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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER NETWORK

OPERATIONS MANUAL


Developed by the:
Illinois Department of Commerce and Economic Opportunity
Small Business Development Center



This Illinois Small Business Development Center Operations Manual
has been developed for the use and benefit of the local Small Business Development Centers, Procurement Technical Assistance Centers, International Trade Centers and Technology, Innovation and Entrepreneurship Specialties.

This manual is updated on a continuing basis,
local Network offices will receive all updates, changes and deletions.


Inquiries regarding the content of this manual can be directed to:

Illinois Department of Commerce and Economic Opportunity
State Director, Illinois Small Business Development Center
500 East Monroe Street
Springfield, IL 62701
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OVERVIEW

The Department of Commerce and Economic Opportunity offers Illinois companies an invaluable business asset—resources. Developed by bringing together many of the state's business programs, including innovative partnerships with the U.S. Small Business Administration (SBA), the U.S. Department of Defense, Illinois universities, community colleges, chambers of commerce and private neighborhood business councils, the agency has become a common stop for entrepreneurs who are on their way to starting, expanding or entering new markets.

The Illinois Small Business Development Centers provide several types of services to the small businesses of Illinois. Delivery of assistance is accomplished through the Illinois Small Business Development Centers (SBDC), The Illinois SBDC/ITC (International Trade Center), the Illinois Procurement Technical Assistance Centers (PTAC), Technology, Innovation and Entrepreneurship Specialties (TIES) and Small Business Incubators.

In cooperation with the U.S. Small Business Administration, Illinois SBDCs provide technical and management assistance through one-on-one consultations and group training sessions to Illinois business owners and entrepreneurs. The Centers assist in the development of business and marketing plans, along with improving business ownership skills, financial analysis of businesses, accessing specialized services including export and government marketing and other business management needs. These services are offered locally through Centers located at community colleges, universities, chambers of commerce and business development organizations throughout the state. 

The Illinois Procurement Technical Assistance Centers provide detailed, comprehensive technical assistance to Illinois companies interested in selling their goods and/or services to the federal, state and local government. Assistance is provided through a statewide network of Procurement Technical Assistance Centers in partnership with the U.S. Department of Defense. These services are offered locally through Centers located at community colleges, universities, chambers of commerce and business development organizations throughout the state. Illinois PTACs offer general procurement advising, bid specifications, identification of government markets, review of bid packages and information about contract administration as well as other contracting assistance services.

The SBDC International Trade Centers (SBDCs specializing in export assistance) provide assistance to small businesses interested in exporting their product to international markets. ITCs help identify specific foreign markets in which a company's product or service would have the greatest demand, they provide guidance in meeting U.S. government export criteria and foreign government requirements and assist in obtaining visas, licenses, copyrights and patents. The program works in partnership with the Department's Office of Trade and Investment, the U.S. Small Business Administration, the U.S. Department of Commerce and numerous trade groups and associations.

The Technology, Innovation and Entrepreneurship Specialties (TIES) provided at five SBDC locations, help Illinois business, entrepreneurs and citizens to succeed in a changing economy by: developing the skills of their workers; promoting safe and healthy workplaces; assisting in the commercialization of new technologies; and providing access to modernizing technologies and practices.

The Small Business Incubators were developed to provide businesses with sheltered environments during their early stages of development. Incubators provide shared services including clerical and technical assistance, as well as sharing business necessities such as office machines, communications equipment and conference rooms.

The information contained within this Small Business Development Center Operations Manual has been formulated to assist local centers in daily operations.
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THE DCEO MISSION

The Department of Commerce and Economic Opportunity is the lead state agency for economic development in Illinois. Our mission is to improve the competitiveness of Illinois and its communities in a global economy. We, the DCEO Team, will accomplish this mission by facilitating the economic development process in partnership with the business and workforce communities, other governmental entities and the network of public and private service providers.
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ILLINOIS SBDC NETWORK VISION & MISSION STATEMENT

Vision: To be recognized as the leading resource for business growth advancing the Illinois economy.

Mission: Providing professional guidance for business growth. 

The Small Business Development Center (SBDC), located within the Department of Commerce and Economic Opportunity (DCEO), the Illinois Entrepreneurship Network (IEN), has been assisting in the development of the state’s small business sector since 1984.

The SBDC operates with funding support from the U.S. Small Business Administration (SBA), Department of Defense (DoD), other federal agencies, state government and local host institutions. It performs its functions through programs managed and operated by its staff and by its Small Business Development Center (SBDC).

The SBDC's quality services make it the logical choice for companies and entrepreneurs seeking business assistance and the primary distribution channel of the State for delivering business information and assistance.

The clients of the SBDC normally fall within one of the following categories:
	
· Pre-Venture, Nascent: Individuals interested in starting a business that are seeking information, business advice and training assistance necessary for their start-up. This includes individuals who are in the concept stage. These clients are interested in basic information concerning business start-up that enables them to assess their interest in and ability to pursue new business start-up.

· Start-up: Clients seeking assistance and skills to overcome the obstacles faced during the establishment and startup operations of their business. Clients are in the process of starting or acquiring a small business or have already been in operation for up to one year.

· Established: Clients beyond their first year of operation. These are small businesses that need assistance with specific issues or challenges. Ongoing success of existing business clients is essential to the economic vitality of the state.

· Innovation and Technology Focused w/High Growth Potential: These clients have the potential for rapid growth or may already be growing at a rapid rate. They may have an innovative product or process that offers a competitive advantage typically involving intellectual property. These clients normally have very strong high growth potential. (Subset of Pre-Venture, Start-Up and Established)
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER
ADVISORY BOARD OVERVIEW

The Advisory Board shall advise, counsel, and confer with the State Small Business Development Center Administrator or designee in working to constructively advance and improve the statewide Illinois SBDC Network to fulfill its mission.

The Board shall consist of members appointed by the Administrator. The Appointees shall be familiar with and sympathetic to the small business issues in Illinois. The Board will meet at least annually at the call of the administrator or chairperson, pending proper notification. The Board shall adhere to the provisions of the Open Meetings Act and follow the written operational policy.
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ILLINOIS SBDC NETWORK MEETINGS

The Illinois SBDC Network, in conjunction with Illinois Entrepreneurship and Small Business Growth Association, conducts several regularly scheduled meetings designed to advise and aid SBDC, PTAC, ITC/NOC, and Incubator directors in their duties. The annual schedule is as follows:

	Winter:	Illinois Small Business Development Center Meeting

	Spring:	Illinois Entrepreneurship and Small Business Growth 					Association Meeting

	Summer:	Illinois Small Business Development Center Area Meetings (as 				needed)

	Fall:		Illinois Entrepreneurship and Small Business Growth Association 				Annual Meeting
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OPERATION REQUIREMENTS - ALL NETWORK CENTERS

OFFICES

Each Network Center shall maintain a visible, professional, fully equipped, Americans with Disabilities Act (ADA) compliant office location, with a separate and publicly listed phone number, so as to be easily accessible to small business clients. Each facility shall have reserved parking adequate for business clients and signage clearly indicating the center's location. The location of a center must be thoroughly justified. A convenient, business-like environment is the preferred setting for the Network Center.

HOURS AND HOLIDAYS

Centers shall be open for service and operate on a full-time, 5-day per week basis excluding weekends and holidays. Centers are strongly encouraged to provide extended evening and/or weekend service hours. The total number of holidays (days closed) during the program year shall not exceed 12 in a 12 month period. Network Center closures exceeding one working day shall require the use of a telephone answering device or service to explain how center services can be accessed. An answering device or service shall also be utilized during working hours when no staff is available.

STAFFING
.
All Network Centers should operate with no less than a full-time director presence with an emphasis on quality, in-depth, one-on-one business consultation. Each Network Center within the Illinois SBDC Network is expected to deliver a minimum of 900 hours of direct consultation for each professional full-time equivalent (PFTE) staff person dedicated to the center. In certain areas, satellite centers may operate with less than full-time staffing if circumstances are thoroughly justified in the proposal. Staffing recommendations can be modified based upon area client demand, resources provided by host organizations and program emphasis. Some centers may depend more heavily upon outside consultants, while others will prefer to develop their own expertise.

The total work hours available for a full-time professional are 1,950 hours, based on a 37.5 hour work week at 52 weeks/year. Allowing for 300 hours of holiday, sick and vacation time and 150 hours for professional and personal development, each PFTE has a total of 1,500 hours of available time. Each center shall provide a minimum of 900 hours of direct one-on-one consultations per each PFTE.

Sample job descriptions are included in the Operations Manual. In addition, each center should have several part-time and/or volunteer assistants available on a continuing and regular basis, including student interns, faculty, professional small business experts and private sector consultants. Time and effort for all resources must be properly documented. A sample Time and Effort Form is included in this Operations Manual.
All Network Center staff and service providers are required to sign an appropriate Conflict of Interest Statement. A copy of the statement is included in the Operations Manual.

In-kind contributions from host organizations may include the services of an accountant to handle all of a center's financial records, faculty/trainers to develop the education/training programs offered by the Network Center, a public relations specialist to help promote the center and design its brochures, training materials, etc.

A Network Center shall notify the DCEO Illinois SBDC office in writing within three business days of receipt of a director's departing notice. DCEO Illinois SBDC office retains the right to review the personnel change of director to determine whether support will be continued beyond the quarter during which the change occurs. 

Prior to the interview process copies of resumes/applications of the top candidates seeking to fill the position of Network Center director shall be forwarded to the DCEO Illinois SBDC office for review. The DCEO Illinois SBDC Manager or designate, shall be in attendance at the actual interviewing session of the final candidates and be afforded the opportunity to discuss and rank the candidates. The DCEO Illinois SBDC office shall reserve the right of final approval and hiring of said candidate, however, reasonable approval will not be withheld.


SBDC

Each SBDC shall have, at minimum, one Professional Full Time Equivalent (PFTE) 100% dedicated to the program. The preferred staffing requirements of a fully operational SBDC are three full-time employees: one full-time director who devotes approximately 60% of his/her time to consultation and 40% to managing the center and performing outreach responsibilities; one full-time business consultant who spends 75% of his/her time consulting and 25% of his/her time assisting with training programs and other special activities; and one full-time support staff who provides clerical, bookkeeping, computer data entry, general program and administrative assistance.

Illinois PTAC

Each PTAC shall have, at minimum, one Professional Full Time Equivalent (PFTE) 100% dedicated to the program. The preferred staffing requirements of a fully operational PTAC are: one full-time director who devotes approximately 60% of his/her time in direct consultation and client support and 40% of his/her time in the management and promotion of the center; one full-time contracting assistance specialist who spends approximately 75% of his/her time in direct consultation and support of procurement clients and 25% assisting with training and special activities; and at least one half-time clerical staff person who provides administrative support for the center.

ITC

Each SBDC ITC shall have, at minimum, one Professional Full Time Equivalent (PFTE) 100% dedicated to the program. The preferred staffing requirements of a fully operational ITC are: one full-time director who devotes approximately 60% of his/her time in direct consultation, client outreach and special activities and 40% of his/her time in the management and promotion of the center; one full-time trade specialist who devotes 75% of his/her time in direct client consultation and 25% assisting with training and special activities; and at least one half-time clerical staff person who provides administrative support for the center.

STAFF DEVELOPMENT

Center Directors are required to participate in all meetings designated by the DCEO Illinois SBDC office. Counselors, coordinators and professional staff are strongly encouraged to attend. These meetings provide an excellent opportunity for training, networking, planning and exchanging information.

All center directors, counselors and professional staff are required to complete a minimum of 50 hours of professional development/continuing education each year.

In addition to the network meetings the DCEO Illinois SBDC office may require center director’s attendance at other meetings such as those held by the Illinois Entrepreneurship and Small Business Growth Association (IESBGA).

As additional staff development and training needs are identified, DCEO Illinois SBDC office will conduct periodic training sessions to fulfill these needs. The Network Centers shall also identify individual training needs and make the necessary training available for center staff.


MARKETING AND IDENTITY

Each Network Center shall implement a marketing program designed to inform existing and prospective small business owners/operators of the services available through the center. An annual marketing plan outline is required with the applicant’s proposal.
	
Where required, acknowledgment of the support of the U.S. Small Business Administration (SBA), U.S. Department of Defense (DoD), and the Illinois Department of Commerce and Economic Opportunity (DCEO) shall appear on all promotional and training materials printed and distributed by each Network Center.

Each Network Center will be strongly encouraged to participate in all DCEO Illinois SBDC sponsored conferences, exhibits, expositions and workshops.

Each Network Center shall market itself as a member of the Illinois SBDC. Each Network Center shall conform to marketing standards set by the DCEO Illinois SBDC office and SBA, including use of required logos, standardized stationary, signage, promotional materials, etc. Cost for these items should be included in the Network center’s proposed budget.

Each Network Center shall enter all training sessions and events in the DCEO Calendar of Events.

Each Center will provide a link from its internet home page to the home page of DCEO and the SBA.

EQUIPMENT

Each Network Center location shall have on-site, at a minimum, a personal computer: 

Microsoft Office
Network adapters (if needed)
Microsoft Internet Explorer 6.0 or higher

Network Centers must also have full-time, easy access to the internet for center staff and clients.



RESOURCE DIRECTORY

As a part of its development, each Network Center shall compile a listing of all area business assistance resources, including governmental, educational and private sector resources. Business clients with adequate financial resources or firms whose requirements are beyond the capacity of the Network Center or resource staff shall be referred to private consultants and other professionals. Each Network Center shall refer clients equitably to at least three available private consultants. Such equitable distribution should prevent over-reliance on any one private consultant or professional. Centers/staff shall not receive remuneration for any such referrals, either directly or indirectly.


ADVISORY BOARD

Centers shall create and/or maintain a separate and distinct board of advisors comprised of local/regional business owners, bankers, chamber of commerce representatives, other economic development individuals, educational institution personnel, governmental representatives and other appropriate individuals. When two or more Network Centers are hosted by the same organization, one board of advisors shall be sufficient.

The local center advisory boards shall meet at least twice per year, but the DCEO Illinois SBDC office strongly recommends the Network Centers convene their advisory board at least quarterly. Advance notice of the center’s advisory board meetings and member listing shall be submitted to the SBDC Network office.

REPORTING

Each Network Center shall maintain records in accordance with program guidelines and policies including the use of the Neoserra or other system(s) as directed. The Network Centers are also required to utilize DCEO's Grantee Reporting System (GRS). Copies of the required report forms for specific programs are available upon request.

FINANCIAL

Each Network Center must utilize either an existing in-house, automated financial management system or an appropriate financial management software program to maintain accurate and up-to-date financial records. Program costs must be tracked separately within the host institution and a separate account must be established solely for program income. Internet access to the Department of Commerce and Economic Opportunity Grantee Reporting System (GRS) must be available and all costs, including program income, must be reported monthly. Submission of a copy of the organization's general ledger and chart of accounts will be required with the closeout process.

Host institutions are subject to pertinent federal OMB Circulars that govern administrative and financial management of the programs.

OPERATIONS MANUAL

Each Network Center shall have a copy of the Network Operations Manual on site and shall comply with all applicable policies and guidelines. Each Network Center shall be responsible for maintaining and updating the manual when revisions are provided by the DCEO/Illinois SBDC office. The Operations Manual (current copy is available upon request), RFA 2016 and the applicants final proposal shall be incorporated by reference into the center’s cooperative agreement.

CLIENT FILES

Each Network Center shall maintain a confidential file on site for each client containing, at minimum, a completed, signed "Request for Consultation" form, signed economic impact verification and other pertinent client information. Said files shall be kept in a locked and secure location. A copy of the Request for Consultation Form is included in Appendix B. Advisor notes will be provided upon request.

TRAINING FILES

Each Network Center will maintain a training file for each sponsored and co-sponsored training activity that will include the following:

· Management Training Report 
· Attendance list 
· Training evaluation forms and summary 
· Brochures or other marketing material 
· Financially related information. 

PERSONNEL FILES

Each Network Center shall maintain personnel files on all full or part-time staff. Personnel files shall include a signed Conflict of Interest Statement and resume. Signed monthly (at minimum) Time and Effort sheets are required for anyone less than full time on a DCEO cooperative agreement. A copy of the Conflict of Interest Statement is included in the Operations Manual.
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ILLINOIS ENTREPRENEURSHIP AND SMALL BUSINESS GROWTH ASSOCIATION

With the encouragement and financial support of the Illinois Department of Commerce and Economic Opportunity (DCEO), the Illinois Entrepreneurship and Small Business Growth Association (IESBGA), an Illinois not-for-profit corporation, was formed in 1993 by the Small Business Development Centers (SBDCs), Procurement Technical Assistance Centers (PTACs), International Trade Centers (ITCs), NAFTA Opportunity Centers (NOCs), and Small Business Incubators, all of which make up the Illinois Entrepreneurship Network.

The purpose of the IESBGA, as stated in its bylaws, shall be to support and promote the programs and services provided by the SBDCs, PTACs, ITCs, NOCs, Small Business Incubators and other not-for-profit organizations that provide small business assistance. To achieve this purpose, the IESBGA shall support, promote and facilitate the exchange of information among its members and with local, state and national agencies and organizations which share common interests of IESBGA members, coordinate and assist in providing professional staff development and client training opportunities for member institutions, their staff and clients and engage in planning and developing activities to support the continuation of quality programs and services by IESBGA members.

IESBGA member activities include four quarterly meetings: a spring Conference, a fall Conference which is also the annual meeting, a winter meeting which is presented by the DCEO Illinois SBDC Staff and Area meetings which are held as needed. The two conferences include DCEO, DoD, and SBA presentations, IESBGA general business meetings and professional staff training sessions. Additionally, IESBGA members serve and Chair each of the IESBGA sub-committees. The IESBGA Professional Development Committee has developed a certification program for IESBGA staff.
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER PURPOSE

The Illinois SBDC Program is a collaborative arrangement among educational, public and private organizations. SBDCs assist small business owners and managers in gaining awareness and access to the public and private management and technical resources they need to survive, expand and prosper. Through education, business advising and referrals, the Illinois SBDC aids small businesses in functioning more effectively, therefore increasing the chances of a new venture success. This increased success rate will boost profitability and expand employment opportunities while contributing to the vitality of the Illinois tax/economic base.

Specific services performed by the SBDC include:

· financial analysis for existing companies 

· assistance in accessing capital 

· loan application development assistance 

· access to new and expanding markets 

· computer applications 

· access to state and federal business programs 

· assistance with business planning 

· training on management, accounting, taxation and other business-related topics 

· access to technology expertise for manufacturers 

· assistance in establishing business linkages and potential opportunities for joint ventures 

· access to the internet and provide basic internet utilization training 

· assistance in eBusiness basics 

· assistance with basic website development. 

These services are provided by professionals with experience and expertise in the operations of small businesses. All one-on-one business consultations are provided at no cost to the business, while SBDC workshops may require a minimal charge.
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER GOALS

SMALL BUSINESS DEVELOPMENT CENTER GOALS

The Illinois Small Business Development Center (Illinois SBDC) has set forth the following major program goal areas. These goals ensure that certain areas of importance are noted. The following goals and indicators should be used at a minimum and should be monitored by center staff on an ongoing basis.

BUSINESS ADVISING

The center should provide basic business consultation services and business analysis to existing and potential small business owners.

	Performance indicators:

1. total client cases
2. number of "continuous" cases
3. percent of in business clients compared to all clients
4. total center advising hours (900 per PFTE)
5. average hours per case




BUSINESS TRAINING

The center should provide small business training services through either direct SBDC sponsored training events or through co-sponsored training events.

	Performance indicators:

1. number of SBDC sponsored events
2. number of co-sponsored events with local and/or host institution
3. number of co-sponsored events with DCEO

PROFESSIONAL DEVELOPMENT/TRAINING

The continued process improvement of all staff is important in maintaining quality service for our client.

	Performance indicators:

1. number of hours of Professional Development Training (50 per PFTE)
2. attendance of and participation in all programmatic and DCEO Illinois SBDC designated meetings

MARKET INTERACTION AND ASSESSMENT

The development of an overall evaluation and marketing scheme of the services provided by the center.

	Performance indicators:

1. number of press releases produced by center for local SBDC events/informational forums
2. number of Success Stories submitted through the year (6)
3. completion of a semi-annual survey of all clients provided service by the SBDC (2)

ECONOMIC IMPACT

The area of economic impact is where the return on investment and the value added by the program is tracked. All economic impact information must be verifiable and documented.

	Performance indicators:

1. number of jobs created
2. number of jobs retained
3. number of business starts
4. number of business expansions
5. number of business acquisitions
6. number of client loans secured
7. dollars in debt financing secured
8. number of programs with non-debt financing secured
9. dollars in non-debt financing secured
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RESPONSIBILITIES OF THE ILLINOIS SBDC (DCEO)

The Illinois SBDC Network Office is responsible for the overall management and oversight of the SBDC program. The development and maintenance of all SBDC program files and Neoserra, management of all SBDC field operations and contractual and fiscal information, submission of annual SBA/SBDC proposals and annual Request for Proposal are general functions performed by the Illinois SBDC Network Office. 

Other responsibilities of the Illinois SBDC Network Office include:

· determining and instituting the overall mission and vision for the Center 

· developing ongoing analysis of alternative funding opportunities 

· developing statewide private sector initiatives 

· submitting semiannual and annual SBDC reports to the U.S. Small Business Administration 

· developing any special project requests from the U.S. Small Business Administration 

· communicating all DCEO programs to ensure that these program services are made available to small businesses through the local SBDCs 

· seeing that quarterly meetings are held 

· overseeing all annual general revenue funding for the SBDC program as provided by the Illinois General Assembly 

· developing overall budget and fiscal requirements associated with state general revenue funding 

· developing SBDC State Program goals and objectives 

· negotiating annual grant agreements with individual Network centers 
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RESPONSIBILITIES OF THE ISBDC STATE DIRECTOR

The State Director of the SBDC Network is responsible for the ongoing operation of the Illinois Small Business Development Center Program. The State Director actively meets with the U.S. Small Business Administration (SBA) Business Development staff and coordinates the program with the SBA.

Other responsibilities of the State Director include:

· developing annual Requests for Proposal for the SBDC program and/or coordinating annual contract negotiations between DCEO and centers 

· developing the annual Cooperative Agreement between the DCEO and SBA and contractual implementation of both the DCEO/SBA agreement and the DCEO and Network center contracts 

· disseminating overall program guidance and operational policy 

· developing semiannual and annual programmatic reports and coordinating the semiannual and annual fiscal reports with the DCEO accounting office 

· developing and managing the SBDC Budget and fiscal amendments to the SBA/DCEO Cooperative Agreement 

· representing the Illinois SBDC program at the national Association of Small Business Development Centers 

· coordinating state-wide involvement and strengthening relationships between the SBDC and SCORE/ACE Chapters, local chambers of commerce and other business service organizations 

· directing and aiding in the development of state-wide private sector initiatives 
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RESPONSIBILITIES OF THE ILLINOIS SBDC OPERATIONS MANAGER
ASSOCIATE STATE DIRECTOR

The manager of the SBDC Program is responsible for the supervision of the SBDC Network Coordinators and overall SBDC/ITC/NOC operations.

