
 

Attachment 1 

 

Small Business Central Event Listing for Outreach and Training 

 

Instructions for Listing Events 

 

Agencies should follow the instructions below to post events for small businesses on 

FedBizOpps.  “Events” include, at a minimum, business development, matchmaking, and 

training for small businesses.  

 

1. To create an event listing, log in as a government user (buyer) at www.fbo.gov to create a 

„special notice‟.  If you are not currently an authorized user with permissions to create a 

notice, please see item 4 below.  

 

2. When creating an event listing, use „special notice‟ as the notice type and ensure the “title” 

field begins with “Small Business Event” to facilitate easier searching by small businesses. 

Note:  The system will key on „special notice‟ as the notice type and the text string “Small 

Business Event” in the title when returning search results. 

 

3. To maximize the utility of the dynamic event listing, information on the following elements 

should be provided in each posted notice, at a minimum  (a sample event is provided at the 

end of the attachment): 

 

a. event description – what it is and what the benefit is to the attendee; 

b. date of event; 

c. time of event; 

d. location information to include address, directions, parking/transit, building or event 

access information – such as photo ID and accessibility accommodations; 

e. registration information; 

f. agency point of contact; and 

g. cost (if any). 

 

4. Permission will be required to post notices on the system.  CAOs/SPEs and OSDBUs/small 

business directors, or their representatives, should work with the appropriate agency local 

office FBOs administrators to establish the agency officials, contracting officers, and small 

business experts that will have permission to post information to www.fbo.gov.  A training 

module for managing FBO notices is available at www.fbo.gov under the “getting started” 

tab. 

 

Technical questions related to searching, posting, and system use should be directed to the 

Federal Service Desk https://www.fbo.gov/utils/help_desk within the Integrated Acquisition 

Environment. 
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