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Massachusetts Small Business Purchasing Program (SBPP)
Potential Reasons for Disqualification

Thank you for your interest in participating in the Massachusetts Small Business Purchasing Program (SBPP).  This document is designed to help program applicants who believe that they meet all program criteria to self-diagnose possible reasons why they may have been found ineligible. This document also provides guidance for SBPP applicants to request a Review of their eligibility after conducting their own self-diagnosis.

First, please review the following Eligibility Criteria for Participation in the SBPP.  
Does your business meet all of the applicable SBPP eligibility criteria?  Any business entity, including all of its affiliates combined, is eligible to participate in the Small Business Purchasing Program if that entity, exclusively through COMMBUYS, accepts the participation agreement and attests to meeting all program criteria below, as applicable:
1. Has its principal place of business in Massachusetts;
2. Has been in business for at least one year;
3. Currently employs a combined total of 50 or fewer full-time equivalents in all locations;
4. Has gross revenues as reported on the appropriate Massachusetts Department of Revenue tax form of $15 million or less, based on a 3-year average; and,
EITHER
· For any entity attesting to Business Type "For-Profit":
· Is organized under the laws of the Commonwealth or is properly registered to do business in the Commonwealth; and
· Is independently owned and operated.
OR
· For any entity attesting to Business Type "Non-Profit" (i.e. 501(c)): 
· Is registered as a nonprofit or charitable organization with and is up to date on its filings with the Massachusetts Attorney General's Office; and
· Is tax-exempt under Section 501(c) of the Internal Revenue Code, i.e. organized and operated exclusively for exempt purposes set forth in section 501(c) and none of its earnings may inure to any private shareholder or individual.

If, after reviewing the SBPP Eligibility Criteria, you believe that your business is eligible for the SBPP…
If, after reviewing the SBPP eligibility criteria above, you believe that your business is eligible for the SBPP, please:
· Review the rest of this document and see if any of these potential reasons apply to your specific situation.  For each potential reason for disqualification this document provides you with steps to self-diagnose the issue and a way for your company to demonstrate its eligibility for the SBPP.
· [bookmark: _GoBack]Once you review the document below, complete the SBPP Attestation Form for all eligibility criteria and submit it with supporting documentation for all eligibility criteria, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.
Deadline: Submit the completed SBPP Attestation Form and required materials no later than 10 business days after receiving the “Small Business Purchasing Program Eligibility” email.
What will happen next? Your submission will be reviewed by OSD, and, based on that review, you will either be found eligible for the SBPP and receive SBPP status for one year, or will be advised to reapply for the program one year after date of receiving the “Small Business Purchasing Program Eligibility” email.


Potential reasons for disqualification for:
Eligibility Criterion 1:  Your principal place of business is in Massachusetts

1.1 Your address indicates your home office or headquarters is not in Massachusetts.

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Check the address that is listed for the home office or headquarters location of the principal place of business on the Massachusetts Department of Revenue’s (DOR) WebFile for Business online application at www.mass.gov/dor.
	Check the address that is listed for the home office or headquarters location of the principal place of business on the most recent Schedule C Massachusetts Profit or Loss from Business filed with the Massachusetts Department of Revenue


How to demonstrate your eligibility for SBPP: Please fix the error on your tax return.  Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.


Potential reasons for disqualification for:
Eligibility Criterion 2: You have been in business for at least one year

2.1 You have not filed with the Massachusetts Department of Revenue in the past three years.

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	· Check the tax filing history on DOR’s WebFile for Business online application at www.mass.gov/dor to verify that all tax filings are current.  If the filing history is not current or complete, applicable tax returns may be filed online using the WebFile for Business application.
	· Check the tax filing history on DOR’s WebFile for Income online application at www.mass.gov/dor to verify that all tax filings of Schedule C Massachusetts Profit or Loss from Business are current. 

	Action You Should Take (continued):
	· Additionally, please check that the taxpayer identification number and taxpayer name listed on COMMBUYS are identical to the taxpayer identification number and taxpayer name listed on the state tax filings submitted for the home office or headquarters location on DOR’s WebFile for Business online application.
	· Verify that the taxpayer identification number and taxpayer name listed on COMMBUYS are identical to the taxpayer identification number and taxpayer name listed on the most current Schedule C Massachusetts Profit or Loss from Business filed with the Department of Revenue.


How to demonstrate your eligibility for SBPP: Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.  Additionally, please submit a Certificate of Good Standing from the Massachusetts Department of Revenue for your company.


Potential reasons for disqualification for:
Eligibility Criterion 3: Your business currently employs a combined total of 50 or fewer full-time equivalents in all locations

3.1 Your most recent filing with the Massachusetts Department of Unemployment Assistance indicates that your company has more than 50 full-time equivalent employees or that your employees worked a total of over 2,600 hours per quarter.

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Check the information filed with the Massachusetts Department of Unemployment Assistance (DUA) at:  http://www.mass.gov/lwd/unemployment-insur/employers.
	N/A


How to demonstrate your eligibility for SBPP: Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.