Other responsibilities of the SBDC Program manager include:

· semiannual and annual program audit reviews, special reports, supervising daily activities of staff and program operational oversight 

· timely completion of all semiannual report reviews and development of semiannual and annual programmatic reports to SBA 

· program training, including periodic Director's meetings, informational and directional memoranda, program information updates and one-on-one staff meetings 

· tracking all SBDC assignments, reports and other requests for assistance, including quantitative and qualitative evaluation of assistance provided by the SBDCs and information submitted to the ISBDC 
· 
· direction of all data input development and all Management Information Systems (MIS) software development 

· coordinating all SBDC contractual and fiscal processing 

· special assignments as directed by the State Director or the Assistant State Director 
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ROLE OF THE NETWORK COORDINATOR

The Network Coordinator's enhanced role was devised to increase DCEO’s support to the Illinois Small Business Development Center. With an increased presence in all of the various types of Network centers, DCEO will demonstrate to its partners an enhanced commitment to the overall IEN mission.

C. O. R. E.

	Communication:	Communication is a major goal of these positions to 					increase communication levels throughout the Network

	Oversight:		Oversight of center activities in order to obtain more 					recognition of the entire Network

	Regional coverage:	Regional increased Network staff presence statewide

	Excellence:		Excellence in overall Network services

A regional Network staff coverage and assignment system has been developed to aid the SBDC office in meeting state and federal program monitoring guidelines.

Network program staff will serve in a Network Coordinator capacity performing the following duties within their respective assigned state geographical area:

· establish and foster professional business relationships with the various center directors and their staff 

· coordinate new center director and staff training initiatives; communicate program updates, announcements and outreach forums; and assist centers with other various federal and state program initiated needs 

· coordinate and conduct semiannual site visits monitoring each center’s overall performance measures as stated in their respective grants 

· periodically attend and evaluate/monitor each center’s training/advising sessions for program effectiveness, quality and economic impact 

· participate on the state RFP Proposal Review Team, assisting with their respective centers' proposal evaluations 

· serve in an ex-officio capacity with each center advisory board 

· administer, monitor and discuss client satisfaction survey results and recommend any appropriate actions 

· organize and facilitate a quarterly informational sharing/partnering session for each center to further develop relationships with local chambers, economic development associations and other local regional business groups. The Network Coordinator may use this medium to promote IEN and DCEO Small Business programs and services. 

· on a weekly, monthly, quarterly and as-needed basis as requested from Center Management, submit reports on all of the above 
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RESPONSIBILITIES OF THE SBDC CENTER

The SBDC center is responsible for overall coordination, development and delivery of the business development resources within its area and is responsible for ensuring that access to these resources is available to the local business client.

Other responsibilities of the SBDC center include:

· developing specific information or providing a special service when requested by the Illinois SBDC and/or SBA 

· maintaining the Neoserra System including gathering local data and data entry into the SBDC center Neoserra. 

· maintaining and strengthening the relationships between the SBDC and SCORE/ACE Chapter, local chambers of commerce and other business service organizations 

· developing a private sector initiative which should include, at minimum, the donations of professional and executive staff services and reduced fees to SBDC clients 

· ensuring that the needs of the small business communities are determined and are being met, where practical, and that the impact of these services is being measured 

· developing the annual budget and local objectives for the Illinois SBDC approval 

· retaining appropriate staff as listed in grant, including a full-time business assistance specialist and support staff whose primary responsibility is the delivery of services 

· maintaining a publicly listed telephone in the name of the SBDC (listed as "Small Business Development Center") and answering the phones "Small Business Development Center/SBDC" 

· staffing and operating on a 37.5 hour week basis or during the normal business hours of the host organization. The amount of time permitted for staff vacations and holidays shall conform to the host organization's policies, however, vacations shall be arranged so as not to interrupt SBDC service operations. 

· providing an adequate number of client parking spaces at a location convenient to the SBDC office. Such parking shall be provided at no cost or a minimal charge to the client (parking validation by the SBDC is an allowable cost activity). 

· identifying clearly the SBDC by strategically placed internal and external signs directing the client to the SBDC offices with said signs stating "Small Business Development Center" 

· utilizing the Grantee Reporting System (GRS) to report costs and request reimbursement of grant funds 

________________________________________________________________________
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RESPONSIBILITIES OF THE SBDC CENTER DIRECTOR

The SBDC Center Director (SCD) is responsible for overseeing all reporting and the overall coordination, development and delivery of the business development resources within the center. In addition, the SCD is responsible for ensuring that access to these resources is available to local business clients and the community. The SCD also provides guidance and coordination in the development of the center programs.

Other responsibilities of the SBDC center Director include:

· attending IESBGA and/or statewide meetings 

· communicating verbally, electronically and in writing with the ISBDC 

· developing and providing specific information and/or special services as requested by the SBA/ISBDC administrators, the SBA business development specialist and the manager of the Illinois SBDC 

· developing and providing local data entry into the Neoserra

· determining the needs of the local community, ensuring these needs are met and measuring the impact of these services 

· encouraging and coordinating the strengthening of relations between SBDC, SCORE/ACE Chapter(s) and local chambers of commerce 

· coordinating all private sector initiatives, involvement and donations of professional and executive staff services 

· submitting monthly reports 

· ensuring timely and accurate consultation data input for the local SBDC ICATS 

· developing cooperative working relationships with the other Illinois Small Business Development Center directors 

· insuring that the organization is utilizing the Grantee Reporting System (GRS) to report costs for the grant 
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ILLINOIS SBDC CENTER OFFICE REQUIREMENTS

Each SBDC shall provide an office, centrally located and accessible to the small business community. The SBDC office shall have a room available for confidential business consultations.

Each SBDC office should have the following basic equipment:

2 file cabinets						2 reception chairs
2 desks							1 typewriter
2 chairs						1 copy machine
1 conference table					2 telephones
1 bookcase						office supplies
1 telephone answering machine or voice mail	faxing capabilities

Each Network Center location shall have on-site, at a minimum, a personal computer and assorted software and hardware as defined below:

Pentium IV 2.5 GHZ Processor (or higher)
512 mg of RAM with 3.5” disk drive and 80 gb Hard Drive, CD Drive
ASYNC Communications Adapter
17” Display Color Monitor
Windows 2000 or XP Pro (Operating System)
Microsoft Office
Network adapters (if needed)
Microsoft Internet Explorer 6.0 or higher

Network Centers must also have full-time, easy access to the Internet for center staff and clients.
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ILLINOIS SBDC CENTER LIBRARY REQUIREMENTS

All SBDC libraries should include appropriate publications and references from state and federal resources such as Illinois Department of Commerce and Economic Opportunity, Illinois Department of Revenue, Secretary of State, U.S. Small Business Administration, U.S. Department of Commerce, etc., as well as information from a wide range of other public and private sources.

Listed below is a sampling of references, resources and publications, which each SBDC may choose to maintain to assist their small business clients. This listing is by no means complete and each SBDC should develop its library based upon local needs and business demographics.

Examples of Small Business References include:

ADVERTISING/MARKETING
	Blake, Gary. How to Promote Your Own Business. USA: Penguin Group, Inc., 			1983. ISBN: 9780452254565
	Siegel, Connie. How to Advertise and Promote Your Small Business. John Wiley 			& Sons, 1978.	ISBN: 9780471040323

BUSINESS START-UP
	Cohen, William. The Entrepreneur and Small Business Problem Solver. USA: 			John Wiley & Sons, 1990. ISBN: 9780471501244
	Holtz, Herman. The Small Business Survival Guide. 

FINANCE
	Holtz, Herman. 2001 Sources of Financing for Small Businesses. USA: Fireside, 			1983. ISBN: 9780668054706
	Rachlin, Harvey. The Money Encyclopedia. USA: Harpercollins, 1984. ISBN: 			9780061817113.
	
INVESTMENT
	Crittenden, Alan. The Almanac of Investments. USA: Crittenden Publishing, Inc., 			1984. ISBN: 9780913153031
	Rosen, Lawrence. The Dow Jones-Irwin Guide to Interest. USA: McGraw-Hill, 			Inc., 1987. ISBN: 9780870942600

LEGAL
	Fisk, McKee. Applied Business Law. USA: South-Western Publishing, 1972. 			ISBN: 	9780538128209
	Steingold, Fred. Legal Master Guide for Small Business. USA: Prentice Hall 			Trade, 1983. ISBN: 9780135284223

MANAGEMENT
	Drucker, Peter. The Effective Executive. USA: Butterworth-Heinemann, 2007. 			ISBN: 9780750685078
	Hampton, John J. AMA Management Handbook. USA: AMACOM, 1994. ISBN: 			9780814401057
	Wintson, Stephanie. The Organized Executive: The Classic Program for 				Productivity: New Ways to Manage Time, Paper, people and the Digital 			Office. USA: Grand Central Publishing, 2001. ISBN: 9780446676960

GENERAL RESOURCES
	Brownstone, David M. Where to Find Business Information: A Worldwide Guide 			for Everyone Who Needs the Answers to Business Questions. USA: John 			Wiley & Sons, 1982. ISBN: 9780471087336
	Johnson, Yolanda A. Small Business Sourcebook: The Entrepreneur’s Resource. 			USA: Gale Research, 1998. ISBN: 9780787611514
	
NOTE: This listing is only a very small sampling of the type of information the SBDC may include in its Small Business Library. 
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RESPONSIBILITIES OF THE SBA PROJECT OFFICER

The SBA Project Officer is responsible for monitoring the ongoing operation of the Illinois Small Business Development Center program. The SBA Project officer actively meets with the Illinois Department of Commerce and Economic Opportunity SBDC Administrator to coordinate all activities.

Other responsibilities of the SBA Project Officer include:

· assisting the SBDC Administrator in the development of the annual SBA/SBDC Request for Proposal 

· achieving mutual understanding, agreement and approval of the Cooperative Agreement between SBA and DCEO 

· managing the SBA Business Development Officer staff 

· monitoring the overall operations of the Illinois SBDC Program 

· serving as the primary contact and liaison between SBDC and other SBA offices 

· acting as an advocate for the SBDC program within the District 

· facilitating SBDC cooperation with other SBA resources 

· resolving issues and problems at the District level per SBA's Conflict Resolution Policy 
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RESPONSIBILITIES OF THE SBA BUSINESS DEVELOPMENT SPECIALIST

The SBA Business Development Specialist is responsible for creating an environment for economic development to increase small business success, sales, profits, employment and taxes and to enhance the image of the SBA.

Other responsibilities of the SBA Business Development Specialist include:

· planning, promoting, producing and evaluating programs, resources and services for business development through the District operating plan 

· designing and implementing a strategic plan for assisting entrepreneurs which may include thoroughly assessing needs, leveraging resources, comprehensive marketing services, increasing private sector participation and reporting provable results 

· identifying, in cooperation and coordination with private/public sector organizations, the opportunities/problems in economic development, catalyzing awareness/commitment for business development, facilitating networks/partnerships to enhance localized infrastructures and evaluating application/impact of assistance 

· recruiting, developing and managing resources to deliver accurate and timely business development activities for localized marketplaces, including SCORE/ACE, SBI schools, Small Business Development Centers, trade, professional and business associations, colleges and universities, chambers of commerce, community, economic and government organizations and other volunteer, professional and academic resources (not for profit and for profit); activities including participating in planning, promoting, producing and evaluating programs, resources and services 

· coordinating activities for SBA's special programs such as Innovation, Research and Technology, International Trade, Private Sector Initiatives, Veterans and Women whose activities include participating and planning, promoting producing and evaluating programs, resources and services 

· directing and monitoring the quality and quantity of business development programs, resources and services, obtaining management information and impact data, reporting provable results, publicizing activities and utilizing resources, and reference materials for in business development activities 

· building and maintaining working relationships with other SBA program managers and staff, particularly finance, minority small business and procurement, through modules to fully integrate business development 
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SBDC REPORTING REQUIREMENTS

Each center will comply with the following submission deadlines: 

· Quarterly Narrative Report: The narrative is to be clear, concise and highlight significant program activities for the prior period. Quarterly reports are due on the fifth (5th) business day of the month following the quarter. Reports are to be entered into the Neoserra. 

· Request for Advising Client Forms: All individual business advising sessions shall be documented on the Illinois Client Tracking System. Client information shall be entered into the Neoserra system daily. 

· Economic Impact Report (EIR): Signed verification on economic impact results must be maintained in Network center’s client files. Economic impact shall be entered into the Neoserra. 

· Success Story: Each Network Center is responsible for developing success stories as they occur and entering them into the Neoserra.
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER
QUARTERLY ACTIVITY NARRATIVE REPORT FORMAT

REPORTING CATEGORY DEFINITIONS

When reporting on any item you are required to include results/impact of activities. Example: Provided procurement contract matches to 100 clients, of which 50 received awards totaling $50 million. This moved the state from 49th place to 45th place in receipt of government contracts. Provide reports in MS Word format (non-pdf file). Those marked with an * are those pertaining to SBA “national priorities.”

0100 ADVOCACY
Demonstrate delivery of the following:
 Support for small business interests within the SBDC's jurisdiction to improve the climate for small business and to contribute to the vitality of the small business sector
 Include, as appropriate: public speeches, testimonies before state and/or Federal legislatures, and small business week activities.

0200 CAPITAL FORMATION
Demonstrate delivery of the following:
 Develop or assist in developing capital for small businesses (e.g., loans, microloans, grants).
 Developing close linkages with specialized SBIC's, SSBICs, venture capital firms, Certified Development Companies (CDC), and state and local finance programs.

0300 INNOVATION AND TECHNOLOGY TRANSFER
Demonstrate delivery of the following:
 Identifying innovation and technology developed by the Federal Government, and/or academic organizations having commercial or practical potential and alerting industry and state and local governments to its availability.
 Transferring expertise and equipment available from the Federal Government to the private sector
 Transferring innovation and technology from business to business, SBIR activities, etc.

Note, in particular, any collaboration with the National Institute of Standards and Technology (NIST), and with the Environmental Protection Agency (EPA) for multi-media pollution prevention, Clean Air Act, and other environmental assistance activities.

0400 INTERNATIONAL TRADE
Demonstrate delivery of the following:
 Promoting increased export by small businesses such as: supporting Export Assistance Centers (USEACs), evaluating small business firms' export capabilities, assisting with a client's export related financing needs, providing consultations, training and outreach assistance including conducting USEAC E-TAP programs; partnering with public and private sector organizations involved in export development; data base development, match services and market research; and participating in World Trade Week.

0500 MINORITY SMALL BUSINESS DEVELOPMENT
Demonstrate delivery of the following:
 Helping minorities participate in the free enterprise system such as: working on Asian American initiatives, Black or African-American initiatives, Hispanic American initiatives, Native American initiatives, Native Hawaiian or Pacific Islanders initiatives, assisting 8(a) clients in the developmental stage and other stages, and linking minority clients with other assistance opportunities, and conferences.

0600 RESOURCE DEVELOPMENT
Demonstrate delivery of the following:
 Collaborating with other funding partners to assist the SBDC in its mission through recruiting, developing and overseeing private and public resource organizations/individuals for the purpose of providing business development counseling, training, and outreach efforts.

*0700 PROCUREMENT
Demonstrate delivery of the following:
 Fostering opportunities for increasing small business' share of procurement dollars spent by the government and private sector through conferences, computer matching services such as SBA’s “Business Matchmaking” assistance to Certificate of Competency businesses and prime contractor outreach.

0800 SPECIAL EMPHASIS GROUPS
Demonstrate delivery of the following:
 Assistance to: people with disabilities; Native Americans; young entrepreneurs; targeted associations; industry groups and other groups identified by SBA and/or the SBDC. (Note: Report minority, veteran and service connected-disabled veteran and women’s efforts separately under Minority Small Business Development, Veteran and Service Connected-Disabled Veteran Owned Business and Women Owned Businesses.)

*0900 ECONOMIC DEVELOPMENT, FAITH BASED AND COMMUNITY INITIATIVES
Demonstrate delivery of the following:
 Activities that are not specific to an individual client, do not fit in other categories, and are aimed at supporting/strengthening the economic environment in the SBDC’s territory.
 Areas reported on may include Agri-Business, Rural Development, Community Development, corporate downsizing or plant closing assistance, Convention/Tourism, and Incubators.
 Activities aimed toward assisting small business and community economic development organizations such as providing counseling, training and outreach to community organizations, churches or other such entities with a significant focus on supporting the needs of small businesses. 

1000 RESEARCH
Demonstrate delivery of the following:
 Research efforts aimed toward assisting small business and economic development such as data base development and needs analysis.

1100 OTHER ACTIVITY
 Provide information regarding any efforts which do not fit in the categories above. Describe and provide information about any SBDC “best practices” to be used by SBA and archived in the Clearinghouse. This may include dissemination of basic business information as well as any specific information requested by the SBA Project Officer and mutually agreed upon with the SBDC State/Region Director.

1200 SUCCESS STORIES
 Report at least three examples of assistance provided in which tangible results occurred. Include a description of the business, the problems encountered, the assistance provided, the resources used, and the actual or expected results including economic impact.
 A signed statement from the success story client(s) of his/her consent for use of the success story by SBA must be kept on file. (SBA can provide a sample form if one is not available locally.)

1300 TRAVEL
 Provide a description of any unplanned or unbudgeted out-of-state travel for Lead and Service Centers not disclosed in the Cooperative Agreement.

1400 PROBLEMS
 Provide a description of any and all problems that have significant impact on the program or program objectives.

1500 FINANCIAL REPORTS
 Furnish copies of SF-269 and SF-272, SBA Form 2113 and any requested attachments as required.

1600 WOMEN-OWNED BUSINESSES
 Describe briefly collaboration with the Women’s Network for Entrepreneurial Training (WNET) program, the Women’s Business Centers (WBCs) and any seminars or specialized counseling approaches or other activities aimed at women entrepreneurs.

*1700 ECONOMIC IMPACT:
Report the economic impact generated from the assistance you have given your clients during the budget period using the following format: 

Customer Satisfaction:	______%

# of New Business Start-ups:	______

Start-Up firms remaining in business after one year __________

Jobs:	Created:	 __________
		Retained: __________

Growth in Sales:		$__________

New Tax Revenue:		State	$__________
				Federal	$__________

Loans	SBA	 #________	 $__________
		Non-SBA	#________	$__________

Non-Debt Financing		$__________

1800 VETERANS, SERVICE CONNECTED-DISABLED VETERAN-OWNED BUSINESSES AND RESERVISTS ON ACTIVE DUTY AND OTHER RESERVE COMPONENT MEMBERS OF THE U.S. MILITARY
Demonstrate delivery of this service covering the following:
 Assistance targeted toward veteran and service connected-disabled veteran owned businesses, as well as Reservists and National Guard members called to active duty, such as: Veteran Entrepreneurial Training Programs; summits for veteran business owners; activities in conjunction with the Department of Veterans Affairs Vocational Rehabilitation and Employment Services; Employer Support of the Guard and Reserve (E.S.G.R.) and National Guard State Adjutants; DELTA Program; base closings and RIF counseling.

*1900 MANUFACTURING
Demonstrate delivery of this service covering the following:
 Assistance to manufacturing companies or their employees, including displaced manufacturing workers. Can include efforts and support to troubled companies, companies challenged by foreign competition, NAFTA and foreign labor alternatives. May also include cooperation efforts with other local organizations or government units concerned with manufacturing issues such as the National Institute of Standards and Technology’s (NIST) Manufacturing Extension Partnership (MEP) Program.

*2000 ONLINE ACTIVITY
Demonstrate delivery of this service covering the following:
 Activities and accomplishments which demonstrate use of web-based technology to enhance direct client service delivery such as: the use of online advising (e-mail and real-time) and training; online expert systems or diagnostic tools to identify needed services; audio or video streaming; electronic registrations and scheduling; webinars; and other targeted uses of the Internet to facilitate delivering information to clients more cost effectively. SBDCs that did demonstration projects should provide an analysis of results.
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NEOSERRA

Neoserra is management information utilized for the SBDC Program. All relevant information should be maintained on the system, including counseling notes. The center should input information daily to allow for immediate access to that client's information. Once a month program staff will run reports to verify accuracy and completeness of data. See Neoserra Manual for detail.
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CLIENT FILES

Each SBDC center must maintain a system of files which is both functional and efficient. This system should allow the orderly arrangement of files so complete information about each counseling case and training function is securely maintained. All information must be easily retrievable.

The following standards are applicable to SBDC center client files:
	
1. all one time client files need to be maintained in alphabetical order with any attached documentation	

2. a single file folder will be maintained for each one-time and ongoing counseling case opened containing: 

a. Request for Consultation Form (RFC) with an original signature or facsimiles
b. Client Activity Record (CAR)
c. Consultation History Log (if ongoing) with all hand written notes (printed copies of the Neoserra advisor notes are optional)
d. referral sheets (if applicable)
e. evaluation form (optional)
f. copies of correspondence from the client
g. copies of reports provided for client
h. other materials as appropriate

3. client files will be maintained securely to preserve the confidentiality of their contents 

4. general information requests should be maintained separately and organized by program year 
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REQUEST FOR CONSULTATION FORM

Prior to consultations, the potential client must complete the Request for Consultation Form. This is a federal policy.

This form must be signed and kept in the center files established by the SBDC. Periodic checking of client files will be conducted by the Network Coordinator/ISBDC to ensure compliance.



back to table of contents
CLIENT ACTIVITY RECORD

As a client returns to the SBDC periodically, records of dates and specific activities must be kept to ensure the client's needs are met. The Client Activity Record is utilized for this function and should be kept in the client's case file established by the SBDC.
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CONSULTATION EVALUATION FORM

This form is to be used by the SBDC at its own discretion for self-evaluation.

