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SBA Procedural Notice

g

11/5/96

 Set ExpDate"12/31/96" 12/31/96
	TO:
	All SBA Employees
	CONTROL NO.:
	5000-878

	SUBJECT:
	PIMS Database- Contact Information
	EFFECTIVE:
	7/2/2003


Effective immediately, field offices must enter and maintain information on all lending partner (e.g., 7(a) lenders, CDCs, etc.) contacts in the Partner Identification Management System (PIMS).

Background:  PIMS was developed to facilitate more effective and efficient management of SBA’s relationships with its Partners by SBA personnel. “Partners” is defined in PIMS as any organization that partners with SBA to provide services to the small business community and is currently identified as:

·         Commercial Lenders – Banks, Credit Unions, Savings & Loan, etc. 

·         SBA Specific Organizations – CDCs, Microlenders, SBICs 

·         Non-Depository Organizations – BIDCOs, SBLCs, Farm Credit, etc. 

·         Holding Companies – Parent Organizations, primarily for lending institutions 

·         Economic Development – BIC, TBIC, USEAC, SCORE, SBDCs, etc. 

·         Investors – Organizations or Persons purchasing SBA loans
For the purpose of this notice Partner refers to Commercial Lenders, CDCs and Non-Depository Organizations.  If local databases include contact information on partners other than lending partners, that information should also be submitted at this time.

PIMS is a custom application with a centralized database that allows SBA personnel easy and rapid access to Partner information and to accurately capture and update Partner information which facilitates communication.

PIMS, a web-based, client-server application with a centralized database, currently contains the following information on Partners:

· Basic Information - name, address (physical as well as mailing address), phone and fax number 

· Participation Agreements - dates for all agreements with any applicable areas of operation

· Alternate Information – additional identifiers such as CDC #, Microlender #, FDIC #, Former Name, etc. 

· SBA Contact Persons  - with applicable phone, fax and e-mail addresses 

· Ownership Information – hierarchy of ownership and subsidiaries

· Chronological Records - of field visits, comments, etc.

Certain contact information received from Thomson Financial Services cannot be overwritten or edited in PIMS.  That information includes:

President

CEO

Lead Commercial Lender

The contact information in the system creates a national database of Partners and contacts and is intended to be the official repository for SBA’s Partner contact information which eliminates the need to maintain local databases. Therefore, it is critical that the data in this system be maintained in an accurate and timely manner and must be afforded priority over the maintenance of any local database. 
SBA users with user IDs and passwords can view and update other Partner information. All field offices have received user IDs and passwords.
Procedures:   Field offices, including processing and servicing centers,  are directed to add their points of contact and other information they use in their daily work - address, phone, fax, e-mail, etc., far all partners in their area of operation.
We are aware that most field offices have been maintaining their own databases. In order to facilitate the transition from individual databases to PIMS and to diminish the burdensome task of keying in all of the data; we are asking that the field offices provide us with the information on contacts contained in their local databases.  Please submit this information via e-mail, in an Excel or Access document, within 30 days of the release of this notice, to Ann Bradbury and HQ personnel will see that the information is added to PIMS.  Once this initial data is added to the PIMS database, the field offices will be expected to maintain the data in PIMS, including timely updates.
The following is a “template” of the data format that we need to add your data to PIMS.  A Location ID (from PIMS) or a FIRS number is mandatory as we must have this data to tie the contact to a specific location.
	FIRS 
#
	OR
	Location ID (from PIMS)
	Contact Prefix (Mr. Ms. Mrs. Miss)
	Contact First Name
	Contact Middle Init.
	Contact Last Name
	Contact Suffix
	Contact Title


	Contact SBA Role 
(i.e., Primary, PLP, Processing, Servicing, Liquidation, etc.)
	Telephone #
	FAX #
	E-mail address


If the contact has a different address than that of the Location they are connected to that address can be added to the database as well.

Once the data is added to PIMS, authorized users may retrieve it by going into REPORTS from the menu at the top of the screen, then selecting Correspondence Contacts.  The user has the option of selecting “Standard Mail Information” or “Electronic Mail Information”, the user then selects the fields desired and clicks on “search”.  Once the report is displayed user may right click, “select all”, right click, select “copy”, open an excel or access document, right click and select “paste”.  All of the data will be copied into the new document and may be sorted for a mail merge, blast fax, or e-mail, depending upon the type of report selected.  

When a report containing a large volume of information is needed, please submit a request via   e-mail to Ann Bradbury at the address in this notice and you will receive your report on the next business day.
If you have any questions please feel free to contact ann.bradbury@sba.gov .

James E. Rivera





Susan M. Walthall
Associate Administrator




Acting Associate Administrator
   for Financial Assistance




   for Field Operations
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