








I. OBJECTIVE 

The University has established a Historically Underutilized Business (HUB) Program to ensure and promote equal and increased opportunities for the design and construction community, including businesses owned by ethnic minorities and women who have been historically underutilized, to participate in ECU construction projects through Outreach Programs, identification and recruitment efforts, Good Faith Efforts, and monitoring and reporting compliance.   

II. PURPOSE

This FSSP outlines procedures and activities, including the responsibilities of the University’s HUB Liaison Officer (Officer), to meet the following objectives: 

A. Demonstrate commitment to the State of North Carolina HUB Program both internally and externally.

B. Develop an outreach agenda that facilitates HUB utilization.

C. Meet and strive to exceed State of North Carolina’s goal of 10% participation for HUB utilization.

D. Provide HUBs equal access and opportunity in ECU’s construction program.

E. Raise awareness of the HUB Program on campus as well as the construction community.

F. Incorporate procedures for monitoring compliance with HUB Program.

III. DEFINITIONS

A. Minority – a person who is a citizen or lawful permanent resident of the United States and who is:

1. Black, that is, a person having origins in any of the black racial groups in Africa;

2. Hispanic, that is, a person of Spanish or Portuguese culture with origins in Mexico, South or Central America, or the Caribbean Islands, regardless of race;

3. Asian American, that is, a person having origins in any of the original peoples of the Far East, Southeast Asia and Asia, the Indian subcontinent, the Pacific Islands;

4. American Indian, that is, a person having origins in any of the original peoples of North America; or

5. Female.
IV. PROCEDURES:   

A. Outreach Program

1. Promote the University’s HUB Program externally.

It is the intent of East Carolina University to partner with other UNC campuses in developing, coordinating, and promoting Outreach Programs.  The HUB Liaison Officers at each university are responsible for coordinating their respective Outreach Programs and assisting the other University if necessary. 

2. Develop an outreach agenda to facilitate HUB utilization.

The Officer is responsible for coordinating Outreach Programs.  Responsibilities include, but are not limited to, the following activities: 

a. Reserve a suitable location at least three (3) months ahead.

b. Develop an agenda.  Possible agenda items include:

i. Proposed formal projects to be bid within six months

ii. Proposed informal projects to be bid within six months

iii. Certification of minority contractors 

iv. Educate minority businesses on the process of formal and informal contracts

v. Interested parties should contact the Officer to review and evaluate examples of successful bid/proposal documents from past procurements.

vi. Major contractor break-out sessions for networking and individual presentations.

vii. Opportunity to register as a HUB vendor via Internet set-up.

c. Coordinate appropriate speakers from the Department of Administration’s Office for Historically Underutilized Businesses, City of Greenville, University, Office of State Construction, and vendors and/or contractors.

d. Advertise and announce the Program. 

The Officer shall advertise and announce the Outreach Program through various media outlets including, but not limited to, the following:

i. The Greater Diversity Newspaper.  The Officer shall place an announcement in The Greater Diversity Newspaper prior to the Outreach Program in Greenville.  Announcement in The Greater Diversity Newspaper includes posting on their website. 
ii. The Daily Reflector.  The Officer shall place an announcement in Greenville’s The Daily Reflector Monday edition “Work Week” segment (runs one day) prior to the Outreach Program in Greenville.  
iii. Facilities Engineering & Architectural Services website (http://www.ecu.edu/cs-admin/campus_operations/facilities_engineering_and_architectural_services/Index.cfm): The Officer shall post an announcement on the University’s web page prior to the Outreach Program in Greenville.   

iv. Pieces of Eight.  The Officer shall place an announcement in the University’s Pieces of Eight prior to the Outreach Program in Greenville.

v. Public Radio East.  Officer shall post an announcement on Public Radio East website www.publicradioeast.org.

vi. Request other minority networks share announcement of the event with their constituents.  
The announcements regarding the Outreach Programs shall instruct interested parties to visit the University’s website or contact the Officer for general information. 