This is a Federal O.M.B. approved form.
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RESOURCE PROVIDER FORM

This form is to be completed by all new SBDC advisors and their corresponding supervisor. The form must be completed prior to any counseling being performed by the new employee.
[bookmark: OLE_LINK2][bookmark: OLE_LINK1]
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TRAINING FILES

The following standards are applicable to SBDC center training files

1. a single folder will be maintained for each training activity, in the order of presentation and will include: 

a. Management Training Report, SBA form 888 

b. attendance list 

c. training evaluation forms and summary 

d. brochures or other marketing material 

e. financial information 
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SPONSORED AND CO-SPONSORED TRAINING

The procedure for the transmitting of 888s to the Lead Center is:

· submitting the SBA Management Training Report (form 888) to the Illinois Small Business Development Center (DCEO) over Neoserra within five working days of the training program 

· the ISBDC will monitor and print out the 888s on Friday of each week to verify the appropriateness of each training program 

· the center is to maintain a hard copy of the appropriate back-up material which should always include a sign-in sheet and any other promotional material utilized and said file will be monitored during site visits by program staff 

· the following language must appear on all printed material; i.e., the training	brochures, press releases, publications, etc. 

"This/these program(s) has/have been developed through a partnership between the U.S. Small Business Administration, the Department of Commerce and Economic Opportunity and the (Name of SBDC) as a service to Illinois small businesses. The funding is not an endorsement of any products, opinions, or services. All funded programs are extended to the public on a non-discriminatory basis.		

"For further information or to make appropriate arrangements if you require special accommodations (e.g., communicative device, amplifier, visual assistance.), please contact the individual center in advance."
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SBDC SPONSORED TRAINING

Training that:
		
· is initiated by the SBDC 

· has curriculum determined by the SBDC 

· is funded by the SBDC 

· is a minimum of one hour in duration and has one attendee 

The SBDC sponsorship must be prominently recognized on brochures and promotional materials. The majority of income, if any, should be directed to the SBDC program income account.
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SBDC CO-SPONSORED ACTIVITY

Training that:

· is not initiated by the SBDC 

· involves the SBDC merely as a participant in the program 

· is not funded by the SBDC 

· requires the majority of income to go to the co-sponsorship account rather than the SBDC 

An 888 form should be completed, entered into Neoserra, and kept on file at the center for all training whether sponsored or co-sponsored.
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ASSOCIATION OF SMALL BUSINESS DEVELOPMENT CENTERS
MISSION STATEMENT

The Association of Small Business Development Centers (ASBDC) is a national network of small business assistance organizations whose purpose is to contribute to the growth of state, regional and national economies by promoting entrepreneurship and small business growth. The mission of the ASBDC is to strengthen and expand the role and programs of this national network of SBDCs.

As an Association, the ASBDC:

o	works continually to improve the quality of services delivered by SBDCs

o	provides a broad range of educational and administrative support services 	for its members

o	exchanges and conveys information

o	develops new financial resources and program initiatives for the 	Association and its members

o	advocates policies which ensure a sound economic and regulatory 	environment for small business

o	expands public awareness of the SBDC programs and services

_____________________________________________________________________________
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THE ILLINOIS PROCUREMENT TECHNICAL ASSISTANCE CENTER (IPTAC) PROGRAM PURPOSE

The purpose of the IPTAC Program is to provide comprehensive technical assistance to established Illinois companies interested in selling their goods and services to the government. This program is operated in cooperation with the U.S. Department of Defense (DoD), community colleges, universities, chambers of commerce and business development organizations throughout the state. 

The many IPTAC services provided to clients include: general procurement consulting, assistance with bid package forms, matching of products and/or services with appropriate buying activities, bid package review, pre-award and post-award assistance, provide specifications and historical buying histories and other information needed to complete government bids. 

Through the cooperation of other resources, such as the Defense Logistics Agency (DLA) General Services Administration (GSA), and the Midwest Small Business Liaison Officers (SBLO) Organization the Illinois program is able to provide valuable technical assistance.

As a component of the Illinois Entrepreneurship Network, the IPTACs work in close cooperation with other business assistance programs thereby insuring that participating firms receive a full range of business development services.
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ILLINOIS PROCUREMENT TECHNICAL ASSISTANCE CENTER GOALS

The Illinois Procurement Technical Assistance Center (IPTAC) program has set forth the following major program goal areas and indicators which serve to guide the delivery of services to Illinois small businesses. Please use indicators provided in this section when completing performance indicator/measures form. Additional proposed goals, performance indicators and measures may be included, using the same format provided. Although the results in the Economic Impact goal area may not be under the direct control of the IPTAC, the Center must submit projected results for this area.

ECONOMIC IMPACT

The indicators in this goal area relate to the results of the center's efforts in all of the goal areas listed above. All economic impact will be broken out by each type of business client, i.e., Women, Small Disadvantaged, HUBZone, Service Disable Veterans, etc. 

	Performance indicators:

1. number of bids submitted
2. number of contracts secure
3. dollar value of contracts secured ($20 million)
4. number of full-time jobs created (42)
5. number of full-time jobs retained (105)

ONE-ON-ONE PROCUREMENT CONSULTATION/TECHNICAL ASSISTANCE

The grantee shall provide Illinois companies with quality procurement counseling and technical assistance. One-on-one consultation has been proven to be the most effective method to relate information about contracting opportunities. General training sessions should produce clients who have potential for government contracting. Specific issues will be addressed for each individual client.

	Performance indicators:

1.	number of initial consultation sessions (60)
2.	number of follow-up consultation sessions 
3.	number of active clients
4.	number of consultation hours (1,200 per $80,000 of funding)

GENERAL INFORMATION/PROGRAM PROMOTION

The grantee shall provide general procurement information and promote program services to Illinois companies. General training sessions, seminars and conferences should be planned to highlight the areas and topics of interest to a targeted population with possible interest in government contracting opportunities. Co-sponsored events are encouraged, when feasible, in order to maintain ongoing education and utilize available resource opportunities throughout the Network. Success stories should be submitted to DCEO and other media to highlight the successes that have resulted due to assistance from the center.

	Performance indicators:

1. number of procurement conferences/training sessions to be sponsored or co-sponsored (6)
2. number of success stories (6)

SMALL DISADVANTAGED BUSINESS (SDB) AND WOMEN OWNED BUSINESS DEVELOPMENT

The grantee shall identify and assist small business clients who have been considered both socially and economically disadvantaged. There are several preferences for businesses that can be classified in these areas. Both prime and sub-contracting opportunities exist. Small business clients will be encouraged to participate in subcontracting opportunities where larger prime contractors must complete a subcontracting plan that encourages participation with these specific targeted populations. (Recommended minimum numbers are not included for this area, however, information will be gathered to measure overall results of the program).

	Performance indicators:

1.	number of Small Disadvantaged Business initial consultation sessions
2.	number of Women Owned Business initial consultation sessions
3.	number of HUBZone Owned Business initial consultation sessions
4.	number of Service Disabled Veteran Owned Business initial counsultation sessions

PROFESSIONAL AND PERSONAL DEVELOPMENT TRAINING/ NETWORKING

Center personnel shall participate in on-going personal and professional training programs. Center personnel should actively network with other PTACs and participate in other associated activities and training opportunities, business organizations and educational seminars to maintain the highest level of current information related to government contracting and business development.

	Performance indicators:

1. number of procurement related training sessions attended (50 per staff)
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DEPARTMENT OF DEFENSE COOPERATIVE AGREEMENT

The IPTAC program is a current recipient of a grant from the Department of Defense under a Cooperative Agreement that was created in 1984 by an Act of Congress. The DoD Procurement Technical Assistance Cooperative Agreement Program helps state and local governments establish and/or maintain procurement networks. Organizations qualifying to submit a proposal under the program include state and local governments and private, non-profit entities. The IPTAC program has been successful in securing Cooperative Agreement funds each year since the Cooperative Agreement Program's inception, a distinction in which all associated with IPTAC should take pride.

The National Cooperative Agreement Program has grown and matured markedly since its inception. From a $2 million authorization in 1985, the funding level rose to $7 million in 1989, $12 million in 1995 and $17 million in 1997. The stipulations of the agreement require that the DoD share of the grant not exceed 50 percent of the net program cost (total program cost minus other federal funds and program income) thus ensuring a strong matching commitment from state governments or other sources.

Of particular interest to the IPTAC program is a stipulation incorporated into the statute which doubled the absolute cap on the DoD share from $300,000 to $600,000 for statewide programs. Clearly, such instrumental aid remains crucial to the maintenance of services offered by the IPTAC program network.

The DoD Cooperative Agreement has been, and continues to be, an essential ingredient in the success of the IPTAC program. In a time of much uncertainty about the role of federal agencies, this money and the clear-cut goals to which it is dedicated represent an instance of truly effective government assistance.
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PROGRAM SUPPORT

The service delivery of the IPTAC has been very effective; in large part because of the support provided through the Illinois Department of Commerce and Economic Opportunity and the guidance, direction and scrutiny provided by the program manager and staff in the operation of the IPTAC. This support includes:

· identifying funding support for the local procurement centers 

· providing initial and follow-up training for the local procurement assistance center staff 

· providing ongoing support and assistance to individual local procurement assistance centers 

· developing and encouraging networking and synergy between the local procurement centers 

· monitoring the performance of the local assistance centers to guarantee a high level of quality service delivery 

Currently, there are no contingency fees or service charges being assessed by DCEO's IPTAC program.

The program is supported by a full-time professional whose time is devoted 100% to the IPTAC program.

The IPTAC program provides ongoing support, training, technical assistance, monitoring, control, guidance and trouble shooting for the 10 PTAC directors and staffs.

The manager of the IPTAC program is responsible for the development, organization, planning, execution, control and operation of the program and granted with the necessary authority to carry out these functions. The program coordinator, procurement specialist and support staff report directly to the manager. Each local procurement technical assistance center director is accountable to and is required to report to the manager regarding programmatic issues. The manager has the authority to represent the program in all matters.
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RESPONSIBILITIES OF THE STATEWIDE PTAC PROGRAM MANAGER

The program manager of the IPTAC program is responsible for the supervision of the IPTAC program management staff.

Other responsibilities of the IPTAC program manager include:

o developing the annual budget and local objectives for the DLA approval
o provide proof each person listed on the DCEO and sub-recipients budgets has been checked against the "Excluded Parties List System" (EPLS) and found not to be on the list

· semi-annual and annual program audit reviews of sub-recipients, special reports and overall program operational oversight 

· timely completion of all semi-annual report reviews and developing quarterly and annual programmatic reports to DoD 

· program training, including periodic Director's meetings, informational and directional memoranda, program information updates 

· tracking all Illinois PTAC assignments, reports and other requests for assistance including quantitative and qualitative evaluation of assistance provided by the Illinois PTACs 

· interaction with the U.S. Department of Defense and U.S. Defense Logistics Agency and all other federal and state agencies involved in government contracting 

· coordinating all Illinois PTAC contractual and fiscal processing 

· performing special assignments as directed by the Manager of the Illinois Small Business Development Center 
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Proxity®

Proxity provides critical, integrated and interpretable logistics information to the government and contractors so that processes can be automated, labor and research costs saved, and new levels of efficiency and return on investment realized.

Information on more than 100 million items in the U.S. Federal Supply Catalog and over 40 U.S. Army, Navy, Air Force, and related databases are provided. Proxity allows users to locate a part number, determine its manufacturer, research past award histories, conduct competitive analyses, identify alternative sources, and more. 

The FLIS (Federal Logistics Information System), the primary Proxity database, can be searched by:

national stock number (NSN)
part number 
CAGE code 
company name
technical characteristics 
Product Item Description (PID) data 
many other parameters


Specs & Standards Service:

The Specs & Standards service provides quick access to the standards, specifications and related technical documents you need. Using the service, you eliminate the hidden project costs and lost production time with:

Full-text searching - direct access to documents by word or phrase
The ability to explore all relevant databases with a single search
Daily updating that minimizes costly design mistakes and helps you meet quality initiatives, such as ISO 9000








SECTION II





REPORTING
REQUIREMENTS AND FORMS
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CLIENT SERVICES

The Illinois PTAC center is to inform Illinois businesses of the potential for market expansion through DoD and other government procurement opportunities and assist viable companies to become successful DoD and government contractors thereby enhancing the economic development vitality in the State of Illinois.

With the support of the DoD, the IPTAC program has been very effective in identifying potential program clients. Thousands of Illinois companies have received first-time procurement assistance through initial consulting sessions. In addition, thousands have received procurement information and assistance through the workshops and conferences sponsored or cosponsored by the IPTAC network. The local conferences conducted by the IPTACs range from the general procurement overview session to more specialized, focused workshops covering such areas as quality assurance, packaging and packing, contract financing, pre-award surveys and post award contract administration. IPTAC's overall effectiveness is the result of the high quality one-on-one assistance and counseling provided to program clients.
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IPTAC GENERAL REQUIREMENTS
ILLINOIS PROCUREMENT TECHNICAL ASSISTANCE CENTER (IPTAC)
	
Staffing

Each Illinois IPTAC shall have, at minimum, one Professional Full Time Staff 100% dedicated to the program. 

The preferred staffing requirements of a fully operational IPTAC are: one full-time director who devotes approximately 60% of his/her time in direct consultation and client support and 40% of his/her time in the management and promotion of the center; one full-time contracting assistance specialist who spends approximately 75% of his/her time in direct consultation and support of procurement clients and 25% assisting with training and special activities; and at least one half-time clerical staff person who provides administrative support for the center.

The total work hours available for a full-time professional are 1,950 hours, based on a 37.5 hour work week at 52 weeks/year. Allowing for 300 hours of holiday, sick, and vacation time and 50 hours for professional and personal development, each professional staff has a total of 1,500 hours of available time. 

Consultations, Services, and Assistance

The IPTACs shall emphasize in-depth, high quality, one-on-one business consultation and technical assistance to program clients. The IPTAC shall provide services that include, but are not limited to:

· general consultations and information on the DoD, federal, state, local government, prime and sub-contractor markets 

· automated matching of firm's product, manufacturing or service capabilities with major military and civilian buying agencies 

· developing specific information or providing a special service when requested by the Illinois PTAC and /or DLA 

· maintaining Neoserra including gathering local data and data entry into the Illinois PTAC center’s Neoserra

· maintaining and strengthening the relationships between the PTAC, local chambers of commerce and other business service organizations 

· developing the annual budget and local objectives for the Illinois PTAC approval. As part of the budget submittal every person listed on the budget must be checked against the "Excluded Parties List System" (EPLS). This is done at https://www.epls.gov/epls/search.do?reset=true. The last page showing the person does not appear in the list needs to be submitted with the budget. 

· retaining appropriate staff as listed in the grant, including a full-time business assistance specialist and support staff whose primary responsibility is the delivery of services 

· maintaining a publicly listed telephone in the name of the center (listed as Illinois Procurement Technical Center at..) and answering the telephone, "Illinois Procurement Technical Assistance Center at..." 

· providing an adequate number of (no cost) client parking spaces at a location convenient to the Illinois PTAC office (parking validation by the Illinois PTAC is an allowable cost activity) 

· clearly identifying the Illinois PTAC by strategically placed internal and external signs directing the client to the Illinois PTAC offices 

· utilizing the Grantee Reporting System (GRS) to report costs and request reimbursement of grant funds 

· instruction in the completion of bidder application forms and the Centralized Contractor Registry (CCR) system 

· identification of defense and civilian agency contracting and sub-contracting opportunities and making appropriate referrals to Illinois firms 

· specifications and standards, bar coding, packaging information and other information needed to bid 

· review of bid packages to insure client understanding of bid requirements 

· information, training, and assistance in the area of e-business, electronic commerce/electronic data interchange (EC/EDI) 

· information regarding contract administration, ISO standards, Total Quality Management (TQM) and other areas as needed 

· assistance with specialized requirements in areas such as research and development, construction and data processing 

All advising activity shall be entered in the Designated Electronic Information System (MIS) on a daily basis. Client information must be entered into the MIS by the fifth (5th) business day of the month for the previous month’s activity. Any activity recorded after the 5th business day shall be included in the current month’s activity.

Each IPTAC shall also enter information on clients with federal contracting potential into the designated Illinois match system in order to provide clients with automated bidding opportunities and access to government EC/EDI contracting opportunities.

Reporting

Each IPTAC shall report the following programmatic information to the DCEO IPTAC:

· the number and type of clients assisted including number of initial and follow-up advising sessions and total number served for: small businesses, other than small businesses, small disadvantaged businesses, women-owned companies, service disabled veterans and the number of firms located within a distressed area or HUBZone 

· the type of assistance provided to program clients including: general business advising, marketing and targeting assistance, bid referrals, bid assistance, technical assistance, technical assistance referrals and resource support such as providing standards and specifications 

· the number of DoD and other government agency prime and sub-contracts awarded to clients as well as the dollar value of these contract awards and verification forms submitted monthly 

· the number of full and part-time jobs actually created and/or retained as the result of assistance provided by the program shall be verified in writing by the client receiving the contract award 

· client success stories attributed to assistance provided by the IPTAC should be completed and entered monthly into the MIS Success Story database 

· the number of bids submitted by clients 

· the number of active clients 

Financial Reporting 

Monthly reporting of costs is required on the agency’s Grantee Reporting System (GRS) which is accessible through an internet connection. Costs must be entered into the appropriate month in which they were incurred to comply with federal regulations.

Program Income Reporting

IPTACs will report their program income to DCEO on a quarterly basis in response to an e-mail request on the DLA form provided to the PTACs by DCEO. Program income must be properly expended before requesting reimbursement of any expenditures. No program income may be carried over to a new program year. 


Additional Resources

Each IPTAC shall secure and provide the following additional resources and services:

· volunteer and/or student resources to provide administrative support to the IPTAC 

· access to advisors and/or education programs which can provide specialized in-depth assistance in areas such as electronic commerce/electronic data interchange (EC/EDI), e-business, ISO standards and Total Quality Management control (TQM) 

· an updated reference library that includes: a current file of resource directories of federal, state and local resources available to small businesses 

· linkages with financial institutions, professional associations, management groups, trade associations, chambers of commerce, economic development councils and appropriate consultants 

· access to educational opportunities through community colleges, universities, public libraries, and other local, state and federal resources 

Education and Training 

When needs for specialized training and education are identified, the IPTAC shall conduct or provide access to training and counseling in the following areas:

· marketing techniques and strategies 

· pricing policies and procedures 

· pre-award procedures 

· post-award contract administration 

· quality assurance 

· production and manufacturing 

· financing 

· electronic Commerce/Electronic Data Interchange (EC/EDI) 

· e-business 

· subcontracting 

· bid and proposal preparation 

· specialized acquisition requirements for such areas as construction, research and development and data processing 

· packaging specification and requirements 

PTAC Definitions

Active Client: client that has received Procurement Technical Assistance within the last 12 months (advising, reported receiving an award(s), submitted a bid(s), or responded to Center survey).

Client: an individual or a business that is seeking or may potentially seek to market its goods and/or services as a prime contractor or subcontractor to DoD, other federal agencies, and state or local governments that has received procurement technical assistance

Consultation Session: a documented event, including but not limited to, a telephone call, correspondence, e-mail, or personal discussion held with a business firm/client, where professional guidance is provided to assist the business firm/client in marketing its goods and/or services to DoD, other federal agencies, and state and local governments. This includes, but is not limited to, providing advice and assistance such as:

1. assisting business firms/clients by providing marketing and technical assistance in selling their goods and/or services to DoD, other federal agencies, and state and local governments 
2. assisting with understanding specifications 
3. assisting in the preparation and proper submission of applications, certifications, registrations, etc. in order to do business with government entities 
4. assisting in the preparation of offers 
5. providing post award assistance in areas such as production, quality system requirements, finance, engineering, transportation and packaging 
6. providing information to business firms/clients on the DoD Mentor-Protégé Pilot Program, Electronic Commerce (EC), HUBZone Empowerment Contracting Program, subcontracting opportunities with contractors holding government prime contracts, and commercial item acquisitions 

The venue must provide for live and direct interaction between the PTAC and the client. Acceptable venues for a consultation session include, but are not limited to, face-to-face, telephone, video conference, and email. Consultation sessions may also be offered in classroom settings to small groups, provided that the information presented is specific to the needs of attendees and the event involves the PTAC’s personal interaction with each individual attendee.

The distribution of mass mailings (including emails), newsletters, publications, specifications, technical information, and bid matches are forms of providing assistance, but are not consultation sessions, although these activities may generate subsequent consultation sessions. Simply referring business firms/clients to another source for advice or assistance and performing no other service for the client/business is not a consultation nor can any resulting award be counted on the DLA 1806 submission.

Follow-up Consultation Session: a consultation held with a client, subsequent to the initial consultation session.

Initial Consultation Session: The first consultation held by a PTAC with an individual or business firm that is not an “active client” as defined in this section. The initial consultation should be used, in part, to determine if an individual or business firm has potential to do business with a federal agency and/or State and local government as either a prime or sub-contractor. Those that are determined to have no potential should not be added to the “active client” base but the session can be reported as an “Initial Consultation Session.” Those determined to both have potential and are interested in receiving assistance from the PTAC should be added to the “active client” base.

A consultation session with a client that was previously advised, but no longer meets the definition of an “active client” and who was not included in the “active client base” reported in the previous quarter may again be reported as an initial consultation session.

Procurement Technical Assistance: any assistance of a specialized or professional nature provided to a business firm/client to enable it to identify potential contractual opportunities with DoD, other federal agencies, and state and/or local governments, or to obtain or perform under contracts with these entities. This specialized assistance may consist of, but is not limited to, locating potential marketing opportunities for IPTAC’s business/clients’ products and/or services, educating and/or familiarizing firms and clients in the area of electronic commerce, assisting in the preparation of registrations, proposals, and financial and contractual forms, and providing guidance in relation to quality assurance, production, and/or assistance in the resolution of engineering, financial, quality or production problems.
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REPORTING REQUIREMENTS

Request for Consultation Client Forms shall be signed and dated. All individual consultations shall be documented on Neoserra. Client information shall be entered into MIS system daily.

Contract Verification Forms shall be signed and kept on file in the client files. Contracts shall be entered into MIS.

All information relative to the DLA 1806 report shall be entered into MIS by the 5th working day after the end of the month.

Each IPTAC center is responsible for developing success stories as they occur and entering them into MIS (a minimum of 6 per year).

Active clients serviced shall be surveyed annually, at a minimum, to document client satisfaction with the assistance provided by the IPTAC. The client shall be requested to assess the performance of the IPTAC and its personnel in terms of:

1. timeliness and responsiveness to general and specific client needs 
2. flexibility and ability to change with the evolving client circumstances 
3. commitment to the clients stated goals 
4. training offered and received, as appropriate 
5. overall capability to provide relevant advice and assistance to the client 

Active clients surveyed shall be instructed to rate the IPTAC as satisfactory or unsatisfactory. The IPTAC's files will reflect, in sufficient detail, the IPTAC's efforts to overcome client dissatisfaction. The above information, in either paper or electronic form, will be compiled, documented and maintained and shall be made available to Small Business office personnel, the GO/AGO or other designated representatives for review upon request.




