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The Los Angeles Business Assistance Virtual Network (BAVN) at 
http://www.labavn.org is a free service provided by the City of Los Angeles and 
the Mayor's Office of Economic Development  
 
View and download information about all contractual opportunities offered by the 
City of Los Angeles in one convenient location as well as find up-to-date certified 
sub-contractors to complement your project bid. Our goal is to have your 
business grow in the City of Los Angeles. 
 
If you are not registered already, please register for a free account on BAVN by 
visiting us at http://www.labavn.org  
 
This document will walk you through the online Good Faith Effort (GFE) Outreach 
requirement process. 
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GFE Overview  
 
It is the policy of the City of Los Angeles to provide Minority-owned Business 
Enterprises (MBE’s), Woman-owned Business Enterprises (WBE’s), and all 
Other Business Enterprises (OBE) an equal opportunity to participate in the 
performance of City contracts over $100,000. Bidders shall assist the City in 
implementing this policy by taking all reasonable steps to ensure that all available 
business enterprises, including MBE’s, WBE’s and OBE’s have an equal 
opportunity to compete for and participate in City contracts. A bidder’s good faith 
efforts to reach out to MBE’s, WBE’s and OBE’s shall be determined by the level 
of effort put into achieving the good faith effort outreach indicators. Failure to 
meet anticipated MBE/WBE participation levels will not by itself be the basis for 
disqualification or determination of non-compliance with this policy. However, 
failure to complete a good faith effort as directed in the bid specifications will 
render the bid non-responsive and will result in its rejection. Good Faith Effort is 
required even if the bidder has achieved the anticipated MBE/WBE participation 
levels. 
 
GFE Outreach Helpful Hints 
 
Each indicator is evaluated and scored on a pass/fail basis. No partial credit will 
be awarded. Please make sure to complete each indicator on time. Some of 
them need to be completed by a certain number of days before the bid date. 
 
Document ALL communication. Keep all fax transmittal sheets. Send certified mail or 

with delivery confirmation. Maintain a phone log. 

 
Below are suggestions and/or helpful hints in completing the GFE Outreach 
requirement: 
 
I. Learn about the RFB/RFP/RFQ 

 
Attend Pre-bid Conference. Remember to sign the attendance sheet in 
order to receive credit for your attendance. 
 

II. Identify subcontracting opportunities/potential  subcontractors 
 

Review RFB/RFP/RFQ and identify areas of work that may be 
subcontracted.  Some things to keep in mind are: 
 

You are targeting MBE/WBE/OBE subcontractors. Your outreach cannot be limited 
to MBE’s and WBE’s. 
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III. Conduct Outreach – Indicators 4 and 5 
 
Written Notices to Subcontractors (Indicator 4)  

·  E-mail or fax letters to potential subcontractors not less than 10 
calendar days prior to the bid due date.  

·  This written notice can be used to satisfy Indicators 3, 6 and 8 if 
appropriate information is provided on the communication. 

 
Required documentation: 
·  E-mail or fax notification in each of the selected potential work areas to 

potential MBEs, WBEs and OBEs for each anticipated work area 
(NAICS code) to be performed.  The notification must be performed 
using the BAVN’s Good Faith Efforts Report system. 

·  The notification may be to potential sub-bidders/subcontractors either 
currently registered on the BAVN or added to the BAVN by the bidder.   

·  Bidders are required to send notifications to a sufficient number of 
firms in each potential work area chosen, as determined by the City. 

·  What is considered sufficient will be determined by the total number of 
potential sub-bidders/subcontractors in each specific work area. 

·  Bidder’s will not be able to utilize the BAVN’s Good Faith Effort 
notification function if there are less than ten (10) calendar days prior 
to the bid submittal deadline. In utilizing the BAVN’s notification 
function, bidders will receive a message if they have failed to outreach 
to a sufficient number of firms in each NAICS Code. 

·  Bidders are allowed to add their own comments to the letter (up to 400 
characters). This language should not be limiting. 

 

Follow-up on Initial Solicitation 
·  Bidders must follow-up with all sub-bidders/subconsultants to whom 

they sent letters.   
·  The follow up must be performed using the BAVN’s Good Faith Effort 

Reports system. 
·  At the time a bidder utilizes the BAVN’s Good Faith Effort Notification 

function, the bidder will be given an opportunity to determine when the 
follow-up will be sent.  The BAVN’s Good Faith Effort Follow-Up 
function will automatically send out a follow-up e-mail or fax to the 
potential sub-bidders/subcontractors that were notified in Indicator No. 
4 not less than three (3) calendar days prior to the bid submittal 
deadline.  City staff will access the BAVN and verify compliance with 
this indicator after the GFE submittal deadline. 
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·  Follow up date will be compared to the dates sub-bids are required to 
make sure that sub-bids are not due prior to the follow-up being 
completed. 

