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The Organization 
 
Southern United States Trade Association (SUSTA) is a non-profit international trade 
development organization which combines federal, state, and industry resources for 
export market development. SUSTA member states include Alabama, Arkansas, Florida, 
Georgia, Kentucky, Louisiana, Maryland, Mississippi, North Carolina, South Carolina, 
Oklahoma, Tennessee, Texas, Virginia, West Virginia and the Commonwealth of Puerto 
Rico. SUSTA allies with the Departments of Agriculture in each of these states and 
territories to carry out programs aimed at increasing U.S. agricultural exports form the 
southern U.S. region. The state marketing staffs of the 16 states help implement 
SUSTA’s marketing programs. 
 
Background 
 
Most of SUSTA’s promotional activities are funded by the Market Access Program 
(MAP), which is administered by the U.S. Department of Agriculture’s Foreign 
Agricultural Service (FAS). MAP funds are designed to develop overseas market 
awareness and demand for U.S. agricultural and food products and must be utilized 
according to federal regulations outlined by USDA. USDA also requires that SUSTA 
objectively evaluates the effectiveness of its activities, including an analysis of market 
constraints and performance measures. 
  
Within the MAP program, SUSTA conducts two types of activities – “Branded” 
promotion and “Generic” promotion. Branded promotion assists individual companies 
carry out their own marketing activities internationally by reimbursing them for 50% of 
eligible promotional expenses. Companies must be small according to the Small Business 
Administration guidelines or be a farm cooperative to participate.  Products to be 
promoted must be of at least 50% US agricultural origin, be marketed under a brand 
name, and be labeled and promoted as “Product of the USA” or “Made in USA”.  
Eligible companies include regional processors, manufacturers, distributors, packers and 
producers.  Products promoted on a branded basis have been as diverse as alligator hides, 
catfish, snack foods and hot sauce. Budgets are approved on a fiscal year basis, but 
recruiting for the branded program takes place year-round.   
 



Southern U.S. Trade Association  2 of 4 

Generic promotions are industry-wide projects managed by SUSTA staff and marketing 
specialists from the association's member State Departments of Agriculture. A generic 
activity benefits two or more companies, or a commodity that is not represented by 
another promotion organization. Any company or cooperative with products of 50% or 
more U.S. agricultural origin by weight is welcome to participate in SUSTA's generic 
activities. Types of activities include: 
 

 Trade missions 
 Reverse (or buyer’s) trade missions 
 Trade shows 
 In-store promotions 
 Foreign language marketing material 
 Chef seminars 
 Chef culinary training 
 Hotel and restaurant promotions  

 
Scope of Work 
 
SUSTA is seeking a consultant to create an online application interface for the Branded 
program. This module would allow companies to submit funding application forms 
online and would provide an online interface for SUSTA staff to review and update 
information pertaining to each company’s application. 
 
The time-frame for the contract will be June 1, 2012-December 31, 2012.  
 
Specific responsibilities strategy for the initiative would include: 
 

1. Structure of project:  The consulting firm would create an application interface for 
companies and reviewer interface for SUSTA staff to be used for the 2013 
Branded application season and beyond. Specifications for the application and 
reviewer interface are attached to this request for proposal document. The time 
frame for the contract includes delivery for testing, and would include changes to 
both modules as SUSTA staff and the project manager are able to test them and 
identify issues to address. All issues should be addressed and final delivery of the 
product should take place no later than August 1, 2012. 

 
2. Implementation:   The contractor would carry out programming and testing of the 

Branded application modules and provide weekly status updates on the project. 
The project should follow the specifications set forth in the attached 
specifications, and any revisions to these specifications must be discussed with 
and approved by SUSTA prior to programming changes.  
 

3. Deliverables:  The consulting firm will be responsible for ensuring that SUSTA 
receives the following deliverables by the dates listed below: 
 

a. Branded Module delivered for testing – July 15, 2012 
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b. Go Live date for Branded module – August 1, 2012 
c. Additional work as needed – until December 31, 2012 

 
 
Activity Background 
 
The online Branded application will streamline the process by which companies apply to 
SUSTA for funding, and increase efficiency of SUSTA internal review processes, 
thereby increasing participation in the MAP Branded program. 
 
Sufficiency of Response 
 
Each proposal will be scored on the following measurements: 
 
 Description of proposed activities and relevancy  
 Measurable results of previous, similar projects managed by the respondent 
 Approach to managing the activity 
 Cost 
 References (minimum of 3) 

Proposals should be concisely written to respond to this RFP.  Elaborate attachments are 
not necessary. 
 
Acceptance of Proposal 
 
The successful bidder's proposal will be the basis of a contract executed with SUSTA to 
perform all services at the specified costs contained in the bidder's proposal.  SUSTA retains 
the right to negotiate with the successful bidder prior to final contract execution. 
 
Subcontractors 
 
If any service is to be performed by someone other than the contractor's permanent staff, all 
subcontractors and their addresses must be included in the proposal.  These will be subject 
to approval by SUSTA. 
 
Conflict of Interest 
 
Each bidder must disclose any non-competition or other agreement or obligation that 
might prevent it from marketing, promoting or otherwise representing or advancing the 
interests of SUSTA or any SUSTA product.  Further, the successful bidder will be 
required to warrant and represent that throughout the time period when the contract is in 
effect, no conflict of interest or other circumstance prevents it from marketing, promoting 
or otherwise representing or advancing the interests of SUSTA or any of SUSTA’s 
products. 
 
Deadline for Proposal 
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All proposals from bidders must be submitted by May 16, 2012 at 4:30 P.M. (CST).  The 
successful bidder will receive notification by May 25, 2012.  The planned commencement 
of the project is June 1, 2012.  Proposals may be emailed to marybeth@susta.org or 
submitted to the following: 

 
SUSTA 
Attn:  Mary Beth Wesdock, Marketing and Communications Director 
701 Poydras Street 
Suite 3725, One Shell Square 
New Orleans, Louisiana 70139-7774 
USA 
marybeth@susta.org 

 
Questions 
 
All questions in regard to this RFP should be directed to: 
 

Mary Beth Wesdock, Marketing and Communications Director  
701 Poydras Street 
Suite 3725, One Shell Square 
New Orleans, Louisiana 70139-7774 
USA 
marybeth@susta.org 

 
Rejection of Proposals 
 
SUSTA retains the right to reject all proposals submitted in response to this RFP.  
 

The Southern United States Trade Association (SUSTA) does not discriminate in its programs on the basis of race, 
color, national origin, sex, religion, age, disability, political beliefs, and marital or family status. 
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SUSTA Program Pre-Qualification &  
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Project Summary 

Create an online application interface for the Branded program (hereafter the “Branded Module”). This 

Branded Module will allow companies to submit funding application forms online and provide an online 

interface for SUSTA staff to review, edit and export information pertaining to each company’s 

application.  

 

The contractor would be responsible for developing, testing and launching the Branded Module, 

including uploading to SUSTA’s server and ensuring that it is compatible with SUSTA’s existing database 

and websites. 

 

Go Live Date 

The project would be delivered for testing by July 15, 2012. The Go Live date would be no later than 

August 1, 2012. 

 

Platform, Database, Language & Legacy System 

The specifications described in this document will build on the existing database and websites using 

PHP and MySQL and will need to be compatible with the existing SUSTA database and websites. 

 

The SUSTA website consists of www.susta.org and http://directory.susta.org. 

The subdomain directory.susta.org has been created on a Linux platform.  

The database is MySQL 5.0.51a with phpMyAdmin 

The pages hosted on directory.susta.org are created using PHP/Cake. 

 

Permissions 

Every company record in SUSTA’s existing database is assigned a Company Type and every individual 

and company record is assigned a Status of Active or Inactive.  The Company Type and Status are 

associated with certain view/edit permissions.  The Branded Module will build on the existing 

permissions such that: 

1) Only users associated with Company Type: U.S. Supplier will be allowed to submit a Pre-

Qualification form or Application form. 

2) Only users associated with Company Type: SUSTA will be allowed to edit a submitted Pre-

Qualification/Application form or access the Admin Interface described in this document. 

3) In addition, the user and company must have an Active status in order to 

submit/view/edit/export the Pre-Qualification or Application. 

 

Browser Compatibility 

Site will be compatible with Windows Internet Explorer, Firefox and Chrome. 

 

SSL Certificate 

Will need an SSL certificate and will need to move to HTTPS site as the Pre-Qualification and Branded 

Application contain sensitive company and financial information. 

 

http://www.susta.org/
http://directory.susta.org/
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Session Time Outs 

User sessions should last a minimum of two hours before the session times out and the user is required 

to login again. 

 

Process Flow Chart:  Program Pre-Qualification 

 
 

Accessing the Pre-Qualification 

Users access the Program Pre-Qualification form by selecting Branded Program > Pre-Qualification 

submenu. Companies can submit a Pre-Qualification only during the Pre-Qualification Submission Dates, 

which are set by SUSTA via the Admin Interface described elsewhere in this document. Companies 

cannot complete a Pre-Qualification for the Program Year until the Pre-Qualification Start Date and 

cannot submit it after the Pre-Qualification End Date has passed. Outside of these dates, the company 

cannot view or complete the Pre-Qualification for that program year.  

 

There can be 1 or more Pre-Qualifications open at once or there can no Pre-Qualifications open. 

 

If Pre-Qualifications are being accepted for only 1 program year, and the applicant belongs to Company 

Type: U.S. Supplier, and the applicant company has not yet submitted a Pre-Qualification for the open 

program year, then the Pre-Qualification form automatically displays when the user clicks the Pre-

Qualification submenu and the user does not have to select a Program Year. If the user has already 

submitted their Pre-Qual, the user can view, but not edit, the submitted Pre-Qual. 
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If Pre-Qualifications are open for more than 1 program year, then the user must select a program year 

before continuing to the Pre-Qualification form, as illustrated in the following screen shot. If the user 

has already submitted their Pre-Qual, the user can view, but not edit, the submitted Pre-Qual, by 

selecting the program year and clicking Go button. 

 

A company can submit only 1 Pre-Qualification per program year.  

The program year corresponds to the calendar year (January 1 – December 31). 

 

 

Pre-Qualification > Select Program Year 

 
This page is visible only to registered users belonging to Company Type: U.S. supplier if Pre-qualifications 

are being accepted concurrently for 2 program years. 

 

Program Year fields auto-populates with years that are currently open (accepting Pre-Qualifications) and 

company does not have an approved Pre-Qualification for either year. If company has not submitted a 

Pre-Qual for either year (and SUSTA is accepting application for both years), then user must select year 

for which they will submit a Pre-Qual.  

 

If company has submitted one or both Pre-Quals and has not been approved for either Application, then 

user must select Program Year because until the Application is approved, the user may need to Print or 

view the submitted Pre-Qual. 
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Pre-Qualification > Step 1 

 
 

This is the first page of the Pre-Qualification form. Only Company Type: U.S. Supplier can complete a 

Pre-Qualification. (The form is not available to any other Company Type.) 

 

Fields at top of page: 

 Company Name: System populates Company Name with name of the applicant company as 

listed in the database. User cannot edit. 

 Program Year: System populates Program Year with program year that user selected in Select 

Program Year page. User cannot edit. 
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Q-1, I am applying for: Required multi-select; user must select at least Branded or Generic. If user 

selects "Generic events" then Q-11 on Prequalification Step 2 appears. If user selects "Branded 

Program" then Q-12 on Prequalification Step 2 appears.  

 

Q-2, Company Name (as listed with Secretary of State): Required text field. User must enter company 

name as listed with the Secretary of State. 

 

Q-3, State Where Registered & Q-10, State: Required single-select drop down menu. Use Branded 

states for drop down list (e.g. does not contain "International" as an option).  

 

Q-4, Contact First Name: System auto-populated with first name of user who is logged in. User can’t 

overwrite. 

