ILLINOIS SBDC IMAGE, LOGO AND MARKETING MATERIALS

Entities funded wholly or in part through the Department of Commerce and Economic Opportunity, and identified as an Illinois Small Business Development Center (Illinois SBDC), Illinois SBDC satellite office or a specialized center such as an Illinois SBDC International Trade Center (ITC), ITC NOC or an Illinois Procurement Technical Assistance Center (IPTAC) 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, letterhead and other similar forms of communication shall include the appropriate IEN Small Business Development Center or IEN Procurement Technical Assistance Center logo, when applicable.   The logo should be displayed large enough so that it can be easily identified.

The Illinois SBDCs and Illinois SBDC ITCs and NOCs must utilize the IEN Illinois 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 Illinois 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 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 Illinois 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 ILLINOIS 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 ILLINOIS SBDC program on an annual basis, and each ILLINOIS SBDC operates under the program's regulations and Section 21 of the Small Business Act.  Accordingly, all ILLINOIS SBDCs (and Illinois SBDC ITCs and Illinois 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 ILLINOIS SBDC clients.  Each ILLINOIS 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 ILLINOIS SBDC logo on ALL materials including stationery and business cards).

In addition, while ILLINOIS SBDCs must display signage featuring the SBA logo (and IEN ILLINOIS 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 ILLINOIS 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 ILLINOIS SBDC should order or purchase any new materials featuring a co-branded logo.  In addition, each ILLINOIS 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 ILLINOIS SBDC's own logo or may be placed in a prominent location elsewhere in the material.  Additionally, whenever an ILLINOIS 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 ILLINOIS 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 ILLINOIS SBDC does not elect to use the SBA logo, it must at a minimum feature the acknowledgement of support listed above (and the IEN ILLINOIS SBDC logo).  The SBA logo and/or acknowledgement of support may not be used in connection with ILLINOIS 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 ILLINOIS SBDC produces materials which feature editorial content, it must use the following alternate acknowledgement of support [either independently (with the IEN ILLINOIS SBDC logo) or in conjunction with the SBA logo (and the IEN ILLINOIS 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 ILLINOIS 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, ILLINOIS SBDCs will be expected to develop plans for generating and sharing ILLINOIS SBDC-produced training and information materials.  These plans will be incorporated in the annual operating plan prepared by each ILLINOIS SBDC Lead Center and reviewed with the SBA program office.  Materials appropriate for sharing should also be sent to the ILLINOIS 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 ILLINOIS 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.