 
IV. Negotiate in Good Faith – Indicator 7 

 
·  The proposer has discussed or contacted in good faith interested 

potential MBEs, WBEs and OBEs and did not unjustifiably reject as 
unsatisfactory bids prepared by any enterprise as determined by the 
Board. 

 
 Submit two parts:  

 
The Summary Sheet  
·  Must be organized by work area, list ALL  bids received, name of 

company, bid dollar amount and comments on who is bid listed and 
reasons for selection/non-selection. 

·  Must be performed using the BAVN’s Good Faith Effort Reports 
system and must be submitted by 4:30 p.m. the following City working 
day after the date bids are received by the Board of Public Works.  
Bidders will not be able to edit their summary sheet on the BAVN’s 
Good Faith Effort summary sheet function after 4:30 p.m. the day of 
the Good Faith Effort submittal Deadline.  If a bid/quote is submitted by 
a sub-bidder/subcontractor that is not registered with the BAVN, the 
contractor is required to add that firm to their summary sheet.  

·  A bidder’s failure to utilize BAVN’s summary sheet function will result in 
their bid being deemed non-responsive. 

 
Bids/Quotes/Rate Sheets 
·  Verbal quotes must be submitted in writing, on the subcontractor’s 

letterhead prior to award. 
·  If you choose to self-perform a work area in which you received a 

bid/quote, you must submit a quote for doing the work yourself so that 
we can compare them. 

·  Please make sure the dollar amounts listed on the quotes match the 
dollar amounts listed on the summary sheet and the bid list.  If the 
dollar amounts differ, explain in the summary sheet. 

·  Prior to award, copies of ALL  bids and quotes received including 
MBE’s, WBE’s and OBE’s, even if it is an area of work you did not 
outreach in. 

 
Document all relevant correspondence that fit on the summary sheet. 
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Step 1:  Login into BAVN and find the opportunity. 
 
Note:  This section, GFE, of the website requires a BAVN log-in id and 
password.  If you need an id, go to www.labavn.org to register.  The registration 
is simple and free of charge.  Once you receive your login id and password you 
can follow the steps give below. 
 
 

 
 
�  Log-in to the website. 

 
�  If you know what category of contracts you are interested in you may click 

on the appropriate link under View Opportunities by Category.  You may 
also find the opportunities by the the contracting department.  Click on the 
department link in the ‘View Opportunities by Department’ section located 
in the middle of the page, or 

 
�  Click the “Home” link in the menu bar to get to the above step.  
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Step 2: Find the Opportunity On-line. 
 
�  Click the name of the Department that posted the Opportunity 
 

 
 

�  The list of opportunities posted by the department shall appear.  If there 
are more than 10 opportunities the page would display 10 opportunities at 
a time.  There would be page numbers displayed on the top of the list by 
clicking which you shall be able to access rest of the opportunities, 10 at a 
time. 

 

 
�  From the opportunities list, click the appropriate opportunity title to view 

detailed information about the opportunity. If an opportunity is eligible for 
the online GFE process you will see a message on the right hand side.   
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Step 3: Search for the Subcontractors  
 
 

�  Click the “Subcontractors” tab to display the form for filtering 
subcontractors registered with the work areas specified for the 
opportunity. 

 
Note : The due date for outreach is displayed on th e form in the Red 
bar.  This date indicates the date and time before which the outreach 
needs to be completed.  Once the date and time is r eached the Notify 
button and the checkboxes for selecting the subs sh all be disabled. 

 
�  Select one or more work areas to filter the subs.  Include the 4 and 5 

character codes too for the search to get better results. 
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You can also Search Subcontractors for a specific work area, specific 
certification, by name or by their contact preference.  To select a specific work 
area or certification or to specify a specific name of the subcontractor  
 
�  Click Filter Search Results link located on the right hand side on the top of 

the list if the form is not visible. 
 
�  Deselect/Select the specific Work area(s) you want to perform outreach in 

by placing a check mark in front of the work area. 
 
�  You may also select Certifications such as MBE, WBE, DBE, SLB. 
 
�  You may provide the partial name of the company you want to outreach. 

