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Introduction

The Operations manual is a resource for the Utah SBDC staff throughout the state.  The manual contains policy and procedures, job descriptions, overviews of special program and services, forms, and other information necessary to maintain consistency of operations throughout the network.   It is designed as a reference tool for all SBDC staff on the basic policy and procedures of the program.  

Each Regional Center receives the manual in electronic form. In addition, the full text of the manual is available on the SBDC SharePoint site.

xe "Internal Web site"
The manual is updated on an ad hoc basis.  New text is added as the program initiates new projects or implements new procedures and new forms are added to the binder as they are developed or revised. The network is advised of updates and new information added to the manual. The entire manual is reviewed annually.

The Purpose of the SBDC

The overall goal of the SBDC is to strengthen the small business community of Utah through educational institution related assistance.  

· Provide direct one-to-one counseling to small business clients.

· Provide training in areas of business activity of general or specific value (e.g., "BizSmart," "FastTrac," "7 Habits for Small Business Managers," etc.) to small business.

· Provide research of immediate, impending or long-term value to Utah's small business community.

The SBDC must employ its best efforts to ensure that its economic development and technical assistance services are available to all small business populations, including special emphasis groups such as minorities, women, Native Americans, 8(a) firms in all stages, veterans and service-connected disabled veterans, reservists called or who may be called to active duty, people with disabilities, individuals currently and formerly receiving public assistance, individuals in low and moderate income urban and rural areas, and individuals located in HUB zones. (13 CFR 130.340(c) and Section VIII, Part D, Guidelines).

The SBDC serves as an outreach and ready access point to integrate faculty, staff, and student expertise in a concentrated effort to enhance small business; therefore, promoting employment and an expansion of the tax base.  As a result of the geographic dispersion and diversity of the educational system, a wealth of resources is available and accessible through SBDC focal points for use of other State agencies as well as small businesses. Access to existing State, local, and Federal resources available to small business is provided throughout the network. The close working relationship with State and Federal agencies represents an enhancement of services in support of the Utah small business sector.

Mission Statementxe "Mission statement"
To facilitate the success and prosperity of business endeavors by teaching steps, tactics and strategies to all who are interested in entrepreneurship.  To give entrepreneurs tools for success.  

Vision Statementxe "Vision statement"
To be the most respected and demanded resource for entrepreneurs to turn to for business guidance and education.  

Customer Service Principles

Our goal is to treat customers as we expect to be treated. 

Working together…

· We never stop learning.

· We are committed to making a difference.

· We believe there are no limits to human ability.

We do what is right and we do what we say.
Developing and Maintaining a Successful Relationship

Goal:

The goal of the SBDC is to strengthen the small business community of Utah through advisement and training.  The SBDC serves as an outreach and access point to integrate faculty, staff, and student expertise in a concentrated effort to enhance small business; promoting employment and expansion of the tax base.  As a result of the geographic dispersion and diversity of the educational system, a wealth of resources is available and accessible through SBDC focal points for use of State agencies as well as small businesses. Access to State, local, and Federal resources is available to small business throughout the network. The close working relationship with State and Federal agencies represents an enhancement of services in support of the Utah small business sector.

Administration:

The SLCC administers the Utah Small Business Development Center. The State Director and staff negotiate a single Cooperative Agreement with the U.S. Small Business Administration, in support of Utah small business objectives, and distribute objectives or milestones to Regional Centers within the network.  The Cooperative Agreement between the SBDC and SBA is contractually let to the participating Regional Centers through the fiscal administration SLCC Grants Office.  Program administration remains with the State Office at the SLCC.  Program activities and fiscal actions are reported and monitored through a dedicated SBDC interactive computerized network. This computer configuration has established operational and connectivity standards for all participating locations.

Although primary service delivery areas are proposed for each Regional Center, these territories are not mutually exclusive.  The overall objective of providing identified or needed small business assistance to the small business client in the most efficient and effective manner encourages the availability of specialized expertise of any Regional Center to be matched with the appropriate small business need, regardless of location.  Therefore, the specialized expertise of each participating Regional Center may be called upon in support of small businesses without strict adherence to identified target or service areas.  Network member communication and a sharing of resources or expertise are coordinated through the Lead Office. Program developments, training activities or research are shared within the network without restriction.

A basic center composition has been identified to initiate small business services.  This configuration is an attempt to meet the service requirements and maximize the impact of available resources.

Code of Ethics

Conflict of Interest Policy

I. Purpose
The purpose of a policy is (a) to prevent the actions of any agent of the Utah SBDC Network from constituting a conflict of interest, (b) to provide a system for agents of the Utah SBDC Network to question and to receive a definitive answer as to the existence of a conflict of interest.

II. Definitions 
A. Conflict of Interest - a situation in which regard for a private interest or gain leads or has the potential to lead to a disregard of the needs of the Small Business Development Center Network or the rights of its clients.

B. Client - a business, individual or legal entity with which the Small Business Development Center has entered into a contract, written or verbal, to provide any or all of the Small Business Development Center Network’s available services.

C. Small Business Development Center Services - include, but are not limited to, Utah Small Business Development Center related counseling; training; research of materials for a client; referrals to other agencies; provision of printed, copies, or magnetic media information; or other services that the Small Business Development Center may commonly and routinely perform for its clients.

D. Agent of the Small Business Development Center - any person currently employed by or on behalf of the Small Business Development Center for counseling, training or other services. This may include students, university faculty and staff, volunteers and paid consultants. Agents may be paid by a university or other agency, but if their activity is to further Small Business Development Center objectives, they are considered agents of the Small Business Development Center. 

E. Gift - real property, or tangible and intangible personal property of material value which is provided directly or in trust for the benefit of the recipient. Included in this definition are the similar terms included in section 3 below.

III. Standards of Conduct
A. Relations with Present and Former Clients – An agent of the Utah Small Business Development Center Network:

1. shall not solicit or accept, or appear to solicit or accept, any gift, or loan, reward, promise of future employment, favor or service from any former or current client;

2. shall not solicit or accept, or give the appearance thereof, any compensation or other monetary remuneration for counseling related services provided a client while acting as an agent of the Utah SBDC Network; 

3. shall not recommend to a client the purchase of goods and/or services from a firm which the agent has a material or financial interest;

4. shall not accept fees, commissions, gifts or other favors from third parties who have supplied goods and/or services to Utah SBDC Network clients;

5. shall not solicit the private engagement of his or her services by a client at any time during the term of the client’s relationship with the Small Business Development Center;

6. shall not release information about any clients relationship with the Small Business Development Center, nor any information about the business or personal matters of any client to any person or agency outside the Utah SBDC Network without written permission of the client; and

7. shall not invest monies, personal services or property in the business of current client of the Small Business Development Center.

B. Consulting Activities - With regard to "moonlighting" or other for-profit activities outside the normal working hours and service delivery of the Small Business Development Center, agents of the Small Business Development Center will:

1. assure that the outside activity does not interfere with the full performance of the agent's Small Business Development Center responsibilities;

2. notify, in writing and in advance, the Small Business Development Center Director (and the University Administrator to whom the Director reports), advising of the nature of the proposed or current activity and any potential for conflict of interest which might arise from it;

3. utilize neither Small Business Development Center material, equipment or property nor publications, texts of other documents which were developed or prepared with Small Business Development Center funds; and 

4. assure that his or her Small Business Development Center position is not used to arrange, or appear to arrange, the eventual utilization of his or her service for private gains.

C. Agreements - The agent of the Small Business Development Center agrees to:

1. Provide, upon request, a statement of financial interests in any and all business entities with which the agent has such interest; and

2. Sign, upon request, an agreement to bide by the policies contained herein. 

IV. Penalties and Grievances

Generally, penalties for violation of policies may include, but not be limited to, reprimand, suspension of employment and/or termination of employment.

The determination of conditions required to constitute a conflict of interest situation will be made by the State Director, in consultation with the Host Institution (varies from Center to Center), the SBA, and the appropriate representative of the agent’s organization based upon this policy and applicable Host institution policies and state regulations. 
Action - The policy has the full endorsement of the SBDC Director's Council for the Utah Small Business Development Center Program Network.

Each Center Director will require each agent of their Center to read and to certify their understanding of an agreement to abide by the requirements of the policy. Then, a copy of the Standards of Conduct for Full-Time and Part-Time Employees and/or the Standards of Conduct for Contractors and Volunteers should be signed by each employee currently employed and by new employees at the time of their association with the program. Copies of this Agreement will be maintained in the Small Business Development Center and the State Director's Office files for a period of three years from date of signing. 
Client Confidentiality and Client Waiver 

I. Client Confidentiality
All SBDC agents are required to maintain complete confidentiality concerning client identities and any client information shared by clients.  Many clients are still employed prior to opening their businesses, others are involved in a very competitive industry, and others may be inventors who require strict secrecy. SBDC agents do not discuss clients’ businesses or names with non-employees. We make this promise to each client prior to counseling. Without this promise clients would be very reluctant to discuss their ideas with us.

SBDC agents are also prohibited from recommending goods or services, or from accepting fees or commissions for services. If, for example, a client asks you to recommend an attorney or accountant, you cannot name just one individual. Instead, you may give the client the names of three or more individuals. For more information on the topic of conflict of interest, please review the Utah Small Business Development Center Network’s Conflict of Interest Policy.

II. Client Waiver
Occasionally you may work with a client who needs assistance which you cannot provide through counseling. If the client insists upon hiring you to provide more extensive services, you should comply with the following steps:

A. Advise the client that you will guide and counsel him/her on how to perform the work themselves. You have agreed to provide these counseling services free of charge.

B. Advise the client that there are other professionals in the community who are capable of providing the same service on a for-fee basis.

C. Be very careful not to solicit, or give the client the impression that you have solicited, their business.

 STANDARDS OF CONDUCT FOR FULL-TIME AND PART-TIME EMPLOYEES

All staff of the __________________________________ SBDC are expected to live up to the highest levels of public trust and accountability and to conduct themselves both at work and in the community in such a manner as to reflect credibility on themselves, the SBDC Network, and the _________________________.  These standards shall be complied with by all ____________SBDC employees, hereafter collectively referred to as SBDC employees.

As a condition of my employment/service as a SBDC employee I agree to the following:
1. I shall not use my position for a purpose that is, or gives the impression of being motivated by a desire for personal gain for myself or persons with whom I have a business, family, or other relations;

2. I shall not recommend the purchase of goods or services from sources in which I or they (persons listed in no. 1., above) have a direct or indirect interest;

3. I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service from third parties who supply goods or services to the SBDC, in conformance with Utah Code Section 67-16-5;

4. I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service in return for services performed by the SBDC; 

5. I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service in return for recommending any goods or services to a SBDC client;

6. I shall not solicit or accept private business consulting/counseling engagements from any persons seeking counseling from the SBDC, during my term of employment with the SBDC; consistent with Utah Code Section: 67-16-9; unless the client files a “Termination of Client Relationship” (sample attached). This filing must be in complete conformance with Utah Code Section 67-16-6;

7. I will not solicit an engagement as a paid consultant from an SBDC client within six months subsequent to the term of my employment with the SBDC;

8. I shall not knowingly invest in the business of any Utah SBDC client, for the duration of my employment with the SBDC or for 6 months after termination of employment with the SBDC. Any previous investment in current or new SBDC clients shall be disclosed in writing to the Utah SBDC State Director.  

9. I shall hold the affairs of all persons seeking SBDC services in strict confidence and maintain the high standards of professional conduct and in compliance with state and federal law;

10. I agree to comply with this policy as well as with ___________________  (college, university, or association of government) policies related to codes of conduct: ____________________________________________;

11. Utah Code Section 67-16-14: Unethical transactions – Duty to dismiss officer or employee – Right to rescind or void contract statute: If any transaction is entered into in violation of Section 67-16-6, 67-16-7, 67-16-8, the state, political subdivision, or agency involved: 1) shall dismiss the public officer or public employee who knowingly and intentionally violates this chapter from employment or office as provided by law: and 2) may rescind or void any contract or subcontract entered into in respect to such transaction without returning any part of the consideration that the state, political subdivision, or agency has received.

I have read this SBDC Conflict of Interest – Standards of Conduct policy above, received a copy of and read all policies referred to in item 10, above, and understand that disregard for or non-compliance with any of these policies may lead to immediate dismissal or other remedies. I also affirm I have read and signed any host institution conflict of interest standards and forms.

___________________
_________________
       
______________

     SBDC Employee

 Signature


     Date  

___________________
_________________
      
 ______________

     SBDC Employee

 Signature


     Date  

___________________
_________________
       
______________

     SBDC Employee

 Signature


     Date  

___________________
_________________
       
______________

     SBDC Employee

 Signature


     Date 

STANDARDS OF CONDUCT FOR SBDC TRAINING INSTUCTORS 

(Independent Contractors, Adjunct Faculty and Volunteers) 
SBDC Training Instructors, including Independent Contractors, Adjunct Faculty and Volunteers, of the ____________________ SBDC and all Utah SBDC affiliate network centers, hereafter collectively referred to as SBDC network Training Instructors shall comply with these standards.

As a condition of my association with the SBDC network as a SBDC network Training Instructors member, I agree to 

· Hold the affairs of all persons seeking SBDC services in strict confidence, with the understanding that it is appropriate to share student information with SBDC network service providers and counselors, and maintain the high standards of professional conduct, and 

· To comply with this policy as well as with _____________ (college, university, or association of government) policies related to codes of conduct: 

As further conditions of my association with the SBDC network as a SBDC network Training Instructors member, I agree to the following that during any class session when I am an instructor:

· I shall not recommend the purchase of goods or services from sources in which I have a direct or indirect interest;

· I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service in return for services performed for the SBDC client for the SBDC;

· I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service in return for recommending any goods or services to a SBDC client;

· I shall not solicit private business consulting/counseling engagements from any persons seeking counseling from the SBDC network.  

· I shall not accept unsolicited private business consulting/counseling engagements from any person seeking counseling from the SBDC network.

Nothing herein shall in any way prohibit a Training Instructors member from having contact information, brochures or other marketing materials available to students and in the classroom during a class session.

I have read this Conflict of Interest – Standards of Conduct policy.  I understand that failure to comply with any of the above shall constitute grounds for severance of my association with the SBDC.

____________________      __________________________                       _______________ 

SBDC Training Instructors
               Signature


       
   Date  

STANDARDS OF CONDUCT FOR CONTRACTORS AND VOLUNTEERS

These standards shall be complied with by SBDC non-employee contract and volunteer Consultants/Trainers/Instructors of the ____________________ SBDC and all Utah SBDC affiliate network centers, hereafter collectively referred to as SBDC network contractors and/or volunteers.

As a condition of my association with the SBDC network as a SBDC network contractor and/or volunteer, I agree to the following:

· I shall not recommend the purchase of goods or services from sources in which I have a direct or indirect interest;

· I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service in return for services performed for the SBDC client while under contract with or performing volunteer services for the SBDC;

· I shall not solicit or accept, or appear to solicit or accept any gift, loan, reward, equity in a business, compensation, or other monetary remuneration, promise of future employment, favor or service in return for recommending any goods or services to a SBDC client;

· I shall not solicit private business consulting/counseling engagements from any persons seeking counseling from the SBDC network during the term of my contract or volunteer service with the SBDC.  

· I shall not accept unsolicited private business consulting/counseling engagements from any person seeking counseling from the SBDC network during the term of my contract or volunteer service with the SBDC unless a “Termination of SBDC Counseling Relationship” form is signed by the client and approved by the State Director;

· I shall hold the affairs of all persons seeking SBDC services in strict confidence and maintain the high standards of professional conduct.

· I agree to comply with this policy as well as with _____________ (college, university, or association of government) policies related to codes of conduct: 

I have read this Conflict of Interest – Standards of Conduct policy and the Termination of SBDC Counseling Relationship form, which was attached to this agreement and is incorporated by reference.  I understand that failure to comply with any of the above shall constitute grounds for severance of my association with the SBDC.

____________________      __________________________            _______________

     SBDC Employee

               Signature


       
   Date  

TERMINATION OF SBDC COUNSELOR RELATIONSHIP

(Only to be used after conferring with State Director)

To be completed by SBDC client:

· I have recently requested counseling from or have been a client of the ________________________________ SBDC;

· In the course of working with the SBDC, I met ________________________________________ who is a [trainer/consultant/instructor] for the SBDC.

· I have independently, and of my own free will, decided that I would like to retain ____________________________ to privately work with me on developing my business.  I understand that the SBDC does not charge any fees for counseling services and that any contractual relationship that I make with _________________________ is entirely between me and _________________________ and is totally independent of my request for assistance from the SBDC and that the SBDC is not responsible for any liability that may arise out of my relationship with __________________________.

· Brief Description of:

· The transaction as to which service is to be rendered or is to be rendered:

________________________________________________

________________________________________________

· The nature of the service performed or to be performed:

________________________________________________

________________________________________________

· In order to avoid any possible conflict of interest on the [trainer/consultant/instructor] part, or any appearance of impropriety, I hereby terminate my request for counseling with the SBDC and ask that a signed copy of this request be placed in my SBDC file.

___________________________________________________

Client Name (Print or Type)

_________________________
_____________
________ 
   ________


Client Street Address     

City

      State
       Zip

__________________________________________________         ______________

Signature







       Date

Acknowledged:

_____________________   ______  
_______________________   _______

Utah SBDC State Director     Date         
Consultant/Trainer/Instructor       Date

 State and Federal Laws and Regulations

State Laws

A. §63-02  Government Records Access and Management Act 
The Legislature recognizes two constitutional rights:
     (a) the public's right of access to information concerning the conduct of the public's business; and
     (b) the right of privacy in relation to personal data gathered by governmental entities.

The Legislature also recognizes a public policy interest in allowing a government to restrict access to certain records for the public good.  Before you release any document or information not part of the information you distribute regularly, contact your designated records officer.  The officer will know what falls under state and federal regulations

B. §63-56-1001-- Emoluments
Law prohibits any employee from accepting a gift from a vendor or potential vendor, regardless of dollar value.  The law allows no exception for low dollar items.  Meals are not allowed.  This includes the vendor appreciation events.

C. §67-16 Utah Public Officers' and Employees' Ethics Act
Applies to all state government employees, including higher education & its contractors and applies to officers, who are appointed or elected.

1. §67-16-4 (12) Definition of “public employee”

"Public employee" means a person who is not a public officer who is employed on a full-time, part-time, or contract basis by the state or any of its political subdivisions. 

2. §67-16-4   Improperly using information from the job

Employees cannot use information gained on the job, that under GRAMA, is non-public information to further private interests, special privileges, employment, or otherwise interfere with the ethical conduct of business. 

3. §67-16-5 (3) No Gifts

Utah Code prohibits any employee from accepting gifts valued $50 or more per day.

4. §67-16-8 Participation in a transaction involving a business in which a public employee has an interest.  

No public employee shall participate in his official capacity or receive compensation in respect to any transaction between public and any business in which the employee owns a substantial interest

5. §67-16-9 Conflict of interest

No public employee shall have personal investments in any business entity which will create a substantial conflict of interest between private interests and public duties.

6. §67-16-10 Inducing others to violate conflict of interest law

No person shall induce or seek to induce any public employee to violate any of the provisions of this chapter
7. §67-16-14 Unethical transactions   

If any transaction is entered into in violation, the institution “shall dismiss the public officer or public employee who knowingly and intentionally violates this chapter from employment or office as provided by law. . . .”

D. §76-8   Offenses Against the Administration of Government 

Violation of the laws in Chapter 76, the Utah Criminal Code, may result in criminal charges.

1. §76-8-201 Official Misconduct

Benefits himself or another, or harms another, by knowingly commits an unauthorized act purporting to be an act of his office, or knowingly refrains from performing a duty required by his office.  §76-8-202  Uses “inside” information illegally.

2. §76-8-203  Unofficial misconduct

The person knowingly withholds or retains from his successor or other person entitled to records, papers, documents, or other writings.

3. §76-8-401 (1) Public Funds.  
If the state or a subdivision “touches” any money, it’s considered public funds, regardless of source or end use.

4. "Public monies" and "public funds" mean monies, funds, and accounts, regardless of the source from which they are derived, that are owned, held, or administered by the state or any of its boards, commissions, institutions, departments, divisions, agencies, bureaus, laboratories, or other similar instrumentalities, or any county, city, school district, political subdivision, or other public body. 

5. "Public monies" also includes monies, funds, or accounts that have been transferred by any of those public entities to a private contract provider of programs or services. Those monies, funds, or accounts maintain the nature of public monies while in the possession of the private entity that has contracted with a public entity to provide programs or services.

6. Stealing, destroying, mutilating public records, including defacing, altering, falsifying, removing, secreting, or permitting another to do so.

§76-8-412  By one who is the custodian

§76-8-413  By one who is not the custodian

7. §76-8-502-3 Making false or inconsistent statements.  

§76-8-502  During any official proceeding a person makes a false material statement or inconsistent material statements under oath.  §76-8-503 Same as above but applies to non-material statements

8. §76-8-511   Falsification or alteration of a government record.

Knowingly makes a false entry or false alteration.  Presents or uses anything knowing it to be false and with a purpose that it be taken as genuine.  Intentionally and unlawfully destroying, concealing, or otherwise impairing the verity/availability of a record.

E. §63-91  Utah Internal Audit Act
1. §63-91-201(3) (a)  Establishes an internal audit function at the institutions

2. §63-91-302 (3)(f)  The audit director and the internal audit staff have access to all personnel and any records, data, and other information of the state agency that they consider necessary to carry out their assigned duties 

Federal laws beyond SBDC regulations:

A. Freedom of Information Act
B. Civil Rights Act 1964
C. Tax Laws
D. Americans with Disabilities Act (ADA) 
E. Family and Medical Leave Act (FMLA)
F. Environmental Protection Act (EPA) laws
G. Occupational Safety and Health Administration (OSHA)

H. Fair Labor Standards Act (FLSA)

Go to the SharePoint homepage for links to administering the SBDC program.  

Following the Rules

Each SBDC is required to comply with legislation passed by the Congress and Executive Orders issued by the President, federal executive agencies, including the Small Business Administration (SBA). Regulations and policies implementing these laws and Executive Orders can be found in Title 13, Code of Federal Regulations (CFR), Chapter 1, or SBA’s Standard Operating Procedures (SOPs).  In order to provide the required notices, the following is a brief summary of the various laws and Executive Orders that affect SBA’s Entrepreneurial Development programs.

Competing with the Private Sector

 The SBDC should not compete with the private sector and must make every effort to avoid the appearance of competition with the public sector.
Drug Free Workplace

The drug-free workplace requirements for Federal grant recipients in § 702 of the US Code state,  No person, other than an individual, shall receive a grant from any Federal agency unless such person agrees to provide a drug-free workplace by:
1. publishing a statement notifying employees that the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited in the grantee’s workplace and specifying the actions that will be taken against employees for violations of such prohibition; 
2. establishing a drug-free awareness program to inform employees about— 
a. the dangers of drug abuse in the workplace; 
b. the grantee’s policy of maintaining a drug-free workplace; 
c. any available drug counseling, rehabilitation, and employee assistance programs; and 
d. the penalties that may be imposed upon employees for drug abuse violations; 
3. making it a requirement that each employee to be engaged in the performance of such grant be given a copy of the statement required by subparagraph (A); 
4. notifying the employee in the statement required by subparagraph (A), that as a condition of employment in such grant, the employee will— 
a. abide by the terms of the statement; and 
b. notify the employer of any criminal drug statute conviction for a violation occurring in the workplace no later than 5 days after such conviction; 
5. notifying the granting agency within 10 days after receiving notice of a conviction under subparagraph (D)(ii) from an employee or otherwise receiving actual notice of such conviction; 
6. imposing a sanction on, or requiring the satisfactory participation in a drug abuse assistance or rehabilitation program by, any employee who is so convicted, as required by section 703 of this title; and 
7. making a good faith effort to continue to maintain a drug-free workplace through implementation of subparagraphs (A), (B), (C), (D), (E), and (F). 
Grantees that do not make a good faith effort to maintain a drug-free workplace shall be subject to suspension of payments under the grant or termination of the grant, or both, and the grantee  shall be subject to suspension or debarment, in accordance with the requirements of this section.
EEOC and Disabled Accessibility/Accommodation Requirements

The SBDC must employ its best efforts to ensure that its economic development and technical assistance services are available to all small business populations, including special emphasis groups such as minorities, women, Native Americans, 8(a) firms in all stages, veterans and service-connected disabled veterans, reservists called or who may be called to active duty, people with disabilities, individuals currently and formerly receiving public assistance, individuals in low and moderate income urban and rural areas, and individuals located in HUB zones. (13 CFR 130.340(c) and Section VIII, Part D, Guidelines).

“All SBDC services must be provided on a nondiscriminatory basis, and nor individual may be excluded from any program because of race, color, religion, sex, age, disability or national origin. Workshops, seminars and conferences must be held in disabled accessible locations. Reasonable accommodation must be made, upon request, for visually and hearing impaired attendees. SBDCs are required to make modifications and accommodations (which do not fundamentally alter the program or activity or entail undue hardship) to enable otherwise qualified disabled individuals to participate. The SBDC network must comply with 13 CFR Parts 112, 113, 117 and 136.”

· FY2008 Program Announcement for renewal of the Cooperative Agreement

PART 112: Nondiscrimination in Federally Assisted Programs of SBA – Effectuation of Title VI of the Civil Rights Act of 1964

The purpose of this part is to effectuate the provisions of Title VI of the Civil Rights Act of 1964 (hereinafter referred to as the Act) to the end that no person in the United States shall, on the ground of race, color, or national origin, be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any financial assistance activities of the Small Business Administration to which the Act applies.

PART 113 – Nondiscrimination in Financial Assistance Programs of SBA – Effectuation of Policies of Federal Government and SBA Administrator

The purpose of this part is to reflect to the fullest extent possible the nondiscrimination policies of the Federal Government as expressed in the several statutes, Executive Orders, and messages of the President dealing with civil rights and equality of opportunity, and in the previous determination of the Administrator of the Small Business 

Administration that discrimination based on race, color, religion, sex, marital status, handicap or national origin shall be prohibited, to the extent that it is not prohibited by part 112 of this chapter, to all recipients of financial assistance from SBA.

PART 117-Nondiscrimination in Federally Assisted Programs of SBA – Effectuation of the Age Discrimination Act of 1975, As Amended 

The purpose of this part is to effectuate the provisions of The Age Discrimination Act of 1975, as amended (hereinafter referred to as the Act), to the end that no person in the United States shall, on the basis of age, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under programs receiving financial 

assistance or any financial activities of the Small Business Administration to which this Act applies. The Act also permits recipients of Federal funds to continue to use certain age distinctions and other factors other than age which meet the requirements of the Act 

and these regulations in the conduct of programs and the provision of services to the public.

PART 136—Enforcement of Nondiscrimination on the Basis of Handicap in Programs or Activities Conducted by the Small Business 

The purpose of this part is to effectuate section 119 of the Rehabilitation, Comprehensive Services, and Developmental Disabilities Amendments of 1978, which amended section 504 of the Rehabilitation Act of 1973 to prohibit discrimination on the basis of handicap in programs or activities conducted by Executive agencies or the United States Postal Service.

Reasonable Accommodation - changes or adjustments in a program location or activity that makes it possible for an otherwise qualified employee or student with a disability to participate and take advantage of services.
As part of the application for SBA assistance, each SBDC executes an explicit assurance that it will comply with Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Age Discrimination Act of 1975. The SBA Office of Equal Employment Opportunity and Civil Rights Compliance (OCRC) is tasked with ensuring SBDC’s (and other recipients of SBA financial assistance) comply with Equal Opportunity requirements. 

Freedom of Information Act (5 U.S.C. § 552)

This law provides, with some exceptions, that SBA must supply Agency records, (i.e., information in its files and records) to a person requesting it.  This generally includes aggregate statistical data on SBA’s business assistance programs.  SBA does not routinely make available a client's proprietary data (without first doing pre-notification, as required by Executive Order 12600), or information that would cause competitive harm or constitute a clearly unwarranted invasion of personal privacy.
For information about the Freedom of Information Act, contact Chief, Freedom of Information/Privacy Act Office, U.S. Small Business Administration, 409 3rd St., SW, Suite 5900, Washington, DC 20416.

Lobbying

Federal grant recipients such as the SBDC must certify that no Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement. OMB cost circulars A-122 and A-21 provide that lobbying activities are generally unallowable costs. 

Paperwork Reduction Act (44 U.S.C. § 3501)

SBA is collecting record keeping information on form OMB 83-I in order to facilitate business assistance services to its clients and for agency analyses related to the operation and management of the Entrepreneurial Development programs.  Periodically, the SBA may use the information collected on this form to produce summary reports for program and management analysis, as required by law.  SBA also intends to use the individual client data to select participants for follow-up surveys designed to evaluate SBA assistance services.
NOTE: The estimated burden for completing this information is three minutes.  Your responses to the requested information are voluntary under these programs.  You are not required to respond to the questions on this form if it does not display a currently valid OMB control number.  If you have questions or comments concerning any aspect of this information, please contact the U.S. Small Business Administration Information Branch, Washington, DC 20416 and/or Desk Officer for the Small Business Administration, Office of Management and Budget, Office of Information Regulatory Affairs, 725 17th St., NW, Washington, DC 20503.

Privacy Act (5 U.S.C. § 552)

Any person can request to see or get copies of any personal information that SBA has in his/her own file, when the information is retrievable by individual identifiers, such as name or social security number.  Requests for information about another party may be denied unless SBA has the written permission of the individual to release the information to the requestor or unless the information is subject to disclosure under the Freedom of Information Act.
Note: Any person concerned with the collection, use and disclosure of information, under the Privacy Act may contact the Chief, Freedom of Information/Privacy Act Office, U.S. Small Business Administration, Suite 5900, 409 3rd St, SW, Washington, DC 20416 for information about the Agency’s procedures relating to the Privacy Act and FOIA.
Record Retention – Financial and Program Records

SBDC’s and their host institutions are required to keep all pertinent records for three years after a budget and/or audit period for federal funds and five years for state funds.  However, to ease the space problem that may occur, these records may be transferred to microfilm, microfiche or some other type of computer storage, as long as a hard copy can be produced when necessary.  The host institution further agrees that no monies provided by the State University shall be used to support any regular academic program provided by the host institution or any other non-SBDC host institution program.  

The host institution agrees to withhold public access to any records of SBDC clientxe "Client"’s enterprise in accordance with the laws of the State of Utah.   Such access shall not be denied to host institutions, U.S. Small Business Administration or the State Comptroller for reporting and audit purposes.  All requests for release of client or program information shall be referred to the SBDC Lead Center xe "Central" Office.

Tax Returns and Financial Audits

The SBDC is prohibited under all circumstances from preparing tax returns and from performing financial audits for companies
Travel

The travel charged to the grant must be in accordance with provisions of the grant and utilized in conformance with 13 CFR 130.460, and used under the same formula for travel reimbursement as provided by the host institution. Awards funds are not available for payment of per diem, lodging, meals, or other subsistence expenses associated with local travel. However, award funds may be used to pay transportation expenses for local travel.
Whenever possible, staff traveling on federal funds must stay at a facility that offers the government rate. If it is necessary to stay at a facility that charges more than the allowable rate, an over the max memo must accompany travel documentation. Current per diem rates for Utah can be found at GSA’s website - http://www.gsa.gov/ .  Under Travel Resources, click on Per Diem rates, and then click on Utah.

SBDCs are authorized to reimburse a certain amount of funds for unplanned travel. Unplanned travel is defined as “travel which is necessary to further SBDC objectives, but for which a complete description and/or justification could not be provided in the proposal.”

Out of State travel paid for by the Small Business Development Center program, including matching funds and program income,  requires approval of the State Director and SBA Project Officer.  

 SBDC Cooperative Agreement and Contracts
Although each SBDC center has its own contract with the lead center, that contract provides only additional guidance beyond other laws and regulations.  Order of precedence:

A. The most restrictive law/regulation applies, from whatever level it comes.
B. Laws take precedence over rules, regulations, policies, and contracts.

C. Federal law supersedes state law and state law trumps local law.

D. Unless more restrictive, contracts and policies have the least power.

Strategies and Actions

1. To provide significant assistance to entrepreneurs

Counseling

· Serve both the start-up business clientele and the in-business clientele

· Brief/targeted counseling

· Long-term /targeted counseling

· Extensive/developmental counseling

· Provide organization information and counseling guidelines at initial appointment.

· Identify homework assignments.

· Make resource referrals

· Utilize outside resources such as faculty, students and volunteers for extensive/developmental clients.

· Follow up letter after appointment with questionnaire about additional assistance desired.

· Implement mentorship and networking opportunities.

Training

· Introductory Programs

· Short – two hours maximum

· Theoretical

· Free

· Stimulating

· Application Programs

· Multi-session

· Practicum

· Low fee

· Applicable

· Growth Programs

· Long-term, multi-session

· Scientific

· Mid fee

· Strategic

Research and Resource Referral

· Handouts

· Cross-resource communications

· Guest speakers

· Internal training

· Meeting involvement

· Consultant and Trainer guides

· Outreach

2.  To increase funding to the USBDC program

· Balanced scorecard

· Success Stories

· Communication with legislators

· Client letters

· Fee based training programs

· Lead center outreach

· Networking

· Utilization of volunteers and mentors

Plans

This office seeks to transition from answering the immediate need the client requests to enveloping the client within a cocoon of business education.  We no longer want to help clients write a business plan, we want to help clients develop healthy businesses.  We will do this through the use of tools that help us evaluate needs, provide in-depth learning experiences and maintain long-term follow through.  We seek to establish a clear definition of our product and services and deliver these items with consistency no matter who, when, where or how they are delivered.