The Officer shall maintain copies of published announcements and documentation of the submitted and requested announcements.  

e. Develop a list of attendees including, minority contractors and subcontractors, minority vendors and suppliers, majority contractors and subcontractors, majority vendors and suppliers, as well as designers, etc. The Officer shall maintain a directory of area contractors, subcontractors, vendors, suppliers, and designers, etc. The directory shall be used to prepare a list of attendees for Outreach Programs and bid solicitation lists.  The Officer shall develop and update the directory with assistance from sources including, but not limited to, the following:

i. Department of Administration’s Office for Historically Underutilized Businesses 

ii. Local municipal offices including City of Greenville 

iii. Minority lists from major contractors affiliated with University

iv. City of Raleigh Administrative Services Business Assistance Program website

v. Other minority networks
f. Prepare and send invitations to list of attendees. 

g. In order to maintain current and accurate information, the Officer shall ask all Outreach Program attendees to provide information including name, address, telephone, fax number, and how they learned of the Outreach Program – invitation, church, website, newspaper, TV, etc.  

3. Assure that project plans are made available for review by potential bidding contractors by requiring designers to place plans and specifications in the appropriate AGC plan rooms across the State.

B. Identification & Recruitment:

1. A designer’s utilization experience with HUBs shall be included as criteria in the selection processes for design consultants 

a. The Officer shall be responsible for assuring 

i. The University notifies minority designer(s) of the opportunity as required by statute.

ii. The University shall encourage minority participation with the following statement in each designer advertisement: “East Carolina University encourages participation by minority firms.”

iii. The proposal packages shall be reviewed based on a criterion that includes each designer’s utilization experience with HUBs. 

iv. The interview process shall include a question regarding the designer’s utilization experience with HUBs.  

b. The Officer shall be available to discuss HUB requirements, review criteria, and evaluate submissions, as needed.

2. Promote the University’s HUB Program externally.

a. During pre-bid meetings with potential contractors, the Officer shall perform the following:

i. distribute and review the “pre-bid minority letter” and referenced forms as well as distribute business cards.  

ii. discuss HUB goals and “Good Faith Effort” requirements required in requests for bid/proposals

iii. encourage contractors to consider subdividing work among multiple contractors in an effort to stimulate HUB participation.  

iv. shall offer her/his assistance with questions relating to complying with requirements 

v. shall instruct interested parties to contact her/him to schedule an appointment to review and evaluate examples of successful bid/proposal documents from past procurements.  

vi. request bidders to share their lists of minority businesses with the University.

b. The Officer shall maintain a copy of pre-bid meeting sign-in sheet with pre-bid meeting checklist.  The Officer shall note any questions posed during pre-bid for follow-up and to address in the next meeting.  

C. Good Faith Efforts:

1. Assure that projects are reviewed to determine the possibility of subdividing the work among multiple contractors.  

a. Requests for bids may be subdivided to encourage HUB participation. The “pre-bid minority letter” distributed during pre-bid meeting encourages interested contractors to consider subdividing work among multiple contractors in an effort to stimulate HUB participation.  

b. The Officer shall stress the importance of encouraging contractors to subdivide work during pre-bid meetings and with project managers during bi-weekly staff meetings and other training sessions.

2. Assist the design team in developing methods for structuring bids, proposals, specifications, and plans so as not to unreasonably prejudice or limit HUB participation.

The Officer shall stress to the Facilities Engineering and Architectural Services staff the importance of developing methods for structuring bids, proposals, specifications, and plans so as not to unreasonably prejudice or limit HUB participation.

3. Become knowledgeable of HUBs that are potential contractors and include HUBs on bid solicitation lists. 

a. The Officer shall provide lists with names, phone numbers, etc. of potential HUB contractors to project managers and designers to use in solicitation efforts required as part of the Good Faith Effort.   

b. The Officer shall remind project managers, designers, etc. to direct interested parties to visit the Facilities Engineering and Architectural Services website (http://www.ecu.edu/cs-admin/campus_operations/facilities_engineering_and_architectural_services/Index.cfm) or contact the Officer for general information how to review and evaluate examples of successful bid/proposal documents from past procurements.    

4. Ensure that HUB goals and “Good Faith Effort” requirements are included in requests for bid/proposals and are discussed during pre-bid/proposal conferences.

a. Project Managers shall send a letter to designer with instructions to include the following statement in each bid advertisement:  “East Carolina University encourages participation by minority firms and supports UNC system’s policy of ensuring and promoting opportunities for minority businesses.”

b. The letter should also request the following be addressed in each bid advertisement:

i. information about plans, specifications, and construction requirements such as locations, contact phone numbers, etc. 

ii. instruct interested parties to visit the University’s website or contact the Officer for general information how to review and evaluate examples of successful bid/proposal documents from past procurements.    