(Insert NEW version of IPTAC Cooperative Agreement Performance Report/DLA worksheet)

****************************
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CLIENT FILES

Each IPTAC center must maintain a system of files which is both functional and efficient. This system should allow the orderly arrangement of files so complete information about each consultation case and training function is securely maintained. All information must be easily retrievable.

Client files will be maintained securely to preserve the confidentiality of their contents.

General information requests should be maintained separately and organized by program year.

The following information is required:

· signed Client Profile Information form (CPI) with original signature of facsimile 

· federal supply class codes identified for or by clients 

· Client Activity Record (CAR) on all client contacts 

· client data worksheet/in-depth initial interview information (entered on MIS) 

· strategy of assistance to be rendered to clients 

· tracking history (activity log) of direct assistance or activities performed for client (entered on MIS) 

· follow-up files and referral system are to be maintained 

· contract/job verification forms or letter signed by client 

· copies of other pertinent materials such as applications, certifications and brochures 

PTAC REQUEST FOR CONSULTATION

ICATS PROFILE SET-UP SHEET

PTAC CLIENT ACTIVITY LOG
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Websites for Clients

General Sites:
www.dnb.com DUNS number
www.ccr.gov CCR Registration also to be taken to ProNet
www.sba.gov (for them to search ProNet on their own)
http://www.dlis.dla.mil/bincs/default.asp - BINC for seeking CAGE codes for companies

General sites that hold specific information:
www.sba.gov - Size standard, NAICS, 8a, SDB, ProNet, HubZone,Veteran, Women 
http://www.safaq.hq.af.mil/contracting/ - Federal Acquisition Regulation resource (AirForce Contracting)
www.gsa.gov - Federal Supply Schedules, GS Advantage

Market information:
www.fedbizopps: opportunities $25,000 or more
https://illinois.outreachsystems.com/: bidmatching plus we can do archive research through Softshare (helps identify agencies to market to)
http://www.fpdc.gov/fpdc/fpdc_home.htm Federal Procurement Data systems
http://ssq.fss.gsa.gov/ - GSA Sales Query

Federal Business Opportunities is utilized to identify current bidding opportunities, $25,000 or more in value, for program clients and make them aware of potential future contracting opportunities. Softshare handles a comprehensive search beginning with FedBizOpps to identify all opportunities for clients (including those under $25,000 in value). The other market information that can be obtained from this site can be utilized to identify federal government buying activities which procure a client’s products or services. Resources such as the NAICS Manual and Product/Services Code Manual are utilized to classify the type of client company and its capabilities and also identify the federal supply group and class of the products the companies provide. The FPDC reports which break out federal procurement dollars by FSC (Federal Supply Class), is utilized to target a client's company into appropriate buying activities. The State Center and each IPTAC provide clients with automated buying activities. The State Center and each IPTAC provide clients with automated bidding opportunities from Softshare for opportunities for all governmental agencies i.e. federal, state and local.

COMMODITIES LISTING: http://www.doi.gov/febtc/dod.htm - this site is DoD Websites (has everything)

Others:
US Dept of Energy http://www.doe.gov/engine/content.do
Veteran's Administration http://www.va.gov/
US Postal http://www.usps.com/
General Services Administration
CMS http://www.state.il.us/cms/
IDOT http://www.dot.state.il.us/
Illinois Purchasing Directory (last I knew must be ordered via telephone)
State purchasing offices (can be found on www.purchase.state.il.us)
City of Chicago http://egov.cityofchicago.org

The commodity listing and agency information for the buying activities shown above are used to further assist clients in targeting their capabilities and products to appropriate buying centers. These websites contain information about specific items purchased by each facility, how the facility buys and appropriate contracts and bidder application instructions.

Please note that the above is only a partial listing. The DCEO State Center and IPTACs also maintain buying and commodities information on a number of other United States Military commands. 


TECHNICAL DATA:
Federal Acquisitions Regulations http://www.arnet.gov/far/
The Federal Register http://www.gpoaccess.gov/fr/index.html
Bureau of Industry and Security http://www.bxa.doc.gov/ 
The Official Web Site of the President’s E-Government Initiatives http://www.whitehouse.gov/omb/egov/gtob.htm

The consultation tools listed above are used to provide technical support and guidance to program clients. Several of these resource materials are used to assist clients in bid preparation and contract administration. Access to these regulations and information is vital to aid clients in understanding bid clauses, certifications and requirements.

The IPTAC Network also utilizes publications and other resources to counsel and educate program clients on the philosophy and guiding principles of continuous improvement strategies as required by DoD and the Federal Government agencies.

NOTE:	 The above listings are not complete and each IPTAC is encouraged to augment its library with additional references.
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REQUIRED FILE MATERIALS


STANDARD APPLICATIONS AND FORMS

SF	129		CCR Application
DD 2051		Cage Code Application
DD 250		Material Inspection /Receiving
DD 1524		Pre-Award Survey of Offerer
SF	24		Bid Bond
SF	1443		Contractor's Request for Progress Payment
SF	254		Architect Engineer, Etc. Questionnaire
SF	255		Architect Engineer, Etc. Questionnaire - Specific Project
SF	1034		Public Voucher - Purchases & Services other than Personal
SF	1411		Contract Pricing Proposal Cover Sheet
SF 1403-1408	Pre-Award Survey of Prospective Contractor Accounting System
GSA3038		GSA BMLA Code Sheet
GSA 1381		GSA Listing of Commodities and Services
IL	401-0294	State of Illinois, Bidder Application Form
DLA 1806		PTA Cooperative Agreement Performance Report
IL	420-0778	Illinois Client Profile Information Form 
			Contract Verification Form

The forms listed above are utilized to enter clients into the government procurement system, advise them in the pre-award phase and assist them in the area of post award contract administration. Forms at the end of the listing are utilized to collect and report center and client information.

All forms are available online.

MARKET INFORMATION

· Selling to the Military 
· Federal Procurement Data Systems Special Report 
· Selling to the United States Air Force 
· U.S. Government Purchasing and Sales Directory 
· FPDS Product and Service Codes	 
· SIC Manual 

Other market information resources, such as; Selling to the Military, Selling to the Air Force and the U.S. Government Purchasing and Sales Directory, are utilized to identify DoD and other government buying activities which procure the specific products produced by program clients. Resources such as the SIC Manual and Product and Services Code Manual are utilized to classify the type of client company and its capabilities and also identify the federal supply group and class of the products the companies provide. The FPDS report, which breaks out DoD procurement dollars by FSC, is utilized to target a client's company into appropriate buying activities. The State Center and each IPTAC provide clients with automated bidding opportunities from Department of Defense and other federal buying activities as well as opportunities for state and local governmental agencies.

COMMODITIES LISTING AND BUYING INFORMATION FOR THE FOLLOWING AGENCIES:

· Defense Construction Supply Center 
· Defense Electronic Supply Center 
· Defense Fuel Supply Center 
· Defense Industrial Supply Center 
· Defense General Supply Center 
· Defense Personnel Support Center 
· Air Force Logistics Agencies 
· U.S. Department of Energy 
· Veteran's Administration 
· U.S. Postal Service 
· General Services Administration 
· Illinois Department of Central Management Services 
· Illinois Department of Transportation 
· Illinois Purchasing Directory (includes all agencies, boards, commissions, universities and community colleges) 
· Listing of other state purchasing offices 
· City of Chicago Purchasing Directory and Information 

The commodity listing and agency information for the buying activities shown above are used to further assist clients in targeting their capabilities and products to appropriate buying centers. These files contain information about specific items purchased by each facility, how the facility buys and appropriate contracts and bidder application instructions.

Please note that the above is only a partial listing. The DCEO State Center and IPTACs also maintain buying and commodities information on a number of other United States Military commands and bases, particularly in the Midwest. These include, but are not limited to:

· The U.S. Army Armament, Munitions, & Chemical Command (AMCCOM): Rock Island, IL 
· Aviation Troop Support Command, (ATCOM): St. Louis, MO 
· U.S. Army Tank and Automotive Command (TACOM): Warren, MI 
· Information on the command at Scott Air Forces Base in Illinois 

TECHNICAL DATA

· Federal Acquisition Regulations 
· Department of Defense Supplement to the Federal Acquisition Regulations 
· DoD Guide to the Defense Contracting Regulations for Small Business, Small Disadvantaged Business, Women-Owned Small Business 
· DoD Guidance for New Contractors 
· Mentor - Protégé Pilot Program Announcement 
· Military and Federal Specifications and Standards Library 
· DoD Total Quality Management (TQM) Guide 
· Defense Acquisition Counselor Training Program 
· Guide for the Preparation of Offers for Selling to the Military 
· Guide to Defense Contract Finance Regulations for Small Business 
· Metric Conversion 
· ISO 9000 - 9004 Quality Standards 
· State of Illinois Purchasing Laws/Procurement Rules 
· ARPA Defense Technology, Conversion, Reinvestment and Transition Assistance Information 
· Technology Reinvestment Project Announcement 
· SBIR Announcements 
· Small Business Technology Transfer Program (STTR) Announcements 
· Electronic Commerce/Electronic Data Interchange (EC/EDI) Initiative Information 
· Value Added Networks (VAN) Listing and Description 

The consultation tools listed above are used to provide technical support and guidance to program clients. Several of these resource materials are used to assist clients in bid preparation and contract administration. Access to these regulations and information is vital to aid clients in understanding bid clauses, certifications and requirements.

Also, the IPTAC Network maintains informational announcements and technical information on several vital programs such as Technology Reinvestment Project, DC/EDI, SBIR and STTR.

The IPTAC Network also utilizes publications and resources such as the DoD TQM Guide to counsel and educate program clients on the philosophy and guiding principles of continuous improvement strategies as required by DoD and the Federal Government agencies.

NETWORK AND SUPPORT INFORMATION

· DoD Small Business Specialists Directory 
· DoD Small Business Subcontracting Directory 
· Small Business Administration Procurement Center Representative Directory 
· State of Illinois Buyer's Directory 

NOTE:	 The above listing is not complete and each IPTAC is encouraged to augment its library with additional references.
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NATIONAL CONTRACT MANAGEMENT ASSOCIATION

The National Contract Management Association (NCMA) was formed in 1959 as a professional organization for all involved in the acquisitions process - corporate or governmental, buying or selling.

Approximately 24,000 members comprise 113 NCMA chapters in the United States, Europe, Asia and the Middle East. Striving to "foster the professional growth and educational advancement" of its member, the NCMA offers several programs and materials to meet this goal. Among these offerings are an impressive library of audiovisual aids, the monthly National Contract Management Journal, the quarterly Contract Management magazine and a prestigious accreditation program consisting of two independent titles: Certified Professional Contracts Manager (CPCM) and Certified Associate Contracts Manager (CACM). These programs and corresponding review classes are offered by each chapter and are open to NCMA members and non-members.

IPTACP strongly encourages active utilization of the NCMA and its resources. 
For information, please contact:

	National Contract Management Association
	1912 Woodford Road
	Vienna, Virginia 22182
	(703)448-9231

Standards For NCMA

Each member of the NCMA shall:

· strive to attain the highest professional standard of job performance, to exercise diligence in carrying out the duties of his/her employer and to serve that employer to the best of one's ability 

· keep informed of acquisition developments through academic course work and attendance at symposia in order to increase knowledge, skill and thoroughness 

· respect the confidence and trust reposed in the member by one's employer 

· conduct oneself in such a manner as to bring credit upon the Association, as well as to maintain trust and confidence in the integrity of the acquisition process 

· avoid engagement in any transaction that might conflict with the proper discharge of one's employment duties by reason of a financial interest, family relationship or any other circumstances causing a breach of confidence in the acquisition process 

· not knowingly influence others to commit any act that would constitute a violation of this code 
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ASSOCIATION OF PROCUREMENT TECHNICAL ASSISTANCE CENTERS (APTAC)

As the title implies, procurement assistance specialists have always been in the business of helping businesses sell to federal, state and local agencies. Lacking professional advice, many firms simply cannot cope with the amount and complexity of information necessary to win government contracts. Similarly, responsibilities of procurement specialists have grown equally complex, particularly in today's environment of limited financial resources. Facing this scenario, contracting professionals often feel the need to share their concerns, ideas and needs with peers. It was out of this desire that the Association of Government Marketing Assistance Specialists was born in 1986. The Association, otherwise known as APTAC, set out to provide an atmosphere conducive to the kind of contact government marketing professionals wanted. Today APTAC boasts over 400 members from across the nation.

APTAC is a non-profit, non-lobbying, incorporated entity. It exists, according to the organization's by-laws, to "establish and maintain a national forum to conduct training and provide for the exchange of information and ideas" which concern the procurement field. Its Executive Committee is composed of a president, vice president, secretary and treasurer, all of whom hold one-year terms. Members are represented by ten regional representatives who serve two-year, staggered terms. Together, these two groups form the Board of Directors. The Association has also sanctioned standing committees empowered to initiate programs consistent with its central aim. These committees include Program Standards, Legislation, Education, Ballot, Membership and By-laws.

The Program Standards Committee has developed a code of ethics for the profession, while the Legislation Committee monitors congressional bills pertaining to procurement industry interests. Currently, the Education Committee is continuing efforts to promote further training of marketing assistance specialists and put into place a Certificate of Recognition program. The remaining committees - Ballot, Membership and By-laws, conduct elections for officers and directors, maintain (and work to build) the organizational roster and amend the by-laws when necessary.

To facilitate the operation of APTAC, PHS has been contracted to perform the association's administrative chores, such as keeping the books and publishing Connection. APTAC headquarters, in Beaumont, Texas, promotes the association's activities and provides a medium for the exchange of ideas about the procurement marketplace.

Clearly, the most important way in which members exchange ideas, however, is the Annual Meeting. This event offers members a chance to participate in a variety of informative workshops, catch up on governmental funding issues, elect officers and enjoy the kind of fellowship and professional networking so helpful in government contracting. The annual meeting best typifies APTAC' fundamental goal: making the procurement technical assistance field more successful by affording professionals a wealth of information and peer contact available nowhere else.
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ASSOCIATION OF PROCUREMENT TECHNICAL ASSISTANCE CENTERS (APTAC)

Each member of APTAC shall:

· maintain professional integrity in all actions 

· respect the confidence and trust reposed in the member by the employer and by the client 

· protect the privacy and the confidentiality of all information entrusted to the member, both during and after employment as a Government Marketing Assistance Specialist and use such information only in that work 

· abstain from entering into any agreement, contract or partnership directly or indirectly, with any active client, other than the advising relationship 

· avoid engagement in any transaction that might conflict with the proper discharge of one's employment duties or duty to one's clients by reason of a financial interest, family relationship or other circumstance causing a breach of confidence in the acquisition process or the advising relationship 

· refrain from knowingly influencing others to commit any act that would constitute a violation of law, of procurement regulations and guidelines, or this Code 

· represent reports of clients' successes fairly and objectively, taking credit only where it is significantly attributable to the assistance rendered 

· take credit for the work of others only with specific acknowledgment and authorization 

· strive to attain the highest professional standards of job performance, to exercise diligence in carrying out the duties of one's employer and to serve the employer to the best of one's ability 

· make every effort to keep personal knowledge and expertise up-to-date 

· conduct oneself in such a manner as to bring credit upon the Association, as well as to maintain trust and confidence in the integrity of the acquisition process 
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POLICY NOTES

As needed, the IPTAC Program will issue policy notes and/or letters to be incorporated into the Operations Manual for Procurement Technical Assistance Centers. These guidelines will be in effect until the date noted or until further notice. For further information refer to Part 5, Policy, Notices and Forms pertaining to SBDC, PTAC and ITC/NOC.
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INTERNATIONAL TRADE CENTERS/NAFTA OPPORTUNITY CENTERS
PURPOSE

The Department of Commerce and Economic Opportunity/Illinois Small Business Development Center (DCEO/ISBDC), as the economic development agency for the State, has three levels of export assistance: the Office of Trade & Investment (OTI) and the International Trade Centers/NAFTA Opportunity Centers (ITC/NOC).

DCEO's IBD, headquartered in Chicago, provides Illinois companies with a variety of export programs and services. Their services are concentrated to support larger, export ready firms to promote trade missions, trade shows and catalog shows.

The centerpiece of the state's local level export assistance program is the International Trade Center/NAFTA Opportunity Center Network (ITC/NOC). These are members of the Illinois Small Business Development Center who provide one-on-one consultations on international services for potential Illinois exporters. Funded by DCEO, the U.S. Small Business Administration and a local host institution, ITCs, including the two NAFTA Opportunity Centers that specialize in trade with Canada and Mexico, are strategically located throughout Illinois. 

The ITC/NOCs work closely with the U.S. Small Business Administration, the U.S. Department of Commerce and ExIm Bank, now known as the U. S. Export Assistance Center (USEAC).

The strength of the ITC/NOCs is the linkage with the Illinois Small Business Development Center (ISBDC) and DCEO's Office of Trade & Investment and the other resource providers within the state.
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INTERNATIONAL TRADE CENTER (ITC) GOALS

The International Trade Center (ITC) program has developed the following set of major program goal areas. These goals serve as a means by which the many important and diverse services and activities of the ITCs are noted. The following goals and indicators are the minimum standards by which activities must be recorded. Additional goals and indicators may be added at each individual center’s own discretion. However, centers are encouraged to consult with the program manager before adding additional goal areas. None of the goal areas listed below may be eliminated from official record-keeping activities unless directed in writing by ITC program management staff.

BUSINESS CONSULTATIONS

The ITC should provide basic business consultation services and business analysis to existing and potential small business owners.

	Performance indicators:

1. total client cases
2. number of “continuous” cases
3. total center consultation hours (900 per PFTE)
4. average hours per case

EDUCATION AND TRAINING FOR BUSINESS (an annual training plan will be submitted in January of each calendar year. This training plan will outline preliminary arrangements for sponsored and co-sponsored workshops/seminars/events)

	Performance indicators:

1. number of seminars/workshops/events sponsored
2. number of seminars/workshops/events co-sponsored
3. number of seminars/workshops/events co-sponsored with DCEO, SBA, and/or the U.S. Department of Commerce
4. number of companies educated in export finance/payment

NETWORKING AND DEVELOPMENT OF RESOURCES

	Performance indicators:

1. number of new consultation and training resources developed
2. number of center advisory board meetings held

TRADE SPECIALIST TRAINING & PROFESSIONAL IMPROVEMENT

	Performance indicators:

1. number of hours of Professional Development Training (50 per PFTE)
2. attend and participate in all programmatic and DCEO ISBDC designated meetings (5)

PUBLIC RELATIONS/MARKETING EFFORTS

	Performance indicators:

1. number of presentations to business/community groups
2. number of press releases produced by center for local ITC events/informational forums
3. number of success stories submitted throughout the year (6)
4. semi-annual satisfaction survey (mailed/faxed/e-mailed) to all clients measuring interest in ITC services and activities (2)


ECONOMIC IMPACT RESULTING FROM ITC ASSISTANCE (note: economic impact surveys will be sent at minimum: a) to all clients showing activity at this ITC within the last 12 month period, and b) on a quarterly basis)

	Performance indicators:

1. dollar value of export sales secured (by country)
2. number of jobs created
3. number of jobs retained
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OFFICE OF TRADE & INVESTMENT

FOREIGN OFFICES

State of Illinois European Office			State of Illinois European Office
Mr. Bart Smit,Mgr.Dir.				Mr. Macies Cybulski, Mgr Dir.
28-30 Boulevard de la Cambre, BTE 2		Chmielna 8, Room 309,310
1000 Brussels, Belgium				00-020 Warsaw, Poland
Phone: (32)2-646-5730				Phone: (48)-22-827-5961
Telefax: (32)2-646-5511				Telefax: (48)-22-827-7089
Email:Brussels@illinoistrade.org			Email: Warsaw@illinoistrade.org

State of Illinois North Asia Office			State of Illinois Canada Office
Mr. John Hemmer,Mgr. Dir.				Mr. Jeffrey Johnson, Mgr. Dir.
Crest Terrace Ichigaya #101				1 Eva Road
2-1 Ichigaya Sadohara-cho				Toronto, Ontario M9c 4Z5
Shinjuku-ku, Tokyo 162-0842 Japan			Canada
Phone: (81)3-3268-8011				Phone: (416) 695-9888
Telefax: (81)3-3268-8700				Telefax: (416) 695-9891
Email: Tokyo@illinoistrade.org			Email: Toronto@illinoistrade.org

State of Illinois Latin American Office		State of Illinois Southeast Asia Offic
Mr. Raymundo Flores, Mgr Dir.			Mr. Norman Li, Mgr. Dir.
Paseo de La Reforma 265 – Piso 14			3505 Hopewell Centre
Col. Cuauhtemoc					183 Queen’s Road East
06500 Mexico D.F.					Wanchai, Hong Kong
Phone: (52) 55-5533-6666/5165			Telephone: 852-2544-3863
Telefax: (52) 55-5533-5163				Telefax: 852-2543-6246
Email: mexicocity@illinoistrade.org			Email: hongkong@illinoistrade.org


State of Illinois Africa Office				State of Illinois China Office
Ms. Monica Stewart, Mgr. Dir.			Mr. Zachary Zhao, Mgr Dir. The Ronald Brown Commercial Center
Ste 631 US Commercial Ctr.,				Shanghai Ctr.
15 Chaplin Road					1376 Nanjing Rd. West, Shanghai 2000040
Illovo 2196 						People’s Republic of China
South Africa						Phone: (86) 21-6279-7640
Phone: (27) 11-778-4827				Telefax: (86) 21-6279-7607
Telefax: (27) 11-442-8818				Email: Shanghai@illinoistrade.org
Email: joburg@illinoistrade.org
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U.S. EXPORT ASSISTANCE CENTER

The U.S Export Assistance Centers (USEACs) integrate United States Government export marketing and trade finance assistance for U.S. firms to provide seamless delivery of these services to local business communities. EACs combine the services and programs of the United States Department of Commerce (DOC), the Export-Import Bank of the United States (EximBank) and the Small Business Administration (SBA) and in certain sites, the United States Agency for International Development (USAID).

TYPES OF ASSISTANCE AVAILABLE

EXPORT CONSULTATION
The primary focus of the USEACs is to assist export ready clients, those with the commitments and resources to establish or expand export operations. One-on-one consultation is available to small and medium-sized businesses with export potential. USEAC staff evaluates the needs of clients and helps them develop customized international business strategies based on the clients' experience and commitment for exporting.

Specialists work directly with clients by providing customized services and guiding them to other appropriate resources to help them meet their export objectives. Consultations are also available through Commerce's District Export Councils (DECs) and EDA's Service Corp. of Retired Executives (SCORE) and the Export Legal Assistance Network (ELAN).