· Communicate strategic plan to staff

· Develop measurement and counseling/training tools

· Make assignments to be followed through by staff.

· Implement programs.

· Follow up to evaluate effectiveness.

Utah SBDC will continue its efforts to be proactive in cultivating strong partnerships with SBA and state partners to leverage resources and provide optimal services for our customers.

· Existing partners include, but are not limited to: GOED, SBA, Utah Technical Procurement Assistance Center, Utah Manufacturing Extension Partnership, Business Information Center, Women’s Business Center, various Utah Association of Local Governments, USDA, SCORE, and SBDC host institutions. 
· Enhance partnerships with Utah’s financial institutions and private businesses for promotional and development opportunities.
In support of the quadrennial accreditation process Utah SBDC will:

1. Conduct three Directors Meetings during the year for staff development, planning and program development, and for sharing accomplishments and new ideas.  In addition, regulatory and ethics training will be a regular part of regional directors meetings.  

2. Complete annual development plans (IDP) by all Lead Center and SBDC personnel providing substantial counseling services

3. Improve and standardize reporting, program management, and staff development.  Meet all performance and financial reporting dates, including center work plan deadlines.

4. Conduct annual statewide and regional center Needs Assessments and long-term client evaluations annually. Needs Assessments will include program analysis, as well as feedback from current and past clients, SBA Partners Group small business owners, economic developers, and host institutions. 

5. Annual site reviews will be based on Utah SBDC Policies and Procedures, adherence to the terms of the individual sub-grant and/or cooperative agreement as applicable, and the ASBDC certification standards established by the Association and financial management practices required by the SBA and the OMB.

6. Continue to adhere to accreditation standards of the ASBDC.

7. Implement Counselor Certification program throughout the Utah SBDC system.  

Counseling

The Utah SBDC is committed to offering the highest quality counseling service available that incorporates extended expertise of SBDC staff and is augmented by faculty, students, volunteer and independent fee paid professionals.  While approximately 33% 75% of total program resources are allocated toward counseling services, the long range goal is for 75% of those resources to be used on counseling.

The SBDC is dedicated to providing one-to-one business advisement without charge to small business owners and entrepreneurs that qualify under the sponsor’s (Federal and State) guidelines.  While the SBDC does not wish to compete with private sector consultants, individuals who possess the ability to pay for services are encouraged to seek private sector services, but are not refused SBDC access if requested.

SBDC business advisement services focus upon comprehensive assistance in one or more of the following areas:  

· Business Plan Development

· Capital Sourcing and Loan Packaging

· Feasibility Analysis

· Market Research

· Strategic Plan Review

· Operational Analysis

· Procurement Assistance

· Manufacturing Development 

· Management Assistance 

· Regulatory Compliance Assistance (EPA, OSHA, IRS) 

· Problem Solving

· Patents and Intellectual Property Protection

· Technology Transfer and Commercialization

Client Intake Requirements

As each new client begins working with a regional center, there are several requirements or points that the client should know.  These requirements are listed below:

· No-cost - The consulting services you receive here are no cost to you.  We are supported by the SBA, universities and colleges in Utah and the State of Utah.

· Accurate/Complete Information - In order for me to provide the best assistance, I need you to provide accurate and complete information.

· Confidential - I will keep the information you share with me confidential.  In addition, everyone in this office who handles the files has signed a confidentiality agreement.

· Conflict of Interest - If I have a potential conflict of interest between you and another client, I will give you written notice and ask for your approval to continue.

· Advisory Role - I’m here to help you start or grow your business.  During the session, we’ll identify things I can do to help you and things you will need to do. We’d like to keep in touch with you as you progress and encounter different problems.

· Surveys - Each year you will receive several surveys.  We do this in order to continue to provide the highest quality services possible and to show our funders the impact of our consulting.  Please help us by responding to all surveys received from us.  (Show our envelope and the Customer Satisfaction Survey on the back of this card so they know what to look for.)

· Background - I’d like to tell you a little about my background:

· Education:

· Experience:

If I don’t have the answer, I can also tap into our statewide network of regional centers and counselors and a national network of highly qualified consultants.

· StartSmart Courses – StartSmart courses are offered to assist the client in determining where they stand with respect to the business startup process.  The StartSmart course covers an array of issues pertinent to starting a business.

· Utah Business Startup Guide – Gives guidance on whether or not the client has what it takes to start a business, how to choose a business, and how to finance a business, etc.

· Other services/resources:  (as appropriate)

· Make sure that you get a copy of our training calendar.   Some courses I recommend for you are:

· Utah SBDC website:  www.utahsbdc.org

· FastTrac course 

· Specialty Services

· BizSmart

· SBIR assistance

· Other

Primary Business Advisor

The primary SBDC Business Advisor provides direct assistance as appropriate and coordinates the various internal and external resources of the program to meet the customer’s needs.  Jointly, the Business Advisor and the client determine the service needs, creating a specific service program to address those needs and working together to attain results.

The primary Business Advisor performs case management and delivers client services.  The Advisor’s priority is to provide the best information and research possible to meet the client’s needs and to render the best possible advice.  The Advisor carefully reviews technological requirements and assesses the impact of technology and electronic commerce upon the prospective or existing business’ future.  In all circumstances, the Business Advisor preserves the client confidentiality, SBDC Standards of Conduct, and Conflict of Interest Guidelines.  
Online Requests for Counseling 

The SBDC has implemented many new features on its website, perhaps the most important of which is the On-line Request for Counseling form. Visitors to “SBDC Home Page” can obtain and link to valuable information and research on general business and specific enterprises, after which they can complete an SBAxe "SBA" form Request for Counselingxe "Counseling". The Request for Counseling is transmitted via e-mail to the responsible SBDC location and they are required to contact the requestor within 24 hours, in addition, they receive confirmation e-mail that their request has been received. Several thousand visitors to the SBDC website each year request counseling and their inquiries are carefully monitored to determine if this electronic means of initiating a customerxe "Customer" relationship is an effective way to reach and serve new clients. 

The Director of Operations monitors the receipt and dissemination of online requests for counseling to ensure that clients are served in a timely manner by a geographically appropriate center.

	Business Name 




	Client Name (Last, First, MI – owner or person requesting assistance)


	Email

	Telephone:                                                                                                                                                                      Fax:
    Primary                                                                                 Secondary                                                                                               

	Street Address/PO Box (business address if currently in business)   City                     State               Zip 
	+4

	I request business management assistance from the Regional Assistance Center. I agree to cooperate should I be selected to participate in surveys designed to evaluate the Regional Assistance Center's services. I authorize the center to furnish relevant information to the assigned management counselor(s), although I expect that information to be held in strict confidence by him/her.  I further understand that all counselors have agreed not to 1) recommend goods or services from sources in which they have an interest, and 2) accept fees or commissions developing from this counseling relationship.  I permit SBA or its agent the use of my name and address for SBA surveys and information mailings regarding SBA products and services. 

By my signature below, and in consideration of the center's furnishing of management or technical assistance, I waive all claims against the center's personnel and its host organization.  I understand that there are no warranties or assurances in connection with the counseling assistance.

Unless you agree, the information that you provide to the Utah Small Business Development Center may not be shared with any other organization. However, in order to better assist you by providing the most appropriate level of expertise or working with lenders to obtain financing, it may be necessary to share your information with other such organizations, including: SBA resource partners, (including but not limited to WBC, SCORE, VBOC, DWS, VOC REHAB, USEAC, UMEP & PTAC), I understand that this waiver will remain in effect throughout my association with the SBDC and host organization unless altered in writing and signed by both parties.   

I agree to allow the the Utah SBDC to share my information with other organizations as set forth above in order to better assist you by providing the most appropriate level of expertise. Initials: ______


	Client Signature                                                                                                                       Date:




Request for Assistance or Counseling

Demographics Information

	14. Race (mark one or more)


 FORMCHECKBOX 
 Asian 


 FORMCHECKBOX 
 Native American or Alaska Native


 FORMCHECKBOX 
 Black or African American 

        FORMCHECKBOX 
 Native Hawaiian or other Pacific Islander 


        FORMCHECKBOX 
 White
	Ethnicity

 FORMCHECKBOX 
 Hispanic Origin

 FORMCHECKBOX 
 Not of Hispanic Origin
	Gender 


 FORMCHECKBOX 
 Male


 FORMCHECKBOX 
 Female
	Do you consider yourself a person with a disability?

        FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 



	Veteran Status 

 FORMCHECKBOX 
 Non-Veteran  
                FORMCHECKBOX 
 Veteran  

 FORMCHECKBOX 
 Service-Disabled Veteran
	Military Status


 FORMCHECKBOX 
 Member of Reserve or National Guard   

 FORMCHECKBOX 
 On Active Duty 

	What inspired you to contact us? (mark all that apply)

 FORMCHECKBOX 
  SBA 


 FORMCHECKBOX 
 Other Client
          FORMCHECKBOX 
  Chamber of Commerce
   FORMCHECKBOX 
 Other (specify) ________________________                                                                                     
 FORMCHECKBOX 
  Bank         

 FORMCHECKBOX 
  Magazine    
          FORMCHECKBOX 
  Educational Institution


        

 FORMCHECKBOX 
  Business Owner 
 FORMCHECKBOX 
  Internet                  FORMCHECKBOX 
  Local Economic Development Official

                                                                                                                                                                      FORMCHECKBOX 
. Television/Radio
 FORMCHECKBOX 
  Newspaper
          FORMCHECKBOX 
  Word of Mouth  
 

	Is the client currently in business?
 FORMCHECKBOX 
 Yes     
 FORMCHECKBOX 
 No (if no, skip to 30)
	If the client is in business, when did it start operating?

	Type of Business   (choose primary category)          FORMCHECKBOX 
 Professional, Scientific & Technical Services
 FORMCHECKBOX 
 Mining           
 FORMCHECKBOX 
 Manufacturing               FORMCHECKBOX 
 Real Estate & Rental & Leasing   
 FORMCHECKBOX 
 Management of Companies & Enterprises

 FORMCHECKBOX 
 Utilities            FORMCHECKBOX 
 Finance & Insurance     FORMCHECKBOX 
 Health Care & Social Assistance  
 FORMCHECKBOX 
 Agriculture, Forestry, Fishing & Hunting

 FORMCHECKBOX 
 Information    
 FORMCHECKBOX 
 Wholesale Trade          
 FORMCHECKBOX 
 Accommodation & Food Services
              FORMCHECKBOX 
 Administrative & Support

 FORMCHECKBOX 
 Construction    FORMCHECKBOX 
 Public Administration 
 FORMCHECKBOX 
 Arts, Entertainment & Recreation
 FORMCHECKBOX 
 Waste Management & Remediation Svcs

 FORMCHECKBOX 
 Retail Trade     FORMCHECKBOX 
 Educational Services   
 FORMCHECKBOX 
 Transportation & Warehousing    
 FORMCHECKBOX 
 Other Services (except Public Admin)

	Business Ownership – What percentage of your business is male or female ownership?     

 __________% Male__________% Female
	Month & Year Business Started? 
	Do you conduct business online?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	Is this a home based business?

 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No 

	Total No. of

Employees (full & part time)


	For your most recent full business year, what were your:
Gross Revenues/Sales $______________

+Profits/-Losses $___________________
	What is the legal entity of your business?

 FORMCHECKBOX 
 Sole Proprietorship
 FORMCHECKBOX 
 Corporation    
 FORMCHECKBOX 
 LLC
 FORMCHECKBOX 
 S-Corporation        
 FORMCHECKBOX 
 Partnership

 FORMCHECKBOX 
 Other (specify) ________________________________ 

	What is the nature of counseling you are seeking? (Choose primary category)

	 FORMCHECKBOX 
 Start-up Assistance (How do I start a small business?)

 FORMCHECKBOX 
 Business Plan

 FORMCHECKBOX 
 Financing/Capital (such as applying for a loan, building equity capital)

 FORMCHECKBOX 
 Managing a Business
	 FORMCHECKBOX 
 Human Resources/ Managing Employees

 FORMCHECKBOX 
 Customer Relations

 FORMCHECKBOX 
 Business Accounting/ Budget

 FORMCHECKBOX 
 Cash Flow Management

 FORMCHECKBOX 
 Tax Planning
	 FORMCHECKBOX 
 Marketing/Sales (promotion, market 

        research, pricing, etc.)

 FORMCHECKBOX 
 Government Contracting (including

          certifications)

 FORMCHECKBOX 
 Franchising

 FORMCHECKBOX 
 Buy/Sell Business
	 FORMCHECKBOX 
 Technology/     Computers

 FORMCHECKBOX 
 eCommerce (using the Internet to do business)

 FORMCHECKBOX 
 Legal Issues (such as, Should I incorporate?)

 FORMCHECKBOX 
 International Trade

	Describe specific assistance requested in the space provided.  __________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Electronic Counseling Policy

Forward

Because of the increased emphasis on and requirement of providing online services, the Utah SBDC has found it necessary to develop a policy for conducting such services, including accepting electronic signatures and validating the use by clients of such services.  The Utah SBDC desires to implement its policy in conformance with Utah’s Uniform Electronic Transactions Act found in Title 46 of the Utah Code and the guidelines for electronic counseling contained in the Small Business Administration’s SBDC Program Announcement.

Electronic Counseling and Signature Acceptance Policy 

I.  Electronic Counseling Process

A.
Standardized Electronic Request for Assistance  

1.
The Utah SBDC website will carry a standardized electronic request for counseling form (eRFC) along with directions for completion and disposition of the form by an individual requestor and the UTAH SBDC.

2.
The eRFC will capture the required data elements set forth in the current System of Reports, identify the specific problem area or request for information, and determine if the requestor resides in the State of Utah.

3.
The website will allow for date and time stamping of an electronic signature for the requestor and submission of the eRFC to the UTAH SBDC, only after the requestor accepts the required disclaimer and hold-harmless clauses.

B.  Referrals

1.
All service center websites will refer online clients, and may refer all clients, to the UTAH SBDC’s public website, www.UtahSBDC.org, for completion of the eRFC. 

2.
Within two (2) business days of receiving an electronic mail request for assistance, a service center shall provide the requestor with a response that includes the UTAH SBDC website hyperlink for completion of the eRFC.
C.  Utah SBDC Disposition of Requests

1.
After receiving an eRFC, the Utah SBDC shall determine that the form is complete, all criteria are met, and the electronic acceptance signature is contained.

3.
Inquiries from requestors outside of Utah will be qualified under current guidelines for instate assistance, including international requests. 

4.
Within two (2) business days of receiving an eRFC, the UTAH SBDC regional service center will respond to the requestor indicating the disposition of the request.

5.
The UTAH SBDC shall maintain a database tracking system within Center IC for accountability of all local, state and international electronic requests for online services.

D.
Service Center Disposition of Referrals

1.
A service center will respond to a referral from the Utah SBDC within two (2) business days from receipt of such referral.

2.
Service centers will retain a signed hard copy RFC for any client that does not have an eRFC.

II. Reporting

A.
All service centers shall enter electronic data requests for assistance, whether from eRFC or signed paper 641, into the CenterIC system as subscribed to in the UTAH SBDC System of Reports.

B.
Each service center will be responsible for running monthly the “New Clients Without eRFC” template report in Center IC to confirm they have a hard copy RFC for all clients that do not have an eRFC on file in Center IC.  Annually, during Utah SBDC/SBA site visits, service centers may utilize the eRFC as a valid RFC.

C.
Service centers will track and report all prep and contact time related to online counseling.

III. File Maintenance and Confidentiality 
The Utah SBDC and all service centers shall maintain electronic requests/referrals and related documentation in accordance with the policies set forth in Utah’s Uniform Electronic Transactions Act, 13CFR130, and Utah and federal law.

Working with Not-for-Profit (NFP) Organizations 

For many years, SBDC funding guidelines restricted the provision of consulting services to not-for-profit organizations. In 2004, the US Small Business Administration informed the SBDCs that they could assist not for profit organizations. In fact, in the context of its faith-based and community initiative, the agency encourages small business development centers to provide assistance to not for profit organizations. Individuals from not-for-profit organizations can take advantage of SBDC workshops and seminars.
Faith-based and community organizations are included in a list of initiatives important as “national priorities” for by the US Small Business Administration.

 From the FY/CY 2008 Program Announcement, 

“The SBDCs must employ their best efforts to ensure that their economic development and technical assistance services are available to all small business populations, including special emphasis groups such as minorities, women, Native Americans, 8(a) forms in all stages, veterans and service-connected disabled veterans, reservists called to or who may be called to active duty, people with disabilities, individuals currently and formerly receiving public assistance, individuals in low and moderate income urban and rural areas, and individuals located in HUB Zones.” [13 CFR 130.3340(c) See also Section VIII, Part D, Guidelines]

SBA Client Counseling Definitions and Reporting Instructions FY2008

Client

The client is the business, if it exists. In the case of a prospective business, the client is the individual.

In-Business: Completed required registration(s), if applicable, with the local, state, and/or Federal government (e.g., DBA registration, get a business license, agency issued tax identifications, etc.)

AND

At least one of the following:

· Has documented a transaction from the sale of a product or professional or personal service for the purpose of gain or profit;

· Has contracted for or compensated an employee(s) or independent contractor(s) to perform essential business functions;

· Has acquired debt or equity capital to pursue business operations (e.g., to purchase inventory, equipment, building, business, etc.); or

· Has incurred business expenses in the operation of a business.

Nascent (Pre-venture) Entrepreneur: those individuals who have taken one or more active steps to form a business, according to the Kauffman Foundation (www.kauffman.org). This includes individuals seeking assistance from SBA and/or one of its resource partners.

Start-up: those individuals who have been in business up to 12 months.

Counseling 

Services provided to an individual and/or business that are:

1) Substantive in nature and require assistance from a resource partner or district office personnel in the formation, management, financing, and/or operation of a small business enterprise;

AND

2) Specific to the needs of the business or individual

AND

3) Require a signed SBA Form 641 or equivalent form that supports SBA’s management information database.

Face-to-face Counseling 

Meets the definition of “Counseling” and, the initial face-to-face counseling session should be no less than one hour (can include preparation time in this initial calculation) and includes any counseling session thereafter regardless of time. Face-to-face counseling is conducted in person between counselor(s) and client representatives.

 Online Counseling 

Meets the definition of “Counseling”, is computer or internet-based, and, the recipient of the counseling must acknowledge, through an SBA Form 641 or an SBA approved “electronic substitute,” the requirements imposed by accepting counseling assistance from the SBA or its resource partner(s). 

AND

The initial online counseling session should be no less than 30 minutes (can include prep time in this initial consultation).

Telephone Counseling 

Meets the definition of “Counseling” and, the recipient of the counseling must acknowledge, through an SBA Form 641 or an SBA approved “electronic substitute,” the requirements imposed by accepting counseling assistance from the SBA or its resource partner(s).

AND

The initial telephone counseling session should be no less than 30 minutes (can include prep time in this initial consultation).

Long-term Counseling 

Meets the definition of “Counseling” and, includes 5 or more hours of contact and prep time per individual or business during that fiscal year.

Extended Engagement Client

Meets the definition of “Counseling” and, includes 5 or more hours of contact time per individual or business during that fiscal year or any prior year.

Contact Hours (Form 641, line 50a)

The amount of time spent directly counseling/interacting with a business or individual client.

Preparation Hours (Form 641, line 50b)

The amount of time spent preparing and researching information for a business or individual client.

Travel Hours (Form 641, line 50c)

The amount of time spent traveling to/from a location (separate from assigned post-of-duty) to meet with business or individual clients. If meeting with more than one client, travel time is only counted once.

Reporting Online Counseling

At a minimum the following fields should be completed on SBA Form 641 or an SBA approved electronic substitute, for online counseling.

#3 – Client Name or approved client-coded name/number

#4 – Email Address

#10 – Zip Codes

Reporting Telephone Counseling

At a minimum the following fields should be completed on SBA Form 641 or an SBA approved electronic substitute, for telephone counseling.

#3 – Client Name or approved client-coded name/number

#5 – Telephone Number

#10 – Zip Codes

Reporting Face-to-Face Counseling

Each client will be counted once in a fiscal year, with the reporting to include both the number of sessions and the number of hours spent with each.

If multiple people participate from one business, only one person will complete SBA Form 641. The counselor will note how many people were there so that the number of people served can be tracked. This will only be collected on the initial SBA Form 641.

Counseling

Reporting SBA District Office Initial Client Assessment

SBA District Office Direct Service will be reported on a form to be identified in early FY2008. District Offices will be provided additional reporting instructions on this new definition.

Reporting Training with Multiple Sessions

Each session of a multiple-session training program or course may be counted as an individual course on SBA Form 888. A SBA Form 888 should be completed for each session or component that requires a separate registration. Sessions must correspond with the minimum training duration identified in the definitions listed above.

Mentor-Protégé Roundtables (including WNET roundtables)

Mentor-protégé roundtables link more experienced businesses over a significant time, with less experienced businesses or nascent entrepreneurs. The participants usually meet on a regular basis, either one-on-one or in a group setting. The SBA and/or its resource partners provide the staff time and forge the partnerships necessary to pair mentors and protégés. The counselors’ time should be allocated equally to attending clients.

Reporting Capital Infusion

Capital infusion will be tracked throughout each fiscal year and compiled from year-to-year to collect aggregate data.

SBA Other Client Definitions FY2008
Capital Infusion

Capital infusion includes all forms of capital debt, investments from all sources (i.e., lines of credit, consumer debt products used specifically for the business, angel investors, owner’s capital contributions, etc.). Credit lines and other revolving debt facilities/instruments are to be recognized for the full amount of the line of credit when established and not to be based on individual draw-downs.

Aggregate total of the following:

· Dollar amount of SBA loans

· Dollar amount of non-SBA loans

· Dollar amount of equity capital (to include private investment)

Jobs Retained 

Jobs retained are identified as employee positions a business would have otherwise eliminated due to downsizing or closing or downsizing. This measure is be collected annually by survey and reported in EDMIS II in economic impact area.

Information Transfer 

This item has been deleted for FY2007 and FY2008. SBA staff should reference new FY2008 definition “SBA District Office Initial Client Assessment”.

SBA District Office Initial Client Assessment (Not required for OED resource partners)

SBA District Office Initial Client Assessment is a new definition introduced in FY2008 to capture local service to small businesses not otherwise meeting the definition of “counseling”. The definition covers initial client contact and assessments for sessions of less than one hour of interaction with the client for face-to-face counseling and less than one-half hour for online counseling. Assistance longer than one hour will be considered as meeting the ‘Counseling’ definition. Initial Client Assessment can include basic needs assessment, information dissemination, assistance to onsite library users, and trade show booth visitors. Service to lenders is allowable so long as lender meets the appropriate SBA definition of “small business”.

888 Training Form and Requirements SBA form 888 is to be used to report only that training that SBA plays a significant role in developing.  Moreover, that training must have been generally attended by existing or prospective small businesses.  A current 888 form can be found on the SBA site located at http://www.legallanguage.com/legalForms/forms/smBusiness/sba888.pdf
 All 888s are to be completed in CenterIC.  888 file requirements include: 

· Completed Attendee demographic

· Copy of all brochures and promotional pieces

· Current SBA disclaimer on the training program promo piece

· Press releases, public service announcements, and news clippings

· Workshop or conference agenda

· Training attendee evaluations

· Workshop registration forms

If the event is a new event and not included in the annual cooperative agreement with the SBA, then there should be a copy of approval of the SBA project officer.

If the event is planned in conjunction with another organization or individual, then a co-sponsorship agreement should be included that covers:

· Printed materials associated with the training event Items provided by the co-sponsor and the SBDC

· The distribution of funds received among and between the co-sponsors

· Compliance with all SBDC co-branding requirements

· Disbursement of funds generated by the training

· If the instructor is not an employee of the SBDC:

· Include a copy of the contract with the instructor

· A signed copy of the conflict of interest form signed by the contractor

Client Satisfaction Survey Policy

The Lead Center will conduct a monthly initial session and annual long-term client satisfaction surveys via email and electronic survey.
New Client Satisfaction Surveys

Hereinafter, Lead Center shall conduct monthly new client satisfaction surveys. Survey invitations will be sent by email to all new clients with email addresses. New clients are defined as clients receiving 1 hour or more of live counseling, or 1/2 hour or more of online counseling services. Surveys will be emailed on or about the 10th of the month for the month prior, e.g., on or about November 10, 2005 surveys will be emailed to all new clients counseled during the month of October, 2005. Note, a client is only an initial client on the first session the meets SBA counseling standards.

Long-term Client Satisfaction Surveys

Hereinafter, Lead Center shall conduct annual new client satisfaction surveys. Surveys will be sent by email to all long-term clients with email addresses. Long-term clients are defined as clients receiving 5 hours or more of counseling services. Surveys will be emailed during late November of each new fiscal year to all prior year long term clients, e.g., during November of 2008, long-term clients from 10/1/07 to 9/30/08 will be surveyed.

All Surveys

Nothing precludes a center from conducting additional client satisfaction surveys so long as no individual is surveyed more than once during any 12 month period. Centers shall compare distribution lists with the Lead Center in advance of the distribution of any client satisfaction survey.  Generally, users of the CenterIC system when entering a new client with no email address should be enter the following email address none@none.com to make screening clients with no email simpler.  If email addresses are rejected as non-deliverable, the counselors will be contacted to verify the address.  In the case of a rejected email a second attempt will be made to send the cover letter/link to the client.

The number of surveys sent to clients, the number of client responses, and the effective response rate will be tabulated and sent to each center, additionally, the survey responses summary by client is available for review by the counselor in CenterIC, so the counselor can gain the full value of the survey summary responses.  The responses are aggregated thereby maintaining their client confidentiality.  The client satisfaction level is included in the balanced scorecard.  The analysis by counselor will be sent confidentially to each counselor.  Center Directors will receive all counselor reports, the aggregate center report, and the aggregate state results.  If only a single director/counselor exists in a center, then one report will be sent to that center.   

Counselor Evaluation Survey


  

Was the overall service you received from the Small Business Development Center beneficial?
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	Average   
	Below Average   
	Poor   
	 

	How would you rate the knowledge and expertise of your SBDC counselor?    
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	How would you describe your overall working relationship with the SBDC counselor who provided counseling to you?    
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Would you recommend that other businesspersons contact the Small Business Development Center?
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Consultants

Where possible the Utah SBDC encourages the use of third party consultants to work with clients in those instances where the clientxe "Client" can be better served.  This would include, but not necessarily be limited to, time sensitive client situations, unavailability of staff expertise or a service area beyond the Utah SBDC mission (audits, tax returns, etc.)

When, in the opinion of the SBDC, an outside consultant is needed, it is recommended that the Lead Center be contacted for assistance.  It is important that consulting relationships be handled properly and correctly.   

Counseling Information Form 641

A completed 641 form is required before any client receives counseling assistance from the Utah SBDC.  This form gathers client contact information, demographic information, type of business, and type of counseling needed and other key information necessary to beginning the counselor client relationship.  Counseling client files must be kept in sufficient detail that if necessary, another counselor could review the file and continue the counseling relationship without interruption. A 641 form can be found on the SBA website at http://www.score284.org/site/pdf/Form641new.pdf
Documenting Counseling Services

The Utah SBDC strives to document counselor services in a manner that is verifiable, convertible to an automated environment and available in usable form so that the entire Utah SBDC network may utilize accumulated information.  The following is a summation of issues critical for counselor consideration prior to data entry to allow for the efficient documentation of various clientxe "Client" and counseling characteristics.

Generally, the SBDC is prohibited from assisting companies that exceed the SBAxe "SBA" defined small business size standards.  The SBDC can have an initial meeting with a company to determine size standard compliance.  If that company is found not to be a small business, assistance may be proved however this activity is not appropriate forxe "Management Quality System (MQS)" reporting.

The SBDC is prohibited under all circumstances from preparing tax returns and from performing financial audits for companies.

It is conceivable that a clientxe "Client" may have two or more casexe "Case" files on record.  A new case can be opened for a previously assisted client if the follow-on or second request for service is separate and distinct from the initial scope of work.  If contact by the client represents a continuation of previous activity, an up​date/change to the initial case file should be made rather than opening a new case.  No specified time limit is identified when updating a past case record.  In situations of multiple cases for one client, the Regional Director is required to personally review the case file and include written confirmation in the project file.  A new 641 will need to be completed and signed by each client for each case.

Individuals attending an SBDC (co) sponsored training event are not considered counseling clients unless they contact the SBDC for venture specific advisement after the training has concluded and at least one hour of counseling time is rendered.

The status of a client relationship is measured through opening a case file, adding to or amending an active case, and closing a case when assistance is no longer needed or deemed consequential to the client’s specific needs.

After a counseling relationship has been established, an advisor opens a case in one of two ways:

· One-time action: A single meeting or discussion with a client where advisement is provided and where future counseling is not anticipated. A minimum of combined contact and/or preparation time is required for a case to be opened, even for a one-time action.

· Initial contact: A meeting or discussion where follow-up or continued client contact is anticipated.

Documentation Standards
Counseling client files must be kept in sufficient detail that if necessary, another counselor could review the file and continue the counseling relationship without interruption. Counseling record notes must be of sufficient detail to justify the amount of time reported and provide for a clear audit trail. 

Each counseling session record shall include at least the following: 

· Analysis of the critical problems

· Recommendations and actions to be taken by counselor and client

· Next steps to be taken by counselor and client

Initial/new counseling sessions (i.e. client first counseling session with the program or for the fiscal year) must also include a summary of the client business or business interest. The session notes must also include a summary of the status of any on-going client projects. 
Sample Initialxe "Initial" Action Narrative Record


* Golf coursexe "Course"

* Business plan development

* Clientxe "Client" seeks to purchase a public golf coursexe "Course" and was referred by SCORExe "Service Corps of Retired Executives (SCORE)" for assistance in a business plan.  The client has approximately $50,000 to commit to the purchase and was asked to prepare a business plan for review.

The clientxe "Client" was given some business plan materials to review and complete.  An information request was submitted to the SBDC Research Networkxe "Research Network" for industry trends and other golf coursexe "Course" specific marketing and financial data.

The SBDC accumulates time contributed to a clientxe "Client" casexe "Case" in a billable hour’s perspective and is reportable in 10-minute increments.  Time is reported in the form of contact (phone and in-person discussions with clients) preparation (work performed by the Advisor(s) and their resources) and travel hours by advisors to meetings relating to the client's case.

At any time during the active phase of the casexe "Case", additions are made to the text or narrative portion of the case file noting the status of the case and any other relevant developments. Each follow-on narrative entry should be tagged with a key word to describe the focus of the session.

Sample Narrative Follow-onxe "Follow-on" Entries

Management - Contacted local golf pro and about coursexe "Course" management techniques.  He developed a comprehensive list of recommendations that has been sent to the clientxe "Client".

Sources of Financing - Clientxe "Client" called to say that a bank is potentially interested in financing the purchase.  Client has begun to prepare financial projections but has some questions.

Financial Projections - Met with clientxe "Client" and financial projections were prepared using industry information provided by the SBDC Research Networkxe "Research Network".


Financing - Clientxe "Client" has submitted business plan and loan application to the bank.
The Utah SBDC does not condone adding a standard amount of prep time to every case. The counselor should record the actual amount of time required to make photocopies, review documents, and so on. Preparation activities should be clearly described in the narrative notes.

After a suitable period of time, the counselor seeks to "graduate" clients to the point of self-sufficiency or if it determined that the venture in question is not feasible.  If the venture is proceeding, providing a list of private sector resources for the clientxe "Client" to contact for on-going services may foster a sense of independence.  Advisement on how to select an accountant, attorney, etc., may further the "graduation" process.

In situations where proceeding is not feasible, it is intended for the clientxe "Client" to achieve that opinion on their own based upon the findings presented by the advisor(s).

For record keeping purposes, there are two options by which a casexe "Case" record is closedxe "Closed", each representing different counseling relationships and clientxe "Client" actions:

· Follow-onxe "Follow-on" release - a casexe "Case" closure where 1) no additional assistance is requested, 2) the venture has terminated, postponed or successfully occurred or 3) the counselor and Regional Center Director have judged that employee or private sector services would be required for day-to-day operating situations.

· Administrative closurexe "Administrative closure" - a casexe "Case" closure when the clientxe "Client" has not returned to the Utah SBDC to complete outstanding client and/or counselor tasks.

The defining criterion in determining what type of closure to use is whether the SBDC satisfied or responded to the clientxe "Client"'s primary need identified when the casexe "Case" was opened.  If that need was suitably fulfilled by the SBDC, the case is closedxe "Closed" as follow-on release even if the client does not return for anticipated counseling sessions.

Closurexe "Closure" narratives in the casexe "Case" record should minimally include a summary of the (non) resolution of the clientxe "Client"’s needs and the outcome of the assisted venture.  Narratives for administrative closures should discuss efforts made by the counselor to initiate contact with the client prior to case closures.

In those cases where funding impactxe "Impact" is to be recorded, closure narratives must include an itemization of funding sources and amounts. This includes clients who are using equity exclusively.

