POLICY NOTE NUMBER 06-01

To:

All SBDCs, SBDC ITCs/NOCs and PTACs
FROM:
Mark A. Petrilli, State Director, Illinois SBDC
DATE: 
May 8, 2006

RE:

Request for Counseling form and Follow-up Counseling form
PURPOSE:
To disseminate the newly revised Request for Counseling form and Follow-up Counseling form.

BACKGROUND:  During the recent Illinois SBDC Accreditation process and through ongoing center site visits, inconsistencies have been identified throughout the state in the use of request for counseling forms and the collection procedures for client information and file documentation. The standardization of the Request for Counseling and the Follow-up Counseling forms for all centers and the strengthening of the information collection process will be major steps in improving client documentation.  Several revisions have been made to the forms, incorporating several suggestions from various centers. The new forms allow centers to add their own name and logo to provide local host recognition.  The forms are also organized to follow the data entry screens of the Illinois Client Activity Tracking (CATS) System in order to simplify data entry efforts. If needed, space has been provided to allow centers to collect additional information on the back of the Follow-up Counseling form, when approved in writing by the Illinois SBDC State Director. These enhancements to the forms should greatly reduce, if not eliminate, a centers need to alter the core forms in any way.   
PROCEDURE:  Effective immediately all SBDCs, SBDC ITCs/NOCs and PTACs are required to use the newly revised Request for Counseling (RFC) and Follow-up Counseling (FC) Forms.  The SBDCs and SBDC ITCs/NOCs will use the same forms.  The PTACs will use a similar version of the forms. All forms will have the version date on the bottom right hand corner.  No changes will be allowed to these forms without the expressed written approval of the Illinois SBDC State Director. 
EFFECTIVE DATE:  Immediately

ATTACHMENT(S):  The forms are posted on the CenterConnect site.
INQUIRIES:  Please contact your Network Center Coordinator if you have any questions. 