3.2 Your most recent quarterly filing with the Massachusetts Department of Unemployment Assistance is incomplete as you did not specify the number of full-time equivalent employees or the number of hours each employee worked. 

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Check the information filed with the Massachusetts Department of Unemployment Assistance (DUA) at:
http://www.mass.gov/lwd/unemployment-insur/employers.
	N/A


How to demonstrate your eligibility for SBPP: Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.

3.3 Your business name and/or taxpayer ID is not on file with the Massachusetts Department of Unemployment Assistance. 

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Check the information filed with the Massachusetts Department of Unemployment Assistance (DUA) at: http://www.mass.gov/lwd/unemployment-insur/employers.
	N/A


How to demonstrate your eligibility for SBPP: Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.

3.4 You have not filed with the Department of Unemployment Assistance. 

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Verify the business name and taxpayer identification number are correct on the COMMBUYS application.  If this information is correct and you believe you have filed with the DUA, check the information filed with the Massachusetts Department of Unemployment Assistance (DUA) at: http://www.mass.gov/lwd/unemployment-insur/employers.
	N/A


How to demonstrate your eligibility for SBPP: Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.


Potential reasons for disqualification for:
Eligibility Criterion 4: Your business has gross revenues, as reported on the appropriate Massachusetts tax form, of $15 million or less, based on a 3-year average.

4.1 Your Massachusetts tax return indicates your gross revenue exceeds $15 million based on a 3-year average. 

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes



See next page for additional information.


	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Verify the amount of gross revenue reported to the Massachusetts Department of Revenue  on the appropriately filed Massachusetts Department of Revenue Business tax return by referring to the list included in Appendix A of this document for the three most recent tax filings and calculate the average gross revenue of these three tax filings. In the event that three filings have not been submitted, report the two-year average or one-year actual, as applicable. For Non-Profit or Not for Profit, use the gross operating budget amount. 
	Verify the amount of gross revenue reported to the Massachusetts Department of Revenue on Schedule C Massachusetts Profit or Loss from Business for the three most recent tax filings and calculate the average gross revenue of these three tax filings. In the event that three filings have not been submitted, report the two-year average or one-year actual, as applicable.


How to demonstrate your eligibility for SBPP: Calculate the average as described above.  If you find that the amount of gross revenue reported to the Massachusetts Department of Revenue contained an error, please file an amended return.  Once the amended return has been processed, please email the COMMBUYS Help Desk at commbuys@state.ma.us and ask them to help you re-enter your SBPP eligibility information.


Other potential reasons for disqualification:

5.1 Incomplete filing with the Department of Revenue

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Check the tax filing history on DOR’s WebFile for Business online application at www.mass.gov/dor to verify that all tax filings are current.  If the filing history is not current or complete, applicable tax returns may be filed online using the WebFile for Business application.

	Check the tax filing history on DOR’s WebFile for Income online application at www.mass.gov/dor to verify that all tax filings, specifically Schedule C Massachusetts Profit or Loss from Business, are current.  If the filing history is not current or complete, applicable tax returns may be filed online using the WebFile for Income application.


How to demonstrate your eligibility for SBPP: Please complete the incomplete return.  Once the return has been processed, please email the COMMBUYS Help Desk at commbuys@state.ma.us and ask them to help you re-enter your SBPP eligibility information.


5.2 Different Taxpayer Identification Number and/or Name used on filings with the Department of Revenue. 

	Business Type:
	Business
	Sole Proprietor Filing Personal Taxes

	Action You Should Take:
	Check that the taxpayer identification number and taxpayer name listed on COMMBUYS are identical to the taxpayer identification number and taxpayer name listed on the state tax filings submitted for the home office or headquarters location on DOR’s WebFile for Business online application at www.mass.gov/dor.
	Check that the taxpayer identification number and taxpayer name listed on COMMBUYS are identical to the taxpayer identification number and taxpayer name listed on the most recent Schedule C Massachusetts Profit or Loss from Business filed with the Massachusetts Department of Revenue.


How to demonstrate your eligibility for SBPP: Complete the SBPP Attestation Form and submit it with supporting documentation, as required on the form, by mail to: SBPP Review, Supplier Diversity Office, One Ashburton Place, Room 1017, Boston, MA 02108.

Appendix A: Department of Revenue Tax Forms 

	Form Number
	Form Title
	Line Item Number

	Form 63 FI
	Financial Institution Excise Return – Schedule A
	Line 1

	Form P.S.I.
	Public Service Corporation Franchise Excise Tax Return
	Line 9

	Form 355
	Business/Manufacturing Corporation Excise Return – Schedule E
	Line 1

	Form 355SBC
	Small Business Corporation Excise Return
	Line 26

	Form 355S
	S Corporation Excise Return – Schedule S
	Line 17

	Form M-990T
	Unrelated Business Income Tax Return
	Line 11

	Form 355SC
	Domestic or Foreign Security Corporation Return
	Line 4

	Form 121 A
	Urban Redevelopment Excise Return
	Line 1a

	Form 1
	Massachusetts Resident Income Tax Return – Schedule C
	Line 1
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