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Overview

—
* The General Login System (GLS) controls access
to SBA applications. This document provides

instructions for Small Businesses on how to use
GLS.

* |f you are an SBA Banking Partner or an SBA
Employee or SBA Contractor, refer to the
instructions for your relationship.
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SBA Account Login

I
* https://eweb.sba.gov/gls

Skip avigation
General L Print J
Login

e e ——————————————————

April 02, 2013

Forgot User ID?

Forgot Password?

GLS Instructions for
Banking Partners

GLS Instructions for
Small Businesses

GLS Instructions for .
SBA Employees and SBA Account Login
SBA Contractors

Request SBA User 1D - jﬂlick on Request User ID I
comact s secr [ IRETNTANARS passwora[ ]

Login I Clear |

Text Only
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Request User ID
—

 Complete the data entry fields in the screen
below for the person who will be using the
application.

* Define your own User ID. SBA will use the
submitted User ID to identify your account.

* Once submitted, SBA will send the Password
associated with the User ID to the e-mail address

proviaead.
U.S. Small Business Administration
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Request User ID

kKip Navigation Accessibility Options
General Gilld GED
Login

Login Information

User ID must be at least 8 characters. [

= GLS Login User ID: || ‘ {Up to 15 characters. No <, =, ', ", & or accented characters.)

Identity Information

Name: || I | I
(First) (Middle) (Last) (Suffix - Jr, Sr, I, 11, etc)
May also be any 4 digits ,—|
‘ i v 2 PIN: I (Personal Identification Number, Last 4 Digits of SSN)
| the user canremember.

s [ orrmration Fill out all fields with
¢ Country: [UNITED STATES j| blue borders.
Enter work
| address. Zipa: I I _LookupZp | Click on Lookup Zip to

Street 1: || ‘ populate the City and State.

Street 2: |

city: | ‘
Phone Number: ||1 | || | “ | I

(Country) (Area Code) (Phone Number) (Extension)
(Usis 1) (999-9999)

E-Mail Address: || ‘

Re-enter E-Mail: ||

i Response determines
Federal Agency Information

application availability.

Are you a Federal
Employee?

Click on Reset to refresh g s | E50 |
screen with last saved data.

Click on Clear to remove all entries.

rEIick oh Submit to
save the data.

Submit

www.sba.gov 6
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GLS Sign In

I
* Sign into GLS using the User ID and Password e-

mailed to the authorized user,

www.sba.gov 7



GLS Sign In

Skip Mawigatio Accessibility Options
General {Help ) Ready
Login

March 25, 2013

Forgot User ID?
Forgot Password?

GLS Instructions for
Banking Partners

GLS Instructions for
Small Businesses

GLS Instructions for ' SBA Account Login
SBA Employees and
SBA Contractors

Request SBA User ID Enter GLS User ID and
Contact SBA Security Click on Login Password I Password.

con_|

Text Only
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Update Password
—

* You must change your Password to one only you know.

* The Password must be at least 8 characters, contain at
least two letters and one number.

* At |least one letter must be upper case.

e Passwords expire every 90 days. Starting 15 days prior
to the expiration date, you will be given the option to
change the password. After 90 days, you will be
required to change it.

SBA

U.S. Small Business Administration
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Update Password

Skip Mavyigation Accessibility Options
General G GOD Ready

|| First Time Login. Please change your password before continuing ||

Change Password

Change Password

New Password:

Retype New Password:

| Click on Change Password } Change Password I Enter new password twice.

www.sba.gov 10
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Welcome Screen
—

 Please read the GLS disclaimer.

* To agree to the terms, click ‘OK’.
* Otherwise, use the ‘Log Off’ button to exit GLS.

www.sba.gov 11



Welcome Screen

Skip Navigation Accessibility Options
General Reac
SBA .z

Welcome

This is a Federal computer system and is the property of the United States Government. It is for authorized use only. Users {authorized or
unauthorized) have no explicit or implicit expectation of privacy in anything viewed, created, downloaded, or stored on this system, including
e-mail, Internet, and Intranet use.

Any or all uses of this system (including all peripheral devices and output media) and all files on this system may be intercepted, monitored,
read, captured, recorded, disclosed, copied, audited, and/or inspected by authorized Small Business Administration (SBA) personnel, the
Office of Inspector General (OIG), and/or other law enforcement personnel, as well as authorized officials of other agencies, both domestic
and foreign.

Access or use of this computer by any person, whether authorized or unauthorized, constitutes consent to such interception, monitoring,
reading, capturing, recording, disclosure, copying, auditing, and/or inspection at the discretion of authorized SBA personnel, law enforcement
personnel (including the OIG), and/or authorized officials of other agencies, both domestic and foreign.

