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[bookmark: _30j0zll]PREFACE
This Operations Manual is intended to help Minnesota Small Business Development Center (SBDC) members understand the SBDC and its operating environment and requirements of the program. The goal of this document is to provide a consistently and uniformly high level of client service throughout the SBDC network and to assure full compliance with the legal requirements that apply.
This manual is organized into two sections. The first section provides an overview of key elements of the SBDC program and documents state policy. The purpose of this section is to give users of this manual a basic understanding of each of those elements. The second section contains guides, manuals and reports that will aid the user in applying the operations manual concepts. Throughout the manual, legal and regulatory circulars are referenced, and they typically have hyperlinks to the documents located on the Internet. It is intended to serve as a reference for further study of policies or practices. While every effort is made to ensure all the hyperlinks are current and useful, the rapid pace of change on the Internet means hyperlinks change and are broken. Please inform the Lead Center when you find this situation so corrective action can be taken.
The Minnesota SBDC program places high value on positive relationships among its partners. To that end, the Lead Center relies on Regional Directors, in collaboration with the Lead Center, to assure that their Professional Business Consultants, staff and host institution support personnel understand program requirements. This manual is intended to assist Regional Directors in carrying out that responsibility.
This manual will only be available in electronic format on the MnSBDC shared drive, updated as necessary, and changes will be noted electronically to all regional centers. Regional Directors are responsible for assuring that their understanding of the manual is current and that all Professional Business Consultants and staff are made aware of any changes. Suggestions on improving this manual are welcome and should be directed to the Lead Center.





[bookmark: _1fob9te]1.  PROGRAM OVERVIEW
[bookmark: _3znysh7]1.1 MISSION
Helping Businesses Start, Grow and Succeed.[footnoteRef:2] [2:  Minnesota SBDC Statewide Strategic Plan – 2023-2025.  An electronic copy of the current Strategic Plan is posted on the MnSBDC shared drive.] 

[bookmark: _2et92p0]1.2 VISION
We will be recognized as the best technical assistance program in Minnesota, contributing to the success of the state's small businesses.[footnoteRef:3] [3:  Minnesota SBDC Statewide Strategic Plan – 2023-2025.  An electronic copy of the current Strategic Plan is posted on the MnSBDC shared drive.] 

[bookmark: _tyjcwt]1.3 BACKGROUND
Congress established the Small Business Development Center (SBDC) program in 1980 as Chapter 21 of the Small Business Act legislation.[footnoteRef:4] The SBDC program was intended to help strengthen existing and prospective small businesses by linking them with the knowledge and resources of the federal, state and local governments and the academic community through services delivered by the SBDC network. Congress envisioned that because of this assistance, small businesses would start up, have access to capital and other resources, improve their competitiveness, and contribute to the improvement of state and local economies. [4:  P.L. 96-302 (1980), codified as 15 United States Code §648 et seq.  .] 

The SBDC program is under the general management and oversight of the U.S. Small Business Administration (SBA)[footnoteRef:5]. Small Business Development Center programs exist in every state and in the District of Columbia, Puerto Rico, the Virgin Islands, Guam, the Commonwealth of the Northern Marianas islands and American Samoa. [5:  15 U.S.C. §648(a) (3)..] 

The SBDC program has a number of characteristics, defined in the law and program regulations, which shape the way services are delivered:
· A partnership exists between the U.S. Small Business Administration (SBA) and participating SBDCs in delivering services.[footnoteRef:6] The partnership concept stresses the equal participation of the parties in the operation of the SBDC. Financial partnering is specifically included as an SBDC characteristic.[footnoteRef:7] [Note that the term “partnership” does not mean the creation of a legal entity partnership.] [6:  15 U.S.C. §648(a) (3); 13 C.F.R. §130.100.  .]  [7:  15 U.S.C. §648(a) (4). ] 

· Services are delivered primarily through institutions of higher education. For any SBDC changing host institutions after December 31, 1990, the new host institution must be an institution of higher education.[footnoteRef:8] [8:  15 U.S.C. §648(a) (1). ] 

· Services are delivered as close as possible to clients and must meet local needs.[footnoteRef:9] [9:  15 U.S.C. §648(c) (2).http://bit.ly/bTG3ee] 

· SBDCs deliver both general and specialized services, and services targeted to special emphasis initiatives established by SBA.[footnoteRef:10] [10:  15 U.S.C. §648(c) (3).http://bit.ly/bTG3ee] 

· A nationwide accreditation process exists to assure quality in service delivery. This accreditation is conducted on behalf of the SBA by the Association of Small Business Development Centers (ASBDC). Effective September 30, 2000, a state SBDC must be accredited or obtain a waiver of accreditation from SBA to remain in the SBDC program.[footnoteRef:11]  [11:  15 U.S.C. §648(k) (3) (B).http://bit.ly/bTG3ee] 

[bookmark: _3dy6vkm]1.4 SBDC SERVICES
SBDCs offer one-on-one business management consulting, training on business management topics, loan packaging services, and access to business information to existing and prospective business owners and managers. Some centers offer additional, more specialized assistance such as technology assessments, assessments of management practices, strategic and succession planning and others as determined by client need. Legislation establishing the SBDC program outlines a number of services provided by SBDCs.[footnoteRef:12] The list of services that can be provided is supplemented by SBA in the annual Program Announcement.[footnoteRef:13] [12:  15 U.S.C. §648 (c) (3).http://bit.ly/bTG3ee]  [13:  2025 Small Business Development Centers Program Notice of Funding Opportunity, released Mid-Year 2024] 

[bookmark: _1t3h5sf]1.5 STRUCTURE OF THE SBDC PROGRAM IN MINNESOTA
In Minnesota, the State Department of Employment and Economic Development (DEED) has been designated by Minnesota statutes as the lead center for the SBDC program; and as such, DEED, through its authorized representative (i.e. State Director), has primary responsibility for administering SBDC program and providing administrative services and coordination for the SBDC network pursuant to a Cooperative Agreement with SBA.[footnoteRef:14] State office services include program development, program management, financial management, reports management, promotion and public relations, program assessment and evaluation, and internal quality control.[footnoteRef:15] Specific deliverables are established in the Cooperative Agreement, or contract, with the SBA. The Cooperative Agreement is negotiated annually with SBA based on a proposal submitted by DEED on behalf of the SBDC network.[footnoteRef:16] [14:  Minn. Stat. §116J.68 Subd.2 (m); 13 C.F.R. §130.610 and §130.330(b) . ]  [15:  13 C.F.R. §130.330(b); 13 C.F.R. 130.350(b).http://bit.ly/aAdkZM]  [16:  The current Cooperative Agreement is posted on the MnSBDC Intranet.  The proposal process is described in a later section of this manual.] 

Direct client services are delivered through a network of regional service centers. Regional centers are solicited by DEED for a three-year cycle. DEED contracts with regional center host partners on an annual basis to deliver services in their respective service areas consistent with the Cooperative Agreement. The contracts specify several deliverables related to the current goals of the program.
Regional center host partners designated an authorized representative (i.e. Regional Director) to provide regional program management, oversight and reporting. It is the responsibility of the Regional Director to determine how best to deliver services within their service areas, consistent with the statutory requirements of delivering services as close as possible to the small business community and meeting local business needs. Consulting services typically are delivered through a combination of sub-regional consulting centers, outreach locations, and circuit-riding consultant s who visit clients at their place of business or third-party location. Electronic consulting (telephone, e-mail, and consulting using video conferencing) may also be used. Training is delivered from physical locations and by distance learning options such as video conferencing and on-line offerings.
[bookmark: _4d34og8]1.6 TARGET MARKET
Because existing businesses offer the greatest potential for economic growth, MnSBDCs target their services to second-stage businesses (i.e. businesses already in-business), that point toward the greatest potential for high growth in revenue and employment. These second-stage businesses are beyond the start-up, survival stage in their business life cycle and are positioned for high growth within their respective industries.[footnoteRef:17] [17:   Minnesota SBDC Statewide Strategic Plan 2023-2025; an electronic copy of the current Strategic Plan is posted on the MnSBDC intranet.] 

With respect to regional differences, the network has established overall strategic goals in serving this market at a mix of 75% existing business clients, 20% Pre-Venture individuals and 5% Organizations. It is not the intention of the Minnesota SBDC network to discontinue or eliminate providing services to entrepreneurs or start-up businesses, but rather identify efficiencies in service delivery and work through its strategic partnerships to provide the greatest scope of services available to these groups for success.[footnoteRef:18]  [18:   Minnesota SBDC Statewide Strategic Plan 2023-2025; an electronic copy of the current Strategic Plan is posted on the MnSBDC intranet.] 

[bookmark: _2s8eyo1]1.7 FUNDING
Financial support of the SBDC program is provided by the SBA, DEED, participating SBDC regional service center host partners, and public and private network investors.
Federal funds are allocated through SBA according to a statutory formula based on population.[footnoteRef:19] By law, federal funds must be matched 100 percent, half of which must be cash and the balance being any combination of cash or in-kind (including indirect) contributions.[footnoteRef:20]  [19:  15 U.S.C. §648(a) (4) (C) (i).]  [20:  15 U.S.C. §648(a)(4)(A); 13 C.F.R. §130.450http://bit.ly/bu6EVp] 

Regional service center host partners are required to provide cash match funding at least equal to fifty percent of contract funding. The balance of additional match is comprised of indirect derived from approved and current indirect rate agreements or in-kind match that meets the requirements of the SBA. While host partners are expected to provide the full amount of indirect and required to provide for fifty-percent cash match funding, they are expected to raise cash match from other public and private organizations sharing the SBDC mission. Host partners are expected, however, to contribute or raise a significant proportion of the centers cash match requirement, e.g. 25 to 75 percent of the cash match total, and are solely responsible for seeking and acquiring the remaining proportion of funding. Regional directors are responsible for maintaining stakeholder relationships once established. The amount of cash match required from service centers is specified during the proposal process. Program income, uncompensated student labor, volunteer contributions from other SBA resource partners (e.g. SCORE), and other federal funds do not qualify as match.[footnoteRef:21] [21:  13 C.F.R. §130.450(e);  2025 Notice of Funding Opportunity 2.7] 

[bookmark: _17dp8vu]1.8 FEES FOR SBDC SERVICES
By law, SBDCs may not charge fees for consulting. Reasonable fees to cover costs may be charged for training and for services.[footnoteRef:22] [22:  15 U.S.C. §648(m); 13 C.F.R. §130.470; t] 

[bookmark: _3rdcrjn]1.9 SBDC NAME
The designation “Minnesota Small Business Development Center” must be part of the name of every SBDC organization within the SBDC network.[footnoteRef:23] Regional SBDC networks must use their regional designation (e.g. Northeast, Southwest, etc.) preceding “Minnesota Small Business Development Center”.[footnoteRef:24]  [23: . 2025 Notice of Award, 15. The current Notice of Award is posted on the MnSBDC Intranet.]  [24:  Grant Contract, Clause 31. An example grant contract is posted on the MnSBDC Intranet] 

[bookmark: _26in1rg]1.10 SBDC PERSONNEL
The proposal on which the Cooperative Agreement is based describes personnel that will be used to deliver SBDC services.
By federal law the lead center must have a full-time director.[footnoteRef:25] Responsibilities of the state director are established in the law, regulations governing the SBDC program, the Program Announcement and the Accreditation Standards. The regulations are explicit that “the SBDC Director has authority to control expenditures under the Lead Center’s budget”.[footnoteRef:26]  [25:  15 U.S.C. §648(c) (2) (A).]  [26:  15 U.S.C. §648(c) (2) (A); 13 C.F.R. §130.350(b); Notice of Funding Opportunity I & VIII.A.] 

State policy requires that regional SBDC directors be full-time employees of their respective host institutions.[footnoteRef:27] Selection of the state director requires a precursor review of candidate credentials by the SBA district office.[footnoteRef:28] All other personnel needs are determined by the director of the respective SBDC and are described in the center’s annual funding proposal.[footnoteRef:29] Regional directors determine personnel needs to meet the business needs of the region. [27:  Grant Contract, Clause I C. An example grant contract is posted on the MnSBDC Intranet]  [28:  13 C.F.R. §130.110; Cooperative Agreement 18. The current Cooperative Agreement is posted on the MnSBDC Intranet.]  [29:  13 C.F.R. §130.460(f).http://bit.ly/bu6EVp] 

Lead center staffing needs are determined by the state director. Lead center positions currently include the state director, an associate state director and an executive assistant. All are in the classified service of the State of Minnesota and are selected by following the State of Minnesota hiring process. 
Most regional centers have a staffing configuration that includes a full-time regional director and full-time program coordinator or associate regional director. Depending on the needs and budget of the region, consulting services within a regional office may be provided by staff consultants who are employees of the host partner institution, private sector Professional Business Consultants (PBC), students and volunteers. Regional centers follow their host institution’s policy with respect to recruiting, selecting and retaining personnel.[footnoteRef:30] All outside consultants must be selected following a competitive bidding process[footnoteRef:31] [30:  Grant Contract, 29. An example grant contract is posted on the MnSBDC Intranet]  [31:  Grant Contract, 29. An example grant contract is posted on the MnSBDC Intranet] 

SBDC regional directors are responsible for ensuring consultants and other staff members are qualified to perform the job. Written position descriptions for staff positions and outside consultants are strongly recommended. 
[bookmark: _lnxbz9]1.11 SBDC PARTNERS
The SBDC strategic plan places great value on partnerships as a way of strengthening and expanding SBDC services. Partnerships with the US SBA, state and local agencies, and the local small business community are encouraged by law.[footnoteRef:32] The role of many SBDC partners is outlined in law and regulations and is summarized in the annual Notice of Funding Opportunity. In general, the roles and responsibilities are: [32:  15 U.S.C. §648(c) (7).] 

The U.S. Small Business Administration, through the Associate Administrator for Small Business Development Centers, has primary oversight responsibility for the SBDC program.[footnoteRef:33] Located in Washington, D.C., the Office of Small Business Development Centers (OSBCD) issues the annual Notice of Funding Opportunity, determines the acceptability of annual proposals, issues the annual Cooperative Agreement, conducts biennial programmatic and financial examinations to assure federal funds are spent appropriately and in conformity with the law, makes and interprets policy; resolves disputes, and engages in other activities relevant to its mission and position within SBA. The Office of Small Business Development Centers consults with the Association of Small Business Development Centers over issues affecting the operation of the program, such as program regulations and definitions and the annual Notice of Funding Opportunity.[footnoteRef:34] [33:  15 U.S.C. §648(h) (2).]  [34:  15 U.S.C. §648(a) (3) (A); 130 C.F.R. §130.800;] 

The U.S. SBA district office, located in Minneapolis, is the primary local point of contact for the US SBA for the SBDC program. The District Director and SBDC Project Officer negotiate the annual Cooperative Agreement with the state director and monitor and oversee ongoing operations of the SBDC network.[footnoteRef:35] The state director and the project officer communicate frequently to assure that program funds are used effectively and in accordance with program regulations. [35:  Notice of Funding Opportunity 1.2http://bit.ly/bcPpSl] 

The lead center, located in the Minnesota Department of Employment and Economic Development (DEED), administers the SBDC program in the state. Activities include program development, program management, promotion and public relations, financial accounting and reports management, and internal quality control.[footnoteRef:36] The lead center negotiates the annual proposal with the US SBA district office before it is submitted to the US SBA Office of Small Business Development Centers.[footnoteRef:37] [36:  Notice of Funding Opportunity1.2.]  [37:  Notice of Funding Opportunity, 1.6http://bit.ly/bcPpSl] 

SBDC service centers include regional centers, which contract with the Department of Employment and Economic Development to deliver services in their respective geographic areas. SBDC service centers also include any sub-regional centers such as satellite locations and outreach sites designated by the regional center and accepted by the US SBA in the Cooperative Agreement. Service centers are responsible for operating the SBDC program in their service areas, promotion of the program, engaging in fund raising efforts to match the contract funds, maintenance of regional database information and participation in lead center organized strategic initiatives and meetings.[footnoteRef:38] [38:  Grant Contract, 2.1. An example grant contract is posted on the MnSBDC Intranet] 

The SBDC advisory board provides advice and counsel to the state director on matters pertaining to the operation of the SBDC. Each state SBDC network is required by law to have an advisory board.[footnoteRef:39] Service centers may, but are not required to, have an advisory board. At least half of the advisory board membership must be small business owners. In order to be representative of the entire state, the Minnesota SBDC advisory board strives to be comprised of one representative from each region.  [39:  15 U.S.C. §648(j) (1); 13 C.F.R. §130.360.] 

Regional strategic partners are organizations with which the regional office interacts to expand the availability of SBDC services. Regional strategic partners include the host partner institution in which the regional center or service center is located. Other regional partners are determined by the state and regional centers and may include economic development organizations, other colleges and universities, cities and counties, school districts, and other groups.
SBA partners are other organizations supported by the US SBA to assist the US SBA in its work. Examples include SCORE Association, Women’s Business Centers, Veterans Business Outreach Center (VBOC), and the U.S. Export Assistance Centers. SBDCs are expected to utilize the resources and expertise available through these SBA resource partners, and other federal and state government programs that are concerned with aiding small businesses, to enhance client service and minimize duplication.[footnoteRef:40] [40: 15 U.S.C. §648(c) (2).http://bit.ly/bTG3ee] 

In addition to the Small Business Development Center Network, the Minnesota Department of Employment and Economic Development (DEED) is also host for a few other business development service programs in the ‘Office of Small Business and Innovation’. For example, the Small Business Assistance Office (SBAO) serves as a point of contact, primarily by telephone, for persons with inquiries on state licensing, permit and regulatory questions. The SBAO also produces several business-related publications of which their flagship publication is the Guide to Starting a Business in Minnesota. In addition, the Minnesota Trade Office provides assistance to businesses looking to start or expand their global marketplace while the Minnesota WorkForce Centers offer services to link businesses with potential employees. 
The Association of Small Business Development Centers (ASBDC) is a national association to which all state SBDC programs belong. The ASBDC is authorized and recognized by law[footnoteRef:41] to pursue matters of common concern to SBDCs. SBA is directed to consult with the ASBDC concerning the development of the annual Notice of Funding Opportunity and regulations, and general operations and administration of the SBDC program. ASBDC also conducts the Accreditation program on behalf of SBA.[footnoteRef:42] [41:  15 U.S.C §648(a) (3) (A).http://bit.ly/bTG3ee]  [42:  15 U.S.C. §648(k) (2).] 

[bookmark: _35nkun2]1.12 RECOGNITION OF THE SBDC PARTNERSHIP PROGRAM
The MnSBDC program currently resides in the Office of Small Business and Innovation, together with other programs focused on serving small businesses.
MnSBDCs must recognize the partnership that exists between SBA and the SBDCs. Requirements include assurances that the SBA logo and the following acknowledgment of support statement are featured at the front of each SBDC office.[footnoteRef:43]  [43:  Program Terms and Conditions, point 17-Marketing. A copy of the Program Terms and Conditions is posted on the MnSBDC Intranet.] 

Funded in part through a Cooperative Agreement with the U.S. Small Business Administration, the Minnesota Department of Employment and Economic Development, and regional support partners. 
MnSBDCs must also assure that the SBA’s “Powered by SBA” logo and the following disclaimer statement appears prominently on SBDC websites. The SBA logo must be linked to www.sba.gov.[footnoteRef:44] [44:  Program Terms and Conditions, point 17-Marketing. A copy of the Program Terms and Conditions is posted on the MnSBDC Intranet.] 

“Funded (in part) through a Cooperative Agreement with the U.S. Small Business Administration. All opinions, conclusions and/or recommendations expressed are those of the author(s) and do not necessarily reflect the views of the SBA.” 
The MnSBDC logo and the above disclaimer statement must appear on all marketing materials and reports.[footnoteRef:45] Examples of placement in such materials are outlined in the MnSBDC Graphic Standards Manual.  [45:  Program Terms and Conditions, point 17-Marketing. A copy of the Program Terms and Conditions is posted on the MnSBDC Intranet.] 

The following financial disclaimer statement must appear on financial reports and pro forma statements.[footnoteRef:46] [46:  MnSBDC Graphic Standards Manual, page 12. A copy of the Graphic Standards Manual is posted on the MnSBDC Intranet.] 

“The MnSBDC has prepared the accompanying financial statement based on the information and assumptions provided by the management. Neither the SBDC nor its personnel are licensed by the State of Minnesota to practice public accounting and therefore express no opinion or any other form of assurance on the statements or underlying assumptions.”
The following disclaimer must appear on public-circulated marketing material such as flyers, brochures and reports. [footnoteRef:47] [47:  Program Terms and Conditions, point 17-Marketing. A copy of the Program Terms and Conditions is posted on the MnSBDC Intranet.] 

“Funded (in part) through a Cooperative Agreement with the U.S. Small Business Administration. All opinions, conclusions and/or recommendations expressed are those of the author(s) and do not necessarily reflect the views of the SBA. 
The grant contract with DEED requires that any publicity given to the SBDC program and any publications or services resulting from the grant contract identify DEED as a sponsoring agency.[footnoteRef:48] The grant contract also requires all SBDCs to comply with policies and guidelines of the SBA and the STATE regarding use of the SBDC brand. This includes but is not limited to prominent display of the SBA and Minnesota SBDC logos at the front of the regional office and any sub-regional service center offices. For sub-regional service center sites, where the facility is shared with other organizations, a sign indicating that it is a MnSBDC site is still required. Since sub-regional service center sites can serve multiple purposes and at multiple times, the Regional Director may at their discretion, and with the approval of the State Director, elect to display the sign only when MnSBDC Professional Business Consultants are engaged in consulting with clients at the sub-regional service center site. ; placement of the SBA and Minnesota SBDC logos and appropriate disclaimers on all SBDC web sites, publications, promotional pieces, informational brochures, training materials, reports and similar items.[footnoteRef:49] [48:  Grant Contract, point 31 SBDC Brand. An example grant contract is posted on the MnSBDC Intranet]  [49:  Grant Contract, point 31 SBDC Brand. An example grant contract is posted on the MnSBDC Intranet; MnSBDC Graphic Standards Manual. A copy of the Graphic Standards Manual is posted on the MnSBDC Intranet.
] 

[bookmark: _1ksv4uv]1.13 LAWS, REGULATIONS AND POLICIES GOVERNING THE SBDC PROGRAM
The SBDC program is subject to a hierarchy of laws, regulations, contractual obligations and policies. The most applicable are listed below. Unless otherwise noted, the most current version of each document is posted on the MnSBDC Intranet.
Federal Legislation establishing the SBDC program (Chapter 21 of the Small Business Act, 15 United States Code §648).
SBA Regulations governing the SBDC program (13 Code of Federal Regulations §130). These regulations address issues of program eligibility, operating requirements, program responsibilities, matching requirements, budget justification, and other information relating to program operations.
U.S. Office of Management and Budget Circulars. The federal government’s Office of Management and Budget (OMB) issues circulars that apply to all organizations that receive federal funds. These documents establish basic financial management principles for determining allowable cost and administrative requirements for recipients of federal funds. These are all listed in Code of Federal Regulations, Title 2 Grants and Agreements, Subtitle A – Office of Management and Budget Guidance for Grants and Agreements, Chapter II – OFFICE OF MANAGEMENT AND BUDGET GUDANCE (Parts 200-299).
The Cooperative Agreement between the US Small Business Administration and the Department of Employment and Economic Development. The Cooperative Agreement is negotiated annually, based on a proposal submitted by the lead center.
The annual Notice of Funding Opportunity issued by US SBA. The Notice of Funding Opportunity solicits proposals to operate the SBDC program, establishes minimum standards that must be met by recipients, and provides the forms and other materials for submitting a proposal.
The annual Funding Proposal is submitted by DEED to US SBA. The proposal is incorporated by reference into the Cooperative Agreement. Accordingly, the milestones and other planned deliverables contained in the proposal are binding on the SBDC network.
The annual Grant Contract between DEED and the regional center. The grant contract specifies deliverables for the program year. It incorporates by reference the Cooperative Agreement and all of the laws, regulations and policies applicable to the SBDC program.
US SBA Policies adopted from time to time (Pertinent policies are posted on the MnSBDC Intranet).
Applicable Minnesota Law (Pertinent laws are posted on the MnSBDC Intranet or by consulting the appropriate statute books).
Minnesota SBDC Policies adopted from time to time by the network.


[bookmark: _44sinio]2.  Service Centers
[bookmark: _2jxsxqh]2.1 SERVICE DELIVERY
SBDC services are delivered through a network of service centers. The lead center, located in the Department of Employment and Economic Development, administers the SBDC program. Service centers, located throughout the state, provide direct service to clients. Service centers include regional centers and sub-regional centers. Regional centers contract with DEED to deliver services in their respective geographic areas. Sub-regional centers, also called outreach sites, consulting centers, sub-centers, or satellites, contract with regional centers to deliver services. Congress has directed that SBDC services be provided as close as possible and is readily accessible to small businesses.[footnoteRef:50] Regional centers take this direction into consideration when determining where to locate sub-regional centers. [50:  15 U.S.C. §648(c) (2); 13 C.F.R. §130.320(a).http://bit.ly/aAdkZM] 

The state has considerable flexibility in determining the best organizational structure to meet local needs. The state’s organizational structure is proposed to SBA through the annual proposal process. If acceptable, the proposed structure is approved by SBA in the Cooperative Agreement.[footnoteRef:51] [51:  130 C.F.R. §130.320(b).http://bit.ly/aAdkZM] 

It is recognized that each regional center has a unique combination of resources, sponsors and clients, and therefore is unique in its delivery of SBDC services. The Minnesota SBDC network values and respects regional differences and offers flexibility in organizational structure and service offerings to regional centers to the extent possible within regulatory constraints and the networks strategic plan. To maintain a consistent level of service quality, however, all regional centers must meet certain minimum standards. These standards are summarized in this section. Detailed information is available in the source documents cited and posted on the internet. [footnoteRef:52] [52: Operating standards for the lead center are found in the legislation establishing the SBDC program (15 U.S.C §648), regulations governing the SBDC program (see especially, 13 C.F.R. §130.330), in the current Notice of Funding Opportunity, the Cooperative Agreement and Terms and Conditions.  All these documents are posted on the MnSBDC Intranet and many of them are hyperlinked in this document.  The regulations, Notice of Funding Opportunity and Cooperative Agreement contain most of the specific requirements for service centers.] 

[bookmark: _z337ya]2.2 SERVICE CENTER DEFINITION
SBDC service providers are SBDC network participants, including the lead center, regional centers, sub-regional centers, and any other entity authorized by the lead center to perform SBDC services.[footnoteRef:53] Entities are authorized by the lead center to perform SBDC services when SBA, in the Cooperative Agreement, accepts the proposal identifying those entities. New service centers may be established during the year. Requests for approval should be sent by the regional center to the lead center. [53:  13 C.F.R. §130.110.] 