TRADE FINANCE ASSISTANCE
Trade finance assistance is available for U.S. businesses interested in selling their goods and services abroad. USEAC staff will assist businesses in obtaining export credit insurance, pre-export financing through working capital medium and long term guarantee loans and fixed-asset financing to establish or expand international markets. Guarantee programs that include short-term working capital loans and regular business loans are also available.

OTHER ASSISTANCE
USEAC staff are trained in all federal export promotion programs. In addition to the above services, they can also provide guidance to businesses on issues such as procurement opportunities and feasibility studies.
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ITC/NOC RESPONSIBILITIES

ITCs/NOCs are encouraged to provide international trade finance and market development assistance to small businesses throughout the ITC/NOC network and, where appropriate and to the extent possible, offer special programs responding to these needs.

ITC/NOCs will coordinate and utilize public and private resources to provide assistance to small businesses and particularly to those businesses new-to-export or with export finance packaging needs. ITC/NOCs should provide a broad range of services to small-medium businesses, including the following, if appropriate and needed by the small business community:

· identify and analyze client's international trade needs, capabilities and problems. 

· provide in-depth advising in international trade techniques, procedures and opportunities, including documentation, pricing, market studies, etc. 

· establish an operational relationship with federal, state and local organizations essential to improving international trade for businesses in the area served by the ITC/NOC. 

· develop and conduct seminars on opportunities and procedures involved in exporting, importing, joint ventures, licensing and metric conversion, etc. 

· assess client's export-related financing needs and if necessary, assist clients in developing an export financing package. Develop linkages with local lenders and SBA District finance officers. 

· utilize international marketing and trade information assistance available to small business clients through the National Trade Data Bank (NTDB), Softshare and other international databases. 

· establish an International Trade Reference Library (see section titled Export Library). 

· assist SBA, DOC and IBD in promoting and recruiting participants for cosponsored events, workshops, trade shows, trade missions, etc. 

back to table of contents

ITC/NOC LIBRARY RECOMMENDATIONS

Each ITC/NOC should maintain, at a minimum, the following resources and references to assist clients in their export development efforts.

MARKET RESEARCH RESOURCES
National Trade Data Bank (NTDB): The NTDB is a U.S. Department of Commerce electronic data bank containing international trade information. The system currently includes over 4,000 market research reports covering a wide variety of products, industries and countries. These reports provide information on market trends, estimated demand, competition, distribution, business practices, potential end users and much more. You can check to see if a study has been completed on any of your potential target markets by selecting the section titled, "Market Research Reports" and searching with key word product descriptions. This is an excellent resource which can be accessed free of charge at a number of libraries throughout the state.

Overseas Business Reports (OBRS): This is a U.S. Department of Commerce publication and can be found at most libraries or on the National Trade Data Bank (NTDB), described above. OBRs are concise marketing-oriented reports and contain sections on best products for market, distribution, regulations and additional sources of information.

Exporters' Encyclopedia: This useful resource is published by Dun and Bradstreet and is available at most libraries. The Exporters' Encyclopedia contains the following sections for all countries (arranged alphabetically): country profile, communications, key contracts, trade regulations, documentation, marketing data, transportation and business travel. It also includes a list of products considered to be the "Best U.S. Export Prospects" for that country.

The Journal of Commerce: This is a daily newspaper (Monday-Friday), specifically devoted to international trade issues. Special features include a "Trading With" column which appears every Thursday and provides up-to-date trade information on a given country. Also, each issue includes a list of trade leads from the U.S. Department of Agriculture and/or the World Trade Center. Its publication may be available at some libraries or can be ordered.



INTERNATIONAL TRADE PERIODICALS
Business America: The Magazine of International Trade, published by the U.S. Department of Commerce, International Trade Administration

Export Today, published by Trade Communications, Inc.

The Exporter, published by Trade Data Reports, Inc.

Foreign Trade, published by Defense & Diplomacy, Inc.

International Business, published by American International Publishing Corp.

The Journal of Commerce, published by The Journal of Commerce, Inc.

World Trade, published by Taipan Press, Inc.

EXPORT REGULATIONS
U.S. Export Administration Regulations Guide: Published by the U.S. Department of Commerce, Bureau of Export Administration, this guide provides complex, in-depth information on complying with regulations. It is available at some libraries or through your nearest Department of Commerce, International Trade Administration Office.

Exporters' Encyclopedia: This publication includes a section on trade regulations for each country. This is an easy to use resource and can be found in most libraries. It is published by Dun and Bradstreet.

U.S. Department of Commerce, Bureaus of Export Administration (BXA): The Bureau of Export Administration, Office of Export Licensing, operates a Counseling Division that can answer questions about specific regulations and requirements.

Note: The above listing is only a small sampling of the information the ITC/NOC may include in its export development reference library.

The following is a list of further publications which would assist in providing a well-rounded library within your center. This listing is divided into three categories:

Publications Which are Necessary:

The Export Handbook, by William Kane

Foreign Commerce Handbook, by A.D. Maffry

Incoterms, International Chamber of Commerce

Directory of American Chambers of Commerce Abroad International Division, U.S. Chamber of Commerce

Foreign Chambers of Commerce and Associations in the U.S., International Division - U.S. Chamber of Commerce

NAFTA Text

NAFTA Tariff Schedule

North American Free Trade Agreement
Uniform Customs and Practice for Documentary Credit, International Chamber of Commerce

Guide to Documentary Credit Operations, International Chamber of Commerce

International Trade Reporter, International Trade Reporter

Schedule B: Statistical Classification of Domestic and Foreign Commodities Exported From the United States, Superintendent of Documents, U.S. Government Printing Office

The Official Export Guide, North American Publishing Co.

Basic Guide to Exporting, Superintendent of Documents, U.S. Government Printing Office

Foreign Economic Trends and Their Implications for the United States, Superintendent of Documents, U.S. Government Printing Office

Food and Agriculture Export Directory, Foreign Agricultural Service

Harris Directory, Harris Publishing Company

Exporting: From Start to Finance, Wells, Fargo L. and Karin B. Dulat

AgExporter, Foreign Agricultural Service

Foreign Agriculture, Foreign Agricultural Service

Desk Reference Guide to U.S. Agriculture Trade, Foreign Agricultural Service

Dictionary of International Trade, Foreign Agricultural Service

FAS Circulars, Foreign Agricultural Service

A Guide to Exporting Solid Wood Products, Foreign Agricultural Service

Developing Skills for International Trade - A Practical Guide For Export Training,
Judee Benton

Publications Which Are Helpful:

American Export Register, Thomas International Publishing Company

EC 1992: A Practical Guide for American Businesses, U.S Chamber of Commerce

A Guide to the North American Free Trade Agreement: Implications for U.S. Business, U.S Chamber of Commerce

International Mail Manual, Superintendent of Documents, U.S. Government Printing Office

Harmonized Tariff Schedules of the U.S. Annotated for Statistical Reporting Purposes, Superintendent of Documents, U.S. Government Printing Office

Foreign Consular Offices in the United States, Superintendent of Documents, U.S. Government Printing Office

Exportise, Small Business Foundation of America, Inc.

Discover Dollars in Drawback, National Council on International Trade Documentation

Managing Cultural Differences, Harris, Phillip R. and Robert T. Moran

Do's and Taboos Around the World, Roger Axtel

The Do's and Taboos of International Trade, Roger Axtel

Gestures: The Do's and Taboos of Body Language Around the World, Roger Axtel

Going International - How to Make Friends and Deal Effectively in Global Marketplace,
Copeland, L. and L. Griggs

Building an Import/Export Business, John Wiley & Sons

U.S. Industrial Outlook, Superintendent of Documents, U.S. Government Printing Office

The 1992 Challenge From Europe: Development of the European Community's Internal Market, Michael Calingaert

World Bank of Catalog Publications, World Bank Publications Office

Commodity Classifications Harmonized System Handbook, Superintendent of Documents, U.S. Government Printing Office

21st Century Europe: The Manual of Exporters and Marketing Managers, Pan-European Editions

Guide to Drafting International Distributorship Agreements, International Chamber of Commerce
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STAFFING REQUIREMENTS

Each ITC/NOC shall have, at minimum, one Professional Full Time Equivalent (PFTE) 100% designated to the program.

Each ITC/NOC shall have, at minimum, one Professional Full Time Equivalent (PFTE) 100% dedicated to the program. The preferred staffing requirements of a fully operational ITC/NOC are two full-time employees: one full-time director who devotes approximately 60% of his/her time in direct consultations, client outreach and special activities and 40% of his/her time in the management and promotion of the center; one full time specialist who devotes 75% of his/her time in direct client consultations and 25% assisting with training and special activities; and at least one half time staff person who provides administrative support for the center.. 
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RESPONSIBILITIES OF THE STATEWIDE SBDC ITC/NOC PROGRAM MANAGER

The manager of the SBDC ITC/NOC Program is responsible for the supervision of the ITC/NOC management staff.

Other responsibilities of the ITC/NOC Program manager include:

· semi-annual and annual program audit reviews, special reports, supervising daily activities of staff and overall program operational oversight 

· timely completion of all semi-annual report reviews and developing semi-annual and annual programmatic reports to SBA 

· program training, including periodic Director's meetings, informational and directional memoranda, program information updates and one-on-one staff meetings 

· tracking all ITC/NOC assignments, reports and other requests for assistance, including quantitative and qualitative evaluation of assistance provided by the ITC/NOCs and information submitted to the Illinois SBDC 

· interacting with the U.S. Department of Commerce, U.S. Export Assistance Center, DCEO's International Business Division and all other federal and state agencies involved in export assistance 

· coordinating all ITC/NOC contractual and fiscal processing 

· performing special assignments as directed by the Statewide Administrator or the Assistant ITC/NOC Administrator 
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RESPONSIBILITIES OF SBDC ITC/NOC SPECIALISTS

The Specialist's job includes all aspects of assisting small businesses in selling their goods to international markets including the following activities:

· evaluating a company's export capability and readiness 

· identifying and analyzing a company's international trade needs and hurdles 

· providing in-depth advising on international trade techniques, the export processes and international market opportunities 

· conducting market research using appropriate reference material and data bases to assist companies in identifying international markets with the greatest potential for their product or service 

· developing and conducting seminars and workshops on the basics of exporting, international market opportunities and other appropriate topics 

· establishing and maintaining working relationships with federal, state and local governments and private organizations involved in exporting and international trade 
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SERVICE DELIVERY STRATEGY

In designing a service delivery strategy, two principal options are available: 1) the one-on-one approach; and 2) the clearinghouse approach. One-on-one advising provides a customized service for each client, while the clearinghouse approach offers raw information. Ultimately, the service delivery strategy will depend on the goals and objectives identified for the program. Although the one-on-one approach generally produces better results, it is more demanding in terms of time and staff requirements, therefore, a combination of the one-on-one approach and the clearinghouse approach usually produces better results. 

There are likely to be clients receiving assistance in varying degrees of comprehensiveness and clients from a variety of industries with differing levels of export sophistication. Some will require a great deal of one-on-one "handholding," while others will simply have specific questions to which a single response is sufficient. The important thing is that the program become capable of responding to such a diversity of needs.

The response of clients to service opportunities will depend, in part, on what they perceive to be their own needs. This perception, in turn, will derive in large measure from the center's own marketing of both the benefits of exporting and the available export assistance services. Clients are unlikely to heed export counseling unless they are first convinced of the merits of international marketing. Potential clients also need to learn about the specifics of the program before they can form an impression of what it might be able to do for them.

ONE-ON-ONE CONSULTATION
This strategy tends to be more proactive and interventionist. It generally produces better results/successes and is particularly successful with small business clients. With a small firm just entering the export market you can "simulate" that company's export department during the early stages of getting it started. Careful cultivation of a close working relationship with your client and carefully tailoring your assistance to specific opportunities is imperative. The importance of face-to-face communication for this approach, when possible, cannot be over-emphasized.

Care is required to ensure that your role remains an advisory one and never passes over into a decision-making capacity. Your ultimate goal/objective should be to help your client see realistically the potentials of export marketing and then to achieve those potentials.

CLEARINGHOUSE APPROACH
By its nature, the clearinghouse approach, allows a program to serve a broader audience and attract a greater range of companies. It provides information without customized analysis. Still, such an approach can be very useful in expanding exports from the local area.
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CONSULTATION SERVICES

Consultations and technical assistance should ordinarily begin with an initial visit to each client to permit you to learn the nature of the business and its products and the firm's export objectives.

TRADE LEAD MATCHMAKING
Trade lead matchmaking (a/k/a trade contacts) is an important component of your service arsenal. To be effective, you need to learn your client's full range of products and organize your records so that this information is readily retrievable. Leads/Contacts can be obtained from various federal agencies, trade associations and DCEO's foreign offices. Among federal sources are the Journal of Commerce, ITA District Offices, U. S. Agency for International Development and the U. S. Department of Agriculture's Foreign Agricultural Service. Trade leads can also result in meetings between your client and foreign buying missions. It is important to establish a feedback system to measure the effectiveness of your trade lead service. SOFTSHARE's match program should be a valuable tool to you in this endeavor.

IDENTIFICATION OF APPROPRIATE TRADE SHOWS
Another important marketing service to clients is the identification of appropriate trade shows. At many shows, DCEO's IBD and/or the U.S. DOC establish a pavilion. Both organizations have special blocks of booths at selected shows. (Refer to the DCEO IBD Trade Show Schedule). Frequently, a catalog option may be available to allow your client to have literature distributed without the expense of a personal visit to the show, although this approach is not normally as productive as personal involvement. Participation in trade missions is another option some of your clients may wish to pursue. You are strongly encouraged to promote and assist in recruitment efforts for those IBD targeted trade shows/catalog shows.

EXPLANATION OF TERMS OF SALE
Other important services that can be provided to clients include explanation of terms of sale and other terminology. Assistance is often needed with quotations and the preparation of pro forma invoices. Payment mechanisms and banking forms may also require explanation. Shipping alternatives must be considered, especially in view of the more complex paperwork and varied options that are normally encountered in domestic sales. Government regulations, both for the U.S. and involved foreign countries, will demand elaboration. U.S. licensing requirements, both general and validated, will need discussion. It is also important to acquire a general knowledge of the laws, practices and cultural variations found throughout the world. 

PREPARATION OF MARKET ASSESSMENTS
For the utmost success, your clients should have a well-defined export program laid out. This should include a market assessment for each country under consideration. The preparation of such market assessments is a specialized service you should consider. Customized market assessments require considerable time and effort, but it is a service generally unavailable elsewhere for your clients. Accordingly, you must make a decision as to the value of pursuing this option. Off -the-shelf reports are available from the National Trade Date Bank (NTDB).

A regular program of seminars will provide your clients with a source of technical training that is relatively low in cost. They can also add to the continuing education of your own staff. Moreover, they can help with linkages by providing opportunities for co-sponsorship by others.
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CONSULTATION ACTIVITIES

The following list of consultation activities are examples of export advising your program could offer clients:

Creating Export Awareness
Our experience has confirmed that most small to medium-sized firms have failed to enter the export arena, not because the product lacks foreign market potential, but simply because these firms are unaware of existing opportunities. One of your biggest challenges will be creating an awareness of overseas market opportunities and educating your firms on the importance of exporting.

Evaluating a Client's Export Readiness
Simply having a product or service does not necessarily qualify a company to be an exporter. You can save a client a lot of time and unnecessary headaches by recommending that the firm not pursue exporting if you feel the client is not export-ready.


Assessing the Export Potential of Product(s)
Before a company commits time and capital to developing overseas markets, they should be reasonably sure of the foreign market potential for their product(s). You can assist the company in carefully and objectively evaluating their product's potential and suitability for foreign markets.

Expanding Export Sales
Many small to medium-sized firms fall into the trap of being the "arm chair" exporter, meaning that the firm's response to foreign sales are reactive rather than proactive. Instead of reactively targeting foreign markets, the firm simply responds to unsolicited foreign inquiries and orders. These companies need counseling on becoming proactive and aggressively seeking out and expanding new markets for their product(s).

Providing General Guidance on International Business Practice
A country's customs and traditions have a bearing on how business is transacted. A vast array of distinctive cultures and business practices are to be found in the various countries of the world. Some basic knowledge of cultural differences is often critical in securing an order. Small businesses may have limited exposure to the variations in foreign cultures. Over time staff will acquire this kind of knowledge, which can then be shared with clients. Such familiarity with foreign cultures need not come only from foreign travel, but can be acquired to some degree by other means, such as reading, visiting Consulates or Embassies, or contact with the trade missions of various countries when they visit the U.S.

Targeting Foreign Markets
Many firms make the mistake of trying to sell their product(s) to the whole world at once. To be successful in the international marketplace, companies need to target, plan and concentrate their efforts on a small number of manageable markets in order to achieve orderly growth. Many of your client firms will need your assistance to identify appropriated target markets.
Developing Market Entry Strategies
It is important for your clients to realize that entry strategies vary depending on market, product and even the company's philosophy. A strategy that is successful in one market may not necessarily be appropriate for other markets. Your client firms will need your assistance in identifying and developing appropriate market entry strategies.

Identifying and Evaluating Potential Overseas Representatives
Many smaller, inexperienced companies make the mistake of signing up the first foreign representative that shows an interest in their product(s). Before developing overseas markets, it is important that the firm has a system of qualifying appropriate representatives overseas. You can assist your clients by recommending that they develop an agent/distributor questionnaire which will allow them to better evaluate potential overseas representatives.

Drafting Overseas Representation Agreements
It is not uncommon for inexperienced exporters to engage in an agreement with an overseas representative that is not in their best interests. Advising your clients on identifying and evaluating overseas representatives will help eliminate this problem. Your clients should also be made aware that agreements will vary between foreign countries and that it is in their best interest to know each country's laws governing contractual agreements with agents, distributors or representatives. An international attorney can be helpful in this regard.

Responding to Trade Leads/Foreign Inquiries
Many new-to-export clients need help with developing responses to trade leads and foreign inquiries. Writing sample response letters can help your clients, but it is important that the companies draft their own customized letter. Clients should also be encouraged to develop a consistent and timely response system.
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ITC/NOC REPORTING REQUIREMENTS

Each center will comply with the following submission deadlines:

· Quarterly Narrative Report. The narrative is to be clear, concise and highlight significant program activities for the prior period. See Appendix B for format. Quarterly reports are due on the fifth (5th) business day of the month following the quarter. Reports are to be entered into Neoserra. International Trade activities focus on increasing exports by small businesses. Activities may include providing support to Export Assistance Centers (USEACs), evaluating small business firms' capabilities, problems and opportunities in exporting, including assisting with client's export related financing needs, providing counseling, training and outreach assistance; participation with public and private sector organizations involved in export development; data base development, match services and market research; participation in World Trade Week, etc. 

· Request for Consultation Client Forms: All individual counseling sessions shall be documents on Neoserra. Client information shall be entered into Neoserra daily 

· Economic Impact Report (EIR). Signed verification on economic impact results must be maintained in Network center’s client files. Economic Impact shall be entered into Neoserra

· Success Story. Each Network center is responsible for developing success stories as they occur and entering them into Neoserra. Minimums of six success stories per year are to be submitted 
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Neoserra

Neoserra provides a comprehensive client management system and a client/trade lead matching system. All client activity should be accurately documented in the system.


CLIENT MANAGEMENT SYSTEM
Neoserra manages your client files, with capabilities such as specialized searches, reports, labels, etc.

TRADE LEAD SYSTEM
Softshare performs daily downloads of trade lead opportunities from Commerce Business Daily, Federal Contract Awards, Blue Tops, Foreign Trade Opportunities, DLA Small Buys, USABID State and Local.

The International Trade Center/NAFTA Opportunity Center utilizes the Foreign Trade Opportunities trade leads which are:

· all contracts as reported to the U.S. Department of Commerce by the U.S. Consulates and Embassies 

· the Department of Agriculture Foreign Trade Leads 

· the Canadian Bid Opportunities 
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ITC/NOC CLIENT FILES

Each ITC/NOC center must maintain a system of files, which is both functional and efficient. This system should allow the orderly arrangement of files so complete information about each counseling case and training function is securely maintained. All information must be easily retrievable.

The following standards are applicable to ITC/NOC center client files:
	
· all one-time clients need to be maintained in alphabetical order with any attached documentation 

· a single-file folder will be maintained for each one-time and ongoing counseling case opened to include: 
		
a. Request for Consultation Form (RFC)

b. Client Activity Record (CAR);

c. Consultation history log (if ongoing);

d. referral sheets (if applicable)

e. evaluation form (optional)

f. copies of correspondence from the client

g. copies of reports provided for client

h. other materials as appropriate

o client files will be maintained securely to preserve the confidentiality of their contents

o general information requests should be maintained separately and organized by program year
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COUNTRY FILES

Each ITC/NOC should keep files containing current information about every country. Sources for this information include:
	
· Foreign Embassies 
· Foreign Chambers of Commerce 
· Export Today 
· Journal of Commerce 

Regional files are also recommended.
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INDUSTRY FILES

It is recommended that files on the following local services be maintained:

· Freight Forwarding Services 
· International Banking Services 
· Translation Services 
· Import/Export Company Services 
· International Consultant Services 
· International Legal Services 
· Custom Broker Services 
· International Transportation Services 
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GENERAL FILES

General files containing information about the following is recommended:

· SBA Services 
· DOC Services, including Country and Industry Desk Officers 
· Customs 
· Harmonized Code 
· International Business Plan Outline 
· International Time Zones 
· OPIC Services 
· World Bank Services 
· EX/IM Bank Services 
· TDA Services 
· International Credit Sources 
· Agent/Distributor evaluation 
· CORE Program 
· U.S. Department of Agriculture Services 
· State of Illinois, Department of Agriculture Services 
· Export Documentation 
· Duty Drawback 
· Export Pricing 
· ISO 9000 
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TRAINING FILES

The following standards are applicable to ITC/NOC Subcenter training files.

· A single folder will be maintained for each training activity 
· This file folder will include: 
a. Management Training Report, SBA form 888
b. Attendance list
c. Training evaluation forms and summary
d. Brochures or other marketing material

back to table of contents
REQUEST FOR CONSULTATION FORM

Prior to consultation with a client, the potential client must complete the Request for Consultation Form. This is a federal policy.

This form must be signed and kept in the center files established by the ITC/NOC. Periodic testing of client files will be conducted by the Network Coordinator/ISBDC to ensure compliance.
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CLIENT ACTIVITY RECORD

As a client returns to the ITC/NOC periodically, records of dates and specific activities must be kept to ensure the client’s needs are met. The Client Activity Record is utilized for this function and should be kept in the client's case file established by the ITC/NOC.



ITC CLIENT FORM
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CONSULTATION EVALUATION FORM

This form is to be used by the ITC/NOC at its own discretion for self-evaluation.

This is a Federal O.M.B. approved form.