For follow-on released clients with reported funding, a detailed itemization of each funding source and related rates and terms should be discussed.

Sample Closurexe "Closure" Narrative Record

7/30/06 Clientxe "Client" received approval from the bank and closedxe "Closed" a $650,000 loan with an SBAxe "SBA" guarantee of 80% on the first $500,000 on July 20.  Client was appreciative of the services provided and has signed the client release forms so we can help get an article in the business section of the Sunday paper about their new enterprise.

Business Research for SBDC Clients and Staff

J.J. Hill

The James J. Hill Reference Library is a private non-profit business reference library, located in Saint Paul, MN. Since 1921, the Hill Library has housed a world-class collection of practical business information resources and is considered one of the most comprehensive business libraries in the country.  It was founded by one of the nation's true business pioneers, James J. Hill, in order to provide others with relevant and credible information.

SBDC Net

The mission of the Small Business Development Center National Information Clearinghouse (SBDCNet) is to meet the information needs of the SBDC community in the United States and its territories.  SBDCNET serves as a resource providing timely, relevant research, web-based information, and training to SBDC counselors and their small business clients.  The goals of SBDCNet are to: 

· Support the SBDC Counselor with research and relevant analyses. 

· Empower the entrepreneur with business information. 

· Educate through on-site training and distance learning. 

· Facilitate the exchange of SBDC best practices and program ideas.

RMA

Traditionally, managing the credit portfolio was risk management. But the marketplace is broader and more complex today, and best-practice institutions know they need to measure and manage risk across the entire enterprise. We recognize that managing Credit Risk is still essential to enterprise-wide risk management, so we offer products and services to institutions and individuals involved in retail, commercial, and corporate credit risk. RMA is the premier provider of commercial credit education and information. 

Recognition of Outstanding Clients

Every six months the Utah SBDC gathers the stories of the outstanding entrepreneurs and small business owners that merit special attention.  These stories and displayed on the Utah SBDC website and are submitted to the SBA.  An entrepreneur or business owner from each regional center is featured in the Utah SBDC’s annual program report, which includes profiles of the businesses. 
SBA Awards

Regional centers are expected to provide SBA with at least one nomination or small business success story per year. The Small Business Administration presents annual awards in the following categories:

· Small Business Person of the Year (one from each of the 50 states, District of Columbia, Puerto Rico and the U.S. Virgin Islands, and Guam); 

· Small Business Exporter of the Year; 

· SBA Young Entrepreneur of the Year; 

· Jeffrey Butland Family-Owned Business of the Year; 

· Phoenix Awards (for disaster recovery); and

· Small Business Champions (individuals or organizations dedicated to supporting small businesses)

The nominees are judged by an independent panel of small business leaders on a variety of criteria, including staying power, growth in number of employees, increase in sales, current and past financial reports, innovativeness of product or service, response to adversity and evidence of contributions to community-oriented projects. 

The SBA solicits nominations for the awards in December. Clients that receive local (District) awards will be considered for regional and national awards. Typically, SBA presents awards at events held during Small Business Week in April or May.

Training
The SBDC conducts training programs based on business needs, the availability of expertise and the ability to provide individualized counseling during and after the training session.  Training programs constitute 15 percent of the SBDC mission.

Basic Concepts

SBDC training programs are directed to existing and prospective business owners.  Training programs cannot be oriented toward company employees for the purpose of SBAxe "SBA" reporting (although approvable for campus outreach efforts, etc.).  Typical business subjects include; organization and planning, record keeping, advertising, sales promotion, financing, management, leadership, pricing, bidding, inventory control, human relations and personnel management.  Additional subjects may include business arithmetic as it relates to discounts, allowances, mark-ups, etc.  Subjects such as the use of mini-computers, buying a business, crime loss prevention, etc., are acceptable as long as they are oriented to business owners and not to a firm’s employees.  Training events characteristically focus upon topics of current interest to broad cross-sections of the small business community and are designed to provide at least an initial level of understanding on the topic.

The SBDC may offer training courses on business law issues, provided that legal topics are presented by individuals qualified by training and experience to address such topics. In furtherance of their educational mission, the SBDC may negotiate an agreement with a law school to offer clients access to supervised student legal clinics that are approved by the state licensing entity. The SBDC must make appropriate disclosures and disclaimers to that effect.

Subjects not directly related to management skills and readily available in community educational programs (BOCES, local vocational services, etc.) are excluded from SBAxe "SBA" reported programs.  Typical examples would be vocabulary training, creative writing, word processing or other training that is intended to develop skills for assuming greater responsibilities at the work place.  The SBDC recognizes the lead efforts of the Job Training Partnership Program and the  Departments of Education and Labor in fulfilling employee-training needs.  The State of Utah funds the Custom Fit Training Program which provides trainings for new or expanding companies.  Short Term Intensive Training (STIT) programs are customized and designed to meet full-time job openings.  State funding for the STIT program is distributed to specific state colleges and universities. 

Training events often provide an awareness of a potential problem or opportunity to attendees and are positioned to encourage more detailed analysis via direct business advisement.  Often, a general introductory workshop may be employed as a means of pre-qualifying business advisement clients in locations of high volume of requests.

Multiple-site events, or a sharing of specialized expertise and particularly well received events, are encouraged for all sites.  Originating Centers that take a program ‘on the road’ have their expenses covered by the hosting location from the regular budget or program income from the event or prior events.

Co-Sponsorship Agreements

A co-sponsorship agreement is required when a SBDC regional center is planning a training event in conjunction with another organization or individual.   The agreement covers items such as:  the printed material associated with promoting the training event, what will be provided by the co-sponsor, what will be provided by the SBDC, the distribution of funds received from the training among the co-sponsors, and agreement to comply with all SBDC co-branding requirements.  A copy of the co-sponsorship agreement form must be attached to the SBA 888 form for the training and sent to the lead office after entry into CenterIC.  For more information about co-sponsorship agreements please review SBA’s Co-sponsorship SOP 90 75 2. 

“Piggyback Activities”

“Piggyback” Activities are activities that are planned and conducted solely by other entities. Utah SBDC regional centers provide a significant contribution of trainers or personnel as speakers and panelists and literature and materials to conferences, seminars, symposiums, educational programs or public information activities.  No agreement is necessary if the activity is a “Piggyback” activity, but an SBA Form 888 must be completed and retained and likewise, rosters of attendees and trainee satisfaction surveys are collected and retained. Utah SBDC regional centers should only participate in Piggyback activities with entities that have a demonstrable substantive interest in the subject matter of the event and do not have any actual or apparent conflict of interest. 
In order for an SBDC to receive credit for a Piggyback Activity, it must actively participate (i.e., provide speakers or panelists) but not play any role in planning, executing or conducting such activity.

Utah SBDC and the SBA logos cannot be used to promote an activity planned and organized solely by another entity. Utah SBDC can publicize the activity on its website or by distributing flyers or other information about the activity (including a news release about a SBDC staff member being a speaker.)  

Publicity cannot constitute a direct or implied endorsement of the sponsoring organization. The sponsor can link to the Utah SBDC website and/or the regional center website, so long as it does not use our logo and there is no misrepresentation concerning the relationship with the Utah SBDC or any regional center.   The Utah SBDC and/or the regional center can provide a link to the sponsor’s website, without using the sponsor’s logo, so long as the website is small business oriented and is not primarily advertising a product or a service.  Further, Utah SBDC staff may also provide information to the public about the regional center‘s involvement in the event (news release, listed on calendar of upcoming events, etc.,) but should avoid direct promotion of the activity. 

“Co-sponsorship” or ‘Cosponsored Activities” and Co-Sponsorship Agreements

“Co-sponsorship” or ‘Cosponsored Activity” refers to an activity, event or initiative that are planned and conducted by a Utah SBDC regional center and one or more co-sponsors, or an activity, event or initiative that is promoted, publicized or identified with the Utah SBDC through the use of the Utah SBDC name or logo. Utah SBDC regional centers should only participate in Cosponsored activities with entities that have a demonstrable substantive interest and recognized expertise in the subject matter of the event and do not have any actual or apparent conflict of interest.
In order for an SBDC to receive credit for a co-hosted training event, it must actively participate (i.e., provide speakers, materials, publicity) with the organization assuming primary responsibility for financing the training session.

A written agreement, signed by all participants, is required when a SBDC regional center is co-sponsoring an activity as described above.. The agreement covers items such as:  all costs related to offering the class, including the printed material associated with promoting the training event, what will be provided by the co-sponsor, what will be provided by the SBDC, the distribution of funds received from the training among the co-sponsors, and agreement to comply with all SBDC co-branding requirements.  The co-sponsorship agreement form must be attached to the SBA 888 form and retained by the SBDC regional center.  For more information about co-sponsorship agreements please review SBA’s Co-sponsorship SOP 90 75 2. 

What about for profit offerings?

There is no specific discussion regarding “for profits” in the Piggyback section, however there are references to lender training event, and website . . .  that is  not primarily advertising a product or service.  

Within the Introductory Summary to the Handbook, there is a reference to SBA engaging the assistance of for-profit and industry and associations and organizations to further the SBA mission.

There are enumerated organizations that are prohibited from being co-sponsors. These are:

a) Program applicants or recipients (including 8(a) companies, HUBZone companies, SBICs, SBA loan recipients, SBLCs)

b) Bidders or offerors for contracts or grants where SBA will select the awardees

c) Micro-lenders

d) Advisory councils

e) Parties in litigation with the SBA or identified as potential litigants, subsidiaries, parents, affiliates, officers, directors or substantial owners

f) Or any sources creating an actual or apparent conflict of interest may not be a cosponsor with the SBA.

Furthermore, SBA should only enter into a co-sponsorship with an entity that has a demonstrable substantive interest in the subject matter of the event.
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Small Business Development Center Co-Sponsorship Agreement

1.   This agreement (including the attached worksheet) is between the 

Small Business Development Center and the following co-sponsor (s):   (i) ____________________________ 


(ii) ________________________________

2.   Co-sponsorship Activity ______________________________________________________________

Date: ________________________

Place: ________________________ 

Time: ________________________

Fee: __________________________

3.    All co-sponsorship training marketing materials MUST contain the following elements: 

(i) SBA Logo and Utah SBDC Logo in conformance with the Utah SBDC Branding Standards, (available on request)

(ii) SBDC Host Institution logo

(iii) “Funded in part through a cooperative agreement with the U.S. Small Business Administration.” 

(iv) “All Utah SBDC programs or co-sponsored programs are extended to the public on a nondiscriminatory basis.” 

(v) “Reasonable accommodations for persons with disabilities will be made if requested at least two weeks in advance. Contact _______________________ who can be reached at Address & Phone#  



















 who will make the arrangements.
4.   The parties agree that each will do the following in support of the activity:

 

SBDC will 





































Cosponsor(s) will


















































5.   The fees collected for the activity will be distributed as follows:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.    Persons executing this agreement:

     SBDC 
____________________________           _____________________________            ________



(Name)



(Title)


          
           (Date)

    Cosponsor
 ____________________________       __________________________         ________




(Name)


 
       (Title)

                (Date)

Prior SBA Approval

SBDC guidelines require SBA approval prior to conducting any new training events that will result in a Management Training Report in fulfillment of federal milestones The process requests approval for events individually by the Utah District SBA Project Officer, in advance of the training., 

There are some basic rules of thumb when determining whether an event can be recorded as an eligible training event.  Essentially, the event must meet all of the following tests:

1. The event must be educational in content.

2. The SBDC must be listed as sponsor or co-sponsor on all printed and promotional materials.

3. The event must be conducted for a minimum of one hour.

4. The event must be structured to include at least 2 attendees.  Events may be recorded if fewer than 2 individuals attend only if cancellations or other unanticipated factors reduce attendance below 2 participants.
Types of Training Events

Meetings conducted with a group of prospective clients for informational or screening purposes may be considered management training events. 

Unless the content is consistent with the text specified above, the event cannot be recorded as a management training event. Other non-training functions classified as center outreach are to be identified in the quarterly program reports. Events that are reported on Form 888 can be classified as one of the following types of programs:

· Pre-business (workshop) – single day or multiple – session programs focusing on start-up topics such as: forms of business organization, record keeping, financial factors, marketing and sales promotion, business regulations, taxes and sources of capital - all with an emphasis on planning. Participants should be provided with any relevant information regarding additional resources of small business assistance.

· Other – includes training events not elsewhere defined.

Attendee Fees, Program Income and Fee Distribution

The policy of the SBDC is to deliver training services at the lowest possible cost to attendees. The center, however, can charge a fee to more than offset the costs of the instructor time, printed materials, breaks and lunch, meeting rooms and other costs associated with the program. Fees should not be so high as to restrict access to training events by entrepreneurs or small business owners.

When multiple co-sponsors participate, one co-sponsoring organization should be designated responsible for fee collection and expense disbursement. A Co-Sponsorship Agreement or similar instrument must be completed with all co-sponsors. This Agreement will clearly document the roles and responsibilities of each party involved, including who will collect the fees and how revenues will be distributed. Also, all logistical and performance considerations should be assigned and coordinated. Remember that it is necessary to document those instances in which a co-sponsor is a fee recipient. In the absence of documentation, the SBDC is assumed to be the fee recipient.

There are a series of considerations that require attention when the SBDC obtains fees directly from attendees or indirectly through a co-sponsor. These fees constitute what SBA classifies as Program Income. This income must be reported to the  SBDC State Office for ultimate reporting to the SBA.

All program income obtained from attendees directly or through another co-sponsor must be reported in the Fee Distribution field of the training record. The total income collected – as calculated by multiplying the number of attendees times the individual fee and adding each type – must equal the fee distribution total.

The amount that is reported under fee distribution for SBDC must be the same as the program income reported on the quarterly cost sharing report. This same amount must be deposited in a dedicated program income account at your host institution, with a record of deposits equal to fees reported.

Funding received from the SBDC State Office or from external sources in support of SBDC training is not considered program income. These funds should be placed in a various donors type account to be spent in support of the SBDC. These funds are match eligible for cost sharing purposes.             

NOTE: Income received by the host institution for all co-sponsored programs cannot be used for match funding and should be used to further support the SBDC.

Recommendations for Managing Training Income

Deposit the gross training proceeds in your program income account before paying for any costs of conducting the program. Remember that the record of deposit must reconcile with total fees recorded on the training record. Reconciliation should be performed on a quarterly basis, at a minimum. The record of expenditures from program income accounts must be maintained for audit purposes.

If two or more SBDCs sponsor a training event and there is an attendee fee, the host site should retain and report the fees as program income. Any portion of the income that is subsequently shared with another regional center is considered program income to the recipient center. The income should be placed in the program income account and used in accordance with program income requirements.

Collected program income can only be used in support of the direct delivery of services. Additionally, program income cannot be used for matching purposes by your host institution and must not be co-mingled with funds in matching accounts.

Recommendations for Recording Training Events

A single record should be completed for training events that are conducted or publicized as a course or seminar type series. Total attendees should be recorded as the single highest number of attendees for an individual session. Total hours of training should be recorded as the cumulative time of all sessions. Preparation hours typically total the initial preparation time prior to the first session plus incremental time associated with subsequent sessions.

Because of SBA reporting procedures, any multiple day SBDC training programs that transcend quarter or annual periods are not included in end-of-the-quarter and yearly statistics reported to SBA. If multiple day events are planned, they should conclude prior to December 31, March 31, June 30 and September 30 cut-off dates so they are appropriately counted in reports to SBA.

The Utah SBDC may co-sponsor management training programs presented on television if they meet the identified concept and co-sponsor criteria. Television management training is not applied to the accomplishment of established training milestones. Centers should record estimated attendance in the event this policy changes or for use in campus reporting. A station’s written estimate of the number of program viewers is an appropriate record of attendance. 

Two additional areas of consideration are Utah SBDC-organized trade shows and trade missions, activities that are 888 eligible. 

· Total attendee for trade shows are defined as the number of exhibitors. 

· Trade mission attendees are the number of individuals participating in the mission.

Center File Maintenance Training

It is important that SBDC regional center management training files be as complete as possible to conform to Federal audit standards. Training files are inspected during SBA site audits to verify that eligibility and fee distribution elements are fully documented. To conform to audit standards, local files should minimally contain:

· A copy of executed training record with required data fields completed.

· A complete listing of attendees and related information for training record completion.

· Copies of brochures and other promotional materials prominently displaying the SBDC as sponsor or co-sponsor.

· If appropriate, copies of co-sponsorship “letter of understanding” or similar document.

· Any and all information relevant to the collection and distribution of fees.

· Copies of the agenda, news clipping, handouts, and materials distributed at the event.

· Evaluation materials as described below.

SBA Client Training and Reporting Definitions FY2008

Training (including long-term training)

An activity or event presented or cosponsored by a resource partner, district office or other SBA office which delivers a structured program of knowledge, information or experience on an entrepreneurial or business-related subject. Training is designed for the participant’s acquisition of knowledge, skills, and competencies that relates to specific useful skills.  The training must last for a minimum of one hour and include two or more clients in attendance.

Co-hosted Training (collaborative)

Meet the definition of “Training” and further defined as, an activity where each host organization actively participates and contributes substantially to the training.

Total Hours of Training 

Total hours of training hours are the number of hours that the trainer spends teaching the training session.

Online Training 

Online training is a structured program of knowledge, information or experience on an entrepreneurial or business-related subject and is delivered through a computer and/or the internet.

It must be of a quality and substantive nature, and include a registration process as well as an evaluation process (e.g. 1-5 star ranking). Online training can be synchronous or asynchronous. The training must be for a minimum of 30 minutes and a course evaluation must be made available. Online training must include one or more participating clients, e.g. a resource partner provides a registration and link to the training; it can count as online training (note: must meet other criteria listed above).

Synchronous: A group of clients proceed through the training module(s) or program as a group.

Asynchronous: A client individually proceeds through the training module(s) or program individually and is self-paced.

Reporting Training 

The SBA Form 888 is used to collect and report information on traditional classroom-style training. There must be two or more clients in attendance.  The agenda and/or program content, attendee list, and evaluations are required for each training event. Records for these training events must be kept at the resource partner location and available for site review.

Reporting Online Training

An SBA Form 888 is required for all online training events. There must be one or more clients participating in the online training.  At a minimum, the following fields should be completed on a registration form for online training.  
· Client Name or approved client-coded name/number

· Email Address

· Zip Code

· Every attempt should be made to collect these data:

· Race

· Ethnicity

· Gender

· Disability

· Veteran Status

· Military Status

Client registration records and other course information must be retained and made available for review, e.g. if the resource partner holds an online training session with five satellite events with individual sign-ins, facilitators, etc., they should count as five different training sessions, as each meets the definition of “online training.”

Reporting Co-hosted training (collaborative)

When reporting training numbers for a co-hosted training, the hosts must work together to determine how to equitably divide the number of clients among themselves. Double counting of clients is not permitted.

Examples involving multiple resource partners contributing to a single training event:

A) If each resource partner contributes a significant amount of presentation time (defined as one hour or more per partner), then each host could count all attendees.  Accordingly, if five partners co-hosted a training event with five hours of total presentation time (each partner delivering training for at least one hour) and fifteen persons attended the event, each partner could count fifteen persons trained for one hour each.

B) If each partner puts in less than one hour (per partner) of presentation time, the attendee count would be divided among the hosts based on mutual agreement.  Accordingly, if five partners co-hosted a training event with 1.5 hours of total presentation time (each partner delivering training for less than one hour) and fifteen persons attended the event, the partners would negotiate how to divide the number of attendees (e.g., each partner could count three persons trained for 1.5 hours).

Training Program Evaluation Checklist

1. How did you learn of this training program?

· Word-of-mouth

· Direct mail pamphlet

· Newspaper/Publication

· Banker/Lender

· Radio/Television

· Other

2. What was your primary reason for attending this program?

· Preparation for starting a business

· Skills improvement for owner/manager

· Recommended by boss/supervisor

· To improve my own skills

· General interest in topic

· Other

3. How many years has your business been in existence?

· Not in business

· Planning phase

· Less than 1 year

· 1-3 years

· 4-6 years

· Over 6 years

4. Are you a(n): 

· Owner

· Employee

· Manager

· Other

5. Check the main type of business you are engaged in, or plan to be engaged in:

· Retail

· Service

· Wholesale

· Manufacturing

· Construction

· Not in business

6. What type of program training would be most useful?

· Multiple Daytime Sessions

· Multiple Evening Sessions

· Single Daytime Conference

· Single Evening Conference

· Breakfast Session

· Saturday Session

7. What type(s) of program topics would you be most interested in (you may select more than one):

· Starting a Business

· Business Plan

· Sources of Credit and Financing

· Increasing Sales

· Advertising and Sales Promotion

· Selling to the Government

· Procurement

· Bidding and Estimating

· Purchasing

· International Trade

· Financial Statements

· Office or Plant Management

· Personnel

· Engineering/Research

· Inventory Control

· Credit and Collections

· Computer Systems

· Other

PROGRAM EVALUATION

1. The information was presented effectively. 

2. The information presented was practical. 

3. The program provided a good working knowledge of the subject matter presented. 

4. The program has allowed me to acquire practical skills and knowledge to manage my business more effectively and efficiently. 

5. The program attended was sufficient for my purpose. 

SPEAKER EVALUATION

1. The speaker's 

· capacity to hold your interest

· organization of the program

· level at which the topic was presented

· communication skills 

PERSONAL PROFILE

1. Gender

2. Military status

3. Racial/Ethnicity

4. Education level

5. Current age

Marketing

Promoting the Utah SBDC

The SBDC’s promotional and public awareness efforts are designed to acquaint the public with the business counseling and training services available at the SBDC’s 11 Regional Centers and numerous outreach offices across Utah. The SBDC’s promotional and public awareness program takes the form of press releases, an annual program report, a strategic plan,  general information brochures, specific brochures dealing with focused business issues—e.g., specialty services,  etc.   The overriding purpose is to increase the number of people who are informed about, and clients who will avail themselves of, SBDC counseling and training services. 

 The publications, with very few exceptions, are revised, updated, and reprinted each program year.  Key constituencies include:

· The general public

· Potential and actual SBDC clients

· The  State Legislature, the  Congressional Delegation, and local and regional political leaders

· The SBAxe "SBA" in Washington as well as the District SBA Office

· News media

· Host campuses

· Economic development entities, including other state agencies and chambers of commerce

· SBDC Advisory Boardxe "Statewide Advisory Board"
The Lead Office encourages Regional Centers to acquire simple, attractive, easy-to-assemble, and economical display booths advertising SBDC services to the public at events such as trade shows, bank and chamber open houses, etc.  Almost invariably, SBDC, host institutions, or SCORE representatives answer questions and distribute appropriate literature at the SBDC booths.  Approximately half of the SBDC’s 11 regional offices have found it advantageous to buy and use these displays.   

SBA Recognition Statement and Disclaimer

The following disclaimer is required on all printed or recorded information or materials publicizing any activity funded through the Cooperative Agreement with SBA:

Funded in part through a Cooperative Agreement with the U.S. Small Business Administration.

The acknowledgement of support must appear verbatim and may not be altered or replaced with substitute language. However, on materials with severe space constraints such as signs and banners, an SBDC may substitute SBA for U.S. Small Business Administration. The acknowledgement of support must be presented in a legible typeface, font size, and where applicable, color contrast.

The SBA logo to be used on SBDC print and electronic publications is available at the Internal Website - 

 On materials for which the SBDC does not elect to use the SBA logo, it must at a minimum feature the acknowledgement of support as stated above. The SBA logo and/or acknowledgement of support may not be used in connected with 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.

In addition, a brief statement indicating that the SBDC program is nondiscriminatory and available to individuals with disabilities should be included.

In accordance with Section 502 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 co-sponsored 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. 

Training programs also are the major source of program income (as defined by the Federal sponsor) for the Utah SBDC.  The program strongly encourages Regional Centers statewide to develop training events and accumulate program income from special services.  A program income goal for each center may be assigned to augment future training events and enhance business advisement or research activities.




Utah Small Business Development Center - BRAND STANDARDS

Statement of Purpose

The purpose of having a “branded” identity is to be instantly recognizable through the consistent presentation of content—both copy and visual images—across all media.  When Utah Small Business Development Center (SBDC) state and regional offices use the SBDC name, logo and statements appropriately, we enhance our communication, reinforce our identity, and promote our unique role in the communities we serve while furthering our relationships with our host institutions.  

It is essential for branding elements to be employed when preparing printed materials, developing electronic media and creating other various forms of media for information dissemination. The following will guide you toward understanding the standards that best promote the SBDC mission in Utah.

USING THE NAME & ACRONYM

In all media, the SBDC name and acronym must:

· Appear in legible font size.  Typically, this means a point size of at least 8. 

Example: This is legible point size (Arial 8 pt).

· Specify an office (local or state) by name where possible.

· Appear spelled out in its entirety, followed by the acronym in parentheses, the first time it appears in any written copy.  

Example: “The Salt Lake Small Business Development Center (SBDC) is great!  The Salt Lake SBDC offers many services.”  

· Appear with appropriate prominence compared to host institution name and/or names of co-sponsors.  The following are good rules of thumb for compliance.

·  Appear in a font size no less than 10% smaller than the name or acronym of the host institution. 

· Appear in the same font size (or larger) as the names or acronyms of co-sponsors or co-marketers.

To achieve maximum name recognition, where possible, it is preferred that the SBDC name be spelled out (print material) or pronounced (audio material) in its entirety in statements regarding program, project or event funding or sponsorship.  

Example: “This program brought to you by the Salt Lake Small Business Development Center.”  

Business cards are very important promotional tools for both SBDC host institutions and the SBDC program.  There are three options for placement of the Utah SBDC logo and branding, option one is on the front in conformance with using the name and logo standards set by this standard, option two print Utah SBDC logo and branding on the back of the regular college business card, option three is place appropriate sized logo stick on the front or back of the card, and option for is to order separate cards for the SBDC function and give out both.

TELEPHONE ANSWERING BRANDING STANDARDS 

At some time during the telephone answering greeting the phrase “Small Business Development Center” must be used.

SIGNAGE BRANDING STANDARDS

Where possible the SBDC logo and full name should used on all signage.

USING THE LOGO 

Appearance of the SBDC logo in all media (including websites and e-brochures), requires compliance with the following (please note exceptions as noted in the following section on exceptions):

· The logo must appear with reasonable spacing between each of its sides and other graphic or textual elements.

· The logo must appear in solid black, solid blue (PANTONE 294), or blue and gold (PANTONE 294 and 1505) as shown below; the logo may not be printed in any other color or combination of colors. 

· The logo must appear with all elements intact; no element may be removed, distorted or altered in any way.

CORRECT LOGOS
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CO-MARKETING REQUIREMENTS

When used in co-marketing, the SBDC name, acronym and logo must:

· Be displayed in a manner that adheres to all of the general guidelines provided in the Utah Small Business Development Center BRAND GUIDELINES document.

· Be displayed in a manner that appropriately represents the actual relationship, affiliation with, or sponsorship between or among the various parties.  

· NOT be displayed in a manner to suggest endorsement by SBDC without a prior established relationship with one or more of the Utah SBDC state or regional offices.

· NOT be used in or as part of another organization or product name without prior written approval from the Utah SBDC State Director.

Example: “Business Success Library introduces the “SBDC Success Manual,” a 

handbook for small business owners.”

NOT be displayed on any printed materials or websites that contain or display adult content, promotes gambling, involve the sale of tobacco or alcohol to persons under twenty-one years of age, or otherwise violates or advocates the violation of applicable law.
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CORRECT LOGO RELATIONSHIPS 

EXCEPTIONS:

Because the Utah SBDC understands the significant value gained through a close cooperation with the policies of host institutions, under extenuating circumstances some exceptions to branding guidelines herein may be made when approved by the state director.  An example of such an exception would be in a case where color scheme is deemed to be a critical component of the overall print material to the extent that adhering to the preferred appearance of the SBDC logo would become a significantly detractive and thus the logo was printed as a white on color reverse image.  

Example: SUU red is used in a two-color poster for a symposium in which the poster is completely comprised of red and white and all graphics, text etc are either red or white (including the SUU logo, other co-sponsors logo, etc.)
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Primary SBDC Publications:

Annual Program Report. This annual document is the main public relations instrument of the program.  It provides an overview of highlights of the program year, including statistics reflecting the program’s accomplishments, photos and write-ups of clientxe "Client" success stories from all 11 regional centers around the state, a listing of the SBDC Advisory Boardxe "Statewide Advisory Board", and recent national awards and accomplishments.  

In addition to the general information and public relations documents, the SBDC also turns out brochures specific to particular programs.  For example:  

Utah Small Business Development Center – This brochure lists all the SBDC service centers in the state. It is typically published once a year.  It outlines the vision, mission and the services provided by the network.  It also gives limited figures on economic impact.

Entrepreneurship Training for Military Members and their Families – This brochure outlines what the SBDC offers specifically to veterans.  It mentions the partnership that SBDC has with the State Division of Veterans Affairs offering entrepreneurial training to all who have contributed to peace and freedom.  Contact information for the SBDC and veterans offices is provided.

Utah SBDC Specialty Services – This is the SBDC’s newest brochure.  It promotes Franklin-Covey’s 7 Habits for Small Business Managers, X-Ray Dashboard, and the Gaining Focus 360 Survey.  This brochure is expected to be updated annually with the newest specialty products offered by the network.  Also provided is a listing of all of the Regional Centers and contact information.

 Planning

Strategic Planning

The SBDC has had a strategic planxe "Strategic planning" since the inception of the program in the 1980’s. The scope and operations of the program have changed dramatically over the nearly two decades of the program’s existence. Updating the Strategic Plan on an ongoing basis is an introspective process where a careful evaluation is made of the mission and objectives of the program from one year to another. New priorities, resources, and areas of need are evaluated and new service components are reviewed for possible adoption. It speaks volumes as to how much the organization evolves over time and how some issues facing small business and service delivery assume lesser or greater importance.

2009 Strategic Plan Vision Statement

To be the most respected and demanded resource for entrepreneurs to turn to for business guidance and education.

Mission

To facilitate the success and prosperity of business endeavors by teaching steps, tactics and strategies to all who are interested in entrepreneurship.  To give entrepreneurs tools for success.

Original Mission: The mission of the Utah SBDC is to strengthen Utah’s economic fabric and quality of life by facilitating the success and prosperity of business endeavors.
Strategic Objectives

1. To provide significant assistance to entrepreneurs that

· provides high impact to the economy resulting in revenues, profits, and jobs

· enhances long-term survivability of the business

· increases the knowledge and skills of entrepreneurs

2.  To increase funding to the Utah SBDC program through increased

· recognition by our stakeholders as an essential resource and  quality program

· opportunities for grants and program income

3. To add value to our host institutions and stakeholders

Inventory

· Committed staff Our staff values the mission and purpose of the Center.  They are knowledgeable, independent, community oriented, and eager to learn while still committed to the quality of their personal lives and personal incomes.

· Clientele We have an unending supply of clientele who are demanding and particular about the services they receive.  They are likely narrow in their entrepreneurial knowledge base and skills.  They need education.  They may also need financial help and managerial help and they cannot usually identify the full scope of their needs.
· Product and Service We must think of our product as education.  We have the ability to provide this product through counseling, training programs and through research and referral sources.  Our goals need to focus on delivery of this product to create impact for our clientele and our stakeholders.
· Stakeholders We have many stakeholders, some that were are required to report to such as the SBA, GOED and our host institutions.  We have other stakeholders such as lenders, economic development offices, Chambers of Commerce and many more that we must make the effort to involve in our mission.
· Financial Federal and State funding is limited and not adequate to fund sufficient staff and cover operating costs.  We have limited opportunities to develop program income due to economic conditions, competition and a somewhat social nature of our organization.  Our hosts can bring significant resources to the table if they buy into the mission and can give it some priority.  We can enhance our outreach through partnerships without adding a financial burden.  We are able to serve our clientele and operate our Center very economically.
· Operations We may be reactive rather than proactive, this can be both positive and negative.  We are highly regulated which assures standardization of our product and ethical treatment of our clientele, but can become burdensome, eating up program development time of staff.  There are unique needs for each Center within the network and it is difficult to set consistency between Centers much less assure consistency from client to client.  There is some vagueness innate to the program.  We are dependent upon the judgment of the consultant and trainers with little opportunity to provide oversight.
· Competitive Edge Our product tends to be broad but shallow.  We can help the entrepreneur see many aspects of business ownership, which makes us a single source for evaluation of direction.  We cannot, however, provide the depth that having expertise in a specific category could provide.  Our product is provided free or at low fee.  We are convenient with offices close to our clientele.
Environment

· Our focus is not strongly developed and adhered to.  It jumps depending on the current initiative or directive from the SBA or GOED.  We end up having to commit resources to groups outside of what should be our primary market.  As a result, we are not able to create a strong image of who we are and what we do nor are we able to commit strong effort towards establishing product for our primary market.

· Our lead center values each Director and Center, but is not able to facilitate our development of product, delivery of service, marketing of image or building of relationships with stakeholders.

· We have a history that has been tarnished and is difficult to repair.

· Our host is supportive, but not integrated into our program.

· We have excellent facilities and technology.

· We have excellent support from the campus.

· We have an enjoyable work environment and enjoyable co-workers.

· We have limited public relations and marketing capabilities.

· We have dedicated employees

· We have limited time and staff resources.

· We need to have a textbook service structure.