[bookmark: _3j2qqm3]2.3 SELECTION OF REGIONAL SERVICE CENTERS
Regional service centers are selected on a competitive basis once every three years which may be extended to five years in the future The lead center publishes a Request for Proposals (RFP) in the State Register and distributes the RFP to qualified organizations. Regional centers are selected based on the proposing organization’s ability to deliver a regional business development assistance program and responsiveness to the RFP. Existing regional centers are eligible to submit proposals, but the selection of existing entities is not guaranteed.
[bookmark: _1y810tw]2.4 SERVICE CENTER RELATIONSHIP WITH DEED
Regional service centers enter into an annual contract with DEED to deliver services in their respective geographic area. Sub-regional service centers enter into an agreement with regional centers to deliver SBDC services. Such agreements should be in writing, specify deliverables, and be executed annually. 
[bookmark: _4i7ojhp]2.5 SERVICE CENTER OPERATING REQUIREMENTS
Service center operating requirements are defined by federal regulation, the Notice of Funding Opportunity, the Cooperative Agreement, Terms and Conditions and Minnesota SBDC policy. Some of the key operating requirements are listed below. Details are provided in the applicable documents, which are posted on the MnSBDC Intranet.
[bookmark: _2xcytpi]2.5.1 Separate Entity
An SBDC service center should be recognizable as a separate entity from its host institution. This can be accomplished by clear signage, using the Minnesota SBDC name when answering the telephone, and encouraging Professional Business Consultants to make it clear to clients that services are being provided by the Minnesota SBDC.
SBA requires that the designation “Small Business Development Center” be part of the name of every SBDC organization within the SBDC network.[footnoteRef:54] [54:  Cooperative Agreement, 13.m The current Cooperative Agreement is posted on the MnSBDC Intranet.; Notice of Funding Opportunity, VIII.A.IIIhttp://bit.ly/bcPpSl] 

[bookmark: _1ci93xb]2.5.2 Staffing
Regional service centers must have a full-time director.[footnoteRef:55] Additionally, the regional center must provide adequate support staff to meet all administrative and record keeping requirements. The regional director determines the staffing (personnel and consultants) needs to operate the SBDC program and deliver services in a timely manner in the region. [55:  Grant Contract, Clause I.I. An example grant contract is posted on the MnSBDC Intranet] 

Selection of the regional director must be approved by the State Director. 
Staff personnel should be recruited and selected following the host institution’s established process. Compensation should be based on the level of responsibility and should be comparable to salaries for similar positions in the area served by the SBDC. Recruitment and salary should conform to the policy of the host institution.[footnoteRef:56] [56:  13 C.F.R. §130.460(f).http://bit.ly/aAdkZM] 

Outside consultants should be recruited and selected through a competitive process, using the host institution’s process if there is one. If the host institution does not have an established competitive process for selecting consultants, the SBDC may use a reasonable process that results in full and open competition. A competitive process should be used regardless of the dollar amount of the consultant contract.
SBDCs are directed by law to utilize small business vendors in providing services.[footnoteRef:57] [57:  15 U.S.C. §648(c) (5).http://bit.ly/bTG3ee] 

[bookmark: _3whwml4]2.5.3 Services and Deliverables
SBDC services are outlined in the federal law establishing the SBDC program.[footnoteRef:58] In Minnesota, SBDC core services are consulting, training, and access to information. The primary consulting areas historically requested by clients are business planning, financial analysis and loan packaging, and marketing. [58:  15 U.S.C. §648(c) (2); 15 U.S.C. §648(c) (3); 13 C.F.R. §130.340.] 

By law SBDCs are prohibited from charging fees for consulting.[footnoteRef:59] Loan packaging is considered core consulting. SBDCs may, and are encouraged to, charge fees for training and specialized services, to cover direct costs of providing those services.[footnoteRef:60] [59:  15 U.S.C. §648(m).http://bit.ly/bTG3ee]  [60:  13 C.F.R. §130.450.] 

SBDCs are expected to tailor their services to the needs of small businesses in their service area. To assist in determining those needs, the lead center conducts periodic needs assessments. The results of the needs assessments should be considered in designing program offerings. Regional centers are expected to establish supportive methods of monitoring the development needs of the regional business community. 
Regional service contracts specify several deliverables related to the current goals of the program. The contract imposes monetary sanctions for failure to meet deliverables.[footnoteRef:61] [61:  Grant Contract, Clause II.B.2. An example grant contract is posted on the MnSBDC Intranet.] 

Regional centers are expected to market the SBDC program in the service area; work to advance the goals and priorities of the SBDC strategic plan; build local collaborations and secure local support to meet matching contribution requirements and address local needs that cannot be met with federal and state resources; secure qualified program personnel and consultants; participate in the strategic planning process; adequately train program personnel; participate in lead center organized professional development opportunities; monitor regional center database information; follow standardized operational and procedural requirements established by SBA and DEED for the SBDC network, and otherwise respond to reasonable requests by SBA and the state to further the goals of the Minnesota SBDC program.[footnoteRef:62] [62:  Grant Contract, Clause I. An example grant contract is posted on the MnSBDC Intranet.] 

[bookmark: _2bn6wsx]2.5.4 Disaster Plans
All SBDCs must have disaster operations plans to assure delivery of services to small businesses in their area of operations should a disaster occur. Disaster plans must be coordinated with host institution disaster plans and must be included in the institutional disaster strategy. Disaster plans must be kept on file and available for review by SBA officials. Plans should be reviewed annually by the center directors and updated as needed. SBDCs individually, and in cooperation with SBA and other federal agencies and state and local entities are encouraged to provide disaster recovery assistance to support impacted small businesses in their service area.[footnoteRef:63] The disaster operations plan is posted on the MnSBDC Shared Drive. [63:  Notice of Funding Opportunity, VIII.A.VI.  The SBDC network has developed a statewide disaster plan to supplement local plans.  The statewide plan and local plans are to be kept on file at regional and sub-regional SBDC offices.  A copy of the statewide disaster plan can be found in the Statewide Policies section of this manual.] 


Recognizing the importance of timely funding for disaster assistance, the Minnesota SBDC program has reserved up to 2% of Lead Center operating funds (if sufficient funds are available) for the provision of disaster assistance during the program year. These funds are flexible, in that they automatically may be deployed for disaster assistance in the event of a disaster with the approval of the State Director at the recommendation of the Regional Director. [footnoteRef:64] [64:  This approach is dependent on budget funds available and in line with an agreement made with the SBA Program Coordinator in 2017.Only ] 

[bookmark: _qsh70q]2.5.5 Facilities
SBDCs must provide all facilities and materials necessary to operate an SBDC program.[footnoteRef:65] All members of the SBDC network must prominently display the SBA logo, the MnSBDC logo and acknowledgement of support statement at the front of each office as outlined in the MnSBDC Graphic Standards Manual.[footnoteRef:66] Office space should be sufficient to perform SBDC responsibilities. Adequate space for offices, files, library resources, and computer and photocopy equipment should be available. Areas used for client consulting should be adequate to protect client confidentiality. All digital devices accessing client data must be password protected and appropriately protected with anti-virus software.  Only center personnel and network members who have received training and signed the code of conduct form may have access to client files. [65:  Grant Contract, Clause I. An example grant contract is posted on the MnSBDC Intranet.]  [66:  Grant Contract, Clause XVIII.K An example grant contract is posted on the MnSBDC Intranet; Program Announcement, VIII.A.IV, MnSBDC Graphic Standards Manual. A copy of the Graphic Standards Manual is posted on the MnSBDC Intranet.] 

[bookmark: _3as4poj]2.5.6 Accessibility
SBDC services must be provided as close as possible and accessible to small businesses in the service area.[footnoteRef:67] As a matter of practice, SBDCs should strive to assure that clients do not have to travel more than an hour to receive services. Centers can meet this standard by placing consulting centers or outreach locations in population centers within the region, meeting with clients at their place of business, and using electronic media. [67:  15 U.S.C. §648(c) (2); 13 C.F.R. 130.320(a).http://bit.ly/aAdkZM] 

Adequate signage and convenient parking should be provided to facilitate access for all clients. As a practical consideration, a minimum of two dedicated parking spaces should be available at each consulting site unless the costs to maintain spaces that are not in regular use outweigh the benefits.
In compliance with federal and state civil and human rights laws,[footnoteRef:68] SBDC services are available to existing and prospective small business owners without discrimination as to race, gender, color, creed, religion, disability, national origin, marital status or sexual orientation. Upon request, service centers must make arrangements to reasonably accommodate persons with disabilities.[footnoteRef:69] [68:  Federal laws include but are not limited to Title VI of the Civil Rights Act of 1974 (P.L. 88-352) which prohibits discrimination on the basis of race, color or national origin; Title IX of the Education Amendments of 1972 (20 U.S.C. §§1681-1683 and 1685-1686) which prohibits discrimination on the basis of sex; Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. §794) which prohibits discrimination on the basis of disability, and the Age Discrimination Act of 1975 (42 U.S.C. §§6101-6107) which prohibits discrimination on the basis of age.  State laws include the Minnesota Human Rights Act, Minnesota Statutes Chapter 363.  Minnesota law generally prohibits discrimination on the basis of age, race, color, creed, religion, disability, national origin, marital status, sexual orientation, or gender.]  [69:  13 C.F.R. §130.330(e); Notice of Funding Opportunity VIII.A.VI.] 

[bookmark: _1pxezwc]2.5.7 Hours of Operation
The lead center and all service centers must operate on at least a 40-hour a week basis and must be open when and where possible to meet the needs of their clients.[footnoteRef:70] SBDCs should be open during the normal business hours of their host institution. Emergency closures must be reported to the lead center as soon as feasible, and no later than 10 days after the closure. [70:  13 C.F.R. § 130.330(c); Notice of Funding Opportunity VIII.B.I.http://bit.ly/bcPpSl] 


When a client cannot meet during normal working hours, an appointment should be scheduled to accommodate the client, including at night or on a weekend. The use of electronic consulting and distance learning to expand the availability of SBDC services is encouraged.
[bookmark: _49x2ik5]2.5.8 CRM System (Neoserra)
The SBDC network uses Neoserra as its customer relationship management (CRM) system (a product of Outreach Systems). Neoserra is the Internet-based secure site application. Regional centers enter all clients, consulting, and training seminar information into Neoserra. Because Neoserra is Internet-based, the lead center has real-time access to the database for program monitoring, preparation of statewide reports and other program management purposes. Through permissions arranged by the database administrator in the lead center, regional center directors and program personnel likewise have access to Neoserra for data entry and local program management.
The cost of Neoserra licensing is paid by the lead center. Online support is available on the Neoserra site under the ‘Help’ selection in the form of pre-recorded webinars and on-going live webinars. In addition, helpful ‘Frequently Asked Questions’ (FAQ) help to get a new user up to speed quickly, also under the ‘Help’ section in Neoserra. Supportive training on use of the system is available as needed through the lead center. 
Regional centers are expected to make timely entries in Neoserra and ensure accuracy of regional data. All regional center activity including consulting sessions, investment sessions and milestones must be recorded in Neoserra by the 14th of the month following the close of the preceding month, e.g. all January activity must be added by February 14th. Consulting session entries should not be grouped, rather, distinctive sessions should be entered for consulting or preparation activity that occurred on different days. All regional centers must monitor the entry and accuracy of the activity information and data entered by their center network members. At a minimum, regional centers must review and perform database cleanup operations by the 15th of the month that contains quarter-end reports: April 15, July 15, October 15 and January 15.
Further information on MnSBDC Neoserra entry policy is provided in the MnSBDC Network User Neoserra User Guide and the MnSBDC Database Review and Cleanup Procedure Guide that can be found on the MnSBDC Shared Drive
[bookmark: _2p2csry]2.5.9 Code of Conduct
All SBDC personnel are required to comply with the SBDC Code of Conduct (e.g. Conflict of Interest) policy.[footnoteRef:71] Regional directors are responsible for obtaining a signed COI forms from all SBDC employees, instructors, students, volunteers, host agency and outreach center staff and professional business consultants who provide consultation services (direct or indirect) or have access to client information or files. The COI must be signed prior to having access to client data or engaging in client consulting. A COI form must be signed by all personnel once per program year and the regional center director must provide a copy of the signature page to the lead center within ten days of being executed. [71:  The Code of Ethics is posted on the MnSBDC Intranet. The Code of Ethics is posted on the MnSBDC Intranet.] 

[bookmark: _147n2zr]2.5.10 Debarment Certification
All SBDC personnel are required to be certified that either they, or the undersigned organization, are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in the SBDC program by any federal department or agency. Regional directors are responsible for obtaining a signed Debarment Certification[footnoteRef:72] form from all private consultants and volunteer consultants prior to engaging in client consulting. A Debarment Certification form must be signed by all professional business consultants and volunteer consultants once per program year and the regional center must provide a copy of all signed forms to the lead center within ten days of signature by posting on the MnSBDC Shared Drive. A Debarment Certification form must be signed by the signature authority of the regional center and submitted to the lead center within ten days of signature, once per program year. The signed form is inclusive of regional center personnel of the host institution, (e.g., regional directors, regional coordinators, employees, consultants and student workers). [72:  13 C.F.R. §145. The Debarment Certification is posted on the MnSBDC Intranet. ] 

[bookmark: _3o7alnk]2.5.11 Data Practices
SBDCs are expected to comply with the Code of Federal Regulations, Minnesota Data Practices Act and with the terms of the Cooperative Agreement concerning the collection, retention, use and release of data on individuals and individual businesses.[footnoteRef:73] In general, the Code of Federal Regulations states that SBDCs may not disclose the name address or telephone number of any small business receiving assistance from the SBDC.[footnoteRef:74] The Data Practices Act states that all data collected by a public agency (and contractors of public agencies) is public unless classified otherwise by law. These regulations are very complex, and legal questions concerning the relationship of the Data Practices Act and SBA requirements have not been fully resolved. Accordingly, when an SBDC receives a request for information under the Minnesota Data Practices Act or the federal Freedom of Information Act, the regional director should contact the state director for advice on how to proceed. In many cases, legal consult for the host institution also will be involved in the discussion and decision. [73:  Grant Contract, Clause XI. An example grant contract is posted on the MnSBDC Intranet.]  [74:   15 U.S.C. §648(a) (7) (a).] 

Note that while clients may have access to their file notes on Neoserra when this information is requested by the client, the State Director should immediately be contacted since requesting this information is highly unusual and usually revolves around other issues such as legal matters. A careful plan for release of this information must be agreed upon with State Director once all context in the matter is fully understood.
[bookmark: _23ckvvd]2.5.12 Library Resources
Legislation establishing the SBDC program requires SBDCs to provide and maintain access to information through a variety of mediums that contains current information and statistical data needed by small businesses.[footnoteRef:75] The SBDC also must maintain current information concerning federal, state and local regulations that affect small businesses.[footnoteRef:76] The Lead Center currently maintains access to two paid database sources, Bizminer and Vertical IQ, that provides useful information for consultants to use with clients. In addition, the public library maintains data sources that can be tapped for additional information. [75:  15 U.S.C. §648(c) (3) (J).http://bit.ly/bTG3ee]  [76:  15 U.S.C. §648(c) (3) (H).http://bit.ly/bTG3ee] 

[bookmark: _ihv636]2.5.13 Resource Development
SBDCs are expected to form local partnerships and collaborations and engage in fundraising to develop resources to meet client needs that cannot be met with SBDC program funds. SBA must approve all contracts, grants and cooperative agreements lead centers enter into with other federal agencies, either individually or as part of a joint effort with other entities.[footnoteRef:77] The lead center must obtain this approval before applying for the federal funds. The lead center must demonstrate that performance of the agreement will assist small business concerns without hindering the ability of the lead center to operate the SBDC program as set forth in the Cooperative Agreement.[footnoteRef:78] [77:  15 U.S.C. §648(a) (5) (b).http://bit.ly/bTG3ee]  [78:  Cooperative Agreement, 2.d. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

[bookmark: _32hioqz]2.5.14 Lobbying Restrictions
SBDCs are prohibited by law[footnoteRef:79] and, for regional centers the grant contract[footnoteRef:80], from using federal funds to pay any person to influence or attempt to influence persons in the federal executive or legislative branches in connection with a specific contract, grant, or other covered federal transaction. SBDCs must disclose to SBA the use of non-federal funds to pay any person to influence or attempt to influence the federal government in connection with the cooperative agreement. Further guidance is available from the lead center. [79:  31 U.S.C §1352; ]  [80:  Grant Contract, point 28 Restriction on Lobbying. An example grant contract is posted on the MnSBDC Intranet.] 

[bookmark: _1hmsyys]2.6 REPORTS AND RECORD KEEPING
Reporting schedules and forms to comply with SBA requirements are developed by the lead center and communicated to regional centers through the MnSBDC Shared Drive. Reports of consulting, training and investment session activities are submitted by DEED to SBA quarterly and are prepared from entries in the Neoserra database. Other periodic reports submitted by DEED include a semi-annual and annual narrative performance reports, semi-annual and annual financial reports, and programmatic and financial review reports.
SBDCs are expected to maintain complete and accurate records and supporting documentation to facilitate thorough financial and program audits.[footnoteRef:81] These include consulting records, training records, client evaluations, and financial records sufficient to support a financial audit. [81:  13 C.F.R. §130.820; Cooperative Agreement, 5 the current Cooperative Agreement is posted on the MnSBDC Intranet.; Grant Contract, Clause I.L. An example grant contract is posted on the MnSBDC Intranet.] 

Records must be kept a minimum of three years following the date the final expenditure report is submitted, or three years following the conclusion of an audit, whichever is longer.[footnoteRef:82] If the host institution has a longer record retention policy, the host institution policy should be followed. [82:  13 C.F.R. §143.42(b); Cooperative Agreement, 5.h The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

[bookmark: _41mghml]2.7 EXAMINATIONS, AUDITS AND ACCREDITATION
SBA may make programmatic and financial review visits to any SBDC service provider to inspect records and client files, and to analyze and assess SBDC activities.[footnoteRef:83] SBA is required by law to conduct a biennial programmatic and a financial examination of each SBDC.[footnoteRef:84] All SBDCs must participate in this examination.[footnoteRef:85] The examination is coordinated through the lead center. Service centers are subject to audit by SBA, DEED, the Minnesota Legislative Auditor, and any independent auditor designated by DEED.[footnoteRef:86] The Lead Center conducts an annual programmatic and financial review of all Service Centers. Centers also are expected to participate in the Accreditation review conducted on behalf of SBA by the Association of Small Business Development Centers every four to five years.[footnoteRef:87] Further information on examinations, audits and accreditation is posted on the MnSBDC Shared Drive. [83:  13 C.F.R. §130.810.]  [84:  15 U.S.C. §648(k) (1), 13 C.F.R. §130.810(b).http://bit.ly/aAdkZM]  [85:  Cooperative Agreement, Paragraph 13.j. The current Cooperative Agreement is posted on the MnSBDC Intranet.]  [86:  Grant Contract, Clause X. An example grant contract is posted on the MnSBDC Intranet.]  [87:  13 C.F.R. §130.810(c).http://bit.ly/aAdkZM] 

[bookmark: _2grqrue]2.8 CENTER STAFF ORIENTATION
To orient new center staff members and contracted consultants with the Minnesota SBDC network, the following reading resources are mandatory for review: Minnesota SBDC Operation Manual, Minnesota SBDC Strategic Plan and MnSBDC Network Member Neoserra User Guide. Upon completing the required reading, a review is scheduled within 1 week to review each document and ensure comprehension of key elements. Discussion should also include a review of network member resources[footnoteRef:88]; regional, state and national resource partners[footnoteRef:89]; MnSBDC network member professional development opportunities[footnoteRef:90]; and relevant local policy and procedures. An orientation day with the lead center should be scheduled for the new Regional Directors for further training.  [88:  Resources include SBDCNet available at http://sbdcnet.org; ]  [89:  SBA district office, SCORE, Women’s Business Centers, Association of Small Business Development Centers (ASBDC), Minnesota Small Business Assistance Office (SBAO), Business Service Specialist and local resources.]  [90:  MnSBDC Knowledge Exchange Program; ASBDC Fall meeting. Meeting information can be found online at  https://americassbdc.org/ .] 

As part of the orientation, staff members should sign the Code of Conduct form. Copies of the completed form must be uploaded to the shared drive within ten days of signature. A password and username must be obtained for the staff for member for access to Neoserra, and the MnSBDC Shared Drive by contacting the lead center. 

[bookmark: _vx1227]3.0 Consultants
The Minnesota SBDC has many excellent consultants, as demonstrated by the large number of clients who highly value their consulting experience. They are very satisfied with their consultant’s business and communication skills, timeliness, understanding of their business situation, and timeliness of response. 
Our core values are Quality, Inclusivity, Accountability, Innovation, Collaboration and Support.[footnoteRef:91] [91:  MnSBDC Strategic Plan, revised in 2023; an electronic copy of the current Strategic Plan is posted on the MnSBDC intranet.] 

[bookmark: _3fwokq0]3.1 DEFINITION
A professional business consultant is an employee, faculty member, private sector consultant, student or volunteer who is engaged by the SBDC to provide individual advice, guidance, or instruction to an existing or prospective business owner concerning the formation, management, financing or operation of a small business enterprise. SBDCs are encouraged to utilize all consulting resources available to them. As a general term, “professional business consultant” is preferred to “counselor” since the former defines and frames the relationship more precisely than the later term which has connotations of a health care relationship. Thus, “professional business consultant” (or PBC) should always be used in the MnSBDC in place of the term “counselor.”
[bookmark: _1v1yuxt]3.1.1 Employee Consultants
Employee consultants are individuals who are employed by the SBDC host institution. Employees may include host institution employees assigned to the SBDC and may also include faculty consultants.
[bookmark: _4f1mdlm]3.1.2 Faculty Members
Faculty members are employees of the host institution who are not specifically assigned to the SBDC, but who provide SBDC consulting services in addition to their teaching load. In keeping with the statutory policy of linking the small business community to resources available in colleges and universities, SBDCs are encouraged to utilize host institution faculty for SBDC consulting and training.
[bookmark: _2u6wntf]3.1.3 Private Sector Consultant
A private sector consultant is an individual who is self-employed or an employee of an entity other than the SBDC host institution. Private sector consultants are not SBDC employees. Private sector consultants typically are engaged on an hourly basis to provide consulting or other services to the SBDC. Private sector consultants broaden the range of specialized consulting available to SBDC clients. In keeping with the spirit of legislation establishing the SBDC program,[footnoteRef:92] the Minnesota SBDC utilizes many qualified private sector consultants for serving the development needs of its clients. All consultants should be in-state based to ensure they are part of the community they serve, best understand the nuances of Minnesota communities and have relationships to the community they serve. Exceptions to this policy is only made with the understanding and approval of the State Director. Due to data security concerns and the intent of the state-based SBDC program, in no situation may consultants be based outside the continental United States. [92:  15 U.S.C. §648(c) (5).http://bit.ly/bTG3ee] 

[bookmark: _19c6y18]3.1.4 Volunteers
Volunteer consultants are not compensated for performing SBDC services. Regional centers are encouraged to utilize qualified volunteers. Volunteers may be faculty or private sector consultants. Volunteers must meet the same standards as other SBDC personnel. As with all professional business consultants, regional directors are responsible for monitoring the work of volunteers to assure delivery of high-quality consulting. In appropriate cases, the value of volunteer time may be considered a matching contribution for the SBDC program. The section on financial issues discusses qualified matching contributions.
[bookmark: _3tbugp1]3.1.5 Students
The use of students in delivering SBDC services is encouraged. Students must be properly supervised to assure quality service, and the services they perform should be commensurate with their level of skill and expertise.
Undergraduate students should not serve as consultants. They may, however, support consultants by performing research, preparing pro forma financial reports, and engaging in other tasks to support the consultant. Student time spent supporting a specific consultant who is working with a specific client may be counted as preparation time for that client. Such time must be reasonable in relation to the consulting, and the file must document adequate supervision by the consultant.
Undergraduate student projects that are offered for academic credit do not count as SBDC cases or hours, except when the following criteria are met, and with the written approval of the State Director;
1. Educational hours are strictly separated from case hours, and are recorded and tracked separately in the CRM system, Neoserra, as ‘non administrative’ hours. Tracking both ‘Educational’ and ‘Case’ hours allows a review of the case to clearly indicate the two separate categories and determine the percentage of case hours compared to the total number of hours.
2. The case is led by a Professional Business Consultant or Regional Director with direct oversight and approval of all case hours by the Regional Director
3. The Regional Director is responsible for assuring the quality of all consulting provided.

Graduate students who are qualified by experience and expertise may serve as consultants, although a primary consultant or the regional director must supervise their work. Graduate student projects that are offered for academic credit may count as SBDC cases and hours if the quality of the consulting is comparable to that provided by professional consultants, preparation time is reasonable in relation to the consulting provided, and the service meets the SBA definition of consulting. An SBDC consultant or the regional director must adequately supervise the case. Regional directors are responsible for assuring the quality of all consulting provided.[footnoteRef:93] [93:  MnSBDC Strategic Plan, revised 2023; an electronic copy of the current Strategic Plan is posted on the MnSBDC intranet, Quality Control.] 

3.2 SELECTION OF CONSULTANTS
New SBDC contract consultants must be selected on a competitive basis unless the state director approves sole source selection.[footnoteRef:94] In some cases approval by SBA is also required.[footnoteRef:95] The host institution’s policy regarding competitive selection of consultants must be followed. In the absence of such a policy, or if the policy does not apply to the proposed selection, the regional center may utilize any reasonable process so long as it results in full and open competition.[footnoteRef:96]  [94:  Grant Contract. An example grant contract is posted on the MnSBDC Intranet.]  [95:  Prior SBA approval generally is required for all sole source procurements over $25,000.]  [96:  Grant Contract,. An example grant contract is posted on the MnSBDC Intranet.] 

Competitive selection applies to the recruitment and selection of new consultants. After a consultant is selected on a competitive basis, the SBDC may propose to continue using the consultant through the annual proposal process. After SBA approves the proposal by issuing the Cooperative Agreement, the regional center may continue using that consultant throughout the program year. All consultant selections must follow the latest federal micropurchase requirements even though the micro-purchase threshold increased from $10,000 to $15,000 on June 11, 2025.[footnoteRef:97] [97:  Federal Register - https://www.federalregister.gov/d/2024-27851] 


Regional Directors are responsible to ensure that all consultants hired, have the skills listed in the Core Competencies approved by the ASBDC Board, and for the development of a Professional Development Plan to address any skills that are missing. A copy of the full listing of Core Competencies is included in Appendix 1.
[bookmark: _nmf14n]3.3 CONSULTANT CONTRACTS
The SBDC must use written contracts, executed in advance of any service delivery, for all contract consultants. The contract must specify deliverables (including but not limited to proper completion of the eCenter sign up, notes in Neoserra, Request for Consulting, Engagement Agreements and Session Reports forms and inclusion of work completed in client files) and must provide for withholding of final payment until contract deliverables are met.[footnoteRef:98] [98: Grant Contract,. An example grant contract is posted on the MnSBDC Intranet.] 

[bookmark: _37m2jsg]3.4 CODE OF ETHICS
The Minnesota SBDC network is committed to observing the highest ethical standards in serving its clients, representing its stakeholders, and interacting with its community.[footnoteRef:99] [99:  MnSBDC Strategic Plan, revised 2023; an electronic copy of the current Strategic Plan is posted on the MnSBDC intranet.] 