ITC SBA CONSULTATION EVALUATION


ITC CLIENT PROFILE FORM

back to table of contents
RESOURCE PROVIDER FORM

This form is to be completed by all new ITC/NOC consultants and their corresponding supervisor. The form must be completed prior to any consultation being performed by the new employee.

ITC RESOURCE PROVIDER FORM
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SPONSORED AND CO-SPONSORED TRAINING

The following is the procedure for the transmitting of 888s to the Lead Center:.

· the SBA Management Training Report (form 888) must be submitted to the Illinois Small Business Development Center (DCEO) over Neoserra within five working days of the training program 

· the ISBDC will monitor and print out the 888s on Friday of each week to verify the appropriateness of each training program 

· the center is to maintain a hard copy of the appropriate back-up material, including a sign-in sheet and any other promotional material utilized and this file will be monitored during site visits by program staff 

· the following language must appear on all printed material; i.e., the training brochures, press releases, publications, etc.: 

"This program(s) has/have been developed through a partnership between the U.S. Small Business Administration, the Department of Commerce and Economic Opportunity and the (Name of SBDC) as a service to Illinois small businesses The funding is not an endorsement of any products, opinions, or services. All funded programs are extended to the public on a non-discriminatory basis.		

"For further information or to make appropriate arrangements if you require special accommodations (e.g., communicative device, amplifier, visual assistance.), please contact the individual center in advance."

	

ITC/NOC SPONSORED TRAINING

	Training that:
· Is initiated by the SBDC; 
· Has curriculum determined by the SBDC; 
· Is funded by the SBDC; and 
· Minimum of two hours in duration and six attendees. 

The SBDC sponsorship must be prominently recognized on brochures and promotional materials. The majority of income, if any, should be directed to the SBDC program income account. 

ITC/NOC CO-SPONSORED ACTIVITY

	Training that:
· Is not initiated by the SBDC 
· Involves the SBDC merely as a participant in the program 
· Is not funded by the SBDC 
· Requires the majority of income to go to the co-sponsorship account rather than the SBDC 

An 888 form should be completed, entered into Neoserra, and kept on file at the center for all training sponsored or co-sponsored.
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INTERNATIONAL TRADE ASSOCIATIONS


NASBITE
National Association of Small Business International Trade Educators
P.O. Box 2427
Portland, Oregon 97208
503/223-3896



NASDA
National Association of State Development Agencies
750 First St.
Suite 710
Washington, DC 20002
202/898-1302
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See forms section of CenterConnect for more information.
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INTRODUCTION: Welcome to the Illinois Department of Commerce and Economic Opportunity Grantee Reporting System. This is an electronic reporting system for Expenditure Summary and Invoice Voucher submission. The GRS consists of several screens accessible by grantees. It allows for electronic entry of costs and cash requests. 
GENERAL: The Grantee Reporting Systems (GRS) resides on a State of Illinois mainframe computer in Springfield. It is accessed via the Internet through an unpublished website address or the DCEO website. Personal computers configured with an Internet browser such as Microsoft Explorer, are able to access the GRS with no additional software requirements. DCEO assigns each user an identification number (ID) and password to access the GRS. It is the grantees' responsibility to ensure that this ID and password are kept secure and updated. 
OVERVIEW: The information from the subgrantees is entered into the GRS. Once entered, it is then used to justify and request grant funds from various branches of Federal Government. Therefore, it is essential that the information reported be accurate and timely. Cost reporting includes both actual expenditures and accrued costs. Costs may be reported without making a cash request. The system is designed to display an error message when a transaction is entered incorrectly, or does not meet the compliance criteria established in the executed grant agreement. These safeguards are in place to help prevent the processing of invalid transactions. The current status of cash requests may be viewed on the system at any time by accessing an inquiry screen. 
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WORKFLOW: The typical workflow of the GRS is as follows: 
a. Grant Administrators input the grant costs. If needed, a cash request may also be processed. 
b. At least once a week, DCEO reviews and posts cash requests. The frequency may increase depending on program requirements. 
c. DCEO Accounting office staff review and recommend approval/rejection. 
d. DCEO Program staff review and make final approval/rejection. 
e. Cash is requested from the Federal Government as needed. 
f. Approved vouchers are processed and forwarded to the Office of the Comptroller. 
g. The Office of the Comptroller makes payments to the grantee via a warrant or electronic funds deposit. 

GRANTEE REPORTING SYSTEM ASSISTANCE:
Questions concerning this system may be directed to the DCEO Accounting Office at (217)785-6413. Please contact your DCEO grant program manager for specific contact names and numbers. 
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INTERNET ACCESS & SIGNON PROCEDURES: 
Step 1: Open your Internet Browser program (Microsoft Internet Explorer, Netscape, America Online (AOL), etc.) and connect to the Internet through your Internet Service Provider (ISP). Step 2: In the address area of your browser, type the following web address: 
https://neonsdbh.cmcf.state.il.us:8080/dceo/costrpt then press <ENTER> or 
Go to the DCEO webpage at http://www.illinoisbiz.biz/dceo/. Click on Business Assistance on the left side of the screen. Then click on Grantee Support, again on the left side of the screen. Go to the bottom of the screen and click on Cost Reporting. 
Step 3: In Internet Explorer, a Security Alert dialogue box will appear. Click the "YES" button to proceed into the site. This is not a security risk to your computer or company. 
Step 4: In Internet Explorer, an Enter Network Password dialogue box will appear asking you for your User Name and Password. Type in your DCEO assigned ID and your personal password and click the <OK> button. Your assigned ID resembles MHDXXXX and you will utilize your personally set password. As you type, your password will appear as asterisks for security reasons. Do not mark the box "Save this password in your password list". Note: If you are unable to access the next screen, it is possible that you have an expired or invalid password. You may inquire on this and get other assistance by calling the CMS Help Desk at 1-800-366-8768 or email ceo.racfsecurity@ildceo.net. 
Step 5: A black screen with green lettering will appear with navigation buttons on the left side toolbar. NOTE: From this point on, you will be using only the navigation buttons on the left side of your screen. The <PF> buttons on your keyboard will not function properly in the website.
Step 6: The Expenditure Reporting Cash Request Menu is displayed as seen in this example: Step 7: Proceed with Cost Reporting and Cash Requests. 
 
COST REPORTING AND CASH REQUESTS: After typing the Grant Number in the two fields (do not use a "-" in the number), you may begin processing transactions for your Grant. This menu is the only place that you are able to input the Grant Number for screens #351, #352, and #353. The purpose of this is to restrict transactions to a single grant at a time to prevent inadvertent entry of other data. It also eliminates the need to retype standard information on each screen that you use. When a transaction is completed, you may advance to the next function or return to the menu as indicated in the navigation area listed at the bottom of each screen. Clicking on the corresponding PF button on the left side of the screen will perform the action requested. F1 EXPENDITURE REPORTING (#351): This screen is used to report costs by each authorized cost category for the grant. Costs attributable to the current month and the previous month may be reported, provided they are within the Beginning and Ending dates of the grant period. One cost category is displayed at a time and only those costs categories authorized in the grant budget appear. 
F2 EXPENDITURE SUMMARY (#352): This screen is the electronic version of the manual expenditure summary form. It provides a single place to review the approved grant budget, costs reported to date, and allowable remaining costs. This screen allows for the completion of the required cost certification statement and in the case of Internet automated closeouts, finalize and lock down cost reporting so the closeout process may begin. 
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F3 CASH REQUESTS (#353): This screen is utilized to request cash. For some programs, there must be an amount of certified costs reported equal to or greater than the total of all previous and current cash requests. The following screens do not require a grant number to be entered at the main menu. F4 CASH REQUEST TRACKING (#354): This screen provides the status of all cash requests made for a grant. F5 DIRECT DEPOSIT INQUIRY (#293): This screen provides detailed data regarding deposits. It can display information such as dates, warrant numbers, EFT (Electronic Funds Transfer) trace numbers, and individual grant numbers depending on the type of inquiry. F6 SUB GRANTEE COST LEDGER SUMMARY (#362): This screen provides the same basic information as the Cost Summary (#352), but the costs are shown in total whether they have been certified or not. This screen also allows for data parameters to be entered for customized inquiry. F7 SUB GRANTEE BUDGET/COSTS LEDGER DETAIL (#364): This screen provides the complete detail of all transactions on an individual grant. The screen utilizes various parameters to customize the inquiry to either budget or costs and then has the ability to handle data ranges and limits to an individual cost category. All transactions, including any adjustments, are extracted for display according to the input parameters. F8 MISC RECEIPTS/DISBURSEMENT SUMMARY (#371): Certain programs utilize this generalized screen to input program income and program interest amounts as earned during the grant period. F9 SBDC PROGRAM INCOME (#375): Not available to grantee user access F23 MASTER SYSTEM MENU: Not available to grantee user access 
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EXPENDITURE REPORTING (#351) 
1. Select an Expenditure Code line. To reach a specific Expenditure Code line, the user may either enter the number directly to the field and then click the <ENTER> button, or scroll forward through the authorized Expenditure Code lines by clicking on the <PF8> button on the left side of the toolbar. 
2. Costs to be reported should be entered on the Previous Month or Current Month field under New Costs to Report. The entry to these lines should correspond with the dates the costs were actually incurred. New costs can be entered multiple times prior to certifying on the Expenditure Summary (#352). Note: Costs cannot exceed flexibility in the approved budget lines. 
3. To reduce costs or to adjust an incorrect entry, the user may enter an amount followed by a "-" (minus), 
4. When entering costs, clicking on the <PF8> button will advance to the next Expenditure Code line. 
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5. After all costs have been entered, clicking on the <PF1> button transfers the display to the Expenditure Summary (#352) screen for verification of entry and certification of costs. 
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EXPENDITURE SUMMARY (#352) 
1. All costs that were recently entered to the Expenditure Reporting (#351) screen will appear in the Uncertified Costs column. These should be verified against the supporting documentation to insure data entry accuracy. 
2. Costs may be certified by clicking on the <PF2> button. 
3. After costs have been certified, they will immediately appear in the Certified Costs column in total with all previously entered costs. 
4. Programs utilizing grantee Cash and In-kind match funds will have the <PF9> navigation item listed at the bottom of the screen. To fully certify all costs, once the DCEO funded costs are certified, the <PF9> button will need to be clicked so that Cash and In-kind match costs may also be certified at this time. 
5. Clicking the <PF5> button transfers the display to the Cash Request (#353) for entering and certifying current cash requests. 
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CASH REQUEST (#353) 
1. Verify the line shown as "Cash Available to Request". This line in certain programs will be limited to the amount of certified costs reported. 
2. Enter the amount of cash to be requested on the "Your Cash Request" line. 
3. Enter the amount of any cash on hand on the "Current Cash on Hand" line. 
4. Certify the current cash request by clicking on the <PF2> button. At the time this cash request is certified, it will immediately appear on the "Pending Request" line. Note: A grant may only have one cash request in process at a time. 
5. A request amount appearing on the "Pending Request" line may be VOIDED until it is processed by DCEO. Clicking on the <PF6> button will VOID a request. A new amount can then be entered, if necessary. 
6. Programs requiring grantee match funds will display the total amount of certified matching costs on this screen in the middle for verification. The amount of Cash and In-kind match is informational only and does not affect amount of cash request. 
7. Clicking the <PF11> button returns the user to the Expenditure Reporting Cash Request Menu. 
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CASH REQUEST TRACKING (#354) 
1. Type the grant number and click the <Enter> button to inquire. 
2. Clicking the <PF8> button will scroll through additional lines if there are too many to display on a single screen. 
3. Clicking the <PF1> button will provide additional information about payment requests and vouchers. This detail will provide a warrant number or EFT number, if the payment has been issued by the Office of the Comptroller. 
4. Clicking the <PF10> button returns the user to the Expenditure Reporting Cash Request Menu. 
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DIRECT DEPOSIT INQUIRY (#293) 
1. Type the grant number and click on the <Enter> button to inquire. 
2. Clicking the <PF8> button will scroll through additional lines if there are too many to display on a single screen. 
3. Other inquiries may be displayed depending on the information input for inquiry on this screen. Additional information can include dates, warrant numbers, FEIN's, and EFT or warrant types. Because of security issues, bank account number inquiries are not displayed or available for this selection. 
4. Clicking the <PF6> button returns the user to the Expenditure Reporting Cash Request Menu. 
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SUB GRANTEE COST LEDGER SUMMARY (#362) 
1. Type the grant number and click on the <Enter> button to inquire. 
2. Clicking the <PF8> button will scroll through additional lines if there are too many to display on a single screen. 
3. Other inquiries may be displayed depending on the information input for inquiry on this screen. Additional information can include a date range of costs reported, and for certain programs, a limiting indicator to view only cash or in-kind match budget and costs reported. 
4. Clicking the <PF6> button returns the user to the Expenditure Reporting Cash Request Menu. 
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SUB GRANTEE BUDGET/COSTS LEDGER DETAIL (#364) 
1. Type the grant number, select BUDGET or COSTS, then click on the <Enter> button to inquire. 
2. Clicking the <PF8> button will scroll through additional lines if there are too many to display on a single screen. 
3. Other inquiries may be displayed depending on the information input for inquiry on this screen. The BUDGET view can be limited by marking either the Establishment or Modification indicator, and by entering a date range. The COSTS view can be limited by entering a reporting period, or by entering a range of dates that the information was actually input to the GRS. Both views can be restricted to a specific Expenditure Code, or Match lines. 
4. Clicking the <PF6> button returns the user to the Expenditure Reporting Cash Request menu. 
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MISC RECEIPTS/DISBURSEMENTS SUMMARY (#371) 
1. Type the grant number and click on the <Enter> button to inquire. 
2. Enter any Program Income and Program Interest amounts on the appropriate lines. Both the receipt and expenditure of these revenues must be recorded prior to proper closeout of the grant. Note: SBDC grantees will not be able to enter program income amounts on this screen. 
3. The month and year of the individual entries can be input with a short description. 
4. Click the <PF2> button to save the information. 
5. Clicking the <PF10> button returns the user to the Expenditure Reporting Cash Request Menu. 
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SUB GRANTEE PERCENTAGE OBLIGATION TABLE (#377) 
1. Type the grant number and click on the <Enter> button to inquire. Note: Only WIA formula (68) and Rapid Release (65) grantees are able to utilize this screen. 
2. Type the amount of local obligations for the appropriate funding source and cost category. Note: Amounts entered to this screen do not increase or decrease any previously entered amounts. Amounts entered on this screen will replace the existing data. Corrections are made by entering the new amount. 
3. Click the <PF2> button to enter these amounts or changes to the GRS. 
4. Clicking the <PF10> button returns the user to the Expenditure Reporting Cash Request Menu. 
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SIGN-OFF PROCEDURES FROM INTERNET ACCESS: Step 1: Close the Internet Browser program by clicking on the "X" in the upper right hand corner of the display screen. This action will close down the Internet Browser program and remove any information that may have been "held" by the computer while accessing the GRS. CHANGING PASSWORDS To be completed in detail at a later date. Your password must be changed every 30 days. When it is time to enter a new password, a dialog box will appear prompting you to change your password. Type the new password in twice to make the changes. Password must be at least 8 characters long with at least 1 letter and 1 number/digit. Each password can only be used once every 12 months. 

GOVERNMENT PROPERTY ACCOUNTABILITY

In addition to, but separate from the financial close-out packages, each center is required to submit a Property Inventory form. This is a complete inventory of property acquired for this period only.

The Property Inventory form must be submitted to the Program Manager, not the DCEO Accounting office.


INSTRUCTIONS

The inventory listing must contain the following information:

	1.	Grantee's tag number (if applicable)
	2.	Description of the property
	3.	Manufacturer's serial number or other identification numbers
	4.	Vendor (purchased from)
	5.	Condition, i.e., new or used
	6.	Purchase date
	7.	Amount
	8.	Location of the property (address) 

_____________________________________________________________________________
PROCEDURES FOR CLOSING A SERVICE CENTER

Criteria

OMB Circular A-110 SUBPART D Sec 71 (a) Recipients shall submit within 90 calendar days after the date of completion of the award all financial, performance, and other reports as required by the terms and conditions of the award. (b) Unless the Federal awarding agency authorized an extension, a recipient shall liquidate all obligations incurred under the award not later than 90 calendar days after the funding period or the date of completion as specific in the terms and conditions of the award or in agency implementing instructions.


Closeout/Center Closing procedures include the following steps: 

Lead Center Review - Closeout Plan

In addition to a center financial monitoring work program – the SBDC network has developed a financial closeout plan for any SBDC who may terminate their involvement in the program? It is recommended that SBDC should start termination or non-renewal closure procedures as soon as the details are known to management.

The Lead Center (State Director’s Office) establishes dates for the following:
 Final financial report due no later than xx xxx xx

 Final programmatic report due no later than xx xxx xx

 Transfer of program income balance to the lead center by xx xxx xx

 Coordinate the disposal of surplus equipment on inventory not to be moved from the host location.

 Identification/Transfer of equipment to the lead center or network locations


Financial Procedures

Preparation of an SBDC Reimbursement request/Final Financial Report for the period 90 days preceding the end state should be prepared and submitting to the Lead Center (State Director’s Office) within a period to be determined. (i.e. within 90 days of the termination date)

1. Obtain copies of departmental ledgers and financial reports. 

2. Obtain a spreadsheet/worksheet to link to center ledgers, for Federal expenditures, in-kind, service center invoices, etc. 

3. Determine if the Lead Center office has performed the following procedures:

4. Reviewed ledgers and supporting documentation and traced amounts back to the Reimbursement request/Financial Status Report 

5. Determine the extent of their review –Was a review performed of the departmental ledger detail report for reasonableness of expenditures?
 Review Federal expenditures 
 Review cash match 

6. Determine that there were no expenditures after the termination date on the Federal account 

7. Determine if operational expenditures after this date were charged to another account.

8. Determine if the ending balance has been confirmed i.e. traced to ledger summary report, payment voucher, etc)

9. Determine if any remaining funds have been forwarded to the lead center account and deposited in their account.


Program Income

No federal and/or program income expenditures should be incurred beyond the termination or non-renewal date.

The ending balance in the SBDC Program Income account must be transferred to the Lead Center (State Director’s Office) by the specified date (This network share must be transferred to the lead center not later than 90 days of non-renewal or the termination date.)

1. Determine if the ending balance has been confirmed i.e. traced to Program Income summary report, ledgers, etc)

2. Determine if the network share of any remaining funds have been forwarded to the lead center and deposited in a separate Program Income account

3. Determine how the transfer of funds (program revenue) was made i.e. (check, wire/e-transfer) at the program termination.

4. Determine if the SBDC has transferred or retained any remaining Program Income funds balance to their account.


Equipment

Identification and reporting of all property purchased with federal funds and/or program income will be reported during the termination or non-renewal phase.

1. Determine the final disposition method used to dispose of any SBDC equipment.

2. Determine if this equipment has been identified as transferred to other centers in the SBDC network or an arrangement to the agreed to value.

3. Determine if any items or equipment have been identified as surplus property, how was the determination made?

4. Determine the SBA role/involvement in the approval to surplus SBDC equipment (Equipment listing/level of review i.e. met w/SBDC personnel, etc.) 

5. Determine if a fair/reasonable agreement was reached in the determination of any equipment the center would keep.
 Review initial cost (invoice, purchase order, etc)
 Any installation costs
 Labor/storage costs if they don’t take equipment i.e. office partitions etc.
 Estimated cost to reinstall (time /labor to disassemble/storage)


Programmatic procedures

All counseling records/files must be prepared for shipping and forwarded to the Lead Center (State Director’s Office)

1. Final Reporting - Determine the Service Center has prepared a final programmatic report (counseling hours etc.) and submitted it to the Lead Center (State Directors Office) by the specified date after termination.

2. MIS Data Entry - Determine that all advising and training data has been forwarded to the Lead Center or entered into the MIS (advising, training, etc) - has the SBDC developed a schedule and plan for entering data and closing out MIS data and program termination?

3. Files to Ship - Ensure that MIS records that have not been entered into the MIS system will be shipped to the lead center. Any other records not needed may be boxed and stored in a local facility.

4. Client Files – Prepare an inventory list by client/firm, to identify who the client files are and the no. of files in storage;, or the files that may have been forwarded to the Lead Center for safe-keeping. 
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GRANT AGREEMENT
WITH
FEDERAL POLICY GUIDELINES AND PROGRAM ANNOUNCEMENTS

It is the responsibility of the Network Operations Manual holder to place a copy of the current Network Grant Agreement in this section of the manual along with SBDC Program Announcement, SBA Policy Guidelines. All modifications should be included in this section.


Documentation of Economic Impact Verification

In reviewing the purpose for clarification and justification of jobs created and retained, we have come to the following conclusion. It is not a problem of legal definition, however, there is a need for clarification of what is verifiable documentation. 

Clients must submit written statements of verification (preferably letterhead) due to the assistance rendered, the named center(s) have been directly responsible for the change(s) in their business status i.e. jobs created or retained. The same type of verification could be utilized for sales increase, profit increase, new business start-ups, management improvement, export sales and government contracts.

We are instituting this type of verification for the following reasons: 

· the past use of this method has stood up under the review of outside government agencies 
· this type of documentation has also held up under the test of time 
· utilizing this method will add consistency to our overall program reports 
· having clients respond on their letterhead and sign the statement adds credibility 
· traceable document back to the source where the jobs created or retained actually took place 

By utilizing this method of documentation, there is no need for a legal description of jobs created or retained, but merely documentation provided by clients assisted that such actions have taken place. Therefore, in the future, all jobs created or retained and/or business start-ups or loans packaged, shall be accompanied with such documentation, thus verifying the actual transaction.

back to table of contents
POLICY NOTICE
CONFLICT OF INTEREST AGREEMENT

Individuals providing counseling to ISBDC clients must complete and sign the ISBDC Conflict of Interest Agreement or an approved version.

A copy of the signed statement must be kept on file at each center. A second statement should be submitted on all individuals providing service from any network center.
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER
ADVISOR/SPECIALIST
CONFLICT OF INTEREST STATEMENT


As a condition of my participation in the Illinois Small Business Development Center at
______________________________________________, I agree that during the course
(Host Organization)
of providing training or consulting services to an active ISBDC client I will
abide by the following:

· I will not recommend to ISBDC Clients the purchase of goods or services from sources in which I personally would receive any direct compensation. (Nor will I invest in the business of any Client.) 


· I will maintain all client proprietary information on a confidential basis. All ISBDC information is confidential. I will not disclose any information about any client to any non-ISBDC personnel without the client’s permission, nor will I use specific confidential information obtained from one client to assist any other client. 