· The Director’s long-term employment with the Center strains the financial resources.

· We do not feel the support of the State.

· We feel competition with other service providers instead of camaraderie.

· We require independence within our operation while needing the structure of the network.

Ideal  

We would have a strong definition of who we are and what we do and stick to that definition.

In an ideal situation, our office would have the following elements:

· Consistency in product delivery with a uniform model that also offers the flexibility required for each client.

· In depth assistance that can address the details of “successful business models.”

· Research and development assistance.

· Individualized assistance.

· Mentorships and networking opportunities.

· Multiple community relationships

· Strong image

· Strong resource materials.

· Specialized staff.

Planning Methods Employed

· Environmental Scan - an internal assessment for those with a fiduciary responsibility over the SBDC

· Needs Assessment - comprised of input from chambers of commerce, economic development directors, etc.

· Long Term Client Satisfaction Survey - done annually together with the annual needs assessment.

· Client Satisfaction Survey - done annually (see below). 

· Advisory Board and Partner Meetings

Generally this needs assessment will closely align with the ASBDC needs assessment questionnaire used in 2004. More specifically, individual online needs assessment queries targeting the following client and stakeholder interest groups will be initiated in October:

1. Clients – pre-startup/nascent (aligned to regional service centers)

2. Clients – existing business (aligned to regional service centers)

3. Funding partners (including: SBA, State of Utah, Host Institutions, and funds grantor banks)

4. Economic development managers – state, county and city (aligned to regional service centers)

5. SBDC personnel

6. USBDC advisory board members

The components of the formal needs assessment will be utilized in both strategic plan update processes and focusing on identified needs from a regional and statewide perspective.

The following table describes generally the process of needs assessment:

Needs Assessment:  Determining What Our Customers Need

The Utah SBDC utilizes several methods, formal and informal, to identify and segment customers, markets, and key stakeholders and to determine client needs and expectations. The program’s use of the methods results in a combination of programs and services that respond directly to the needs of clients in Utah.

Environmental Scan Checklist

1. 
In support of Utah SBDC strategic goal number 1

· To provide significant assistance to entrepreneurs that enhances long-term survivability of the business,” what more do we need to do?

· To provide significant assistance to entrepreneurs that increases the knowledge and skills of entrepreneurs,” what more do we need to do?

· What are we doing now that we should stop doing?2.In support of strategic goal # 2 “To increase funding to the Utah SBDC program through increased recognition by our stakeholders as an essential resource and quality program,” what more do we need to do?

2. 
“Opportunities for grants and program income,” what more do we need to do?

3. 
In support of our strategic goal #3 “To add value to our host institutions and stake holders,’ what more do we need to do?

4. 
Do you think our current strategic goals need to be enhanced, revised or added to?

5. 
Please enter your community’s three most pressing training needs in order of priority.

6. 
Does our network need to find or develop new training programs to meet your community training needs?

7. 
Please list specific strengths you and your center bring to your community you serve that you could share/teach to other Utah SBDC regions.

8. 
Please list specialized skills and training you and your center need to be more effective and efficient.

9. 
Please list the Utah SBDC network (statewide) strengths.

10. 
Please list formal or informal partnerships your center and the state SBDC maintain make the most difference in moving to our strategic goals

11. 
What do you think all Utah SBDC regional centers offer or have in common that we can brag about?

12. 
Are we effective at targeting those clients where our services can make the most difference?

13. 
Do we generally do a good job of providing needed training to the communities we serve?

14. 
Does our network have a shared vision?

15. 
Do we do a good job working together and leveraging our network skills and expertise?

16. 
In what areas is our program weak, areas of specialized knowledge, skills, resources, strategies?

17. 
We have numerous potential projects that are, will or can facilitate improvement in our program and mitigate weaknesses as well as general new fee income.  Which areas should we be targeting?

Client assessments

· BizSmart-Entrepreneur training or other target industries

· MBA small business review-where MBA students would work with clients

· Small Business turnaround consulting

· Buying/selling a business

· Strategic Planning and facilitation services

· 360 surveys

· 7 Habits

18. Please list other projects that we should or could pursue that would help address our weaknesses

19. Please list the Utah SBDC organization opportunities you think need to be included or considered for our long-range plans.

20. Please indicate who you currently partner with from the following list:

Custom Fit, STIT, economic development managers, MEP, PTAC, GOED, UMLF, Chambers, SCORE/WBC.

21. Please list opportunities you think the Utah SBDC network should use in our update strategic plan.

22. Please list the major threats to your center operation as a productive SBDC.

23. What are the major risks to the Utah SBDC network?

24. Regarding risks, what additional concerns should we consider in our strategic planning process?

25. What other trends do you feel the Utah SBDC program should be proactively learning about and adopting for our own use? 

Needs Assessment Survey

1. Are you currently in business?

2. In what general category does your business fall?

· Accommodation & Food Services

· Agricultural Business

· Arts, Entertainment, & Recreation

· Construction

· Educational Services

· Finance/Insurance

· Health Care & Social Assistance

· Information

· Manufacturing

· Other Services

· Professional, Scientific, & Technical Services

· Real Estate, Rental, & Leasing

· Retail

· Transportation & Warehousing

· Wholesale

3. Do you currently have any employees?

4. Please enter the zip code of your primary business location in the space provided below.

5. Please check all that apply to your business

· Minority owned (50% or more)

· Family owned

· Female owned (50% or more)

· Home based

· Franchise unit

· Veteran owned (50% or more)

6. For how many years has your business been operating?

7. What are your business revenues?

8. Please check the response that most closely fits your current situation

· Employed by a nonprofit organization

· Employed by a governmental department or agency

· An economic development professional

· Employed by a financial services entity

· Employed by higher education

9. How useful would a tool assessing the health of your business, an action plan aimed at removing the weaknesses, and in helping the company survive to set the stage for growth and profitability be?

10. In my view, my business opportunities during the next 1-3 years will improve, stay the same, decline.

11. Would you participate in a blended internet class with weekly face to face coaching sessions 

12. How likely are you to participate in an education/training delivered

· With project specific self-paced templates from a center?

· With a project specific self-paced templates from the web?

· As un-coached, structured online learning sessions?

13. What additional services should the Utah SBDC offer?

14. FINANCIAL MANAGEMENT-How important is training in the following areas?

· Budgeting & forecasting

· Taxes

· Bookkeeping/financial statements

· Money management

· Purchasing/cost control

· Sources of and access to capital

· Writing a business plan

· Credit and collections

· Reporting requirements

15. MARKETING- Please indicates how important you perceive the need for assistance or training in the following areas:

· Placement of product or service

· Marketing research

· Positioning of my business

· Product development

· E-commerce

· Marketing strategies

· Pricing of my product/service

· Franchises

16. INTERNATIONAL BUSINESS-Please indicate how important you perceive the need for assistance or training in the following areas:

· Importing

· Locating international buyers and agents

· Managing international business relationships

· Exporting

· Special financing for international business

· International shipping and logistics

17. ECOMMERCE & E BUSINESS-Please indicate how important you perceive the need for assistance or training in the following areas:

· Email marketing/newsletters

· Developing a web site

· Measuring the effect my site has on my business results

· Promoting my site

· Affiliate programs

18. GENERAL MANAGEMENT-Please indicate how important you perceive the need for assistance or training in the following areas:

· Business check-up evaluation

· Finding resources to improve production or delivery

· Industry best practices

· Intellectual property

· Legal work

· Retirement planning

· Disaster contingency planning

· Insurance

· Operations strategy in a global environment

· Production

· Strategic planning

· Succession planning and/or exit strategy

· Fixed asset control

· Facility planning and management

19. HUMAN RELATIONS- Please indicate how important you perceive the need for assistance or training in the following areas:

· Benefits (health insurance and retirement)

· Selection and hiring of employees

· Employment law

· Immigration and work permits

· Policies and procedures

· Employee safety and risk management

· Performance management/terminating employees

· Customer service

· Effective communication

· Retaining employees

20. REGULATORY, COMPLIANCE, and other SPECIALIZED ASSISTANCE-Please indicate how important you perceive the need for assistance or training in the following areas:

· Assistance with compliance with federal regulatory programs

· Conservation/recycling

· Environmental quality issues

· Globalization

· Government procurement assistance

· Health care for small business

· Lean production systems

· Managing a drug free workplace

· Manufacturing assistance

· Renewable or efficient energy

· Quality assurance

· Waste management

Long Term Client Satisfaction Survey

The Long Term Client Satisfaction Survey is the same as the Needs Assessment with three additional questions. Those three question are listed below:

1 If you wanted into an SBDC center tomorrow, what services would you be seeking?

· 8A Certification

· Business accounting/budget

· Business acquisition

· Business counseling

· Business expansion

· Business plan

· Buy/sell a business

· Cash flow management

· Customer relations

· Ecommerce

· Exporting/importing

· Financing/capital

· Franchising

· Funding and investors

· Government contracting

· Human resources/employees

· Intellectual property

· International trade

· Legal issues

· Managing business

· Marketing/sales

· Startup assistance

· Tax planning

· Technology/computers

2 Regarding your overall experience working with the SBDC:

· The ability of the counselor to listen to me

· The overall consulting service I have received

· The staff’s professionalism

· The counselor’s knowledge and skills to help me with my problem

· The counselor’s knowledge of finding assistance

3 Regarding the counseling services you received at the SBDC:

· In subsequent sessions, has the counselor helped you clarify your goal?

· Did the counselor help you set up an action plan to help you accomplish your goal?

· Were you provided training opportunities?

· Did you feel more confident about expanding and improving your business?

· Did you learn valuable information to help you run and grow your business?

· Were you able to make better informed decisions on you business?

· Did the counselor provide helpful, relevant information?

· Did the information received help improve your business?

· Are you scheduling to return to the center for additional counseling?

· Did the counselors help you be accountable to a plan of action?

· Will you recommend the SBDC to your family and/or friends? 

Client Satisfaction Survey

1. From your initial consultation, please check each category you would like the SBDC to provide further assistance.
	Category: Asst Sought

Customer Category Section
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	2. How did you learn of the SBDC?
[image: image43.wmf]  Advertisement
[image: image44.wmf]  Bank or Credit Union
[image: image45.wmf]  Chamber of Commerce
[image: image46.wmf]  Economic Development Department
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3. Regarding the staff and location of the SBDC:
	
	Yes 
	No 

	Was it easy to find and get to the SBDC? 
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	Was it easy to get an appointment? 
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	Were you made aware of other assistance programs? 
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	Were you advised about financial assistance training? 
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4. Regarding the overall experience working with the SBDC:
	
	Dissatisfied 
	Somewhat Dissatisfied 
	Somewhat Satisfied 
	Satisfied 
	Highly Satisfied 

	The ability of the counselor to listen to me. 
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	[image: image61.wmf]
	[image: image62.wmf]
	[image: image63.wmf]
	[image: image64.wmf]

	The overall consulting service I received. 
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	The staff's professionalism. 
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	The counselor's knowledge and skills to help me with my problem. 
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	The counselor's knowledge finding assistance for me. 
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5. Regarding the counseling services your received at the SBDC:
	
	Yes 
	No 

	Do you feel the counselor assessed your situation or goals clearly? 
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	Did the counselor help you clarify your goal? 
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	Do you know what you have to do to get to your goal? 
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	Were you provided training opportunities? 
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	Are you scheduled to return to this center for additional counseling? 
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	Would you recommend the SBDC to your family or friends? 
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	6. Were you already in business when you first contacted the SBDC?
[image: image97.wmf]  Yes
[image: image98.wmf]  No

	

	7. Following your consultation with the SBDC, what action have you taken?
[image: image99.wmf]  I have started a business.
[image: image100.wmf]  I plan on starting a business.
[image: image101.wmf]  I have not made a decision yet.
[image: image102.wmf]  I have decided not to go into business.


8. Regarding your consultation with the SBDC, please answer yes or no to the following:
	
	Yes 
	No 

	I feel more confident about expanding and improving my business. 
	[image: image103.wmf]
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	I learned valuable information to help me run and grow my business. 
	[image: image105.wmf]
	[image: image106.wmf]

	I was able to make better, informed decisions on my existing business. 
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	The counselor provided helpful (relevant) information. 
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	The information received helped me to improve my business. 
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	The consultation helped me to be accountable to a plan of action. 
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	9. Do you have any comments or suggestions on what we could do to improve our services to the Utah business community?
[image: image115.wmf]





	

	10. Would you like to be contacted by the SBDC to discuss this survey? (unless requested--all responses are confidential)
[image: image116.wmf]  Yes
[image: image117.wmf]  No


Data Collection, Performance and Management Reporting

Economic Impact – an overview

But for Long-Term Counseling relationships, there would be no economic impact.

State and federal legislatures and universities have increased pressure for service delivery programs such as the Small Business Development Center to be more accountable to the taxpayers. Through the Government Performance Results Act, the federal government mandated that SBA and its resource partners have to be accountable and outcome-driven if they expect to receive continued Congressional and taxpayer support.  

The objective of the Utah SBDC is to generate positive client outcomes. Although positive outcomes can be realized in many forms, more often than not these outcomes result from a long-term counseling relationship that generates positive counseling evaluations and economic impact.

To appropriately collect and report verifiable impact data, SBDC advisors and support staff must understand the activities that increase the level of impact attributable to the program, the reporting processes necessary to capture the data accurately, the validation of the data, and the ultimate use of the data entered.

All new SBDC staff members receive a thorough orientation on the program’s objectives and reporting processes. Accurate and verifiable impact data requires appropriate administrative controls. 

· Staff entering impact data in CenterIC must have all the information required, including sentences in the narrative that explain how the new investment will be used. 

· The information listed in the narrative and impact sections of the record must be consistent.

· The Regional Center must have a communication with the client verifying the amount of impact attributable to the SBDC.

· The Regional Center Director (or designee) must review all impact cases prior to addition to CenterIC.

· Staff at the State Office must review all cases with impact.

· Clients with impact are surveyed within 30 days of case closure to verify impact.

Recording Economic Impact

Economic impact is the most significant indicator in establishing a Return on Investment critical in leveraging state and university funding support for the SBDC. Economic impact can be reported as jobs created/saved and by the investment made in the enterprise.  Impact recorded must have occurred as a direct result of SBDC counseling services. The best way of gauging this level of participation is by asking the question – What impact, if any, would the client attribute to the counseling obtained through the regional center? If the client received assistance in preparing a business plan, identifying lenders, and preparing loan application materials, he or she would most likely attribute the resulting funding and jobs to SBDC assistance. On the other hand, if the advisor makes minor recommendations to an already prepared business plan and the client pursues funding on their own, the SBDC could take minimal credit for the level of funding and jobs.

The same philosophy applies when multiple service providers assist a client in a situation involving impact. The impact claimed by the SBDC would be a prorated share of the impact, specifically the funding attributed to assistance from an SBDC advisor.

Equity-collateral should never be claimed when it is used to secure a loan. When collateral is used as a pledge against a loan, both cannot be claimed as economic impact. Only the amount of the loan should be claimed if it is attributable to SBDC services. Equity-collateral should only be claimed as part of a total loan package or in the case of a business start-up in which clients usually have to demonstrate some “good faith” measure to the bank or funding source. In these cases, the client has to meet some qualifications regarding a debt service ratio. The bank or funding source wants to ensure that the client is taking a risk and is serious about paying back the loan. A commercial lender may require that equity-cash or equity-collateral be contributed by the client if the loan is made. When this situation occurs, the total impact often includes the loan made by the lender, equity-cash infusion by the client, and a pledge of equity-collateral.

For example, a center helps a client with a loan package that the client takes to the bank. After reviewing the loan package and completed business plan, the bank decides to loan the client $100,000 if the client contributes $40,000 of equity cash and pledges $20,000 of equipment as collateral. The total economic impact claimed in this case would be the loan, equity, and collateral amounts totaling $160,000.

In the case of a business startup, equity collateral and/or equity cash may be claimed as impact if used to start the business. As usual, this impact should only be claimed if SBDC personnel helped the client throughout the startup phase of the business.

The following principles always apply to cases that involve economic impact:

· The philosophy employed in reporting impact is that it occurred as a direct result of SBDC counseling services. The best way of gauging this level of participation is by asking: What impact would the client attribute to the counseling obtained through the center? If the client received assistance in preparing a business plan, identifying lenders and preparing loan application materials, most likely they would agree that the resulting funding and jobs as attributable to the SBDC. On the other hand, if we make minor recommendations to an already prepared business plan and the client pursues funding on their own, the level of impact the SBDC could take credit for would be minimal, if any. According to this reasoning, impact cases in CenterIC document a sufficient amount of counseling time and narrative explanation to be acceptable. Closure narratives in impact cases must detail funding sources and their amounts. Equity cash and/or equity collateral contributions must be stated clearly in the closure narrative. This includes business startups that opened their business solely with their own equity contributions.

· The same philosophy applies when multiple service providers assist a client in a situation involving impact. The impact claimed by the SBDC should be the prorated share of the impact that is attributed to SBDC assistance.

· The most appropriate approach is to be conservative in the level of impact claimed. This avoids a potentially harmful situation to the program if inflated impact is claimed and ultimately challenged by funding sponsors. In all cases, investment is reported only after a bank closing or similar disposition has occurred. The closure narrative in CenterIC must state that the impact has been verified by the client.

Basics of Recording Impact 

1. Impact must be verified by the Client.

2. Equity collateral should never be claimed when it is used to secure a loan. Equity collateral should only be claimed as part of a total loan package or in the case of a business start-up in which clients usually have to demonstrate some “good faith” measure to the bank or funding source.

3. SBA guaranteed loans must be coded in two parts – the SBA contribution and the bank contribution.

4. No more than 10 percent of the total amount of the contract can be counted.  

5. Remember to record equity cash contributions.

6. Impact should be recorded when is has been obtained by the client – not in advance. Advisor must verify that the loan is closed. If some of the impact is anticipated at a future date, it should not be recorded as impact until it is received by the client.

7. The amount of time invested in the case by the advisor should be commensurate with the amount of impact recorded.

8.  A summary of the impact should be recorded in the concluding narrative note including the amount and source of the funding. The information in the narrative should be consistent with the amount recorded in the impact section of the record.

9. If at all possible, avoid categorizing impact as “Other” – accurate coding will result in more accurate reports from the system.

Reporting Government Contracts and Procurement as Economic Impact

The Utah SBDC does not allow projected sales to be claimed as economic impact. Government contracts generally fall into this “sales” category because they do not represent new investment into the business. However, due to the priority placed upon procurement activities by our sponsors, the policy is to allow 10% of the government contract to be claimed as economic impact and 10 % of the job impact to be claimed. The basis for this policy lies in the general acceptance that a net profit margin of at least 10% will be realized from these sales and become retained earnings, available for re-investment in the firm.

The program is aware that profit margins are usually greater than 10% and those eloquent arguments may be made to justify larger totals of investment and job impact. We want to remain conservative in our reporting and consistent in our approach.

Client impact can only be recorded when a case is closed by the advisor. This eliminates any optimistic forecasting by over-enthusiastic advisors. Regional Center directors are encouraged to review all cases closed with impact on a regular basis. This is the first check in the quality control process. As part of the case write-up, advisors must state in the closure narrative that the impact has been verified by the client.

Many Regional Centers have developed a funding verification letter that is sent by the Director to the client asking them to verify advisor-reported impact information. After the data is entered into CenterIC, all impact cases are reviewed by staff at the State Office.  All cases that have questionable impact claims are written up in a case monitoring database that is located on the program’s Internal Web site. The cases are discussed and corrected according to Utah SBDC policy guidelines.

Confirming Economic Impact Data 

Recognizing that cases with $100,000 or more of investment represent the bulk of total annual investment impact for the network, clients that achieve this level are sent a modified counseling evaluation survey that asks them to validate impact resulting from the SBDC counseling relationship. 

Specific questions include: 

What amount of investment (including loans, personal cash and collateral) is associated with the business assisted?  $__________________________

What is the current status of funding included in the amount above?

·  Approved but not received

·  Approved and received, business underway

·  Declined/rescinded, funding options under review

·  Funding not available, business concept abandoned

How much or what percentage of that investment would you associate to the counseling services you received from the SBDC? $_________ or %_________

If the investment in your business will result in preserving jobs, how many will be saved? ________

If the investment made will result in the creation of new jobs, how many jobs will be created? _____ Year 1 ____ Year 2 ____ Year 3 ____

This early intervention has proven to be very valuable in confirming impact statistics and ensuring attribution. Client impressions and recollections are still fresh when the survey arrives within 30 days of case closure. 

After completed surveys are returned and data input to CenterIC, reports are run on a quarterly basis that differentiates between clients reported impact and impact reported by the Business Advisor on the case. These variance reports are transmitted to each Center Director for review and potential case modification. Whenever a client does not agree with the cited level of investment or job impact, the case record is edited to be in agreement with the client. Without client confirmation, when available, no impact can be reported.

Chrisman Study

Every year, an outside independent consultant, Dr. James Chrisman from Mississippi State University, is hired by the ASBDC to conduct a third party evaluation of the SBDC program. An independent resurvey is performed with clients that completed counseling during the course of the year.  Chrisman, who has conducted extensive studies of the SBDC's economic impact for more than 23 years, testified before the House Committee on Small Business in 2005 that the national Small Business Development Center program generates more tax revenue than it costs to run. Dr. Chrisman has made significant contributions to our understanding of the value of entrepreneurship and small business to the economy, and to recognizing the keys to successful entrepreneurial activities.

Each year the Lead center works with the regional center directors to gather client counseling information to be used in the study.  Coordinating with Dr. Chrisman, the Lead center sends a survey requesting information from each client.  That information is summarized and sent to Dr. Chrisman.  If the client response rate is too low, then a second request is made of clients with the assistance of regional directors.   

The Lead center is responsible for compiling a list of all long term (5 hours or more of preparation and counseling) clients and notifies each director that these clients will be receiving an email with an attached questionnaire.  The Lead center asks each regional center to send an email prior to the arrival of the first survey requesting that their clients complete the survey as per the 641 agreement.  The Lead center then sends the first questionnaire via email with a link to the survey.  Two weeks later, the Lead center notifies regional directors of the response rate in their regions.  The regional directors are then asked to contact those who did not respond and request their participation in the survey.  A third and final contact is made via a post card with the client number and the URL directing them to the online location of the survey.  Following the final attempt to gather information, the Lead center notifies the centers that the survey will close.  Following survey closure, the results are gathered electronically and send to Dr. Chrisman.     

The Utah SBDC participates in Chrisman’s research every other year. According to the latest report for FY 06-07, the following observations are made:
· The overall client response rate to the survey jumped from 16.8% 32.6% in the past year.

· When all clients were asked if SBDC services are beneficial, 95% of clients responded positively, up from 81% last year.

· When established firms were asked if SBDC services are beneficial, 96% responded positively, up from 78% last year.

· The benefit to cost ratio on long term counseling jumped from 1.93/1.00 to 4.68/1.00.

· The benefit to cost ratio on all counseling increased from 0.89/1.00 to 2.62/1.00.

· The benefit to cost ratio on all SBDC operations increased from 0.62/1.00 to 1.31/1.00.

· The total financing dollars more than tripled to $11,879,973.

· The average cost per job generated dropped from $8,148 to $5,349.

Chrisman states on conclusion that the “Utah SBDC makes an important contribution to the economic development of the State of Utah.” 

Maintaining the Data Collection, Management and Reporting System

Prior to using CenterIC, the Utah SBDC used Softshare WebCats.  In November 2007, the program moved to CenterIC.  The CENTERIC user guide is below. The guide provides detail about all aspects of the system.

CenterIC User Guide

Add CenterIC user guide here  https://www.utahsbdc.org:2048/help/help.htm 

SBDC Program Administration and  Financial Management

The Utah Small Business Development Center is a statewide outreach program, which operates from state colleges and universities.    A grant agreement is negotiated on an annual basis between the host institution and the U.S. Small Business Administration for the operation of the SBDC Program.  Outlined in that agreement are goals and milestones as well as fiscal administration and record keeping requirements.

The Utah SBDC receives an annual appropriation, via the State Legislative and Executive Branch, which partially underwrites the cost of program operation.  With that appropriation, the  host institutions are obligated to abide by a series of policies and procedures which ensure that the expenditure of State funds is consistent with the programmatic intent as well as the fiscal policies, as prescribed by the State and the SBA. 
The overall objective of the SBDC program is to deliver needed small business services while leveraging Federal dollars and resources with those of the state, the educational community and the private sector to:

· Strengthen the small business community

· Contribute to the economic growth of the communities served

· Make assistance available to more small businesses than is now possible with present Federal resources

· Create a broader based delivery system to the small business community

The SBDC has developed the following guidelines, (incorporating requirements and guidelines from a variety of sources including, the SBAxe "SBA" Program Announcement and Cooperative Agreement, as well as OMB A21, A110 and 13 CFR Part 130), which outline the SBDC host institution scope of work and fiscal obligations as conditions for the receipt of Federal support.  

Summary of Considerations 

Services provided by the SBDC Regional Center shall include, but not limited to, assistance to small businesses in solving problems concerning operations, manufacturing, engineering, technology exchange and development, personnel administration, marketing, sales, merchandising, finance, accounting, business strategy and other disciplines required for small business growth and expansion, innovation, increased productivity, management improvement, and for decreasing industry economic concentrations.  Such services shall include, but not limited to:

1) Furnishing one-to-one individual counseling to small businesses;

2) Assisting in technology transfer, research and coupling from existing sources to small businesses;

3) Maintaining current information concerning federal, State and local regulation that affect small businesses and counsel small businesses on methods of compliance.  Counselingxe "Counseling" and technology development shall be provided when necessary to help small businesses find solutions for complying with environmental, energy, health, safety and other federal, State and local regulations;

4) Coordinating and conducting research into technical and general small business problems for which there are not ready solutions;

5) Providing and maintaining a comprehensive library that contains current information and statistical data needed by small businesses;

6) Maintaining a working relationship and open communications with financial and investment communities, legal associations, local and regional private consultants and local and regional small business groups and associations in order to help address the various needs of the small business community;

7) Conducting, within established guidelines as set forth in the Utah  SBDC Standard Operating Procedure Manual, in-depth surveys for local small business in order to develop general information regarding the local economy and general small business strengths and weaknesses in the locality; 

8) Maintaining lists of local aid regional private consultants to whom small businesses can be referred;  

9) Utilizing and compensating qualified small business vendors, including but not limited to private consulting engineers and private testing laboratories to provide services to small businesses.

Cooperative Agreement

The Cooperative Agreement is the document through which SBA hires the SBDCs to provide services to the small business community. The SBA Office of SBDCs releases a Program Announcement in early spring, which is reviewed by members of ASBDC’s Operations Committee. The Committee then negotiates changes with the SBA and the document is revised according to agreed upon changes. 

The Utah SBDC statewide outreach program operates from the Salt Lake Community College with program coordination and oversight responsibilities directed by the Salt lake Community College.  A grant agreement is negotiated on an annual basis between the Salt Lake Community College Grant Office and the U.S. Small Business Administration for the operation of the SBDC Program.  Outlined in that cooperative agreement is the work effort related to delivering the program, including goals, milestones, as well as budget and management control processes. 

The Utah SBDC receives an annual appropriation, via the State Legislature, which partially underwrites the cost of program operation and matches the federal grant funds.  With that appropriation, the Salt Lake Community College and host institutions are obligated to abide by a series of policies and procedures which ensure that the expenditure of State funds is consistent with the programmatic intent as well as the fiscal policies. 

The overall objective of the SBDC program is to deliver needed small business services while leveraging Federal dollars and resources with those of the state, the educational community and the private sector to:

1) Strengthen the small business community

2) Contribute to the economic growth of the communities served

3) Make assistance available to more small businesses than is now possible with present Federal resources

4) Create a broader based delivery system to the small business community

The SBDC follows guidelines, incorporating requirements and guidelines from a variety of sources including, the SBAxe "SBA" Program Announcement and Cooperative Agreement, as well as OMB A21, A110 and 13 CFR Part 130, which outline the SBDC host institution scope of work and fiscal obligations as conditions for the receipt of Federal support.  
General Conditions for Funding Commitments

Counselingxe "Counseling" assistance shall be provided at no cost to the clientxe "Client" by the host institution’s Regional Center and approved outreach and satellite locations.  A fee may be charged for training activities or specialized services in accordance with the guidelines of the applicable SBDC SOP sections.  Revenues generated in these areas shall be considered program income and be restricted in use as per program income guidelines.  

Federal OMB Guidelines strictly state that program income may only be used to supplement, not supplant, the host institution’s fiscal support for the program.

Any additional contractual agreements, including contracts for outside consulting services required for the performance of SBDC functions, shall be host institution contracts and shall be entered into by the host institution pursuant to local, State and Federal regulations or law in these areas.

The U.S. Small Business Administration and the host institutions  shall have the right to conduct a post audit of all-financial and program operations.  Any disallowances resulting from such audits shall be the responsibility of the host institution. 

Allocation to Regional Centers

Resources are allocated to the Regional Centers based at all host campuses except the State Universities through sub-contracts. Since the State Universities have a direct link to the program’s host, no sub-contract is required. In those cases, the grants administrator sets up projects based on the amount allocated to each campus. The amount of the allocation each year is determined according to the performance of the Center during the previous fiscal year. Several factors are considered in center performance review including number of clients counseled and trained, amount of economic impact in terms of dollars and jobs, number of training sessions sponsored, outcomes from relationships with resource partners and the business community, and compliance with program policies, rules and regulations. 

The allocation methodology for the SBDC is a multi-faceted approach that seeks to maximize the State appropriation for delivery of small business services while meeting federally required matching criteria for grant and cooperative agreements. A total funds approach to budgeting deploys State-based resources in concert with federal funds provided through the Research Foundation and locally derived resources to maintain the distributed SBDC network. The following elements of the total resource plan summarize the budgeting process.

· State funding is solely allocated to State Operated Campuses of the SBDC. By concentrating State resources within State Operated Campuses, the need to process State subcontracts is eliminated and funds are certificated to campuses, speeding the process and decreasing overhead.

· Each SBDC Regional Center is given an annual milestone goal for services, targeting long-term business advisement clients, economic impact, new businesses started, training, and specialized outreach or research/service priorities. Effectiveness of Center activities is measured by client evaluations and successful economic impact as measured by investment and job outcomes. The attainment of these goals, or the relative over or under attainment, forms the basis for initial resource allocation decisions.

· Under the “all funds” methodology, adjustments are made for the source of resources to equalize ‘spendable’ funds. For example, indirect charges for Research Foundation sourced funds are discounted by indirect charges not allocated to State funds.

· Value of local match is evaluated to confirm that minimal match requirements have been met. Over-match, from local sources, is encouraged and considered, as benefit to the statewide network in attracting incremental funding that may require immediate match funding.

· Due to the relative mature status of the organization, funding allocation changes are most often considered in a tiered manner (e.g. 96% of State funds are allocated toward salaries and wages, so that allocation changes often equate to equivalent personnel line costs).

· Administrative adjustment is the final evaluation criteria in the process. Each Center’s performance on reporting activities (e.g. fiscal and programmatic reports) as well as electronic input and transmissions is reviewed and weighted prior to final allocation plan commitments.

Responsibilities of the Regional Center Directors

The SBDC Regional Center Director is responsible for the campus’ compliance for the utilization of Cooperative Agreement funds in accordance with the SBDC Standard Operating Procedures Manual, as amended.  

The Regional Center Director is held directly accountable for all fiscal activities of the program at the campus and must review charges to SBDC accounts (program income and all other SBDC accounts, including match) to ensure that only allowable charges are made and sign or co-sign all expenditures. The SBDC Regional Center Director is responsible for the oversight of fiscal records and expenditure reports, with written confirmation by the campus fiscal designee, to the SBDC Centralxe "Central" Office.  The format and timing of these reporting functions are outlined in the Cost Sharing Financial Reporting Section of this manual.

The Regional Center Director must confirm all personnel and employment actions.  The Regional Center Director also adheres to all provisions of law, rules and regulations applicable to the host institution.  
Cost Sharing

The Federal Office of Management and Budget has guidelines pertaining to cost sharing, specifically OMB Circular 21, which defines cost principles for educational institutions and Circular A-110, which defines uniform administrative requirements for grants and agreements with universities and other non-profit organizations.  Excerpts of those guidelines are discussed in this document and are designed to provide a better understanding of administrative and cost principles and to: (1) more clearly define various types of match, (2) indicate SBAxe "SBA" criteria for the allow ability of contributions toward match, and (3) provide typical examples of various types of match. These two documents are available on-line at the following address: http://omb.gov.  

In addition to the OMB Circulars, the SBDC is governed by 13 CRF 130.  The CFR is the Code of Federal Regulations.  This document has the first order of precedence in the SBAxe "SBA" award; meaning that if the CFR more closely regulates and issue than the OMB Circulars, the CFR will take precedence.  Therefore, a prudent director will read and be familiar with the contents of the CFR.

Sources of Matching Funds

Federal contracts or cooperative agreements executed with the SBAxe "SBA" commonly call for the contracting university to share some portion of the total cost of a program.  For SBDC programs, the normal “matching” requirement is one Federal dollar must be matched by one non-Federal dollar. 

Thus, the SBDC Lead Center and regional host institutions are required to provide funds from non-federal sources, which, as a minimum, will match the funds supplied by the SBAxe "SBA".  These matching funds may come from sources such as the host school, State or private sector contributions.