 
�  You can un-check the ‘Only display companies that can be notified online’ 

checkbox if you wish to view subs that cannot be outreached through 
BAVN. 

 
�  Click ‘Search Subs’ button. 
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Step 4: Identify subcontracting opportunities and n otify the 
potential subcontractors 

 
�  Click on the check box located on the left side of the company name to 

select subcontractors you wish to outreach to.  You can check up to 25 
subs at a time. 

 
�  Click on the ‘Notify’ button. 

 

 
 
Note:   The selected subcontractors will receive the solicitation notification either 
via e-mail or fax depending on how the company wishes to be notified based on 
when they registered with BAVN.  This setting can be changed anytime by the 
company/vendor via this website. 
 
Note:   If the check box doesn’t appear for the subcontractor you wish to outreach 
to, you will have to contact them the traditional way, via phone, email or mail. 
This happens if the vendor provides neither an e-mail address nor a fax number 
or they have chosen not to be notified via the system. Please encourage them to 
update their company profile information on BAVN if they wish to be notified via 
e-mail or fax in the future. 
 
Note:   This step can be repeated as many times as you wish until the GFE due 
date, or all the subcontractors have been notified. 
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Step 5:  Conduct outreach 
 
·  Create the initial solicitation letter  
 

The system automatically generates a standard solicitation letter for you; 
however, if you wish to add additional text/phrase to this letter: 

 
�  Insert your own message by clicking ‘Insert Your Own Message’ and type 

in the message you want to send to all the Subs. 
 
�  Review the letter, make changes if necessary.  (Note:  The name of the 

sub-contractors you have selected will be listed on the left side of the 
screen.) 

 
�  Provide the Proposal date. 

 
�  Provide the Follow-up reminder date.  This date must be at least 3 days 

before the bid close date and 3 days before the Proposal date provided 
above. 

 
�  Enter the email address of the contact selected in Step 1 as specified in 

Step 1. 
 
�  Click on the ‘Notify Subcontractors’ button when done. 

 
·  Follow-up 
 

If you are using this method to contact your subcontractors, the system will 
allow you to select a date on which an automatic follow-up letter will be sent 
to all selected subcontractor. The date selected must be between three (3) 
days after the initial outreach and three (3) days before the bid/proposal due 
date.  Please make sure that the follow-up letters are sent prior to the 
subcontractor  bid/proposal due date.  
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Step 6:  Review Your GFE Outreach Activities 
 
Once you selected the subs to send solicitation letter you shall see the summary 
sheet.  As a prime you can also access this summary sheet anytime. Visit your 
‘Profile’ page and simply click the “Good Faith Effort” tab to review your past 
contacts and review the outreach requirements.   
 
For all projects where the GFE Outreach Date is before 10th Feb 2009 the 
following summary sheet shall be displayed.  For all projects with GFE Outreach 
Date on or after 10th Feb 2009 Summary Sheet 2 shall be displayed. 
 
Summary Sheet 1  
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Summary Sheet 2 
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�  Note:  Note the GFE outreach date and time.  The subcontractor outreach 

(sending the initial solicitation letter) must be completed before this date 
and time.  12:00 AM is the morning of that date or midnight of the previous 
day. 

 
�  Note:  Note the Summary Sheet Due date.  The summary sheet must be 

completed with all the responses received from the Subs before this date 
and time.  Editing of the Summary sheet will be disabled after this date 
and time. 

 
�  Review the list of work areas for which subs have been outreached.  The 

Red box with an exclamation mark indicates you have not met the 
requirement for that work area.  Green box with a checkmark indicates 
that you have met the requirements for that work area.  Note the number 
to which you are required to outreach in each work area and the number 
you have outreached so far. 

 
The M W O columns on the right of the work areas indicate whether you 
have outreached MBEs (M), WBEs (W) and OBEs (O) in that work area.  
An OK in that column indicates you have outreached at least one sub in 
that category for that work area.  If there are no subs available in that 
category for the work area the column would display OK.  However, if 
there are subs available in that category for the work area and, if you have 
not outreached at least one sub in the category an X would be displayed 
in the column. The X in the column would coincide with the GFE 
Warnings. 
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�  Note:  Note the GFE Warnings.  The warnings are displayed if you have 
not outreached to at least one MBE, WBE or OBE in a work area.  You 
must attempt to outreach at least one MBE, one WBE and one OBE in 
each work area.  The warnings for a work area can be ignored if there are 
no MBEs, WBEs or OBEs available in the work area. 

