
POLICY NOTE NUMBER 04-07

TO:

ALL NETWORK CENTERS

FROM:

Mark A. Petrilli, State Director

DATE:

August 4, 2004

RE:

Documentation: Counselors Notes, Economic Impact, and Clients files

PURPOSE:
Clear, Concise and Complete Records.

BACKGROUND:  Network centers are required to input all counseling, training, and economic impact data by the 5th working day of the following month.  Documentation of client activity has always been an important part of a counselor’s daily regimen. This policy is meant to clarify the program requirements in this area.

PROCEDURE:  Counselor notes need to contain the following information:

1. The date services were provided.

2. Who attended the session?

3. What was the primary focus of the session?

4. What actions steps had been accomplished since the last meeting?

5. What are the items that need addressed before the next meeting?

6. Set the next meeting date.

The counseling notes should follow the “Three C’s:” They should be Clear, Concise, and Complete. Information should be entered in the client notes as soon as possible after the counseling session and maintained throughout the engagement with the client. The center should be able to produce copies of counselor notes from the reporting system (ICATS) upon request. Notes should be complete enough for a different counselor to read them and be able understand the necessary follow up steps with the client.

All impact (i.e. export dollars, loans dollars, increase in sales) must be verified by the client or originating source of funds. The impact information must be for a specific amount.

The client file should contain the client profile form, client specific impact documentation, correspondence, handwritten notes and a copy of any in depth assistance provided such as business plan, export documentation, proposals or contract awards form.  Files should be up to date at all times.

EFFECTIVE DATE:  Immediately.

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