Two sources may be used in satisfying the cost sharing of “match” requirement.  The first source is cash contributions, which can be defined as real dollars donated by non-federal parties.  Typically included in the definition of “cash” are the salaries (or portions thereof) of SBDC or other university personnel who are paid for by the host institution when the duties of these employees involve the SBDC program in whole or in part.   As stated earlier, cash contributions must comprise at least 50 percent of the total matching funds.

Funds expended by the host institution on behalf of the SBDC must be maintained in a separate campus account to be considered cash match.  If the efforts of a campus administrator are used as cash match, the appropriate portion of this person’s salary should be charged to this separate campus account.  If the campus administrator is charged to a different account, this expense combined with other documentation, would be used as “in-kind” match.

A second source of matching funds is in-kind contributions. This may be property or services that benefit the program and are donated by non-federal parties, or campus expenditures made on behalf of the SBDC but not in an “SBDC” account.  Records must be kept of all in-kind contributions showing amounts and how the value on the property or services was derived. This is part of a stipulation under the cooperative agreement which requires all Centers to maintain “complete and accurate records and supporting documentation to support and facilitate any thorough financial and/or program audit.”

A subcategory of in-kind contributions is indirect costs approved by the Research Foundation.  Public Law 96-302 (authorizing SBDC legislation) stipulates that indirect costs shall be treated as a secondary match and placed in the same category as in-kind contributions.

Note:  As administrator of the federal funds, the Research Foundation of the State of assesses an indirect charge to offset administrative costs to house and support the SBDC and passes through to participating institutions.  Typically included are essential support services from related campus departments such as business, payroll and personnel offices; building space and utilities; janitorial services; library and laboratory facilities; depreciation and for other costs which are not readily identifiable with particular projects or activities but nevertheless are absolutely necessary for the maintenance and management of the day-to-day operations of the institution and the SBDC.

Sometimes the classification of cash versus in-kind contributions becomes extremely difficult.  When in doubt, call the Lead Office for clarification.

There are some elements of cost that may not count toward satisfying the match requirement, including costs financed by general SBDC program income.  As normally stated in Small Business Administration award letters:

“All program income defined in Subpart C, OMB Circular A110, shall be reported on financial reports submitted to SBAxe "SBA" and is to be added to funds committed to the project by the federal sponsoring agency and recipient organization and used to further eligible program objectives only.  All revenue received from clients served by the Small Business Development Centers under the auspices of this award is considered to be program income.”

The philosophy of utilizing program income or revenues to further program objectives stems from the original matching situation.  The one-for-one matching partnership dictates the one-for-one sharing in revenues.  Therefore, program income or revenues cannot be used for matching purposes as one-half of the revenues belong to the federal government.  

Cost Sharing Definitions

To better understand the concept of matching costs, the following criteria have been developed by the SBAxe "SBA" for SBDC programs governed by Public Law 96-302.  They are essentially an excerpt from OMB Circular A110.

· Matching Share

1. This sets forth criteria and procedures for the allow ability of cash and in-kind contributions made by grantees, sub-grantees or third parties in satisfying cost sharing and matching requirements of federal grantor agencies. The following definitions apply:

Project Costs: Project costs are all allowable costs, as set forth in OMB Circular A21, incurred by a recipient and the value of the contributions made by third parties in accomplishing the objectives of the award during the project period.
Cost Sharing or Matching: The portion of a project or program costs not borne by the Federal Government.  Cost Sharing can be cash or in-kind contributions from third parties or recipients.  
Cash Contributions:  Cash contributions represent the recipients’ cash outlay, including the outlay of money contributed to the recipient by third parties, i.e. other public agencies and institutions, private organizations and individuals. The account containing cash match must be under the direct management of the SBDC State/Region Director or service center Director.
In-kind Contributions: In-kind contributions represent the value of non-cash contributions provided by the recipient and non-Federal third parties.  Third party in-kind contributions may be in the form of real property, equipment, supplies and other expendable property, and the value of goods and services directly benefiting and specifically identifiable to the project or program.  It is the responsibility of the Project Director and campus representatives to establish appropriate cost sharing documentation as it relates to in-kind contributions.  
2. General guidelines for computing cost sharing or matching are as follows:

A. Cost sharing or matching may consist of:

1. Project costs financed with cash contributed or donated to the recipient by other non-Federal public agencies and institutions, private organizations and individuals.

2. Project costs represented by services and real or personal property, or use thereof, donated by other public agencies and institutions, private organizations and individuals.

B. All contributions, both cash and in-kind, shall be accepted as part of the recipient’s matching share when such contributions meet all of the following criteria:

1. Are verifiable from the recipient’s records.

2. Are not included as contributions for any other federally assisted project or program.

3. Are necessary and reasonable for proper and efficient accomplishment of project or program objectives.

4. Are allowable under the applicable cost principles of OMB Circular A21.

5. Are not paid by the Federal Government under another award, except where authorized by Federal statute to be used for cost sharing or matching.

6. Are provided for in the approved budget when required by the Federal-awarding agency.

7. Conform to other provisions of OMB Circular A110, as applicable.

3. Values for recipient in-kind contributions will be established at the recipient’s actual cost in accordance with OMB Circular A21.

4. Specific procedures for the recipients in establishing the value of in-kind contributions from non-federal third parties are set forth below:

Valuation of Volunteer Services  

Utilize the “Record of In-kind Contributions” form to document all volunteer services.  Professional and technical personnel, consultants and other skilled and unskilled labor may furnish volunteer services.  Volunteered services may be counted as cost sharing or matching if the service is an integral and necessary part of an approved program.

Rates for Volunteer Services – shall be consistent with those paid for similar work in the recipient’s organization.  In those instances in which the required skills are not found in the recipient organization, rates shall be consistent with those paid for similar work in the labor market in which the recipient competes for the kind of services involved.  In either casexe "Case", paid fringe benefits that are reasonable, allowable and allocable may be included in the valuation. 

Volunteers Employed by Other Organizations - when an employer other than the recipient furnishes the services of an employee, these services shall be valued at the employee’s regular rate of pay (plus an amount of fringe benefits that are reasonable, allowable and allocable, but exclusive of overhead costs), provided these services are in the same skill for which the employee is normally paid.

Note:  Probably the most common example of volunteer services experienced by SBDC’s is the contribution of a private consultant, such as, an attorney, banker or certified public accountant who serviced as a speaker at a SBDC-sponsored training session.  The speaker’s donated time and the un-reimbursed expenses he/she incurred should be documented at their fair market value, which can then be appropriately used as match.  Similarly, the time spent by Chamber of Commerce secretaries who schedule clients and arrange for training session can be computed at their normal rate of pay and used for match when properly documented.  

Valuation of Donated Expendable Personal Property- Donated expendable property includes such items as office supplies, expendable equipment, or workshopxe "Workshop" and classroom supplies.  Value assessed to donate expendable personal property included in the cost sharing or matching share shall be reasonable and shall not exceed the fair market value of the property at the time of the donation.

Note:  SBDC’s are often recipients of tablets, notebooks, pencils and other clerical items that are donated in large quantities to accommodate attendees at training sessions.  Chambers of Commerce and public schools frequently bear the cost of these items.  When documented as expendable personal property, these and similar items may be counted as match.

Valuation of Donated Nonexpendable Personal Property, Buildings and Land or Use Thereof: Unless specifically approved by the SBDC Centralxe "Central" Administration Office, the value of office space and utilities provided by the host institution cannot be used for matching purposes.  The value of donated space and utilities can be used for cost sharing if provided off campus by a non-University entity.  The value of donated space for periodic and ongoing SBDC counseling and training is allowed for cost sharing if properly documented and certified.  

5. The value of donated property will be determined in accordance with the usual accounting policies of the recipient with the following qualifications:

Land/Buildings: The value of donated land and buildings shall not exceed its fair market value at the time of donation to the recipient as established by an independent appraiser (e.g., certified real property appraiser or General Services Administration representative) and certified by a responsible official of the recipient.  

Nonexpendable Personal Property: The value of donated nonexpendable property shall not exceed the fair market value of equipment of the same age and condition at the time of donation.

Use of Space:  The value of donated space shall not exceed the fair rental value of comparable space as established by an independent appraisal of comparable space and facilities in a privately-owned building in the same locality.
Loaned Equipment: The value of loaned equipment shall not exceed its fair rental value.
Note:  The use of a classroom or auditorium as a gathering space for a SBDC training session is a common example of donated nonexpendable property (building).  Schools and Chambers of Commerce are frequent contributors of this kind of documental in-kind match at the fair rental value.

6. The following requirements pertain to the recipient’s supporting records for in-kind contributions from third parties.

(i) Volunteer services shall be documented and, to the extent feasible, supported by the same methods used by the recipient for its own employees.

(ii) The basis for determining the valuation for personal service, material, equipment, buildings and land shall be documented.

Examples of Cash Match

Personnel Services: In accordance with OMB Circular A21, the State and City Universities and host private institutions are required to establish and maintain accountability for the actual distribution of effort of employees involved directly and/or indirectly in federally sponsored projects.  Documentation is accomplished through an after-the-fact reporting procedure that accounts for 100 percent of the employees’ activity for which they are compensated.  This may include actual salary and fringe benefit costs by SBDC satellite institutions only if supported by effort certification.  (See Cost Sharing Financial Reports for Effort Certification requirements.)
All personnel Service expenditures used as Cash Match must be contained in an account under the direct management of the SBDC Director in order to be considered “cash” match.

Other Than Personnel Service Costs (OTPS): Expenditures for telephone charges, travel, supplies, consultants and other various support costs are acceptable only if they are fully documented and specifically allocable to the SBDC operation and contained in an account under the direct management of the SBDC Director.  Expenditures should be recorded in the appropriate cost allocation category. (See SBDC Cost Allocation Guideline for category definitions.)
Space and Utilities: Space and utilities provided by SBDC host schools can be reported as cash match only if the host institution pays rent for this space and the expenditures are contained in an account under the direct management of the SBDC Director.  This applies to regional center and satellite operations.  Space provided at college owned facilities cannot be claimed because the value of this contribution is already claimed through assessed or contributed overhead charges.  
Examples of In-kind Match

Outside Services: Local corporations often provide services such as counseling or library facilities that are directly related to the objectives of the SBDC.  Other services include outside consulting advice, counseling from attorneys, CPAs and clientxe "Client" training done by trade associations.

Donation of Consumables: Outside organizations such as high schools, Chambers of Commerce, hotels and other non-federal organizations often donate classroom facilities for presentation of training programs.  Frequently, consumable supplies such as, notebooks, tablets and pencils are provided at training sessions.  An average fair market value can be established (for example, $50 per event) or the actual cost of the consumables used by documenting such events throughout the year can be reported.

Public Service Announcements: Any airtime donated by local radio, T.V. stations or print media for Public Service Announcements can be included in the match.  Fair market value can be estimated through rate schedules that may be available from the media program director or sales director. Similarly line space rates may be used to value print media public service advertisements.
Speakers: The fair market value of non-federal speakers at training sessions, bankers, CPA’s and attorneys who voluntarily address training sessions in their areas of expertise is documented by using the “Record of In-kind Contributions” form.
Costs Paid by Host Institution: Those costs paid for by the host institution such as postage, telephone, personnel services, fleet vehicles, and etc. when these charges are not contained in an account under the direct management of the SBDC Director.
All third party contributions, regardless of type, must be adequately documented to support its value.  Minimum documentation must include a certified statement from a representative of the contributing organization, which itemizes type, value and duration of donated services, space and materials. 

Impermissible Sources of Match Funds 

Under no circumstances may the following be used as sources of Matching Funds:

1. Uncompensated student labor.

2. SCORExe "Service Corps of Retired Executives (SCORE)", ACE or SBI volunteers.

3. Program income or fees collected from small businesses receiving assistance.

4. Funds or indirect or in-kind contributions from any other Federal source (except where authorized by Federal statute to be used for cost sharing or matching.)

5. Not solely dedicated to the SBDC program or under its Funds, in-kind or indirect costs used as match for other programs, control.

Program Income

Program income resulting from fees charged to SBDC assisted clients cannot be reported as match.  Fees collected by the SBDC to reimburse speakers, provide facilities, develop materials, etc. should not be reported as program income.  However, any funds remaining after expenses are covered is considered program income and can only be used to “expand and enhance” program activities. (See Cost Sharing Financial Reports for reporting Program Income.) Program income expenditures must follow the same federal guidelines for allow ability as other grant funded expenditures
Overmatch to Federal Funds

Overmatching the prescribed federal support, either the 50 percent cash component or the total campus matching share, is encouraged to 1) provide leverage in stimulating additional SBAxe "SBA" support in future programs years and 2) to better gauge the amount of matching funds that can be relinquished to leverage other additional forms of private and/or public support which require match.

Cost-Sharing Financial Reports

The State Small Business Development Center is required to file financial status reports with the federal sponsor specifying the amount of match (cash and in-kind) contributed by SBDC host institutions, the State of Utah and third parties, as well as program income collected and disbursed in conjunction with SBDC activities.  

Financial reports are filed with the SBDC Centralxe "Central" Office on a quarterly basis.  The preparation of these reports is a collaborative effort between the SBDC Regional Center Director and campus fiscal representative.  The SBDC Financial Report is a two-page three-part document which itemizes 1) match or cost sharing contributions, 2) effort of personnel contributed to the program or supported from sponsor funding and 3) the collection and disposition of program income accrued to SBDC activities.  

Cost Sharing Expenditure Report

The Cost Sharing Expenditure Report documents matching or cost sharing dollars spent in support of the SBDC.  The origin of these dollars can be from many sources and can be cash or in-kind contributions.   (See Cost Sharing Resource Guide for definitions of cash vs. in-kind contributions.)  Federally sourced funds are prohibited for matching purposes.   For the purpose of compiling and reporting, matching or cost sharing support is allocated to the following categories:

Campus Cash – expenditures or funds sourced from state, private sector, nonfederal grants and contracts and/or from other entities, organizations, agencies or host institution AND administered from a SBDC-managed account. Ledgers or Journals supporting the expenditures must be included with the report.

In-kind - costs incurred by a third party or those expenditures not administered from a SBDC-controlled account.

State Cash – expenditures from state appropriated monies allocated from the SBDC Lead Office and administered through a campus-controlled account OR billed directly to SBDC State Business Office. Ledgers or Journals supporting the expenditures must be included with the report.

The Federal Sponsor requires expenses be allocated in accordance with definitions and guidelines established by the Agency.  Costs incurred and reported for match or cost sharing must be complied to correspond with these classifications.

 SBDC Cost Allocation Guideline

Personal Service:  Salary of regular part and full-time employees including students.

Fringe Benefits:  Benefits related to personal service costs above and based upon documented institutional rates.  (Note:  Fringe benefits for state employees at  State-operated campuses are credited at the current state benefit rate.)

Travel:  All travel and per diem costs of non-consultant personnel including out-of-pocket expenses for taxi, tolls, parking, and other travel specific expenses.

Equipment:  All articles of nonexpendable, tangible personal property having a useful life of more than one year and an acquisition cost of $5,000 or more per unit.  (Note: If state funds are used, an item costing $1,500 or more is considered equipment.).

Supplies:  Costs of goods which are consumable, expendable or less than $5,000 (for federal funds – less than $1,500 for state funds) and used in the operation of the program including office and computer supplies.  Other supply costs include equipment cables, replacement parts (such as disk drives and circuit boards) and software.

Contractual:  All ongoing contracted services in support of the SBDC operation including computing, accounting, temporary service employment, space and utilities (with signed lease) equipment lease and maintenance agreements for non-clientxe "Client" assistance related services.

Consultant:  All contracted direct clientxe "Client" services such as counseling, training, research and special projects.  In addition, all consultants travel and associated reimbursable expenses.

Other:  Remaining necessary costs not specifically allocable to the categories above.  Examples include printing, copying, dues, subscriptions, library materials, staff recruitment and program promotion, postage, telephone charges, and conferencexe "Conference" registration fees.

It is the responsibility of campus officials to determine that proposed match costs are allowable, allocable and sufficiently documented.  Accordingly, it is the responsibility of the campus fiscal designee to authorize quarterly "Cost Sharing Expenditure Reports" submitted to the SBDC Centralxe "Central" Office with signature verification.

Please do not attempt to report indirect costs; those amounts are credited to each host based upon the institutions federally negotiated rate.  Similarly, fringe benefits for State employees at four-year schools are credited at the current State fringe benefit rate.

Note:  Subcontract institutions are required to complete the “Personnel Services Itemization” form.

Participation of Campus Faculty and Staff

Time and Effort Certification

Semiannual Time and Effort Certifications from their host institutions are required for all Utah SBDC employees who receive any compensation from sources outside the SBDC program.  For full time Utah SBDC employees, payroll journals of the host institution are adequate.  The Lead Office is required by its host institution to provide required reports by running NHRECRT in the Banner system, creating a sheet for each employee to certify by signing.

Program Income Reporting
Program Income is defined as gross income earned by the SBDC or SBDC sub-recipients that is directly generated by a grant-supported activity or earned only as a result of the Cooperative Agreement with SBAxe "SBA".  It includes, but is not limited to, income from service fees (e.g., fees for training events or specialized services), sale of commodities, and usage of rental fees.  Also, fees not actually received by the SBDC grantee, but for which the grantee controls disposition, are considered program income.  Program income does not include interest earned on advances.  Fees collected by other organizations outside the SBDC network through co-sponsorship arrangements are not considered program income, unless these funds, or a portion of these funds, are returned to the SBDC.  Program income shall not be used to match the federal dollars provided or in place of funds already budgeted in the Cooperative Agreement.

Costs incurred in the generation of program income may be deducted from gross income to determine program income provided these costs have not been charged to the grant.  Any unused program income may be carried over to subsequent budget periods to be utilized to further program objectives during the project period.  SBDC program recipients are responsible for establishing a separately identifiable program income account to facilitate financial reporting. 

Part III of the Cost Sharing Report incorporates all information required for financial reports due to SBAxe "SBA".  The host institution’s fiscal officer who has working knowledge of the SBDC accounts must certify to the program income information reported.  The Center or Institution must maintain working papers to support all income and expenditures.  The Center should reconcile fees collected for training events to amounts recorded in TQS to ensure accurate reporting periodically.

Other Sources of Funds
Each center must maintain an updated list of funding sources and amounts for each source of funds received  (including other federal programs, funds received from other private sources as either a grant or donation, contracts and contributions) that are not included as program income or match.  In addition, for each source of funds documentation of the name and phone number of the donor/contractor/grantor, the amount of funding, the intended purpose, and any requirements (or pure donation), stipulations or deliverables must be maintained and submitted with the quarterly Cost Sharing Expenditure Report.  Full disclosure of this information will ensure that no questions arise regarding a SBDC Director’s full-time status.

SBDC’s managing other small business programs outside the cooperative agreement with SBAxe "SBA" must ensure that separate records are maintained to ensure a clear audit trail for the funds provided under the SBDC program.  Information on these funds and their relationships to the SBDC must be made available to the SBAxe "SBA" project officer and examiner upon request.

Reporting Requirements

All quarterly reports are due to the SBDC Centralxe "Central" Office no later than 15 days after the expiration of a quarter periods.  Year end reports are due by November 15. Prescribed quarters are October-December, January-March, April-June and July-September. 

Expenditure Reports: The Regional Center Director shall maintain records of encumbrances and payments to reconcile campus records for accuracy of record keeping.  The Regional Director, similarly, is responsible for the invoicing, custody and disbursement of funds. 
Program Reports: The Regional Director is responsible for the completion of a semi-annual and annual report of Regional Center activities.  The components of these reports are explained in detail in Section 6.1 of the SBDC Standard Operating Procedures.  Failure to submit formal technical reports in a timely manner will be considered cause for jeopardizing continued funding.

Cost Sharing Financial Reports: All Regional Center fiscal reports are due at the SBDC Centralxe "Central" Office no later than 15days after the conclusion of a program quarter.  The “Cost Sharing Financial Reports” section of the Standard Operating Procedures manual outlines this activity in greater detail.

Payment Procedures

State Operated Campuses: Accounts are established with the host institution to facilitate both federal and state allocations to operate an SBDC.  The Regional Center Director must authorize all expenditures from these accounts.

Community Colleges and Private Institutions:  Community colleges and private institutions under sub-contract with the Research Foundation can invoice SBDC Centralxe "Central" Office using the invoice form contained in the subcontract agreement. A campus-generated invoice can be used if it contains all of the elements of the sample invoice.  All payment invoices should detail incurred expenses, by approved line item budget categories.  The Regional Center Director is responsible for monitoring expenditures and ensuring that SBDC guidelines are followed.  Delay or failure to invoice for funds may result in non-payment.  Regional center account records shall be maintained to reconcile records kept by the campus fiscal officer.

Budget Variance Allowance/Modifications

Each Regional Center has a 5% variance to modify its operating budget without prior notification to the SBDC Centralxe "Central" Office.  To modify line item allocations by more than 5% of the original budget, a written request and justification to the SBDC State Office is required. Reallocation of personal service dollars for other than personal service is not encouraged.  Based upon Federal legislative intent, the consultant category is exempted from the authorized variance.  Allocated funds for consultant use may not be re-allocated to other purpose categories.  The SBDC State Office must receive all variance requests or budget amendments at least sixty (60) days prior to the end of the award period.  

Account Administration

Each center should maintain the following structure of accounts as applicable.  It is important that separate accounts be established for custody of SBDC funds dedicated to the program and not commingled in a general fund.

Federal Account - monies received from the Research Foundation (RF) directly or through a sub-contractual relationship with the RF on behalf of the U.S. Small Business Administration to operate an SBDC network.

State Account - monies from state appropriated funds allocated from the SBDC Centralxe "Central" Office administered through a campus-controlled account or billed directly. As these funds are expended, they must be reported as match on the quarterly cost sharing report.

Host Match Account - funds sourced from state, private sector, nonfederal grants and contracts and/or from other entities, organizations, agencies or host institution. As funds are expended, they must be reported as match on the quarterly cost sharing report.

Program Income Account - income earned or received by the SBDC network from SBDC supported activities, i.e. training events, sale of books, or other specialized services. Program Income cannot be used as match. Program income expenditures follow all of the same regulations as federally allocated funds.
Other Sources of Funds Account – monies received from any other source of funds not included as program income or match. 
Prior Approval

Prior approval must be obtained from the SBDC Statexe "Central" Office for the following:

1. Equipment purchase and disposal. (See Inventory Section 3.3 for more detail).

2. All out-of-state travel.

3. Any variance from the level of the matching cost commitment.

4. Other federal or federal flow through contracts.

5. Reallocation of federal funds between budget categories when re-allocation is expected to exceed five percent.

Year-End Closeout 

The Federal funding cycle is January 1 to December 31 each year (calendar year).
Records Retention – Financial Records

SBDC’s and their host institutions are required to keep all pertinent records for three years after a budget and/or audit period for federal funds and five years for state funds has closed and been reported.  However, to ease the space problem that may occur, these records may be transferred to microfilm, microfiche or some other type of computer storage, as long as a hard copy can be produced when necessary.  The host institution further agrees that no monies provided by the State University shall be used to support any regular academic program provided by the host institution or any other non-SBDC host institution program.  

Records Retention – Program Records

SBDC’s and their host institutions are required to keep all pertinent records for three years after a budget and/or audit period for federal funds has closed.  However, to ease the space problem that may occur, these records may be transferred off site or to some other type of computer storage, as long as a hard copy can be produced when necessary. 

SBA Narrative and Success Story Reporting Requirements

Annual and Semi-Annual Reports to SBA

These reports, mandatory in terms of maintaining federal funding, are compendiums of exhaustive regional reports submitted on July 31 and March 30 of each year.  Each center contributes on economic development initiatives launched and continued in their service area, partnerships with other economic development entities, local and regional industrial development agencies, and other small business service providers.  The report includes detailed accounts of clientxe "Client" success stories and cases closedxe "Closed" in the prior six months.  The report is divided into sections.   These reports are the most complete accounts available on SBDC activities in the field. 

SBDC Narrative for Annual Performance Report

Due: March 31 of each calendar year.  Failure to submit this report accurately and in a timely manner could jeopardize future funding


The SBDC must provide an original and one copy plus an electronic version of the annual programmatic report to the SBA Project Officer within 90 days of completion of the budget period.  (Unless otherwise notified by SBA, this report should be in the same format as the semiannual report and should represent the consolidated effort of the entire SBDC network.  Third and fourth quarter information should be included as necessary).  

The annual Performance Report should include: 

1) An overall summary of efforts in delivering the core services in the Cooperative Agreement for the full budget period, in the form of a brief narrative description and management analysis. It should include a discussion of performance measurements achieved as well as an explanation of those objectives or measurements not fully met.  The report should be a summary of the activities, events or achievements in the reporting categories with accompanying management analysis. 

2) An analysis and brief narrative of the impact of activities conducted reported congruous with the requirements of the semi-annual Performance Report

3) A description of any new resources developed by the SBDC.

4) Overall observations, difficulties encountered and recommendations for improving SBDC services.  Economic impact data (e.g., jobs created, tax dollars generated, new business start-ups).

Semi-Annual Performance Report 

Due: 30 days after the close of 6-months of operation for option year.  The semi- annual addresses SBDC’s major activities and objectives.  It includes a discussion on the progress made toward achieving those objectives. The report should be a summary of the activities, events or achievements in the following reporting categories with accompanying analysis.

The SBDC submits an original and one copy plus an electronic version of the semi-annual Performance Report to the SBA Project Officer within 30 days after completion of six months operation.  It is the Project Officer's responsibility to furnish a copy of this report and the electronic version to the OSBDC. 

Preparing the Reports

The semi-annual and annual program reports are occasions to highlight the effects of specific regional centers.  In the reports, regional center information is combined with other material and distributed to SBA, university officials, legislative staff, and other interested parties. The focus of the regional center report should be to discuss noteworthy situations such as special lender relationships, research and analysis, contractual relationships and program enhancements.

Regional center reports should prioritize program impact and avoid ambiguity or incomplete descriptions. The State Office assumes that the report has been provided to the campus president or designee, along with the statistical data. Timely submission of the semi-annual and annual reports is required.

Semi-Annual Reporting Categories

Unless otherwise notified by SBA, activities should be reported in the following sequence, excluding any activities not proposed in the application and adding any additional categories as appropriate.  

The categories marked with an asterisk (*) pertain to SBA national priorities.  


0100   ADVOCACY – efforts to represent small business interests within the SBDC’s jurisdiction to improve the climate for small business and to contribute to the vitality of the small business sector. Advocacy may include such activities as public speeches, testimony before State and/or Federal legislatures, small business week activities, etc.

0200   CAPITAL FORMATION – efforts to develop or assist in developing capital for small business, such as loans, micro loans, grants. etc. This may include developing close linkages with SBICs, SSBICs, venture capital firms, certified development companies (CDCs), and State and local finance programs.

0300   INNOVATION AND TECHNOLOGY TRANSFER – activities to identify innovation and technology developed by the Federal government and /04 academic organization having commercial or practical potential and alerting industry and State and local governments to its availability. Also includes efforts toward transferring expertise and equipment available from the Federal government to the private sector. Activities to transfer innovation and technology from business to business, SBIR activities, etc. should also be included. Activities with the National Institutes of Standards and Technology (NIST) and the Environmental Protection Agency (EPA) for multi-media pollution prevention, Clean Air Act, and other environment should be thoroughly described.

0400   INTERNATIONAL TRADE –efforts to promote increased export by small businesses. Activities may include providing support to Export Assistance Centers (EACs). Evaluating small business firms’ export capabilities; assisting in client’s export related financing needs; providing counseling, training and outreach assistance; partnering with public and private sector organizations involved in export development, database development, match services, and market research; participating in World Trade Week, etc.

0500   MINORITY SMALL BUSINESS DEVELOPMENT – efforts that help minorities participate in the free enterprise system. Activities may include participation in the Enterprise Zone Initiative’s one-stop capital shops, working on Hispanic-American initiatives, assisting 8(A) clients, linking minority clients with other assistance opportunities, conferences, etc. and relationships with an emphasis on minority assistance. Provide a case summary of one or two minority clients.

 0600   RESOURCE DEVELOPMENT – efforts that promote and/or develop other resource partners to assist the SBDC in its mission. Activities may include recruiting, developing and overseeing private and public resources organizations/individuals to provide business development counseling and training and to perform various outreach efforts.

 0700   PROCUREMENT - efforts that foster opportunities for increasing small business’ share of procurement dollars spent by the government and private sector. Activities may include conferences, computer-matching services, prime contractor outreach, etc.       

0800   SPECIAL EMPHASIS GROUPS – efforts targeted toward selected groups of entrepreneurs and prospective entrepreneurs. This may include activities that assist veterans, the disabled, ethic communities, Native Americans, young entrepreneurs, older entrepreneurs, or targeted associations, industry groups, and other groups identified by SBA and/or the SBDC.  Attach no more than 3 case summaries. Note: There are separate sections in the report for women, minorities and veterans.

0900   ECONOMIC DEVELOPMENT, FAITH BASED AND COMMUNITY INITIATIVES – general activities (not specific to an individual client) that do not fit in other categories and are aimed at supporting/strengthening the economic development in the Utah SBDC service area. Areas reported on may include agri-business, rural development, community development, tourism, incubators, etc. Attach a related case summary.

1000   RESEARCH – efforts aimed toward assisting small business and economic development. Such research may include database development, needs analysis, etc. If no research is identifiable, describe any proposed research projects identified by clients or staff.

1100   OTHER SPECIAL ACTIVITIES - activities that do not it into any of the categories above. They may include dissemination of basic business information as well as any specific information request by the SBA Project Officer - and mutually agreed upon by the State Director – and does not appear in any of the above categories.

1200   SUCCESS STORIES – Provide at least three examples of assistance in which tangible results occurred. Include a description of the business, the problems, the assistance provided, resources used, and actual or expected results, including economic impact. These clients should reflect potential contacts for news articles or client profiles. Ideally, press release forms and photographs will be available or easily obtained from the clients.

1300   TRAVEL –all out of state trips require prior approval by Lead Center and the SBA Project Officer - list all out of state trips. Trips may be preapproved by including them in the annual budget detail narrative by showing location, date of travel and detail cost of the trip.

1400   PROBLEMS – Provide a description of all problems that have significant impact on the program or program objectives. Summarize how the event(s) impacted the operation of the center.

1500   FINANCIAL REPORTS – provide cost sharing financial reports with detailed program income information to the State Office on a semi-annual basis. If the center chooses to bill quarterly to improve cash flow, quarterly reports showing actual expense must be submitted.

Note:  Program income may be used to expand and/or enhance SBDC services and cannot be reported as match for cost sharing. Program income must be separately deposited in a Program Income Account and fully documented at audit. Care should be taken to document prior written agreements for the disposition of co-sponsored event revenues. Copies of related documentation should be filed with the center’s file copy of the training report.


1600   WOMEN-OWNED BUSINESSES – describe activities targeted to women-owned small business such as the Women’s Network for Entrepreneurial Training (WENT), the Women’s Prequalification Pilot Loan program, cooperation with Women’s Business Centers (WBCs), and seminars or specialized counseling approaches.

1700   ECONOMIC IMPACT – report the most recent (not to exceed 24 months) economic impact generated from the assistance you have given your clients using the following format (note this may be prepared and submitted based on reports such as the Chrisman Report Annually):

Customer Satisfaction ____%  

# of New Businesses Created ____

Start-up Firms Remaining in Business After 1 year   ____

Jobs: 
Created ____

Retained ____

Growth in Sales $____

Loans:

SBA 

#____
$____



Non-SBA
#____
$____

Equity Capital $____

1800   VETERAN AND SERVICE CONNECTED-DISABLED VETERAN - OWNED BUSINESSES, RESERVISTS ON ACTIVE DUTY AND OTHER RESERVE COMPONENT MEMBERS OF THE U.S. MILITARY – assistance targeted toward veteran and service-connected disabled veterans owned businesses, as well as Reservists and National Guard members called to active duty, such as veteran entrepreneurial training programs; summits for veteran business owners; activities in conjunction with the Department of Veterans Affairs Vocational Rehabilitation and Employment Services;  Employer Support of the Guard and Reserve (ESGR) and National Guard State Adjutants; DELTA program; base closings and RIF counseling.

1900   MANUFACTURING – assistance to manufacturing companies or their employees, including displaced manufacturing workers, which can include efforts and support to troubled companies, and companies challenged by foreign competition, NAFTA and foreign labor alternatives. This also may include cooperative efforts with other local organizations or government units concerned with manufacturing issues such as the National Institute of Standards and Technology’s (NIST) Manufacturing Extension Partnership (MEP) program.

2000   ONLINE ACTIVITY – activities and accomplishments that demonstrate use of web-based technology to enhance direct client service delivery such as the use of online counseling (email or real time) and training; online expert systems or diagnostic tools to identify needed services; audio or video streaming; electronic registrations and scheduling; webinars; and other targeted uses of the Internet to facilitate delivering information to clients more cost effectively. SBDCs that did demonstration projects should provide an analysis of results.
Success Stories

Success stories are written by Regional Center Directors and submitted to the Lead Center semi-annually.  The due dates to the Lead Center are January 31st and on July 20th.  The Lead Center compiles the stories and submits them to the SBA by the March 31st and July 30th deadlines.  The success stories are also added to the Lead Center website.