Q-5, Contact Last Name: System auto-populated from login with last name of user who is logged in. 

User can’t overwrite. 

 

Q-6, Job Title: Auto-populate from user login with user’s Job Title. User can edit field. This is a required 

text field. 

Q-7, Physical Address Line 1: Required alpha-numeric text field.  Don’t auto-populate. User’s entry in 

this field overwrites company physical address line 1 stored in database 

Q-8, Physical Address Line 2: Optional alpha-numeric text field. Don’t auto-populate. Overwrite 

company physical address line 2 stored in database 

Q-9, City: Required text field. Don’t auto-populate. Overwrite company physical address > city stored in 

database 

Q-10, State: Required single-select drop down menu. Don’t auto-populate. Use Branded states for drop 

down list (e.g. does not contain "International" as an option). Overwrite company physical address > 

state stored in database 

Q-11, Zip Code +4: Zip Code is a required numeric field with maximum 5 characters. +4 is an OPTIONAL 

numeric field with a maximum of 4 characters. Don’t auto-populate. Overwrites company physical 

address > zip code stored in database. 

Q-12, Phone: Required numeric field. Don’t auto-populate. Overwrites company > phone stored in 

database 

Q-13, Email: Validate for email address. Required field. Auto-populate with member’s email (email of 

user who logged in). User can edit field.  

Q-14, Website: Optional text field. Auto-populate with website. User can edit. Overwrites company > 

website stored in database 

 

Q-15, Does your company have at least $100,000 in total annual sales: Required radial 

 

Q-16, Does your company have affiliates: Required radial. Conditional branching; If user selects YES 

radial button, then system displays the following question: Are you owned by a parent company? 
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Q17, Are you owned by a parent company: Required radial. Q-17 appears only if user selected YES from 

Q-16.  Q-17 uses conditional branching; If user selects YES radial from Q-17, then system displays Q-18, 

Where is the parent company located?  

 

Q-18: Parent company name: Q-18 appears ONLY if user selects YES from Q-17. If Q-18 appears, it is a 

required text field. 

 

Q-19: Where is the parent company located: Q-19 appears ONLY if user selects YES from Q-17. If Q-19 

appears, then Q-19 is a required text field. 

 

ADDITIONAL VALIDATION 

If user fails to complete a required question, system will display an error message asking user to 

complete the required question. 

 

Save & Continue button 

If user clicks Save & Continue button, system takes user to Pre-Qualification Step 2 and saves data on 

this page (Pre-Qualification Step 1) so that user can continue with Pre-Qualification Step 2 at a later 

time, if necessary.  

 

User cannot submit form until all required questions are complete. If user fails to complete a required 

question, then when user clicks Save & Continue button, system will display an error message asking 

user to complete the required question. 
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Pre-Qualification > Step 2 

 
This is the second page of the Pre-Qualification form. This page displays when the user clicks the Save & 

Continue button from Pre-Qualification Step 1 or if user selects Program Year corresponding to an 

incomplete (Saved, In Progress) Pre-Qualification from the Select Program Year page. 

 

Fields at top of page: 

 Company Name: System populates Company Name with name of the applicant company as 

listed in the database. User cannot edit. 

 Program Year: System populates Program Year with program year that user selected in Select 

Program Year page. User cannot edit. 

 

Q-1, Dun & Bradstreet number: Optional field. Only whole numbers accepted, no letters or dashes. 

Validate so that D&B # must contain 9 numeric digits exactly.  
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Q-2, North American Industry Classification System (NAICS) 6-digit code & description:  

NAICS Code: Required numeric field.  Validate to allow only numbers. 

NAICS Description: Required text field. 

 

Q-3, Total Number of Employees: Required numeric field.  Validate to allow only numbers. 

 

Q-4, Total Annual Receipts: Required field. Validate to allow only numbers. Apply currency format. 

 

Q-5, Is your company a farm cooperative: Required radial.  

 

Q-6, Products Being Promoted: Required text field.  

 

Q-7, Brand Names Being Promoted: Required text field.  

 

Q-8, Is there a brand identified on packaging/label: Required radial.  

Q-9, Are your products grown in the U.S., or if processed, contain at least 50% U.S. agricultural origin 

by weight (excluding added water and packaging): Required radial.  

 

Q-10, How did your company hear about SUSTA programs: Required multi-select. User must select at 

least one option. If user selects "Other" then text field appears below multi-select and user must enter a 

description.  

 

Q-11, SUSTA Generic events in which I would like to participate: Conditional text field; this question 

appears & is required ONLY if user selects "Generic events" checkbox from Pre-Qualification Step 1 > Q-

1, I am applying for.  

 

Q-12, I certify that my company: Conditional question; this question appears ONLY if user selects 

"Branded Program" checkbox from Pre-Qualification Step 1 > Q-1, I am applying for. All checkboxes in Q-

12 are required. 

 

Q-13, I hereby certify that the information on this worksheet is correct and that all the statements are 

true: Required checkbox. 

Print & Submit button 

If user clicks Print & Submit button, system saves form data and takes user to Pre-Qualification 

Confirmation page. Print-friendly version of form opens in a new window. 

 

User cannot submit form until all required questions are complete. If user fails to complete a required 

question, then when user clicks Print & Submit button, system will display an error message asking user 

to complete the required question. 
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Clicking Print & Submit will send a system-generated, auto-email to prequalification@susta.org advising 

SUSTA that a user has submitted a Pre-Qualification and listing the applicant company name and 

program year. 

 

Pre-Qualification > Auto Email 

 

Pre-Qualification Received: When a Pre-Qualification form is submitted, the system will send an auto 

email to prequalification@susta.org.  

 

Text for Auto Email: 

 

Subject: Pre-Qualification Submitted 

Message: 

<Company Name> has submitted a <Program Year> Pre-Qualification for <answer(s) to multi-

select question from Pre-Qualification Step 1: Q-1, “I am applying for.” Appears in bold text 

and concatenated with comma separator>.  

 

For example, “ABC Inc. has submitted a 2013 Pre-Qualification for Branded Program, Generic Events.” 

 

 
Pre-Qualification > Print-Friendly form 

Print-friendly version of completed form contains blank Signature field and Date field for user to sign 

and date printed form. Print-friendly version of form also contains Name & Title field, which are auto-

populated from database with the name of user who logged in. 

 

 

mailto:prequalification@susta.org
mailto:prequalification@susta.org
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Pre-Qualification > Confirmation 

 
 

 Company Name: System populates Company Name with name of the applicant company as 

listed in the database. User cannot edit. 

 Program Year: System populates Program Year with program year that user selected in Select 

Program Year page. User cannot edit. 

 

System sends email to prequalification@susta.org advising that a Pre-Qualification has been submitted.  

If user clicks printer icon or Print link, then print-friendly version of completed form opens in a new 

window. Print-friendly version of completed form contains blank Signature field and Date field for user 

to sign and date printed form. Print-friendly version of form also contains Name & Title field, which are 

auto-populated from database with the name of user who logged in. 

 

mailto:prequalification@susta.org
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Process Flow Chart:  Branded Application 

 
 

Accessing the Branded Application 

Users access the Branded Application by selecting Branded Program > Application, provided the 

following conditions have been met: Application is open (Application Start Date has begun and 

Application End Date has not yet passed) and user has an approved Pre-Qualification for the program 

year.  

There can be 1 or more Applications open at once or there can no Applications open. 

 

If SUSTA has not yet opened the Branded Application for at least one program year, then the Application 

submenu is not visible. 

 

If Applications are being accepted for only 1 program year and the user has an approved Pre-

Qualification for the open program year, then the Application form automatically displays when the user 

clicks the Application submenu and the user does not have to select a Program Year. 
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If Applications are open for more than 1 program year, then the user must select a program year before 

continuing to the Application as illustrated in the following screen shot. 

 

Branded Application > Select Program Year 

 
This page is visible only to registered users belonging to Company Type: U.S. supplier if Branded 

Applications are being accepted for more than one program year. Users access this page by selecting 

Branded Program > Application. 

 

The Program Year fields auto-populate with the program years for which SUSTA is currently accepting 

Branded Applications, as specified by the Application Start & End Dates that SUSTA sets in the Admin 

Interface. The program year displays from the Application Start Date and stops after the Application End 

Date has passed.  

 

If the user selects a Program Year for which they do not have an approved Pre-Qualification, then the 

system displays an error message on page advising user that: “You must have an approved Pre-

Qualification before you can complete the Branded Application. Complete a Pre-Qualification here.” 

 

If Applications are being accepted for only 1 program year and the user has an approved Pre-

Qualification for the open program year, then the Application form automatically displays when the user 

clicks the Application submenu and the user does not have to select a Program Year. 

 

If SUSTA has not yet opened the Branded Application for at least one program year, then the Application 

submenu is not visible. 

 

If the user selects a Program Year for which they do not have an approved Pre-Qualification, then the 

system displays an error message on page advising user that: “You must have an approved Pre-
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Qualification before you can complete the Branded Application. Complete a Pre-Qualification here.” 

(contains a link to the Pre-Qualification submenu). 

 

If the user has already submitted their Application, the user can view, but not edit, the submitted 

Application, by selecting the program year and clicking Go button. 
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Branded Application > Company Information 

This is the first page of the Branded Application.  Users can view and complete the Branded Application 

ONLY when BOTH of the following conditions are met: 1) user has an approved Pre-Qualification for the 
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selected Program Year and 2) SUSTA is accepting applications, as specified by the dates selected by 

SUSTA in the Admin Interface.  

 

If Applications are being accepted for only 1 program year and the user has an approved Pre-

Qualification for the open program year, then the Application form automatically displays when the user 

clicks the Application submenu and the user does not have to select a Program Year. 

 

If both of the above conditions are not met, then the user cannot complete a Branded Application. If the 

user clicks on the Application submenu and they do not have an approved Pre-Qualification and/or the 

Application is not yet open, the system will display the following message: You must have an approved 

Pre-Qualification before you can submit a Branded Application.  

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 

 

Q-1, Company’s Physical Address: Although the company’s physical address is in the database, these 

fields will NOT pre-populate. Furthermore, data entered by the user in these fields will update the 

company’s physical address already stored in database. 

 Address Line 1 – required text field 

 Address Line 2 – optional text field 

 City: required text field 

 State: required single select drop down menu. Use Branded states for drop down list options 

(does not include International and does include certain U.S. territories.) 

 Zip Code + 4: required text field 

 Company Phone #: required numeric field 

 Web site: optional text field 

 

Q-2, Mailing Address 

 Same as Physical Address: required radial with conditional branching so that if user selects 

“No,” then the following address fields appear. If user selects “Yes,” then system saves Mailing 

Address same as Physical Address in database. 

o Address Line 1 – require text field 

o Address Line 2 – optional text field 

o City: required text field 

o State: required single select drop down menu. Use Branded states for drop down list 

options (does not include International and does include certain U.S. territories.) 
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o Zip Code + 4: required text field 

 

Q-3, Company Owner 

 Prefix: required single-select drop down menu with the following options: Mr., Ms., Mrs., Dr. 

 First Name: required text field 

 Last Name: required text field 

 Job Title: required text field 

 Phone: required text field 

 Ext: optional numeric field 

 Fax #: optional numeric field 

 Email Address: required text field. Validate for email address 

 

Q-4, Person Completing Application 

 Applicant: Required single-select drop down menu with the following options: Same as Above, 

Other Employee, Other: Contractor/Consultant, Etc. If “Same as above” is selected, then system 

populates the fields in Q-4 with the data supplied in Q-3. 

 Prefix: required single-select drop down menu with the following options: Mr., Ms., Mrs., Dr. 

