00 08 2D

CONTENT

CHAPTER 1. SBA ORGANIZATIONS
Page

Paragraph
 

1.  Purpose ………………………………………………………………………………   4
2.  Office Organization Policy ………………………………………………………….    4
3.  Organizational Changes at or Above the District, Division or Center Level ……….    6
4.  Implementation of Proposals Approved by the Administrator...……………………… 9
5.  Organizational Changes Below the District, Division or Center Level...……………..10
6.  Deleted...………………..……………………………………………………………..10
CHAPTER 2. FIELD AND NON-HEADQUARTERS ORGANIZATIONS


7.  Deleted ………………………………………………………………………………. 11 

8.  Deleted ………………………………………………………………………………. 11 

9.  Deleted ………………………………………………………………………………. 11 

 10.  OFO and Other Non-Headquarters Organizations…………………………………….11
 11.  Deleted ………………………………………………………………………………. 11 
 12.  Deleted ………………………………………………………………………………. 11
APPENDICES
1.  Index to Forms and Reports………………………………………………………..… 17 

2.  Definitions……………………………………………………………………………. 19 

3.  Suggested Format for Functional Statements ……………………………….….….… 23 
4.  National Advisory Council – Small Business Administration ………………….…… 25 

5.  SBA Management Board ………………………………………………………..…… 27 
6.  Headquarters Office Organizational Chart …………………...……………………… 29 
7.  Office of the Administrator ……………………………...…………………………… 31 
8.  Office of Advocacy ……………………………………………………………………35
9.  Office of the Inspector General ……………………….……………………………… 47
 10.  Office of Congressional and Legislative Affairs …………………………………..… 65 
 11.  Office of Advisory Councils ……………………………………………………….… 69 
 12.  Office of Hearing and Appeals …………………………………………………….… 73 
 13.  Office of General Counsel …………………………………………………………… 77 
 14.  Office of Public Affairs………………………………………………………………. 87
 15.  Office of Innovation, Research and Technology …………………………………..… 91 
CHAPTER 1

SBA ORGANIZATION
1. PURPOSE
a.
This chapter establishes the procedures SBA organizations must use for proposing organizational or staffing changes and sets forth the procedural criteria for establishing, discontinuing, or changing the Agency’s organizational units. 
b. Policy Exceptions.
1. Except as required in paragraph 2(f) of this chapter, this SOP does not govern the procedural requirements for organizational or staffing changes in the Office of the Inspector General (OIG), the Office of Advocacy (Advocacy), and temporary staffing changes required by the Office of Disaster Assistance in response to emergencies.
2. In addition to the requirements of  SOP 00 80, Alternate Work Sites (AWS), all AWS proposals requiring changes in staffing levels must be administratively cleared by the Assistant Administrator for Human Capital Management (AA/HCM) and submitted to the Administrator.  AWS proposals submitted to the AA/HCM must be in accordance with paragraphs 3 and 5 of this chapter.
3. As stated in SOP 00 21 3, Executive Secretariat (ES) Functions, organizational structures and staffing proposals are excepted from the requirements of SOP 00 21 3 (see Chapter 1, paragraph 3(d)), the directive for preparing and processing decisional correspondence for the Administrator’s approval.  
2. OFFICE ORGANIZATION POLICY

a. The SBA’s organizational structure will be developed and implemented in a manner that provides Agency offices with efficient, functional, and economical program administration.
b. Actions requiring new or revised organizational structures, functional statements, or affecting staffing levels for organizations at or above the district, division, or center level, as defined in Appendix 2, shall be implemented by the Proposing Management Board Member (PMBM) or Regional Administrator after such changes are (1) submitted for administrative clearance, and (2) approved by the Administrator in accordance with the provisions of paragraph 3 of this chapter.  For ease of reference in this chapter, Proposing Management Board Member (PMBM) refers to both Regional Administrators and Management Board Members.
c. Actions requiring new or revised organizational structures, functional statements, or affecting staffing levels below the district, division, or center level, as defined in Appendix 2, may be implemented by a PMBM with notification to the Administrator, in accordance with the provisions of paragraph 5 of this chapter.  However, if the organizational actions affect staffing levels or grades, the actions must be submitted to the Administrator and receive its written approval before the actions can be implemented.

d. When congressional notification is required, changes in SBA organizational units or functions will not be implemented until the Administrator (or the Inspector General or Chief Counsel for their respective organization) has advised the appropriate committees of Congress and allowed sufficient time for congressional comment.