Unauthorized use of, or exceeding authorized access to, this system is prohibited and may constitute a violation of 18 U.S.C. - 1030 or other
Federal laws and regulations and may result in criminal, civil and/or administrative action. By continuing to use this system, you indicate your
awareness of, and consent to, these terms and conditions and acknowledge that there is no reasonable expectation of privacy in the access
or use of this computer system.

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in this notice. Otherwise click OK to accept the terms and proceed.

Click on OK.

e
—
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Update Profile
—

* To edit a profile, click either on the Profile button
or on the link ‘Update Profile’ to make any
changes to profile information.

www.sba.gov 13



Update Profile

kip igation
General Gi¥

Welcome Scarlett OHara. Lucatiuwt Selected Yet

account profile.
Used by SBA Banking L—-— —T‘J‘ASE Functicn
Currentl‘!.lr Avallable Applications Clicking on Update Profile and the Profile

Partners Only.

s SBA's Online Ph button at the top of the page will take you

to the same page.

Do you wish to Update Profile?

www.sba.gov 14
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Update Profile
—
e Update any other information in your profile.

* Your business’ EIN/SSN and DUNS information
must match what is in SAM.

www.sba.gov 15



Update Profile

fon  Accessibility Optians
General @ m
m Login Choose Function ¥ Change Password

Welcome Scarlett OHara. Location Not Selected vet.

Identity Information

Name: ||Scar|ett | | ||OHara | I
(First) (Middle) (Last) {(Suffix - Jr, Sr, I, 11, etc)
Contact Information
Country: || UNITED STATES ﬂ|

Zip+4: l— Lookup Zip |

Street 1: ||3405 Forest Glen Rd |

Street 2: |
City/State: ||WOODBRIDGE |
Phone Number [ NG |
(Country) (Area Code) (Phone Number) (Extension)
(Usis 1) (999-0999)

E-Mail Address: “sca.rlett_ chara@tara com |

Re-enter E-Mail: ||scarlett. chara@tara cotm |

Information Currently Associated with Profile

Default Location Id:

Business Information: |I‘lo busi have been associated with this ploﬂe.‘
Add New B 2 O & - :
W “usiness Yes ™ Mo . [ Click on Submit to |
Click on Reset to refresh Resst | Clear | Submit I Zdave the data. I

screen with last saved data.

Click on Clear to remove all

entries.

www.sba.gov 16
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Update Profile
—

* Once profile information has been submitted, users will
see the screen below.

e All users have access to the SBA Phone Directory.

* You will be notified if your SSN/EIN and DUNS number
are not in the System for Award Management (SAM)
WWW.Sam.gov.

* This information is necessary if you are going to request
access to HUBZone or E8(a) or Woman Owned Small
Business (WOSB).

 SAM business registration is at www.sam.gov SBN

www.sba.gov 17
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Update Profile

Ready

5kiD igation ssibility Options
General @ m
m Login Choose Function X Change Password

Welcome Scarlett OHara. Location Mot Selected Yet.

Commentary: Your profile information has been successfully updated.

Warning: Business information entered is not in SAM
—

: MNote Commentary. If businessis
General Login System - Choose . L
Currently Available Application not in the SAM application, it

m SBA's Online Phone Directory needs to be added.

Do wou wish to Update Profile?

WWW. S b a . g OV 1 8 U.S. Small Business Administration



Request Application Access

—
* To request access to SBA Applications click on the
‘Access’ link at the top of the GLS screen. Only
the EIN/SSN and DUNS number are required for
access to E8(a), HUBZone, and WOSB.

* Access to other applications is subject to the
approval of the associated SBA Program Office

U.S. Small Business Administration
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Request Application Access

General @ 'IEE’

Login Profile

Welcome Scarlett OHara. Location Not Selected Yet.

Click to request initial nss1sTANT ADMINISTRATOR

s Nl Choose Function }l Switch Office Ml Change Password

access or to update
aAccess. iystem - Choose Function
Available Applications

Do you wish to Update Profile?

www.sba.gov
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Request Application Access
—

* You will see a list of available applications. Click on any

application you want to access, and request whatever
role(s) you need.

* For E8(a), HUBZone, and WOSB, you will be prompted to
select the appropriate business information from your
profile.

* For those requiring SBA Program Office approval, you
will see a pop-up message. Click OK to clear the
message.

U.S. Small Business Administration
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Request Application Access

Skip Nayigati
General L Exit X Help J Ready
m Login Choose Function { Change Password

Welcome Scarlett OHara. Location Not Selected Yet.