 First Name: required text field 

 Last Name: required text field 

 Job Title: required text field 

 Phone: required text field 

 Ext: optional numeric field 

 Fax #: optional numeric field 

 Email Address: required text field. Validate for email address 

 

Q-5, Person authorized to sign & bind company to a contract with SUSTA: Required single-select drop 

down menu with the following options: Company Owner, Person Listed Above 

 

Q-6, Business type: Required multi-select. User must select at least one of the following options: Export 

Rep/Agent/Broker/Trading Company; Grower; Manufacturer/Processor; Packer; Wholesaler; Other. 

 

Q-7, Is your company minority/woman-owned: Optional yes/no radial. 

 

Q-8, Year company was founded: Required numeric field with a maximum of 4 characters. Validate to 

accept only numerals so that year must be entered as yyyy. 

 

Q-9, Has your company ever exported: Required radial with yes/no options. If “yes” selected, then the 

following question appears immediately below:  

 Number of years exported: required, conditional numeric field that appears only if “yes” is 

selected in Q-9. Validate to allow only numbers. 

 



Victoria Mejía   Confidential - Proprietary Information 
MEI Consulting  SUSTA – Branded Specs v1.0 
  19 April 2012 

Southern U.S. Trade Association  Page 19 of 85 

Q-10, Did company participate in MAP Branded in previous years: Required radial with yes/no options. 

 

Q-11, Will your company or any affiliated company receive funds from any other state or federal 

programs or any MAP funds from another commodity organization or State Regional Trade Group 

(SRTG) that will be used to promote the products in this application: Required radial with yes/no 

options. If “yes” selected, then the following question appears immediately below:  

 If yes, please describe: required text field which appears only if user selects “Yes” from Q-11 

 

Save & Continue button: 

Clicking "Save & Continue" saves form data so that user can continue completing saved/in progress 

application at a later time. Form data will not save until all required fields on this page are completed. If 

user clicks “Save & Continue” without completing all required fields, alert message will appear advising 

user to complete missing field(s).  

 

Save & Continue links to Products & Sales page.  
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Branded Application > Products & Sales 

 
This is the second page of the Branded Application. Users arrive at this page by clicking Save & Continue 

from the Company Information page. 

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 

 

Product Table 
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 Brand Name/Private Label Name: Required text field. User must complete at least one Brand 

Name/Private Label Name field. 

 Product Description: Required text field. User must complete 1 Product Description for every 

Brand Name/Private Label Name field completed. 

 I am the: Required single-select drop down menu. User must select one option for every Brand 

Name/Private Label Name field completed. Drop down menu contains the following options: 

Brand Owner; Brand Representative; Private Label Manufacturer 

o If Brand Representative selected, then user must complete a Brand Owner Permission 

(BOP) form for that product. 

o If Private Label Manufacturer is selected, then user must complete a Private Label 

Agreement (PLA) form for that product. 

o If Brand Owner is selected, then user does not have to complete a BOP or PLA for that 

product. 

 Add More Products button: If user clicks this button, another row appears in table allowing user 

to enter another product/brand name, etc. 

 

 

Sales Table 

 Calendar Year: System populates years in this column according to the following rules. 

o <yyyy-3> Actual Export Sales: Populated with Program Year – 3 years so that if the 

selected Program Year is 2012, then <yyyy-3> Actual Export Sales is 2009. 

o <yyyy-2> Actual Export Sales: Populated with selected Program Year -2 years so that if 

applying for the 2012 Program Year, then <yyyy-2> Actual Export Sales is 2010. This is 

because the applicant usually applies 1 year prior to the Program Year so the last known 

sales would be 2 years prior to the Program Year. 

o <yyyy-1> Projected Export Sales: Populates with Program Year minus 1 year, so that if 

applying for the 2012 Program Year, then <yyyy-1> displays with 2011. This is because 

the applicant usually applies 1 year prior to the Program Year so the sales are not yet 

known. 

o <yyyy> Projected Export Sales: Populates with Program Year so that if applying for the 

2012 Program Year, <yyyy> would be 2012. 

 

 Total Sales Value – US$ Domestic & Export Sales Combined for All Company Products: 

Required numeric field; validate to allow only numbers 

 Total Sales Value - US$ Export Sales for All Company Products Exports: Required numeric field; 

validate to allow only numbers 

 Total Sales Value - US$ Export Sales for Products (listed above): Required numeric field; 

validate to allow only numbers 

 If sales have declined or are not increasing in any portion of the above table, please explain: 

optional text box 
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Back button – takes user back to previous page (Company Information), where user can edit form. 

Save & Continue button: 

Clicking "Save & Continue" saves form data so that user can continue completing saved/in progress 

application at a later time. Form data will not save until all required fields on this page are completed. If 

user clicks “Save & Continue” without completing all required fields, alert message will appear advising 

user to complete missing field(s).  

 

Save & Continue links to Select Countries page.  

 

Branded Application > Select Countries 

 
This is the third page of the Branded Application. Users arrive at this page by clicking Save & Continue 

from the Products & Sales page. 

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 

 

Q-1, Select all countries that you will target with MAP Branded funds during <yyyy>: 

System populates <yyyy> with Program Year. 
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User is required to select a country from the single-select country drop down menu, which contains 

Branded approved country list (list supplied by SUSTA). 

 

Adding a Country 

When user selects country and clicks the Add button, the selected country appears in the “Your Export 

Markets” table. Countries appear in ascending alphabetical order (A to Z) by country name under the 

“Country Name” column.  

 

Click to Delete a Country 

User can delete a country from the table by clicking Delete from the “Click to Delete a Country” column. 

If user clicks Delete, alert message will ask, "Are you sure you want to delete this country? 

 

Add validation message so that if user clicks Save & Continue without selecting at least one country, the 

following message appears: "You must select at least one country."  

 

 USA – If USA is selected, then user must complete the USA Marketing Plan 

 All other countries – User must complete an International Marketing Plan for any country other 

than USA. A separate International Marketing Plan is required for each foreign country. 

International Marketing Plans appear in ascending alphabetical order by country name.  

 

Back button – takes user back to previous page (Products & Sales page), where user can edit form. 

 

Save & Continue button: 

 Clicking "Save & Continue" saves form data so that user can continue completing saved/in 

progress application at a later time. Form data will not save until all required fields on this page 

are completed. If user clicks “Save & Continue” without completing all required fields, alert 

message will appear advising user to complete missing field(s).  

 

 Save & Continue links to: 

o International Marketing Plan (one per country) if a country/countries other than USA 

were selected, or 

o USA Marketing Plan if USA was selected. 

o If both USA and other country/countries are selected, then International Marketing 

Plan(s) are presented first, followed by USA Marketing Plan 

 

International Marketing Plans appear in ascending alphabetical order by country name.  
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Branded Application > International Marketing Plan 

 
 

The International Marketing Plan is part of the Branded Application. The applicant company must 

complete a separate International Marketing Plan for EVERY country that the user selected on the Select 

Countries page.  

 

International Marketing Plans appear in ascending alphabetical order by country name.  

 

The International Marketing Plan is NOT used for USA. (If the USA is selected, then user must complete 

the USA Marketing Plan, which appears after all International Marketing Plans are completed).  

 

Fields at top of page: 
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 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. 

Form Fields & Validation 
Q-1, How many previous years in this market: Required numeric text field. Validate to allow only whole 
numbers. 

Q-2, Has your company conducted any prior promotional activities in this market: Required Yes/No 
radial. 

Q-3, Has your company received reimbursement(s) in this market: Required Yes/No radial with 
conditional branching so that if user selects Yes, then the following question dynamically appears 
beneath Q-3: Number of years you received reimbursement(s). 

Number of years you received reimbursement(s): Required numeric text field. Validate to allow only 
whole numbers. This question appears and is required only if user selects Yes from Q-3. 

Q-4, What constraints does your company face in this market: Required multi-select. User must select 
at least one check box. 

Q-5, List your export sales to this country. (Export Sales for Country Market table) 

 Calendar Year: System populates years in this column according to the following rules. 
o <yyyy-3> Actual Export Sales: Populated with Program Year – 3 years so that if the 

selected Program Year is 2012, then <yyyy-3> Actual Export Sales is 2009. 
o <yyyy-2> Actual Export Sales: Populated with selected Program Year -2 so that if 

applying for the 2012 Program Year, then <yyyy-2> Actual Export Sales is 2010. This is 
because the applicant usually applies 1 year prior to the Program Year so the last known 
sales would be 2 years prior to the Program Year. 

o <yyyy-1> Projected Export Sales: Populates with Program Year minus 1 year, so that if 
applying for the 2012 Program Year, then <yyyy-1> displays with 2011. This is because 
the applicant usually applies 1 year prior to the Program Year so the sales are not yet 
known. 

o <yyyy> Projected Export Sales: Populates with Program Year so that if applying for the 
2012 Program Year, <yyyy> would be 2012. 

 Fields in Export Sales for Country Market table are required numeric text fields. Validate to allow 
only whole numbers (no decimals) 

Q-6, If sales have declined or are not increasing in any portion of the above table, please explain: Text 
area box. Required if sales have declined in any year. In other words, required if <yyyy> sales or <yyyy-
2> or <yyyy-1> sales are less than <yyyy-3>. For example, required if any of 2010/2011/2012 sales <2009  

Q-7, What activities do you plan to conduct in this market: Required multi-select. User must select at 
least one check box.  
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 If “Approved International Trade Missions” is selected, then user must complete at least one 
“Name” and “Date” fields. 

 If “Approved International Trade Shows” is selected, then user must complete at least one 
“Name” and “Date” fields. 

 If “Other” is selected, then user must enter a description in the Other text field. 

Q-8, Enter your financial contribution and MAP Branded budget request for this country only. All fields 
in this table are required. Validate to allow only whole numbers. 

 A, MAP Branded Funds: Required numeric text field. Validate to allow only whole numbers (no 
decimals).  

 B, Applicant Funds: Required numeric text field. Validate to allow only whole numbers (no 
decimals). 

 C, Importer/Distributor Funds: Required numeric text field. Validate to allow only whole 
numbers (no decimals). Validate for B+C=A. If B+C does not equal A, then error message advises 
that B+C must equal A. User cannot submit International Marketing Plan until B+C =A. 

 D, Country Total <System Auto-Calculated>: System auto-calculates the sum of A+B+C and 
populates total in Column D. User cannot complete or edit this field. 

Q-9, Does your company have an importer for this market: Required Yes/No radial with conditional 
branching so that if user selects “Yes” then Q-10 appears dynamically beneath Q-9. 

Q-10, IMPORTER/DISTRIBUTOR(s) for this MARKET: If user selects Yes from Q-9, then Q-10 appears 
dynamically. 

 Third Party Company Name: Required text field 

 Physical Address: Required text field 

 City: Required text field 

 State: Required single-select drop down menu containing states & territories listed in User 
Registration form (e.g. includes “International”) 

 Province: Required text field 

 Zip Code: Required text field 

 Country: Required single-select drop down menu containing only countries from Branded 
approved countries list 

 First Name: Required text field 

 Last Name: Required text field 

 Job Title: Required text field 

 Phone: Required text field 

 Fax #: Optional text field 

 Email Address: Required text field 

 Website: Optional text field 

 Add Another Importer/Distributor: optional check box with conditional branching so that if user 
selects check box, another Importer/Distributor set of questions appear with all of the fields 
from Q-10 except for “Add Another Importer/Distributor” check box. 

Back button – takes user back to previous page, where user can edit form. 
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Save & Continue button: 

 Clicking "Save & Continue" saves form data so that user can continue completing saved/in 

progress application at a later time. Form data will not save until all required fields on this page 

are completed. If user clicks “Save & Continue” without completing all required fields, alert 

message will appear advising user to complete missing field(s).  