All SBDC service providers must have a code of ethics policy applicable to their SBDC consultants, employees, instructors, and volunteers.[footnoteRef:100] The Minnesota SBDC program complies with this requirement by having a statewide Conflict of Interest (COI) policy. The complete COI policy is contained within the ‘Code of Professional Conduct’ form and reviewed on an annual basis with all SBDC consultants, employees, instructors and volunteers. [100:  13 CFR §130.330(d).http://bit.ly/aAdkZM] 

In essence, the SBDC COI requires all SBDC employees and consultants to take affirmative steps to avoid the prohibited acts identified in the COI policy and to act in the best interests of the client. The COI also prohibits consultants from soliciting the private engagement of clients for a specified period following the SBDC consulting engagement relationship.
To demonstrate understanding of the COI, all SBDC employees, consultants, instructors, and volunteers must sign the COI certification form before working with a client. New signed certification forms are required once per program year. The original copy of the signed page is kept on file at the regional office. A copy of the signature page must be provided to the lead center within ten days following signature and is stored on the MnSBDC shared drive.
[bookmark: _1mrcu09]3.5 DEBARMENT CERTIFICATION
All SBDC personnel are required to be certified that either they, or the undersigned organization, are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in the SBDC program by any federal department or agency. Private consultants and volunteer consultants must sign a Debarment Certification form prior to engaging in client consulting. Signature is required once per program year and the regional center must provide a copy of all signed forms to the lead center within ten days of signature by posting on the MnSBDC shared drive. A Debarment Certification form must be signed by the signature authority of the regional center and submitted to the lead center within ten days of signature once per program year. The signed form is inclusive of regional center personnel of the host institution, (e.g., employee consultants).
[bookmark: _46r0co2]3.6 CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENTS
SBDC consultants may be asked by a client to sign a confidentiality or non-disclosure agreement (NDA). It is state SBDC policy that SBDC employees and consultants are not authorized to sign such agreements unless specifically approved in advance by legal counsel for the host institution and the state director. SBDC employees and consultants who are asked to sign such forms should inform the client that all SBDC consultants must agree to follow the SBDC Code of Ethics (discussed above) which prohibits a consultant from releasing or disclosing to any third-party confidential information obtained from a client unless the client agrees in writing to the disclosure.
The Code of Conduct policy signed by the consultant is public information under the Minnesota Data Practices Act,[footnoteRef:101] and can be made available to the client for review upon request. [101:  Minnesota Statutes Chapter 13.] 

[bookmark: _2lwamvv]3.7 SERVICE ON BOARDS AND COMMITTEES
SBDC personnel may serve on local economic development boards and loan committees if the individual does not participate in the discussion or voting on any SBDC project. The prohibition on discussion of the project applies to informal discussions outside the meeting and discussions within the meeting itself. In conformity with the SBDC Code of Ethics, SBDC personnel are prohibited from taking actions that provide or create the appearance of providing material benefit to one client over another and are prohibited from disclosing confidential client information.
[bookmark: _111kx3o]3.8 PERSONNEL POLICIES
Regional centers and sub-centers are expected to follow their host institution’s personnel policies in the recruitment, selection, and retention of employees.[footnoteRef:102] SBA regulations and policies and ASBDC accreditation standards must be taken into account when recruiting, selecting and compensating SBDC personnel.[footnoteRef:103] [102:  13 C.F.R. §130.460(f) (3).http://bit.ly/aAdkZM]  [103:  See, e.g., 13 C.F.R. §130.460(f).http://bit.ly/aAdkZM] 

[bookmark: _3l18frh]3.9 PERSONNEL FILES
SBDC regional offices should follow their host institution’s policy regarding the maintenance and content of personnel files. Upon request of the SBA or the lead center, the regional office is expected to be able to document the selection process used to select employees and consultants. Accordingly, the regional office should have on file position descriptions for all employees, resumes of all employees and consultants, and a description of the recruitment and selection process. The original signed Code of Ethics Certification should be on file for all employees and consultants, and the engagement letter or contract and original signed Debarment form should be on file for all consultants.
[bookmark: _206ipza]3.10 CONSULTANT ORIENTATION
Regional directors should assure that all consultants receive adequate training on policies and procedures of the Minnesota SBDC program before they meet with any client. To orient new consultant network members with the Minnesota SBDC network, the latest edition of the following reading resources are mandatory: Minnesota SBDC Operation Manual, Minnesota SBDC Strategic Plan and Minnesota Network Member Neoserra User Guide. Upon the new consultant completing the required reading, regional directors should review the materials to ensure comprehension of key elements. Discussion should also include a review of consultant resources; regional, state, and national resource partners[footnoteRef:104]; MnSBDC network member professional development opportunities[footnoteRef:105]; and relevant local policy and procedures.  As adopted by the ASBDC Board, consultants are to be competent in a group of skills referred to as ‘Core Competencies’. Regional Directors are responsible to ensure that all consultants have the skills listed in the Core Competencies, and for a Professional Development Plan to address any skills that are missing. A copy of the full listing of Core Competencies is included in Appendix 1. Lead center staff members are available to assist with new consultant orientation. [104:  SBA district office, SCORE, Women’s Business Centers, Association of Small Business Development Centers (ASBDC), Minnesota Small Business Assistance Office, Business Service Specialist and local resources.]  [105:  MnSBDC Knowledge Exchange Program (KEP); ASBDC Fall meeting.  Past available KEP presentations can be found on the MnSBDC intranet website.  ASBDC Meeting information can be found online at https://americassbdc.org/] 

As part of the orientation, consultants should sign the Code of Conduct form and the Debarment Certification, if applicable (Employees of host institutions that have signed the Debarment Certification are not required to sign that form since the host institution certification covers all employees of the host institution). Copies of the completed forms must be submitted to the lead center within ten days of signature by posting on the MnSBDC shared drive regional directors must ensure that the Neoserra consultant section is updated with the consultant information and that a password and username is obtained for the consultant for Neoserra and the MnSBDC shared drive by contacting the lead center. Additionally, regional directors must advise the lead center with consultant contact information, specialty, and industry experience so that the consultant directory can be updated with the individual’s information.
[bookmark: _4k668n3]3.10.1 Minnesota SBDC Operations Manual
The operations manual is intended to help Minnesota SBDC directors, consultants and staff members understand the SBDC program and its operating requirements. The goal of the manual is to assure full compliance with the legal requirements that apply to the program and operate as effectively and efficiently as a unified organization possible.
The manual is organized into two sections. The first section provides an overview of key elements of the SBDC program. The purpose of this section is to give staff a basic understanding of each major program element and reference to the source(s) of its direction. The second section contains appendices with in depth information on selected topics that apply to the SBDC program. The intent of this section is to serve as a reference for further study of policies or practices as needed, and contains the Neoserra guide and on-boarding materials

[bookmark: _2zbgiuw]3.10.2 Minnesota SBDC Strategic Plan
The strategic plan is intended to help Minnesota SBDC directors, consultants and staff understand the mission, vision, goals, and objectives of the network. Furthermore, the strategic plan outlines the operating beliefs and values of the organization and distinguishes its market focus and action items in pursuit of achieving its vision. The current Minnesota SBDC Strategic Plan is posted on the MnSBDC shared drive.
[bookmark: _1egqt2p]3.10.3 Minnesota Network Member Neoserra User Guide
The Minnesota SBDC lead center has designed a Neoserra manual specifically for consultants.  The manual highlights the specific consultant needs to maximize their understanding of the system within their position. The manual provides data policies and step-by-step instructions on how to access, add, and edit information to the system and generate related reports. The Neoserra MnSBDC Consultant Manual is included in the Operations Manual as an appendix and posted on the MnSBDC shared drive.
[bookmark: _3ygebqi]3.11 RESOURCES FOR CONSULTANTS
[bookmark: _2dlolyb]3.11.1 SBDCNet
As part of the appropriation for the SBDC program, Congress directed the Small Business Administration to offer an information sharing and information exchange system to all SBDC consultants.[footnoteRef:106] SBA contracts for this service. The service, called SBDCNet, is currently provided by the University of Texas, San Antonio. Services include access to industry information, sample business and marketing plans for a variety of industries, a listing of best practices for SBDC operations and response to specific research requests. There is no charge for this service for consultants. Consultants can access this resource over the Internet at https://www.sbdcnet.org/ and logging in on the ‘Advisor Login’ button. [106:  15 U.S.C. §648(c) (8).http://bit.ly/bTG3ee] 

[bookmark: _sqyw64]3.11.2 Small Business Assistance Office
The Minnesota Small Business Assistance Office (SBAO)[footnoteRef:107] provides comprehensive information and assistance to businesses in the areas of start-up, and operations in addition to answering questions on state licensing and permits processes. The SBAO is in the same Small Business and Innovation office as the Minnesota Small Business Development Centers program. The SBAO is staffed with business advisor specialists that provide business assistance primarily online and by phone and are ‘transaction’ based rather than the ‘relationship’ focus that the MnSBDC has. The Office develops business development publications including A Guide to Starting a Business in Minnesota. Most publications are done in conjunction with major Minnesota law firms. A list of SBAO publications is available at https://mn.gov/deed/business/help/sbao/ [107:  The SBAO was created by Minnesota Statutes §116J.66] 

[bookmark: _3cqmetx]3.11.4 MnSBDC Shared Drive
MnSBDC network members may have access to an intranet website that is maintained by the lead center and currently hosted at the current shared drive location. Each Regional Center has access through the Regional Director and, if permitted by the Regional Director, the Program Coordinator or Assistant/Associate Regional Director.

3.12 PROFESSIONAL DEVELOPMENT
As required in the ‘Request for Proposal’ that each host of a Regional Center responds to, each Regional Center must ensure that all Regional Directors, Professional Business Consultants and Staff maintain their professional skills and abilities pertaining to their position, to meet changing business conditions. To meet the requirement of 40 hours of professional development per program year, the Lead Center organizes an annual professional development event (The Knowledge Exchange, or KEP) to provide this opportunity. This is the main source of professional development for the professional business consultant in the MnSBDC network, and the development should align with the Core Competency requirements listed above. For Professional Business Consultants that do not work on a full-time basis, the 40 hour requirement may be pro-rated to meet their actual work schedule.
There are other avenues available for the Regional Director, Professional Business Consultant and Staff to meet the required 40 hours of professional development. The annual conference offered by the ASBDC (America’s SBDC – the national association for the SBDC program) offers 3-plus days of sessions at multiple skill levels and across all disciplines and position descriptions. In addition, this requirement may be met by taking classes or learning sessions that may be in the format of in-person, live events, or through the internet.
Finally, the professional business consultant is offered rich learning opportunities with many client engagements, where they must research an industry, practice or process to effectively serve the client. This ‘extempore’ learning opportunity must be qualified by the Regional Director for validity and length of time expended on learning before it is entered into Neoserra as a professional development session.
Neoserra is the official place to record and track all professional development for all Regional Directors, Professional Business Consultants and Staff in the MnSBDC.
Note that the Lead Center also adheres to the required 40 hours of professional development in a program year.



[bookmark: _4bvk7pj]4.0 Consulting
Our mission is to help entrepreneurs start and grow businesses that succeed.[footnoteRef:108]  [108:  Minnesota SBDC Strategic Plan.  An electronic copy of the current Strategic Plan is posted on the MnSBDC shared drive.] 

[bookmark: _2r0uhxc]4.1 DEFINITIONS
[bookmark: _1664s55]4.1.1 Consulting 
Counseling (‘Consulting’ is the term preferred by the MnSBDC Network) is individual advice, guidance or instruction given to a small business person or entity.[footnoteRef:109] The issues presented by the client must be substantive in nature and require assistance from the SBDC in the formation, management, financing or operation of a small business enterprise and are specific to the needs of the business.[footnoteRef:110] Consulting may be provided in one-to-one sessions or other means, such as through electronic communication. Electronic communication may be via telephone, e-mail, or audio or video conferencing. To count for SBA reporting purposes, both the “Initial” session and any “Follow-up” Sessions (Combination of Contact and Prep) must be non-zero.  [109:  13 C.F.R. §130.110.]  [110:  Notice of Funding Opportunity, C.V.http://bit.ly/bcPpSl] 

[bookmark: _3q5sasy]4.1.2 Consulting Client
An SBDC consulting client is the business entity, if it exists. In the case of a prospective business, the client is the individual (i.e., nascent entrepreneur). The individual or business is considered a client if the person has completed an approved SBA client intake paper form (SBA Form 641 completed during registration) or eCenter sign up and is receiving assistance that meets the definition of a consulting case.[footnoteRef:111] Because the focus of the SBDC program is on consulting for-profit businesses and prospective for-profit business owners, non-profit entities, faith-based organizations and units of government are not typical SBDC consulting clients. The state director must approve consulting with these entities in advance, based on anticipated economic impact as requested by the Regional Director. [111: Notice of Funding Opportunity, C.II.http://bit.ly/bcPpSl] 

[bookmark: _25b2l0r]4.1.3 In-Business Client, Nascent (Pre-Venture) Entrepreneur, Start-up
For the purpose of reporting, a client is considered an “In-Business” client if it exists, and they have indicated they are in business on the ‘Request for Counseling’ form (SBA Form 641) and have 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.

A nascent (pre-venture) entrepreneur are 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 the SBA and/or one of its resource partners.

A start-up are those individuals (entities) who have been in business up to 12 months. [footnoteRef:112] [112:  Notice of Funding Opportunity] 

[bookmark: _kgcv8k]4.1.4 Special Emphasis Client Groups
SBA from time to time identifies certain client groups to which it expects SBDCs to direct special attention, such as trainings, events seminars, and focus for populations of interest.  Groups whose members are underrepresented in the population of business owners compared to their representation in the overall population. Special Emphasis Groups may include: disabled individuals, Native Americans or Alaska Natives, Black or African Americans, Asian Americans, Native Hawaiians or other Pacific Islanders, Hispanics, women, veterans, service connected-disabled veterans, self-employed Reserve and Guard members, transitioning military personnel and spouses, individuals in rural areas, individuals in HUBZones and individuals in low to moderate income urban and rural areas as determined by Census Bureau information, among others. These special emphasis groups are identified in the annual Notice of Funding Opportunity.[footnoteRef:113] [113:   Notice of Funding Opportunity.] 

Also – the SBA may follow guidance from the Administration issued through ‘Executive Orders’ that removes the focus of serving Special Emphasis Client Groups. In the current administration, the SBA following the guidance of the administration has directed that no ‘diversity, equity, inclusion and accessibility’ (DEIA) focus is allowed. Since the SBDC program follows the guidance of the Small Business Act legislation that authorized the program and guides its operation, all clients are treated equally without regard to any diversity, equity, inclusion and accessibility factors.
In addition, the Minnesota SBDC may designate certain targeted industries to which SBDCs are expected to direct special emphasis. These are industries, which, based on research conducted by the SBDC, are most likely to produce significant economic impact because of factors like employment and wage scale. SBDCs are expected to serve targeted industries at least in proportion to their representation in the region. 
[bookmark: _34g0dwd]4.2 SPECIAL CLIENT CASE EXCEPTIONS
There are three client case exception instances that require the regional director to obtain the approval of the state director prior to providing services to the client: extending of services to large businesses, extending of services to non-profit businesses, faith-based organizations and units of government, and continuation of services to clients in excess of 100 consulting hours (Prep+Contact) in any one program year. In all three cases, written (e-mail) request must be sent to the state director. The responding state director approval must be posted to the client Neoserra information as an administrative session.
[bookmark: _1jlao46]4.2.1 Large Businesses
SBDC must only provide business development assistance to small businesses. The SBA has defined a small business as independently owned and operated, is not dominant in its field of operation, is organized for profit with a place of business located in the United States, and operates primarily within the United States. It must not exceed the applicable size standard for its industry as established under 13 CFR § 121 [footnoteRef:114]. In general, the most common size standards are: [114:  2025 NOFO - https://www.ecfr.gov/current/title-13/part-121
] 


· 500 employees for most manufacturing and mining industries;
· $45 million in average annual receipts for most general & heavy construction industries;
· $19 million in average annual receipts for all specialty trade contractors;
· $9.0 million in average annual receipts for most retail and service industries; and
· $2.0 million to $5.0 million in average annual receipts for most agricultural industries.

If a regional director believes that providing services to a large sized business will benefit the overall area business community, approval from the state director must be obtained and the State Director is responsible to obtain the required permission from the SBA. Approval must be documented in the client file and added to Neoserra as an administrative session for the client
[bookmark: _43ky6rz]4.2.2 Non-Profit Organizations, faith-based organizations and Units of Government
Because the focus of the SBDC program is on assisting businesses and prospective business owners, non-profit entities and units of government are not appropriate SBDC consulting clients. However, if a regional director believes that providing services to either a non-profit organization or a governmental unit will benefit the overall area business community, approval from the state director must be obtained. Approval must be documented in the client file and added to Neoserra as an administrative session for the client. 
[bookmark: _2iq8gzs]4.2.3 Continuance of Service for Clients of Greater than 100 Hours
There is a fine line between a consultant relationship with a client and non-paid employee relationship with a client. To help preserve the consultant relationship, regional centers should only provide up to a maximum of 100 hours of consulting services to any one client in any one program year. However, there may be situations where the client case is complex, and a longer consulting duration is required. If the regional center feels that this is indeed the case, approval from the state director must be obtained in writing. Approval must be documented in the client file and added to Neoserra as an administrative session for the client.
4.2.4 Clients with legal business under State Law but not legal under Federal Law
The SBDC program is funded by a Federal Grant that is matched by non-Federal dollars. Under this arrangement, the Federal Laws take precedence over State Laws when serving a client. If a potential client has a business that is legal under State Law but not legal under Federal Law, the MnSBDC network cannot provide services to the client and should refer the client to an entity that can assist them
The most recent example is the case of ‘legalized cannabis’ which is legal in the State of Minnesota for recreational use since August 2023. Minnesota is the 23rd state to legalize cannabis, however, it remains illegal under Federal Law.

[bookmark: _xvir7l]4.3 ON-LINE OR TELEPHONE CONSULTING
When SBDC consultants provide services outside the person-to-person session, consultants may use any means of communications that provides the optimum service agreed by the client.  Services can be provided via phone, email, video conferencing, or other media means. Whereas visits to an SBDC website or downloading files from the SBDC would not count as consulting sessions.
If on-line consulting is the first consulting session with the client, the consultant’s notes should be sufficient to support the amount of consulting claimed.
[bookmark: _3hv69ve]4.4 FEES FOR CONSULTING
By law, SBDCs may not charge fees for consulting. Reasonable fees to cover costs may be charged for training and for specialized services.[footnoteRef:115]  As of March 2025, the MnSBDC does not have any specialized services offered to clients for a fee. Prior to offering specialized services for a fee, the State Director must approve them to avoid conflict with US SBA rules and regulations or Federal Statutes.  [115:  15 U.S.C. §648(m); 13 C.F.R. §130.470; Cooperative Agreement, 1 the current Cooperative Agreement is posted on the MnSBDC shared drive.; Grant Contract, Clause XVII.J. An example grant contract is posted on the MnSBDC shared drive.] 

[bookmark: _1x0gk37]4.5 CLIENT CONFIDENTIALITY
SBDC personnel must preserve the confidentiality of consulting clients’ identity and client communications, to the extent allowable by law. At minimum, this means not disclosing to a third person the identity of, or communications with, a client without the client’s written consent.[footnoteRef:116] [116:  Public Law 108-447, Title 1, Subtitle D, Chapter 1, Sec 142, approved December 8, 2004] 

Because there may be conflicts between the policy of confidentiality and state and federal data practices laws, any request to disclose client information must be discussed with the state director, in advance, if possible, otherwise as soon as able after the request. 
Client records should be kept in a secure area where only authorized personnel may access them. This includes access to the Neoserra system. When the retention period for client files expires, hard copies should be shredded or incinerated, and electronic copies should be purged. The normal retention period for client files is three years following submission of the final expenditure report by the lead center, or three years following the conclusion of an audit, whichever is longer. If the host institution has a longer record retention policy, the host institution policy should be followed.
Because of restrictions in the Minnesota Data Practices Act,[footnoteRef:117] centers should never collect or record a client’s Social Security number. [117:  Minnesota Statues 13.555 (2023). ] 

[bookmark: _4h042r0]4.6 REGISTERING NEW CLIENTS
The MnSBDC values consulting relationships that are based on mutual expectations.[footnoteRef:118] Service centers should have an intake process that includes a preliminary assessment of the client’s needs, and standards for opening a case file. All individuals who wish to pursue a relationship with the SBDC to receive consulting services must submit a request for services via eCenter including self-certified non-debarment, before consulting is provided (on an exception basis, a paper copy of the SBA 641 form can be used, and an electronic scan of the copy included in the client file in Neoserra). Highlights of the terms and conditions of the engagement, together with the expected outcome, should be explained to the client during the first engagement with the client including the expectation of documenting a milestone through a client-signed attribution and validation form. [118:  MnSBDC Strategic Plan, an electronic copy of the current Strategic Plan is posted on the MnSBDC shared drive] 

The electronic intake process using eCenter is the preferred method for admitting new clients. The process is documented in the Neoserra guide attached as Appendix 2. The interface contains a form that allows the client to input their contact and initial business information and an e-signature field for agreement to the terms of the SBDC, including client self-certification of non-debarment. These agreement terms contain the standard language of the SBA 641 form as well as client and consultant expectations of the engagement. This process also contains a request for the release of information.
For clients who are unable or refuse to sign up for services through eCenter, a paper copy of the 641 form, including client self-certification of non-debarment, and the standard statement of understanding form may be furnished. A regional administrator will then be responsible for the data entry of the client’s information and for scanning the original documents and attaching them as files to the client record in Neoserra. Once this is completed the original documents may be destroyed.
[bookmark: _2w5ecyt]4.7 CLIENT FILES
[bookmark: _1baon6m]4.7.1 File Content
Consulting client files must be kept in sufficient detail that, if necessary, another consultant could review the file and continue the consulting relationship without interruption. Client files should be of sufficient detail to justify the amount of time reported and provide a clear audit trail.[footnoteRef:119] Each consulting session record should include at least the following: [119:  Cooperative Agreement, 5. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

· A summary of the business and business owners (new/initial session only)
· An analysis of the client’s problem.
· A summary of what the consultant did during the session.
· Recommendations.
· Follow-up required by the consultant and the client.
· Any other documentation deemed appropriate by the consultant.
The MnSBDC program utilizes electronic storage of records.  Clients signing up for services online through the eCenter will have a digital date stamp in Neoserra when sign up is complete.   If clients sign up with the paper SBA Form 641, each client file should include an electronic version of the following; the original signed, dated Request for Counseling form (SBA Form 641) and self-certify debarment form in electronic scanned form or electronically signed version
· If an engagement Letter is used with a client, it should be filed in Neoserra.
· All consulting session must be entered in Neoserra. The session record should include the information listed above. 
At a minimum, each client’s electronic file in Neoserra must contain:
· Up-to-date client and primary contact detail information
· Session records with the elements listed above.
· If applicable, investment session records and milestone records
If services provided to the client results in the generation of any financial analysis/pro forma financial statements, publication, study, marketing material, research report or related document, an electronic version (e.g., scanned pdf, Word, Excel) of the most current or final document must be downloaded to be included on the “attached document” section of the client detail. [footnoteRef:120]  [120:  Documents may be uploaded and attached to client records in Client Detail section of Neoserra.  See MnSBDC Counselor Training Manual for instructions.] 

NOTE – only the FINAL version should be stored on the client file in Neoserra due to cost of storage, and space consideration. If multiple versions of a document are used, the latest one should be the only one stored in Neoserra. When a revision is made to the document, the newly revised document is then stored in Neoserra, and the previous version deleted.
Client files should be kept in an order that permits easy retrieval and should be reviewed periodically to discard and destroy non-pertinent or not current documents.
[bookmark: _2afmg28]4.7.2 Follow-Up Review
Although centers are not required to close out client files that have remained open for more than 120 days without a documented follow-up review or consulting session, each regional center should have a process in place to assure follow-up review is performed and documented in the client file. Follow-up that does not result in substantive consulting should be recorded as “Administrative” time in Neoserra. Administrative activity is considered non-substantive and is not counted against SBA goals or contractual deliverables but follow up is critical to ensure a lasting client relationship is established and service is provided over the business life cycle.
[bookmark: _pkwqa1]4.7.3 Closing Out Client Files
Centers are not required to either electronically or physically close out client files but may elect to do so for administrative convenience. Centers that choose to close out files should notify the Lead Center of their requirements to ensure all parties are aligned and the Lead Center will be responsible for closing out client files in Neoserra. The close-out activity should be recorded as a Close-Out session in Neoserra, and the client is listed as ‘inactive’. Close-out time does not count against toward SBA goals or contractual deliverables. Generally, practice will be to close out any client with no activity from 2 – 3 years.  
[bookmark: _39kk8xu]4.8 REPORTING CONSULTING CLIENT ACTIVITY
SBA policy determines whether client activity may be counted for SBA reporting purposes.
[bookmark: _1opuj5n]4.8.1 In General
For SBA reporting purposes, a consulting client is an individual or business entity that has completed a Request for Counseling (SBA Form 641) paper form or eCenter sign up and has received substantive assistance that meets the definition of a consulting session. Consulting sessions may be conducted person-to-person or by electronic communications (video or teleconferencing, online, telephone or e-mail).
To be counted as a consulting session, the advice given must be substantive, specific to the needs of the business or individual and should be of sufficient value as to have resulted in movement toward an agreed upon outcome. Time spent consulting includes all documented time spent by the consultant or SBDC staff in conveying advice, guidance or instruction to individuals or business entities concerning the formation, management, financing and operation of the small business enterprise.
Non-substantive activities do not count for SBA reporting purposes. Examples are contact for scheduling a meeting, following up, checking in, or closing a case, and providing the client with non-business information such as directions, office hours, description of services or referral to another resource.
To count for SBA reporting purposes, both Initial and Follow-up sessions must be non-zero time and can include both prep time and contact time. Follow-up consulting sessions or sequential sessions that are substantive in nature are considered reportable consulting regardless of the session duration.
[bookmark: _48pi1tg]4.8.2 Contact Time
Contact time is time spent in direct contact with the client, and may include face-to-face contact, telephone contact, e-mail contact, or contact by other electronic means such as videoconferencing.
[bookmark: _2nusc19]4.8.3 Preparation Time
Time spent preparing for the consulting session may be reported. Preparation time includes such activities as creating spreadsheets, review of relevant correspondence, research of related questions or problems, and time spent with a client on the phone or using e-mail to gather additional information in preparation for the consulting session, among other activities that move the client relationship and economic impact goals forward. Preparation time claimed must be reasonable in relation to consulting time claimed and should be buttressed by results achieved and documents generated.
[bookmark: _1302m92]4.8.4 Travel Time
Travel time is 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. Travel time will not count toward counseling time, but will be tracked separately.[footnoteRef:121] For example, if the consultant travelled a total of 3 hours round trip, and met with 3 clients, the travel is split between the 3 clients; 1 hour each. [121:  Notice of Funding Opportunity] 

[bookmark: _3mzq4wv]4.8.5 Entry of Consulting Sessions in Neoserra
Centers must enter all consulting session information in Neoserra. Session information must include, at a minimum: 
· A summary of the business and business owners (new/initial session only unless a different client issue is being worked on)
· An analysis of the client’s problem.
· A summary of what the consultant did during the session.
· Recommendations.
· Follow-up required by the consultant and the client.
· [bookmark: _2250f4o]If applicable, an electronic version (e.g., scan pdf, Word, excel) of any financial analysis/Performa, publications, studies, marketing material, reports, research or other work performed for the client.[footnoteRef:122] (In the rare exception if this supplemental information is too voluminous to record in Neoserra, a hard copy may be placed in the client’s file). [122:  Documents may be uploaded and attached to client records in Client Detail section of Neoserra.  See MnSBDC Neoserra Counselor Training Manual for instructions.] 