e. Organizational structures and titles for new, reorganized, or renamed units shall be in accordance with the hierarchy and definitions in Appendix 2.  Functional statements must be revised or developed whenever an organization’s functions change.  Appendix 3 provides a suggested format for creating functional statements.

f. Organizational changes in the OIG may be implemented with the written approval of the Inspector General.  Organizational changes in Advocacy may be implemented with the written approval of the Chief Counsel.  However, the OIG and Advocacy will notify the Administrator in writing 15 business days in advance of any organizational changes at or above the Division level.  Furthermore, the OIG and Advocacy will consult with the Chief Operating Officer (COO), Associate Deputy Administrator for Management and Administration (ADA/M&A), and the Chief Financial Officer (CFO) in advance of any OIG or Advocacy organizational change to assess the financial impact that the change may have on the Agency for space and other administrative support.  The OIG will not implement any organizational change that will have an incremental financial impact upon the Agency in excess of $5,000 without (1) reaching an agreement with the COO, CFO, and the ADA/M&A to fund those incremental costs; or (2) if no such agreement can be reached, obtaining the Administrator’s approval.

3. ORGANIZATIONAL CHANGES AT OR ABOVE THE DISTRICT, DIVISION
      OR CENTER LEVEL
a. Initiation of Proposal.  The PMBM shall develop its initial proposal for an organizational unit’s establishment, abolishment, or reorganization, as well as title, function, or staffing changes.  PMBMs are encouraged to collaborate with other affected MBMs during the development of their proposals.  Affected MBMs are an invaluable resource for assessing proposals’ affect on (1) existing operations, (2) achieving organizational mission results, (3) duplicating services, (4) competing newly implemented or proposed business process changes, and cross-cutting organizational concerns not known or apparent to the PMBM.  
(1) The PMBM will submit the initial proposal to the AA/HCM.  The AA/HCM will acknowledge receipt of the proposal and review the proposal for required supporting documentation.  Organizational proposals are unique in scope and complexity.  Therefore, initial proposals may require further development to be considered complete.  The AA/HCM will return incomplete proposals to the PMBM and provide assistance with completing the proposals.  Once proposals are complete, the PMBMs should resubmit their proposals to the AA/HCM.  The AA/HCM will acknowledge receipt of the proposal.
(2) The specific documentation required for each proposal will vary; generally, complex organizational proposals will include the following documentation:

(a) A justification detailing the proposal’s rationale and expected results;  

(b) A detailed explanation of how the proposal is consistent with the SBA Strategic Human Capital Plan;  

(c) A management and staff succession strategy (if appropriate);   

(d) Functional statements and organizational charts which reflect the existing and proposed structure for each organizational unit;  

(e) Proposed and existing staffing charts reflecting the number and types of positions (including title and grade)  and an analysis of anticipated affects on staffing;  

(f) Workload analysis in support of proposed staffing level needs, changes or workload distribution, as well as suggestions for redeploying or otherwise resolving excess human capital capacity; 

(g) A written assessment of any pending or proposed competitive sourcing; identifying any proposed new positions that are materially the same as positions included in a past or current SBA competitive sourcing competition.  Each proposal must include an assessment of the viability of competitive sourcing alternatives; 

(h) A statement of issues potentially affecting (1) the organization’s bargaining unit staff, (2) their working conditions, and (3) the Agency’s Collective Bargaining Agreement; 

(i) If the proposal affects SBA office space, offices must provide an estimate of the amount of needed office space.  This requirement includes any space requirement changes and costs affecting existing office space renovation, new office construction, or office space reductions; and 

(j) For new or modifications to leases, office consolidations, or office closures involving a non-headquarters facility, the MBM must identify the geographic location for each facility, as well as the type of space involved (office, warehouse, storage, special, etc.).  The PMBM must also include the criteria or rationale used in the location’s selection and provide a list of geographic locations considered but not selected. 
b. AA/HCM Assessment and Recommendation.  Upon receipt of a complete proposal, the AA/HCM will prepare a written assessment of the proposal for technical sufficiency. 

(1) The AA/HCM will assess proposals for alignment with the Agency’s Strategic Human Capital Plan, workforce analysis and planning, and compliance with this SOP, as well as compliance with federal laws, regulations, and policy directives governing effective human capital management.