 

 Save & Continue links to: 

o International Marketing Plan (one per country) if additional country/countries other 

than USA were selected, OR 

o USA Marketing Plan if USA was selected, OR 

o Budget Request Summary if above forms have been completed or do not apply 
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Branded Application > USA Marketing Plan 

 
The USA Marketing Plan is part of the Branded Application, but it is only required if an applicant selects 

USA from the Select Countries page. If USA is not selected, then the USA Marketing Plan does not 

appear to applicants.  

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 
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Form Fields & Validation 
Q-1, Has your company received reimbursement(s) in this market: Required Yes/No radial with 
conditional branching so that if user selects Yes, then the following question dynamically appears 
beneath Q-1: Number of years you received reimbursement(s). 

Number of years you received reimbursement(s): Required numeric text field. Validate to allow only 
whole numbers. This question appears and is required only if user selects Yes from Q-1. 

Q-2, My USA Trade Show Plan:  

 Approved Trade Show Name: Applicant is required to select at least one trade show (and is able 
to select up to 10 shows) from single-select drop down menu containing list of approved USA 
trade shows (SUSTA will supply list). List of approved trade shows changes every year, so SUSTA 
needs ability to upload new list via admin interface.  

 Exhibited at Show in Last 3 Years: Optional check box.  

 MAP Branded Funds Used: Optional check box. 

Q-3, List your export sales to this country. (Export Sales for Country Market table) 

 Calendar Year: System populates years in this column according to the following rules. 
o <yyyy-3> Actual Export Sales: Populated with Program Year – 3 years so that if the 

selected Program Year is 2012, then <yyyy-3> Actual Export Sales is 2009. 
o <yyyy-2> Actual Export Sales: Populated with selected Program Year -2 so that if 

applying for the 2012 Program Year, then <yyyy-2> Actual Export Sales is 2010. This is 
because the applicant usually applies 1 year prior to the Program Year so the last known 
sales would be 2 years prior to the Program Year. 

o <yyyy-1> Projected Export Sales: Populates with Program Year minus 1 year, so that if 
applying for the 2012 Program Year, then <yyyy-1> displays with 2011. This is because 
the applicant usually applies 1 year prior to the Program Year so the sales are not yet 
known. 

o <yyyy> Projected Export Sales: Populates with Program Year so that if applying for the 
2012 Program Year, <yyyy> would be 2012. 

 Fields in Export Sales for Country Market table are required numeric text fields. Validate to allow 
only whole numbers (no decimals) 

Q-4, If sales have declined or are not increasing in any portion of the above table, please explain: Text 
area box. Required if sales have declined in any year. In other words, required if <yyyy> sales or <yyyy-
2> or <yyyy-1> sales are less than <yyyy-3>. For example, required if any of 2010/2011/2012 sales <2009  

Q-5, Enter your financial contribution and MAP Branded budget request for this country only. All fields 
in this table are required. Validate to allow only whole numbers. 

 A, MAP Branded Funds: Required numeric text field. Validate to allow only whole numbers (no 
decimals).  

 B, Applicant Funds: Required numeric text field. Validate to allow only whole numbers (no 
decimals). 
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 C, Importer/Distributor Funds: Required numeric text field. Validate to allow only whole 
numbers (no decimals). Validate for B+C=A. If B+C does not equal A, then error message advises 
that B+C must equal A. User cannot submit International Marketing Plan until B+C =A. 

 D, Country Total <System Auto-Calculated>: System auto-calculates the sum of A+B+C and 
populates total in Column D. User cannot complete or edit this field. 

Back button – takes user back to previous page, where user can edit form. 

 

Save & Continue button: 

 Clicking "Save & Continue" saves form data so that user can continue completing saved/in 

progress application at a later time. Form data will not save until all required fields on this page 

are completed. If user clicks “Save & Continue” without completing all required fields, alert 

message will appear advising user to complete missing field(s).  

 

 Save & Continue links to Budget Request Summary 

 

Branded Application > Budget Summary 

 
 

The Budget Request Summary page is part of the Branded Application but is completely auto-calculated 

and auto-populated by the system. 
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Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 

 <yyyy>: Populated with the program year that corresponds to the approved Pre-Qualification 

for the selected Program Year (e.g., program year that corresponds to the is application). 

 

PROMOTIONAL BUDGET SUMMARY TABLE 

User cannot edit any field on this table. 

 Country: Auto-populated with each country selected from Select Countries page. Each country is 
hyperlinked so that if user clicks on link, user is taken back to the either the International 
Marketing Plan for that country, or the USA Marketing Plan if applicable, where users can edit 
the forms. Countries in table appear in ascending alphabetical order by country name. 

 A, MAP Branded Funds: System populated with the value entered by the applicant on: 
o International Marketing Plan > Q-8, column A, MAP Branded Funds for that country, or 
o USA Marketing Plan > Q-5, column A, MAP Branded Funds  
o Value displayed in currency format with comma separator (to separate thousands - e.g. 

$1,000). User cannot edit this field. 

 B, Applicant Funds: System populated with the value entered by the applicant on: 
o International Marketing Plan > Q-8, column B, Applicant Funds for that country, or 
o USA Marketing Plan > Q-5, column B, Applicant Funds  
o Value displayed in currency format with comma separator (to separate thousands - e.g. 

$1,000). User cannot edit this field. 

 C, Importer/Distributor Funds: System populated with the value entered by the applicant on: 
o International Marketing Plan > Q-8, column C, Importer/Distributor Funds for that 

country, or 
o USA Marketing Plan > Q-5, column C, Importer/Distributor Funds 
o Value displayed in currency format with comma separator (to separate thousands - e.g. 

$1,000). User cannot edit this field. 

 D, Country Total <System Auto-Calculated>: System auto-calculates the sum of A+B+C and 
populates total in Column D. Value displayed in currency format with comma separator (to 
separate thousands - e.g. $1,000). User cannot edit this field. 

 TOTAL PROMOTIONAL BUDGET FOR ALL COUNTRIES: System auto-calculated value (sum of 
column D). Value displayed in currency format with comma separator (to separate thousands - 
e.g. $1,000). User cannot edit this field. 

 MAP BRANDED BUDGET TOTAL: System auto-calculated value (sum of column A). Value 
displayed in currency format with comma separator (to separate thousands - e.g. $1,000). User 
cannot edit this field. 
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The applicant can review & edit their completed International Marketing Plan(s)/USA Marketing Plan by 

clicking on the name of the Country, which links to Marketing plan for that country. 

 

Deleting a Country 

Applicant can delete a country clicking "Delete". This will cause the International Marketing Plan/USA 

Marketing Plan for the selected country to be deleted as well. 

 

If user clicks Delete, alert message asks, "Are you sure you want to delete this country? This will also 

delete the Marketing Plan." User must click OK/Cancel to continue. 

 

Adding a Country 

Applicant can add another country by clicking "Add Another Country" link. Selecting this link takes the 

user to the Select Countries page, where user can add another country. If user adds a country, user must 

complete an International Marketing Plan for that country (except if country is USA, in which case user 

must complete USA Marketing Plan). 

 

Back button – takes user back to previous page, where user can edit form. 

 

Save & Continue button: 

 Clicking "Save & Continue" saves form data so that user can continue completing saved/in 

progress application at a later time.  

 

 Save & Continue links to one of the following. 

1. BOP, if company selected "Brand Representative" for any product on the Products & 

Sales page 

2. PLA, if item #1 does not apply and company selected "Private Label Manufacturer" for 

any product on the Products & Sales page  

3. Certification page, if items #1 and #2 do not apply 
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Branded Application > Brand Owner Permission 

 
The Brand Owner Permission (BOP) is part of the Branded Application. The BOP is completed only if the 

applicant selected “Brand Representative” for one or more products on the Products & Sales page.  

If the applicant has products with different brand owners, then the user must complete separate forms, 

one for each brand owner. 

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 
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Form fields: 

Q-1, Brands You Don't Own 

Products: The single-select drop down menu contains a concatenated list of Brand Name + Product 

Description of the products from the Products & Sales page that are marked as “Brand Representative.” 

User must select at least one product from the Products drop down menu and click the Add button to 

add them to the Brands You Don’t Own table.  Products are listed in ascending alphabetical order by 

brand name. When the user adds a product to the table, the product disappears from the drop down 

menu. 

 

Q-2, Countries 

Country: The single-select drop down menu contains only the countries that the user selected in the 

Select Countries page. User must select at least one country from the Country drop down menu and 

click the Add button to add it to the Countries table. The Countries table lists the countries where the 

applicant has permission to promote the brands that they do not own. Countries are listed in ascending 

alphabetical order by country name. 

 

Delete 

User can delete a product or country from the table by clicking on the Delete hyperlink in the tables. 

 

Q-3, Brand Owner for these Products 

 Brand Owner Company Name: Required text field 

 Physical Address: Required text field 

 City: Required text field 

 State: Required single-select drop down menu containing states & territories listed in User 
Registration form (e.g. includes “International”) 

 Province: Required text field 

 Zip Code: Required text field 

 Country: Required single-select drop down menu containing only countries from Branded 
approved countries list 

 Phone: Required text field 

 Fax #: Optional text field 

 Email Address: Required text field 

 Website: Optional text field 

Q-4, Signatures 

 Brand Owner Signature: Blank line for signature 

 First Name: Required text field 

 Last Name: Required text field 

 Job Title: Required text field 

 Date: Blank line for date signed 
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 Applicant Company Name: System populated with Company Name as listed with Secretary of 
State (as per Prequalification Step 1 > Q-2) 

 Applicant Signature: Blank line for signature 

 First Name: Required text field 

 Last Name: Required text field 

 Job Title: Required text field 

 Date: Blank line for date signed 

Back button – takes user back to previous page, where user can edit form. 

 

Save & Continue button: 

 Clicking "Save & Continue" saves form data so that user can continue completing saved/in 

progress application at a later time. Form data will not save until all required fields on this page 

are completed. If user clicks “Save & Continue” without completing all required fields, alert 

message will appear advising user to complete missing field(s).  

 

 Save & Continue links to either: 

o BOP if applicant has more products for which they selected “Brand Representative” on 

the Products & Sales page, or 

o PLA if applicant has products for which they selected “Private Label Manufacturer” on 

the Products & Sales page, or 

o Certification Statement if neither of the above apply 
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Branded Application > Private Label Agreement 

 
The Private Label Agreement (PLA) is part of the Branded Application. The PLA is completed only if the 

applicant selected “Private Label Manufacturer” for one or more products on the Products & Sales page. 

It is possible for the applicant to have a Private Label Manufacturer relationship with more than one 

company, in which case the applicant would have to complete a separate PLA for each company.  

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 
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Form fields: 

Q-1, Products for Private Label Brands 

Products: The single-select drop down menu contains a concatenated list of Brand Name + Product 

Description of the products from the Products & Sales page that are marked as “Private Label 

Manufacturer.” User must select at least one product from the Products drop down menu and click the 

Add button to add them to the table. Products are listed in ascending alphabetical order by brand name. 

When the user adds a product to the table, the product disappears from the drop down menu. 

 

Q-2, Countries 

Country: The single-select drop down menu contains only the countries that the user selected in the 

Select Countries page. User must select at least one country from the Country drop down menu and 

click the Add button to add it to the Countries table. The Countries table lists the countries where the 

applicant has permission to promote the private label products. Countries are listed in ascending 

alphabetical order by country name. 

 

Delete 

User can delete a product or country from the table by clicking on the Delete hyperlink in the tables. 

 

Q-3, Brand Owner for these Products 

 Brand Owner Company Name: Required text field 

 Physical Address: Required text field 

 City: Required text field 

 State: Required single-select drop down menu containing states & territories listed in User 
Registration form (e.g. includes “International”) 

 Province: Required text field 

 Zip Code: Required text field 

 Country: Required single-select drop down menu containing only countries from Branded 
approved countries list 

 Phone: Required text field 

 Fax #: Optional text field 

 Email Address: Required text field 

 Website: Optional text field 

Q-4, Signatures 

 Brand Owner Signature: Blank line for signature 

 First Name: Required text field 

 Last Name: Required text field 

 Job Title: Required text field 

 Date: Blank line for date signed 
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 Applicant Company Name: System populated with Company Name as listed with Secretary of 
State (as per Prequalification Step 1 > Q-2) 

 Applicant Signature: Blank line for signature 

 First Name: Required text field 

 Last Name: Required text field 

 Job Title: Required text field 

 Date: Blank line for date signed 

Back button – takes user back to previous page, where user can edit form. 

