[image: image1.wmf]Illinois Small Business Development Center

Illinois Department of Commerce and Economic Opportunity

620 East Adams S-4 

w

 Springfield, Illinois 62701

800/252-2923     Fax: 217/524-0171     

TDD:

 217/785-6055

http

://www.ilsbdc

.biz

[image: image1.wmf]

	Rod Blagojevich

Governor
	
	Jack Lavin
Director


	
	
	

	
	
	


In cooperation with the U.S. Small Business Administration, the U.S. Department of Defense, and the Illinois Environmental Protection Agency

Printed on Recycled Paper

POLICY NOTE NUMBER 06-03
TO:

ALL Illinois SBDC ITCs/NOCs
FROM:
Mark A. Petrilli, State Director

DATE:
June 15, 2006

RE:

Illinois SBDC/ITC/NOC Quarterly Narrative Report Requirement 
PURPOSE:
To institute a quarterly reporting requirement for the Illinois SBDC/International Trade Centers and NAFTA Opportunity Centers, effective July 1, 2006.
BACKGROUND:  Currently, reporting by the Illinois SBDC International Trade Centers (ITC) and NAFTA Opportunity Centers (NOC) is done on a monthly basis via an electronic attachment to an email. This change will align the reporting process for ITCs and NOCs with The Illinois SBDCs and allow us to capture all pertinent information in our data base.
PROCEDURE:  All Illinois SBDC International Trade Center and NAFTA Opportunity Centers will now be required to submit quarterly activity reports via the WebCATS under the Narrative section.  All pertinent information should be entered in the “400 International Trade” category. The reports include any significant activity conducted or participated in by the center in the previous quarter. It should be entered by the fifth working day of the end of the previous quarter.  The first report covering the period April through June 2006 will be due on Tuesday, July 11 due to the 4th of July holiday.
EFFECTIVE DATE:  July 1, 2006
ATTACHMENT(S):  None.  This Policy Note is available electronically on CenterConnect.
INQUIRIES:  Any questions may be directed to your respective Network Center Coordinator.
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