The format and content of the stories are left to the discretion of each Regional Center.  However it is suggested that each story should answer the following questions:

1. Does the story describe a client problem and the assistance provided by the SBDC?

2. Is there meaningful economic impact information that includes sales and jobs growth?

3. Is there a client quote?

4. Is it a human interest story worth reading?

Utah SBDC Success Story Checklist

The purpose of success stories is to provide the community (local, statewide and nationally), stakeholders (SBA, State of Utah, Host Institutions, etc), and legislators with examples of the difference the SBDC can make, one business at a time.

Required Information:

· Name and title of business owner

· Name of business

· Address of business

· Phone/fax/email address 

· Number of employees

· Business description (sufficient to provide context to the story)

· Opportunities and/or problems encountered by the business 

· Assistance provided by the Utah SBDC 

· Resources used to provide assistance

· Actual or expected results including economic impact

· A signed statement from the success story client's of his/her consent for use of the success story by Utah SBDC must be kept on file in the regional service center (please use the standard Utah SBDC Success Story form 01/2007, below).  

Other considerations:

· Success stories are examples of assistance provided in which tangible results occurred (tangible results may include a business start-up, increased jobs and sales, acquisition of equity or debt capital, favorable impact on the community, etc). 

· Outside of the required information, background information would be appropriate, especially human-interest information 

· How the Utah SBDC contributed to the success of the business could make a very interesting and inspiring story (a quote would be best!). 

· Under no circumstances ask for Social Security Number, it is not appropriate or needed.

	PRIVATE 
UTAH SBDC SUCCESS STORY FORMtc "SBA SUCCESS STORY FORM" \f C \l 1

tc "SBA SUCCESS STORY FORM" \f C \l 1 PRIVATE 

	CEO/Owner:
	
	From Region:
	Please leave blank

	Name of Firm:
	
	District Office:
	Please leave blank

	Address:
	
	Date Submitted:
	

	
	
	Date Biz Started:
	

	
	
	Firm Telephone:
	

	Products/services:
	

	# Employees at Start FT/PT: 

	SBA contact: 
	Telephone:  
	Information current as of:   

	Clearances:
	OIG
	Date
	OCRC
	Date
	         District Director                                        Date

	
	
	
	
	
	

	Top-quality photos available:
	Color
	B&W
	No
	Broadcast-quality video available:
	     1"
	    3/4"
	    No

	
	
	
	
	
	
	
	

	
INFORMATION RELEASE

	Information requested on this form is gathered for inclusion in a database of companies that have succeeded with SBA and/or SBDC assistance.  Information may be used in articles, public service announcements, education, speeches, etc.  The more complete the information, the greater the chance of its being used.  Furnishing the personal information requested on this form is voluntary and failure to provide it will not affect the use of the information provided, unless what is provided is insufficient.  Commercial or financial information obtained which might be competitively harmful to your business will be kept confidential on request.

	I hereby grant permission to the U.S. Small Business Administration, USBDC and the State of Utah to use the information herein for public information and educational purposes.
Signature:                                                                            Date:
	I hereby grant permission to the U.S. Small Business Administration , USBDC and the State of Utah to use still photographs, audio and videotape and/or film of me, my business and its employees for public information and educational purposes.
Signature:

	Print or type name:
	Print or type name:

	Title:
	

	Address:
	

	
	

	PRIVATE ABOUT THE BUSINESS

	Sole proprietorship  ⃞
	Corporation  ⃞
	Partnership  ⃞ 
	  Other (specify): 

	Handicapped  ⃞
	Woman  ⃞
	Veteran  ⃞
	  Minority (specify):  

	Rural  ⃞
	Home-based  ⃞
	Family-owned  ⃞
	Husband/wife  ⃞

	Former Big Business Employee  ⃞
	Exporter  ⃞ 
	  Countries:

	The Subject:  
	Bought the Business  ⃞
	Started the Business  ⃞ 
	Inherited the business  ⃞

	
If other, explain:  

	The business is located in:
	Leased Space         ⃞
	Owned Space          ⃞
	  Other:  

	
If other, explain:  

	The business provides employee: 
	Health Care Benefits       ⃞
	Child Care        ⃞
	Continuing Education/retraining         ⃞

	
If other, explain:  

	Briefly tell this success story in 1 – 2 pages.

	· Obstacles overcome
· Owner’s business/strengths
· Owner’s professional experience
· Owner’s educational background
· Idaho SBDC and SBA involvement
	· Owner’s volunteer experience and/or community involvement (may include the business if volunteerism is stressed with employees)

	Any other information pertinent to the story

· Local “hooks”
· Points of interest
· Whatever makes this story unique or newsworthy



Federal and State Review Processes

SBA Oversight - Program and Financial Examinations

As outlined in 15 USC 648(k), biennial program and financial examinations of SBDCs are conducted by SBA’s Office of Small Business Development Centers (OSBDC). In addition, an accreditation program is operated by the Association of Small Business Development Centers (ASBDC) under contract from the SBA. As required by the Small Business Act, the SBA may not renew or extend any cooperative agreement with an SBDC unless it has been approved under the accreditation program. Where a finding of deferral (or denial, if SBA agrees to a short term extension of funding authorization) has been imposed upon an SBDC as a result of an accreditation process, a proposal including a plan of work describing actions to be taken and a timeframe for meeting the specified conditions identified in the denial or deferral must be prepared by the SBDC and provided to the Associate Administrator of SBDCs.

US Code - Title 15, Chapter 14A 

Section 648.  Small business development center program authorization

(k) Program examination and certification 
(1) Examination 
Not later than 180 days after October 22, 1994, the Administration shall develop and implement a biennial programmatic and financial examination of each small business development center established pursuant to this section. 

(2) Certification 
The Administration may provide financial support, by contract or otherwise, to the association authorized by subsection (a)(3)(A) of this section for the purpose of developing a small business development center certification program. 

(3) Extension or renewal of cooperative agreements 
(A) In general 
In extending or renewing a cooperative agreement of a small business development center, the Administration shall consider the results of the examination and certification program conducted pursuant to paragraphs (1) and (2). 

(B) Certification requirement 
After September 30, 2000, the Administration may not renew or extend any cooperative agreement with a small business development center unless the center has been approved under the certification program conducted pursuant to this subsection, except that the Associate Administrator for Small Business Development Centers may waive such certification requirement, in the discretion of the Associate Administrator, upon a showing that the center is making a good faith effort to obtain certification. 

The following is a letter and checklist regarding the 2007 annual program review by the SBA Program Manager of selected Utah SBDC regional centers.

U. S. SMALL BUSINESS ADMINISTRATION

Office of Small Business Development Centers

409 Third Street, SW - Sixth Floor

Washington, DC  20416

202-205-6766 ( 202-205-7727 (FAX)
February 8, 2008

Mr. Greg Panichello 

Utah SBDC State Director

Salt Lake Community Collage

9750 S. 300 W.

SALT Lake City, UT 84070

RE:
On-site Review

Dear M. Panichello:
As Program Manager with Office of Small Business Development Centers, I will be conducting a programmatic review of your SBDC from June 16-19, 2008.  The review will cover site visits to the Lead Center; the Salt Lake Community College SBDC; the Weber State University SBDC; and The Utah Valley State College SBDC. The review elements include requirements of both SBA and the SBDC State Office, related to the Cooperative Agreement, ASBDC Accreditation and overall continuous program improvement objectives.  Please send the completed checklist to my attention by May 19, 2008. 

If you prefer, any backup documentation that is too voluminous to send, may be presented at the time of the visit.  

The review will cover the following areas:

Program Compliance/Adherence to the NOA

Management

Financial Integrity

Program Outcomes

Strengths and Weaknesses

Sincerely,

Jorge F. Cardona

Program Manager

SBDC REVIEW CHECKLIST

LEAD CENTER / STATE OFFICE

A. Program Compliance/Adherence to the NOA

1.  Was your proposal submitted to the District Office on time and complete?

      (   ) NO   (   ) YES

Required: If “no”, explain why the proposal was late.

2.  Was your proposal entered in Grants.gov on time and complete?

      (   ) NO   (   ) YES 

Required: If “no”, explain why the proposal was late and/or not complete.

3.  Is the SBA/SBDC logo (decal) prominently displayed at all locations?

      (   ) NO   (   ) YES

Required: If “no”, explain why not.

4.  Is the SBDC signage in and/or around the facility sufficient?

      (   ) NO   (   ) YES

5.  Is there geographic coverage throughout the network?

      (   ) NO   (   ) YES

Required: If “no”, explain why not, and what is being done to achieve statewide coverage.

6.  Does your SBDC homepage/website acknowledge the SBA partnership?  The following language is sufficient for homepages and websites and must be prominently displayed: “A partnership program with the U.S. Small Business Administration”.

      (   ) NO   (   ) YES

7.  Is the information on your homepage/website accurate and current, such as center locations, addresses, telephone numbers, directors, etc.

      (   ) NO   (   ) YES

B. Management

Procedures and Controls

8.  Have there been any changes to the existing Cooperative Agreement?  For example:  changes in project scope or objectives, any budget revisions exceeding ten percent of total budget, changes in milestones.

      (   ) NO   (   ) YES

If “yes”, list all changes that have taken place.

9.  For all SBDC employees, do you have a signed Conflict of Interest Policy statement?

      (   ) NO   (   ) YES

If “no”, please list employees who have not signed a statement and provide an explanation.

10.  How often do you review the Conflict of Interest Policy with your employees?

 (  ) Annually    (  ) More frequently    (  ) Less frequently  

11. Is there a Policy and Procedures manual available to all network staff, and  when was it last revised?

      (   ) NO   (   ) YES   Revised_________________

12.  Does your SBDC have an active advisory board, how do you use this Board, and when was the last meeting held?  

      (   ) NO   (   ) YES

13. How often are network site visits conducted by you or your designee?

Staffing

14. Have there been any staffing changes to your existing Cooperative Agreement?

      (   ) NO   (   ) YES

Required: If “yes”, list all changes.

15.  Have there been any vacancies over 90 days?

        (   ) NO   (   ) YES

Required: If “yes”, provide an explanation.

16.  Do you feel your current staffing level is adequate to accomplish your goals?

        (   ) NO   (   ) YES

Required: If “no”, what position would you like to have and how would you utilize this person?

Reporting

17.  What type of data management system is used by the SBDC, and is it fully integrated with SBA’s EDMIS2?

       (   ) NO   (   ) YES

Required: If “no”, provide an explanation.

18.  Are performance and financial reports submitted to SBA on a timely and accurate basis?

      (   ) NO   (   ) YES

Required: If “no”, provide an explanation.

19. Are there systems in place to ensure valid collection and that the data is  verified through systematic monitoring?

      (   ) NO   (   ) YES

20.  Does the SBDC participate in the ASBDC/Chrisman impact study?

      (   ) NO   (   ) YES

21.  Have the recommendations/findings (if any) from your last programmatic review, either by the SBA Project Officer or SBA Headquarters been implemented?

       (   ) NO   (   ) YES   (   ) No recommendations/findings

Required: If “no”, explain why not.  If “yes”, provide documentation.  Prior to the on-site visit, the Program Manager will review any corrective action plans and documentation between your SBDC and the SBA.  Proper documentation of how the plan has been implemented at your SBDC will be required.

22.  Have the recommendations/findings (if any) from your last financial examination been implemented?

      (   ) NO   (   ) YES   (  ) No recommendations/findings

Required: If “no”, explain why not.  If “yes”, provide documentation.  Prior to the on-site visit, the Program Manager will review any corrective action plans and documentation between your SBDC and the SBA.  Proper documentation of how the plan has been implemented at your SBDC will be required.

23.  When was the date and results of your last accreditation review?

C. Financial Integrity

24.  As State Director, do you have control of personnel and program resources under the SBDC Program?

      (   ) NO   (   ) YES

25.  Do you have controls in place and operating that provide you with assurances that all funds are adequately accounted for and recorded?

       (   ) NO   (   ) YES

Required: If “no”, provide an explanation.

26.  Do the SBDC have any agreements with other Federal agencies?

      (   ) NO   (   ) YES

Required: If “yes”, provide a copy of the agreement(s) to ensure there are no conflicts of interest or matching violations.

27.  Are all program income funds, to the best of your knowledge, properly accounted for and deposited promptly?

      (   ) NO   (   ) YES

If “no”, explain why not.

28.  Provide a list of all program income from sources other than training.

D. Program Outcomes (for the entire network)

	Performance Analysis:  January 1, XXXX – December 31, XXXX

	
	Goal
	Actual
	Variance

	COUNSELING

	Counseling cases
	
	
	

	Counseling hours
	
	
	

	Hours per case 
	
	
	

	Long-term clients counseled (5 hours or more)*
	
	
	

	TRAINING

	Training units
	
	
	

	Training attendees
	
	
	

	Training hours
	
	
	

	IMPACT

	Business starts
	
	
	

	Business expansions
	
	
	

	Jobs created
	
	
	

	Jobs retained
	 
	
	 

	PRODUCTIVITY

	Number of FTEs
	
	
	

	
	
	
	

	
	
	
	


* You may not have a goal for this milestone, if that is the case; provide only the total number (Actual) of long-term counseling clients of 5 hours or more. 

29.  Using the chart above, please give a detailed explanation why goals were not met for each category (if applicable).

E. Strengths and Weaknesses

30. As State Director, what do you consider the strengths of your network?  Be specific.

31. As State Director, what do you consider the weaknesses of your network? Be specific.

COMMENTS:   Please include any comments you wish on making the SBA/SBDC partnership work better and provide better services to small businesses.

CERTIFICATION

I certify that the responses and information provided on this review are accurate and correct to the best of my knowledge.  

SBDC State Director______________

______________

Date

ASBDC Accreditation

In addition to SBA Program and Financial Reviews, the SBDC programs undergo a more rigorous examination every four years by members of the ASBDC Accreditation Committee. In an amendment to the Small Business Act, the SBA was empowered to hire the Association of Small Business Development Centers (ASBDC) to develop and implement a “certification program.” The ASBDC assigned this task to its Accreditation Committee.  The charter of the Committee is “to develop, monitor, operate and refine the national accreditation process in support of developing a unified network committed to high performance and quality services.” In the late 1990s, SBDCs worked with Congress to change the wording of the statute from “certification” to “accreditation.” Continued SBA funding is contingent on the SBDC’s ability to renew its accreditation status.

The Chair of the Accreditation Committee schedules the state/regional programs to be visited and assigns the Committee members. The current versions of the Accreditation Standards and Self Study Guide instructions approved by the ASBDC membership are sent to the State/Regional Program to be reviewed. The Program prepares a Self-Study, a summary document that describes how it meets the Accreditation standards. The Self Study Guide is completed and sent to Review Team members 30 days prior to the on-site visit. The Review Team uses the Self Study guide to make provisional judgments about the quality of operations and compliance with the standards. The Review Team validates the information in the Self Study guide during an on-site review.

The State/Regional Program under review may be accredited with or without conditions, or denied accreditation.  

Small Business Administration and Resource Partners

Resource Partners 

SCORE, Women’s Business Centers, and the Office of Veterans Business Development

The SBA provides small business counseling and training through a variety of programs and resource partners, located strategically around the country. The SBDC is considered one of the resource partners, as are SCORE and the Women’s Business Centers. SCORE, formed in 1964, is a nonprofit organization dedicated to the formation, growth and success of small businesses nationwide. SCORE’s 10,500 volunteer counselors provide small business advice and training by working or retired business owners, executives and corporate leaders who share their wisdom and lessons learned in business. Women's Business Centers represent a national network of nearly 100 educational centers designed to assist women who want to start and grow small businesses. WBCs operate with the mission to level the playing field for women entrepreneurs, who still face unique obstacles in the world of business.  The Office of Veterans Business Development works to maximize the availability, applicability and usability of all administration small business programs for veterans, reserve component members, and their dependents or survivors.

State and Local Resources

· Procurement Technical Assistance Center

· Utah Manufacturing Extension Partnership

· Utah Science Technology and Research

· Chambers of Commerce

· Utah State University Innovation Center

· Utah State University Extension

· International Trade Office, Export Assistance Office

· Pete Suazo Center

· Small Business Innovation Research Center

· Grow Utah

· U.S. Department of Agriculture

Small Business Week

SBDCs are encouraged to promote, support, plan, implement and participate in Small Business Week activities in cooperation and coordination with local and national SBA officials. SBDC State Directors and other SBDC personnel, with their strong links to prominent entrepreneurs and small business advocates in their communities, should nominate individuals for Small Business Week awards.

Regional Center Management
Operating Schedule:

The SBDC is open to the public a minimum of 40 hours per week, Monday through Friday, with the center to be closed no more than 16 pre-designated holidays per year, in accordance with federally agreed upon scheduled closures. Regular campus closures during holiday periods require alternative service locations to be made available.

Personnel:

Adequate staffing with sufficient education and training is required for each Regional Center.  Requirements will vary for each Center.  Each Center, at minimum, is required to have a Director.  The Director must dedicate a portion of time to the SBDC program.  Additional staff is recommended as the need exists and as the resources allow.  Appropriate salary (assistant professor level) should be paid to the Director.  There should be a system in place to record hours of part time employees.  Conflict-of-interest forms should be signed annually.  Pre-approval is required for all key personnel.  Signed Time and Effort forms (T&E) should be in place for all employees. 

All staff are employees of the host institution and personnel actions are in accordance with local policies and procedures.  The recruiting of a Regional Center Director does not require SBDC Lead Office participation; however, prior to an offer of appointment, credentials of interviewed candidates must be approved by the SBDC Lead Office and identified to the federal sponsor(s) as a key employee.  The Lead Office retains the right to refuse a candidate for appointment for cause.  Note: This personnel composition is contingent upon available funding and required match.

Facilities:

It is required that Regional Centers have a good location and parking for customers.  The office space must be quality space that is separate from other office space.  It must be visible as an SBDC and the signage must prominently feature the SBA logo.  It should be open at appropriate times and have a separately listed phone number.  The appropriate brochures should be available and displayed along with adequate resource materials.  Adequate geographic coverage should be maintained. 

Computer and Internet Access:
At present, high speed Internet access is necessary.  Each employee’s workstation may be on a LAN at the host institution and should provide access to campus computer resources

Telephone:

One incoming, program dedicated, telephone line should be provided for SBDC staff.  It should be advertised in the local phone book.  A Center may want to consider additional numbers if necessary.

Furniture/Equipment:

Regular office furnishings (e.g., desks, chairs, file cabinets, etc.) are proposed to be garnered from existing campus inventories whenever possible. Limited approval for office furnishings and equipment may be requested on an as needed basis

Consumable Supplies:

Campus allocations of supplies and consumables should be provided for the majority of supply materials needed by SBDC staff. Network promotional materials and some research documents are regularly distributed by the Lead SBDC Office. Local promotional materials are the responsibility of the Regional Center but need to conform to published style and acknowledgement guidelines

Postage:

Bulk mailings to promote training activities may be recover​able through associated training fees (Program Income) as allowable charges. However, SBDC generated Program Income resulting from training activities must be spent to augment services, not supplant institutional support.  Note: No fees may be charged to clients for counseling/business advisement activities by federal statute.
Miscellaneous:

Publications, memberships, etc., may be covered by the host institution, various donors or through the Federal support.

Indirect:

Each host must have an indirect rate agreement, which is intended to cover facilities and administrative costs consisting of salaries and wages, fringe benefits, paid absences, materials, supplies, services, travel and sub grants and subcontracts.  The waiver of indirect rate fees, above the allowable rate, serves as in-kind match to assist in the federally required full match funding from non-federal sources. Campuses that do not maintain their own negotiated indirect rate will be assisted in determining an allowable rate for this program.

 Accounts: 

Each participating campus must maintain several separate accounts for specific use in relationship to the program. In addition to a main award account, accounts must be established to serve as vehicles for Program Income, match eligible funds and non-match eligible funds (other federally sourced funds). Separate accounts are required at audit (internal, State and federal).

Consultants:

Use of private consultants is a proper and recommended consideration within the budget of each center.  Maximum use of volunteer or "loaned executives" is beneficial.  Faculty participation, as regular consultants, student interns and host institutional staff, in associated "expertise" areas, is encouraged to be developed.

Training:

Cost recovery and fees for training programs may be charged, but are considered as program income and may only used to augment service provision (program income fees may not be used for match purposes).  Joint sponsorship, with appropriate campus departments, allow for the targeting of income or revenues among multiple sponsors.  Training programs should be co-sponsored, whenever possible, with other State, federal, or local entities.  The SBDC anticipates at least recovering “out-of-pocket" costs on training from attendee fees, if charged.  Total revenues from training events are defined as program income and are subject to detailed federal financial reporting and must be spent in incremental support of program objectives.

Host Administrator:

The host administrator, or his/her designee, should be identified to provide campus oversight to the programmatic and fiscal elements of the Center at the host institution.  Campus oversight is critical to the development of the Center and institutionalization of the program.

Interns:

Student internships with the SBDC should be actively pursued.  The "real world" experience gained by the student while working with the SBDC allows for the practical application of instruction not normally available in the classroom.  This experience will often serve as the springboard for enhanced career opportunities upon graduation.  The provision of credit bearing internships underscores the value of this potential; credit also enhances the service capabilities of the Center.  Note:  Student interns must always work for an individual professional staff member who accepts complete responsibility for the conduct of the intern. Direct client contact by interns should always be provided under the supervision of a professional staff member.

Reporting:

The SLCC administers the Utah SBDC.  All reporting functions, sponsor liaison activities and program coordination are overseen from that office.  Although regional autonomy is intended, mandatory reporting and operating procedures are maintained.  

Funding:

Full Regional Center status implies funding of approximately $45,000 - $85,000 per year federally to be matched with a minimum of 50% cash locally.  Outreach Center Status, ranging may be imposed or requested due to funding restrictions. General obligations under all sections of this guideline are adjusted to reflect relative funding levels.  The host institution is required to match, in cash, from nonfederal sources, the Federal and state allocation or pay for the full Director's salary and fringe benefit costs.

Further detailed information may be obtained through direct contact with the Lead Office at:

The Utah Small Business Development Center

Salt Lake Community College

9750 South 300 West - LHM Campus

Sandy, Utah  84070

Phone: (801) 957‑3481

Mr. Greg Panichello, State Director

Mr. Sherman Wilkinson, Assistant State Director

Ms. Carrie Menzel, Finance and Performance Management

Inventory of Equipment and Furniture

The SBDC guidelines and procedures require that all computers of any cost and all furniture and equipment purchases in excess of $500 receive prior approval from the SBA Project Officer and be used exclusively for Utah SBDC purposes. 

If the approved purchase is over $500 using federal funds or $500 using state funds, the item must be inventoried into the host institution inventory.  An Equipment Inventory Control Form must be completed and returned to the host institution Office.  This form must include the decal number and will be entered into the host inventory system.  When these decaled items are no longer useful, the Request for Equipment Disposal or Surplus form must be completed and approved by the host institution.  

The following equipment purchasing and inventory control procedures have been devised to support the guidelines.

All computers of any cost and all equipment and furniture purchases in excess of $500 require approval from the SBA Project Officerxe "Central" prior to purchase.  This procedure is accomplished by utilizing a Request for Equipment Purchase form.  This process accomplishes several tasks:

1.  Determines if purchase is necessary and compatible with current system-wide configuration and application.

2.  Provides necessary information for sponsor notification/approval.

3.  Identifies a comparable item available as surplus at another Center.

4.  Assists in identifying a suitable vendor and best price.

Prior approval from the SBA Project Officerxe "Central" must be received before an applicable item can be purchased. Approval notification will be sent to the requesting center.  This notification must be maintained and should be attached to the purchasing documentation.

Items that do not require prior approval include software and computer peripherals (cables, circuit boards, hard disks, etc.) unless the purchase price exceeds the $500 threshold.  These items should be classified as supplies.

After the equipment or furniture has been approved and purchased, it is the responsibility of the SBDC Regional Center Director to inventory those items over the specified thresholds with their host and to obtain a tag or decal to affix to the corresponding item.  
Any items not on site but used for the program (i.e. laptop computers) should be properly documented utilizing an equipment/furniture sign out sheet.

Any loss, damage or theft of equipment must be reported to the Utah SBDC Statexe "Central" Office immediately.  The incident must be investigated and fully documented by the Center (i.e. police report from campus security).  The Center should ensure that all items are properly secured and insured as necessary.  

The final element of the Utah SBDC Equipment Purchases and Inventory Control procedure is accounting for disabled or unused equipment.  The Utah SBDC is prohibited from disposing, outright or as trade-in, any equipment or furniture purchased with State or federal funds. 

Computers, equipment and furniture purchased with federal and state sourced funds can be offered for trade-in value only toward the purchase of a replacement unit.  The host institution “Request for Equipment Disposal or Surplus” form must be completed for all prior approved equipment and approved by the Utah SBDC Statexe "Central" Office before any equipment may be traded in or disposed.  The Utah SBDC reserves the right to recall an item proposed for trade-in if it can be utilized within the program. 

Note:  All equipment approvals, as well as disposal documentation, will be maintained at the host institutionxe "Central" office.  SBDC Centers are responsible for all approved equipment purchases.  A distinction should be made for equipment acquired through in-kind and/or indirect rate processes.  Equipment acquired through these two processes are not included in the same inventory and equipment process.

Prior Approval

Prior approval must be obtained from the SBA Project Officer and Utah SBDC State Director for the following:

· Equipment purchase and disposal

· All out of state travel

Prior approval must be obtained from the Utah SBDC Lead Center for the following:

· Any variance from the level of matching cost commitment by the host institution

· Other Federal or Federal flow-through contracts

· Reallocation of Federal funds among budget categories when re-allocation is expected to exceed 10%.

Audits and Oversight 

All SBDC program records are subject to audit at the discretion of the SBA and SBDC Lead Center. Funds disallowed as a result of such an audit are the sole responsibility of the host institution.

Internal Financial Reviews

The SBDC State Office conducts financial reviews of all Regional Center operations. The overall objectives of these reviews are to determine whether the Regional SBDC Center:

1) Utilizes resources effectively to provide counseling assistance to the small business community.

2) Maintains records of fiscal transactions and management functions in compliance with Cooperative Agreement and applicable OMB guidelines,

3) Assures that expenditures are reasonable, allowable, and allocable to sponsor-specific funding, and

4) Affirms that reported financial data is accurate and verified by supporting documentation.

The objectives specified above will be tested by 

1) Reviewing a variety of documents such as general ledger accounts and campus policy and procedure manuals

2) Comparing budgeted expenses to actual expenses,

3) Inspecting invoices, deposits and canceled checks,

4) Reviewing employee effort and property control certifications, and

5) Comparing counseling and training output against milestone data.

The following items must be available on site for the internal financial review:

· Chart of Accounts – list of accounts and name of person in control

· Category definition used by the institution in assigning costs

· Campus policies and procedures that impact fiscal administration

· Monthly or other regularly produced summary of account activity

· Program Income – detail of receipts and expenditures for previous three fiscal years

· Travel payment files and applicable prior approvals

· Equipment – inventory listing, prior approval(s) and disposal documentation

· Payment files for previous three fiscal years for Federal, campus and miscellaneous funds

· Confirmation of sources of funds used for matching purposes

· All supporting documentation for in-kind contributions

· Consultant agreements and amount paid to consultants for previous three fiscal years

· Documentation of campus fringe benefit rate for previous three fiscal years

· Training files for each event and any co-sponsorship agreements signed (when fees are charged and distributed)

· List of other Federal programs (grants) administered by the center

· Detailed listing and summary schedule of actual cash and no-cash match for the previous three fiscal years

· Effort certification for three previous years.

Objectives of the Review

Objective 1: Corrective Actions from Previous Reviews

The prior financial reviews for the regional center will be reviewed and the Financial Director will verify that all corrective actions have been taken.

Objective 2: Report Reconciliation

Most of this task will be performed at the State Office prior to the regional center visit. All invoices and cost sharing report are to be accompanied by the ledgers supporting the information on the report. These ledgers are reviewed at the State Office to determine that the numbers match.

Objective 3: Disbursements

The backup for the sample items will be reviewed to determine that the costs were reasonable, allowable and allocable and meet the special terms and conditions of our agreement with the SBA. What internal and management controls are in place to ensure compliance with applicable laws and regulations. How often does the regional director (or their delegate) reconcile their federal and cash match accounts? How are discrepancies resolved?

Each of the sample item’s backup material will be reviewed for the following:

· Proper authorization (SBDC Director)






· Appropriateness to operations, reasonableness -no gifts, entertainment, sales tax, staff lunches



· Proper categorization of cost: travel equipment, supplies, consultants, contractor and other






· Prior approval if applicable: out of state travel, dues, lobbying expenses, equipment, purchases over $5K






· Proper payment to vendor, no sales tax etc

· Does the invoice amount match the amount on the journal?

· Travel


Review vouchers for appropriateness.

Verify prior approval from State Office if out of state.

Objective 4: In-kind Contributions

The supporting documentation for all claimed in-kind expenditures will be reviewed for the following:

· Are the in-kind agreements signed by the contributor and dated.

· Are the values assigned to the non-cash sources compatible with the services provided?

Objective 5: Program Income

The income and expense records for program will be reviewed following the guidelines for the federal and cash match expenditures with the addition of the following: 


· Does the amount reported to State match the accounting records of the host institution?


· Is program income maintained in an exclusive account?


· Do the cash receipts from training events match what is deposited into the program income account?

Objective 6: Reporting

This area of the review will be concerned with the compliance of the director to reporting requirements.

· Are financial reports properly certified?


· Are match funds in an account that is under the management of the center director?


· Are reports submitted on time?

Objective 7: Budget Performance

The center’s year to date expenditures will be compared to the budget submitted and approved in the cooperative agreement.

· Are the expenditures categories within 5% variance of the budget?

· Was a proper request made to make changes in excess of a 5% variance?

Objective 8: Other

At the conclusion of the review the regional director and finance director can discuss any concerns that the regional director may have regarding the financial condition of the center.


When a review is completed, a report with findings and recommendations is issued. The regional center director is required to respond with corrective actions.

Utah Small Business Development Center - Site Review
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1.  Good location & parking?

2.  Separate, quality space?

3.  Visible as an SBDC?

4.  Signage prominently feature SBA logo/acknw?

5.  Open at appropriate times?

6.  Separately listed telephone number?

7.  Appropriate brochures displayed/available?

8.  Adequate resource materials?

9.  Adequate geographic coverage?

1.  Adequate staffing?

2.  Sufficient education & experience?

3.  Personnel properly trained? IDPs current?

4.  Appropriate salaries being paid? (Asst prof)

5.  PTs have system to track SBDC time?

6.  Current conflict-of-interest forms?

7.  Pre-approval for changes in key personnel?

8.  Signed T&Es for all employees?

1.  Does region have inventory of EQ? Tagged?

2.  Does region have adequate equipment?

3.  Is equipment properly secured?

1.  Appropriate host? Is host relationship good?

2.  To whom does director report?  Appropriate?

1.  Who are members? Mostly small business?

2.  How is the board being utilized?

1.  Is region creating mktg materials? Logos?

2.  Does region have a website? Logos?

3.  Compliance w/ USBDC Branding standards?

4.  Is region using SBA marketing materials?

a)  Do services compete w/ private sector?

b)  Conducting needs assessment?

c)  Modifying services to meet local needs?

d)  What is client satisfaction rating?

a)  Review random sample of counseling files 

b)  Is counseling meeting local needs?

c)  What is wait time for counseling?

d)  Inactivating clients after 120 days?

e)  Retaining records for 3 years?

a)  Review random sample of training files.

b)  Is training meeting local needs?

c)  Training schedule coordinated w/ SBA P.O. & 

merged into SBA calendar & SBDC website?

a)  Entrepreneurial Development

b)  Technology transfer/R&D

c)  International trade & exporting

d)  Rural development

e)  Veterans, women, minorities

f)  Military base closings or realignments

g)  Empowerment Zones & HubZones

    4.  Specialized

See attached spreadsheet

B.     Personnel

C.     Equipment

D.     Host Institution

    1.  General

    2.  Counseling

    3.  Training

F.     Marketing

UTAH SBDC REGIONAL CENTER SITE REVIEW

CY 2007

E.     Advisory Board (Optional)

G.     Services

I.        PROGRAMMATIC REVIEW

See attached spreadsheet

A.     Office Considerations


Applications

CenterIC is the internal website for Utah SBDCs.   CenterIC allows counselors to keep track of all of their client activity in a single place.  

· CenterIC’s features include:

· Managing a client’s counseling and training activities

· Managing all aspect of a training event

· Broad report creating capabilities

· Sending bulk email

· Survey capabilities

· Managing EDMIS export issues

· Previewing EDMIS data

· Creating custom lists

· A planning and appointment calendar

· A place to maintain personal information and personal goals

· Link to CenterEX

· And much more

Getting Started

The Lead Center Finance and Performance Manager, or his/her designee, is in charge of assigning a User Name and password to new staff.  An information profile on a new staff member can then be entered.  Profile information includes:

Home Address – Name, address, ZIP

Personal Information – Date of birth, year of birth, name of significant other, and emergency contact information

Phone Information – Work, home and cell phone numbers

E-mail Information – Main & secondary e-mail addresses

Center Information – Center location, supervisor, title, employee status, gender, latest degree earned, previous business ownership, and specialized skills (chosen from menu)

Central Information – Date of hire, date left, status (active, inactive), and 

required forms completed (conflict of interest, certification, etc.)