 

Save & Continue button: 

 Clicking "Save & Continue" saves form data so that user can continue completing saved/in 

progress application at a later time. Form data will not save until all required fields on this page 

are completed. If user clicks “Save & Continue” without completing all required fields, alert 

message will appear advising user to complete missing field(s).  

 

 Save & Continue links to either: 

o Another PLA if applicant has more products for which they selected “Private Label 

Manufacturer” on the Products & Sales page, or 

o Certification Statement if above does not apply 
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Branded Application > Certification Statement 

 
The Certification Statement is the last page of the Branded Application. All applicants must complete the 

Certification Statement. 

 

Fields at top of page: 

 

 Company Name: System populates Company Name field with Company Name as listed with 

Secretary of State (as per Prequalification Step 1 > Q-2). 

 Program Year: System populates Program Year with program year that corresponds to the 

approved Pre-Qualification for the selected Program Year. If only Program Year is open, then 

user does not select. 
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Form fields 

All check boxes are required. User must select all check boxes in order to submit application. 

 

Back button – takes user back to previous page, where user can edit form. 

 

Print & Submit button: 

 Print & Submit links to Confirmation page. 

 If user clicks "Print & Submit" without completing all required fields, alert message will appear 

advising user to complete missing field(s).  

 Clicking "Print & Submit" saves form data, submits the application, and launches printer-friendly 

version of the completed application in a new window so that the applicant can print and sign it.  

 Printer-friendly version of the application will contain the following fields on the Certification 

Statement page: Authorized Signature, Print Name, Job Title, Date and Company Name. The 

Company Name field is auto-populated with the Company Name as listed with Secretary of State 

(as per Prequalification Step 1 > Q-2) 

 Clicking Print & Submit will send a system-generated, auto-email to branded@susta.org advising 

SUSTA that a user has submitted a Branded Application and listing the applicant company name 

and program year. 

 

 

Branded Application > Confirmation 

 
 

The Confirmation page contains links to launch printer-friendly versions of the completed Certification 

Statement, BOP & PLA (if applicable) so that user can print and sign.  

 

Printer-friendly version of the application will contain the following fields on the Certification Statement 

page: Authorized Signature, Print Name, Job Title, Date and Company Name. The Company Name field is 

mailto:branded@susta.org
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auto-populated with the Company Name as listed with Secretary of State (as per Prequalification Step 1 

> Q-2) 

 

Auto Emails 

The system will send the following auto-emails. 

 

 Pre-Qualification Received: When a Pre-Qualification form is submitted, the system will send an 

auto email to prequalification@susta.org.  

 

Text for Auto Email: 

Subject: Pre-Qualification Submitted 

Message: 

<Company Name> has submitted a <Program Year> Pre-Qualification for <answer(s) to multi-

select question from Pre-Qualification Step 1: Q-1, “I am applying for.” Appears in bold text 

and concatenated with comma separator>.  

 

For example, “ABC Inc. has submitted a 2013 Pre-Qualification for Branded Program, Generic 

Events.” 

 

 Application Received: When a Branded Application is submitted, the system will send an auto 

email to branded@susta.org.  

 

Text for Auto Email: 

Subject: Branded Application Submitted 

Message: 

<Company Name> has submitted a <Program Year> Branded Application. 

 

Admin Interface 

The Admin Interface is accessible only to SUSTA staff. To access the Admin Interface, SUSTA logs into the 

My SUSTA website at http://directory.susta.org/members/login and after login, clicks on Branded 

Program.   

The Admin Interface consists of the following: 

 Branded > Companies tab: contains Pre-Qual & Application status (allows SUSTA to 

mark a Pre-Qual and Application as approved), company notes and links to the following 

correspondence forms, which are partially auto-populated by the database. 

 Branded > Pre-Qualifications tab: allows SUSTA to view/edit/export submitted Pre-Quals 

 Branded > Branded Application tab: allows SUSTA to view/edit/export submitted Applications 

by program year. Contains the following tabs: Applicant Info, Products, Countries, USA, PLA, 

BOP, Budget Summary 

 Branded > Reports: allows SUSTA to view and export canned reports to CSV format 

 Branded > Admin: allows SUSTA to edit or create a new program year and set Application 

submission start and end dates. 

mailto:prequalification@susta.org
mailto:branded@susta.org
http://directory.susta.org/members/login
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Admin > Branded > Admin tab (set program year & submit dates) 

 
The Branded > Admin tab allows SUSTA to create or edit a Branded Program year and set the date 

period during which users can submit a Pre-Qualification and Branded Application for that program 

year. (The user must also have an approved Pre-Qualification for the program year in order to submit a 

Branded Application). 

 

Step 1: Add/Edit Branded Program Year 

To edit the application submission dates for an existing program year, SUSTA must first select a program 

year from the Edit Program Year menu. The Edit Program Year drop down menu contains all of the 

program years already in the database. 

 

 To create a new program year, SUSTA must enter a 4-digit year in the Add Program Year field. 

 

Step 2: Set Pre-Qualification Submission Dates 

After selecting a program year to edit or entering a new program year in Step 1, SUSTA selects an Pre-

Qual Start Date and Pre-Qual End Date from the calendar date picker. 

 

The Pre-Qual Start Date defines the earliest date that an applicant can complete and submit the Pre-

Qualification form for the selected program year. 
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The Pre-Qual End Date defines the last date that an applicant can complete and submit the Pre-

Qualification for the selected program year. In addition to valid application start/end dates, a user must 

belong to Company Type: U.S. Supplier and both company and user must have a status of Active in order 

to submit a Pre-Qualification. 

 

If user selects a program year to edit in Step 1, the system will display the current Start/End Dates, 

which user can edit by selecting a new date from the Date Picker. 

 

Step 3: Set Application Submission Dates 

After selecting a program year to edit or entering a new program year in Step 1, SUSTA selects an 

Application Start Date and Application End Date from the calendar date picker. 

 

The Application Start Date defines the earliest date that an applicant can complete and submit a 

Branded Application for the selected program year. 

 

The Application End Date defines the last date that an applicant can complete and submit a Branded 

Application for the selected program year. In addition to valid application start/end dates, a user must 

have an approved Pre-Qualification for the selected program year in order to complete a Branded 

Application and the user must belong to Company Type: U.S. Supplier and both company and user must 

have a status of Active in order to submit an Application. 

 

If user selects a program year to edit in Step 1, the system will display the current Application Start/End 

Dates, which user can edit by selecting a new date from the Date Picker. 
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Admin > Branded > Companies tab 

 
The Branded > Companies tab lists a company’s Pre-Qualification & Application status and allows SUSTA 

to mark a Pre-Qualification and Application as approved. This page also contains company notes and 

links to correspondence forms, which are partially auto-populated by the database. 

 

The Branded > Companies page is accessible to SUSTA users only via the Admin Interface of the My 

SUSTA website.  

 

About the fields on this page: 

The Program Year menu contains all program years in database and is required field. When the user 

selects a program year, the Company drop down menu populates with all of the companies that 

submitted a Pre-Qualification for the selected program year. 

 

When the user selects a company from the Company drop down menu, the Application Status and 

Notes for Company table populate with any data previously entered for that company for that program 

year. 

 

Application Status table 

SUSTA can edit any of the following fields. 

 Pre-Qualification Approved: After reviewing the Pre-Qualification, SUSTA selects this check box 

if the Pre-Qualification for the company is approved. The applicant company can submit a 

Branded Application ONLY if the Pre-Qualification Approved check box is selected and the 

Application submission dates are open. 

 Date Pre-Qual Approved: SUSTA selects the date the Pre-Qual is approved via a date picker. 
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 Application Approved 

 Date Application Approved: SUSTA selects the date the Application is approved via a date 

picker. 

 Allocation: SUSTA enters the amount of money/funding allocated to the company for the 

selected program year. 

 Withdrawn: SUSTA selects the Withdrawn check box if the company drops out of the Branded 

Program for the selected program year. 

 Date Withdrawn: Using a date picker, SUSTA selects the date the company withdrew from the 

Branded Program. (This field will be used only if the company has withdrawn) 

 Ineligible: SUSTA selects the Ineligible check box if SUSTA determines that the company is not 

eligible to participate in the Branded Program. Companies marked as Ineligible will not be able 

to submit a Branded Application for the selected program year.  

 

Notes 

SUSTA enters any notes about the company for the selected program year. 

 

Clicking Save will save any data entered in the fields. 

 

 
 

Correspondence 

The Correspondence section contains links to the following correspondence forms/email templates, 

which are partially auto-populated by the database. 
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o Pre-Qualification Assessment  

o Pre- Qualification Approval  

o Pre- Qualification Rejection 

o Application Assessment 

o Application Approval 

o Application Rejection 

o Contract Template  

o Invoice Template 

o Amendment Assessment 

o Amendment Approval 

o Amendment Rejection 

 

All of the above correspondence items will be sent via email EXCEPT for Contract Template and Invoice 

Template, which are letter templates that will open as a Word document. 

 

Clicking on an email template will open an email in the email client that is auto-populated by the system 

as follows. 

 

Subject line will auto-populate with “SUSTA Branded <<template name>>” (i.e., SUSTA Branded 

Application Approval, SUSTA Branded Pre-Qualification Assessment, SUSTA Branded 

Amendment Rejection, etc.).  

 

The To: field will auto-populate with the email address of the person completing the Branded 

application as listed on the Branded Application > Company Information form > Q-4, Person 

Completing Application > Email Address field. 

 

The From: and Reply to: should populate with deneen@susta.org   

 

The body of the email message will be auto-populated by the system as specified in the 

Correspondence Template section of this document. 

 

Clicking on a letter template (e.g., Contract Template or Invoice Template) will open the template as 

Word document which will be auto-populated by the system as specified in the Correspondence 

Template section of this document. 

 
Correspondence > Pre-Qualification Assessment 

The Pre-Qualification Assessment is sent via email. Clicking on Pre-Qualification Assessment link from 

the admin interface > Branded > Companies sub tab > Correspondence section will cause an email to 

open in the user’s email client. The email Subject line, To & From fields will be auto-populated by the 

system as described in the above Correspondence section of this document. The email message body 

will be system auto-populated as follows. 

mailto:deneen@susta.org
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The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 
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Correspondence > Pre-Qualification Approval 

The Pre-Qualification Approval is sent via email. Clicking on Pre-Qualification Assessment link from the 

admin interface > Branded > Companies sub tab > Correspondence section. The email Subject line, To & 

From fields will be auto-populated by the system as described above. The email message body will be 

system auto-populated as follows. 

 
The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

Correspondence > Pre-Qualification Rejection 

The Pre-Qualification Rejection is sent via email. Clicking on Pre-Qualification Rejection will cause an 

email to open in the user’s email client. The email Subject line, To & From fields will be auto-populated 

by the system as described above. The email message body will be system auto-populated as follows. 
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The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

Correspondence > Application Assessment 

The Application Assessment is sent via email. Clicking on Application Assessment link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause an email to open in the 

user’s email client. The email Subject line, To & From fields will be auto-populated by the system as 

described in the above Correspondence section of this document. The email message body will be 

system auto-populated as follows. 
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The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 
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Correspondence > Application Approval 

The Application Approval is sent via email. Clicking on Application Approval link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause an email to open in the 

user’s email client. The email Subject line, To & From fields will be auto-populated by the system as 

described in the above Correspondence section of this document. The email message body will be 

system auto-populated as follows. 