· [bookmark: _7xirenhxhl3]Any other documentation deemed appropriate by the consultant.
[bookmark: _xghoz27a0sjz]These required points are listed in Neoserra in a 5-point framework when a new consulting session is started. This is a listing of the 5 points.
1. Analysis of the client's need for counseling (e.g. description of problem, situation, or project): [CLIENT NEEDS]
[bookmark: _7up1eoqufar5][bookmark: _cwwcyw8g9mpd]2. Summary of actual work performed (prep time) and/or counseling delivered (contact time): [WORK PERFORMED]
[bookmark: _tpkoens27t4o][bookmark: _8p7o2am5i3m5]3. Counselor recommendations for next steps: [RECOMMENDATIONS]
[bookmark: _l1w6tuxedep][bookmark: _uapm0ftm7]4. Follow-up action items required by the counselor and/or client: [FOLLOW-UP]
[bookmark: _6ycz6kp5o6qt][bookmark: _hris2z4ul6ns]5. Other documentation (optional): [MILESTONE ACHIEVED?]
Note the ‘postbox’ feature in Neoserra may be used, however, it must contain the 5-point information and should be reviewed to ensure the session is recorded correctly in the client file.
[bookmark: _haapch]This information is in addition to that required to be maintained in the client’s file. It should be sufficiently detailed that a program reviewer can determine what was done for the client, and whether the time spent justifies the time recorded. The lead center requires entry of all consulting session in Neoserra by the 14th of the month of the prior month activities. Regional centers are at liberty to employ a more restrictive or earlier date.
[bookmark: _319y80a]4.9 CLIENT VALIDATION AND ATTRIBUTION 
The Association of Small Business Development Centers (ASBDC) adopted the process of client ‘validation’ and client ‘attribution’ to ensure that all milestones recorded and reported by the national SBDC network to the SBA are valid and attributable to the assistance of the SBDC consultant and the SBDC program. 
Validation means that the client validates that the milestone has been achieved. Attribution means that the SBDC consultant (and by extension the SBDC program) provided substantive assistance toward reaching this outcome. Note that these are two separate processes, however, typically it is easiest to list them together for the convenience of both the client and the consultant.
The following documentation will be considered sufficient evidence for client attribution on Essential Milestones (validation of the specific milestones should also be on the documentation):
· Signed and dated MnSBDC “Impact Attribution Form” with milestones listed; Or
· An e-mail/letter from the client which indicates that the SBDC played a significant role in reaching the milestone and the milestone is also listed in the document. The Postbox feature in Neoserra may be used for this purpose; Or
· Success story with signed client release of information and attribution describing the role of the SBDC in client’s success and listing the specific milestones achieved.

NOTE – at this time, the built-in email template and process in Neoserra to gather client attribution and validation is NOT APPROVED for use in the attribution and validation process and should not be used.
The document should be included in the client record as an attachment to the milestone or capital funding record created for the impact marker. If the verifying document is an email from the client, it may be included in the client record as an administrative session and referred to in the “notes” section of the milestone or capital funding record.
Consultants or staff members who receive an update from a client involving client impact (especially one or more of the Essential Milestones) should follow up with the client to request any of the above listed attribution documents and should keep their regional director informed. They should also access the client record to add a milestone record or add/update a capital funding record for the relevant milestone(s). 
[bookmark: _xgpkamqo9nux]
4.9.1. Regional Director Requirements
[bookmark: _1gf8i83]
Regional directors will be responsible to review backup documentation provided for each Essential Milestone record captured in Neoserra, on at least a monthly basis. Directors should exercise judgment in determining if the forms provided indicate sufficient completeness and evidence that the impact occurred, and that the client has agreed that the SBDC contributed to the impact. If the director concurs, they must choose ‘yes’ in the box titled ‘Attribution Source’.
If the backup documentation is lacking, they should follow up with the client’s consultant to receive proper documentation and should mark the record as “not reportable” until documentation is received. 
[bookmark: _4a3vhf44k4dg][bookmark: _40ew0vw]
[bookmark: _a78i3p96rzz5]4.9.2. Other Milestones 
[bookmark: _k1n5zbwv3pqj]
Within Neoserra there are a variety of other milestone types which do not meet the criteria that essential milestones do. However, it is still desirable to track these items for reference and historical purposes. They are not subject to attribution requirements and will not be cited on federal reports.
These items include:
· Business expansion
· Change in export related staff
· Success Story
· Certificate Obtained
· Business Saved
· Intellectual Property Obtained
· Other

[bookmark: _2fk6b3p]4.10 CONSTRAINTS
[bookmark: _upglbi]4.10.1 Clients Outside the SBDC Service Area
SBDCs should encourage clients or prospective clients who reside in Minnesota to utilize the regional center serving the geographic area where the client business is or will be located. If the client prefers to obtain services at a different regional center, or the regional center has an expertise that doesn’t exist in the client's designated area, the client is permitted to do so at their discretion. The Regional Center Director who has an ‘out of geographic area’ client should be in communication with the Regional Center director of the geographic area about the client to ensure there are no misunderstandings.
Clients and prospective clients residing outside Minnesota should be encouraged to utilize the SBDC of the state in which the client’s business is located. Exceptions may be made if the prospective client plans to open a business in Minnesota, or the prospective client is located in closer geographic proximity to the Minnesota SBDC than to the SBDC in another state.[footnoteRef:123] To maintain good relationships with other SBDC Networks, the Regional Director should be in communication with the other SBDC network when a client is assumed from another network. This will also facilitate referral back to that SBDC network if the need arises. [123:  15 U.S.C. §648(b) (3).http://bit.ly/bTG3ee] 

A list of all 63 states and territory SBDCs is available on the Association of Small Business Development Centers web site https://www.americassbdc.org/, (select the desired location from the link that says “Find Your SBDC”).
[bookmark: _3ep43zb]4.10.2 Financial Analysis and Loan Packaging
Financial analysis and loan packaging are core competencies of the SBDC. SBDCs are encouraged to provide consulting services that increase a client’s access to capital, such as business plan development, financial statement preparation and analysis, and cash flow preparation and analysis. In delivering these services, consultants must keep in mind several constraints imposed by SBA regulations:[footnoteRef:124] [124:  13 C.F.R §130.340.] 

· SBDCs should help prepare clients to represent themselves to lenders. While SBDCs may attend meetings with lenders to assist clients in preparing loan packages, SBDCs may not take a direct role in representing clients in loan negotiations (i.e. the consultant should not be an ‘advocate’ for the client, or advocate on their behalf).[footnoteRef:125] [125:  13 C.F.R. §130.340(b) (2).http://bit.ly/aAdkZM] 

· SBDCs should inform their clients that loan packaging assistance does not guarantee receipt of a loan.[footnoteRef:126] [126:  13 C.F.R. §130.340(b) (3).http://bit.ly/aAdkZM] 

· SBDCs may not make loans, service loans or make credit decisions regarding the award of loans.[footnoteRef:127] If an SBDC is located in a host institution that makes loans, the host institution must assure that the loan program is managed separately from the SBDC program and SBDC personnel do not participate in the lender’s review of the loan application, qualifications of the borrower, due diligence investigation and related credit decisions.[footnoteRef:128] [127:  13 C.F.R. §130.340(b) (4).http://bit.ly/aAdkZM]  [128:  Grant Contract, Clause XVIII.G. An example grant contract is posted on the MnSBDC Intranet.] 

· With respect to SBA guarantee programs, SBDCs may help a client prepare the loan application and accompany an applicant appearing before the SBA but may not advocate, recommend approval, or otherwise attempt to influence the SBA to provide financial assistance to SBDC clients.[footnoteRef:129] [129:  13 C.F.R. §130.340(b) (5).http://bit.ly/aAdkZM] 

· An SBDC cannot collect fees for helping a client prepare an application for SBA financial assistance.[footnoteRef:130] [130:  13 C.F.R. §130.340(b) (5).http://bit.ly/aAdkZM] 

[bookmark: _1tuee74]4.10.3 Financial Analysis Disclaimer
Financial statements prepared by MnSBDC consultants must have the following disclaimer[footnoteRef:131] stamped or printed on them: [131:  MnSBDC Graphic Standards Manual. A copy of the Graphic Standards Manual is posted on the MnSBDC Intranet.] 

“The MnSBDC has prepared the accompanying financial statement based on the assumptions provided by management. Neither the SBDC nor its personnel are licensed by the State of Minnesota to practice public accounting and therefore express no opinion or any other form of assurance on the statements or underlying assumptions.”
[bookmark: _4du1wux]4.10.4 Legal Services Restrictions
SBDCs must not engage in the practice of law. Consultants must not provide individual legal advice, represent a client in litigation or any legal proceeding, or otherwise practice law as defined by the State of Minnesota. MnSBDC consultants who are qualified by experience and training to discuss legal issues may do so in a general way, but they must not engage in an attorney-client relationship and must make appropriate disclosures and disclaimers to that effect.[footnoteRef:132]  [132:  Notice of Funding Opportunity, VIII.A.V.] 

Regions may engage in Legal partnerships to provide fee-based or pro bono legal advice clinics and services, for example ‘LegalCORPS’.

[bookmark: _q23o1v39fgin] 4.10.5 Accounting Services Restriction
SBDCs must not engage in providing Public Accounting as a CPA, including rendering tax advice.

Regions may engage with Accounting Firm partnerships to provide fee-based or pro bono accounting advice and services.




[bookmark: _2szc72q]5.0 Training
SBDCs are expected to provide advanced, quality training designed to improve the skills and knowledge of existing and prospective business owners and managers. It is appropriate to offer training to small business owners to introduce them to new methods of doing business, skill development or the adaptation of technology. Where appropriate, SBDCs are encouraged to utilize educational technology such as computer-based instruction, distance learning initiatives, video and other electronic media to enhance the distribution of educational services.[footnoteRef:133] The Minnesota SBDCs are committed to offering timely and useful training that meets identified needs in their region.[footnoteRef:134] [133:  Notice of Funding Opportunity, VIII.D.XXIII.]  [134: MnSBDC Strategic Plan, revised June 2010; An electronic copy of the current Strategic Plan is posted on the MnSBDC intranet] 

[bookmark: _184mhaj]5.1 TRAINING DEFINED
Training is the provision of advice, guidance and instruction given to groups of prospective and existing small businesspersons and entities, whether by in-person group sessions or by such communication modes as teleconferences, videos, publications, and electronic media.[footnoteRef:135] It is the delivery of a structured program of knowledge, information or experience on a business-related subject. To be reportable to SBA, the training must provide a minimum of one hour of instruction, include a minimum of two or more attendees, and have an agenda and/or program content, a registration sign-in process, and an evaluation process. [135:  13 C.F.R. §130.110http://bit.ly/aAdkZM] 

[bookmark: _3s49zyc]5.2 TRAINING OFFERINGS
Regional centers offer training opportunities to the small business community through sponsorship or co-sponsorship training seminars on small business topics when a need is identified. 
[bookmark: _279ka65]5.3 TRAINING FORMATS
SBA has identified five types of formats for SBDC training.[footnoteRef:136] The appropriate format is identified in the training report that is submitted to support training offerings. [136:  SBA Form 888.] 

· Pre-Venture Workshops provide a comprehensive introduction to the fundamentals of starting and managing a business. Pre-venture workshops are designed for individuals interested in owning and managing a small business, or for owners and managers of businesses that have been in operation a year or less. Workshops are between one and eight hours in duration.
· Management Training Seminars teach small business management subjects to groups of small business owners or managers. Management conferences are between one and eight hours in duration.
· Management Training Courses are a training session or series of sessions where small business management subjects are taught to the same group of small business owners or managers. Training courses exceed eight hours in duration and may last one day or several days. If the course is held over multiple days, it is still considered one training course.
· Management Training Online Courses are Internet-based training sessions or webinars offered to individuals, are a minimum duration of 30 minutes, and meet the same quality standards of person-to-person training. Examples include downloadable individual-paced online training or interactive online courses.
· Management Training Teleconference is a training session or series of training sessions on small business management topics held among individuals in different locations by means of telecommunication equipment such as closed-circuit television.
[bookmark: _meukdy]5.4 FEES FOR TRAINING
SBDCs may, and are strongly encouraged to, charge reasonable fees to cover the costs of training sponsored or co-sponsored by the SBDC. Fees charged by SBDCs to cover program costs associated with training are considered program income and must be used to expand services and further eligible SBDC program objectives. 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. In that case, funds returned to the SBDC are considered program income. See the section of this manual on financial issues for further discussion of program income and using and reporting training fee income.
[bookmark: _36ei31r]5.5 NO-SHOWS
Centers may register individuals who pay in advance for training but do not attend the event. Regional SBDCs should have a consistent, clearly stated policy regarding no-shows. No-shows may receive credit for a future training event, have their fee refunded, or forfeit the fee paid. The policy should appear on brochures and other marketing materials for the training program.
[bookmark: _1ljsd9k]5.6 CO-SPONSORSHIPS
SBDCs are encouraged to co-sponsor training with third parties. In order for an SBDC to receive credit for a co-sponsored training event, it must actively participate (i.e., provide speakers, materials, publicity) with the organization assuming primary responsibility for financing the training session. Final responsibility for the quality of the training rests with the SBDC. Center training files must show evidence that clearly documents that the SBDC actively participated in the event, as required by SBA. If discovered during the lead center review process that a training record file does not clearly demonstrate active participation by the SBDC, the training session report may be disallowed.
[bookmark: _45jfvxd]5.6.1 Revenue-Sharing with Co-Sponsors
SBDC policy is that training programs should be self-supporting.[footnoteRef:137] Accordingly, centers should strongly consider negotiating a revenue sharing arrangement with training seminar co-sponsors. This is particularly true when an SBDC is an active participant in offering the training (see above discussion).  [137:  Grant Contract, Clause XVIII.J. An example grant contract is posted on the MnSBDC Intranet.] 

[bookmark: _2koq656]5.6.2 Co-Sponsorship Agreements
[bookmark: _zu0gcz]A written co-sponsorship agreement is recommended in all cases, so that all parties clearly understand their roles and responsibilities. A written co-sponsorship agreement is required for any training event in which revenues are collected; even if the SBDC does not receive any revenue, and when revenues are split between the SBDC and one or more co-sponsors. This document may be requested by the SBA during an SBA Financial Review and should be retained on file.
[bookmark: _3jtnz0s]5.7 CONSTRAINTS
[bookmark: _1yyy98l]5.7.1 SBA Policy
SBA policy identifies activities that are not considered training and therefore do not count as reportable training offerings. These include situations where an SBDC representative:
· Staffs an exhibit booth at a trade show and interacts with walk-up participants to provide general information only.
· Speaks at local meetings, solely for the purpose of recruiting resource partner members or educating the public on SBDC services.
· Participates in a media presentation on a business-related topic, where participants do not register or where attendance is not taken or will not be taken.
· Participates in a workshop or seminar sponsored by a third party and the SBDC representatives are limited to recruiting resource partners or providing an overview of SBDC services.
[bookmark: _4iylrwe]5.7.2 Audience
The primary focus of SBDC training is on business owners and managers, rather than employees. Employees and consultants of the SBDC, SCORE, SBA and co-sponsors should not be counted as attendees for reporting purposes.
[bookmark: _2y3w247]5.7.3 Workforce Training
SBDCs do not provide workforce training. The primary focus of SBDC training is offering management education to business owners and managers. Further, there are a number of private sector companies, as well as community and technical colleges that provide workforce training. SBDC delivery of such training may compete with the private sector, in violation of SBA policy. The SBDC may, however, assist a business owner in identifying appropriate training programs for employees, and may claim consulting credit for that training. Exceptions must be justified and approved in advance by the state director.
[bookmark: _1d96cc0]5.7.4 Pre-Business Workshops
Pre-business workshops are encouraged. This format enables the SBDC to reach large numbers of potential entrepreneurs, disseminate a great deal of information, and conserve consultant resources. 
[bookmark: _3x8tuzt]5.8 MARKETING AND TRAINING MATERIALS
[bookmark: _2ce457m]5.8.1 Statement of Funding Partners’ Support
Acknowledgement of SBA and DEED support is required on all materials produced, either in whole or in part, using project funds (i.e., federal funds, matching funds and/or program income). For materials that are not produced using project funds, this requirement does not apply. The SBA, MnSBDC and DEED logo must appear along with the following support statement on all materials:
“Funded (in part) through a Cooperative Agreement with the U.S. Small Business Administration.”
For purposes of this requirement, the term “materials” includes, but is not limited to, press releases, brochures, pamphlets, handouts, reports, advertisements, books, curricula, websites, video or audio productions, and similar items regardless of the medium employed. The term “materials” does not include stationery or business cards, and the SBA’s log may not be used on such items.

Where You use Project Funds to produce materials featuring editorial content, you must use the
following alternate acknowledgment of support statement (either independently or in conjunction
with the SBA logo):
“Funded (in part) through a Cooperative Agreement with the U.S. Small Business Administration. All opinions, conclusions, and/or recommendations expressed herein are those of the author(s) and do not necessarily reflect the views of the SBA.” 

In addition, you must display signage featuring the SBA logo at all facilities that are open to the
public and which are being used for project activities. Such signage must prominently feature the
acknowledgment of support statement identified above.

Where used, the acknowledgment of support statement must be presented in a legible typeface,
font size, and (where applicable) color contrast and 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, you may use “SBA” in the acknowledgement of support statement instead of “U.S. Small Business Administration.”[footnoteRef:138] [138:  SBA Award Standard Terms - #18 Acknowledgement of SBA Support/Use of SBA’s Logo/Publication Requirements] 


[bookmark: _rjefff]5.8.2 Availability to Other Centers
Training materials developed by an SBDC in electronic and other digital formats, such as web-based courses, videos, publications, learning guides, cybercast presentations and the like[footnoteRef:139] for use by SBA and other SBDCs.[footnoteRef:140] The rationale is that these materials were developed using SBDC program funds and therefore should be made available to other SBDCs and SBA. [139:  SBDCNet accessible online at https://sbdcnet.org.]  [140:  Notice of Funding Opportunity, VIII.B.IV; Cooperative Agreement 12.a. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

[bookmark: _3bj1y38]5.9 TRAINING PACKETS
In order to be reportable to SBA, regional centers must maintain training packet records for each training event at the center location. Training packets will be reviewed by the lead center during the site review process. If discovered during the review process that the file records are incomplete or not in compliance, the training session record may be disallowed. Centers are required to post on Neoserra the completed Management Training Report (SBA Form 888) by the 15th of the month following the training event. Note only the Management Training Report and a tally of the evaluations are to be posted. The survey feature in Neoserra may be used to collect evaluations from attendees and the results automatically tallied. All documentation should be retained in Neoserra in electronic format in the training file for future reference.
Training packets must include:[footnoteRef:141] [141:  Notice of Funding Opportunity, VIII.C.XXXII.] 

· Completed training Management Report (SBA Form 888), reviewed and approved by the regional director.
· Attendee roster completed with attendee signatures if an ‘in-person’ event or electronic attendance if a virtual training.
· Brochures or other promotional materials.
· Co-sponsorship agreements (if required).
· Attendee evaluations.
[bookmark: _1qoc8b1]5.9.1 Training Management Report (SBA Form 888)
The Training Management Report (SBA Form 888) documents the training activity and attendees. It is used to generate quarterly training reports that are retained for center records. The Training Management Reports identifies the event, number of attendees, total training hours, and the distribution of training fee income. Training fee income reported on Form 888 must reconcile to the program income report that is submitted to SBA twice a year. The regional director must initial the Management Training Report (SBA Form 888). 
[bookmark: _4anzqyu]5.9.2 Attendee Roster
The attendee roster includes the name of all attendees and must be signed by the attendee during the training event if it is an ‘in person’ event. If it is a virtual event, attendance should be collected by electronic means and retained in the training file. It is recommended that training attendee information be collected during the registration process, in order to completely and accurately prepare Form 888. 
[bookmark: _2pta16n]5.9.3 Announcements and Brochures
Reasonable efforts should be made to publicize the event in order to maximize the opportunities for small business owners and managers to attend. If promotional materials such as announcements or brochures are prepared, the appropriate disclaimer should appear on the document along with the MnSBDC logo, and a copy of the document should be included with the training packet.
[bookmark: _14ykbeg]5.9.4 Co-Sponsorship Agreement
Centers are encouraged to co-sponsor training events with other public and private sector organizations. To be considered a co-sponsored training event, the SBDC must actively participate in preparing for and delivering the event. Examples of active participation include providing speakers, materials or publicity, actively participating in planning of the event, or handling registrations. A written co-sponsorship agreement is recommended in all cases, so that all parties clearly understand their responsibilities. A written co-sponsorship agreement is required in two situations: (1) for training seminars in which any revenues are collected or revenues are split between the SBDC and one or more co-sponsors, and (2) for training seminars that are co-sponsored with SBA and a for-profit organization. Training seminars that are co-sponsored with SBA and a for-profit organization must have a written co-sponsorship agreement that complies with the requirements of SBA’s Co-Sponsorship Standard Operating Procedure.[footnoteRef:142] The co-sponsorship agreement must clearly identify the role and responsibility of the SBDC, and each participant receiving a share of the receipts and must show how the receipts are to be distributed. A recommended form is posted on the MnSBDC Intranet. The co-sponsorship agreement must be included with the training packet.   [142:  Notice of Funding Opportunity, VIII.D.V.] 

[bookmark: _3oy7u29]5.9.5 Evaluations
Evaluations must be collected from of individuals who attend an SBDC training event in order to assess the quality of the training event[footnoteRef:143] The regional center or sponsoring service center is responsible for distributing and collecting training evaluations. A copy of each evaluation collected must be retained in the training packet. If it is discovered by the lead center during its review process that evaluations have not been collected, recording of the training event may be disallowed. Evaluation totals must be tallied and recorded on the tally form within Neoserra provided by the lead center. Evaluation tallies for each training event must be posted on Neoserra by the 15th of the month following the session along with the Management Training Report.  [143:  Notice of Funding Opportunity, VIII.D.XXIV.] 

[bookmark: _243i4a2]5.10 REVIEW OF TRAINING PACKETS BY LEAD CENTER DURING SITE REVIEW
Below are the procedures the lead center uses to review training packets for accuracy, completeness and compliance with SBA requirements during the center review process. Any training session packets that are incomplete or not in compliance may be disallowed. Regional centers should use these procedures to review their training packet records.
· Verify that Management Training Report (Form 888) has been date stamped.
· Verify appropriateness of Session Type
· Verify appropriateness of the Training Topic classification. Field should not be “Other.”
· Verify appropriateness of the Program Format. See the section on Training Program Formats above for definitions.
· Verify appropriateness of Unit History.
· Verify that Form 888 has been reviewed and approved by the regional director.
· Verify that the roster of attendees is completed with sign-in signatures if an ‘in person’ event or electronic attendance if the event is virtual, is included. Rosters should not include private information such as individual’s social security number.
· Verify that the number of attendees matches the number on roster. Attendees should not include SBA or SBDC personnel unless authorized by the state director.
· Verify that the attendee characteristics match attendee characteristics on the roster, or evaluations.
· Verify that any promotional material included contains the appropriate disclaimer and MnSBDC logo if produced using project funds. Note fee amount, and length of training session.
· Verify total training hours are correct (duration of training event).
· Verify Attendee Fee and Total Gross Fee Income is calculated correctly.
· Verify attendee fee distribution ties out to gross fees collected.
· If there is a distribution of gross fees between the SBDC and co-sponsor(s), verify co-sponsor point of contact (POC) is listed and a Co-sponsorship Agreement is included.
· Verify that the Co-sponsorship Agreement is accurate and complete. The agreement should clearly define responsibilities and the distribution of income. If the training is co-sponsored, verify that Co-Sponsorship supports active participation by the SBDC
· Verify that evaluation forms are provided. A minimum of 75% of attendees should complete evaluations to enable the reviewer to determine the quality of the training session.
· Resolve any issues with the regional director. When all issues are resolved, post the regional director reviewed and initialed Management Training Report (Form 888) on Neoserra and retain file for the site review.
[bookmark: _j8sehv]5.11 ENTERING TRAINING ACTIVITY IN NEOSERRA
[bookmark: _338fx5o]Training activity from SBA Form 888 is entered in Neoserra. Entry of training session data should be completed by the 15th of the month following the training event so that it can be included in the quarterly MIS report to SBA.
After Neoserra posted Management Training Reports (SBA Form 888) are reviewed by the lead center, adjustments to Neoserra entries may be required. Adjustments should be made promptly upon request of the lead center. The lead center may disallow the recording of training events that are found not be in compliance. 
When a training session is sponsored by two or more SBDCs, each center may count the session toward its training milestones provided they were both active participants in the training session. Only the primary co-sponsor should enter the session into Neoserra to prevent double counting of the session.
When a training session is sponsored by an SBDC and SBA and/or a SBA Resource Partner (SCORE and Women’s Business Centers), the sponsors must work together to determine how to equitably divide the number of attendees amongst themselves as to avoid double counting.[footnoteRef:144] [144:  Notice of Funding Opportunity, VIII.D.XXIV.] 

[bookmark: _1idq7dh]5.12 TRAINING FILES
Each regional center must maintain training files consisting of chronological documentation of all center recorded training events. The training files should be maintained in a filing system that permits easy retrieval for a site review, audit or SBA examination. The training file should contain a copy of the training packet elements previously listed and any workbooks, handouts and other materials distributed at the event.
[bookmark: _42ddq1a]5.13 STATEWIDE TRAINING SCHEDULE 
The Neoserra eCenter maintains a statewide schedule of all training sponsored or co-sponsored by Minnesota SBDCs through eCenter. A link to the eCenter training schedule is posted on the lead center website. Regional centers should post information on the title, location, date, fee and topic of any planned training on eCenter as soon as these details are confirmed and within a minimum of 30 days before the event.  
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _2hio093]6.0 Program Evaluation
SBDCs are directed to upgrade and modify services as needed in order to meet the changing and evolving needs of the small business community.[footnoteRef:145] To assist in understanding these needs, the SBDC periodically surveys consulting clients and training seminar attendees. The SBDC also conducts periodic needs assessments. [145:  15 U.S.C. §648(a) (4).http://bit.ly/bTG3ee] 

[bookmark: _wnyagw]6.1 EVALUATION OF CONSULTING SERVICES
SBA requires that evaluations be collected from all clients who receive continuous consulting.[footnoteRef:146] To comply with this requirement the Minnesota SBDC, through the lead center, conducts an annual client satisfaction survey and client impact survey. The lead center enters the results of completed surveys in a database and shares information from the returned surveys with the regional director for review and follow-up. [146:  Notice of Funding Opportunity, III.3.] 