System Selection
Check Box,

Cr= e ation and Annual Review System {BDMIS)
8A SDB Applicant (Show/Hide)
Business with DUNS In Your Pr

Select One

ilen

If vequired, select appropriate SSN.-‘EIU

and DUNS.

111-11-1111 (DUNE - 333333333

Message from webpage x|
a8

92 ou have requested access bo a Federal System which requires prior authorization from the program office and From wour superwisor,
HUBZones H ; : A :

. IF vou have nok received prior authorization, you mosk click Cancel,

¥ HuBZone (Show/Hide)

Business In Your Profil oK | Canced |
Select One - -"'/?__

Select One

222222322 Click OK.
333333333

Click Subnit.
Reset | Submit

www.sba.gov 22
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E8(a), HUBZone, or WOSB Access

I
* E8(a), HUBZone, or WOSB Access

General . Ready

Login Choose Function l Switch Office X Change Password

f New Office displayed. ”

Commentary: Office Code and/or Location Id have been switched successfuly.

Welcome Scarlett OHara. Location Mot Selected Yet. Office 0373: BALTIMORE DISTRICT OFFICE

General Login System - Choose Function
Note Commentary. Currently Available Applications

m Electronic 8(a) Review System (E8a) s Hubzone

Do you wish to Update Profile?

www.sba.gov 23
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E8(a), HUBZone, or WOSB Access
—

 |f the business is not in the SAM application, you
will see the screen below. Business must be
entered into SAM prior to requesting access to
SBA E8(a), SBA HUBZone, or WOSB applications.
SAM business registration is at www.sam.gov

U.S. Small Business Administration
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E8(a), HUBZone, or WOSB Access

Skig Nayigati p
General G9 GO Reai
m Login Choose Function J Change Password

Welcome Scarlett OHara. Location Not Selected Yet.

Error(s) occurred.
# |Business 234022002 selected for 8A SDB Applicant is not in SAM
® |Business 234022002 selected for HUBZone is not in SAM

System Selection
G Electronic 8a Certification and Annual Review System (BDMIS)

@ HUBZones

Reset Submit

www.sba.gov 25
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Application Access Approval Process
—

* |f Program Office approval is required, users will
receive an e-mail notification from IT Security
(gls@sba.gov) that the request for approval has
been sent to the appropriate SBA Program Office.

* Once the user is notified by e-mail that access
has been granted to the systems, the user will

need to login to the GLS system again.

www.sba.gov 26



Application Access Approval Process

Skip Nawvigatio
General m
Login

e el —————

March 26, 2013

Forgot User ID?

Forgot Password? rEﬂtﬂ' User ID \lAccount Login

and Password.
GLS Instructions for gy
Banking Partners User ID

GLS Instructions for
Small Businesses Password I
GLS Instructions for

SBA Employees and Login | Clear |
SBA Contractors " .
EChck on Login, _J

Text Only

Request SBA User ID

Contact SBA Security
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Application Access
—

* After clicking OK on the Welcome screen, you will see
the following screen with all applications you can
access.

Options

Skip WNayigation
General riiw
m Login Choose Function X Switch Office X Change Password

Welcome Scarlett OHara. Location Mot Selected Yet. Office 2441: OFFICE OF THE ASSISTANT ADMINISTRATOR

General Login System - Choose Function
Currently Available Applications

r Electronic 8(a) Review System (EBa) g Hubzone
Click link to select
Application.

Do you wish to Update Profile?

SBA

U.S. Small Business Administration
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Key GLS Screenshots
—

* Firm enters the number of employees that
perform their work at the principal office and the
number that perform the majority of their work
at job sites. SBA’s definition of employee is
displayed.

www.sba.gov 29



Key GLS Screenshots

HUBZone Program Ap| i i ternet Explorer provided by SBA =& él
5@ - IE https:/enilesp.sba, gov/hubzone/internet application/dsp_apps_new _stepS_verify7_application. cfm j 5 |‘7?| |£| |53 Live Search |P '|

File Edit ‘Wiew Favorites  Tools  Help

7 Favorites ‘ 9% & Fres Hotmai
»
EJHUBZone Program Application ﬁ - = ] @ = Page = Safety = Tools = @v

e EE

Caution: BO NOT use the browser BACK button. Use the navigation buttons [Start Over
andfer Previous Guestion] under every question you answer.