 
The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

<$Allocation> is populated with the amount entered in the admin interface > Branded > Companies sub 

–tab > Application Status section > Allocation field. System will apply CURRENCY format to the field. 
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Correspondence > Application Rejection 

The Application Rejection is sent via email. Clicking on Application Rejection link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause an email to open in the 

user’s email client. The email Subject line, To & From fields will be auto-populated by the system as 

described in the above Correspondence section of this document. The email message body will be 

system auto-populated as follows. 

 
The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 
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<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

Correspondence > Contract Template 

The Contract Template is sent via mailed letter. Clicking on the Contract Template link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause the letter template to 

open as a Word document, as illustrated below. 
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The system will auto-populate the following fields in the Contract letter template as follows. 

<Date>: populate with today’s date  

 

<Prefix>: populate with the Prefix  (e.g., Mr., Ms., etc.) of the person completing the Branded 

application as listed on the Branded Application > Company Information form > Q-4, Person Completing 

Application > Prefix field. 

 

<First Name>: populate with the First Name of the person completing the Branded application as listed 

on the Branded Application > Company Information form > Q-4, Person Completing Application > First 

Name field. 

 

<Last Name>: populate with the Last Name of the person completing the Branded application as listed 

on the Branded Application > Company Information form > Q-4, Person Completing Application > Last 

Name field. 

 

<Job Title>: populate from the Branded Application > Company Information form > Q-4, Person 

Completing Application > Job Title field. 

 

<Address 1>: populate from the Branded Application > Company Information form > Q-2, Mailing 

Address > Address Line 1. 

 

<Address 2>: populate from the Branded Application > Company Information form > Q-2, Mailing 

Address > Address Line 2. If NULL, then omit this field. 

 

<City>: populate from the Branded Application > Company Information form > Q-2, Mailing Address > 

City. 

 

<State>: populate from the Branded Application > Company Information form > Q-2, Mailing Address > 

State. Populate with 2 letter abbreviation for state. 

 

<Zip Code>: populate from the Branded Application > Company Information form > Q-2, Mailing Address 

> Zip Code. 

 

<Program Year>: populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

<Due Date>: populate with today’s date + 30 days 
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Correspondence > Invoice Template 

The Invoice Template is sent via mailed letter. Clicking on the Invoice Template link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause the letter template to 

open as a Word document, as illustrated below. 

 
The system will auto-populate the following fields on the Invoice Template as follows. 

<Date>: populate with today’s date  
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<Prefix>: populate with the Prefix  (e.g., Mr., Ms., etc.) of the person completing the Branded 

application as listed on the Branded Application > Company Information form > Q-4, Person Completing 

Application > Prefix field. 

 

<First Name>: populate with the First Name of the person completing the Branded application as listed 

on the Branded Application > Company Information form > Q-4, Person Completing Application > First 

Name field. 

 

<Last Name>: populate with the Last Name of the person completing the Branded application as listed 

on the Branded Application > Company Information form > Q-4, Person Completing Application > Last 

Name field. 

 

<Job Title>: populate from the Branded Application > Company Information form > Q-4, Person 

Completing Application > Job Title field. 

 

<Address 1>: populate from the Branded Application > Company Information form > Q-2, Mailing 

Address > Address Line 1. 

 

<Address 2>: populate from the Branded Application > Company Information form > Q-2, Mailing 

Address > Address Line 2. If NULL, then omit this field. 

 

<City>: populate from the Branded Application > Company Information form > Q-2, Mailing Address > 

City. 

 

<State>: populate from the Branded Application > Company Information form > Q-2, Mailing Address > 

State. Populate with 2 letter abbreviation for state. 

 

<Zip Code>: populate from the Branded Application > Company Information form > Q-2, Mailing Address 

> Zip Code. 

 

<#>: auto-generate in ascending order from 1 

 

<Program Year>: populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

<Allocation>: populate with Admin Interface > Branded > Companies > Application Status section > 

Allocation field and apply currency format. 

 

<$Fee Due>: populate with the system auto-calculated value of Allocation * .06 and apply currency 

format to total. 
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< Date + 30 days>: populate with today’s date + 30 days 

 

Correspondence > Amendment Assessment 

The Amendment Assessment is sent via email. Clicking on Amendment Assessment link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause an email to open in the 

user’s email client. The email Subject line, To & From fields will be auto-populated by the system as 

described in the above Correspondence section of this document. The email message body will be 

system auto-populated as follows. 

 
The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 
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<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

Correspondence > Amendment Approval 

The Amendment Approval is sent via email. Clicking on Amendment Approval link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause an email to open in the 

user’s email client. The email Subject line, To & From fields will be auto-populated by the system as 

described in the above Correspondence section of this document. The email message body will be 

system auto-populated as follows. 

 
The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 
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<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 

 

<$AmendedAllocation> and <$AmendedFee>: list fields as a placeholder in the email but do not 

auto-populate. (Cannot auto-populate because currently not collecting/storing these fields in the 

database.) 

 

Correspondence > Amendment Rejection 

The Amendment Rejection is sent via email. Clicking on Amendment Rejection link from the admin 

interface > Branded > Companies sub tab > Correspondence section will cause an email to open in the 

user’s email client. The email Subject line, To & From fields will be auto-populated by the system as 

described in the above Correspondence section of this document. The email message body will be 

system auto-populated as follows. 
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The system will populate the message body as illustrated above. The system will auto-populate the 

following fields as follows. 

 

<First Name> field is populated with the First Name of the person completing the Branded application as 

listed on the Branded Application > Company Information form > Q-4, Person Completing Application > 

First Name field. 

 

<Program Year> will populate with the program year selected on the Admin Interface > Branded > 

Companies > program year menu (e.g. Program Year corresponding to the Application submitted). 
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Admin > Branded > Pre-Qualifications tab 

 
This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Pre-Qualifications 

tab. 

 

The Program Year menu contains all program years in database. When user selects a program year, the 

Company drop down menu populates with all of the companies that have a partially completed Pre-

Qualification or have submitted a Pre-Qualification for the selected program year (will list companies 

with incomplete, unreviewed, approved and/or rejected Pre-Quals). 

 

User MUST select a program year first before selecting a company.  

 

When the user selects a company from the Company drop down menu, the Contact Details, Sales Info 

and Communication sections populate with the Pre-Qual data submitted for that company and program 

year. 

SUSTA can export the data to CSV by clicking the Export button. 
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SUSTA can edit any field and click “Save” button to save changes. 

 

Contact Details section 

 Company Name: text field populated with Pre-Qualification, Step 1 form > Q-2, “Company 

Name (as listed with Secretary of State)”. 

 State Where Registered: single-select drop down populated with Pre-Qualification, Step 1 > Q-3, 

“State Where Registered” 

 Contact First Name: text field populated with Pre-Qualification, Step 1 > Q-4, “Contact First 

Name” 

 Contact Last Name: text field populated with Pre-Qualification, Step 1 form > Q-5, “Contact Last 

Name” 

 Job Title: text field populated with Pre-Qualification, Step 1 form > Q-6, “Job Title” 

 Physical Address Line 1: text field populated with Pre-Qualification, Step 1 form > Q-7, “Physical 

Address Line 1” 

 Physical Address Line 2: text field populated with Pre-Qualification, Step 1 form > Q-8, “Physical 

Address Line 2” 

 City: text field populated with Pre-Qualification, Step 1 form > Q-9, “City” 

 State: single-select drop down menu populated with Pre-Qualification, Step 1 > Q-10, “State” 

 Zip +4: numeric text field populated with Pre-Qualification, Step 1 > Q-11, “Zip Code +4”  

 U.S. Congressional District: this field is not collected in the Pre-Qual/Application. SUSTA will 

manually enter the information.  

 Phone: populated with Pre-Qualification, Step 1 > Q-12, “Phone” 

 Email: text field populated with Pre-Qualification, Step 1 > Q-13, “Email” 

 Website: text field populated with Pre-Qualification, Step 1 > Q-14, “Website” 

 

Sales Info section 

 Annual Sales at least $100K: Check box is selected if user selected Yes radial from Pre-

Qualification Step 1, Q-15: “Does your company have at least $100,000 in total annual sales?”  

 Affiliates: Check box is selected if user selected Yes radial from Pre-Qualification Step 1, Q-16: 

“Does your company have affiliates?”  

 Owned by Parent: Check box is selected if user selected Yes radial from Pre-Qualification Step 1, 

Q-17: “Are you owned by a parent company?” 

 Parent Name: Text field populated from Pre-Qualification Step 1, Q-18: “Parent company name” 

 Parent Location: Text field populated from Pre-Qualification Step 1, Q-19: “Where is the parent 

company located” 

 DUNS#: Numeric text field populated from Pre-Qualification Step 2, Q-1, “Dun & Bradstreet #” 

 NAICS Code: Numeric text field populated from Pre-Qualification Step 2, Q-2, “NAICS Code” 

 NAICS Description: Text field populated from Pre-Qualification Step 2, Q-2, “NAICS Description” 

 #Employees: Numeric text field populated from Pre-Qualification Step 2, Q-3, “Total Number of 

Employees” 
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 Total Annual Receipts: Numeric text field populated from Pre-Qualification Step 2, Q-4, “Total 

Annual Receipts” 

 Farm Coop: Check box is selected if user selected Yes radial from Pre-Qualification Step 2, Q-5, 

“Is your company a farm cooperative?”  

 Products Promoted: Text field populated from Pre-Qualification Step 2, Q-6, “Products Begin 

Promoted” 

 Brands Promoted: Text field populated from Pre-Qualification Step 2, Q-7, “Brand Names Being 

Promoted” 

 Brand on Label: Check box is selected if user selected Yes radial from Pre-Qualification Step 2, 

Q-8, “Is there a brand identified on packaging label?”  

 At least 50% US ingredients: Check box is selected if user selected Yes radial from Pre-

Qualification Step 2, Q-9, “Are your products grown in the U.S., or if processed, contain at least 

50% U.S. agricultural origin by weight?”  

 

Communication 

 Heard about SUSTA from: Multi-select populated from Pre-Qualification Step 2, Q-10, “How did 

your company hear about SUSTA programs?” 

 Describe Other: Text field populated from Pre-Qualification Step 2, Q-10, “Describe Other” text 

field, which only appears if user selects “Other” from multi-select in Q-10. 

 Generic Events Interested in: Text field populated from Pre-Qualification Step 2, Q-11, “SUSTA 

Generic events in which I would like to participate.” 
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Admin > Branded > Branded Application > Applicant Info 

 
This page is accessible to SUSTA users only via the Admin Interface on the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Applications (the Applicant Info tab is the landing page).  

 

The Program Year menu contains all program years in database. When user selects a program year, the 

Company drop down menu populates with all of the companies that submitted a Branded Application 

for the selected program year, or have a saved application in progress (partially completed). The 

Company drop down menu will contain ALL companies that have submitted or partially completed an 

application (incomplete applications, complete applications, rejected applications, approved 

applications) 

 

User MUST select a program year first before selecting a company.  

 

When the user selects a company from the Company drop down menu, the Physical Address, Mailing 

Address, Company Owner, Person Completing Application and Business Info sections populate with the 
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data submitted on the Branded Application > Company Information page for that company and program 

year. 

 

SUSTA can export the data to CSV by clicking the Export button. 

 

SUSTA can edit any field and click “Save” button to save changes. 

 

Physical Address section 

Contains the following fields, which are populated with the fields of the same name submitted on the 

Branded Application > Company Information form > Q-1, Company’s Physical Address 

 Company Name 

 Address Line 1 

 Address Line 2 

 City  

 State 

 Zip Code +4: two text fields populated with Branded Application > Company Information form > 

Q-1, Zip Code +4 

 Company Phone  

 Website 

 

Mailing Address 

 Same as Physical: populated with Branded Application > Company Information form > Q-2, 

“Same as Physical Address?” If user selected Yes radial, then check box is selected and mailing 

address is the same as physical. 