Regional directors are expected to review all survey comments and take immediate and appropriate action to resolve any complaints. In cases of complaints that require immediate action, the state director will contact the regional director for response. All responses should be documented.
When all survey results have been tabulated, the lead center prepares an analysis of the survey results and distributes it as appropriate. Recipients include regional directors, deans and program supervisors, advisory board members, the SBA district director and SBDC project officer, DEED management and legislative stakeholders.
[bookmark: _3gnlt4p]6.1.1 Handling Client Complaints
The Minnesota SBDC network strives for complete client satisfaction. There may be occasions, however, when a client will make suggestions or complain about SBDC services. Complaints should be taken seriously and fully investigated by the regional center. Complaints can produce valuable insights on service delivery and can serve as a catalyst for improving services.
Most typically, client complaints are submitted in response to the client satisfaction survey. Copies of these surveys are provided to regional directors. Upon receipt and review of the surveys, the regional director should promptly investigate any complaints and follow up with the client as appropriate. Results of the investigation and follow-up should be retained on file in the regional office. The complaint file should be kept separate from individual client files and are not considered part of the client file.
Each regional center should have a procedure for investigating and resolving complaints and documenting the outcome. The procedure and complaint file should be available to SBA and lead center personnel during monitoring visits.
Client complaints should be handled respectfully. At the discretion of the regional director, complaint information may be shared with the consultant. Care should be taken, however, to ensure that doing so does not jeopardize future working relationships with the client.
[bookmark: _1vsw3ci]6.2 EVALUATION OF TRAINING SERVICES
Evaluations must be collected from SBDC clients who attend an SBDC training event.[footnoteRef:147] The regional center or sponsoring service center is responsible for distributing and collecting training evaluations. Evaluations must be tallied in Neoserra, and attendees at the event must fill out evaluations forms for the event to be considered ‘recordable’. Completed tally forms and Management Training Reports (SBA Form 888) are posted on Neoserra by the 15th of the month following the event date. If it is discovered by the lead center, during its review process, that evaluations have not been collected, recording of the training event may be disallowed.  [147:  Notice of Funding Opportunity, VIII.D.XXIV.] 

The regional center enters training evaluation responses tallied in Neoserra. A Conference Evaluation Responses report can be accessed through Neoserra so that the regional center can perform analysis to determine future training needs.
[bookmark: _4fsjm0b]6.3 NEEDS ASSESSMENTS
The Minnesota SBDC uses both informal and formal processes to determine the needs of the small business community.
[bookmark: _2uxtw84]6.3.1 Informal Processes
· SBDC directors and consultants, through their contacts with lenders, chambers of commerce, governmental and civic community leaders, clients and others, learn of the needs of small companies within their communities.
· SBDC personnel at all levels develop an awareness of small business needs by reading statewide and community business journals and newspapers. By being aware of issues and trends, SBDCs can develop program offerings to meet identified needs.
[bookmark: _1a346fx]6.3.2 Formal Processes
· As part of the annual client satisfaction survey, the lead center asks clients to identify their top business issues. The results are analyzed on a region-by-region basis and communicated to regional directors to assist in future planning.
· A formal statewide needs assessment of the small business community is conducted every three years. When available by the survey format and analysis, results are available on a region-specific basis to assist regional directors in developing locally responsive program offerings.
· Training evaluations are automatically entered into Neoserra when the survey feature in Neoserra is used.  A Conference Evaluation Responses report can be accessed through Neoserra so that the regional center can perform analysis to determine future training needs.
· The SBDC Advisory Board, which is comprised partly of small business owners, provides members’ perspectives on the needs of the small business community to the state director and regional center directors. The Advisory Board also makes recommendations on how to address those needs, participates in the planning process, and provides valuable feedback on annual proposals.

[bookmark: _3u2rp3q]7.0 Financial Issues
[bookmark: _2981zbj]7.1 FUNDING
Financial support of the SBDC program is provided by the SBA, DEED, participating SBDC regional service center host partners, and public and private network investors. Federal and state funds are provided on a calendar year basis.[footnoteRef:148] Federal funds are allocated to states according to a statutory formula which is based on population.[footnoteRef:149] [148: By federal law, SBA may fund SBDCs on a calendar year (January 1 through December 31) or federal fiscal year (October 1 through September 30) basis.  15 U.S.C. §648(a) (1).http://bit.ly/bTG3ee]  [149:  15 U.S.C. §648(a) (4) (C); 13 C.F.R. §130.450.] 

[bookmark: _odc9jc]7.2 MATCH REQUIREMENTS
By law, federal funds must be matched 100 percent, of which half must be cash and the balance being in any combination of cash or in-kind (including indirect) contributions.[footnoteRef:150]  [150:  15 U.S.C. §648(a)(4)(A); 13 C.F.R. §130.450http://bit.ly/aAdkZM] 

State policy requires regional center host partners to provide total match funding equal to 100 percent of award funding, of which half must be cash and the balance being in any combination of cash or in-kind (including indirect) contributions. State policy does not allow for the recovery of indirect costs from award funding. Indirect costs may be counted toward total match required, provided it is comprised of indirect derived from an authorized indirect rate agreement.
While host partners are expected to provide for the total match funding, including the fifty-percent cash match funding and the full amount of indirect (if any), to achieve diversified funding, host partners are expected to raise cash match from other public and private organizations sharing the SBDC mission. Host partners are expected to contribute 25 to 75 percent of the cash match total, and responsible for seeking and acquiring the remaining proportion of funding.
While center hosts are responsible for finding and establishing investor relationship, regional directors are responsible for maintaining investor relationships once established. The amount of cash match required from service centers is specified during the proposal process.
In the Notice of Funding Opportunity, SBA identifies certain program contributions that do not qualify as match. For example, program income and other federal funds do not qualify as cash match.[footnoteRef:151] Uncompensated student labor and the value of volunteer time provided by SCORE members and other SBA resource providers similarly do not qualify as match.[footnoteRef:152] [151:  15 U.S.C. §648(4) (B).http://bit.ly/bTG3ee]  [152:  13 C.F.R. §130.450(e).] 

[bookmark: _38czs75]7.3 CERTIFICATION OF CASH MATCH
During the annual proposal process, the host partner institution for the regional center must certify that the proposed budget contains actual cash dollars committed to the program from sources other than the Federal government. Regional certifications are required so that the lead center is similarly able to certify the availability of the cash match proposed in the statewide budget proposal.
[bookmark: _1nia2ey]7.4 OVERMATCH
SBA encourages overmatch of federal funds. SBDCs need to weigh the value of the overmatch against the costs of accounting for it, however. Overmatch from one budget period may be used as match against additional federal funding within the same budget period; used to offset confirmed audit disallowances applicable to the budget period in which the overmatch exists and the two previous budget periods; and/or used to match federal funds approved for carryover from one budget period to the next. Note; the Lead Center originates this process. Service Centers are not allowed to carryover Overmatch. Once used for any of these purposes, however, the funds are considered obligated and may not be used as match for any other budget periods.[footnoteRef:153] [153:  Cooperative Agreement, 13.i. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

[bookmark: _47hxl2r]7.5 PROGRAM INCOME
Program income is income earned by the SBDC network from any SBDC supported activity as defined by the Office of Management and Budget (OMB) Omni Circular.[footnoteRef:154] Examples of program income are fees from training events, the sale of publications, and usage or rental fees. Program income also includes fees that are not actually received by the SBDC, but whose disposition is controlled by the SBDC. 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 SBDC network. [154:  13 C.F.R. §130.110.] 

Program income cannot be used to match federal funds.[footnoteRef:155] Program income must be used to further SBDC program objectives and must be expended in accordance with SBDC program requirements and applicable OMB circulars.[footnoteRef:156] [155:  13 C.F.R. §130.480(b).http://bit.ly/aAdkZM]  [156:  13 C.F.R. §130.480(b); Cooperative Agreement, 9. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

The SBDC must expend any program income that exceeds 25 percent of its total budget (SBA funds and match) by year-end.[footnoteRef:157] [157:  Cooperative Agreement, 9. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

SBDCs must establish a separately identifiable program income account to facilitate financial reporting. The lead center must report all program income on SBA Standard Form 425 (Financial Status Report) and must include as an attachment SBA Form 2113 (Program Income Report) and a narrative description of how program income was used to further eligible program objectives.[footnoteRef:158] [158:  13 C.F.R. §130.480(c).] 

SBA requirements regarding program income are incorporated into reporting requirements distributed by the lead center.
[bookmark: _2mn7vak]7.6 BUDGET
The budget submitted as part of the annual funding proposals provides the regional center’s best estimate of expenditures required to operate the SBDC program during the following year. The budget also provides detailed justification for the planned expenditures. The budget is divided into four cost categories: federal funds, state cash match (provided by DEED), grantee cash match, and grantee in-kind and indirect match. The proposal instructions inform the regional center of the amount of federal and state cash match funding it will receive. The regional center budget must then demonstrate sufficient cash and non-cash expenditures to meet its match requirement.[footnoteRef:159] [159:  Budget requirements are found at 13 C.F.R. §130.460 and in the Notice of Funding Opportunity.] 

The budget is also divided into line-item categories, which are established by SBA. These include Personnel, Fringe Benefits, Travel, Equipment, Supplies, Contractual, Consultant and Other Direct. The proposal instructions describe any special requirements applicable to each line item.
The budget becomes final after the lead center submits the funding proposal to SBA, and SBA accepts it by issuing the Cooperative Agreement. The final budget is incorporated into the grant agreement between DEED and the regional center.
[bookmark: _11si5id]7.7 BUDGET CHANGES
Regional centers generally may transfer funds among budget line items so long as cumulative transfers do not exceed ten percent of the total approved budget. If cumulative budget transfers are expected to exceed ten percent of the total approved budget, prior approval of the state director is required.
To request approval of proposed budget changes, the regional director should submit a written request to the state director describing the requested changes and the reason for the changes. A copy of the current approved budget, marked to show requested changes, should be attached to the request.
The state director will review the request and advise the regional director and budget officer in writing of the decision. The lead center will issue a grant adjustment notice if the budget changes result in a reduction of funding. Budget changes resulting from increased funding must be made by formal amendment to the grant contract.
[bookmark: _3ls5o66]7.8 TIME AND EFFORT RECORDS
All employees who charge time and effort to the Minnesota Small Business Development Center
(MnSBDC) program grant funding (including match funds) are required to account for their time and
effort on the grant project(s) they are assigned to and paid from. Therefore, it is important that staff
spend their time on MnSBDC activities, specifically those MnSBDC projects they are assigned. Time
and effort reporting requirements are part of the allowable costs as defined by the U.S. Office of
Management and Budget.
Each Service Center (known as Regional Center in the MnSBDC program) host in the network should
have a system in place for certifying time and effort of MnSBDC employees. Time and Effort
Certification documentation for any employee (i.e. full-time, part-time, extra-labor, graduate
assistant, student) paid with MnSBDC program funds must be available as needed for financial
reporting, oversight, and examinations and submitted with quarterly financial reports as required.
Personnel expenditures should reasonably reflect the total activity for which the employee is
compensated, not exceeding 100% of compensated activities and should support the distribution of
the employee's salary or wages among specific activities or cost objectives if the employee works on
more than one federal award.[footnoteRef:160] [160:  This MnSBDC Policy was developed to address a finding in our 2024 SBA Financial Review. It was initially transmitted via email to all regional centers on May 2, 2024.] 

On a quarterly basis, each Regional Center will submit ‘Time and Effort’ reports for all employees
that are compensated with program grant funding (including match funds or program income funds). A form is posted on the MnSBDC Intranet website for your use for this purpose. We are beginning this process with the Quarter 1 2024 period (January 2024 through March 2024). Please submit your Q1 2024 Time and Effort reports and going forward, please include them when you submit your Quarterly Invoices.

[bookmark: _20xfydz]7.9 PRIOR APPROVAL
In addition to budget changes exceeding ten percent of the approved budget, other situations that require prior approval by the state director include:
· Opening a new budget line item.
· Purchase of equipment not approved in the Cooperative Agreement.
· Out of state travel not approved in the Cooperative Agreement.
· Sole-source procurement of goods or services not approved in the Cooperative Agreement.
· Payment of administrative costs or overhead from federal or state (DEED) funds.
· Sponsorship of other federally funded programs.
All matters requiring prior approval must be requested initially of the state director. Where necessary, the state director will forward the request with a recommendation to the SBDC project officer in the Minneapolis district office or to the grants management specialist in SBA’s Washington, D.C. office.[footnoteRef:161] [161:  Budget changes requiring prior approval from SBA’s Washington office are listed at 13 C.F.R. §130.620 and in the Cooperative Agreement, Paragraph 4. The current Cooperative Agreement is posted on the MnSBDC Intranet. Also see the Cooperative Agreement, Paragraph 13 and the Grant Contract, Clause I.M. An example grant contract is posted on the MnSBDC Intranet.] 

The request should provide sufficient information to enable the state director to make a decision or forward the request to SBA.
[bookmark: _4kx3h1s]7.9.1 Equipment
Requests for approval of equipment should:
· Describe the need.
· Describe the equipment (type, model, etc.).
· Provide the estimated cost.
· Identify the source of funds (by state policy, equipment must be purchased from local cash match or program income funds).
· Provide assurance the host institution’s equipment acquisition procedures will be used.
Requests to dispose of obsolete or unneeded equipment should follow the procedure described in the “Equipment Disposition” section of this manual.
[bookmark: _302dr9l]7.9.2 Out-of-State Travel
Requests for approval of out-of-state travel should:
· Describe the reason for the planned travel.
· Describe the benefit to the SBDC program and the small business community.
· Provide the dates of the planned travel.
· Identify who will be traveling.
· Provide a general breakdown of costs (air fare, hotel, meals, conference registration, other).
· Identify the source of funds (generally should be from local cash match or program income funds).
· For recurring out of state travel commitments, such as visits to a neighboring state for coordination of services, a blanket approval may be requested for the program year
Travel outside the United States must have prior approval of SBA’s Associate Administrator for SBDCs, located in the SBA Washington, D.C., office.[footnoteRef:162] All proposed travel must use coach class, apply directly to specific work of the SBDC or be incurred in the normal course of SBDC program administration, and conform to the written travel policies of the host institution or the sponsoring SBDC organization.[footnoteRef:163] [162:  13 C.F.R. §130.460(g).http://bit.ly/aAdkZM]  [163:  13 C.F.R. §130.460(g).http://bit.ly/aAdkZM] 

[bookmark: _1f7o1he]7.9.3 Sole Source Procurement
Where possible, products and services should be purchased on a competitive basis. This includes purchase of consultant and contractual services.[footnoteRef:164]The host institution’s policy regarding competitive selection should be followed. In the rare circumstances where sole source procurements are necessary, the request for approval should: [164:  Grant Contract, Clause XVIII.I. An example grant contract is posted on the MnSBDC Intranet.] 

· Describe the product or service to be purchased;
· Explain why a competitive process will not achieve the desired result;
· Explain how the sole source procurement benefits the SBDC program;
· Describe the special qualities or qualifications of the proposed product or service;
· Provide any other information supporting use of the sole source selection.
[bookmark: _3z7bk57]7.9.4 Sponsorship of Other Federally-Funded Programs
Proposed contracts, grants and cooperative agreements between an SBDC and other federal agencies, either individually or as part of a joint effort with other parties, must be approved by the SBA Washington office before submitting an application for the proposed contract, grant or cooperative agreement. The SBDC must demonstrate that its performance of the agreement will assist small business concerns without hindering its ability to perform its obligations under the Cooperative Agreement with SBA.[footnoteRef:165] The SBA Washington office has indicated that approval is required if performance of the federal contract, grant or cooperative agreement will be under the management of the SBDC director or other individual whose time is charged to the SBDC program and SBDC personnel will be used in performing the work. The SBA Washington office has further indicated that the requirement applies to all SBDC service centers. [165:  Cooperative Agreement, 2.d. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

Note also, that the State of Minnesota has a strict financial process in place that requires prior approval 
[bookmark: _2eclud0]7.10 LIMITATIONS ON SPECIFIC ITEMS OF DIRECT COST
All program expenditures are subject to SBA requirements and limitations found in the applicable Office of Management and Budget circulars.[footnoteRef:166] The Cooperative Agreement identifies certain specific items of direct cost for which no program funds (federal, state, match or program income) may be used.[footnoteRef:167] These include funds: [166:  Cooperative Agreement, D. The current Cooperative Agreement is posted on the MnSBDC Intranet.]  [167:  Cooperative Agreement, Paragraph 15.n. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

· To create or supplement a reserve or contingency fund or account.
· To provide financial assistance, including but not limited to sub-grants and seed money for business ventures, unless authorized by statute.
· For the cost of promotional items and memorabilia including models, gifts, prizes and souvenirs.
· For costs of entertainment, including alcoholic beverages, amusement, diversion and social activities, and any costs directly associated with such costs (such as tickets to shows or sports events, meals, lodging, rentals, transportation and gratuities).
· For contributions and donations (including cash, property and services) or similar gratuitous transfers of funds or of goods or property purchased with award funds by Recipient to others.
· For the purpose of fund-raising.
· For lobbying as set forth in applicable OMB circulars.
· For membership fees or dues in any civic or community organization (except for non-profit entities, refer to 2 CFR 230, 30), country club, social or dining club or organization. 
· For individual membership fees or dues in business, technical, and professional organizations.
[bookmark: _thw4kt]7.11 INDIRECT COSTS
By state policy, SBDCs may not recover indirect costs from contract (federal or state) funds. Indirect costs may, however, be used as additional match. As required by the policy, if the host institution waives collection of indirect costs the indirect costs are considered in-kind match.
Indirect costs must be established in accordance with Office of Management and Budget cost principles.[footnoteRef:168] The center’s treatment of costs must be consistent with acceptable accounting procedures and in accordance with a current indirect cost agreement negotiated by the host institution with its cognizant Federal agency. The cognizant Federal agency generally is the Federal agency from which the host institution receives the greatest amount of federal funding. If the host institution does not have a current indirect cost rate agreement and does not have a cognizant Federal agency, an indirect cost rate agreement for purposes of the SBDC program may be negotiated with the SBA. Requests are processed through the lead center. [168:  Cooperative Agreement, 13.g. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

[bookmark: _3dhjn8m]7.12 GRANT PROCESS
Federal funds provided by SBA and state funds provided by DEED are awarded to regional centers through grant contracts. The grant contracts specify the amount of funds, program deliverables and other requirements applicable to regional centers, and the budget. A copy of the current grant contract is provided in the tabbed section of this agreement.
A draft of the grant contract for the next year is provided to each regional center in mid-November of the previous year. If the grant contract is acceptable to the host institution, the lead center prepares the final version of the contract, and executes internal DEED processes to encumber the funds. These processes include:
· Preparing a grant cover sheet.
· Obtaining internal DEED approvals.
· Entering the grant budget information in the DEED’s Integrated Data Base (IDB).
· Submitting the proposed grant agreement to DEED fiscal service representative for encumbrance of the funds.
After the funds are encumbered, the lead center emails a copy of the grant contract to the regional director. The regional director obtains signatures from individuals authorized to sign contracts on behalf of the host institution and returns the signed electronic copy to the lead center. The signed and fully executed copy should be retained by the service center.
The lead center returns the signature copy to the DEED fiscal services office for authorized DEED signatures. Once all parties have signed the contract, the lead center returns a fully executed electronic copy to the regional center. Following execution of the grant contract, all material changes to the performance requirements or the budget must be made by written amendment.
Because there normally is a delay between the execution of the grant agreement and the issuance of the Cooperative Agreement, all grant contracts are made contingent upon the availability of federal and state funds. The state reserves the right to cancel the grant contract if these funds are not available to DEED.
[bookmark: _1smtxgf]7.13 INVOICES
Payments against the grant contract are made on a reimbursement basis following receipt by the lead center of the regional center’s properly completed invoice.[footnoteRef:169] The lead center provides the regional center with forms and instructions for completing invoices. The forms and instructions change annually, so it is important that regional centers use the most current form.  [169:  Grant Contract, II.B.1. An example grant contract is posted on the MnSBDC Intranet] 

[bookmark: _4cmhg48]7.13.1 Preparing Invoices
Invoices may be submitted at a minimum of once per quarter. The lead center pays invoices within 30 days following receipt of a properly completed invoice. Payment of the final invoice is delayed until the region submits, and the lead center approves, payment detail supporting claimed expenditures. A reduction is made to the final payment if the regional center does not meet its contractual deliverables or fails to substantiate expenditures to the reasonable satisfaction of the state director.
The regional center’s approved budget is part of the grant contract. Each year, the lead center prepares a working spreadsheet that allows for direct entry of current period program expenditures. The spreadsheet automatically updates year-to-date expenditures so that the regional director, regional budget officer and lead center personnel can easily determine the status of expenditures against budget. All regional centers are encouraged to use this spreadsheet to generate invoices (see Invoice Spreadsheet Directions below). If a center chooses not to use this form, an equivalent form containing all fields required by the lead center, may be used if it is approved by the lead center.
Prior to submitting an invoice for payment the regional director should review the reported expenditures to assure they are allowable and properly allocable to the SBDC program. The regional director is ultimately responsible for the approval of all expenditures submitted for reimbursement.
Regional centers may use the cash method of accounting during the program year to submit invoices. The final invoice should be based on accrual accounting to ensure all expenditures associated with a specific program year are properly accounted for. Only expenditures authorized and incurred during a program year should be charged to that program year. After reviewing the expenditures and invoice, the regional director and financial officer must personally sign the invoice to indicate the claimed expenditures are proper and allocable to the SBDC program. Invoices that are not signed by the regional director and financial officer will be returned to the region.
Typically, supporting detail need not be provided for invoices submitted during the year unless requested by the lead center.  The final invoice must, however, include detail supporting all claimed expenditures for the year. The supporting detail should be complete and appropriately cross-referenced and matched with the line item totals on the final invoice. Appropriate cross-referencing includes appropriately labeling journal entries and summaries for easy flow through to the invoice totals. Discrepancies between the justification and invoice may result in a downward adjustment of the final payment. Overpaid funds must be reimbursed. If changes are necessary, a new invoice may be required. The final invoice will be held for payment until the supporting detail has been thoroughly reviewed and all issues have been resolved. 
Throughout the year, federal funds and match should be spent in approximately the same proportion to ensure the federal funds spent are always covered by the match funds.
[bookmark: _2rrrqc1]7.13.2 Lead Center Invoice Review Procedures
Below are the procedures the lead center uses to review invoices submitted for reimbursement. These procedures are provided to assist regional centers in proofreading invoices prior to submitting them to the lead center for payment.
· Verify that the invoice has been date-stamped to reflect the date the invoice was received. State law requires that all invoices must be paid within 30 days of receipt of a properly completed invoice.
· Enter date and current expenditures on the master invoice review spreadsheet for the appropriate regional center.
· Verify claimed expenditures for compliance with budget and federal requirements (e.g., expenditures are within budget; appropriate approvals for out-of-state travel and equipment purchases have been obtained).
· For the final (year-end) invoice only, review supporting detail to assure that all claimed expenditures occur within the grant year and are substantiated, reasonable, and allocable to the SBDC program and appropriate cost category.
· Print and review the cost share report summary to verify expenditures are in approximate proportion to services delivered (milestones) and percent of program year completed.
· Verify that the amount invoiced equals total reported federal and state dollars spent.
· Verify that the invoice is signed by authorized individuals.
· Resolve any discrepancies with the regional director and financial officer. If necessary, request that a new invoice be prepared and submitted for payment.
· If no discrepancies exist, complete the grantor approval section of the invoice with the approval amounts and appropriate account numbers. Reviewer should initial approval amount.
· Give invoice to the state director for approval and signature.
· If corrections were made on the invoice, advise Regional Director and host center financial director of the changes so they can correct the spreadsheet invoice. Update YTD expenditures in DEED’s Integrated Data Base (IDB), and note entry date on invoice.
· Scan the original invoice for electronic file copy and give the original to DEED’s Fiscal Services office for payment.
· Post the scan of the reviewed and approved invoice to the regional center section on the MnSBDC Intranet and save on the DEED Server.
[bookmark: _16x20ju]7.13.3 Invoice Spreadsheet Directions
Prior to the start of a program year the lead center will provide an electronic spreadsheet file that can be used to generate invoices for payment and reporting. Regional centers are encouraged to use this spreadsheet. Any changes or updates to this spreadsheet will be sent electronically to each center.
Each worksheet is locked to protect it from unauthorized edits and to maintain the invoice’s format. Only the cells that are highlighted will accept data. If changes are needed to fields other than those that are highlighted, the center should contact the lead center for authorization.
The Master sheet in the spreadsheet file contains several fields that can be edited. These fields include the title of the invoice, name and address of the center, grant contract number, approved budget line item amounts, and the names of the regional director and financial officer. These fields should not be changed without notifying the lead center.
There are individually tabbed worksheets that can be used to generate invoices. Centers should utilize these sheets in sequential order since they are tied together and information entered on one flows to the next one. The highlighted cells are the only fields in which centers can enter data. Centers should enter the date range the invoice covers, and the expenditures incurred for that period. Line items that are grayed-out indicate the line item was not authorized in the original grant contact and any expenditure within that category requires prior approval of the state director, e.g., equipment. The invoice totals and YTD amounts will calculate automatically. The indirect rate amount will also calculate automatically based on the approved indirect rate agreement that the regional center has submitted to the lead center.
The invoice can then be printed or put in a PDF format. The regional director and financial officer should do a final review of the invoice for accuracy, then sign and date the invoice. The original signed invoice must be e- mailed to the lead center “invoice Inbox” at MnSBDC.Invoices@state.mn.us for review prior to reimbursement issuance. The file also contains a summary sheet for tracking and informational purposes. This sheet allows for the review of YTD and percentage depleted amounts, cumulative shifts, and indirect rate and match test computations. Review of these figures prior to submission will assist in the invoice being approved.
7.13.4 Invoice Submission Process
To ensure prompt attention and payment of invoices, all invoices seeking reimbursement of expenses are to be submitted through the dedicated email account set up for that purpose. All invoices should be sent directly to the email address;  “Mnsbdc.Invoices@state.mn.us” .