(2) The AA/HCM will contact the PMBM to schedule consultation meetings with the PMBM and affected MBMs (if any). The PMBM, affected MBMs, and the AA/HCM will collaboratively resolve issues. 
(3) Upon completion of the proposal’s assessment and consultation with the PMBM and affected MBMs, the AA/HCM will begin preparing its written recommendation to the Administrator.  
c. Preparation of SBA Form 58 and Initial Clearance.  The AA/HCM will prepare and submit the proposal for clearance using the SBA Form 58.  The AA/HCM will initially transmit the proposal to affected MBMs for clearance.  Affected MBMs will have 15 business days to provide comments and return the Form 58 to the AA/HCM.   The AA/HCM will review the affected MBMs’ comments and complete its Administrative Clearance recommendation document.
d. The AA/HCM is responsible for monitoring the clearance process and coordinating responses to questions concerning the proposal.

e. Administrative Clearance of the Form 58.  All administrative clearing offices will receive the proposal via Executive Secretariat Correspondence Control Tracking System (CCTS) and will concurrently clear the proposal.  Upon receipt of notice from the ES, the administrative clearing offices will have 15 business days to clear the proposal and submit comments via the CCTS.  The following SBA organizations will clear the proposal:
(1) The Assistant Administrator for Congressional and Legislative Affairs (AA/CLA), to review the proposal to determine whether the action requires congressional notification and to determine the method of congressional notification.  

(2) The Chief Financial Officer (CFO), to analyze the proposal for its affects on current and proposed budgetary obligations and authorizations.
(3) The Director, Office of Equal Employment Opportunity and Compliance (EEO&C), to assess the affects of the proposal on diversity, minorities, women, and the Agency's affirmative action goals.

(4) The General Counsel, to review the proposal for legal sufficiency.

(5) The Office of the Chief Information Officer, to evaluate changes potentially affecting the Agency’s Information Technology (IT) network, web pages, major IT initiatives, delivery of IT services, IT security, IT staff in non-headquarters facilities, as well as changes affecting staff or offices addresses, telephone numbers, room numbers, or names.
(6) The Associate Deputy Administrator for Management and Administration, to review the proposal’s affect on internal administrative support systems and specifically on space management and facilities programs.
(7) The Office of the Inspector General, will be provided the opportunity to comment, but will not concur or nonconcur.

f.    Form 58, Administrative Clearing Offices’ Nonconcurs.  At the expiration of the administrative clearance period, the AA/HCM may receive a nonconcur response from an administrative clearing office.  The AA/HCM will forward nonconcurring Form 58s (with the appropriate OHCM analysis) and the proposal to the Administrator, in addition to any comments received by the OIG.  The Administrator will reconsider whether to approve the proposal.  
g.   Formal Submissions to the Administrator Via SBA Form 606. 

Upon clearance completion, AA/HCM will transmit the proposal to the Administrator for approval using the SBA Form 606 via the CCTS.
(1) The AA/HCM will prepare SBA Form 606, have the PMBM sign the Form 606 and forward the proposal to ES for submission to the Administrator.  The ES will submit the proposal via the CCTS.  The proposal must include the recommendation from the AA/HCM. 
(2) The ES will notify the PMBM and AA/HCM of the Administrator’s decision.    
4.  IMPLEMENTATION OF PROPOSALS APPROVED BY THE   

     ADMINISTRATOR

a. Proposals approved by the Administrator will be sent by ES to the Office of Communications & Public Liaison (OCPL) and the AA/CLA.
(1) The AA/OCPL will prepare the appropriate communications releases to ensure that consistent information is disclosed to Agency staff, the small business community, SBA stakeholders, and the public.  The AA/OCPL will ensure that all communications concerning an approved proposal will not be released to the public without its prior consultation.  
(2) As necessary, the AA/CLA will draft the Agency’s notification letter to Congress, clear the letter internally, submit the letter to Congress, monitor the notification letter’s congressional status, coordinate and draft Agency responses to inquiries (if any), and inform Agency offices once the notice period has expired.  Once the AA/CLA receives the congressional notification or the notice period expires, the AA/CLA will forward the package (except for those from the Offices of the Inspector General and Advocacy) to ES for distribution.

b. The AA/HCM will concurrently provide a copy of the approved proposal to the appropriate Union officials (as appropriate) and coordinate Management’s responses to bargaining unit issues raised during the appropriate notice period.

c. The PMBM will coordinate and manage the execution of the approved proposal including developing a project implementation plan to include significant milestone actions and the projected completion date.

d. The AA/HCM will revise this SOP (title changes, functional statements, organizational charts etc.), update the organizational structure data in the personnel and payroll data system, and request that the Office of Administration prepares Agency and Federal Register notifications (if required).  The CFO will update budget and accounting codes for organizational changes at the beginning of each fiscal year.