5. Maintain a file of successful bid/proposal documents from past procurement and permit HUBs to review and evaluate these documents.

a. The Officer shall have examples of successful bid/proposal documents from past procurement available at any time for review by HUBs.

b. University’s website shall instruct interested parties to contact the Officer to review and evaluate examples of successful bid/proposal documents from past procurements.  

c. The agenda for the Outreach Programs shall instruct interested parties to contact the Officer to review and evaluate examples of successful bid/proposal documents from past procurements.

d. When requested, the Officer shall provide examples of successful bid/proposal documents from past procurements for review and evaluation in the Facilities Engineering and Architectural Services office.

D. Monitoring & Reporting:

1. Participate in training seminars for the purpose of informing potential bidders/proposers/vendors of HUB Programs and business opportunities available.  

a. To develop and enrich the University’s HUB Outreach Program, the Officer shall attend and participate in training seminars including, but not limited to, the following

i. ECU’s Outreach Programs;

ii. Outreach Programs coordinated by other UNC campuses;

iii. Seminars presented by Department of Administration’s Office for Historically Underutilized Businesses;

iv. Seminars presented by City of Greenville minority business program;

v. Seminars presented by UNC-General Administration.

b. The Officer shall maintain a log of training seminars that the Officer attends including date, duration, location, title or description of Program, sponsor of Program, contribution to Program, etc. 

c. The Officer shall maintain a log of training seminars that the Officer performs including date, duration, location, title or description of Program, sponsor of Program, contribution to Program, etc. 

2. Promote the University’s HUB Program internally.

a. The Officer shall conduct periodic training for University project managers:

i. promote the University’s HUB Program internally

ii. encourage subdividing the work among multiple contractors in an effort to stimulate HUB participation

iii. provide assistance in developing methods for structuring bids, proposals, specifications, and plans so as not to unreasonably prejudice or limit HUB participation 

iv. discuss criteria in designer selection regarding the designer’s plans to meet HUB goals and designer’s utilization experience with HUBs 

v. review how to evaluate Good Faith Effort documentation and document results on bid tab.
b. The Officer shall promote the University’s HUB Program via the Facilities Engineering and Architectural Services website at (http://www.ecu.edu/cs-admin/campus_operations/facilities_engineering_and_architectural_services/Index.cfm).
3. Review Good Faith Effort documentation for completeness.

a. The Officer shall train project managers to complete bid tab to evaluate Good Faith Effort documentation submitted in bid. 

b. The Officer shall review Good Faith Effort documentation of successful bidder.  If documentation does not correspond to bid tab, the Officer shall review documentation of all bidders.

c. Incomplete documents, including missing signatures or signatures not notarized, etc., are not acceptable.     Project Managers and/or Designers shall not approve documents as acceptable without first consulting with the Officer.  
d. The Officer shall complete reports as required by the Department of Administration’s Office for Historically Underutilized Businesses, University of North Carolina – General Administration, and the Office of State Construction.

4. When requested by unsuccessful bidders, Officer shall conduct debriefing sessions to explain why bids/proposals by HUBs may have been unsuccessful.

If requested, the project manager shall provide a letter to any HUB bidder that was not awarded a bid/proposal explaining that the HUB bidder may contact the Officer to schedule a debriefing session.  Upon request, the Officer shall schedule a debriefing session within 7 business days of the request with the contractor, project manager, designer, and the Officer to review the HUB bidder’s bid/proposal.   

5. Maintain records sufficient for verification of steps taken and evaluate efforts to increase HUB participation.

The Officer shall maintain a checklist that verifies steps taken and efforts made on each project.  

6. Monitor HUB utilization throughout the duration of construction.

The Officer shall monitor HUB utilization throughout the duration of construction.  Facilities Engineering and Architectural Services shall forward a copy of each Appendix E along with the pay application to the Officer.  The Officer shall maintain a file of submitted Appendix E forms with pay applications for each contractor by project.  

7. Monitor enforcement of Article 17 of the “General Conditions of the Contract…” which requires sub-contractors receive payment within seven days of the contractor receiving payment from the owner.

The Officer shall monitor HUB utilization throughout the duration of construction to ensure payments are being made promptly by contractors to the subcontractors.  

The Officer shall monitor those projects having minority participation monthly and randomly choose a single minority firm each month and verify their payment was received from the contractor in a timely manner.  The subcontractor is requested to contact the Officer if there are concerns over those payments.
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