure you are logged onto the correct website
http://www.osdbu.dot. gov/DOORS/Application/logon.aspx

o Next, if you copy and paste your user ID or password, make sure there is not an extra
character added, like a space.
o [f'these options do not work, contact your regional DBE Program Compliance Specialist to

make sure you are using the correct user ID.

: I clicked on forgot password and entered my user ID and now I am locked out because the system
says my user account has been placed in a reset state.

: You are not locked out. DOORS has sent you an email message to reset your password. If you
did not receive the email message, check your SPAM or JUNK folder. If it is not there either,
please contact your regional DBE Program Compliance Specialist. When you do receive the
email message, click on the link and it will take you to the DOORS create new password page.
Rules for passwords are two capital letters, two small letters, two numbers, and two symbols.
After you have created an acceptable password, you will be logged into DOORS. Please write
down the password to use the next time you logon to DOORS.

: I entered my uniform data and submitted it twice but I cannot see the report in DOORS?

: If you received a popup window indicating “‘Report Submitted” then yes, your data has been

entered and is pending in the FAA Review and Approve mode. If you submitted two of them, then
one will have to be returned to you to delete it. Either you or your regional FAA DBE
Compliance Specialist can delete the duplicate report in the Edit Information mode. After FAA
Reviews and Approves the data, you will be able to access the report (as detailed in the answer to
question I above). You will receive an email message after FAA has approved it. If you Save the
data before Submitting, you can go Submit Information and view, save or print the report before
submitting it.

: I am still able to access FAA DOORS — is it still being used?

: The FAA is still using FAA DOORS on occasion to view specific DBE reports that are not yet
automated in DOT DOORS.  FAA DOORS will eventually be shutdown.  All history data has
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been migrated from FAA DOORS to DOT DOORS. Please use only the new DOT DOORS
system.

: I'am trying to upload my DBE Awards form onto the DOORS site but there is no place to upload
it. Talso tried to enter the data on the Excel version blank form but there is no Submit option.

: To add data to DOORS, go to the menu for the form you are adding data for (DBE Awards,
ACDBE Participation, DBE Contractors, ACDBE firms), and click on Add Information. The text
boxes on the Add screen mirror the uniform form or the firms form, depending on which form’s
data you are entering. Enter only the main data;, DOORS calculates totals and percentages
automatically.

The blank forms on DOORS are provided only for information purposes. We recommend
completing the blank form or a version of it before entering the data in DOORS.

: I entered my data and FAA approved it but I need to make a change. How can I edit an already
FAA approved record?

. An FAA approved record cannot be edited, however you can re-submit the entire record. After
FAA approves it, the resubmitted report will override the first report.

: In the past I have had to send in the actual forms for Certified DBE Contractors or ACDBE
Concessionaires because the entry part of the DOORS program for this section was not working.
Has this been fixed?

: Our previous FAA DOORS experienced some technical problems with the DBE and ACDBE firms
menus that we were unable to fix. These options work perfectly in the new DOORS. The menus
are titled DBE Contractors and ACDBE firms. Enter all the data and information and click
Submit.

: Am I able to enter data for previous fiscal years? Is there a cut-off date?

: Yes, you can enter data for previous years. If there is a previous report already entered for the
same year, DOORS will indicate in red letters that another report exists for the same year. If the
current report you are entering replaces the previous report, click Submit. The current report
you enter will override the previous report in the FAA aggregate report. When you are searching
for reports, you will still see both reports however, only the current report is counted in the
aggregate report.

There is no cut-off date in DOORS for entering current or previous data. However, FAA has
required dates for reporting. DBE Reports should be entered by December 1 and no later than
March 1 and ACDBE reports should be entered by March 1 and no later than May 1. When
FAA notifies you that reports are due, FAA is collecting the previous fiscal year reports. For
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example, the DBE reports that are due December 1, 2012 are for FY-2012 (October 1, 2011
through September 30, 2012).

Does the system time you out after a certain amount of time while entering the data?

: Generally, the system tends to time out if there is no activity (key movement) within 10 minutes.

The session time you have while entering reports is 30 minutes. If you have several pages of DBE
or ACDBE firms to enter, we recommend you periodically SAVE the data then go to Edit
Information to complete the report. When you are done Editing, click Save. Next, go to Submit
Information and click Submit.

We highly recommend that you clear your internet cache before logging onto DOORS. This will

provide you with a clearer connection. In addition, if possible, we recommend using the Mozilla
Firefox software since it is a faster internet software system which can help to alleviate time-outs
or dropped sessions.

Is there a way for recipients to upload (scan) data instead of having to type in everything?

. At this time, we do not have this type of option in DOORS although it is on FAA's list of
considerations for the future. We have not been able to add this type of feature because program
development of such a system is very sophisticated and thus costly. FAA's future plan is to add a
scanning system feature so that recipients can scan their uniform form and/or firm’s data directly
into DOORS or other FAA system.
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14. FAA HELP DESK - CONTACT US.

If you have any questions or need assistance, please contact your regional FAA DBE Program

Compliance Specialist. Our contact information is shown below.

Nancy Cibic
DOORS Lead

Dolores Leyva

Patricia Wright

Ricky Watson
DOORS backup

Gene Roth

Keturah Pristell

Sophia Soler

Great Lakes Region- Illinois, Indiana,
Michigan, Minnesota, North Dakota, Ohio,
South Dakota, Wisconsin

Southwest Region- Arkansas, Louisiana,
New Mexico, Oklahoma, Texas

Central Region- lowa, Kansas, Missouri,
Nebraska

Western-Pacific Region- American
Samoa, Arizona, California, Guam, Hawaili,
Nevada

Northwest Mountain Region- Colorado,
Idaho, Montana, Oregon, Utah, Washington,
Wyoming

Southern Region- Alabama, Florida,
Georgia, Kentucky, Mississippi, North
Carolina, South Carolina, Tennessee, Puerto
Rico, Virgin Islands

New England Region- Connecticut, Maine,
Massachusetts, New Hampshire, Rhode Island,
Vermont

Eastern Region- Delaware, Maryland, New
Jersey, New York, Pennsylvania, Virginia,
West Virginia

Alaskan Region- Alaska

847-294-
7182

310-725-
3939

310-725-
3955

310-725-
3940

404-305-
5256

404-305-
7392

718-553-
3443

nancy.cibic@faa.gov

dolores.leyva@faa.gov

patricia.wright@faa.gov

ricky.watson@faa.gov

gene.e.roth@faa.gov

keturah.pristell@faa.gov

sophia.soler@faa.gov
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