5. ORGANIZATIONAL CHANGES BELOW THE DISTRICT, DIVISION OR 
    CENTER LEVEL
a.     Initiation of Proposal.  MBMs initiating proposals that requests an  

         organizational or functional change below the district, division or center
        level, as defined in Appendix 2 of this chapter, must include  

       documentation required in paragraph 3 (a) (2) of this chapter.  
b. AA/HCM Assessment and Recommendation.  The proposal will be forwarded to the AA/HCM for review and analysis.  Upon receiving the   initial proposal from the PMBM, the AA/HCM will (1) review the proposal for technical sufficiency, and alignment with SBA’s human capital initiatives and goals and (2) prepare a written analysis of the proposal.  After the AA/HCM completes its analysis, the PMBM will confer with the AA/HCM to discuss its analysis of the proposal; and (3) approval must be in accordance with paragraph 3 of this chapter and implemented in accordance with paragraph 4 of this chapter.
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10. The Office of Field Operations (OFO) and other non-headquarters organizations.  OFO and other non-headquarters offices’ organizational or staffing changes at or above the division level are governed by the procedures in paragraphs 3 and 4 in Chapter 1.  All other OFO and other non-headquarters offices’ organizational or staffing changes are governed by the procedures in paragraph 5 of Chapter 1; AWS proposals must follow the procedures outlined in paragraph (1) (b) (2) of chapter 1.  
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APPENDIX 2
DEFINITIONS

1. DEFINITIONS OF ORGANIZATIONAL TITLES IN THE HEADQUARTERS OFFICE
a. Office.
1. The primary organizational segment located directly below the Office of the Administrator; or 

2. The first organizational subdivision of a primary office, having significant functions and often having subdivisions of its own.
b. Division.  A subdivision of an office, routinely having further
    subdivisions of its own.

c. Branch.  A subdivision of an office or division, occasionally having further
    subdivisions of its own.  

d. Section.
A subdivision of a division or branch, rarely having further
   subdivisions of its own.

e. Team or Group.  The smallest organizational subdivision with no
    subdivisions. 

2. DEFINITIONS OF A FIELD OFFICE

A field office is any SBA owed or leased office space, exclusive of the Headquarters, which is operated on a continuous and full-time basis. Government or privately operated Flexiplace telecommuting centers (Telework Centers) are not SBA offices and are not within the scope of this SOP.  
APPENDIX 2 (cont’d)

3. DEFINITIONS OF ORGANIZATIONAL TITLES IN NON-HEADQUARTERS OFFICES
a. OFO Office Structure.

(1) Regional Office.  The primary field organizational segment of the SBA organizationally located directly below the Office of the Administrator, and having a number of subdivisions of its own. Regional offices may be co-located with other non-headquarters organizations.
(2)   District.  The first organizational subdivision of a regional office,  

        routinely having further subdivisions of its own.  District offices may
        be co-located with other non-headquarters organizations.
(3)   Area Office.  A subdivision of a district, or other MBM level

        organizational unit that may be co-located in a district or center, which
        may have further subdivisions of its own.
(4)   Division.  A subdivision of a district, which may have further 

       subdivisions of its own.
(5)  Branch.  A subdivision of a District, Area or Division, occasionally 
       having further subdivisions of its own. 
(6)  Section.  A subdivision of a Branch rarely having further

       subdivisions of its own. 

(7) Team or Group.  The smallest organizational subdivision with no
     subdivisions.

(8) Alternate Work Site.  A subdivision of a District, Branch, Area, or
     Center with no further subdivision of its own.

b. Other Non-headquarters Offices Structure.

(1) Centers.  A non-headquarters organizational segment of the SBA, organizationally located directly below either a Headquarters, Regional, or District Office and usually having a number of subdivisions of its own.  Centers may be co-located with other non-headquarters organizations.
APPENDIX 2 (cont’d)

(2) Area Offices.  A non-headquarters organizational segment of the SBA, organizationally located directly below a Headquarters, Regional, District, or Center Office and may have further subdivisions of its own.  Area offices may be co-located with other non-headquarters organizations.
(3) Branch.  The subdivision of a center or area office occasionally having further subdivisions of its own.  Branches may be co-located with other non-headquarters organizations.
(4) Section.  A subdivision of a Center, Area, or Branch office occasionally having further subdivisions of its own. 

(5) Team or Group.  The smallest organizational unit with no subdivisions.
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