· Upon completion of my service with the ISBDC, I shall not be precluded from performing, for compensation, consulting or contract services as requested by any ISBDC client. 



____________________________________
Name (type or print)



_____________________________________		______________________
Signature						Date
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER SERVICE PROVIDER/CONSULTANT
CONFLICT OF INTEREST STATEMENT

This Illinois Small Business Development Center Service Provider/Consultant Conflict of Interest Statement (hereinafter referred to as the “Statement”) is entered into this _______ day of ___________________, by and between the ______________________________ (hereinafter referred to as “Center”) and _______________________________________ (hereinafter referred to as the “Service Provider”).


· Under no circumstances may a Service Provider solicit work from a client for pay or any other benefit. If the circumstances seem to warrant referring the client to an outside consultant with a particular Service Provider’s expertise, the Service Provider should contact the Center Director immediately. The Center Director can then contact the client for verification that a referral should be made. If the Center Director affirms that the client needs a referral and the client would like to use that Service Provider as a paid counselor, the Service Provider can then negotiate with the client for work. 

· If a Service Provider is approached by a client to work for pay, the Service Provider should contact the Center Director immediately. As outlined above, the client will be contacted and the appropriate action will be recommended. 

· All client information is confidential. Service Providers may not disclose any information about any client to any non-ISBDC personnel without the client’s permission, nor may they use specific confidential information obtained from one client to assist any other client. 

· A Service Provider may not invest in the business of any client. 

_
___________________________________
Name (type or print)


_____________________________________		______________________
Signature						Date
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POLICY NOTICE
IN-KIND CONTRIBUTION AFFIDAVIT

This form is provided to Illinois SBDC centers to record and validate in-kind services provided to the SBDC.

Note: The tracking of pro-bono hours should be counted and reported separately.


ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER
AFFIDAVIT
In Kind Contribution: Volunteer Services
VOLUNTEER INFORMATION

Name of Volunteer Counselor: ______________________________________________

Branch or Department: ____________________________________________________

Corporation or Business: ___________________________________________________

Corporate Address: _______________________________________________________

City: _______________________________	State: ________________	Zip: _______

INFORMATION ON RECIPIENT OF SERVICE

SBDC Name: ____________________________________________________________

Address: ________________________________________	Phone: _________________

City: ___________________________________________	Zip: ___________________

Type of Service Rendered: __________________________________________________

Brief Description of Services Rendered: _______________________________________

________________________________________________________________________

________________________________________________________________________

Date of 		Date of
Service			Hours			Service			Hours
______		______		______		______
______		______		______		______
______		______		______		______
______		______		______		______


Total Hours: _____________ @ _____________ Cost/Hour = $____________________

Value of Donated Non-Personnel Services: $_________________

						_________________________________________
	Volunteer Signature


_____________________________________________________________________________
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POLICY NOTICE
TIME AND EFFORT CERTIFICATION

Time and effort performance must be documented for individuals contributing all or part of their services toward delivery of Network services and who appear in the Grant Agreement as being paid with grant or "cash" match dollars against the grant dollars.

Time and Effort Certification forms must be completed and signed on a monthly basis and kept on file at the local center office for Lead Center monitoring.

ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER
TIME AND EFFORT CERTIFICATION FORM

I, ____________________________________________, certify that during the period
____________________ to ____________________, I worked ____________ hours and
_____________% time on the grant project entitled:______________________________
________________________________________________________________________

A description of the work I performed on this project is as follows:

________________________________________________________________________________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________


_______________________	_______________________ ________________________
Usual Salary Account #(s)


____________________________________	______________________________
Biweekly Salary/Hourly Rate				Account # of Grant/Project



____________________________________	______________________________
Employee Signature /	Date			Employee Social Security Number


____________________________________
Supervisor’s Signature /	Date

This form is to be completed on a monthly basis and kept on file at the center office for monitoring purposes. Individuals identified on a current Illinois DCEO Grant, part-time and/or full-time and paid a salary with Grant or Match funds must complete and sign this form.
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OUT-OF-STATE TRAVEL AUTHORIZATION

This form is to be completed when planning out-of-state travel for a center staff person.

The completed form must be submitted to the DCEO Small Business Office a minimum of 30 days in advance of the planned travel date.

OUT-OF-STATE TRAVEL AUTHORIZATION
ILLINOIS DEPARTMENT OF COMMERCE AND ECONOMIC OPPORTUNITY
Small Business Development Center

Name of Traveler: ________________________, ______________________, _______
				Last				First			 M.I.

	CENTERS					Date Received: (stamp)
	(requires 20 day advance notice)

Name of Center: _________________________________________________________

	_____ SBDC						_____ PTAC
	_____ ITC/NOC					

Title of event: ________________________________________________________________________
Sponsor: ________________________________________________________________
Date of events: from _____ / _____ / _____ to _____ / _____ / _____
Location: _______________________________________________________________
Date of Departure: ________________________ Date of Return: _________________
Description of Event (attach copy of program brochure): _________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Justification of Attendance: ________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
* For all State, Federal and cash match funds.

Type of Transportation:
	_____ Plane			_____ Train			_____ Other _______
	_____ Bus			_____ Car

Cost:						Approvals:
Registration Fee: $_______________	Center Director: ______________________
Travel		 _______________	Network Coordinator: _________________
Per Dium	 _______________	Program Manager: ____________________
Per Diem (meals) _______________	State Director: _______________________
Hotel: _______________	
** Misc. _______________
TOTAL: $_______________

** Attach details if cost exceeds $50.00
_____________________________________________________________________________
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LEAVE OF ABSENCE NOTIFICATION

All Center directors must notify the DCEO/SBO management staff in writing when not expecting to be in the office for an extended period of time (i.e., illness, vacation, etc.). The following information must be included in the notification:

· dates planned to be absent 
· who is handling your responsibilities 
· who is handling the daily office operations 
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POLICY NOTICE
PRIVATE SECTOR PROFESSIONAL SERVICES

The attached internal memorandum from DCEO Legal Counsel, dated February 25, 1985, serves as guidance for the system of referrals of private sector professional services to center clients.


REFERRAL OF PROFESSIONAL SERVICES POLICY

You will recall our recent discussion concerning the complaint of a consultant, that marketing staff refers our municipal and business clients to several planning consultants. You have asked that I evaluate the merits of the complaint and advise you as to the appropriate steps to be taken by staff in responding to client inquiries.

You have asked what, if any, limitations apply to the ability of marketing staff personnel to respond to client inquiries requesting assistance in identifying consultants known to have experience with various types of projects. There is very little federal or state law bearing on this question, unless a consultant pays a bribe or kickback to the staff member in return for the referral. Any referral for compensation would clearly violate both federal and state criminal statutes. Accordingly, it is my opinion that the mere gratuitous referral of a private section service provider, by a member of the DCEO staff, would not violate federal or state law. The same referral for a fee from the service provider would be illegal under both federal and state law.

Beyond the bare legal issue presented, I believe it is appropriate that I reaffirm this agency's commitment of fairness in all our dealings with clients and professional consultants. With few exceptions, professional consultants with whom we come in contact on a regular basis fall into three general categories: 1) Bond Counsel; 2) Brokers and Developers; and, 3) Planning and Development Consultants. We are frequently asked by municipal officials and business executives to "recommend" professionals providing such services, or to furnish the name or names of such professionals known by our staff to have provided services to other municipalities or businesses under similar circumstances. As I understand it, it was our staff referral of the names of several planning consultants of the third category described herein above that gave rise to the complaint. The three categories of service raise different referral issues:

· Bond Counsel - We are occasionally asked to suggest bond counseling in connection with Industrial Revenue Bond or other issues. All bond counsel are licensed attorneys who deal in a highly specialized area of legal practice. Only the opinions issued by a small number of firms are recognized as authoritative by the financial community. We have, from time to time, maintained a list of recognized bond counsel firms and upon inquiry, have made the list available to your clientele. The municipal attorneys or corporate attorneys make the necessary arrangements for bond counsel of their choice and the list is furnished only as a convenience, upon request. I know of no reason why this practice should not be continued, but suggest that when we are asked for the names of counsel known by us to have handled specific types of bond transactions, that we furnish no fewer than three names, without indicating preference. 

· Brokers/Developers - Although all real estate brokers are licensed to handle the sale, purchase or lease of any real estate in Illinois, there is no reliable source for identifying those brokers within a community who are experienced in handling complex commercial and industrial transactions. Developers may or may not also be licensed brokers and like brokers, become known to us only be referral from former clients. If we are asked to identify experienced brokers or developers, I believe we would be derelict in our professional duties if we would merely direct the client to the "yellow pages". Again, I believe it is appropriate for us to suggest the names of firms known to have furnished similar services to other clients in the area, without stating a preference. In each instance, we should attempt to provide at least three names, if possible. 

· Planning and Development Consultants - This category includes a variety of firms ranging from consulting engineers to non-licensed, non-experienced and self-declared "consultants." There is no all-inclusive listing of such firms available to us. It is my understanding that we have, from time to time, maintained lists of those consultants who have been made known to us through our work in assisting communities and industries and by presentation of credentials to our staff. We should continue to accept any presentation of credentials to our staff. We should be sure that an appropriate review of credentials is conducted prior to making a consultant's name available to our clientele. We are not obligated to furnish for reference the names of consultants who we know by reputation or by validation of credentials who have performed the services of the type desired by the client making the inquiry. We should attempt to provide at least three names in each such instance. 

If we do not already have a central file containing material of consultants, we should set up such a file and make it readily available to our staff in each office, as appropriate. We should develop a brief form to be maintained in a central file in each office, in chronological order, listing the name of the client, the names of the consultants referred, a brief statement of the services the client needs and the name of the staff member making the referral. This file would enable us to readily answer any questions concerning staff referrals.

Any questions that may arise in the referral process may be referred to any member of the DCEO legal staff.
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NETWORK IMAGE, LOGO AND MARKETING MATERIALS

Entities funded wholly or in part through the Department of Commerce and Economic Opportunity, Illinois Entrepreneurship Network (IEN) and identified as a Small Business Development Center (SBDC), SBDC satellite office or a specialized center such as a SBDC International Trade Center (ITC), ITC NOC or a Procurement Technical Assistance Center (PTAC) shall conform to the attached guidelines.

1) All promotional and informational materials including signs, brochures, publications, flyers, exhibits, display boards, websites, advertisements, videos, business cards, letter head and other similar forms of communication shall include the appropriate IEN Small Business Development Center or IEN Procurement Technical Assistance Center logo. The logo should be displayed large enough so that it can be easily identified.

	The SBDCs and SBDC ITCs and NOCs must utilize the IEN SBDC logo and SBA logo, as applicable. All centers may spell out the specific program name and host name 
below the appropriate logo. 

2) All SBDC promotional materials shall also include the federal and state partnership statement: "Funded in part through a cooperative agreement with the U.S. Small Business Administration and the Illinois Department of Commerce and Economic Opportunity".

	(Note: You may add your local host name after the Department of Commerce and 	Economic Opportunity in the aforementioned statement.)

3) All promotional materials for workshops, training, education programs and other uses where applicable shall include the appropriate disabled persons' accessibility statement: “Reasonable accommodations for persons with disabilities will be made if requested at least two weeks in advance. Contact (insert name, address and phone # of persons responsible for making arrangements)”. In addition, promotional materials (including business cards) shall include TDD number(s). 

4) When phones and/or phone lines dedicated to particular Centers are answered the name Small Business Development Center should be included. 

5) Any requests to deviate from this policy must be submitted to the Illinois Small Business Development Center at the Department of Commerce and Economic Opportunity in writing and must receive written approval prior to activities of said request being commenced. 





For further clarification on the use of the SBA logo the applicable section of the SBA SBDC Program Announcement is included below. Please note the additional Illinois SBDC requirements that are included in parenthesis (and bold type).

USE OF SBA LOGO AND ACKNOWLEDGEMENT OF SUPPORT


The U.S. SBA provides significant federal and state funding to the SBDC program on an annual basis, and each SBDC operates under the program's regulations and Section 21 of the Small Business Act. Accordingly, all SBDCs (and SBDC ITCs and SBDC ITC/NOCs) are required to appropriately acknowledge SBA's support. It is important that SBA's role, identity and network of resources be clearly understood by SBDC clients. Each SBDC Lead and Service Center must feature the SBA logo and/or official acknowledgement of support on all materials produced (either in whole or in part) using project funds (i.e., federal funds, matching funds, and/or program income). This requirement does not apply to materials that are not produced using project funds.

For purposes of this section, the term "materials" includes, but is not limited to, items such as press releases, brochures, reports, advertisements, training booklets, websites, etc. The term "materials" does not include items such as stationery or business cards. (Although SBA does not require the use of the SBA logo on business cards and letterhead the DCEO Illinois SBDC does require you to use the IEN SBDC logo on ALL materials including stationery and business cards).

In addition, while SBDCs must display signage featuring the SBA logo (and IEN SBDC logo) at all facilities open to the public, such signage must also prominently feature the acknowledgement of support identified below.

It is the intention of SBA that the use of co-branded logos should be phased out. Where an SBDC still possesses an existing inventory of materials featuring a co-branded logo, it may continue to use such materials until they are exhausted. However, no SBDC should order or purchase any new materials featuring a co-branded logo. In addition, each SBDC should begin efforts to remove co-branded logos from items such as websites and from signage at each Center's location. Where used, the SBA logo may be positioned in close proximity to an SBDC's own logo or may be placed in a prominent location elsewhere in the material. Additionally, whenever an SBDC elects to use the SBA logo, the following statement must appear immediately below or adjacent to that logo:

	Funded in part through a cooperative agreement with the U.S. Small Business 	Administration.

This acknowledgement of support must appear verbatim and may not be altered or replaced with substitute language. However, on materials with sever space constraints such as signs and banners, an SBDC may substitute "SBA" for "U.S. Small Business Administration" in the acknowledgement of support. The acknowledgement of support must be presented in a legible typeface, font size and - where applicable - color contrast.
On materials for which an SBDC does not elect to use the SBA logo, it must at a minimum feature the acknowledgement of support listed above (and the IEN SBDC logo). The SBA logo and/or acknowledgement of support may not be used in connection with SBDC activities that are outside the scope of the Cooperative Agreement. In particular, UNDER NO CIRCUMSTANCES may the SBA logo or acknowledgement of support appear on items used in conjunction with fundraising, lobbying, or the express or implied endorsement of any good, service, entity or individual.

Furthermore, where an SBDC produces materials which feature editorial content, it must use the following alternate acknowledgement of support [either independently (with the IEN SBDC logo) or in conjunction with the SBA logo (and the IEN SBDC logo)]:

Funded in part through a cooperative agreement with the U.S. Small Business Administration (and Department of Commerce and Economic Opportunity). 	All opinions, conclusions or recommendations expressed are those of the 	author(s) and do not necessarily reflect the views of the SBA (or DCEO).

Shared Information
The SBA will have an unlimited license and all rights to use date (excluding private client data), including those prepared or stored electronically, which are generated either partially or fully under this Cooperative Agreement, including materials that are copyrighted. Therefore, all SBDC-developed or funded training and/or information materials, such as publications, training guides/materials, online courses, online tools, web sites, etc. prepared for the betterment of small businesses will be readily available to SBA and all of its resources partners. As part of their planning process, SBDCs will be expected to develop plans for generating and sharing SBDC-produced training and information materials. These plans will be incorporated in the annual operating plan prepared by each SBDC Lead Center and reviewed with the SBA program office. Materials appropriate for sharing should also be sent to the SBDC Clearinghouse. SBA may select some training materials for distribution via SBA's national online training network, the Small Business Training Network (SBTN) (www.sba.gov/training). Registered clients taking such SBTN delivered courses which meet ED client definitions will be credited to the respective SBDC.

In accordance with section 504 of the Rehabilitation Act and the Americans With Disabilities Act of 1990, all notices, promotional items, brochures, publications and media announcements informing the public of events, programs, meetings, seminars, conferences and workshops sponsored or cosponsored by the SBA, must include the following accessibility/accommodations notice:

	Reasonable accommodations for persons with disabilities will be made if 	requested at least two weeks in advance. Contact (name, address, and phone 	number of person who will make the arrangements).

Any surveys or information collections to be conducted by the recipient as a requirement of the Cooperative Agreement are subject to the requirements of the Paperwork Reduction Act, as amended. The SBA agrees that, before requiring the recipient to conduct surveys or information collections, it will complete the necessary requirements under the Paperwork Reduction Act. Surveys conducted by the recipient, independent of the SBA, are not subject to the Paperwork Reduction Act.
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ON-SITE REVIEW POLICY

Illinois Small Business Development Center reviews are performed on a random basis throughout the year. To ensure acceptable results, each SBDC, PTAC, ITC, and NOC should be prepared at all times for these planned visits. The two types of reviews include:

· ON SITE FISCAL MONITORING - financial reviews performed on a yearly basis 

· ON SITE PROGRAMMATIC - scope of work reviews performed on a yearly basis. These 	reviews are performed to ensure that each center's goals are being reached to their fullest potential. Specific factors analyzed include: 
· clients served 
· services provided 

The reviews are conducted by a team comprised of:

· DCEO Program Staff member 
· Network Center Director 
· Optional 
 SBA person
 Advisory Board Member


On Site Review Time Line

1. Six Weeks
If the site visit is designated as a fiscal review the appropriate letter should be sent requesting a general ledger, chart of accounts, site visits checklist and any follow up issues that need to be addressed. If the site visit is designated as a Standard programmatic review, the general announcement letter should be sent to the center director along with the site visit checklist and any follow up issues that need to be addressed.

2. Five Weeks
A follow up phone call by the Network Coordinator should be made to Center director to confirm receipt of letter and answer any questions about review.

3. Four Weeks
The Network Coordinator upon receipt of the general ledger and chart of accounts will pull a random sample of journal entries and fax to the center. The center will then prepare the sample for review at the time of the center site visit.

4. Three Weeks
The Network Coordinator should do a reminder e-mail/phone call of the visit.

5. Two Weeks
Prepare the following reports: Resource Utilization Detail, SBA Counseling by Center and Counselor, Economic Impact, list of companies providing economic impact (for the latest grant cycle), Comparative Analysis, and Grantee Expenditure.
Note: All reports should be run on the center’s cooperative agreement cycle.

4. One Week
The analysis and comparison of the individual center to the statewide average/national averages should be completed. This should be shared with the Center Director during the visit.

5. Actual Visit	
· use the site visit outline as a guide for general topic review 
· the site visit check list and reports should be discussed in detail with center staff 
· if a fiscal review is to be completed the fiscal review process should be followed. 
· cover finds of the visit with the Center Director. If no significant findings occur, the outline should be completed within five working days of the-site visit and submitted for the Center Director’s signature. An original with signature should be in the Master Program files 
· any promotional and/or supporting documentation provided by the center should be returned to the master files at the Lead Center 
· if through the process of the visit, significant findings are found, the Center Director will be notified at the conclusion of the visit that a more detailed follow-up letter will be completed in the next ten (10) working days and sent to the center. If serious problems from a previous site visit have not been addressed, the Center Director should be notified that there superior would be copied on the detailed site visit letter. 

6. Post Visit
· final report needs to be prepared upon returning to the office. This should be completed with and mailed to the Center Director within ten (10) working days of the visit. 
· All site visit reports, brochures, and original information should be kept in the master files. This will require Chicago staff to e-mail information to the Springfield office for filing in the master Network files. 
· The Network coordinator should report any significant or repeated findings to SBDC Network office management. 

7. Post One Month
The Network Coordinator should follow-up with the center on anything that has occurred since the visit. If a detailed response letter was completed, a follow-up visit should be scheduled at this time.
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ILLINOIS SMALL BUSINESS DEVELOPMENT CENTER
On-Site Review & Evaluation

The following On-Site Review instrument is being used, in part, to monitor the progress and to evaluate the effectiveness of Illinois SBDC Network operations. This review process is modeled after the joint U.S. Small Business Administration, Department of Defense, and Association of Small Business Development Centers On-Site Review process.

The process of evaluation consists of a direct On-Site Review of each Center. The review is complemented by data from Neoserra and by client evaluations done independently of the Center personnel.

The results of these reviews may be used to develop action or improvement plans for the Center operations and to evaluate ongoing funding of the Center operations.

The Onsite Review will be conducted by the Network Coordinator. Any additional reviewers will be at the discretion of the Network coordinator and program management.

Network Coordinator/DCEO SBD Team Member: The DCEO SBD Team Member is designated by the SBDC Statewide Director, the Program Manager or the Network Coordinator and is required to have a minimum of two years of experience in the Network program operations.

SBA Team Member: The SBA Team Member should have working familiarity of the SBDC program.

SBD Network Center Director: The SBD Network Center Team Member is recommended by the Illinois Entrepreneurship and Small Business Growth Association, with concurrence of the SBDC lead Center, and is required to have held the position of SBD Network Center Director for a minimum of two years of experience in the SBDC and void of any outstanding program deficiencies.

Advisory Board Members: Statewide and/or local Advisory Board Members may also participate in the review process.

Funding for the travel costs associated with the Reviews are borne, in part, by the ISBDC office subject to availability of funding and appropriations.
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ON SITE FISCAL REVIEW INSTRUMENT

Center: _____________________ Grant #: _____________ Date: ______________


	During the course of the review, any differences will be documented.

Corrective Actions: Determine whether corrective actions have been taken on the last examination report findings.

1)	List recommendations from most recent monitoring review and appropriate actions taken.


2)	List any unresolved issues and recommended actions.



On-site Network Center Monitoring: Discuss the overall monitoring process with the center director and any fiscal staff deemed appropriate.

1)	Discuss any concerns presented by Network Center Director.


2)	Review the Center’s financial procedures manual or the Comprehensive Annual 		 Financial Report (CAFR).


3)	Verify that accounting systems provide for separate tracking of institution and program funds.


4)	Review selected samples.


5)	Review and verify that original Time and Effort sheets and Conflict of Interest	Statements are signed and on file at the Center for appropriate personnel.


6)	If the Network Center reviewed has satellites, determine the extent of the financial oversight. The Network center will maintain all satellites or circuit riders documentation (e.g., Budget detail, Time and Effort Sheets, and Conflict of Interest Statement).



Reporting: Determine whether the cash request made by the network center are supported by ledgers and invoices.

1. Grantee Reporting System:
	a. Is the center utilizing the Grantee Reporting System and initiating cash 			 requests?
		i. If not, why not?


		ii. If so, is there hard copy back up in the files for these cash 				 requests?


		iii.	Who is responsible for utilizing the Grantee Reporting System?
			1.	Name:
			2.	Phone Number:

	b. How often are cash requests being made? If less frequently than monthly, 		 what is the reason?


	c. Has the grantee completed the grant close-out process by printing the 	close- 	 	 out via the Internet? Were there any problems with that process?