 
�  Review the checklist to make sure you have all the documents/information 

required to be a successful bidder on the project. 
 
�  The Summary Sheet 1 lists the outreached subs by the work areas.   

 
o 1st section displays the subcontractors work areas in ascending order.   
o 2nd section displays the prime contractor’s work areas. 
o The third section displays the ‘Extended List’ which is the list of subs 

outreached for work areas other than those specified for the 
opportunity. 

o The list displays the name of the Subcontractor in and their certification 
in the first column.  There is a link ‘View Letter’ to view/print the 
solicitation letter below the name of the company. 

o The second column displays the initial contact date.  This column is 
blank for companies that are added manually and to which the 
solicitation letter was not sent through the system. 

o The 3rd column displays the response date.  This date needs to be 
updated when you receive the response from the sub.  The column is 
blank until you update the information. 

o The 4th column displays the Bid Amount or Letter of Intent (for RFQs) 
once updated. 

o The 5th column displays the notes provided by the prime which could 
be information about the communication between the prime and the 
sub, reason for not selecting the lowest bidder, or any other 
information that could be of significance. 

o The MBE/WBE/OBE counts are displayed on the right hand side of the 
work areas. 

 
�  The Summary Sheet 2 lists the only the subs that have responded by the 

work areas.  To view all Subs that have been outreached click the View 
detailed Summary Sheet link located with the View all related 
Subcontractors for this opportunity  link. 

 
o 1st section displays the subcontractors work areas in ascending order.   
o 2nd section displays the prime contractor’s work areas. 
o The third section displays the ‘Extended List’ which is the list of subs 

outreached for work areas other than those specified for the 
opportunity. 
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o The list displays the name of the Subcontractor and their certification in 
the first column.  There is a link ‘View Letter’ to view/print the 
solicitation letter below the name of the company. 

o The second column displays the initial contact date.  This column is 
blank for companies that are added manually and to which the 
solicitation letter was not sent through the system. 

o The 3rd column displays the response date.  This date needs to be 
updated when you receive the response from the sub.  The column is 
blank until you update the information. 

o The 4th column displays the Bid Amount or Letter of Intent (for RFQs) 
once updated. 

o The 5th column displays the notes provided by the prime which could 
be information about the communication between the prime and the 
sub, reason for not selecting the lowest bidder, or any other 
information that could be of significance. 

o The MBE/WBE/OBE counts are displayed on the right hand side of the 
work areas. 

o The summary sheet does not count the Subs that are not registered 
with that work area or were not outreached on-line. 

 
 

Step 7:  Negotiate in Good Faith 
 
Update a summary sheet which includes all received proposals, corresponding 
work areas and quotes, and justifications for selecting one over the other.  Follow 
the steps below to update the summary sheet:  
 

�  Click on the Profile link located on top of the page, and click on the “Good 
Faith Effort” tab.  The Summary Sheet can be viewed for all open and 
closed bids that are selected for On-line GFE. 
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�  Select a bid/project by clicking on the title from the list.  Prime can see a 
more detailed view of GFE for the current project.  Every Sub the Prime 
outreached for the contract will automatically appear on this page. The 
company name, certifications, initial contact and follow up contact dates 
will also be automatically filled. The Prime must update this form with all 
the other relevant information related to their GFE. 

 
�  Responses received in each work area can be modified by clicking on 

‘Edit this Section’ link 
 

�  In order to complete the Summary Sheet, Primes must provide/enter the 
following information about the sub-contractors they had contacted: 

 
·  Response Type ( This field is required and you must select a 

response type first before entering values in the other fields. The 
possible values for this field are listed below.) 

o No Response : Sub did not respond 
o Response/No-submittal : Sub responded but did not bid 
o Submit Quote: Sub responded with a bid amount. 
o Letter of Intent (only used for RFQ opportunities) 

·  Response Date  
o This field is required and lists the date that the Sub 

responded with a bid 
·  Selected 

o Selected : Prime has selected the sub 
o Not Selected: Prime has received the quote but has not 

selected the sub. 
 

·  Bid Amount   
o This field is required when selecting ‘Submit Quote’ as 

response type. 
·  Notes  

o This field is optional. You may enter any necessary 
information here about the specific Sub.   You can add notes 
by clicking Add Notes link. 