[bookmark: _3qwpj7n]7.14 EQUIPMENT MANAGEMENT 
Regional centers must have an equipment management system for all equipment purchased with SBDC funds.[footnoteRef:170] For SBDC purposes, “Equipment” is any tangible item with a useful life of more than one year and an initial acquisition cost of or more as defined by the US SBA. The host institution policy may be lower, and must be followed since it supersedes. The other exception to the $5,000 figure, is electronic equipment that is a theft target, such as laptops, tablets, etc. that must be explicitly listed and tracked. The source of funds used to purchase equipment must not be grant funds from the SBA or DEED since those funds are used for providing client services only. [170:  ] 

[bookmark: _261ztfg]7.14.1 Equipment Acquisition
Acquisition of equipment with SBDC program funds with a procurement value of $5,000 or greater must be approved in advance by the SBA. Approval may be requested by proposing the acquisition in the annual funding proposal, or by making a special request during the program year. If the acquisition is approved in the Cooperative Agreement, no special request is required. See the section of this manual on Prior Approval for information on how to request prior approval of equipment purchases.
The SBDC should keep a written record of all equipment purchased with SBDC program funds, regardless of the source of those funds. The record should include:
· A description of the property.
· A serial number or other identification number.
· The source and cost of the property.
· Acquisition date.
· Who holds title and percentage of federal participation in the cost of the property (by state policy, local cash match or program income funds should be used to purchase equipment).
· The location, use and condition of the property (i.e., excellent, good, fair).
A copy of the above information should be provided to the lead center after the acquisition of any item of equipment.
[bookmark: _l7a3n9]7.14.2 Equipment Disposition
Disposition of equipment purchased with SBDC program funds must be authorized by the SBA Project Officer. To obtain this authorization, the regional center should send a written request to the state director requesting authorization to dispose of the property. The request should specifically describe the equipment and its condition, and the reason why the center is disposing of it.
If the equipment is still serviceable, the state director notifies all regional directors of its availability. Regional directors who are interested in the equipment may indicate their interest within the time specified by the state director. If there is interest from more than one regional director, the state director and the affected regional directors will consult as to a reasonable disposition. If there is no interest, the state director forwards the request to dispose of the equipment to the Project Officer.
Upon receipt of the Project Officer’s authorization, the lead center notifies the regional director and forwards a scanned copy of the signed authorization. The regional center may then dispose of the equipment according to the host institution’s established procedures. If the equipment is sold, the proceeds are considered program income and must be accounted for in the SBDC’s financial records.
Following disposition of the equipment, the regional center should update its inventory records by recording the date of disposition, the sale price (if any), and the name of the purchaser. This information should be forwarded to the lead center as well.
[bookmark: _356xmb2]7.14.3 Equipment Inventory
A physical inventory of SBDC equipment should be taken annually and the results reconciled with equipment inventory records maintained by the regional center and the lead center. The equipment inventory process should be completed by annually. This information is submitted with the Year-End report documents.
[bookmark: _1kc7wiv]7.15 RECORD KEEPING AND RECORD RETENTION
All SBDCs must maintain complete and accurate records and supporting documentation to facilitate thorough financial and program audits. Financial records must adequately identify the source and application of funds and provide for the comparison of actual expenditures to budgeted amounts by cost category.[footnoteRef:171] The Grant Contract with DEED requires SBDCs to establish and maintain accounts sufficient to prevent commingling of federal and matching funds. Unless otherwise authorized by the state director, the SBDC’s accounting system must account for funds by source.[footnoteRef:172] [171:  13 C.F.R. §130.820(a); Cooperative Agreement, 5 the current Cooperative Agreement is posted on the MnSBDC Intranet.; Grant Contract, Clause I.L. An example grant contract is posted on the MnSBDC Intranet]  [172:  Grant Contract, Clause XVIII.A. An example grant contract is posted on the MnSBDC Intranet] 

Per state of Minnesota statue, records must be kept a minimum of six years following the date the final expenditure report is submitted.[footnoteRef:173] If the host institution has a longer record retention policy, the host institution policy should be followed. [173:  13 C.F.R. §143.42.=This is not correct – refer to T&C instead – Lyle 3-19-2025] 

[bookmark: _44bvf6o]7.16 AUDITS, EXAMINATIONS AND REVIEWS
SBA or DEED may conduct financial audits of the SBDC network.[footnoteRef:174] Regional centers can expect to be reviewed by DEED at least once annually. Service centers are expected to cooperate fully in any such audit.[footnoteRef:175] [174:  13 C.F. R. §130.830(2).http://bit.ly/aAdkZM]  [175:  13 C.F.R. §130.830(2). ] 

SBA is required by law to conduct biennial programmatic and financial reviews of SBDC service providers to inspect records and client files and to analyze and assess SBDC activities.[footnoteRef:176] These examinations are not a substitute for SBA or DEED audits.[footnoteRef:177] As with formal audits, all SBDCs are expected to cooperate fully with the examination.[footnoteRef:178] [176:  15 U.S.C. §648(k) (1); 13 C.F.R. §130.810(a).http://bit.ly/aAdkZM]  [177:  13 C.F.R. §130.810(d).http://bit.ly/aAdkZM]  [178:  Cooperative Agreement, Paragraph 2.c. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

The lead center, in fulfilling its financial management responsibilities under the Cooperative Agreement, may conduct periodic reviews of any service center. The most common type of review is the examination of expenditure detail by the lead center at the end of the program year. Another type of review is a site examination, where lead center personnel review financial and client records, applying procedures similar to those used by the SBA examiner. Full cooperation with these reviews is expected.
A fourth type of review is the accreditation review, conducted by the Association of Small Business Development Centers on behalf of SBA every five years. [footnoteRef:179] This review is typically a programmatic and operational review of the center. Preparation for the accreditation review is coordinated by the lead center. Full cooperation by all service centers is expected. [179:  15 U.S.C. §648(k) (2); 13 C.F.R. §130.810(c).http://bit.ly/aAdkZM] 

[bookmark: _2jh5peh][bookmark: _Hlk233608173][bookmark: _Hlk233608284]7.17 OMB CIRCULARS
The federal government’s Office of Management and Budget (OMB) establishes the basic financial management principles for determining allowable costs and administrative requirements for recipients of federal funds. These principles are applicable to all program expenditures, regardless of source (federal funds or match). [footnoteRef:180] In general, expenses must meet the criteria of “reasonableness, allocability and allowability” as fully explained in the Code of Federal Regulations, Title 2, Subtitle A, Chapter 2, Part 200, specifically 2 CFR 200.403, 2 CFR 200.404, and 2 CFR 200.405. [180:  15 U.S.C. §648(a) (3) (B); 13 C.F.R. §130.460(d); Cooperative Agreement, Paragraph 8. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

OMB issues Circulars, which contain the applicable principles. Effective December 26. 2015, OMB consolidated multiple circulars into a single circular that applies to all organizations receiving grant funds. This is referred to as the ‘Omni Circular’.
OMB circulars may be found at http://www.whitehouse.gov/omb/. The most recent version of the applicable OMB circular applies.[footnoteRef:181]  [181:  Cooperative Agreement, 8. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

[bookmark: _ymfzma]7.18 DRAWDOWN OF FEDERAL FUNDS (LEAD CENTER)
The lead center draws funds against the Cooperative Agreement through a letter of credit process.[footnoteRef:182] The SBDC may draw sufficient funds to meet estimated and actual expenses, but must not draw funds in excess of immediate cash needs. Funds may be requested from SBA as frequently as necessary during the program year, but not later than 90 days after the end of the annual budget period.[footnoteRef:183] [182:  13 C.F.R. §130.500; Cooperative Agreement, 3.a. The current Cooperative Agreement is posted on the MnSBDC Intranet.]  [183:  13 C.F.R. §130.500; Notice of Funding Opportunity, VI.B.] 

The lead center submits funding requests to the US SBA on a quarterly basis per their request. If a regional center submits invoices more often than this, the funds are paid by the state from the state’s general operating fund until they are replenished by the US SBA.
[bookmark: _3im3ia3]7.19 MILEAGE REIMBURSEMENT FOR PROFESSIONAL BUSINESS CONSULTANTS
Mileage and mileage rate
The annual budget submitted by the Regional Centers must include the projected total number of miles to be reimbursed in travel to and from client meetings by Professional Business Consultants (PBC), and the current mileage rate of the host institutions. This information is be included under the ‘TRAVEL’ line item, and broken out separately.
Reimbursement 
Reimbursement for travel to or from client meetings by PBCs who are Independent Contractors is AT THE SOLE DISCRETION OF THE REGIONAL DIRECTOR. The Host Institutions written travel policy shall be used to establish the reimbursement rate for mileage paid to the PBCs.[footnoteRef:184] The same reimbursement rate shall be used for both employees of the Host Institution and Independent Contractors when traveling to or from client meetings. [184:  See OMB Circular; Lodging and subsistence; “Costs incurred by employees and officers for travel, including costs of lodging, other subsistence, and incidental expenses, shall be considered reasonable and allowable only to the extent such costs do not exceed charges normally allowed by the institution in its regular operations as the result of the institution’s written travel policy.”] 

For Independent Contractors who are PBCs, the travel reimbursement and any limitations on reimbursement shall be included in their ‘Professional/Technical Services Contract’.  An example Professional/Technical Services Contract can be found on the State of Minnesota ‘Materials Management Division’ and travel reimbursement is covered in Point 4.1, part b.[footnoteRef:185] [185:  http://www.mmd.admin.state.mn.us/mn05002.htm ] 

The same level of documentation required by Host Institution employees for travel expense reimbursement shall be applied to PBCs who are independent contractors. At year end, the Lead Center shall include this documentation as part of the current Year End closing procedure, and may request all documentation to verify expense reimbursement.



[bookmark: _1xrdshw]8.0 Reports
SBA requires three types of reports. Reporting requirements are described in the annual Notice of Funding Opportunity. The required report types are:
· Consulting and Training (EDMIS) Reports.
· Performance Reports.
· Financial Reports.
[bookmark: _4hr1b5p]8.1 CONSULTING AND TRAINING REPORTS
Consulting and training reports (also called NEXUS reports) summarize consulting and training activity performed by the SBDC network during the previous quarter and year-to-date. NEXUS reports are prepared from the Neoserra database. NEXUS reports are due from the lead center to SBA 30 days following the end of the quarter, as follows:
	Report for Quarter Ending
	Due to SBA

	March 31
	April 30

	June 30
	July 30

	September 30
	October 30

	December 31
	January 30



Reports are transmitted electronically to the SBA NEXUS by the lead center, following instructions provided by SBA. 
Because in many cases, NEXUS data reported to SBA cannot be modified after the reporting due date, regional centers should perform timely database review and clean-up procedures as outlined in the MnSBDC Year End Database Review Procedure guide. The guide is posted on the MnSBDC shared drive. 
[bookmark: _2wwbldi]8.2 PERFORMANCE REPORTS
SBA requires the SBDC network to submit two performance reports.[footnoteRef:186] The semi-annual report describes performance during the first half of the year, and the annual report describes performance during the full year. Performance reports describe progress toward meeting the goals, objectives and milestones identified in the annual proposal. The annual performance report also provides economic impact data such as jobs created and tax dollars generated. Economic impact data are reported electronically to SBA and are also included in the narrative report. [186:  Cooperative Agreement, 5.d. The current Cooperative Agreement is posted on the MnSBDC Intranet.] 

The statewide performance reports are prepared by the lead center, based on reports submitted by regional centers. To ensure uniformity of reporting, and to facilitate preparation of the statewide report, the lead center provides regional centers with detailed instructions and forms for preparing the semi-annual and annual reports. The forms and instructions are based on requirements established in the Notice of Funding Opportunity.
Due dates for performance reports are:
	Type of Report
	Due from Regional Centers
	Due to SBA

	Semi-Annual Performance Report
	June 30
	July 30

	Annual Performance Report
	February 15
	March 30


[bookmark: _1c1lvlb]8.3 FINANCIAL REPORTS
Financial reports are submitted to SBA as part of the semi-annual and annual performance report.[footnoteRef:187] Financial report requirements are established in the Program Announcement and include: [187:  Cooperative Agreement, 5.f. The current Cooperative Agreement is posted on the MnSBDC shared drive.] 

· Federal Form SF 425, Financial Status Report.
· SBA Schedule, Schedule of Indirect Costs.
· SBA Form 2113, Program Income Report.
· SBA Form 2186, Other Funding Under the SBDC Umbrella.
· Federal Form SF 272, Federal Cash Transactions Report.
All of these forms are prepared by the lead center based on information supplied by regional centers. In order to assure the accuracy of the statewide report, it is essential that regional reports be accurate. As with the MIS and performance reports, the lead center provides regional centers with the forms and instructions for preparing financial reports. Due dates are the same as the due dates for the semi-annual and annual performance reports.
[bookmark: _3w19e94]8.4 NETWORK SCORECARD REPORTS
Regional center goals are available to view in real time on the Neoserra dashboard. Every Regional Director should be monitoring their progress toward accomplishing regional center goals.  If the goals are not meeting the required performance objectives, the Regional Director may generate specific reports from Neoserra to pinpoint and address the issue. 


[bookmark: _2b6jogx]9.0 Proposal Process
The SBDC lead center applies for federal funding through the U.S. SBA by submitting an annual proposal. This is reinforced by a multi-year programmatic proposal issued by DEED covering a 3-year timeframe. . Both the multi-year programmatic proposal and the annual funding proposal are based on proposals submitted by regional centers, and the anticipated federal funding level issued by the U.S. SBA
[bookmark: _qbtyoq]9.1 MULTI-YEAR PROGRAMMATIC PROPOSAL
The lead center submits an annual proposal for federal funding through the U.S.  SBA. 
Minnesota has elected to develop multi-year programmatic proposals for their regional centers to encourage longer-term planning. To prepare the proposal, every three years the lead center solicits proposals from entities interested in serving as a regional center for the next three-year program cycle. The Request for Proposals is published in the State Register, typically in 2nd quarter, and distributed to potentially qualified applicants. Proposals are due in 3rd quarter. Organizations whose proposals are accepted are notified in 4th quarter. Representatives from the selected organizations participate in a strategic planning session to plan the direction of the SBDC program for the next three-year cycle. The results of the planning session form the basis for the multi-year proposal.
[bookmark: _3abhhcj]9.2 ANNUAL FUNDING PROPOSAL
The SBDC lead center applies for federal funds through an annual proposal process. In order to prepare the federal funding proposal, the lead center solicits funding proposals from regional centers.  The budget is dictated by the fundsing available from Congress for the program, while the goals listed in the RFP are used to help build the strategic plan for the network.
The lead center provides instructions and forms for preparing the annual funding proposal and budget. The instructions and forms are based on the requirements of the Program Announcement by which SBA solicits proposals from lead centers.
The following calendar is used to prepare the annual funding proposal and award grants. Dates are approximate.
Mid-June – Lead center issues funding proposal instructions and requests a letter of intent for those intending to submit a proposal.
Mid-July – Regional funding proposals due to lead center
Early August – Draft proposal due to SBA district office
Last Half August / First Half September – Final proposal due to SBA; submission via www.grants.gov
Last Half November / First Half December – Draft grant agreements are sent to regional centers if the SBA has awarded the project for that year, otherwise it is delayed until the SBA issues the award.
Early December – SBA issues Notice of Award or intent to issue Notice of Award
Late December – Grant agreements are executed by all parties, or if the award is delayed, the grants are not issued until the award is issued.
January 1 – New program year begins

NOTE – the grant agreement contracts are not considered VALID until they are counter-signed by the DEED Commissioner’s Office, thus no funds can be spent until this occurs. This depends on the source of funds being used, please check with the Lead Center for specific instructions.
[bookmark: _1pgrrkc]9.3 PROPOSAL REVIEW
Proposals are reviewed by the lead center for conformity to the information requested in the proposal solicitation. Regional centers’ use of the forms provided by the lead center and attention to the instructions will minimize call-backs and re-work resulting from the review.
The following procedures are used by the lead center to review the completeness of the funding proposal budget. These procedures are provided to assist regional centers in proofreading their proposal budget prior to submitting it to the lead center.
· Federal and State award funds equal amount specified in instructions.
· Sources of cash match (Part 1 of Proposal), total cash match, and funding sources of cash match balance.
· Contractual organizations on the organizational chart correspond to contractual organizations specified in the budget and contractual organization expenditure detail corresponds to the Contractual line item in the budget.
· Personnel and personnel expenditure detail correspond to personnel identified in the budget.
· Fringe benefit percentages are specified in the budget and are calculated accurately.
· In-state and out-state travel are separately stated.
· In-state mileage and reimbursement rate are stated and are calculated accurately.
· Out-of-state travel is appropriately justified.
· Equipment purchases (useful life of one year with acquisition cost of $5000 or more) are justified.
· Budgets are provided for contractual service centers and tie to regional center contractual line item.
· Consultant and consultant expenditure detail correspond to the Consultant line item in the budget.
· Other direct costs are reasonable and in line with historical costs or are otherwise appropriately justified.
· In-kind contributions are appropriately justified and documented when required.
· Indirect cost rate agreements are provided and are calculated correctly in the budget.
· Federal and state award funds are allocated to direct client service (personnel, fringe, travel directly related to client services, contractual and consultant line items).
· The regional center meets the minimum total match requirement specified in the proposal instructions [(federal) * 100%].
· The regional center meets the minimum cash match requirement [minimum total match requirement * 50%].
· The appropriate authorized official signs the proposal.


[bookmark: _49gfa85]10.0 Database Management
Neoserra is the SBDC client tracking and management information system. The state office utilizes Neoserra for the administrative functions of the SBDC management information system. All centers are required to enter client data, consulting records, investment session, training seminar information and professional development information in Neoserra. This section of the operations manual addresses database management issues. Users of this manual should refer to the Neoserra training manual posted in the Appendix for details on data entry and other issues related to Neoserra.
[bookmark: _2olpkfy]10.1 QUARTERLY DATA ENTRY DEADLINES
State office policy requires regional center consulting and training activity that occurs the prior month to be entered by the 14th of the following month.
Consulting and training activity not entered before the submission deadline will not be included in SBA reported information. Modification of prior month activity post-submission deadline is not allowed with the exception of Attribution and Validation information which may span several months. Regional centers are at liberty to set more restrictive deadlines upon regional consultants to ensure the entry of accurate and timely information. 
[bookmark: _13qzunr]10.2 ENTRY OF NEW CLIENTS 
[bookmark: _3nqndbk]10.2.1 New Client Status
A client is only a new client once during the lifetime of his/her relationship with the SBDC. To be counted as an initial session per US SBA definitions, the first initial session must be of a duration of a minimum of 15 minutes, the remainder of time may be prep.  For phone or internet consulting, the initial session must be   at least a minimum of 15 minutes of contact time, the remainder of time may be prep. NOTE - Travel time should be recorded, however, it does not count toward meeting the required time.
 All clients must have a signed 641 form (paper copy or online eCenter sign up) prior to the initial session, or consulting must not take place. This is preferably done through the eCenter sign up process.
[bookmark: _22vxnjd]10.2.2 641 Form
A 641 form (paper copy or online eCenter sign up) is required for receiving SBDC services.  This is done once during the lifetime relationship of the client with the SBDC.  If a paper copy is used, it must be scanned and uploaded in the Neoserra client file.
[bookmark: _i17xr6]10.2.3 Business Establishment Date
The business establishment date is entered by the client during the eCenter sign up process.    For preventure clients that establish business at a later date, the business start is logged as a milestone in Neoserra and the profile is updated
[bookmark: _320vgez]10.2.4 Client Address and Zip Code
Consultants must work with clients to obtain – and keep updated – the most correct/current contact information possible. Note that Neoserra has fields for both a ‘physical address’ and a ‘mailing address’. The client address MUST be entered in the physical address fields, and if the mailing address is the same, the box can be checked to make them the same.
Whenever an address is added or changed, the address must be validated by clicking the “Validate Address” button.  If the resulting zip code is only 5-digits long – or if in the course of working with client records you run across a record containing a 5-digit zip code – try the United States Postal Service website to look up zip codes (USPS.Com) to find the 9-digit zip code.  If you manually convert a 5-digit zip code to a 9-digit zip code, do NOT “Validate Address” or it will revert back to the 5-digit zip code; simply “Update” the record.  If you get a message that the address is not valid, try reentering the address with no abbreviations to see if that helps.  If not, contact the lead office for assistance.  It’s critical to enter a 9-digit zip code (or zip+4 as it’s sometimes called) whenever possible since Outreach Systems (who manages the Neoserra client database) syncs this information with state and federal congressional information to enter and/or update this as necessary; this information is no longer available for manual entry.
If mail sent to a client is returned as undeliverable, the client should be contacted to obtain their correct address.  If neither of these works, move any contact information, i.e., address, phone number, e-mail, web address, etc., to the Notes field and then delete from above.  [Note:  You’ll be unable to delete the zip code, however, so that will need to remain.]  Uncheck the “interested in mass e-mail” and “interested in mass mailings” boxes.  In the address field, write “DNM” [for Do Not Mail] and add any known information such as “moved to . . . . –“to the Notes field as well.  You will then be prompted to make these changes to the contact record(s) as well and should do so for all that apply.
[bookmark: _1h65qms]10.2.5 Client Demographic Information
Client demographic information is gathered on the 641 during the sign up process (paper copy or online eCenter sign up). The fields for race, Hispanic origin, veteran status, reservist status and disability status should be populated with a type other than “Undefined.” This choice may include “Choose not to respond” or other choices as self-certified by the client on the completed 641 form.  If a client self identifies as Hispanic and also selects an option under “Race,” enter it as is.  If, however, the client self identifies as Hispanic but leaves the race field empty, enter “Race” as “Choose not to respond”.
[bookmark: _415t9al]10.2.6 Signature Date
The signature date is the date of the initial signed 641 form (paper copy or online eCenter sign up).  Since the client will only be a new client once during his/her relationship with the SBDC, the date entered in this field will not change in the future, even if the client signs a revised 641 in the future. NOTE – a client can not work with a consultant until the 641 form or eCenter form is signed.
[bookmark: _2gb3jie]10.2.7 Contacts Associated with More than One Company
The term “client” within Neoserra refers to an established business entity or pre-venture idea. A contact (the person receiving the consulting) who is pursuing consulting regarding multiple businesses must have a record in Neoserra for each venture and must sign the 641 form (paper copy or online eCenter sign up). The contact record in Neoserra may be associated with both client records, however.
[bookmark: _vgdtq7]10.2.8 NAICS Code
Entry of the client’s NAICS code is required for in-business clients.  The SIC code entry is optional. If the client is pre-venture or nascent, the NAICS code entry will be associated with the sector that the individual is seeking to open his/her business in.
[bookmark: _3fg1ce0]10.2.9 Mass Mailings?
If the client refuses to participate in mass mailings (i.e., satisfaction survey, newsletters), the check box for “company interested in receiving mass mailings?” should be unchecked.  A notation regarding the request must be added to the “notes” section.
[bookmark: _1ulbmlt]10.2.10 Mass E-mailings?
If the client refuses to participate in mass e-mails mailings (i.e., informational emails, electronic newsletters), the check box for “company interested in receiving mass e-mailings?” should be      unchecked. A notation regarding the request must be added to the “notes” section.
[bookmark: _4ekz59m]10.3 CONSULTING SESSION ENTRY           
[bookmark: _2tq9fhf]10.3.1 Recording Consulting Activity
Consulting activity entered in Neoserra must be listed as the date it actually occurs, as opposed to grouping several sessions in one Neoserra entry.  Consulting sessions, at a minimum, must be recorded on a weekly basis and are recommended to be entered at the conclusion of each client session when the information is still fresh. 
[bookmark: _18vjpp8]10.3.2 Quality of Consulting Notes
Each consulting session record must include at least the following. The 5-point format listed in the consulting session is preferred as the format to use:
· [bookmark: _3sv78d1]A summary of the business and business owners (new/initial session only), however as the engagement unfolds, additional assistance may be required and the new assistance should be listed in this section.
· An analysis of the client’s problem.
· A summary of what the consultant did during the session.
· Recommendations.
· Follow-up required by the consultant and the client.
· Any other documentation deemed appropriate by the consultant.
If consulting sessions are not adequate in detail, the state office reserves the right to disallow the consulting session entry. A sample of regional consulting notes will be reviewed by the state office during the annual site review process.
[bookmark: _280hiku]10.3.3 Documentation of Reports
If services provided to the client results in the generation of any financial analysis/Performa, publication, study, marketing material, research report or related document such as a business plan, an electronic version (e.g., scanned pdf, Word, Excel) of the most current or final document must be included on the “ upload document” section of the Neoserra client file.
[bookmark: _p0jgskh0l6e1]10.4 ENTRY OF INVESTMENT
[bookmark: _375fbgg]10.4.1 Denial of loans
If a loan is denied, comments regarding the denial should be added to the “notes” section (i.e.; client withdrew loan application). 
[bookmark: _1maplo9]10.5 ENTRY OF CONFERENCES 
[bookmark: _46ad4c2]10.5.1 Minimum Duration
Training events must be a minimum duration of 60 minutes to qualify. 
[bookmark: _2lfnejv]10.5.2 Minimum Attendance Number
Training events must have a minimum of two attendees to qualify as a ‘training event’ under SBA guidelines.
[bookmark: _10kxoro]10.5.3 Training Hours
Training hours are defined as total curriculum hours. 
[bookmark: _3kkl7fh]10.5.4 Multi-Day Course
A multi-day course is considered as one training event.
[bookmark: _1zpvhna]10.5.5 Co-Sponsor POC
A co-sponsor point of contact (POC) is a person, not an organization.
[bookmark: _4jpj0b3]10.5.6 Funding Source
Funding source, which is the source of funds used for the training event, will always be SBA unless otherwise directed by the state office.
[bookmark: _2yutaiw]10.5.7 Reportable?
When the funding source is SBA, the training events must always be checked as reportable, unless they do not meet all of the requirements of the Form 888. In that case, the entry should be recorded as ‘administrative’.
[bookmark: _1e03kqp]10.5.8 Consultant Instructor
The consultant instructor should be noted from the Neoserra drop down list option. If not listed, the consultant should be added to the consultant listing in Neoserra so they can be listed as the instructor, and only as an exception should it be noted as “TBD”.
[bookmark: _3xzr3ei]10.5.9 eCenter Posting
All training events should be posted to eCenter unless otherwise directed by the state office. Additional information regarding the regional center’s payment policy and registration policy must be added to the “additional information” section. After entry of a training event into Neoserra, the regional center posting on eCenter should be checked to verify correct information has been posted to the site. An administrative e-mail of confirmation from the regional is required to be sent to all individuals that submit a conference registration via eCenter. Regional center payment terms should be noted on the e-mail. 
[bookmark: _2d51dmb]10.5.10 Canceled Conferences
If a training event is canceled, the status of the event should be changed to “cancelled” or “postponed,” whichever is more appropriate. 
[bookmark: _sabnu4]10.6 ECENTER CONSULTING REQUEST
Consulting requests that are submitted to the regional center via eCenter, must be reviewed for information quality and checked for possible existing client or contact entries. By following this policy, duplicate entries can be avoided. It is up to the discretion of the regional center if the consulting request contact is updated as a new client upon time of information review or until the first initial consulting or administration session. By checking their concurrence of the disclaimer terms stated on the eCenter site, the client is noting their acceptance of the SBDC disclaimer by the electronic signature process and this must be in place prior to their first consulting session date.  
[bookmark: _3c9z6hx][bookmark: _1rf9gpq]10.7 DATABASE CLEAN-UP
Regional centers must perform database cleanup to ensure the SBDC management information system contains only allowable client, consulting, investment and training data. Center administrators should refer to the appendix “Neoserra Review and Database Clean-Up Procedures” to perform this function. Centers are advised to perform database clean-up on a quarterly basis by the 15th for the month which contains the quarter-end report (April 15, July 15, October 15, January 15), but it is recommended that clean-up occur on a monthly basis. It is critical that the clean up happen for the October 15 report, since the SBA uses this to close out the federal fiscal year.
[bookmark: _4bewzdj]10.8 CLIENT VALIDATION AND ATTRIBUTION
As proposed by the ASBDC Accreditation Committee and approved by the ASBDC Board of Directors, all client impact must be validated by the client and attributed by the client to the actions of the Minnesota SBDC. The goal in this action is to ensure absolute integrity in SBDC client impact data nationwide, by using the client as the final ‘judge’ of what has or has not been achieved in the process. This process also has a secondary effect of allowing the client to recognize and acknowledge the valuable assistance provided by the MnSBDC network, and strengthen both the MnSBDC ‘brand’ and the client relationship.
 As defined above in 4.1.1, consulting is individual advice, guidance or instruction given to a small business person or entity. The issues presented by the client must be substantive in nature and require assistance from the SBDC in the formation, management, financing or operation of a small business enterprise and are specific to the needs of the business. Hence, the client must verify that the consulting was ‘substantive in nature’ and ‘specific to the needs of the business’ and resulted in the recorded impact.
10.8.1 Client Attribution Documentation Required
The documentation must be written, signed and dated by the client. The format may be a paper form, verifying the impact and attributing it to the services of the MnSBDC, or an electronic format, such as an email, that clearly identifies it was sent by the client. If the format is an email, coming from the client email account provides ‘prima facie’ evidence that it was sent by the client. The email may originate from the Regional Center or Professional Business Consultant in the engagement, listing the impact and verifying the substantive role of the MnSBDC, soliciting a response of affirmation.
The documentation must be uploaded to Neoserra in PDF format, and stored in the client file in Neoserra.
10.8.2 Regional Center Validation Required
After documentation is collected from the client and uploaded to Neoserra, the Regional Director reviews it for accuracy, completeness, and validity. If the Regional Director is assured that it meets the criteria for validation and attribution, they choose the option in Minnesota SBDC checkbox at the bottom of the page in Neoserra that states “Yes-Backup Documentation Attached to Client Record”. If the documentation does not meet the criteria, they choose the box that states “Not attributed to the center”. If there are any questions or concerns on a specific case or about the process, contact the State Director for follow up.
10.8.3 Lead Center Validation Review
The Lead Center will review validation documentation on a sample basis to ensure quality standards are maintained, and as a check on data integrity. This review will be performed no less than on a quarterly basis.
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[bookmark: _15phjt5]Appendix 1 – Core Competency
Core Competencies 
In keeping with terms of the enabling statute that sets forth activities of the SBDC program "to serve as an active information dissemination and service delivery mechanism..." through the utilization of institutions of higher education, broad areas of expected business proficiency are listed. 