All personnel will have the ability to change information in any of these fields as it is necessary.

Employees that leave a Center should be made "Inactive" in the Central Information section.

Security

Protection of the contact information provided by SBDC staff in this database from personnel outside the program is everyone’s responsibility.

Levels of Access

Upon initial registration, an employee is assigned a specific level of access by the Lead Center.  Only the Lead Center will be able to change information regarding a CenterIC user.  

Because of this, menu options on CenterIC can, and will be, different from one staff person to the next.  

Sample Menu Items

Examples of prominent menu options seen on CenterIC include:


· Customers Menu

Client Name or Business Search – Locate information on a business entered into CenterIC, including phone number, address, e-mail,  address(es) sessions/events attended, categories, etc.

Event  Search – Create a search of a training event within a regional center.  Search on type, date, status, title, program, site.

· Events Menu

Case Monitoring – Lead Center staff review case records for quality control purposes.  This section allows a user to view comments on a specific client file. 

Training Event – By clicking on "Add Training Event," users with access can enter information regarding approved training events.  Users can enter the program's title, sponsoring SBDC, any fees being charged, starting/ending dates and times, location, subject description, and other elements.

· Website Update 

Allows designated SBDC personnel to update selected content for the Lead Center  Web site.  Information entered here, when saved, will immediately appear on the Lead Center's Web site.  Options include:

Lead Center's look: Including the file name for the photo image on the Lead Center home page;  a brief description of the center's specialties and/or accomplishments  and other information.

When finished, click "Save".  The changes will then appear on the actual Web site.

Center's links: Every Regional Center is required to have a link that ties back to the Lead Center page.  

When finished, click "Save".  The changes will then appear on the actual Web site.

Edit the site: Obviously, this enables a user to determine if changes were added, as well as to test their aesthetic appeal before publishing to the site.

· Internal Mail System

Visitors can search for e-mail addresses for other SBDC staff personnel 

by center location, specialized skills, and/or job title.  Once entered, a list 

of staff members meeting those criteria, along with their respective home 

and/or work e-mail addresses, will be listed.  

· Reports

Allows access to a series of canned and custom reports 

· Change Password 

Allows an SBDC staff person to change his or her own password
· Logging Off

Always be sure to click "Sign Out" before exiting the Internal Web site.  Doing so clears session variables that were assigned (such as level of access and duration of session).  

Public Web Sites 

The SBDC manages two websites to provide information to clients, partners, stakeholders, and the general public.   The first website is located at http://www.utahsbdc.org/  This site is maintained by the Lead office.  It is meant to showcase what the Utah SBDC offers to clients, partners, stakeholders and the public.  It offers current information on training events offered by regional centers around the state.  It also provides information on the types of counseling services provided and how to access counseling services in all regions throughout the state.  A map of all SBDC locations and contact information for each center is available.  Information on veterans programs and how to access those programs is posted.  Also posted on this site are the SBDC’s success stories.  The site is continually going through updates to provide fresh data for clients.     

The second website is the CenterEX Client Dashboard site located at https://www.utahsbdc.org/signin.aspx  This site requires a login and is available to all clients.  This site provides SBDC clients with a resource library of available training and counseling services along with recent SBDC contacts and a history of past events attended.    

SBDC Website Standards
Conform to standards and policies set by the Small Business Administration and the Utah SBDC, but not limited to:

· Decline to consider links to Web sites whose intent is to wholly or in large part solicit the business of a visitor.  This is similar to the statement made on the SBAxe "SBA"’s web site on this same issue: “We frown on pointing to sites that require a fee or are primarily advertising a product or service.” The complete SBA policy is found at: http://www.sba.gov/hotlist/linkguide.html.
Comply with Section 508 of the 1998 Rehabilitation Act Amendment and any subsequent standards to make Web content accessible to people with disabilities.  Section 508 can be found at http://www.section508.gov/index.cfm?FuseAction=Content&ID=14


· Maintain current up-to-date information


· Centers throughout the state retain responsibility for updating their own pages including basic contact information, picture representations, services, seminar schedule, links of interest and any additional pages

· The Leadxe "Central" office upholds the same currency standards for all other pages of the site

· Ensure access to a well-designed and easily-navigable site.

· Tracking Web site usage statistics by using Google Analytics software

SBDC tracks and analyzes Web visitors’ needs with usage statistics.  Running the Google Analytics  application enables the Leader center staff to track:

· The most popular browsers used by visitors to the site

· The breakdown of the various versions of such browsers

· the operating systems most used by the visitors to the site

· the most popular web pages on the site

· the distribution of visitors based on how many times each visitor visited the site

· which search engines referred visitors to the site most often

· the geographic location of visitors

Process for Updating Web pages

Whenever there is a change in status for a special program, the web pages relating to the program will be updated. 

Professional Development

Experienced and knowledgeable employees are the most important resource of the SBDC program. One of the SBDC’s strategic objectives is to identify resources, programs and efforts that will enhance the skills of staff, improve retention of skilled staff, and continuously develop the skills, knowledge, creative and critical thinking skills of the staff. 

The SBDC’s support of continuous learning results in Business Analysts with more in-depth knowledge, experience, and expertise. These skills enable SBDC Advisors to

guide entrepreneurs and small business owners through the rough terrain often encountered while exploring new business opportunities.

During 2008, Lead Center staff State Office, developed a certification program for business analysts. Analysts accumulate points toward certification by completing self-study modules as part of their orientation, attending workshops and seminars sponsored by the SBDC and other organizations, and for developing and conducting presentations. Most advisors are expected to earn a certification within the first nine months of hire. 

As a means of encouraging continuous learning, developing a career path for analysts, and retaining talented and experienced analysts, the Certification Committee is expected to develop an advanced certification program. The details and requirements of an advanced certification program have not yet been developed.  

Certification Program

Program Goal

The ultimate goal of this program is to create a common body of knowledge and standards of performance among a diverse group of professionals. Staff professionals, volunteer professionals, and graduate students must all achieve a common standard of performance and quality. Therefore, a certain amount of flexibility is required to accommodate individual differences without changing the standards. 

Certification

Each eligible Business Analyst must earn a minimum of 100 Certification Credits to be recommended for the designation of Certified Business Analyst.  Credits are earned for completion of the Utah SBDC Professional Development Manual Modules and Resource Guides, applicable educational achievements, previous experience, and other professional activities.  A copy of the Certification Credits Checklist is included at the end of this section.

The Professional Development Coordinator will complete a Certification Credits Checklist to analyze the eligibility of each Business Analyst prior to training.  This will determine the Business Analyst’s course of study.  

When the Professional Development Coordinator determines that the required 100 credits have been achieved, he or she will again complete the Certification Credits Checklist and present this analysis to the regional Center Director for confirmation or for further review.  Should the Center Director confirm the Business Analyst for certification, he or she will send a letter of recommendation, along with the Business Analyst’s resume, Certification Credits Checklist, digital photo (jpeg) and other pertinent information, to the State Professional Development Director for review.  If the application clearly meets program standards, certification will be awarded immediately.  If the application varies from standards, the State Professional Development Director will review for final confirmation or further action.

Each regional Center Director is expected to determine how best to provide this program to their sub-Centers.  Unless the State Professional Development Director is notified in writing by the Center Director, the Professional Development Coordinator is expected to be responsible for all aspects of delivering and reporting the program for sub-Centers.

Requirements and Eligibility

All Utah SBDC Network employees (non-business analysts), regardless of education and experience, are required to complete  Modules 1, 2, within 60 days of employment and sign annually the Conflict of Interest Policy.  

All individuals, regardless of education and experience are required to complete the five modules to become a candidate for certification.  A minimum of a Bachelor’s Degree in Business, or a closely related field, or the equivalent to such, is also required to be eligible to participate in the Professional Development & Certification Program.  The State Professional Development Director must approve any variance.

All full-time and part-time Business Analysts are required to be Certified. The Conflict of Interest Policy must be reviewed and signed every year.

It is highly recommended that volunteer and graduate student Business Analysts complete Module 1 and it is suggested that they read the Modules 2-5.  Their level of knowledge with the five modules is at the discretion of the Center Director.  They may, at the Center Director’s option, be required to be fully certified.  Volunteer and graduate student Business Analysts who do not obtain certification, but have completed the five modules should be referred to as Business Analyst (BA) and not Certified Business Analyst (CBA).  The Conflict of Interest Policy must be reviewed and signed each year.

Student Teams who are associated with SBDC clients must read and sign the Conflict of Interest forms.

Training

After completing the initial Certification Credits Checklist, the Professional Development Coordinator will coordinate the Business Analyst’s training in the following modules.  A training schedule will then be determined, with deadlines for accomplishment.

Coordinators may assign the day-to-day training of a Business Analyst to a “Mentor”.  This Mentor must be a Certified Business Analyst with particular expertise in the Module the Business Analyst is studying.

If a Business Analyst does not satisfactorily complete a training task, it is to be repeated as many times as necessary to reach a satisfactory completion.  

Training Deadlines

Modules 1 and 2:
Prior to assisting any SBDC client.

Module 3:

Within 120 (4 months) days of employment or volunteer appointment.

Modules 4 and 5:
Within 270 (9 months) days of employment or volunteer appointment.

Full Certification:  
Within nine months of hire.

Certified Business Analyst Certification

Certification Committee

The Assistant State Director will assume automatic membership on the Certification Committee.  In addition to the Assistant State Director, the committee will consist of a minimum of four other well qualified people from Center Directors, Assistant Center Directors, Certified SBDC Counselors and State Director.  The Certification Committee may elect a chairperson.  
A term on the Certification Committee will be two (2) years.  There is no limit to how many terms that a member can serve but one must be elected to the position.  New Committee members will be nominated at the Director’s network meetings and voted on by the current Certification Committee.  Eligibility includes:  1) a willingness and ability to participate, 2) SBDC experience:  Directors: at least 2 years as a Center Director; Counselors:  Certified SBDC Counselors.

As special cases arise with respect to requirements, the Certification Committee will review individual situations and write new policy, as needed.    

In the event of any disputed matter or matter requiring pre-approval, approval or disapproval will be decided by two concurring decisions at three levels (Center Director, State Director, and Certification Committee).  

The Certification Committee will meet on a regular basis and, with a quorum present, will perform the following responsibilities:

· Approve training assignments and certification credits of each candidate. 

· Evaluate final approval of each candidate for certification. 

· Award Counselor Certification.

· Review policies and procedures.

· Make improvements in training materials and methods of instruction.

· Substitute requirements as needed.

· Resolve conflicts.

· Other responsibilities as needed.

State Professional Development Committee

The program’s State Professional Development Committee implements the policies of the program and looks to the Utah SBDC Network’s Statewide Advisory Board for assistance on an as needed basis. Annual goals and objectives are set for the program. Typical objectives include program evaluation and modification, assistance to the Professional Development Coordinators, monitoring certification, recertification and advanced certification processes, and identifying and coordinating advanced professional development opportunities.

Professional Development Coordinator 

Each of the full-time Centers may have a Professional Development Coordinator.  In most cases the Coordinator will be the Center Director.  The Coordinator is a Certified Business Analyst with two or more years of experience providing SBDC management assistance to entrepreneurs. He or she has significant supervisory experience and functions as the primary “mentor” responsible for ensuring that the candidate for certification has successfully demonstrated proficiency in all the tasks and skills associated with each core module of the professional development manual.   Administrative duties related to certification and re-certification can be delegated to staff members as appropriate. Time and effort associated with these duties varies from SBDC to SBDC and year to year depending upon personnel turnover and resources.  Center Directors must be sensitive to the impact of these duties on Resource Utilization goals.  The Professional Development Coordinator assumes the following responsibilities: 

1. Coordinates and documents the Business Analyst’s training assignments,

2. Verifies eligibility for certification and recertification, and recommends such to the Certification Committee,

3. Submits the Business Analyst’s application for certification to the Certification Committee,

4. Recommends improvements in training materials and methods,

5. Recommends advanced professional development training topics.

Certification Candidates

The candidate, together with the Professional Development Coordinator, will perform the following responsibilities:

· Determine the training assignments with Professional Development Coordinator

· Document progress towards the completion of training assignments.

· Submit training assignments to the Certification Committee for approval.

· Verify eligibility for certification to the Certification Committee.

· Recommend improvements in training materials and methods.

Certification Credits Checklist
Utah SBDC Professional Development and Certification Program

	Business Analyst:                          

	SBDC at:                                                                      

	SBDC Address:                                                                                                                  

	Requirements: Certification will be granted to the Business Analyst upon accumulation of 100 Certification Credits and completion of the Five Modules. A Bachelor's Degree is required as part of these Credits. Only the State PD Coordinator can waive any of these requirements.

	Pts.
	Criteria

	          
	Education, maximum 15 credits: Bachelor's = 5, Master's = 5, Doctorate = 5, Professional Certification = 5. (Professional Certification must be business-related and applicable to SBDC responsibilities.)

	  
	Experience, maximum 40 credits: Owner/officer = 5 credits/year. Management/professional employee = 3 credits/year. ("Management" refers to significant responsibility for profit/loss, budgets, projects, personnel hiring, etc

	  
	Company  

1.                                      

2.                                                                                                 
	Position  

                                      
                                           
	Credits

                                      
                                 

	  
	SBDC Business Analyst, maximum 20 credits: Full time (40 hrs. week) = 10 credits/year. Part time (20+ hrs. week) = 5 credits/year. If less than 20 hours per week, credits are to be pro-rated.

	  
	

	  
	Officer/board member of business-related non-profit organization (examples: chamber of commerce, Rotary, minority business committee) maximum of 3 credits: 1 credit per year during the past 5 years.

	  
	Prepare and present (both) SBDC seminars, maximum of 5 credits: 1/2 credit per training hour within the last 3 years.

	
	Topic/Title 

1.                         
2.                                     
	Date of Presentation

                                   

                                        
	Length of Presentation

                                    

                                         

	  
	Articles written and published (by organization other than SBDC) on small business topics, maximum of 3 credits: 1 credit per article published within the past 3 years. Copies of the published articles, showing dates, MUST be provided.

	  
	Documented completion of training    during the last 3 years on SBDC related topics, to a maximum of 5 credits:   ½ credit per training hour. Proof of attendance MUST be documented.

	  
	Special petition points to be determined and awarded by the Certification Committee.

	  
	SUBTOTAL of Certification Credits

	  
	Module credits. Modules 1-5 = 50 credits. Resource Guides = 7.5 credits each. (Attach Module Completion Checklist.)

	  
	TOTAL CERTIFICATION CREDITS (Must be 100 or more.)

	Affidavit:  I certify that, to the best of my knowledge, all of the above claims for certification credits are true and legitimate.
	Affidavit:  I certify that, to the best of my knowledge, this Business Analyst has satisfactorily completed all of the required training requirements.

	______________________      _________

Business Analyst                                     Date
	_______________________________            _________
Professional Development Coordinator               Date


Recertification Process 

The following requirements have been adopted and are effective as of this date. CBAs must be recertified three years following the date they receive their initial certification.  Recertification must be accomplished on a continuing basis (every three years from the initial certification date) as long as the CBA is employed by the SBDC. Any extensions or exceptions to the recertification term will be handled on an individual basis by the State Professional Development Coordinator.

Recertification Term:
3 years

Recertification Credits:
60 Full-time CBAs 




30 Part-time CBAs (20 hrs or less per week)

Training Split:

42 credits (70%) Technical (marketing, procurement, etc.)




18 credits (30%) Behavioral (counseling skills, etc.)

Responsibilities

Each CBA will be responsible for documenting his/her progress.  The Professional Development Coordinator will be responsible for providing guidance to the CBA concerning the applicability of various training activities and for submitting the recertification application.

Determination of Job-Applicable Training

Only job-applicable training will be credited toward recertification.  Outside and In-House Training must be approved by the Professional Development Coordinator on a case-by-case basis.  Should the CBA not agree with the Professional Development Coordinator’s decision, the CBA may then appeal to the Certification Committee.   

Continuing Education Options

ASBDC National Conference: 1 recertification credit per hour of training.  

Provide a copy of the training brochure and meeting dates to your advisor.  (maximum 10 credits per year)

Utah SBDC Director’s Meetings: 1 recertification credit per hour of training.  This means training on a specific topic not just attending the meetings.  Provide the meeting dates and training completed.  (maximum 6 credits per year)  

Outside Training:  1 recertification credit per hour of training.

Outside training refers to job applicable professional seminars provided by other organizations.  Provide a copy of the training brochure and meeting dates to your advisor.  (maximum 10 credits per year)  

In-House Training:  1 recertification credit per hour.  

In-House Training is defined as training activities within the regional SBDC system.  Training credits include teaching and participating in training.  In-House training must be job applicable training.  (maximum 10 credits per year)

Certification Modules:  2 recertification credits per module not previously taken.  1 recertification credit per module taken a second time.  Modules cannot be taken a third time nor can the same module be taken in concurrent years.  (maximum 8 credits per year)

Resource  Modules:  2 recertification credits per module not previously taken.  1 recertification credit per module taken a second time.  Modules cannot be taken a third time nor can the same module be taken in concurrent years.  (maximum 8 credits per year)

Project Impact Review (PIR):  2 recertification credits per positive review.  Success is a measurable result of SBDC assistance that contributes to the growth of a business (business start, sales, profits, financing, jobs, additional contacts, etc.)  The impact must be clear that the client attributes part of the success to assistance received from the SBDC.

Peer Training:  2 recertification credits for completed reading, 1 recertification credit for book write-up, 1 recertification credit per hour of teaching content.  Read a job applicable book or approved publication, teach the concepts to an SBDC group, and/or complete a write-up of the book.

Curriculum Development:  1 recertification credit for completed development item.  Development of innovative tools/materials (workshops, checklists, financial worksheets/models, etc.).

Publish an Article:  1 recertification credit per article published.  Publish an article in a local publication, newsletter or similar publication.  

UTAH SBDC CBA Recertification Credits Checklist

	CBA Name:                                         
	SBDC:       

	SBDC Address:      

	Initial Certification Date:      
	Recertification Date:      

	ASBDC National Conference:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	 Subtotal:
	     
	     

	Utah SBDC Director’s Meetings:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Outside Training:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	In-House Training:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Certification Modules:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	 Subtotal:
	     
	     

	Resource Modules:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Project Impact Review (PIR):

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Peer Training:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Currriculum Development:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Publish an Article:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Additional PDM Modules:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Total Credits:
	     
	     


Advanced Certification

To be developed in 2010.

The Statewide Utah SBDC Network

The Utah SBDC provides services through a network of 11 regional centers located on the campuses of College of Eastern Utah, Southern Utah University, Snow College, Davis Applied Technology College, Utah State University, Weber State University, Utah Valley University, Salt Lake Community College, and Dixie State College.  The program website – http://www.utahsbdc.org/ contains a map showing the location of service centers around the state.

Service Area

 The Utah SBDC serves the entire state, which has a population of 2,550,063, land area of 84,990 square miles.. The state consists of 29 counties and 243 cities.1,547. The largest metropolitan areas is  Salt Lake City, which comprises approximately 47 percent of the state’s population, 1.2 million residents.. The Utah SBDC has 13 full-time centers serving 29 counties statewide. There are 4 regional centers serving the Wasatch Front,, 1.8 million population. There are 2 Regional Centers serving the Logan, and St. George metro areas. The remaining 5 Regional Centers serve the less populated rural areas.  

Per our Cooperative Agreement with the SBA, the State Office and regional centers will be open to the public throughout the year during the normal business hours of the host institution. In addition, provision should be made to provide evening and weekend assistance, both online and in the centers, as appropriate to meet local community demands and needs. Anticipated closings are provided with our annual renewal application to SBA. Emergency closures should be reported to the State Director as soon as feasible. 

Lead Office

The Salt Lake Community College administers the Utah Small Business Development Center. The State Director and staff negotiate a single Cooperative Agreement with the U.S. Small Business Administration, in support of Utah small business objectives, and distribute those objectives or milestone accomplishments to Regional Centers within the network.  The Cooperative Agreement between the SBDC and SBAxe "SBA" is then contractually let to the participating Regional Centers through the fiscal administration of the Salt Lake Community College Development Office.  Program administration remains with the Salt Lake Community Collegexe "Central".  Program activities and fiscal actions are reported and monitored through a dedicated SBDC interactive computerized network. This computer configuration is centrally controlled and has established operational and connectivity standards for all participating locations.

Although primary service delivery areas are proposed for each Regional Center, these territories are not mutually exclusive.  The overall objective of providing identified or needed small business assistance to the small business clientxe "Client" in the best manner possible allows for and encourages the general availability of specialized expertise of any Regional Center to be matched with the appropriate small business need, regardless of location.  Therefore, the specialized expertise of each participating Regional Center may be called upon in support of small business development without strict adherence to identified target or service areas.  Network member communication and a sharing of resources or experiences are coordinated through the State Officexe "Central". Program developments, training activities or research are shared within the network without restriction.

A basic center composition has been identified to initiate small business services.  This configuration is an attempt to meet the service requirements and maximize the impactxe "Impact" of available resources. See Campus Participation Guidelines under Host Campus Relationship.

State Office MIS 

The State Office does not have its ownxe "Central" MIS staff.  MIS Support is provided by the Salt Lake Community College staff and Center Dynamics.  Each of the Regional Offices receives MIS support from their respective host institutions.  Their role is to service the computer hardware and software needs of the State Office and the SBDC field offices.  Support for CenterIC is provided by Center Dynamics.  xe "Client"

xe "Management Quality System (MQS)" 

Utah SBDC Main Site – www.utahsbdc.edu

The SBDC web site is an ongoing effort.  Since its inception, the site has undergone a number of transformations and the staff continues to develop and enhance the site.

The mission of the SBDC’s web site is to:

· Provide a gateway to the statewide SBDC program and help interested parties locate the nearest local SBDC Regional Center.

· Improve the operation, survivability and success of small businesses. 

· Introduce current and prospective small business owners within the state to our  counseling and low-cost training services.  These services focus on the countless issues that face the small business owner, including (but not limited to) financial, marketing, production, organization, engineering and technical issues, as well as feasibility studies.

· Promote specialty SBDC programs in government procurement, international trade, regulatory compliance, rural economic development, self-employment assistance, veterans’ entrepreneurship, and others.

· Enable access to publications produced around the state on such matters as business plan development, advertising, exporting, and financing, as well as guides on specific industries such as day care services, restaurants, bed & breakfasts, and more.

· Solicit feedback from users to continually improve web site services in support of the SBDC mission.

· Maintain compliance with ADA standards.

The site has six sections under the headings:  (1) Funding, (2) Business Continuity, and (3) Start-up Assistance, (4) CreditSmart Online Class, (5) Specialty Services, and Online Business Classes.  These six sections provide the gateway to a myriad of information aimed at current and prospective small business owners. Section 1 provides  sources of local business funding and links to finding funding.    Section 2 provides information on business continuity planning.  Section 3 provides links to valuable information for the start-up business.  Section 4 focuses on understanding personal and business credit to ensure business success.  Section 5 displays the SBDC’s specialty services offered statewide.  Section 6 links to 50 online business classes in both English and Spanish. 

The success stories allow the site visitor to meet successful clients and to learn how SBDCs have assisted these businesses.  These stories are updated semi-annually.

The veterans’ entrepreneurial program is a critical program for veteran entrepreneurs and business people.  Details of the program are displayed on the Veterans link.   

Together with the Utah Division of Homeland Security, the Lead office has developed two business continuity courses.  Several others are planned for release to complete this 12 Point Program.

Strategic Partners

The Utah SBDC is able to offer comprehensive business and management assistance because of collaborative relationships with innumerable partners and allies. The entrepreneurs and small business owners who choose to work with the SBDC definitely benefit from the active alliances SBDC maintains with a wide range of organizations. Effective working relationships with these organizations, as well as affiliations with chambers and other local business and economic development agencies, are critical to the success of the SBDC program – and to SBDC clients.


The SBDC’s principal partners are the US Small Business Administration, GOED (Governor’s Office of Economic Development), the SLCC, and numerous host campuses. The SBDC works hand in hand with its SBA resource partners, SCORE and the Women’s Business Centers, both of which are dedicated to assisting in the formation, growth, and success of small businesses nationwide.

· Salt Lake Community College   [text to be added]

Website: http://www.slcc.edu/
· Governor’s Office of Economic Development (GOED)

Website: http://www.utah.gov/governor/priorities/economic_development.html
· Small Business Administration  [text to be added]

Website: http://www.sba.gov/
· Small Business Associations –  [text to be added]

· Federal, State and Local Government Agencies [text to be added]

Website: www.dol.gov
Website: www.commerce.gov
Association of Small Business Development Centers

The ASBDC is the national association of Small Business Development Centers. It is a partnership program that unites private enterprise, government, higher education and local nonprofit economic development organizations. It is dedicated to the sound development of small business throughout America. Founded in 1979, the ASBDC provides a vehicle for continuous improvement of the Small Business Development Center program, exchange of information among members regarding objectives, methods and results in business management and technical assistance and advocacy of America's small business community. Over 500,000 businesses are assisted by SBDCs annually. 

The mission of the ASBDC is to represent the collective interest of its members by promoting, informing, supporting and continuously improving the SBDC network, which delivers nationwide educational assistance to strengthen small/medium business management, thereby contributing to the growth of local, state and national economies. There are currently more than 22 million small businesses in America - and small businesses account for 99% of all U.S. businesses. Small businesses employ 53% of the private work force and contribute more than half of the nation's private gross domestic product. 

The Association’s Website:  http://www.asbdc-us.org
The Association’s annual conference is held in the fall.  Utah SBDC center directors and advisors interested in attending the conference should request approval from the State Director, particularly if attendance requires out-of-state travel, two months prior to the conference.

The Association is mandated by the U.S. Congress to provide oversight of the SBDC programs. Accreditation Standards developed and periodically updated by an ASBDC committee are applied during quadrennial site visits during which state programs are reviewed.

Network of Service Centers

Currently the Utah SBDC is configured with 11 full-time Regional and 7 satellite offices that are staffed on a full-time.

There are 5 Regional Centers serving the Wasatch Front and the Washington County areas including Ogden, Kaysville, Sandy, Orem/Provo and St. George.  In addition, the rural areas of Blanding, Cedar City, Ephraim, Logan, Moab, Price, Richfield, and Vernal are the sites of other Regional Centers. Salt Lake City is served by the Sandy Center.   

The number and distribution of outreach (staffed full-time) and satellite centers (staffed for a day or two per week, or as needed for appointments) vary from one region to the next.   
With 11 Regional Centers throughout the state, all areas of the state-both urban and rural are well covered.    From the Locations map http://www.utahsbdc.org/mapresults.aspx?showall=y&groupby=area , site visitors can get the location of each center throughout Utah.    

Regional Centers are encouraged to have a website.  And, if they do have a site, then they are required to link to the Lead Center’s site.  The only method by which a client can electronically request services is through the Lead Center site.

Closing a Regional Center

Terminating a Sub-Grant and Closing the Center

Performance of work under the Utah Small Business Development Center program operates through Sub-Grant Agreements between Salt Lake Community College (SLCC) and the Utah SBDC Service Center host organizations.  

Pursuant to the terms of the Sub-Grant Agreements with the various Hosts, performance of work under the Sub-grant may be terminated by either SLCC or the Sub-grantee for any reason, with or without cause, if it is determined that such termination is in the best interest of any of the parties to the agreement, in advance of the specified expiration date, by either party, upon 90 days prior written notice being given the other party.  On termination of this Sub-grant, all accounts and payments will be processed according to the financial arrangements set forth in the Sub-Grant Agreements for approved services rendered to date of termination and in conformance with the Closeout Document.

A meeting between the


, the Sub-grantee’s regional SBDC Service Center Director, the Utah SBDC State Director and others as appropriate will take place within 

days after receipt of Notice of Termination to confirm details and establish Closeout Plan Deadlines.  Due dates for completion and receipt by the Lead Center of the Final Quarterly/semi-annual reports will be established at this meeting.  Equitable payment for services rendered may also be determined at this meeting, subject to satisfactory completion of the closeout process.  

In the event of early termination, payment of the Sub-grant shall be adjusted on a pro rata basis according to the percentage of work completed or other agreed upon equitable basis to compensate for such termination.

Ownership of Assets - All assets including, equipment (computers, peripherals, photocopier,) software, furniture, library, and subscriptions, purchased with federal and/or program funds must be accounted for.  The ownership of these assets is vested in the Utah SBDC, not the Sub-grantee.  Upon agreement of the parties, the Sub-grantee may dispose of surplus assets and turnover the proceeds to the Utah SBDC as set forth in the Closeout Document.

Program Income - Neither federal and/or program income expenditures shall be incurred beyond the termination or non-renewal date, nor shall Utah SBDC program income be generated beyond the Sub-grantee’s Utah SBDC Service Center termination date.

The program income balance, identified in the Sub-grantee’s final financial report, shall beforwarded to the Utah SBDC Lead Center within sixty (60) days after termination date.  As mandated by the US Small Business Administration, the Utah SBDC Lead Center will ensure that this program income will be used to further support SBDC initiatives within the State of Utah.

Transfer of Funds - After verification of ledgers and reimbursement requests, the Lead Center will proceed with reimbursement of the Utah SBDC funds to the Region Service Center.

Retention of Records - The host institution will retain all records, including financial and programmatic (counseling and training) records/files of the SBDC for the appropriate length of time in accordance with OMB Circular A-110, Section 53.

Programmatic Procedures - All counseling and training data must be entered into the WebCats (or other Client Information Management System currently in use by the Network) no later than 30 days after closing.  All training reports must be received by the Lead Center within 90 days after closing.
A programmatic review will be conducted by the State Director and/or SBA Project Officer to determine that counseling and training files are in order.

Performance Review – All performance reviews will be conducted within 

 days (unless mutually agreed to) after the Lead Center has verified compliance with all Financial, Program and Program Income Procedures and that all equipment, inventory and other assets have been properly disposed of.

UTAH SBDC REGIONAL CENTER CLOSEOUT

This closeout document is to be used in conjunction with the Terminating a Sub-Grant and Closing the Center policy to provide detailed and specific procedures for the Lead Center of the Utah Small Business Development Center (Utah SBDC) network, hosted by Salt Lake Community College, to effectively monitor the non-renewal or termination of a Utah SBDC Regional Service Center.  

Center Name: __________________________________________________________________

Center Address: ________________________________________________________________

                              (city)______________________________(state)_______ (zip)_____________

Host Organization: ______________________________________________________________

Host Administrator: ________________________________Title: ________________________

Closeout Procedures Completed by:

(Host/Name)________________________________ Title: _______________________________

 (Lead Center Finance Mgr)________________________________________________________

SBA Field Officer/Asst Director: ____________________________________________________

Other: _____________________________________  Title:_______________________________
UTAH SBDC CLOSEOUT PLAN DEADLINES:
The UTAH SBDC Lead Center (“Lead Center”) has established the following closeout dates:

· Due date for final financial report submission to Lead Center:                                       _____/_____/_____

· Due date for listing of equipment and/or property purchased with Utah SBDC funds and/or program income, including date of purchase, initial cost, and other related costs such installation, labor, shipping and handling                                                                                                                        _____/_____/_____

· Due date for final programmatic report submission to Lead Center:                          _____/_____/_____

· Due date for program income reconciliation.                                                                       _____/_____/_____

· Due date for receipt of Final Quarterly/semi-annual reports Lead Center:                               _____/_____/_____

· Due date for final business counseling and training data to be entered into the UTAH SBDC management information system, viewable online by Lead Center:                                                      _____/_____/_____

· Due date for transfer of program income balance to the UTAH SBDC Lead Center, Check payable to Salt Lake Community College, sent to the Lead Center:                                                      _____/_____/_____

· Due date for the disposal of surplus equipment or inventory not to be moved from the host location:                                                                                                                                                                       _____/_____/_____ 

· Documentation of asset disposal and proceeds sent to the Lead Center:                                _____/_____/_____

· Due date for identification and transfer of equipment to the UTAH SBDC Lead Center or other network locations, as deemed appropriate by Lead Center:                                                                 _____/_____/_____ 

FINANCIAL PROCEDURES:

The Center being terminated/non-renewed and its Host Institution must provide the following financial documents to the Lead Center:
[image: image119.png]


 The final Reimbursement Request[image: image120.png]


 Copies of departmental ledgers and financial reports 

[image: image121.png]


The spreadsheet that links the federal expenditures, in-kind match, center invoices, etc., to the center

     ledgers

The Lead Center Finance Manager must review, verify for accuracy and approve (initial):

[image: image122.png]


 Ledgers and supporting documentation, tracing amounts back to the Reimbursement

     Request/Financial Status Report                                                                                                                                         

[image: image123.png]


 Departmental ledger detail report for reasonableness of expenditures                                                    
[image: image124.png]


 Verification: authenticity of federal expenditures                                                                                                                

[image: image125.png]


 Verification: cash match                                                                                                                                                   

[image: image126.png]


 Verification: no expenditures have been made after the contract termination date                                            

[image: image127.png]


 Verification: operational expenditures after the termination date have been charged to another

     account                                                                                                                                                                                          

[image: image128.png]


 Verification: the ending balance has been confirmed, traced to ledger summary report, 

     payment voucher, etc.                                                                                                                                                            

[image: image129.png]


 Verification: any remaining funds have been forwarded to the Lead Center                                          
Additional Financial Comments:

PROGRAM INCOME PROCEDURES:

No federal and/or program income expenditures should be incurred beyond the termination or non-renewal date.