 Address Line 1: populated as per Branded Application > Company Information > Q-2, Address 

Line1 

 Address Line 2: populated with Branded Application > Company Information form, Q-2 > 

Address Line 2 

 City: populated with Branded Application > Company Information form, Q-2 > City 

 State: populated with Branded Application > Company Information form, Q-2 > State 

 Zip Code +4: 2 text fields populated with Branded Application > Company Information form, Q-2 

> Zip Code +4 

 

Company Owner section 

Contains the following fields, which are populated with the fields of the same name submitted on the 

Branded Application > Company Information form > Q-3, Company Owner 

 Prefix: single-select drop down menu 

 First Name: text field 

 Last Name: text field 

 Job Title: text field 

 Phone: text field 
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 Ext.: text field (phone extension) 

 Fax: text field 

 Email: text field 

 

Person Completing Application 

Contains the following fields, which are populated with the fields of the same name submitted on the 

Branded Application > Company Information form > Q-4, Person Completing Application 

 Applicant: single-select drop down menu 

 Prefix: single-select drop down menu 

 First Name: text field 

 Last Name: text field 

 Job Title: text field 

 Phone: text field 

 Ext.: text field (phone extension) 

 Fax: text field 

 Email: text field 

 

 Signing Authority: single-select drop down menu populated with Branded Application > 

Company Information form > Q-5, “Person authorized to sign & bind company to a contract with 

SUSTA” 

 

Business Info 

 Business Type: Multi-select populated from Branded Application > Company Information form > 

Q-6, Business type 

 Minority/Woman-Owned: Check box is selected if user selected Yes radial from Branded 

Application > Company Information form > Q-7, “Is your company minority/woman-owned?”  

 Year Founded: Text field populated from Branded Application > Company Information > Q-8, 

“Year company was founded” 

 Ever Exported: Check box is selected if user selected Yes radial from Branded Application > 

Company Information > Q-9, “Has your company ever exported?”  

 #Years Exported: text field populated from Branded Application > Company Information > Q-9, 

“Number of years exported” 

 Participated in MAP Branded: Check box is selected if user selected Yes radial from Branded 

Application > Company Information > Q-10, “Did your company participate in MAP Branded in 

previous years” 

 Receive Funds from Other Org: Check box is selected if user selected Yes radial from Branded 

Application > Company Information > Q-11, “Will your company or any affiliated company 

receive funds from any other state or federal programs or any MAP funds from another 

commodity organization or State Regional Trade Group (SRTG) that will be used to promote the 

products in this application?” 
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 Describe Other Funding: text field populated from Branded Application > Company Information 

form > Q-11, “If yes, please describe” 

 

Admin > Branded > Branded Application > Products 

 
 

This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Application tab > Products sub-tab. 

 

When the user selects a company from the Company drop down menu, the following fields populate 

with the data submitted for that company and program year. 

 

SUSTA can edit any field and click “Save” button to save changes. 
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Product Table 

Populates with data submitted on Branded Application > Products > Product Table 

 

Sales Table 

Populates with data submitted on Branded Application > Products > Sales Table 

Calendar Year column lists program years (2 Actual & 2 Projected) as per the date rules for displaying 

the Calendar Year column described on the Branded Application > Products section of this document. 
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Admin > Branded > Branded Application > Countries 

 
This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Application tab > Countries sub-tab. 

 

When the user selects a company from the Company drop down menu, the “Country – Click to View” 

table populate with the data submitted for that company and program year. 
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SUSTA can edit any field and click “Save” button to save changes. 

 

Country – Click to View table 

Table is populated with all countries applicant selected on Branded Application > Select Countries page. 

Countries are hyperlinked so that if user clicks on a hyperlinked country name, the fields on the Admin > 

Branded > Branded Application > Countries page populate with the data submitted on the Branded 

Application > International Marketing Plan for the selected country. 

 

When the user clicks on a country from table, the data submitted on the Branded Application > 

International Marketing Plan for the selected country appears on the Countries tab page. 

 

User can delete a country (and corresponding data) by clicking Delete. If user clicks Delete, an alert 

message will appear asking user to confirm delete: “Are you sure you want to delete this Country 

Marketing Plan? This action cannot be undone.” 

 

<Country> 

The <Country> field populates with the country name selected in Country – Click to View table. The 

following fields populate with the data submitted for that country. 

 # Years in market?: Text field populated from Branded Application > International Marketing 

Plan > Q-1, “How many previous years in this market?” 

 Prior activities in market?: Check box is selected if user selected Yes radial from Branded 

Application > International Marketing Plan > Q-2, “Has your company conducted any prior 

promotional activities in this market?” 

 Received reimbursements?: Check box is selected if user selected Yes radial from Branded 

Application > International Marketing Plan > Q-3, “Has your company received 

reimbursement(s) in this market?” 

 # Years received reimbursements: Text field populated from Branded Application > 

International Marketing Plan > Q-3, “Number of years you received reimbursement(s)” 

 

Export Sales for Country Market 

Populated with data entered on Branded Application > International Marketing Plan > Q-5, Export Sales 

for Country Market table. Fields from this table consist of: 

 <yyyy-3> Actual Export Sales 

 <yyyy-2> Actual Export Sales 

 <yyyy-1> Projected Export Sales 

 <yyyy> Projected Export Sales 

 As described earlier in this document, the system populates the above years <yyyy-3>, <yyyy-2>, 
<yyyy-1> and <yyyy> according to the following rules. 

o <yyyy-3>: Program Year – 3 years so that if the selected Program Year is 2012, then 
<yyyy-3> Actual Export Sales is 2009. 
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o <yyyy-3> Actual Export Sales: Populated with Program Year – 3 years so that if the 
selected Program Year is 2012, then <yyyy-3> Actual Export Sales is 2009. 

o <yyyy-2> Actual Export Sales: Populated with selected Program Year -2 so that if 
applying for the 2012 Program Year, then <yyyy-2> Actual Export Sales is 2010. 

o <yyyy-1> Projected Export Sales: Populates with Program Year minus 1 year, so that if 
applying for the 2012 Program Year, then <yyyy-1> displays with 2011.  

o <yyyy> Projected Export Sales: Populates with Program Year so that if applying for the 
2012 Program Year, <yyyy> would be 2012. 

 Explain Any Sales Decline: Text area box populated with data entered on Branded Application > 
International Marketing Plan > Q-6, “If sales have declined or are not increasing in any portion of 
the above table, please explain” 

 

Budget for Country Market 

Populated with data entered on Branded Application > International Marketing Plan > Q-8, “Promotional 

Budget for this Country Market” table. Fields from this table consist of: 

 A – MAP Branded Funds 

 B – Applicant Funds 

 C – Importer/Distributor Funds 

 D – Country Total Funds (system auto-calculated value from Q-8) 

 

Market Constraints 

Multi-select check boxes are populated as submitted on Branded Application > International Marketing 

Plan > Q-4, “What constraints does your company face in this market?” 

 

Market Activities 

Multi-select check boxes are populated as submitted on Branded Application > International Marketing 

Plan > Q-7, “What activities do you plan to conduct in this market?” 

 

Importer/Distributor Contact for Market 

Populated with data entered on Branded Application > International Marketing Plan > Q-10, 

“Importer/Distributor(s) for this Market” 

 

If “Add Another Importer/Distributor” check box is selected, then a second Importer/Distributor Contact 

for Market section appears with corresponding fields. 

 



Victoria Mejía   Confidential - Proprietary Information 
MEI Consulting  SUSTA – Branded Specs v1.0 
  19 April 2012 

Southern U.S. Trade Association  Page 72 of 85 

Admin > Branded > Branded Application > USA 

 
This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Application tab > USA sub-tab. 

 

When the user selects a company from the Company drop down menu, the information that the 

company submitted on the USA Marketing Plan populates in the fields below. 

 

SUSTA can edit any field and click “Save” button to save changes. 

 

USA 

 The following fields populate with the data submitted on the USA Marketing Plan. 

 Received reimbursements?: Check box is selected if user selected Yes radial from Branded 

Application > USA Marketing Plan > Q-1, “Has your company received reimbursement(s) in this 

market?” 

 # Years received reimbursements: Text field populated from Branded Application > USA 

Marketing Plan > Q-1, “Number of years you received reimbursement(s)” 
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Export Sales for Country Market 

Populated with data entered on Branded Application > USA Marketing Plan > Q-3, Export Sales for 

Country Market table. Fields from this table consist of: 

 <yyyy-3> Actual Export Sales 

 <yyyy-2> Actual Export Sales 

 <yyyy-1> Projected Export Sales 

 <yyyy> Projected Export Sales 

 As described earlier in this document, the system populates the above years <yyyy-3>, <yyyy-2>, 
<yyyy-1> and <yyyy> according to the following rules. 

o <yyyy-3>: Program Year – 3 years so that if the selected Program Year is 2012, then 
<yyyy-3> Actual Export Sales is 2009. 

o <yyyy-3> Actual Export Sales: Populated with Program Year – 3 years so that if the 
selected Program Year is 2012, then <yyyy-3> Actual Export Sales is 2009. 

o <yyyy-2> Actual Export Sales: Populated with selected Program Year -2 so that if 
applying for the 2012 Program Year, then <yyyy-2> Actual Export Sales is 2010. 

o <yyyy-1> Projected Export Sales: Populates with Program Year minus 1 year, so that if 
applying for the 2012 Program Year, then <yyyy-1> displays with 2011.  

o <yyyy> Projected Export Sales: Populates with Program Year so that if applying for the 
2012 Program Year, <yyyy> would be 2012. 

 Explain Any Sales Decline: Text area box populated with data entered on Branded Application > 
USA Marketing Plan > Q-4, “If sales have declined or are not increasing in any portion of the 
above table, please explain” 

 

Budget for Country Market 

Populated with data entered on Branded Application > USA Marketing Plan > Q-5, “Promotional Budget 

for this Country Market” table. Fields from this table consist of: 

 A – MAP Branded Funds 

 B – Applicant Funds 

 C – Importer/Distributor Funds 

 D – Country Total Funds (system auto-calculated value from Q-5) 

 

My USA Trade Show Plan 

Populated with data entered on Branded Application > USA Marketing Plan > Q-2, “My USA Trade Show 

Plan” table. 
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Admin > Branded > Branded Application > PLA 

 
 

This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Application tab > PLA sub-tab. 

 

When the user selects a program year and company from the Company drop down menu, the following 

fields populate with the data submitted for that company and program year. 

 

SUSTA can edit any field and click “Save” button to save changes. 

 

Products table 

Displays “Products for Private Label Brands” table from Branded Application > Private Label Agreement 

> Q-1. If user clicks Delete to delete a product from table & PLA form, alert message will ask user to 

confirm delete before proceeding. 

 

Countries table 
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Displays “Countries” table from Branded Application > Private Label Agreement > Q-2. If user clicks 

Delete to delete a country from this table (and from PLA form), alert message will ask user to confirm 

delete before proceeding. 

 

Brand Owner 

Fields in this section are populated with data entered on Branded Application > Private Label Agreement 

> Q-3, “Brand Owner for these Products” 

Fields in this section include:  

 Company Name: text field 

 Physical Address: text field 

 City: text field 

 State: single-select drop down menu 

 Province: text field 

 Zip Code: text field 

 Country: single-select drop down menu 

 Phone: text field 

 Fax: text field 

 Email: text field 

 Website: text field 

 

Signatures 

Fields in this section are populated with data entered on Branded Application > Private Label Agreement 

> Q-4, “Signatures” 

Fields in this section include:  

 Applicant First Name: text field populated 

 Last Name: text field 

 Job Title: text field 

 Date Signed: text field with calendar date picker 

 Brand Owner First Name: text field populated 

 Last Name: text field 

 Job Title: text field 

 Date Signed: text field with calendar date picker 
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Admin > Branded > Branded Application > BOP 

 
This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Application tab > BOP sub-tab. 