1. Business Planning, including Strategic Planning and Business Plan Development 

The Consultant/Counselor will be able to: 
a. Identify and assess the critical business issues facing the existing business client based on inputs such as client interviews, financial statements, operating information and external customer/market data. 
b. Assess the start-up client’s readiness and needs 
c. Identify and convey to the client the basic steps and considerations for starting or buying a business or franchise and selling, transferring or liquidating a business or franchise. 
d. Identify available resources and tools including government regulations and services available via multiple sources. 
e. Assist in developing a strategic plan using tools such as a SWOT analysis, Porter’s 5-Forces or other strategic tools. 
f. Identify different types of business plans and the purpose and use of each 
g. Understand the components of a business plan and be able to explain/demonstrate them to a client 
h. Effectively assist clients to develop a business plan 
i. Effectively assist clients in implementing their business plan 
j. Develop an action plan with activities and next steps with the client 

2. Financial Analysis 

The Consultant/Counselor will be able to: 
a. Identify businesses costs. 
b. Determine what the gross profit margin is and relate to the client why it is important. 
c. Determine what sales volume is needed to break even. 
d. Track and forecast cash flow. 
e. Know the effect of delayed collections on cash flow. 
f. Know the difference between margin and markup. 
g. Know how to monitor gross, operating, and net profit margins. 
h. Know how to estimate minimum cash (working capital) reserves. 
i. Know how to use business ratios and industry averages. 
j. Effectively convey all of the above concepts to clients. 
k. Understand and effectively convey to clients key financial management issues including costs, cash flow, break-even, gross profit margin, forecasting, business ratios and industry averages, and financial statements. 

3. Accounting 

The Consultant/Counselor will be able to: 
a. Reconcile a bank statement. 
b. Be able to teach a client how to hire and pay an employee in the specific State/Region. 
c. Be knowledgeable and have a basic understanding of electronic and paper recordkeeping systems. 
d. Cash basis vs. Accrual basis of accounting 
e. Provide resources for setting up a company using electronic software such as Quick Books. 
f. Assign appropriate expense categories to expenses incurred within a checking register. 
g. Create financial statements. 
h. Account for A/P and A/R. 
i. Account for COGS (Beg. Inv + Purchases – End Inventory) 
j. Demonstrate knowledge of each part of the Accounting Equation 
k. Demonstrate knowledge of invoicing and collections. 
l. Demonstrate knowledge of internal controls necessary to minimize theft. 
m. General knowledge of federal, state and local taxes. 

4. Marketing 

The Consultant/Counselor will be able to: 
a. Identify and define four P’s of marketing – product, price, place & promotion 
b. Identify and define the five segments of promotion – advertising, personal selling, public relations, sales promotion and direct marketing 
c. Direct clients to proper sources for market research (SBDC net services) 
d. Understand competitive strengths and how to perform a competitive analysis (SWOT) 
e. Assist clients in developing a “superior” value proposition 
f. Effectively assist clients to understand basic selling skills 
g. Effectively assist clients in developing a compelling, professional sales presentation 
h. Assist clients in developing a marketing plan consisting of a strategic plan and a tactical plan. Concise strategies will be developed for:
I. Products/services 
II. Targeting 
III. Positioning 
IV. Pricing 
V. Value proposition (Why should I choose you?) 
VI. Distribution (Go to market strategy) 
VII. Communication (the message and the media) 

i. Assist clients in developing and implementing an action plan 
j. Assist clients in how to do fundamental, cost effective:
I. Market research 
II. Market analysis 
III. Customer research 
IV. Competitive analysis 

k. Assist clients in developing strategies and tactics to:
I. Find/acquire new customers 
II. Satisfy 
III. Grow 
IV. Keep 

l. Internet marketing 
m. Research 
n. Newsletters 
o. Blogs and other emerging electronic and social networking tools that can used by small business clients 
p. Relationship marketing 

5. Assistance with Access to Capital 

The Consultant/Counselor will be able to: 
a. Identify financing sources to include:
I. State and local loan/economic development programs 
II. Federally sponsored programs 
III. Banks 
IV. Internal methods of financing – bootstrapping 
V. Initial public offering, funding using an LLC 
VI. Angel investing groups 
VII. Venture capital 
VIII. Equity capital 

b. Identify and define financing strategies 
c. The factors considered for project/loan approval via each financing vehicle 
d. How to convert an unfundable project/proposal to one that is fundable 
e. Understanding how to effectively combine a myriad of financing programs – investors, banks and government loans when necessary to fund the project 
f. Understand and demonstrate a fundable loan proposal 
g. Assist in developing the loan proposal to include two year month to month financial projections 
h. Time value of money 
i. Capital budgeting
I. Payback period 
II. NPV and IRR 

j. Amortization schedules 
k. Leases 
l. General knowledge of credit reports and credit scoring 


FOUNDATIONAL SKILLS 

6. Communication skills

The Consultant/Counselor will be able to: 
a. Active listening 
b. Effective client interviewing using open ended questions 
c. Creative problem solving 
d. The ability to handle difficult people 


7. Consulting/Counseling Techniques

The Consultant/Counselor will be able to: 
a. Display knowledge and use of effective consulting/counseling and coaching techniques 
b. Assist client to set goals within an action plan 
c. Understand how to develop a standard consulting/counseling session outline that serves as a diagnostic tool for effectively assessing the client 
d. Identify consulting/counseling tools/resources and how they would be used 
e. Understand and demonstrate when team based consulting/counseling would be used 
f. Understand how to use SBDCNet, any web-based client database, such as WebCATS, Center IC, EDMIS, etc. and consulting/counseling resources and how to develop effective documentation 
g. Demonstrate understanding of identifying high growth/high opportunity clients and how to engage the state/region-wide services available 
h. Demonstrate an understanding and awareness of Cultural diversity 
i. Understand and comply with the State/Region Code of Professional Conduct:
I. Conflict of interest policies 
II. Client confidentiality requirements 
III. Ethics 
IV. Educational or host organization policies (to be covered by College or host organization) 
V. Introduction to core competencies 







[bookmark: _3pp52gy]Appendix 2 – Neoserra Manual

	Neoserra
Training Manual
	Last Updated: May 9
2014

	A guide to the navigation and entry of client information and history within Neoserra. All staff and consultants of the Minnesota SBDC should be familiar with this management information system and should use all diligence to ensure that the information entered is accurate, timely and meets the highest of standards.
	Guide to Navigating and Entering Information into Neoserra
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OBTAINING USER-NAME AND PASSWORD	
USER PERMISSIONS	
CHANGING YOUR PASSWORD AND ACCOUNT PREFERENCES	
RESETTING YOUR PASSWORD	
LOGGING OFF	
ECENTER	
ECENTER NEW CLIENT SIGN-UP	
PROCESSING AN ECENTER REQUEST	
SEARCHING FOR A CLIENT RECORD	
CLIENT SEARCH	
CLIENT/PRE-CLIENT LIST	
CLIENT DETAILS	
ACTIVITY RECORDS	
ADDING AN ACTIVITY (CONSULTING SESSIONS, MILESTONES, CAPITAL FUNDING, AND AWARDS)	
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CAPITAL FUNDING (INVESTMENTS)	
AWARDS	
MILESTONES	
CONSULTANT REPORTS	
FIELD CHARTS	
CLIENT FIELD DEFINITIONS	
COUNSELING SESSION FIELD DEFINITIONS	
SBA COUNSELING AREA DEFINITIONS	
CAPITAL FUNDING (INVESTMENT) FIELD DEFINITIONS	
EXAMPLES OF CLIENT NARRATIVE WRITE UPS	
EXAMPLE OF FINANCIAL ASSISTANCE COUNSELING	
EXAMPLE OF MARKETING ASSISTANCE COUNSELING	
EXAMPLE OF BUSINESS START-UP ASSISTANCE COUNSELING	



[bookmark: _24ufcor]Neoserra Basics
[bookmark: _jzpmwk]About Neoserra
Neoserra is a web-based interface for the client database used by the Minnesota Small Business Development Centers. It is run and managed by Outreach Systems Inc. Neoserra was launched in late 2013 and will replace WebCATS as the main database tool by 2015. It is the main tool for tracking client data and consulting activity.
Neoserra is accessed at the following website: https://mnsbdc.neoserra.com/ 
[bookmark: _33zd5kd]Obtaining User-name and Password
User accounts are requested by local program administrators, such as your director or program coordinator, to the SBDC lead office hosted by the Department of Employment and Economic Development. Access to Neoserra is contingent upon agreement to the MnSBDC Code of Conduct. Once the request has been made, a new user can expect an e-mail from the lead office containing a username and a temporary password.
[bookmark: _1j4nfs6]User Permissions
Permission levels are set by the SBDC Lead Office. If you find that your permissions are insufficient to perform the work assigned, contact your local program coordinator to request additional capabilities. They will determine whether or not that capacity is needed and make the request to the Lead Office if so.
Generally speaking, most consultants will have view, add and edit capabilities for all records contained in their host center and will have viewing rights to records stored in the entire network. Consultants may or may not have delete capabilities depending on the rights given. If you do not and need something deleted, contact your program coordinator.
[bookmark: _434ayfz]Changing Your Password and Account Preferences
Once you have obtained your log-in information and have successfully entered Neoserra, please immediately change your password (see picture below) to something you can easily remember, but others would have a difficult time guessing. Keep in mind that passwords must meet the following criteria:
· 8 characters or more
· Mix of capital and short case letters
· At least one digit
· At least one punctuation mark

To change your password, click on your name in the upper right of the screen and select “preferences”:
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In the preferences screen you have the options of changing your associated e-mail and your password. You also have several options for customizing the look of your Neoserra. 
[image: ]

[bookmark: _2i9l8ns]Resetting Your Password
If you have forgotten your Neoserra password, you may reset it by clicking the link on the login page. Assuming that the e-mail listed for the user is correct, the user should see a system generated e-mail from Outreach Systems supplying a temporary password within a few minutes. If the e-mail is not obtained, contact your lead office system administrator (Hayley Rowan) at 651-259-7422.

After a successful login, be sure to change your password to something you can remember. The system will force you to change your password every 180 days.
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[bookmark: _xevivl]Logging Off
Because there is a limit of 25 user licenses to be on the database at any one time, make sure you use the log off button in the upper right when you are not using the database. Closing the browser may not free up the license.
[bookmark: _3hej1je]eCenter
[bookmark: _1wjtbr7]eCenter New Client Sign-up
eCenter is an add-on to Neoserra that allows new clients to sign up for services with the SBDC. Completion of the paper 641 “Request for Services” is not required if a client opts to sign up electronically. People may also sign up for training events offered by the regional centers.
eCenter can be accesses at URL: http://mnsbdc.ecenterdirect.com, or via hyperlink with a region specific code.
The client will be asked to complete several details containing their contact and demographic information and business status. The expectations for the clients and a legal agreement are also contained on this page, as well as a place for their electronic signature.
A unique and valid e-mail address from the client is required to sign-up for services through eCenter. 
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eCenter Client Sign-up Continued

*Form is longer than displayed on this sample
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[bookmark: _4gjguf0]Processing an eCenter Request
Users can view new Client intake requests by choosing “view” and “Intake Requests.” Pending clients are denoted by “New Request” under the status category. may be denied because it is determined that the client record is a duplicate, checked no to sharing information or it is deemed by the host center that the client will not receive beneficial aid from the SBDC. 
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By clicking on the date you can review the request, check for duplicates and complete any missing required data. This is usually done by administrative staff at your host center. Once the request is accepted they will typically contact the client and the assigned consultant. Some centers may use slightly differing processes.



[bookmark: _2vor4mt]Searching for a Client Record
There are several ways to search for a specific client or contact record:
· Client Search (on banner)
· Client/Pre-client List
[bookmark: _1au1eum]Client Search
One of the easiest ways to find a client or contact record in Neoserra is by using the search box on the banner to search for client number, contact name, business name, email, etc. to find client, pre-client and contact records. Once you start filling in information it will give you suggestions for the most likely records.
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When you press the enter key it will give you all similar results include client and pre-client records, contacts and even consultants.



[bookmark: _3utoxif]Client/Pre-client List[image: ]
You can also use the Client/Pre-client list to browse for clients. The list is sortable by client ID, company name, etc.
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[bookmark: _29yz7q8]Client Details
Once you have found the client you are looking for, click on their client ID number or company name to open the client detail page. From here you can view all the contact and business information for that client. On the right hand side of the screen you can see a summary of the client’s active history.
All MnSBDC consultants should have the permissions to edit the client detail page for all clients that are assigned to their host center. If you do not, contact your program coordinator. 
Consultants are responsible for the following:
· Recording consulting sessions and time diligently, and writing sufficient notes to justify the time spent and well as informing consultants who may continue services with the client in the future. Refer to the section examples of client narrative write ups for samples.
· Verifying/updating your clients’ and contact information regularly to ensure data integrity. Please refer to the chart of client field definitions. 
· Recording changes to their clients’ status and adding milestone records (such as businesses started/bought, changes in number of employees, investment packages completed/closed, awards won and other relevant milestone accomplishments). If you are unsure about how to enter a particular piece of data, please check with your program coordinator to make sure you are entering information correctly.
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Client Information (use tabs)
Client Activities

Client Detail Edit Button

Summary

[bookmark: _p49hy1]Activity Records
[bookmark: _393x0lu]Adding an Activity (Consulting Sessions, Milestones, Capital Funding, and Awards)
Find the correct client that you want to add an activity to using any of the methods in the Searching for a Client Record section and click on the Client ID to access their client detail page. To add a consulting session, capital funding record (investment), or a milestone, click “new” and choose the appropriate category.
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[bookmark: _1o97atn]Counseling/Consulting 
Counseling records are one of the most important elements of the MnSBDC database. Consultants are expected to accurately capture their time spent in client engagement and preparatory work. See section Counseling Session Field Definitions for guidance on completing each field of the counseling session record. 

State policy requires each client file must include sufficient detail that:
· Another MnSBDC professional business consultant could review the record (i.e. narrative and key documents) and continue the client relationship without interruption and substantive rework.
· Properly categorizes (See SBA Counseling Area Definitions) and supports the total consulting time (prep and contact) recorded, and
· Includes (attaches) the key documents that provide evidence of the quality of work completed.
Centers must enter all consulting session information in Neoserra. Session information must include, at a minimum:
A summary of the business and business owners (new/initial session only)
An analysis of the client’s problem.
A summary of what the consultant did during the session.
Recommendations.
Follow-up required by the consultant and the client.
If applicable, an electronic version (e.g., scan pdf, Word, excel) of any financial analysis/Performa, publications, studies, marketing material, reports, research or other work performed for the client. (In the rare exception if this supplemental information is too voluminous to record in Neoserra, a hard copy may be placed in the client’s file).
Any other documentation deemed appropriate by the consultant.

Refer to Examples of Client Narrative Write Ups for samples of well written client narratives. The lead center requires entry of all consulting session in Neoserra by the 14th of the month of the prior month activities. Regional centers are at liberty to employ a more restrictive or earlier date.
[bookmark: _488uthg]Capital Funding (Investments)
Investment Records track loan applications made on behalf of a client and are important for tracking key metrics of service deliverables of a regional center, and the network as a whole. It is imperative that you check on the status of capital funding requests often and update when it becomes approved, denied or withdrawn. Below is a table that contains instructions for the entry into each field in Neoserra. Please refer to section Capital Funding (Investment) Field Definitions for guidance on completing each field of the capital funding record.
[bookmark: _2ne53p9]Awards
Award refers to a business being selected for a contract like a government (Federal or State), commercial contract, etc. The Lead Office does not currently have a policy about the tracking of Award records, however your regional center may.
[bookmark: _12jfdx2]Milestones
Milestones are records which track major accomplishments or markers in a business’ status, and are important to tracking key metrics. Milestone records are often prompted when a change is made in the clients’ details (for example if the current company status is changed to “in business” or additional employees are adding) and require only pressing “yes” for their creation (highly encouraged!), however they may also be entered manually just as consulting sessions, awards or capital funding.

Important Note: Adding a milestone for “Business Start” does not automatically mean that the client will be counted as a new business startup in the official reports to SBA and the MnSBDC Scorecard. To meet this criterion, the business start date must fall between the session dates of two consulting records. However the milestone record is useful for finding discrepancies.

[bookmark: _3mj2wkv]Consultant Reports
To see a list of your recent activities as a counselor click on “Activity” and select “Counseling.” Press the magnifying glass picture under “Filter” and select “Session Date” and “Counselors (Active Only).” Then enter in a date range and find your name among the list of counselors (If you start typing your last name it will narrow the list down). More fields may need to be selected if you work across multiple centers or are working with special project funding sources. Consult your program coordinator if you have any questions. The result from this filter will give a very basic list of session dates, associated clients, and time spent.
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[bookmark: _21od6so]Field Charts 
[bookmark: _gtnh0h]Client Field Definitions
Below is a table that contains instructions for the entry into each field in Neoserra. Many are self-explanatory; however some requirements vary depending on the client’s current business status.
Clients are considered to be “in business” if they meet at least one of the following criteria:
· Has recognized revenue from the sale of a product or service, key to the businesses’ purpose
· Has paid employees employed to perform essential functions
· Has acquired capital to pursue business operations
If a client starts with the SBDC as a pre-venture and are successful in opening their business, their client record will need to be edited accordingly to conform to the entry rules of an in business client. The key fields that will need editing are those under the category of “Details” (next page).
A red * indicates the field is mandatory.  
	Field Name
	In-Business Clients
	Pre-Venture Clients

	Client ID
	Auto-generated
	Auto-generated

	Client/Pre-client Type
	Always "Active"
	Always "Active"

	*Company Name
	Enter full name of business, first letter capital format (e.g. Small Business, Inc.)
	Default = Last, First

	*Phone Number
	Main contact Phone
	Main contact Phone

	Secondary Phone Num.
	Enter if Applicable
	Enter if Applicable

	Fax Number
	Enter if Applicable
	Enter if Applicable

	*E-mail Address
	Main e-mail required unless unavailable
	Main e-mail required unless unavailable

	Subscribe to e-mails?
	Uncheck only if client expresses desire to be taken off mailing list.
	Uncheck only if client expresses desire to be taken off mailing list.

	Website
	Enter if Applicable
	Enter if Applicable

	*Client Signature/Start
	Should default to e-center. Do not change.
	Should default to e-center. Do not change.

	Address

	*Mailing address
	Business mailing address
	Primary contact’s mailing address

	*City
	City that business is located
	City that primary contact is located

	*State
	State that business is located
	State that primary contact is located

	*Zip Code
	Zip Code that business is located
	Zip Code that primary contact is located

	*Country
	United States
	United States

	Minnesota SBDC (User-Defined Fields)

	NIB: Type of Business
	Refer to coordinator to determine if needed
	Refer to coordinator to determine if needed

	School Districts
	Refer to coordinator to determine if needed
	Refer to coordinator to determine if needed

	TTRA Area
	Refer to coordinator to determine if needed
	Refer to coordinator to determine if needed

	CDBG Eligible
	Refer to coordinator to determine if needed
	Refer to coordinator to determine if needed

	Jobs Bill Client
	Refer to coordinator to determine if needed
	Refer to coordinator to determine if needed

	Student Client (MSU Only)
	Refer to coordinator to determine if needed
	Refer to coordinator to determine if needed

	Details

	Initial Business Status
	Preventure or In-Business
	Preventure/Nascent

	*Company Status (current)
	In-Business or Start-up if <1 year
	Preventure/Nascent

	Date Company Established
	Enter the date the business was started
	Not Applicable, leave blank

	Full Time Employees
	Include business owner in count. Update often, say “yes” to creating milestones
	Not Applicable, leave blank

	Part-Time Employees
	Include business owner in count if owner is not full time. Update often, say “yes” to creating milestones
	Not Applicable, leave blank

	Export-Related Employees
	Include if business has export-related employees
	Not Applicable, leave blank

	*Ownership Gender
	Select Male, Female (if more than 50% female owned), or Male/Female (If ownership is 50% female). DO NOT select "choose not to respond"
	Not Applicable, Default = undefined (Contact Gender must be provided in contact detail)

	*Company Veteran
	Choose appropriate veteran status
	Not Applicable, Default = undefined (Contact Vet must be provided in contact detail)

	*Business Type
	Choose actual business type
	"undefined" or "choose not to respond"

	*Organization Type
	Choose actual org type
	"undefined" or "Not in Business"

	International Trade
	Select appropriate category if relevant
	Not Applicable, leave blank

	Business Online?
	If business is online, check box
	Not Applicable, leave blank

	Home-Based business
	If business is home based, check box
	Not Applicable, leave blank

	Government contracting potential?
	If business is has government contract potential, check box
	Not Applicable, leave blank

	SBA Client Type
	Type should default to type of the initial session (face to face, telephone, online). Please verify.
	Type should default to type of the initial session (face to face, telephone, online). Please verify.

	Gross Revenue/Sales
	Track if Desired. Say “yes” to create Milestone.
	Not Applicable, leave blank

	Gross Sales Date
	Track if Desired. Say “yes” to create Milestone.
	Not Applicable, leave blank

	Gross Exported-Related Revenue
	Track if Desired. Say “yes” to create Milestone.
	Not Applicable, leave blank

	Gross Profits/Losses
	Track if Desired. Say “yes” to create Milestone.
	Not Applicable, leave blank

	Gross Profits Date
	Track if Desired. Say “yes” to create Milestone.
	Not Applicable, leave blank

	Center Information

	*Center
	Enter center where consultation is currently done. Should default to “home” region.
	Enter center where consultation is currently done. Should default to “home” region.

	Primary Counselor
	<Check with program coordinator or regional director>
	<Check with program coordinator or regional director>

	Funding Source
	Always SBA unless special project client
	Always SBA unless special project client

	Sub-Funding Source
	Always Undefined unless special project 
	Always Undefined unless special project 

	*Referral From
	How did business hear about SBDC services originally? Choose best option.
	How did business hear about SBDC services originally? Choose best option.

	Referral From Descrip.
	Enter short notes about referral if needed
	Enter short notes about referral if needed

	Referral To
	Track if client is referred elsewhere
	Track if client is referred elsewhere

	Products/Services

	PSCs
	Enter if known. Field will automatically search by keyword. Select a primary Code.
	Enter if known. Field will automatically search by keyword. Select a primary Code.

	SICs
	Enter if known. Field will automatically search by keyword. Select a primary Code.
	Enter if known. Field will automatically search by keyword. Select a primary Code.

	*NAICSs
	Mandatory. Field will automatically search by keyword. Select a primary Code.
	Mandatory. Field will automatically search by keyword. Select a primary Code.

	Product of Service Descp
	Write short notes about business type/category
	Write short notes about business type/category



[bookmark: _30tazoa]Counseling Session Field Definitions
Counseling sessions are where meetings with or work done on behalf of a client is recorded by the active consultant. The session detail for a counseling session will display and the fields will need to be filled in. Below is a table contains instructions for the entry into each field in Neoserra. 

A red * indicates the field is mandatory.  
	Counseling Session Fields

	*Client/Contact
	Will automatically pull. Verify that the correct client is selected

	*Counselor(s)
	If it does not reflect your name, change by clicking on “select counselors” button and searching for your name

	* Time Fields
	Use increments of .25, .50, .75, or 1.0
Prep Time – Time spent preparing work to show client
Travel Time – Enter only if regional director requests. Time spent traveling to meet client only
Contact Time – Time spent directly with client for substantive consulting

	*Session date
	Default = current date. Enter date session occurred by typing in the box or clicking calendar icon

	*Type field
	Default = “Initial” or “Follow-up or On-going” (Closeout and Administrative choices are non-reportable)

	Contact Type
	Select the appropriate item from the drop down box

	*SBA Counseling Area
	Select the appropriate item from the drop down box. Refer to SBA Counseling Area Definitions for guidance. Do not use “undefined” and “choose not to respond”

	Additional Assistance Field
	Select a field if appropriate

	Comments/Summary field
	For administrative comments. Use key descriptive words.  This field is limited

	Language Used
	Default = English

	*Funding Source
	Default = SBA. Do not change unless you are entering a session under a specific grant or project (such as Project GATE II, CDBG, Jobs Bill, or local projects).

	Sub-funding Source
	Default = (Undefined). Do not change unless session is for Jobs Bill, Select Jobs Act of 2010 (JA10).

	*Center
	Review this field and make sure it is the regional office that you are invoicing for your time.

	Notes
	Default = Guidelines for what details should be contained in your session notes. You may answer the questions as outlined (DO NOT delete them), notes should be detailed, meaningful and reflect the substantive counseling provided. Refer to client record policy.

	Total Number of People
	Number of contacts that participated in Session. Exclude consultants

	Referral to
	Defaults = (Undefined) or choose another.

