POLICY NOTE NUMBER 04-06

TO:

ALL NETWORK CENTERS

FROM:
Mark A. Petrilli, State Director

DATE:
March 4, 2004

RE:

Monthly Entries into the WebCATS System

PURPOSE:
Accurate monthly reporting.

BACKGROUND:  Network centers have been required to input all counseling, training, and economic impact data by the 5th working day of the following month.  However, there was not a way to prevent centers from inputting previous monthly data after the deadline.  Therefore, when the monthly report was finished, the counseling, training and economic impact numbers could change at any given time.

PROCEDURE:  At close of business on the 5th working day of each month, we will set that day in the WebCATS system as the cut off date.  Once this is set the system will not allow any data entry for events that transpired before this date.  Centers will then be required to enter the session or event into the next month; this will likely be dated the 1st of the month.  It is also suggested that the center enter a note in the comments section of the record explaining that the session or event took place on a previous date but was entered for the following month.  This procedure will eliminate inconsistency from month to month on data entry that we report to DCEO and SBA.

Please note that this feature is not available yet for economic impact but will be coming at a later date.  It is still suggested that you follow the same procedures for economic impact as you do for counseling and training in the above example.

EFFECTIVE DATE:  Immediately.

INQUIRIES:  Any questions may be directed to your Network Coordinator.