[t Compteted [ ] Conpteted [I] Curven OMB Approval No. 2450220
Expiration Date: 10:31:2012

12l 2]s5]el7slsltolttlizlzl1elis]te]17]

[¥] collact Employaes(s) at each Business Location:

Instruction:
Plezse enter the number of individuals employed on a full-time, part-time, or other basis,
=0 leng a2 that individuzl werks = minimum of 40 hours per month, st EACH of the following
lacations. This includes smplaysss obtainsd from 2 temporzry employee zgency, lzasing
concern, or through 2 union zgreement or co-empleyed pursuant to 2 professional
employer erganization agreement. SE& will consider the tetality of the circumstances,
including crit=riz us=d by the IRS for Federal incoms tax purpss=s and thoss s=t forth in
SBA's Size Policy Stat=ment Mo, 1, in determining whether individuals ars employees of =
concern, Voluntzsrs [ iz, individuzls who recsive deferred companzation or no
compenzation, including ne in-kind compensation, for work performad) are not considered
loyees, Howswver, if an indivicual has an ownership interest in and works for the
HUBZone SEC 3 minimum of 40 hours per month, that owner is considerad an employse
regardless of whether or not the individual receives compensatisn,

NOTE: The location(s) listed below should NOT account for zny employes(s) that parform
the majority of their work atjob-sit= locations to fulfill specific contract obligations,

No DUNS No Address Number of Employees

3246 Leng Run Dr o
8 SRR Junsau AK 55801 :

Hew many employees of your concern perform the majority of ,—
their work zt job-site locations?

SEA Form 1103 (10/3172012) vI

[T [ [ [ [$3iocalintranet [7a - [®R% - 4

www.sba.gov 30
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Key GLS Screenshots

—

* This page confirms the applicant’s legal business
name. SBA will not accept DBAs for the legal
business name - if the firm’s DBA is shown it

must select “no” and proceed to the next page.

WWW- S b a . gOV 3 1 U.S. Small Business Administration



Key GLS Screenshots

GC MED - HUBZone - 8(a) Business Development osoft Internet Explorer provided by SBA

% - IE https:/enilesp. sba, gov/hubzonefinkernet/applicationfdsp_apps_new_step3_verify_application. cfm

=&l x|

jl&l|§| |Z| |53 Live Search

28

File Edit ‘Wiew Favorites  Tools  Help

7 Favorites ‘ 9% & Fres Hotmai

E]GC MED - HUBZane - 8(a) Business Development |

ﬁ - - =] @ + Page r Safety v Tools = @v i

Tour Smell Business Resourss:

[E] vt zammsomrm A piiation orm

Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
andfor Previous Guestion] under every question you answer.

[ wetconptersd [ | conpteted [ Cureont OMB Approval No. 32450320
Expiration Date: 10312012
Move cursor over 2 t23k 1o 322 name of the task

tl2TslaElsTel7TealsTtoltezTala]5Tt6]17]

[¥] Please verify the below and carefully answer the that
follows:

Legal Business Name®  'DDA’

“Note:

Only the firm's legal business nams may be used to apply for HUBZone certification, SEA
will net accept applications submitted using "deing business as" [DBAs) or assumad
fictitious name.

Question:
Diozs the business name appearing above operate cut of the Principal Office for your
HUEZone Application?

Start Over ]

SEA Form 2103 [10/3172012)

2o

www.sba.gov

-
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Key GLS Screenshots

—

* This page requires the firm to verify that address
below represents the principal office — if it does
not represent the principal office the firm must
select “no” and proceed to the next page

WWW- S b a . gOV 3 3 U.S. Small Business Administration



Key GLS Screenshots

GC MED - HUBZone - 8(a) Business Development - Microsoft Internet Explorer provided by SBA =& él

% - IE https:/enilesp. sba. gov/hubzonefinternet/ applicationfdsp_apps_new_stepS_verifv6_application. chm?flag=1 j & |E| |z| |53 Live Search |P '|

File Edit ‘Wiew Favorites  Tools  Help

7 Favorites ‘ 9% & Fres Hotmai

»
E]GC MED - HUBZane - 8(a) Business Development | ﬁ - = ] @ = Page = Safety ~ Tools = @v

-

[ )

Caution: DO NOT use the browser BACK button. Use the navigation buttons [Start Over
andfor Previous Guestion] under every question you answer.

[ wetconptersd [ | conpteted [ Cureont OMB Approval No. 32450320
Expiration Date: 10312012
Move cursor over 2 t23k 1o 322 name of the task

1238l el 7TalsTtoltezTalt1a]5Tt6]17]

[¥] Please verify the below and carefully answer the that follow:
Business Name: DDA
Address: Street: 5246 Long Run Dr
City: Junzzu
State: AK ZIP: 33801
Dynamic Small ACTIVE [¥]

Business Search
(DSBS) Status:

Question:
Doss the address appearing above represent the Principal Office of DDA?