 

When the user selects a program year and company from the Company drop down menu, the following 

fields populate with the data submitted for that company and program year. 

 

SUSTA can edit any field and click “Save” button to save changes. 

 

Products table 

Displays “Brands You Don’t Own” table from Branded Application > Brand Owner Permission > Q-1. If 

user clicks Delete to delete a product from table on this page and Brand Owner Permission form, alert 

message will ask user to confirm delete before proceeding. 
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Countries table 

Displays “Countries” table from Branded Application > Brand Owner Permission > Q-2. If user clicks 

Delete to delete a country from this table (and Brand Owner Permission form), alert message will ask 

user to confirm delete before proceeding. 

 

Brand Owner 

Fields in this section are populated with data entered on Branded Application > Brand Owner Permission 

> Q-3, “Brand Owner for these Products” 

Fields in this section include:  

 Company Name: text field 

 Physical Address: text field 

 City: text field 

 State: single-select drop down menu 

 Province: text field 

 Zip Code: text field 

 Country: single-select drop down menu 

 Phone: text field 

 Fax: text field 

 Email: text field 

 Website: text field 

 

Signatures 

Fields in this section are populated with data entered on Branded Application > Brand Owner Permission 

> Q-4, “Signatures” 

Fields in this section include:  

 Applicant First Name: text field populated 

 Last Name: text field 

 Job Title: text field 

 Date Signed: text field with calendar date picker 

 Brand Owner First Name: text field populated 

 Last Name: text field 

 Job Title: text field 

 Date Signed: text field with calendar date picker 
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Admin > Branded > Branded Application > Budget Summary 

 
This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Branded 

Application tab > Budget Summary sub-tab. 

 

When the user selects a program year and company from the Company drop down menu, the following 

table displays with the data submitted for that company and program year. 

 

SUSTA can click “Save” button to save changes. 

 

Promotional Budget Summary Table 

Displays the “Promotional Budget Summary” table from Branded Application > Budget Request 

Summary page. If user clicks Delete to delete a country from table on this page, it will also delete the 

corresponding International Marketing Plan/USA Marketing Plan. If user clicks Delete, an alert message 

will ask user to confirm delete before proceeding and warn that deleting will also delete the 

corresponding country marketing plan. 
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Admin > Branded > Reports 

 
 

This page is accessible to SUSTA users only via the Admin Interface of the My SUSTA website. After 

signing into the Admin Interface, SUSTA users access this page by clicking Branded > Reports tab. 

 

The Reports page enables SUSTA to export canned reports that the programmers will create as part of 

this project. The Reports drop down menu will allow the user to select the following canned reports. 

Selecting a report and clicking Export will allow SUSTA to download the report in CSV format. 

 

To select a report, user first selects a Program Year from the Program Year drop down menu. Then, user 

selects one of the following options from the State drop down menu: All States, Alabama, Arkansas, 

Florida, Georgia, Kentucky, Louisiana, Maryland, Mississippi, North Carolina, Oklahoma, Puerto Rico, 

South Carolina, Tennessee, Texas, Virginia, West Virginia. Then, user selects one of the following reports 

from the Report drop down menu: State Branded Companies Overview, Company Brands and 

Countries, Active Pre-Qualifications, Active Applications, Allocation. 

 

 State Branded Companies Overview Report – This report lists all Branded Approved Applicants 
for selected state and program year. SUSTA also has the option of selecting all states for that 
program year. To view all states, SUSTA selects “All States” from State drop down menu. (SUSTA 
approves a company’s Application by selecting the “Application Approved” check box from 
Branded > Companies > Application Status table.)  
 
Fields in this report include:  
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o Program Year, Company Name (as listed with Secretary of State), Company Address 
Line 1, Company Address Line 2, City, State, Zip Code +4 

o U.S. Congressional District: Report will populate this field with the U.S. Congressional 
District from Branded Admin interface > Pre-Qualifications tab. U.S. Congressional 
District is not collected in the Pre-Qualification that the company submits; SUSTA will 
manually populate this field  in company’s record via the Branded Admin Interface > 
Pre-Qualifications tab. 

o Website, Contact First Name, Contact Last Name, Phone, Email, Brand, Product  
o Country (Based on Approved Application/Activity Plan Amendment Request (APAR)):  

Report will populate this field with the countries listed in the company’s Branded 
Application. Countries will appear in a concatenated list in one cell, with each country 
separated by a comma. (SUSTA will manually correct applicant’s record to delete any 
ineligible countries or countries amended via APAR.) 

o Country (Based on Expenses for Promotional Activities): this field is not currently 
collected; Report will export the column title without any information. 

o Promotional Activities: Report will export the column title without any information. 
o Notes: Report will export the column title without any information. 
o Allocation: populate with Allocation field from Branded > Companies > Application 

Status section 
 

 Company Brands and Countries Report – This report lists Branded Applicants for selected state 
and program year. SUSTA also has the option of selecting all states for that program year. To 
view all states, SUSTA selects “All States” from State drop down menu. Report includes the 
following fields:  

o Company Name (as listed with Secretary of State) 
o State: state where company is located as listed on Branded Application > Company 

Information > Q-1, Company’s Physical Address > State 
o Brands in Application: populate with data entered into Brand Name/Private Label Name 

field from Branded Application > Products page > Product table. Brands should appear in 
a concatenated list. 

o Product Descriptions in Application: populate with data entered into Product 
Description field from Branded Application > Products page > Product table  

o Country Markets in Application (including U.S.): populate with countries selected on 
Branded Application > Select Countries page. Country names should appear in a 
concatenated list. 
 

 Active Pre-Qualifications Report – This report lists companies with a Pre-Qualification (with any 
status – e.g. approved, not approved, incomplete) for the selected program year and selected 
state. SUSTA also has the option of selecting all states for that program year. To view all states, 
SUSTA selects “All States” from State drop down menu. Report includes the following fields:  

o Company Name (as listed with Secretary of State)  
o City: populated with city where company is located (physical address) 
o State: state where company is located as listed on Branded Application > Company 

Information > Q-1, Company’s Physical Address > State 
o Zip Code: populated with company’s zip code 
o Program Year: Program Year selected by SUSTA when filtering the report 
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o Status field will populate from the Admin Interface > Branded > Companies tab > 
Application Status > Pre-Qualification Approved check box. If checked, then status is 
Approved.  

 

 Active Applications Report – This report lists companies with a Branded Application (with any 
status – e.g. approved, not approved, incomplete) for the selected program year and selected 
state. SUSTA also has the option of selecting all states for that program year. To view all states, 
SUSTA selects “All States” from State drop down menu. Report includes the following fields:  

o Company Name (as listed with Secretary of State)  
o City: populated with city where company is located (physical address) 
o State: state where company is located as listed on Branded Application > Company 

Information > Q-1, Company’s Physical Address > State 
o Zip Code: populated with company’s zip code 
o Program Year: Program Year selected by SUSTA when filtering the report 
o Status field will populate from the Admin Interface > Branded > Companies tab > 

Application Status > Application Approved check box. If checked, then status is 
Approved.  

 

 Allocation Report – This report lists only companies with an APPROVED Branded Application for 
the selected program year and selected state. SUSTA also has the option of selecting all states 
for that program year. To view all states, SUSTA selects “All States” from State drop down menu. 
Report includes the following fields:  

o Number of New Companies: populate column header; SUSTA will manually enter data 
o Batch: populate column header; SUSTA will manually enter data 
o Activity Number: populate column header; SUSTA will manually enter data 
o DUNS 9-Digit Number: populate with company’s DUNS# from database (e.g. field 

appears in Admin interface > Pre-Qualifications tab. 
o Company – populate with Company Name (as listed with Secretary of State)  
o State: state where company is located as listed on Branded Application > Company 

Information > Q-1, Company’s Physical Address > State 
o Number of Companies in State: populate column header; SUSTA will manually enter 

data 
o Applicable Cap: populate column header; SUSTA will manually enter data 
o Amount of Funds Requested: populate with Application > Budget Request Summary > 

MAP Branded Budget Total (sum of column A) 
o Utilization Percentages Based on Prior Years’ Performances if Applicable (See Below 

Chart): populate column header; SUSTA will manually enter data 
o Allocation Percentages  Based on Utilization Used in Prior Years if Applicable (See 

Below Chart): populate column header; SUSTA will manually enter data 
o Allocation: populate with Allocation field from Branded > Companies > Application 

Status section 
o Allocation Request Reduction if Applicable (Based on Prior Years' Performances): 

populate column header; SUSTA will manually enter data 
o 6% Administrative Fee: populate with product of .06 x Allocation amount from 

Companies > Application Status > Allocation field.   
o Reallocation (Additional Funds): populate column header; SUSTA will manually enter 

data 
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o Withdrew Funds: populate column header; SUSTA will manually enter data 
o Notes: populate column header; SUSTA will manually enter data 

 

To download a report, the user will select the program year, report name, and if applicable, the state 

and then click the Export button. 

 
 

 

WYSIWYG site manager 

Many of the pages of the My SUSTA website consist solely of static content that is not derived from the 

database.  The system must enable SUSTA to update content and make style changes to these pages 

through a WSIWYG-style editor.  Page updates would include editing static content, uploading new 

forms to the server and adding links to pages to enable user to download these new forms/files and 

editing styles using the SUSTA style sheet.  

 

In addition, the system must allow SUSTA to upload documents via a virtual tree for download from the 

password protected pages. 

 

 Ability to edit content on existing pages 

 Ability to upload files/documents to site via virtual tree so that visitors can download file from 
password protected pages of the site 

o File upload currently is through FTP which requires user to navigate to appropriate 
folder in system. SUSTA does not want to grant FTP access to users uploading files due 
to concern that users might accidentally delete an important file or upload a file to the 
wrong folder.  
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o SUSTA wants a simplified interface for uploading files to the website that does not 
require user to navigate to the correct folder.   

 Ability to create new pages and site navigation menus 

 Apply SUSTA style sheet to pages 
 

Custom Search & Display 

SUSTA must be able to search, view and export the data in the database to CSV. Create interface that 

will allow SUSTA to select one or more fields to search by; select one or more fields to display in the 

results; and export results to CSV format. The exported data would contain the selected display fields. 

 

Data Pre-Population from Prior Application 

Not a requirement. However, in the future, SUSTA may ask that selected fields pre-populate from data 

submitted in previous Application. 

 

Changes to Existing System 

U.S. suppliers create submit an online User Registration form that allows them to access the My SUSTA 

website, where they can sign up for events and from where they will be able to complete the Pre-

Qualification and Branded Application forms.  

 

The existing User Registration form collects a generic address for the company and individual. As part of 

this project, SUSTA would like to change the User Registration form so that instead of collecting a 

generic address, the form will collect a Physical Address and a Mailing Address. 

 

In addition, the database will need to be modified to: 

1) Rename the existing generic address in the database to Physical Address  

2) Ensure that all existing processes continue to work after renaming address field 

3) Enable storage of both a Physical & Mailing Address  
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User Registration > Revised to collect mailing address 
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Revise the existing User Registration form to collect mailing address by adding the following fields. 

 

Mailing Address same as Physical: If user selects Yes radial, then mailing address fields is saved in 

database with the same data as the Physical Address. If user selects No radial, then the following fields 

appear dynamically beneath question. 

 

Mailing Address Line 1: text field 

Mailing Address Line 2: text field 

City: text field 

State: use same State drop down menu that appears in Q-3 of form. 

Zip/Postcode: text field 

Country: use same Country drop down menu that appears in Q-3 of form. 

 