Cash Management: Determine whether direct costs claimed were reasonable, allowable, allocable and met the special terms and conditions of the agreement.

1.	Internal Control Structure:
	a. Discuss the sources of cash match and to determine if they are allowable.


	b. Verify cash match contributions.


	c. Review bank statements if applicable or verify Electronic Fund Transfer (EFT) 	 for proof of receipt and deposit of grant funds.


	d. Are all cash receipts entered into cash log? (if applicable)


	e. Does the fiscal officer review all vouchers prior to checks being drawn?


	f. Are all payments to external entities, except for petty cash, made by check?
	g. Is more than one person handling the approval to purchase, actual purchase, 	 	 receipt and actual payment for all purchases? (Is there a clear separation of 	 	 these responsibilities and no overlap?)


	h. Is adequate documentation maintained and kept readily accessible to support 	 	 transactions recorded in the accounting books and records?


	i. Are payments made from original invoices or monthly statements? (No 	 	 	 duplicate payments are made.)


	j. Are monthly financial statements for each grant/program prepared?


	k. Are all accounting records retained according to the appropriate state 	 	 	 schedule?


	l. What type of financial accounting software program does the grantee use?


	m. Is there a written policy for compensation/benefits?


2.	Budget Review:

	a. Is there a full-time Program Director and is his/her effort dedicated 100% 	 	 towards the grant project?


	b. What other employees and what percentage of their time is devoted to the 	 	 grant project?


	c. Are travel costs attributable to the employees working on the grant?


	d. Are there any out of state trips planned and budgeted, if so, what is the 	 	 	 purpose?


	e. Do travel vouchers contain details on purpose of trip?


	f. Are there any consultants paid out of the grant? If so, are they providing direct 	 	 client support and are they listed as a service provider in Neoserra?


	g. Does the Program Director have discretion over the use of grant funds within 	 	 the budget constraints? Grant agreement specifies each program director should have control over program budget.



3.	Budget revisions:

	a. Does the grantee anticipate any budget variances that will require a 	 	 	 modification (more than 5% of the total grant requires a mod) before the end 	 	 of the program year?



	b. Are budget revision categories limited to the following: personnel, fringes, 	 	 travel, equipment, supplies, contractual, consultant, other direct and indirect 	 	 costs (where allowed)?



4.	Property:

	a. Has equipment been purchased or is there a plan to purchase any from grant 	 	 dollars? Was purchase approved by DCEO?



	b. Has a Property Inventory Form been completed and forwarded to the DCEO?


Indirect Costs: Currently not allowed to be recovered by Illinois SBDC Service Centers

Program Income Receipts and Disbursements: Determine that the organization’s procedures are adequate to account for program income. Program Income categories may include but are not limited to: Training; Sales of Books, etc.; Advertising; Research Work; Trade Shows; Other (describe). Program Expense categories: Personnel, Fringe, Consultants, Contractual, Travel, Equipment, Supplies and Other.

1.	Review the sources of Program Income and expenditures. Verify documentation 	and usage of program income according to 13 C. F. R. 143.25.


2.	Is there program income carried forward from the previous period?


3.	Are attendee lists maintained from events that produce program income and are 	fees paid by attendees recorded in the cash ledger?


4.	Discuss how program income was used to further program objectives.


5. Was Program Income reported to DCEO?
6. 

ADDITIONAL COMMENTS/NOTES:
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SBDC PROGRAMATIC REVIEW INSTRUMENT


	Center Goals, Scope of Work



Counseling:
	
	Goal
	Actual
	% of goal
	
	State Avg

	Total clients
	
	
	
	
	

	Total hours
	-----
	
	-----
	
	

	Total ave hrs per case
	-----
	
	-----
	
	

	
	
	
	
	
	

	One Time Clients
	
	
	
	
	

	% of One Time Clients to total
	-----
	
	-----
	
	

	One Time Hours
	-----
	
	-----
	
	

	Avg One Time hrs per case
	-----
	
	-----
	
	

	
	
	
	
	
	

	Continuous Clients
	
	
	
	
	

	% of Continuous Clients to total
	-----
	
	-----
	
	

	Continuous Hours
	-----
	
	-----
	
	

	Avg Continuous hrs per case
	-----
	
	-----
	
	

	
	
	
	
	
	

	Women Clients Advised
	-----
	
	-----
	
	

	Women Advised as a % of total
	-----
	
	-----
	
	

	
	
	
	
	
	

	Minority Clients Advised
	-----
	
	-----
	
	

	Minorities Advised as a % of total
	-----
	
	-----
	
	

	
	
	
	
	
	

	% of total clients who are in business
	
	
	-----
	
	



# of total cases
	# of one time cases 
	# of continuous cases
	Hours per total case
	Hours per one time case
	Hours per continuous case
	% of in business cases
	% of one time cases
	% of continuous cases
	% of total minority cases
	% of total women cases
	Total DCEO dollars/total case hours
	Total DCEO dollars/total cases







Economic Impact:

	
	Goal
	Actual
	% of goal
	
	State Avg

	Number of jobs created
	
	
	
	
	

	Number of jobs retained
	
	
	
	
	

	
	
	
	
	
	

	Number of business start ups
	
	
	
	
	

	Number of business expansions
	
	
	
	
	

	Number of business acquisitions
	
	
	
	
	

	
	
	
	
	
	

	Number of loans secured
	
	
	
	
	

	Dollar amount of loans secured
	
	
	
	
	

	
	
	
	
	
	

	Number of equity projects
	
	
	
	
	

	Dollar amount of equity secured
	
	
	
	
	

	
	
	
	
	
	



	# of jobs retained
	# of jobs created
	# of business start ups
	# of business expansions
	# of business acquisitions
	# of total loans secured
	# of total loan dollars secured
	# of total equity projects
	# of total equity dollars secured
	Listing of clients with economic impact

Client Files:
	Client files will be securely maintained to preserve the confidentiality of their contents
	Single folder/file per client
	Client file will contain:
A. Completed application with signature and CPI
B. Copies of correspondence with client	
C. Counseling notes
D. Signed economic impact verification
E. Any survey evaluation forms pertaining to the client
Sample 10%

Resource Utilization:
	Hours per Advisor
	Activities per Advisor
	Comparison Advisor activities
	SCORE/Consultant counseling activities
Advisory Board Listing, Operating Guidelines, & Conflict of Interest Statements for 
	 Counselors	
	Client resource area and work station


Management Training/Training Files:

	
	Goal
	Actual
	% of goal
	
	State Avg

	Number of training units
	
	
	
	
	

	Number of attendees 
	-----
	
	-----
	
	

	Average training hours per unit
	-----
	
	-----
	
	

	Average attendees per unit
	-----
	
	-----
	
	

	
	
	
	
	
	




	# of training units
	# of attendees
	Average training hours per unit
	Average attendees per unit
Discuss training topics and how they were determined
	Sample training evaluation forms and get summary of results
	Single file/folder per training session
	Training unite file/folder should include:
A. Copy of management training report
B. Attendance listing
C. Evaluation forms
D. Brochures, press releases, articles and other marketing materials
Sample 20%

Client Survey Results:
	Discuss lead center (DCEO) survey results
	Discuss ASBDC survey results
	Review subcenter (SBDC) survey practices and results

	Budget, Resources




Budget: Proposed/Actual/Expenditures
	Compare budget detail to actual grant reporting system report
	Monitor expenditure of grant vs. cash dollars
	Usage of Grantee Reporting System
	Closeout procedure
	Property control inventory sheets
	Time and effort worksheets for less than 100% people
	Center program income

Special Projects:
	Compliance Alliance Activity
	Drug Free Workplace Program
	Small Business Energy Assistance Programs
	Environmental Assistance Programs
	Small Business Division
	Forums/workshops
	Other local involvement with area
	Chambers, CDC, Economic Development Corps
	Illinois Main Street
	Revolving loan funds
	1st Stop Capital Shop
	Governor’s Small Business Summit	
	Professional development

Outreach/Public Relations/Promotions:
	Press releases
	Submitted news articles
	Informational briefings to regional community leaders
	Governor’s award submissions
	Brochure and promotional items
	Center signage and accessibility

Success Stories:

	Comments, Suggestions, Feedback, Ideas:




	Based upon the discussions of the items listed above and observations made
	during this site visit, your center appears to be operating in an effective and
efficient manner. Other than addressing the suggestions and recommendations
	included in this report by the site visit team, no formal actions are required.

	Based upon discussions of the items listed above and observations made during
	this site visit, specific corrective actions must be taken by your center as soon as
	possible. A detailed corrective action letter will follow up this site visit 	addressing the following areas:








Site Visit Participants:

Signatures:




DCEO Network Staff DCEO Network Staff
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PTAC On-Site Program Review Instrument


	Center:
	
	Date: 




	Center Goals, Scope of Work



Counseling:
	
	Goal
	Actual
	% of goal
	State Avg

	Total clients
	
	
	
	

	Total hours
	
	
	
	

	Total avg. hrs per case
	
	
	
	

	
	
	
	
	

	# of initial advising sessions
	
	
	
	

	# of follow-up advising sessions
	
	
	
	

	# of active clients
	
	
	
	

	# of SDB initial advising sessions
	
	
	
	

	# of WOB initial advising sessions
	
	
	
	

	# of 8(a) Certified Bus initial advising sessions
	
	
	
	

	# HUB Zone initial advising sessions
	
	
	
	

	# of SDVOB’s initial advising sessions
	
	
	
	








Economic Impact:

	
	Goal
	Actual
	% of goal
	
	State Avg

	# of bids submitted
	
	
	
	
	

	
	
	
	
	
	

	# of contracts secured
	
	
	
	
	

	$ amount of contracts secured
	
	
	
	
	

	
	
	
	
	
	

	# of jobs created
	
	
	
	
	

	# of jobs retained
	
	
	
	
	



	Client Files:
	Client files will be securely maintained to preserve the confidentiality of their contents
	Single folder/file per client
	Client file will contain:
F. Completed application with signature and CPI
G. Copies of correspondence with client	
H. Signed economic impact verification
I. Any survey evaluation forms pertaining to the client
Sample 10%

Resource Utilization:
	Hours per advisor
	Activities per advisor
	Comparison advisor activities
	Consultant advising activities
Advisory Board Listing, Operating Guidelines, & Conflict of Interest Statements for 
	 Advisors	
	Client resource area and workstation


Management Training/Training Files:

	
	Goal
	Actual
	% of goal
	
	State Avg

	# of sponsored/cosponsored
	
	
	
	
	




	Discuss training topics and how they were determined
	Sample training evaluation forms and get summary of results
	Single file/folder per training session
	Training unite file/folder should include:
E. Copy of management training report
F. Attendance listing
G. Evaluation forms
H. Brochures, press releases, articles and other marketing materials
Sample 20%

Client Survey Results:
	Discuss lead center (DCEO) survey results
	Review subcenter (PTAC) survey practices and results

	Budget, Resources




Budget: Proposed/Actual/Expenditures
	Compare budget detail to actual grant reporting system report
	Monitor expenditure of grant vs. cash dollars
	Usage of Grantee Reporting System
	Closeout procedure
	Property control inventory sheets
	Time and effort worksheets for less than 100% people
	Center program income

Special Projects:
	Compliance Alliance Activity
	Small Business Division
	Forums/workshops
	Other local involvement with area
	IESBGA Committee Activity (past/present)
	Chambers, CDC, Economic Development Corps
	Illinois Main Street
	Governor’s Small Business Summit
	Matchmaker/Vendor Fairs	
	Professional development

Outreach/Public Relations/Promotions:
	Press releases
	Submitted news articles
	Informational briefings to regional community leaders
	Governor’s award submissions
	Brochure and promotional items
	Center signage and accessibility

Success Stories: 6 Minimum

#:______











	Comments, Suggestions, Feedback, Ideas:




	Based upon the discussions of the items listed above and observations made
	during this site visit, your center appears to be operating in an effective and
efficient manner. Other than addressing the suggestions and recommendations
	included in this report by the site visit team, no formal actions are required.

	Based upon discussions of the items listed above and observations made during
	this site visit, specific corrective actions must be taken by your center as soon as
	possible. A detailed corrective action letter will follow up this site visit addressing 
	the following areas:

Site Visit Participants:

Signatures:

DCEO Network Staff DCEO Network Staff


back to table of contents
ITC PROGRAMMATIC REVIEW INSTRUMENT


	Center:
	
	Date: 




	Center Goals, Scope of Work



Client Counseling:
	
	Goal
	Actual
	% of goal
	State Avg

	Total clients
	
	
	
	

	Total hours
	
	
	
	

	Total ave hrs per case
	
	
	
	

	
	
	
	
	

	One Time Clients
	
	
	
	

	% of One Time Clients to total
	
	
	
	

	One Time Hours
	
	
	
	

	Avg One Time hrs per case
	
	
	
	

	
	
	
	
	

	Continuous Clients
	
	
	
	

	% of Continuous Clients to total
	
	
	
	

	Continuous Hours
	
	
	
	

	Avg Continuous hrs per case
	
	
	
	

	
	
	
	
	

	Women Clients advised 
	
	
	
	

	Women advised as a % of total
	
	
	
	

	
	
	
	
	

	Minority Clients advised
		
	
	
	

	Minorities advised as a % of total
	
	
	
	

	
	
	
	
	

	First time ever advised at this ITC/NOC
	
	
	
	



(Total DCEO dollars/total case hours)
(Total DCEO dollars/total cases)


Economic Impact Assistance:
	
	Goal
	Actual
	% of goal
	State Avg

	Number of jobs created
	
	
	
	

	Number of jobs retained
	
	
	
	

	Dollar value of export sales secured
	
	
	
	

	
	
	
	
	




Client Files:

Resource Utilization:
	
	Goal
	Actual
	% of goal

	# of new advising/training resources dev.
	
	
	

	Number of center advisory board meetings held
	
	
	




	
Management Training/Training Files:
	
	Goal
	Actual
	% of goal
	State Avg

	Number of sponsored training units
	
	
	
	

	Number of attendees 
	
	
	
	

	Average training hours per unit
	
	
	
	

	Average attendees per unit
	
	
	
	

	
	
	
	
	

	Number of co-sponsored training units
	
	
	
	

	Number of attendees
	
	
	
	

	
	
	
	
	

	Number of co-sponsored training units w/DCEO/IESBGA, and or USDOC
	
	
	
	

	
	
	
	
	

	# of Co’s educated in export finance/payment
	
	
	
	






Trade Specialist Training & Professional Improvement:
	
	Goal
	Actual
	% of goal

	# Director training sessions to keep Bus Spec
	
	
	

	# of DCEO/ISDBDA meetings attended
	
	
	

	
	
	
	




	
Client Survey Results:

	Budget, Resources



Budget: Proposed/Actual/Expenditures


Special Projects:

Outreach/Public Relations/Promotions:
	
	Goal
	Actual
	% of goal

	# of presentations to bus./community groups
	
	
	

	# of press releases produced for local events
	
	
	

	
	
	
	






Success Stories:

	Comments, Suggestions, Feedback, Ideas:




	Based upon the discussions of the items listed above and observations made
	during this site visit, your center appears to be operating in an effective and
efficient manner. Other than addressing the suggestions and recommendations
	included in this report by the site visit team, no formal actions are required.

	

Site Visit Participants:



Signatures:




DCEO Network Staff DCEO Network Staff
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TRAINING CALENDAR OF EVENTS

All training events sponsored or co-sponsored by an ISBDC center must be submitted to DCEO Small Business Calendar at least two weeks in advance so that they may be posted on DCEO's Web Page (www.illinoisbiz.biz).

Event submissions must include the name of the event, date(s), location, contact phone number, and appropriate category (please see DCEO Website). Links to other websites for additional information/registration can also be provided.
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Illinois Small Business Development Network Centers
Common Words and Definitions


Small Business Development Center

Client: each person or business firm who completes a Request for Consultation Form and who has received at least one (1) hour of substantive and significant consulting assistance from an SBDC resource.

Continuous Consultation: multiple consultation sessions provided to a client during the course of the budget period.

Advising/Consulting: an ongoing process of two-way communication between client and consultant(s). This process includes identifying and analyzing the client’s needs and problems. To accomplish this, the consultant may need to gather information and conduct research in order to implement the appropriate strategy. The goal of SBDC consulting is to increase the management capability of the business owner and is viewed as an educational process.

Advising/Consulting Hours: all time spent by consultants in the following activities: 
· direct one-on-one with the clients in person, with electronic communication or by telephone 
· preparation for client meetings including preparation of correspondence, or communication by whatever the medium 
· research activities on behalf of clients, and travel to and from the client’s facility/location or outreach center 

Advising/Consulting Utilizing Electronic Communications Technology: In order to log consulting hours provided to individuals, the following conditions must be met.

The SBDC must obtain an original signature on a Request for Consultation Form from the client. The form should be completed after an initial exchange of information has revealed that the client could benefit from SBDC consulting assistance. Such exchange of information may occur in a face-to-face meeting, via telephone, via exchange of e-mail, via any other media or combination of media that allows the client and the SBDC consultant to exchange information describing the perceived needs of the client and the capabilities of the SBDC to satisfy those needs.

Once a consulting relationship has been established with a signed Request for Consultation, all preparation and contact time associated with the engagement should be logged. It is recognized, in the case of many forms of communication, contact time becomes a very different concept. In the case of consulting via electronic communications technology, “contact time” is defined as time spent in reading or analyzing information provided by the client and time spent in synopsizing or synthesizing materials to be transmitted to the client.

Preparation time is defined as time spent on behalf of the client and might include research or surveying relevant background information. It is recognized that consultants will exercise their best judgment in making the allocation of time.

Information Transfer Actions: to serve the many small businesses that contact the SBDCs for information yet do not become a client, all centers engage in “information transfer”. Requests for information may be initiated by letter, telephone call, e-mail or other forms of communication. At a minimum, SBDCs will record the number of such requests to which they respond as a contact in Neoserra.

Management Training Course: consists of a series of sessions at which small business management subjects are taught to the same group of small business owners or managers. Depending on the nature of the course, this training may last one day or many but must exceed eight hours in total. A management training course may be offered through any communications technology.

Management Training Conference: training sessions at which small business management subjects are taught to groups of small business owners or managers. To be considered a conference, the training must be less than a total of eight hours. Training of less than two hours is not acceptable for reporting purposes.

One-Time Advising: advising provided to a client on a one-time basis during the course of the budget period.

SBA Client: any firm or individual that has received a loan or a loan guarantee from SBA, is a pending applicant for a loan, an 8(a) participant, a surety bond holder or a Certificate of Competency (COC) form.

SBA Program Officer: the SBA employee who negotiates the annual Cooperative Agreement and monitors the ongoing operations of an SBDC. This person receives a letter from the SBA giving official authority to act as the SBA’s representative.

SBDC Network: the combination of the DCEO SBDC, the SBDC Network Service Centers, and Satellite Offices.

SBDC Program Announcement: the document developed annually by the U.S. SBA Office of SBDCs to solicit proposals from SBDC applicants. It outlines statutory requirements, goals and initiatives of the SBA, financial and programmatic reporting requirements, and the required application format.

SBDC Satellite Office: usually an outreach location with the SBDC Network that reports to an SBDC Service Center or to the DCEO SBDC. Satellite offices generally offer limited services provided by part-time staff.

SBDC Service Center: participating organizations, universities, community colleges, state entities, chambers of commerce, etc., that enter into written agreements with the DCEO SBDC to provide small business services.

SBDC Training: training is the provision of advice, guidance and instruction to groups of prospective and existing small business persons and entities, whether by in-person, groups sessions or by such communication modes as teleconferences, videos, publications and electronic media. Such training must be at least two hours in duration to be acceptable, have a planned attendance of six attendees unless the subject matter or special circumstances justify a lower attendance. In those cases, the justification must be explicitly stated. In order to be counted as a training deliverable, training must be documented to include activity brochure or flyer, attendees list and evaluation.

Training Deliverables: a training event that qualifies as a deliverable should meet the following criteria:
· provide a minimum of two hours of instruction, supported by a list of attendees 
· have a planned minimum of six attendees unless the subject matter or special circumstances justify lower attendance. In those cases, the justification must be explicitly stated 
· be an activity that addresses a topic having application to small business owners or potential small business owners 
· be a general information conference if the conference is designed to transmit information the attendees can utilize in operating their business 

Procurement Technical Assistance Center

Active Client: client that has received Procurement Technical Assistance within the last 12 months.

Client: an individual or a business that is seeking or may potentially seek to market its goods and/or services as a prime contractor or subcontractor to DoD, other federal agencies, and state or local governments that has received Procurement Technical Assistance.

Advising Session: a documented event, including, but not limited to, a telephone call, correspondence, or personal discussion held with a business firm/client, where professional guidance is provided to assist the business firm/client in marketing its goods and/or services to DoD, other federal agencies, and state and local governments. This includes, but is not limited to, providing advice and assistance such as:

· assisting business firms/clients by providing marketing and technical assistance in selling their goods and/or services to DoD, other federal agencies, and state and local governments 
· assisting with understanding specifications 
· assisting in the preparation and proper submission of applications, certifications, registrations, etc. in order to do business with government entities 
· assisting in the preparation of offers 
· providing post award assistance in areas such as production, quality system requirements, finance, engineering, transportation and packaging 
· providing information to business firms/clients on the DoD Mentor-Protégé Pilot Program, Defense Conversion, Reinvestment and Transition Assistance Act of 1992, the Metric Conversion Act, Electronic Commerce (EC), Historically Underutilized Business (HUB)Zone Empowerment Contracting Program, and commercial item acquisitions 

The distribution of publications, specifications, and bid matches is not a counseling session. However, if such actions result in an award to an active client that award may be counted on the Defense Logistics Agency (DLA) Form 1806 “Procurement Technical Assistance Cooperative Agreement Report”. Simply referring business firms/clients to another source for advice or assistance is not a counseling session nor can any resulting award be counted on the DLA Form 1806.

Follow-up Advising Session: a consultation session held with a client, subsequent to the initial consultation session.

Initial Advising Session: the first counseling session held by a recipient with an individual or business firm. The initial counseling session may determine that the individual or business firm has no likely potential to do business with a federal agency and/or state and local government.

Procurement Technical Assistance: any assistance of a specialized or professional nature provided to a business firm/client to enable it to identify potential contractual opportunities with DoD, other federal agencies, and state and/or local governments, or to obtain or perform on contracts with these entities. This specialized assistance may consist of, but is not limited to, locating potential marketing opportunities for PTAC’s business/clients’ goods and/or services, assisting in the preparation of proposals and financial and contractual forms, and providing guidance in relation to quality assurance, production, and/or assistance in the resolution of engineering, financial, quality or production problems.
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