‘fes

Start Ovar |

SEA Form 2103 [10/3172012)

2o

Done J Local intranet bg v [ ®BT5Hm -
8 4
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Key GLS Screenshots
—

* If yes, firm will receive this notice to proceed or to
cancel

Message from webpage il

9P According ko 13 CFR 103, the definition of Principal Office is where the greatest number of the Applicant Business Concern's employees, at a single
\-{) lacation, perform their work, IF this location does nok meet this definition, this may result in the decline of the Applicant Business Concern's application,

Select ' QK ' button ko proceed
QR

Select ' Cancel ' butkon if this is nok wour Principal Office.

(s I Cancel

www.sba.gov 35
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Key GLS Screenshots
—

* Firm will receive a notice if it does not have the required
number of HUBZone residents

Message from webpage El

9 We hawe determined that only 27. 27272727 272727% of vour employees reside in a HUBZone. This may result in wour application being 'Declined,’

- \/ hoveever;

&, The requirement thak at leask 35%: of the concern's emplovees reside in a HUBZone at the kime of the certification does nat apply ko business
concerns that are:-

(11 whally owned by one ar more Indian Tribal Governments, or by a corporation that is whaolly owned by one or more Indian Tribal Governments; ar

(2% owned in part by one or more Indian Tribal Governments or in part by a corporation that is wholly owned by one or more Indian Tribal
Governments, if all ather awners are either United States citizens or SBCs,

If the business concern meets these conditions, please select 'OK' ko proceed,
BE. For all other business concerns, 13 C.F.R. 126,200 requires that at least 35 percent: of the concern's employees reside in a HUEZone.

Select 'Ok to proceed o '"Cancel' if wou do not want ko proceed with this application.

O I Zancel

www.sba.gov 36
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Key GLS Screenshots
—

* The firm will receive this message once it has
completed all required fields in the application.
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Key GLS Screenshots
—

Message from webpage El

A
: ExTREMELY CRITICAL

It is imporkant to verify the accuracy of all the information conkained in this HUEZone application. Once the electronic authorization process is
completed, the application cannot be changed by the business concern. SEA regulations do not provide For reconsideration by SEA of a denial of
certification resulking From the infarmation contained in this application,

In some circumskances, a HUEZone analyst may need ta clarify a portion of an application and the business concern may be given a chance ta submit
this clarification using the online system, but this condition cannot be used by you the business concern) to change information already submitted.

If wou Feel For any reason that this application may nok represent an accurate description af yaour business concern's standing relative to the HUEZone
eligibility criceria, vou are strongly advised ko withdraw the application until such time that wou are certain of the contents. Withdrawing a pending
HUEZone application permits a company to resubmit ak any time in the Future, & business concern's application that undergoes Full scrutingy and is
formally denied means the company musk wait 90 days befare reapplving for HUBZone certification,

Thank, ywaou,

The HUEZane management and skaff,

www.sba.gov 38
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FAQ

—

* Is there a paper application or a sample
application?

* No, but there is an application guide which can

help you prepare to submit the online
application
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https://www.sba.gov/sites/default/files/files/HUBZone_Application_Guide.pdf

FAQ
—

* The online application says that my principal
office is NOT in a HUBZone, but | know that it is.
What can | do?

www.sba.gov 40



FAQ
—

* You may describe the discrepancy in the "dispute
box" below Section A of the application. You may
then proceed with filling out the application. To
verify that the address is in a HUBZone, you may
be required to submit a sighed statement from a
county or local government agency certifying the
census tract number and county of the address
In question.

U.S. Small Business Administration
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FAQ
—

* | hire seasonal employees. Are they considered
to be employees for the purpose of HUBZone
certification?

* For your firm to remain eligible, it must meet the
eligibility criteria both “in season” and “out of
season” because your seasonal employees are
counted when they are working and not counted
when they are not.

U.S. Small Business Administration
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FAQ
—

* How does SBA define the term "principal
office?"

* |t's the location where the greatest number of
employees at any one location actually perform
their work, except for construction and service
industries, which have exemptions based on
their occasional need to assign employees at the
contract location.

U.S. Small Business Administration
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SBA Wisconsin District Office
—

For more information on SBA’s programs and services

Please contact:

Shane Mahaffy, Lead Business Opportunity Specialist
310 W. Wisconsin Avenue

Suite 580W

Milwaukee, WI 53203

Telephone: (414) 297 - 1455

Email: Shane.Mahaffy@sba.gov

Or visit our office web site at:

https://www.sba.gov/offices/district/wi/milwaukee

SBA
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