The Lead Center Finance Manager will review, verify for accuracy, and approve (initial) the following:
[image: image130.png]


  Confirmed correct ending balance of the program income account(s)                                                                    

[image: image131.png]


  Determined that there were no expenditures after the termination date                                                                               

[image: image132.png]


  Determined that all appropriate program income funds have been received                                                         

[image: image133.png]


  and have been deposited into the program income account(s)                                                                                    

[image: image134.png]


 The network share of any remaining funds have been forwarded to the Lead Center, and                              

[image: image135.png]


 deposited in a separate Program Income account, and                                                                                     

[image: image136.png]


 that all program income expenses have been paid                                                                                                              
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 The manner in which the transfer of program income funds was made i.e. (check, 

     wire, electronic transfer). Method: ___________________________                                                                          

[image: image138.png]


 The Center being terminated or non-renewed has not transferred or retained any remaining

     Program Income funds to other accounts                                                                                                                       

Additional Program Income Comments:

Equipment and inventory items 
Equipment Items: 

*

*

*

*

*

Inventory Items:

*

*

*

*

*: 

Other Assets:

*

*

*

*

*

The Utah SBDC Lead Center Finance Manager shall review, verify for accuracy/appropriate handling, and approve (initial) that the following has been accomplished:

[image: image139.png]


 A coordinated disposal of surplus equipment and inventory not moved from the host location has

     occurred.  This pertains to the following items: ___________________________________________________________                            
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 The final method used to dispose of any Utah SBDC equipment was: _____________________________________________________________                       
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 The following equipment/inventory has been identified, and transferred to other centers in

     the SBDC network. Items: ___________________________________________________

     were transferred to: ______________________________________________                     
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 The determination whether any items or equipment have been identified as surplus property, 
     was made: __________________________________________________________________

            __________________________________________________________          
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 The SBA role/involvement in the approval as surplus SBDC equipment was:

      ___________________________________________________________________________

      ______________________________________________________________                      
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 A fair/reasonable agreement was reached in the determinations made regarding any of the equipment the center would retain.                                                                                                      
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Reviewed initial cost (invoice, purchase order, etc)                                            
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Any installation costs                                                                                                    
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Labor/storage costs if they don’t take equipment i.e. office partitions etc.     
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Estimated cost to reinstall  (time /labor to disassemble/storage)        
PROGRAM PROCEDURES
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 Counseling and training data has been entered in CenterIC (or other Client Information Management System currently in use by the Network) by the terminated Center.                                                           
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 Records, if any allowances are made for data not entered in, CenterIC (or other Client Information Management System currently in use by the Network) have been retained by the host institution.

 Allowance: ___________________________________________                           
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 The Regional Center has prepared a final programmatic report as required                            
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 The Regional Center has submitted the final programmatic report by the specified date 
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Receipt by the Lead Center of the Final Quarterly/semi-annual reports                                      

Additional Program Comments:

Note:  Upon completion of all closeout procedures, and signoff by the closeout team, the transmission of the final reimbursement payment will be made.
_____________________________   _______________________   ____________

Utah SBDC Coordinator                                          Host Administrator                    Date

Statewide Committees

The Statewide Committees are composed primarily of regional center directors and State Office staff, with advisors on some committees. The Committees meet most often in conjunction with quarterly directors meetings. They generally communicate via conference calls and email during the balance of the year.

· Professional Development – developed a certification program to encourage counselors to deepen their knowledge of small business issues.  

· Strategic Plan Deployment – an evolution of the strategic planning committee whose members discuss, plan and implement tools and techniques for deploying the strategic plan throughout the network.

· Administrative Support Staff- the Support Staff Committee is comprised of seasoned and novice clerical personnel in the network.  The committee plans training programs for the support staff throughout the network.

Statewide Advisory Board

The mission of the statewide Advisory Board is to advise, counsel, and confer with the State Director of the Small Business Development Center in working to constructively advance and improve the Utah Small Business Development Center program.

The Advisory Boardxe "Statewide Advisory Board" has standing committees that provide important feedback to the Lead Office on programmatic, advocacy, and operational activities:

· Nominations – identify and recommend individuals able to serve on the Advisory Boardxe "Statewide Advisory Board". Nominees are recommended by the Board and are appointed by the ????.

· Program – work with the program to actively participate in revisions, expansions, or development of new programs in response to small business, entrepreneurial, or assistance provider needs.

· Advocacy – represent the program before sponsor and constituent organizations. This includes, but is not limited to, partners, other service providers, and interested parties or political entities.

· Public Relations – advise, counsel, and represent the Advisory Boardxe "Statewide Advisory Board" and program with press/interview situations and publications distributed outside the sponsor organizations.

The Advisory Boardxe "Statewide Advisory Board" assists the staff in a variety of ways. For example, Advisory Board members may serve on search committees to recruit Regional Center directors, presented informational sessions at the annual staff trainingxe "Staff training" conferencexe "Conference", and provided valuable feedback relating to the Strategic Plan.   

The Advisory Board conducts an annual meeting with selected business advisors to solicit information about the effectiveness of program policies and procedures at the regional centers and the business advisor’s view of small business clients around the State.

The Advisory Boardxe "Statewide Advisory Board" is composed of the Chairs of the Advisory Board at campuses that host SBDC Regional Centers, plus designated ex-officio members and members-at-large.  With the exception of certain ex-officio members, all are or have been private business executives. 
	Utah SBDC Advisory Board Membership

	Gary Anderson

Hillyard Anderson & Olsen

Attorney at Law

Logan
	
	 NEXT Ron Atencio

Street Magazine
Owner

Ogden
	
	 NEXT  Tom Shaw

Bank of Utah/Yogurt Factory 

Brigham City 

	 NEXT Jason Caldwell

Net Endeavor
Vice President, Engineering

Pleasant Grove


	
	Rick Wheeler

Utah Applied Technology College 

President

Ephraim
	
	 NEXT Alison Chuntz

Alison’s Pantry

Owner

Pleasant Grove

	 NEXT Bart Davis

B&K Solutions
President

Midvale


	
	 NEXT Suzanne Dean

Sanpete Messenger
Publisher

Manti
	
	 NEXT Beverly Evans

GOED

Director of Development

Roosevelt

	Aaron Kaslow

U.S. Bank

Director Small Business 

Division

Salt Lake City
	
	 NEXT John Gygi

SBA

Staff Attorney & SBDC Project Officer

Salt Lake City
	
	David Hardman

Ogden/Weber Chamber of Commerce

President & CEO

Ogden

	Andrew Mingle

Asst. Director of Development

Salt Lake Community College

Salt Lake City
	
	 NEXT Fred Jaeger

Affiliated Management

President

Tropic
	
	 NEXT Louis Sansevero

Retired

Ferron

	Ned Maxfield

Utah Angel Network

President and COO

Salt Lake City  NEXT 
	
	Kathy Ricci

Utah Micro-enterprise Loan Fund

Executive Director

Salt Lake City
	
	 NEXT Cindy Roberts

Cache Chamber of Commerce
COO

Logan

	Stanley Nakano

SBA
District Director

Salt Lake City


	
	Jason Perry

Director

Utah Govern NEXT ors Office of Economic Development
	
	


Network Communication 

The SBDC has several communication mechanisms used to disseminate and share information throughout the network. 

Utah SBDC SharePoint site - Data is stored and maintained at a secure SharePoint site.
The administrative information contained on the Internal Web sitexe "Internal Web site" is available to all staff at all the centers. The site is accessible at https://partner.slcc.edu/sites/UtahSBDC/default.aspx  A User Name and Password are required for entry.  Should either of these be forgotten, the Lead Center at 801-957-5240. 
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Appendix

Utah SBDC Participating Campuses

Salt Lake Community College – System Administration (Host, Lead Office and statewide program)

	Lead Center – Salt Lake Community College

Greg Panichello - State Director
9750 South 300 West - LHM 
Salt Lake City, UT 84070 - View Map
Phone: 801-957-3481

Email: 
greg.panichello
@
slcc.edu

	Blanding - College of Eastern Utah: San Juan

Bill Olderog - Director
639 West 100 South 
Blanding, UT 84511 - View Map
Phone: 435-678-8102

Email: 
billolderog
@
sjc.ceu.edu


	Cedar City – Southern Utah University
Craig Isom - Director
351 West University Blvd. 
Cedar City, UT 84720 - View Map
Phone: 435-586-5497

Email: 
isom
@
suu.edu

	Ephraim – Snow College
Alan Christensen - Director
345 West 100 North 
Ephraim, UT 84627 - View Map
Phone: 435-283-7376

Email: 
alan.christensen
@
snow.edu


	Kaysville – Davis Applied Technology College

Brent Meikle – Director

450 S Simons Way #202 (550 E 300 S)
Kaysville, UT 84037 

Phone: 801-593-2202

Email: 
brent.meikle@datc.edu 


	Logan – Utah State College: Logan

Frank Prante - Director
1300 East 700 North #124 
Logan, UT 84322 - View Map
Phone: 435 797 2277

Email: 
fprante
@
ext.usu.edu


	Moab – College of Eastern Utah Satellite
Buddy Redd - Director
217 East Center Suite 250 
Moab, UT 84532 - View Map
Phone: 435-678-3341 (cell)

Email: 
brentredd
@
sjc.ceu.edu

	Ogden – Weber State University

Beverly King - Director
3806 University Circle 
Ogden, UT 84408 - View Map
Phone: 801-626-7232

Email: 
bking1
@
weber.edu


	Orem – Utah Valley University

Ken Fakler – Managing Director
1410 West 1200 South 
Orem, UT 84058 - View Map
Phone: 801-863-8230

Email: 
faklerke
@
uvsc.edu

	Price – College of Eastern Utah

Ethan Migliori - Director
375 South Carbon Ave. 
Price, UT 84501 - View Map
Phone: (435) 613 1438 ext. 450

Email: 
ethan.migliori
@
ceu.edu


	Richfield – Snow College

Keith Church - Assistant Director
800 West 200 South, Room 155W
Richfield, UT 84701 - View Map
Phone: 435-893-2252

Email: 
Keith.Church
@
snow.edu

	Sandy – Salt Lake Community College

Kevin Martin - Director
9750 South 300 West 
Sandy, UT 84070 - View Map
Phone: 801-957-4654

Email: 
kevin.martin@slcc.edu



	St George – Dixie State College

Len Erickson - Director
225 South 700 East 
St. George, UT 84770 - View Map
Phone: 435-652-7752

Email: 
ericksonl
@
dixie.edu

	Vernal – Utah State University

Mark Holmes – Director
1680 West Highway 40 
Vernal, UT 84078 - View Map
Phone: 435-789-6100

Email: 
markh
@
ext.usu.edu



Jobs Descriptions
Hiring the Right People and Managing Them Consistently

At the heart of every SBDC product and service are the talented, dedicated Directors, Assistant Directors, Business Advisors, Administrative Assistants, and others who have just one goal in mind: assisting small business owners and those who want to become small business owners.  SBDC employees are dedicated individuals who care tremendously about those clients with whom they work.  

The Lead Center and Regional Centers follow the human resource practices of their host institutions.  These policies will be very similar in most cases.  However, the job descriptions of the various network positions have been added to this section.   

Job Descriptions
The following sample job descriptions are provided as a basis for the recruitment of SBDC program personnel. The generic format of this information can be reconstituted for State, Research Foundation and campus recruitment procedures.

Regional Center Director

	Major Function 
	Provide leadership and management for a regional program that offers comprehensive business counseling, training, and referrals to other programs, private economic development organizations, and community resources. The regional director leverages partnerships, technology and human capital to maximize service delivery, capitalization and economic growth. The director is required to provide for one-on-one customized business counseling and various training courses that enable businesses to be more successful. The director will coordinate federal, state, host and community resources to promote the growth of the USBDC program, SBDC host organization and emerging and established small businesses throughout the region.   

	Essential Responsibilities and Duties 
	1. Develop strategies and managed the processes of expanding business services outreach for the Business Development Center.  


2. Develop strategic partnerships with public and private sectors. 

3. Secure continuation and expansion funding from public and private sectors by holding fund-raising events, coordinating grant opportunities and working with the State SBDC program to creating fund-raising programs. 

4. Act as one of the key SBDC liaison with general public, press/media by accepting public speaking assignments to government and community business leaders, community groups, appearing on TV and radio programs, writing educational articles for business magazines and networking with key leaders in the business community. 

5. Produce effective client-centered evaluations of training and counseling service by conducting yearly evaluations of counseling and training efforts to clients serviced by the Business Development Center. 

6. Serve as regional center representative on statewide SBDC advisory counsel. Initiate and coordinate new pilot programs with SBDC state director. 

7. Supervise the production of timely and accurate reports by subordinate directors and administrative assistant in the management and preparation of budget and performance reports. 

8. Maintain a pool of experts who can be called upon to provide necessary services to the center. Develop the expanded Business Development Center concept; recruit and train needed directors and counselors who can assist in providing the services of the Business Development center. 


9. Other duties as required.

	Job Qualifications - Education and Experience 
	a. Graduation from an accredited institution with a bachelors degree in business related field. 

b. Five years experience in small business development and administration, including demonstrated responsibilities in decision-making and budget preparation. Previous business management/ownership or consulting experience highly desirable. 

c. Three years experience in public relations, which demonstrates ability to interact with highly influential members of the business community. 

OR 

d. Additional appropriate education/training may be substituted on a two-for-one year basis for required work experience.   

	Job Qualifications - Knowledge and Skills 
	a. Experience in public speaking and confidential one-on-one counseling, quality business training and on- site consulting to business clients. 

b. Ability to supervise other Business Development Center personnel to ensure accountability and performance requirements. 

c. Advanced oral and written communications skills. 

d. Working knowledge of computer software programs including spreadsheets and database management. 

e. Demonstrated capacity to handle a wide range of development and training tasks. 

f. Ability to work well under pressure and to both implement and facilitate deadline achievement. 

g. Ability to make public appearances to promote center services. 

h. Ability to manage a multi-site program providing a variety of services and functions. 

i. Ability to manage personnel of various backgrounds and skill-sets. 

j. Ability to comply with federal, state and local policies, procedures, laws, and regulations.   


State Director

Position Purpose:


Plans, establishes and directs the operation of the Utah Small Business Development Center Program in accordance with applicable federal and state statutes, the Utah SBDC Program Cooperative Agreement, SLCC regulations, policies and procedures, and in close coordination with all involved state and local agencies.

Qualifications:


Bachelor’s degree required in a business-related field with emphasis in Marketing, financial management or business development.  Advanced degree in a business related discipline strongly preferred.  Knowledge of the full range of business management methods, practices and techniques.  Familiarity with Utah and its rapidly growing economy, particularly those aspects that impact small business development in both urban and rural environments.  Previous small business management/ownership or consulting experience highly desirable.  Well-developed understanding of grant management/funding agency requirements, including the various complex structures, procedures, audit requirements and legal liabilities associated.  Advanced oral and written communication skills.  Working knowledge of computer systems including networking, database design/management, and data integration from remote sites with various hardware/software system configurations.  Demonstrated capacity to handle the wide range of training and development tasks.  Ability to collect, analyze, interpret and utilize performance information for decision-making.  Ability to work well under pressure and to both implement and facilitate deadline achievement.  Demonstrated ability to be a creative, innovative and motivational leader able to develop, document and effectively communicate program goals to others.  Strong interpersonal skills including demonstrated competency as a program-marketing representative.  Capacity to act as an advocate of the USBDC Program with a wide range of audiences, including the State Legislature, individual elected representatives at various government levels, civic leaders, business owners, and educators throughout Utah’s systems of private and public education.

Essential Major Duties, Functions, and/or Accountabilities:  Indicate % of time spent.  List in order of importance.

10 Develops an effective strategic marketing plan for promoting Utah SBDC services statewide.  Utilized marketing resources and expertise available at SLCC and resident in other partner institutions or private contracts as necessary.

5 Works with the Program’s Executive Committee to appoint and effectively utilize an SBDC Advisory Board composed of educational, institutional, and small business leaders throughout Utah.

5 Assists the Utah Small business Advisory Board in the development of its meeting agendas and recommends to that body action items for its review, consideration, and vote.  Advises and keeps the board and its Executive Committee member’s current on all matters that affect the Utah SBDC Program.

5 Works with the Program’s Partners Committee to appoint and effectively utilize a Small Business Advisory Board composed of educational, institutional, and small business leaders throughout Utah.  Promulgate and execute policies and procedures for Utah SBDC Program operations to assure quality services are continually provided to the small business community through efficient internal program and regional Utah SBDC operations.

10 Develops and administers program budgets, utilizing institutional, state, federal, and private resources.  Established and maintains effective control of expenditures in accordance with contractual and budget requirements, and assures compliance of all program expenditures with applicable institutional and government audit procedures.

10 Develops an effective organization structure and recruits, trains, directs, and manages required staff personnel so as to achieve effective performance of approved USBDC Program plans and objectives.  Participates in the selection of new professional personnel to be employed by USBDC network subcontractors.

10 Conducts regular face-to-face, on-site performance reviews and training activities with regional SBDC directors and personnel.

10 Prepares and administers annual program plan that provides training, education and individual counseling through regional and special SBDC/s to small business owners/managers in basic business and technical management subjects, and to conduct related research studies into the needs and problems of Utah small business.

10 Develops effective relationships with institutional administrators and faculty, private sector business leaders, volunteer organizations, and government agencies at all levels, so as to secure participation of qualified personnel in the various training, counseling, and development programs throughout the Utah SBDC network.

15 Has direct responsibility for all other facets of the management, supervision and performance of the Utah SBDC Program as set forth in the Cooperative Agreement with the SBA.

10 Other Duties as Assigned.

Assistant State Director

POSITION PURPOSE:  

Work collaboratively with USBDC stake holders to implement funding contracts and meet the contract terms of all funding sources, comply with required rules and regulations, develop new state wide training programs and develop in support of the USBDC direct statewide marketing efforts, while ensuring compliance with all policies and practices of SLCC.

REPORTING RELATIONSHIP:


This position reports to the State Director of the USBDC.

PRINCIPLE DUTIES:
  Order of         % of

Importance   Time 
Duties

1
10
Collaboration with the USBDC State Director on behalf of the USBDC state office and regional centers, to ensure all funding contracts are executed on schedule (SBA, DCED, & sponsoring organizations like Zions Bank).  Requires working closely with SLCC development personnel, funding partners, USBDC regional directors, other stakeholders and the State Director.  This duty includes researching and developing applications for new grant/funding opportunities. This duty includes working closely with the State Director on legislator education efforts at the State and Federal levels. The USBDC state office is responsible for managing between $1.9 and $2.0 million per year, through 10 SBDC providing statewide services, with payroll and contract employment expenditures of approximately $1.2 million.

2 25
Develop and maintain appropriate performance and financial control reports to provide early warning if contract deliverables and controls are not being delivered. This includes staying current with federal and state rules and regulations related to the USBDC program. In addition to the specific contract terms, numerous federal, state and ASBDC rules and regulations that must be complied with. This position must stay current with the regulations and ensure the USBDC is complying with and meeting the SBDC minority outreach requirements, promotion of various federal programs including veterans. This duty is critical in meeting reporting and performance issues, and will include measuring productivity, i.e. “bang for the buck” assessments of the statewide program. Additional components of this task include coordinating and execution of audits at all regional centers for both program deliverables and fiscal control.  Audit issues also include coordinating the SBA, State of Utah and other funding provider audits.

3 20
Project manager for training initiatives for the USBDC program statewide. These initiatives include initial and further development of QuickStart, entrepreneurial training programs, “break-through” training, whether the training initiatives are live class offerings, web enhanced and/or web based. The USBDC will be developing a proprietary program including curriculum for deployment across the USBDC regional centers, to replace FastTrac and NxLevel programs. Training initiatives will also include the development of internal professional development programs for Directors, Counselors and Trainers to ensure a constant effort toward delivering improved products through the USBDC program. These training initiatives are needed by other state SBDC programs and when properly developed to include web enhanced and delivery options, will be marketed to the other state SBDC programs.
4 15 
Working in collaboration with the USBDC state director, regional USBDC centers, SLCC and other host institutions, funding partners, etc.; work to provide marketing focus and management to the process to ensure consistent training and counseling presence and offerings across Utah.  The primary goal is to provide constantly improving, client responsive services and training programs for the USBDC. The key to the USBDC program is applying the four P’s of marketing to the program and ensuring not only direction but also action by all regional USBDC centers.
5 15
Develop and maintain relationships with other federal and state organizations who provide services to small business. Examples include the Utah Department of Workforce Service, various economic development entities around the state, SCORE, WBC, etc. The focus of this duty is to ensure the USBDC regional centers and state office are working closely and in collaboration to achieve the highest level of service to the people and small businesses of Utah.
6 
15
Other responsibilities in support the USBDC, that are often self defined and directed.
STRENGTHS:
· Strong project management skills including project planning (scope and objectives), task planning and tracking, assessing effectiveness of projects and post project review.
· Strong organizational and business planning skills.
· Able to develop and implement key fiscal and performance management systems with appropriate internal checks and balances.
· Strong Organization skills
· Fiscal and performance auditing experience
· Strong personal and public communications skills.

MINIMUM QUALIFICATIONS:
Education:

A Master of Business Administration degree or a bachelors degree with 6+ years equivalent experience.

Experience:

Seven years experience in related efforts, reflecting continuously growing knowledge and experience in the work requirements of this position.







KNOWLEDGE, SKILLS

AND ABILITIES: 
The position requires detail knowledge of federal and state of Utah auditing and accounting standards, especially OMB A-21 - Cost Principles for Educational Institutions, and OMB A-87 - Cost Principles for State, Local and Indian Tribal Governments. As this position is a front line "watchdog" over the federal and state grant monies spend by not only Salt Lake Region and the State Office, but also each SBDC region around the state of Utah.



The position requires extensive use of analytical tools and requires strong understanding best practices in public agencies funded by federal and state grants. Capable of effectively utilizing software and communication software in the execution of this job is critical to the incumbents’ success.  




Strong written and oral communication skills as well as customer service skills.  




Position requires strong financial analysis skills and experience.




Candidate must be able to perform performance and fiscal audits in collaboration with various auditing entities.




Must demonstrate an active concern for meeting the needs of SBDC clients, stakeholders, staff, and the public.  
Finance and Performance Analyst

POSITION PURPOSE:  

Performance and financial reporting and tracking of the Utah Small Business Development Centers as part of the USBDC state office management team.

REPORTING RELATIONSHIP:

PRINCIPLE DUTIES:
  Order of         % of

Importance   Time
Duties

1
15
Primary responsibility for the Webcats, internet based/ statewide, management information system used by the Utah SBDC, including interaction with the system developers, staff training, and reporting requirements. Additionally, the position 

2
10
Work closely with the State Director and Assistant State Director as well as the SLCC grant management staff to monitor and ensure compliance with grant objectives and guidelines, including: maintaining grant required files and records, developing and generating expenditure reports, and monitoring revenue and expense. Contribute to the preparation for SBA, State of Utah and other audits and participate in the execution of audits at all the regional centers on both program deliverables and fiscal control.

3
20
Working with all regional centers and SLCC; plan for and  annual, quarterly and monthly scheduled reports for the Small Business Administration, Utah Department of Community and Economic Development the National Association of Small Business Development Centers (gather and track data; edit and produce reports.)

· SBA quarterly counseling and training reports

· SBA Semi-annual narrative report

· DBED performance reports
· Track submission of scheduled reports
· Monthly management tracking reports 
4             20            Develop, prepare, and maintain budgets for the USBDC.  Monitor and track expenditures of program budgets according to contract guidelines.  Prepare budget adjustments as necessary.  Prepare budget/cost projections and analyses; reconcile budgets periodically; prepare reports for other agencies and the state; close out budgets at the end of a contract.  

5
20
Provide support to Utah SBDCs, state and federal agencies, other small business service providers, SLCC staff, and potential SBDC clients. Contribute to the development and implementation of training and counseling programs and other projects.  As part of the USBDC State Office team, collaborate in organizing Quarterly Directors, State Advisory Council meetings and other events.

STRENGTHS:
· Ability to effectively manage projects (such as statewide meetings, produce and get revenue-generating products to market or customers)
· Effectively plans ahead (arrangements and materials for meetings, customer needs)
· Ability to learn new systems and successfully support them throughout the organization
· Organization skills
· Detail oriented
· Initiative – finds solution to uses, questions and problems
· Ability to interact effectively with staff & public, tact, courtesy
MINIMUM QUALIFICATIONS:
Education:

A bachelor’s degree with course work or training in accounting procedures, computer operations, office practices, business and marketing, or a related field is required.

Experience:

Two (2) or more years of office experience involving use of computers (including word processing and spreadsheets) and maintaining accounting programs, fiscal, and general office records is required.  Bilingual ability and/or multicultural experience are desirable. 








KNOWLEDGE, SKILLS

AND ABILITIES: 
Strong accounting and financial reporting skills, especially related to OMB A-21 - Cost Principles for Educational Institutions, and OMB A-87 - Cost Principles for State, Local and Indian Tribal Governments.



Possess strong written and oral communication skills as well as customer service skills.  Ability to develop and manage budgets as well as applied accounting practices to monitor and track expenditures of a program budget and prepare accurate and timely financial reports; ability to analyze financial data and develop recommendations regarding expenditures and budget development; ability to work independently and as a team member; ability to conduct research.  




Able to work under pressure, meet deadlines, take initiative to suggest and carry out functions that enhance or advance the work of the Network.  




Work requires excellent technology and software skills; proficiency in applications such as: Excel, Access, Word, PowerPoint, and PageMaker, management information systems, and experience with BANNER is desirable. Ability to learn fast and administrate computer and Internet based information systems is a must.
SBDC and Small Business Acronyms and Definitions

AOG – Association of Governments, are non-profit non-governmental agencies, primarily located in rural communities that aggressively work to develop their local economies by leveraging the relationships with governments and other resource partners.  Often they are effective at applying for and getting funds from federal EDA funds. In Utah, there are six regional territories served by individual AOG operations.
ASBDC – Association of Small Business Development Centers (our association of 63 programs around the country – mandated by congress), acting to lobby congress, help us work together and contracts with the SBA to perform and manage the accreditation process.
BIC - Business Information Center (SBAxe "SBA")
BizSmart – This internally developed online/live entrepreneur-training program; spearheaded by St George SBDC and leverages the counseling relationship at each center around the state to provide coaching through the 8-week entrepreneur-training course.  The class is offered more frequently than once per year (the norm for offering FastTrac in most rural communities around Utah). 

BA – Business Analyst, generally used for SBDC counselors.

CBA – Certified Business Analyst, a BA who has certified through the SBDC’s Professional Development & Certification Program.

CDBG - Community Development Block Grant administered by the US Government

CDC - 
Certified Development Company, Community Development Corporation both administered by the US Government

CFR - Code of Federal Regulations of the US Government

CPA - Certified Public Accountant

CPI - Consumer Price Index monitored by the US Government

Dashboard – Key’s to success will be the development of an assessment tool for defining priority owner/manager “dashboard” considerations.  Following the development of the assessment tool, will come efforts to build an automated interface to run daily (or weekly…).  This will be a key tool for facilitating a common approach to identifying the most important issues in a counseling relationship and will facility the client developing plans to address their priorities.

DLA – Defense Logistics Agency of the US Government
DED - Department of Economic Development of the US Government

DELTA - Defense Economic Loan and Technical Assistance Program administered by the US Government

DETA -xe "Defense Economic Transition Assistance (DETA)" Defense Economic Transition Assistance administered by the US Government

DHS - Department of Homeland Security of the US Government

DOD - US Department of Defense of the US Government

DOL - Department of Labor of the US Government

DOT - Department of Transportation of the State and the US Government

EAP - Employee Assistance Program

EDA – Economic Development Administration is a part of the US Department of Commerce.

EDCU – Economic Development Corporation of Utah
EDMIS - The SBA Entrepreneur Development Management Information System (EDMIS or EDMIS 2) is the second version of this database which is required to upload all counseling and training transactions.  The database includes extensive counseling activity and training data and demographics, but now personal identifier data. Additionally the system was implemented without the capacity to collect and report on economic impact of the program.

FEMA - Federal Emergency Management Agency of the US Government

FOIA -
Freedom of Information Act of the US Government

FR - Federal Register 

FY - Fiscal Year

GOED – Governor’s Office of Economic Development

GDP - Gross Domestic Product measured by the US Government

GMS -
Grants Management Specialist

GNP - Gross National Product measured by the US Government

HUBZone - Historically Underutilized Business Zone administered by the US Government

HUD - Housing and Urban Development of the US Government

IMPLAN – This is an economic development model at USU in Logan.  The model develops and computes extensive detailed economic impact of data derived from various sources (primarily employment) producing tax impacts and overall economic impact.

IDP – Individual Development Plan is a document required by each SBDC full time employee related to the next years’ professional development. The objectives of this program are filled through participation in the Professional Development & Certification Program (CBA).  

IDA - Industrial Development Agency of the US Government

IRS - Internal Revenue Service of the US Government

ITC - International Trade Center

LLC - Limited Liability Corporation (or Company)

LLP - Limited Liability Partnership

LowDoc - Low Documentation Loan (SBAxe "SBA")

MEP – Manufacturing Extension Partnership (Utah MEP program administered by UVSC)

MIS - Management Information System

MOU - Memorandum of Understanding

MTC - Manufacturing Technology Center

MWBE
 - Minority and Women-Owned Business Enterprises

NASE - National Association for the Self-Employed

NBA - National Business Association

NFIB - National Federation of Independent Business

NFTE - National Foundation for Teaching Entrepreneurship

NFWBO - National Foundation for Women Business Owners

NIST -
National Institute for Standards and Technology

NMBC
- National Minority Business Council

OMB -
US Office of Management and Budget of the US Government

OSBDC - Office of Small Business Development Centers

OSHA
- Occupational Safety and Health Administration of the US Government

PTAC – Purchasing Technical Assistance Centers are a DLA grant program administered and run by GOED.

PC - Professional Corporation

PCR - Procurement Center Representative

PPG -
Performance Partnership Grant

RF - Research Foundation

RFP - Request for Proposal

RIF - Reduction in Force

RLF - Revolving Loan Fund

ROI - Return on Investmentxe "Return on Investment"

xe "Brochures"
QDM – Quarterly Directors Meetings, actually only happen three times per year.

SBIR – Small Business Innovation Research grants from the Department of Defense.

SCORE – Senior Corp of Retired Executives, an SBA national volunteer counseling and training organization.

Site Visit/Review – Generally, centers are not audited because the requirements for a full audit are difficult to meet with the resources available. Instead, site visits and reviews are completed, which are often fairly detailed but not the full standards of an audit. 

StartSmart – A 1-2 hour beginning class used statewide to help clients learn what it takes to go into business. The course is taught in person, however an online versions is expected to be delivered soon.  

STTR – Small business Technology Transfer Program like the SBIR is a Department of Defense grant program.

SurveyStandard – The online survey tool used by the Utah SBDC to assess needs, client satisfaction, prepare for strategic plans, support local economic development efforts (i.e. help SBDC regions help their local chambers to find out what the community wants/needs…), etc.

SBAxe "SBA" - Small Business Administration of the US Government

SBDC - Small Business Development Center 

SBG - Surety Bond Guarantee

SBI - Small Business Institute of the SBAxe "SBA"
SBIC - Small Business Investment Companies

SBIR - Small Business Innovation Research

SDB - Small Disadvantaged Business

SEAPxe "Self-Employment Assistance Program (SEAP)" - Self-Employment Assistance Program

SIC - Standard Industrial Classification

SOHO
- Small Office/Home Office

SOP - 
Standard Operating Procedures

TAP – The military does Transition Assistance Programs for all service personnel leaving the military.

TQM - Total Quality Management

TQS - Training Quality System

UCC - Uniform Commercial Code
UDAG - Urban Development Action Grant of the US Government

UDC - 
Urban Development Corporation

USC - United States Code

UUU – University of Utah Utes!

VBAT - Veterans Business Assistance Team

VBOC - Veterans Business Outreach Center

VBOP - Veterans Business Opportunities Program

VESID - xe "New York State Office of Vocational Education Services for Individuals with Disabilities (VESID)"Vocational Educational Services for Individuals with Disabilities

Western EDGE – The Western Rural Development Center (or the WRDC is hosted by USU in Logan for the western states) is modeled after the Nebraska EDGE program with an emphasis on teaching rural community members the basics of entrepreneurship and how to help the community with economic development.

W2W - Welfare-to-Work

WBC -
Women’s Business Center of the SBAxe "SBA"
WTW - Welfare–to-Work

888 (SBA Form) – Management training report required for all training events performed by the SBDC’s and reported to the SBA

641 (SBA Form) – Client intake and “request for service” combine form and contract (required only once from each unique client in the life of the counseling relationship)

1062 (SBA Form) – Counseling report that is included as part III of the CATS counseling records (required for each contact with a client, now an automated process). Key implications are the counseling notes we must ensure are adequate to understand what a counselor has done.

2113 (SBA Form) – SBA form used to report semi-annually program income, expenses and carry-forward balances.

269 (SBA Form) – SBA form used to report federal and match activity semi-annually to the SBA
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