 
Note : The form displays the Summary Sheet due date  and time after 
which the form shall be disabled.    If the form is  active at Summary 
Sheet date and time your changes shall be saved aut omatically.  The 
form shall not be accessible once the Summary Sheet  Due date and 
time have been reached.  Also note the timer on the  right in the grey 
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box on the top.  The changes shall be auto-saved wh en the timer 
times out. 

 
 

 
 

 
 

Step 8:  Add a sub-contractor to the summary sheet manually 
 
If the sub-contractors, who the Prime wants to outreach to, doesn’t show or the 
checkbox doesn’t appear next to the company on our Sub-Contractors list, they 
can be manually added by the Prime.   
 
Primes may manually add subs to their summary sheet if the sub is not 
registered on BAVN. 
 

�  Click the ‘Add Company’ link located on the right hand below the GFE 
Outreach Submission Checklist box and above the list of outreached subs.   
This will take you to a new form where you must first search for the 
company you wish to add. 
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�  In order to prevent duplicate registrations you will have to first enter the 
company’s name that you wish to add to your Summary Sheet 
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�  If the search finds the company, the user simply chooses the contact 
method and adds the sub to their GFE Summary Sheet. There are 2 
options you may choose at this point.  

 

 

 
 

Option 2 Option 1 

Option 2 Option 1 
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o Option 1: You may send the company a message stating your 
interest by selecting the checkbox by the company you wish to 
contact and clicking the Notify button. Doing so will automatically 
add the subcontractor to your Summary Sheet. Additionally a letter 
will be sent to this company as done previously.  

 
�  Select the company you wish to add to your summary sheet. 
�  Click the Notify Selected Companies button located at the bottom 

of the list. 
�  The solicitation letter shall appear.  Complete the solicitation 

letter and click Notify Subcontractors button. 
 
o Option 2: You may also have the option to simply add the sub 

contractor to your Summary Sheet without sending a letter of 
interest by clicking the “Add” link by the appropriate company 
name. If you choose this option, please be sure to explain the 
contact method and history in the Notes section of your Summary 
Sheet. 
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�  Check the work area for which you wish to add this company. 
�  Provide the Response, Response Date, Bid Amount and 

Selected. 
�  Add description of the communication that went through between 

you and the subcontractor in the Contact Information Notes box. 
�  Click Add Company button.  The company shall be added to your 

summary sheet. 
 
�  If the company doesn’t exist in the BAVN’s vendor database, click the link 

“Manually add a new company to your Summary Sheet” 
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�  The Prime must enter the new company’s information into the BAVN’s 
vendor database. The company’s information will then be automatically 
added to the Summary Sheet. Once added it shall be available in the list 
when you perform the search function of adding a company manually. If 
the same sub registers itself with the appropriate NAICS codes it shall 
appear in the subcontractors’ list.   
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�  Provide the Name and Contact Information of the company. 
�  Check the work area to which you wish to add this company to 

your summary sheet. 
�  Provide the Response, Response Date, Bid Amount and 

Selected whichever applies. 
�  Add description of the communication that went through between 

you and the subcontractor in the Contact Information Notes box. 
�  Click Add Company button.  The company shall be added to your 

summary sheet. 
�  Note :  Once the sub is added in this manner it is not considered 

Registered until the sub creates a user login and updates the 
NAICS codes, licenses etc.  This registration must be completed 
before the award of the contract. 
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Important Notes regarding the on-line Good Faith Ef fort 
Outreach: 
 

·  Make sure you meet the outreach requirements before the deadline.  For 
your convenience, the system automatically calculates the minimum 
requirements for each opportunity.  The system also keeps track of all 
outreach/contact you made using this website in step 3 of this document, 
automatically.  It also allows you to keep track of outreach/contact you 
made outside of the system; however, this information will need to be 
entered manually in the Summary Sheet. 

 
·  All contacts/outreaches must be made no later than 11:59 PM on the 10 th 

day prior to the bid due date or the GFE Due date s pecified , at which 
point the subcontractor selection form will be disabled.  However, you will 
still be able to view or print the subcontractor list. 

 
·  The Summary Sheet must be completed by 4:30 PM one City working 

day after the Bid due date (Close date) , at which point you will no longer 
be able to edit the form and it will be considered final.  However, you will 
still be able to view or print the Summary Sheet. 

 
·  Once you have completed your Summary Sheet online, there is no need 

to submit a hard copy with your bid package. City Staff will have access to 
your Summary Sheet and will check its accuracy online. If there are any 
questions or potential errors they will contact you. However, you may want 
to print out a report for your personal records.  

 
 
 


