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Supplier Inclusion Tier II Intake Form Process

Overview

The Resource Group has a robust Supplier Inclusion Program, which encompasses working with our prime
suppliers to establish diverse spend goals and strategies. To aid with tracking progress toward those goals,

suppliers submit their Tier II spend on a monthly or quarterly basis to The Resource Group. This process
document outlines the steps suppliers should follow to successfully submit the spend using the Tier II

Intake Form.

Definitions

Term Definition

Tier II Supplier

Supplier that invoices the Tier I Supplier for Products and Services

Tier II Diversity Direct
Spend

Amount paid to a Tier II MBE, WBE, VBE or Small Business that can be directly
traced to a specific good, service, or project related to this Agreement.

Tier II Diversity Indirect
Spend

Amount calculated by prorating the amount spent by the Supplier in providing
goods or services to The Resource Group against the total amount spent with

diverse contractors (i.e. MBE, WBE, VBE and Small Business) for the Supplier's
entire business operations.

Direct Spend

Purchases that directly support The Resource Group business needs. These
purchases must be able to be directly traced back to a specific agreement or
purchase order associated with a diverse supplier.

Indirect Spend

Spend contracted with diverse suppliers which has been prorated based on
supplier sales and/or percentage of a supplier’s total revenue. Use this reporting
method when you cannot trace MWVBE, and small businesses expenses to a
specific requirement for The Resource Group.

Process

1. Click here to access the Tier II Intake Form

2. Choose “monthly” or

“quarterly” for the applicable reporting cadence from the first dropdown, then

type the calendar year the spend is being reported for into the second field
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Example:

Tier 2 Diverse Supplier Reporting Format *

|Momh|y X |

Reporting Year *

| 2025 |

a. If you chose “"Monthly,” select the corresponding months that you are submitting into the intake form
(Note: If you are reporting for the entire year, click “Select All")

Example:

Tier 2 Diverse Supplier Reporting Format *

‘Momhly X o ‘

Reporting Year *

‘ 2025 ‘

Select Month *

‘ February  March X~ ‘

b. If you chose “Quarterly,” then select the corresponding quarter you are reporting
(Note: Quarters are based on the calendar year, and only one quarter can be selected at a time.)

Example:

Tier 2 Diverse Supplier Reporting Format *

|Quarter|y X v‘

Reporting Year *

| 2025 ‘

Select Quarter *

| @2 (April - June) X o~ ‘
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3. From the “Select Spend Type” dropdown, choose “Direct” or “Indirect”

Example:

Select Spend Type *

Direct X ~

4. In the next section, enter your company information and diverse supplier certification detail:
Prime Supplier Name - This should be the company name that is submitting the form
Certification Agency - This should be the agency that was utilized, if known, to validate the
diverse supplier (i.e. WBENC, NMSDC, etc.)

Supplier Contact Name, Email, and Phone Number - This should be the contact information of
the individual completing the form

Example:

Prime Supplier Name *

‘ ABC Company |

Certification Agency

‘ State or Local Agency K v |

Supplier Contact Name *

‘ John Smith |

Supplier Contact Email *

‘ 64 John.Smith@ABCCompany.com |

Supplier Contact Phone Number *

‘ ~ +1(B856) 686-8888 |
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5. Select the diverse supplier category(ies) from the dropdown and type the amount of spend for
each category

Example:

Select Diverse Supplier Categories *

‘ Vi Small Busil * ~

Small Business *

Spend:

1234.00

Veteran *

Spend:

1500.00

6. Click the blue “Submit” button to complete the process

Questions

For questions on the Supplier Inclusion Program, please reference the Supplier Inclusion FAQ or email
SupplierInclusion@TheResourceGroup.com.
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