	Action Item
	Enter if appropriate

	Date to complete
	Enter if appropriate

	Date completed
	Enter if appropriate

	Reportable?
	Default = Check. Do not change.






[bookmark: _1fyl9w3]SBA Counseling Area Definitions
State policy requires that each consulting engagement be recorded in Neoserra as it occurs and is properly categorized under one of the SBA Counseling Areas defined by the system. Proper selection of session categories is essential to capturing MnSBDC scorecard data. As such, a consultant must select the most appropriate ‘SBA Counseling Area’ from the picklist based on the primary topic covered in the session. One of the list choices must be selected; “Undefined” and “Choose not to respond” are not appropriate selections – do not choose them.  
There are 23 Counseling Areas to choose. Below is the list of choices including definitional guidelines. Highlight denotes MnSBDC service segment (core competency area).
	· Business Accounting/Budgets
	· Consulting associated with accounting and record keeping issues, or assistance with accounting applications such as QuickBooks.

	· Business Plan
	· Consulting associated with the development of a business plan, including but not limited to identifying and researching competitors, preparing and analyzing sales and financial projections, and critiquing.

	· Buy/Sell Business
	Consulting associated with the transfer of a business through purchase or sale or exchange, including but not limited to business valuation, preparing and analyzing sales projections or completing financial analysis required as part of the analysis for the transfer.

	· Cash Flow Management
	Consulting associated with financial analysis or cost control issues, completing feasibility studies, or completing financial analysis not related to the preparation of a loan package or request for financing.

	· Customer Relations
	Consulting associated with managing and nurturing a company’s interactions with clients and sales prospects. It may involve using technology to organize, automate, and synchronize business processes—principally sales activities, but also those for marketing, customer service, and technical support. 

	· Disaster Planning
	Consulting associated with all aspects of disaster preparedness and recovery planning, including assisting in preparing disaster preparedness and recovery plans.  Disaster planning typically occurs prior to a disaster event, while disaster recovery typically occurs after a disaster event.

	· Disaster Recovery
	Consulting associated with managing all aspects of disaster recovery including support of long-term economic recovery by providing access to capital, and on-going consulting. Disaster recovery typically occurs when an official disaster has been declared by a governmental agency, however, may occur when an official disaster has not be formally declared. Disaster recovery consulting occur during coordination with other agencies providing aid during a disaster.

	· e-commerce
	Consulting associated with all aspects of business and market processes enabled by the Internet and other digital technologies. It may include, but is not limited to electronic funds transfer, supply chain management, Internet marketing, online transaction processing, electronic data interchange (EDI), inventory management systems, and automated data collection systems.

	· Engineering R&D
	Consulting associated with solving specific development problems through examination and investigation to expand the marketplace for new or existing products, services or processes.

	· Exporting
	Consulting associated with solving specific export issues, such as determining export readiness, creating an export business plan, conducting market research for exporting, finding buyers and providing access to capital specific to the export activity.

	· Financing/Capital
	Consulting associated with financing and financing alternatives, investigation of potential financing sources, telephone or conferences with lenders, preparing projections related to a loan package or request for financing, or other preparation of loan packages or request for financing.

	· Franchising
	Consulting associated with franchising including but not limited to researching a franchise based on client interest and needs, developing financing options for the venture or other activities the support the acquisition of the franchise.

	· Government Contracting
	Consulting associated with federal, state and local procurement processes, assistance with SBIR/STTR applications, or assistance with SBA procurement certification applications.

	· Human Resources/Managing Employees
	Consulting associated with the activities of human resources, including the hiring process, workplace and employment law issues, employee handbooks and employment tax issues. 

	· Importing
	Consulting associated with solving specific import issues, including but not limited to determining legal, licensing, permit or safety requirements, obtaining financing, and determining relationships required in the exporting countries.

	· Legal Issues
	NOTE – Legal issues should be referred to a licensed attorney and in no circumstances should a Professional Business Consultant in the MnSBDC render what could be construed as legal advice to a small business client. Consulting in this area is associated with identifying the legal issues and assisting the client by referral to a licensed attorney for follow up

	· Managing a Business
	Consulting associated with the Leadership of the organization, including implementing change, cultural issues and the overall operation of the venture. This is a broad category that looks holistically at multiple facets of the operation to ensure all are in synch and working successfully. This is the category that specifically should be used with any ‘Strategic Planning’ consulting.

	· Marketing/Sales
	Consulting associated with the key areas of marketing, including product, price, place and promotion, which cover issues such as the type of product to be marketed, brand name, pricing, advertising, publicity, geographical coverage, retailing, and distribution. This may include marketing plan development.

	· Risk Management
	Consulting associated with determining internal risks (weaknesses) and external risks (threats) of a business, assessing priorities of the risks, and enacting counters to the risks. These include, but are not limited to, human risks, such as illness and death, theft and fraud, and low employee morale, equipment and information technology risks, and other internal risks.

	· Social Media
	Consulting associated with social media in any of its evolving forms. Note that social media may be a special form of ‘marketing/sales’ listed above, and if it deals with the “how to do” aspect should be listed there. If it is the actual “doing” it should be captured here. This would include measurement and metrics, and design and development.

	· Start-up Assistance
	Consulting associated with the basic requirements in the pursuit to start a new business, including but not limited to business formation, structure, registration, regulation, and business taxes.

	· Tax Planning
	Consulting associated with tax planning involves conceiving of and implementing various strategies aimed at the minimization of tax liability in current and future tax periods. For a small business, minimizing the tax liability can provide more money for expenses, investment, or growth thus can be a source of working capital.

	· Technology/Computers
	Consulting associated with the process of planning, designing, creating, testing, and operating the physical components (i.e. hardware) of a computer network and its related components including software.


[bookmark: _3zy8sjw]Capital Funding (Investment) Field Definitions
	Capital Funding Fields

	*Client
	Will automatically pull. Verify that the correct client is selected

	Consultants:
	If it does not reflect your name, change by clicking on “select counselors” button and searching for your name

	*Reporting Date
	Enter the date you are entering the investment data.

	*Application Date
	Enter the date the application was made.

	*Completion Status
	Choose from in progress, approved, denied or withdrawn. Change status from in progress when more information is known.

	Date Denied/Approved/Withdrawn
	Enter the date that the investment was either denied, approved or withdrawn.

	*Investment Type
	Choose from choices (C1) through (N6) only. Each investment type that makes up a loan package should be entered as a separate entry (i.e. Commercial Bank Loan, SBA 504 Loan, Owner Investment, etc.)

	*Institution
	Enter the name of the institution that is funding the project

	Application Number
	Enter this data if available

	Amount Requested
	Enter the dollar amount requested on the application

	Amount Approved
	If investment was approved, enter the dollar amount that was approved

	Subject
	Enter summary or administrative notes here.  This is a limited field

	*Center
	Review this field and make sure it is the regional office that you are invoicing for your time.

	*Funding Source
	Default = SBA. Do not change unless you are entering a session under a specific grant or project (such as CDBG or a local project).

	Notes
	Enter any notes specific to this investment.

	Reportable?
	Default = Check. Do not change.




[bookmark: _2f3j2rp]Examples of Client Narrative Write Ups
If consulting sessions are not adequate in detail, the lead office may disallow the consulting session and associated time. Regional centers will not be reimbursed for disallowed consulting. 
Following are samples of counseling notes determined to be adequate based on state office review.
[bookmark: _u8tczi]Example of Financial Assistance Counseling
	Center:
	St. Cloud

	Session Date:
	1/3/2005

	Type:
	Initial/New

	Contact Type:
	Center Site (face-to-face)

	SBA Counseling Area: 
	Financial Analysis/Cost Control

	Preparation Time:
	5.0

	Travel Time: 
	0.0

	Contact Time:
	0.5



Background: MALE CLIENT and FEMALE CLIENT are planning to construct a new building in Foley, MN, that will accommodate a retail discount store. Land has been purchased for the site and the building size is estimated at 8,100sf
Issues Covered, Summary of Session and Recommendation: Work on cash flow projections for project financing. Estimated project costs are in excess of $600,000. Proposed financing includes an SBA 504 loan and both a construction loan and mortgage loan through the Falcon National Bank in Foley. Additional financing includes a home equity loan or first mortgage refinancing by MALE CLIENT and FEMALE CLIENT on their home. An SBA low doc loan for inventory and a GAP loan through the Initiative Foundation are also necessary funding for this project.
Client Next Steps/Consultant Follow-Up: Continue working on cash flows and pro formas. Clients are working to get additional bids for construction. Keep in contact with Jessica at Falcon Bank and Nadine from MBFC who are lending officers assisting the CLIENT’S with project financing.

	Center
	Brainerd

	Session Date:
	3/8/2005

	Type:
	Initial/New

	Contact Type:
	Center Site (face-to-face)

	SBA Counseling Area: 
	Financial Analysis/Cost Control

	Preparation Time:
	0.0

	Travel Time: 
	0.0

	Contact Time:
	2.0



Client owns a small espresso shop located within a separately owned sandwich shop. The ownership of the sandwich shop changed hands and now the current owner wants to raise her rent tremendously and she feels he is stealing supplies. Client wants assistance in determining feasibility of and financing establishing her business in a separate location. We reviewed the draft of the business plan and financial results to date. She has been in business less than a year so not much information there. We discussed the loan package checklist and items needed for a package and how a lender looks at packages. We did a rough cash flow for the project. We determined sales would have to rise tremendously for her to support her own shop. Probably more than could be realistically expected. The client was going to check into other options of co-leasing and financing as she did initially with her mother as co-signor. Given the need to get out soon it was probably a good idea. 

In a subsequent conversation the client indicated she is co-locating with another business and financing some changes using her existing bank and the borrowing capacity of her mother.

Recommended to client that they return to the center if further assistance is needed.


[bookmark: _3e8gvnb]Example of Marketing Assistance Counseling
	Center:
	Brainerd

	Session Date:
	1/3/2005

	Type:
	Initial/New

	Contact Type:
	Center Site (face-to-face)

	SBA Counseling Area: 
	Marketing/Sales

	Preparation Time:
	1.0

	Travel Time: 
	0.5

	Contact Time:
	2.25



Background Info: 
CLIENT bought business last year and is looking at expansion opportunities. One idea is a mobile coffee catering unit to serve local events. The other option is to open a second site in the nearby area but not Princeton. Her real dilemma is to decide on short and long term lifestyle choices.  She is single but engaged to be married and is the parent of three teens. 
Issues covered this session: 
CLIENT increased business by 5% last year partly due to bringing her product to a variety of activities in the community. She carried her equipment to a "booth" provided at each site. We discussed a variety of marketing techniques, some unfortunate personnel events and different approaches to her loan needs. The business plan will bring more focus to CLIENT. 
Recommendations for client: 
Write a business plan and meet at the end of the month. CLIENT is going to discuss options with her fiancé. She will research the cost involved with a mobile unit, licensing, and type of unit. 
Next step for counselor: 
Investigate the feasibility of CLIENT’S goals in her short-term and long-range business plan.

	Center:
	Moorhead

	Session Date:
	7/31/2005

	Type:
	Initial/New

	Contact Type:
	Center Site (face-to-face)

	SBA Counseling Area: 
	Marketing/Sales

	Preparation Time:
	1.0

	Travel Time: 
	0.0

	Contact Time:
	4.0



PROBLEM: Client manufactures petroleum and liquid-handling tanks and vessels for the petroleum industry. Currently the industry is hot. The company is concerned that they don't get hit by a sudden downturn like happened in the late 90's. They are looking for strategies to protect against this. The company wants very controlled growth at low risk. 
WORK PERFORMED: Prepared for engagement. Discussed the five generic strategy alternatives, and which one CLIENT is in (focused differentiation). Discussed product strategies, product life cycle and the adoption process. Discussed environment, industry, competitors, and segmenting of customers. Discussed product strategies, the development process and how to bring new product to market. Also discussed economies of scale and the experience curve and how these affect strategies. Reviewed sales literature and web site. Reviewed how to gather market intelligence - methodologies, places to look, how to look, and when facilitation is needed. Discussed the importance of a positioning strategy. Reviewed promotional methodologies. Discussed keys to proper brochure design. Reviewed product; pricing and distribution strategies. Follow-up communication. 
REC: There is a need for some internal consensus building amongst the upper management team to work through some of the differences in strategic outlook.


[bookmark: _1tdr5v4]Example of Business Start-Up Assistance Counseling
	Center:
	Southwest

	Session Date:
	6/28/2005

	Type:
	Follow-up or Ongoing

	Contact Type:
	Client Site (face-to-face)

	SBA Counseling Area: 
	Business Start-up/Acquisition

	Preparation Time:
	7.0

	Travel Time: 
	0.25

	Contact Time:
	2.0



I met with the client at the request of the Marshall SBDC. The client is a licensed master plumber that has decided to start business on his own. He has more than twenty years of experience with the last seven years being a master plumber. CLIENT previously worked for Jones Plumbing but was dissatisfied with the working environment. CLIENT has registered his business with the Secretary of State and started effect June 12, 2005. The client has already accrued receivables in the amount of $1,200.00. 
CLIENT is asking for assistance to prepare a business plan to obtain funding to help build necessary inventory and cover operating expenses for the next three to four months. The client has quoted on three jobs that could be worth approximately $30,000.00 if he is selected. The client has three competitors in the area but they are not much competition. Jones is the largest and has been in the area longest but is developing a reputation for overly expensive and poor quality work. The other two competitors are an independent plumber that works part-time and a two-man company that is not very effective. CLIENT has developed a following locally and should be able to be successful. In talking to CLIENT was informed that his wife would be doing the office work and keeping the books. The company is using QuickBooks and the wife is having a difficult time with the system. CLIENT has asked for assistance in teaching her the basics of the system also. 
I will prepare a short guide for her on the system and suggestions on how to handle the accounts. A quick review of the system indicated that she may have set up the accounts incorrectly and will need to redo the chart of accounts as well as part listings that she has placed in the system to date. I will also help mentor them through the business plan. I have started to prepare the necessary information to assist with QuickBooks and will meet with them after July 4th.

	Center:
	St. Thomas

	Session Date:
	1/4/2005

	Type:
	Initial/New

	Contact Type:
	Online (E-mail or Web)

	SBA Counseling Area: 
	Business Start-up/Acquisition

	Preparation Time:
	0.0

	Travel Time: 
	0.0

	Contact Time:
	1.0



Analysis of client problem: CLIENT is starting a commercial construction company and needs advice on various start-up issues. I have worked with him previously on a variety of issues; today's work was to address the DBA/women owned designation, which they have been dealing with. This can be advantageous in their situation, so it is in their best interest to complete the paperwork and obtain the designation. 
Summary of what counselor did during the session: 
CLIENT and his wife have established this company with 51% ownership by her and 49% by CLIENT, therefore they can qualify as a DBA. She is taking an active role in the business. They have found some information about getting this designation, but want to be sure they have things done. They have found a source that will charge them to complete the paperwork, but there are ways that they can easily do this themselves. This information was forwarded to them for their consideration. 
Recommendation: Complete the all in one form for Minnesota--which covers the Met Council, MnDOT and others. I will follow up to see how they have chosen to do this. 
Follow up: In January with client.






[bookmark: _4ddeoix]Appendix 3 – Database Cleanup Manual

	WebCATS 
Review and Database Clean-Up Procedures
	Last Updated: February 4
2013

	This document contains procedures for ensuring the integrity of the data stored within the WebCATs system. Regional centers must perform database clean-up regularly to ensure the Minnesota SBDC management information system contains only allowable client, counseling, training and investment data. 
	To be performed on a monthly or quarterly basis.
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[bookmark: _2sioyqq]YEAR-END REVIEW AND DATABASE CLEAN-UP

Regional centers must perform database clean-up to ensure the Minnesota SBDC management information system contains only allowable client, counseling and training data. Centers may use the following report generation procedures and general subsets to generate WebCATS reports and views that will help identify information that must be corrected. Centers must perform database clean-up on a quarterly basis by the 15th for the month which contains the quarter-end report (April 15, July 15, October 15, January 15), but it is recommended that clean-up occur on a monthly basis. 
NOTE – it is especially critical that all Centers perform database clean-up by the October 15 deadline to cover the federal fiscal year of October 1 through September 30. The reason for this, is that the SBA takes all metrics from the national SBDC network and reports this to Congress as evidence of the results of the SBDC program. Continued funding of the SBDC program relies on complete and accurate records that cover the federal fiscal year (October 1 through September 30) that the SBA reports to Congress.

[bookmark: _17nz8yj]HOW TO USE THIS MANUAL

This procedure has been designed with the use of saved subsets in WebCATS in order to create an easy means for regional centers to ensure the integrity of the data in the system and to meet the standards as required by the Small Business Development Center Lead Office.

Review and database clean-up should be performed in the same sequence as the procedures outline is organized. Following the procedure in order will help to minimize database revision issues. If a region has multiple center IDs, the procedure will need to be run for each. 

Below each instruction are boxes which contain the logic for which each subset was created: 

First Line: Fields selected for subset creation
Second Line: Selections for each respective field in previous step


These boxes are not part of the regular procedures but are there for the users’ reference in case they believe there may be a flaw with one of the subsets or in the event that they want to create a variation of the logic for their own use.

Any questions, concerns or report of errors regarding this procedure should be directed to the SBDC Lead Office Database Administrator, Hayley Rowan (651-259-7422).

[bookmark: _3rnmrmc]NOTE TO LEAD OFFICE

Each subset created in this manual must be managed at the Lead Office administrative level. At the end of first quarter for each given year, the names of the saved subsets and the Initial/Follow-up Session fields should have their date range updated for review of the current year. If the dates have not been updated, the subsets will not locate the most recent records in the client management database. 



[bookmark: _26sx1u5]KEY CLIENT DETAIL DATA REVIEW

The saved subset list for this section of the procedures can be located by clicking on “Clients/Pre-clients” on the left hand navigation of WebCATS, and selected with the drop down menu under “Client Views.”

[image: ClientPreclient]



[bookmark: _ly7c1y]1. Company Status

1. Undefined Current Company Status

Under the subset list, select “YE2013 1 Company Status Undefined” 

Client current company status must not be “Undefined.” Review each record carefully to make best determination of client’s actual status, and make changes as necessary. If there are other details missing from the client record, take this chance to complete the needed data.

Current Company Status and I/F Session
Select “Undefined,” date range


[bookmark: _35xuupr]2. Business Type

2a. Undefined Business Type for In-Business Clients

Under the subset list, select “YE2013 2a Undefined Business Type” 

Verify the in business status of the client. Make changes as necessary. Clients currently in-business must not have “Undefined” or “Choose not to respond” as a business type.

Current Company Status, Business Type, and I/F Session
Select start-up and in business, select “Undefined” and “Choose not to Respond”, date range



2b. Business Type other than “Choose not to Respond” for Pre-venture Clients

Under the subset list, select “YE2013 2b Preventure Business Type” 

Verify the pre-venture status of the individual. Make changes as necessary. Pre-venture clients should have “Choose not to respond” or “Undefined” as a business type. If the pre-venture client has an intended business type, it can be captured by “NAICS code” and/or in the “Notes” section of the client record.

Current Company Status, Business Type, and I/F Session
Select Pre-venture, select all except “choose not to respond” and “undefined”, date range




[bookmark: _1l354xk]3. Organization Type

3a. Not in Business Org Type for In-Business Clients

Under the subset list, select “YE2013 3a Status Org Discrepancy” 

In Business clients must not have an organization type of “Not in Business” or “undefined.” Select appropriate category.

Current Company Status, Organization type, I/F session
Select In-business and start-up; Select not in business or undefined, date range



3b. Org Type other than “Not in Business” for Pre-venture Clients

Under the subset list, select “YE2013 3b Status Org Discrepancy” 

Make changes as necessary. Pre-venture clients should have an organization type of “Not in Business” or “undefined” 

Current Company Status, Organization type, I/F session
Select pre-venture, Select all except not in business or undefined, date range



3c + d. Business Type and Organization Type check

Under the subset list, select “YE2013 3c Business Org Type Check” and then “YE2013 3d Business Org Type Check II”

Assuming procedures 1-3b have been completed, there should not be any clients listed in these subsets, however if there are: Verify the current company status of the client – Are they actually in-business or pre-venture or have then been mislabeled? Make changes as needed with reference to reconcile the current company status with the proper entry of all other business info fields.

Business type, organization type, I/F session
Select all except choose not to respond or undefined, select not in business or undefined, date range



Organization type, business type, i/f session
Select all except not in business or undefined, select choose not to respond or undefined, date range





3e Verify list of Non Profits

Under the subset list, select “YE2013 3e Non Profits” 

This Subset pulls a list of companies identified as non-profits. Review notes and client details to verify that the client is a non-profit. Make changes as necessary. It is possible no changes need to be made.

Organization type, i/f session
Select non-profit, date range



[bookmark: _452snld]4. Company Gender

4a “Undefined” as Business Gender

Under the subset list, select “YE2013 4a Business Gender” 

Make changes as necessary. In-business clients must not have “Undefined” or “Choose not to respond” as gender type. If actual company gender is unknown, the reviewer should check their best guess based upon the primary contact name and initial session counseling notes.

Current company status, company gender, i/f session
In business and start-up, “undefined” or “choose not to respond”, date range



4b “Undefined” as Contact Gender

Under the subset list, select “YE2013 4b Contact Gender” 

Primary Contacts must not have “Undefined” or “Choose not to respond” as gender type. If actual gender is unknown, the reviewer should make their best guess based upon the contact’s name and initial session counseling notes.

Primary contact gender, i/f session
“Undefined” or “choose not to respond”, date range





[bookmark: _2k82xt6]5. Company Veteran Status

5a “Undefined” as Contact Veteran Status

Under the subset list, select “YE2013 5a Contact Vet Status” 

Make changes as necessary. Primary client contacts must not have “Undefined” as Veteran Status. If actual company veteran status is unknown, the status should be “Choose not to respond”

Primary Contact Veteran Status, i/f Session
“Undefined”, date range



5b “Undefined” as Business Veteran Status

Under the subset list, select “YE2013 5b Business Vet Status” 

Make changes as necessary. In-business clients must not have “Undefined” as Veteran Status. If actual company veteran status is unknown, the status should be checked as “Choose not to Respond”

Current company status, company veteran Status, i/f session
In business and start-up, “undefined”, date range



[bookmark: _zdd80z]6. Disability Status

6a Contact Disability Status

 Under the subset list, select “YE2013 6a Disability Status” 

Make changes as necessary. Client primary contact disabled status should not be “Undefined.” If actual information is unknown, the primary contact disabled status should be checked as “Chose not to respond”.

Primary Contact Disabled, i/f session
Undefined, date range




6b Service-Disabled Veteran discrepancy 

Under the subset list, select “YE2013 6b Vet Disabled Status” 

Make changes as necessary. If client primary contact veteran status is “Service-Disabled Veteran”, then “Yes” should be checked for primary contact disabled.

Primary Contact Veteran Status, Primary Contact Disabled, i/f session
Service Disabled Veteran = yes, Primary Contact Disabled = All except yes, date range



[bookmark: _3jd0qos]7. Company Race

7a Primary Contact Race Status

Under the subset list, select “YE2013 7a Contact Race Status”

Make changes as necessary. Client primary contact ethnicity should not be “Undefined”. If actual information is unknown, the primary contact ethnicity should be checked as “Choose Not to Respond”.

Client/Preclient Type, Primary Contact Race, I/F Session
Active and inactive, Undefined, date range



7b Primary Contact Hispanic Status

Under the subset list, select “YE2013 7b Contact Hispanic Status”

Make changes as necessary. If primary contact is Hispanic origin, primary contact race must be “White/Caucasian”.

Primary Contact Race, Primary Contact Hispanic Origin, I/F Session
All except “White/Caucasian”, Hispanic Origin= yes, date range











[bookmark: _1yib0wl]8. Miscellaneous

8a SBA Client Type

Under the subset list, select “YE2013 8a SBA Client Type”

 Make changes as necessary under the Business Information section of the client detail (SBA Client Type). Undefined is not a valid choice selection. Note: the SBA client type is determined by the first counseling session “contact type” such as Center Site (face-to-face). 

SBA Client Type, I/F Session
Undefined, date range



8b Product Codes, NAICS

Under the subset list, select “YE2013 8b NAICS Code”

Make changes as necessary. A NAICS code should be identified for each client. Review business type and initial counseling notes to assess best NAICS code match. If the client is pre-venture, the NAICS code of the business sector that the client is seeking to be in business in should be identified.

Product Code NAICS, I/F Session
Leave blank, date range



[bookmark: _4ihyjke]9. Company Federal and State Representative Districts

The federal congressional and state senate and representative districts are auto-populated by a service contracted by Outreach Systems. The information is based the client’s 9-digit zip code and validated address. Any hits found in this subset may take some detective work to reconcile. Follow the suggestions in this FAQ in order to determine a valid address for the client.  http://www.outreachsystems.com/resources/help/webcats/faq.jsp?id=126. Once the system has a valid address, it will take overnight for the district data to update. If you are unable to obtain workable data, contact the Lead Center.









9a State Representative District

Under the subset list, select “YE2013 9a State Rep District”

All client records must have a State Representative District with valid choices including 01A-67B. Make changes as necessary.

Company State Representative District, I/F Session
Select <blank> and ranges of 0 to 99X and F01 to F99 and S to S9ZZ , date range


9b State Senate District

Under the subset list, select “YE2013 9b State Senate District”

All client records must have a State Senate District with valid choices including 01-67. Make changes as necessary.

Company State Senate/Assy. District, I/F Session
Select range of 01-99, date range




9c Federal Congressional District

Under the subset list, select “YE2013 9a Federal District”

All client records must have a Federal Congressional with valid choices including 01-08. Make changes as necessary.

Company Federal Congressional District, I/F Session
Select all 01-99, date range






[bookmark: _2xn8ts7]KEY COUNSELING SESSION FIELD REVIEW

The saved subset list for this section of the procedures can be located by clicking on “Counseling Sessions” on the left hand navigation of WebCATS, and selected with the drop down menu under “Counseling Session Views.” You should also ensure that the information under the viewing data (press the “+” sign next to “Viewing Data”) box matches the parameters in the picture below (adjusting for the current year). Check the “Save as default box” and press the “Requery” button to ensure all of the relevant results will be visible on this screen when the subsets are ran. 

[image: Counseling Sessions]

[bookmark: _1csj400]1. Funding Source

1. Verify Session Funding Source

Under the subset list, select “YE2013 1 Funding Source”

Counseling sessions funding source should be “SBA” unless the session qualifies under a predefined category per agreement with the state office (ex. “CED” or “GATE”). Sessions that are not “SBA” will not be reported or be reimbursable with SBDC funds. Carefully check the validity of the results of this subset in order to ensure that the sessions have the correct funding source. If they are valid, leave as is. If they are not, make changes as necessary. 

Default Funding Source, Session Date
Select All except SBA and CED, date range 


[bookmark: _3ws6mnt]2. Session Type

2. Verify Session Type

Under the subset list, select “YE2013 2 Session Type”

Verify that the sessions listed after running this subset are legitimately administrative or close-out sessions. If the counseling session meets the definitions of consulting, change the session type to “Initial/New” or “Follow-up or Ongoing”.

Session Type, Session Date
Select Administrative or Closeout, SBA, date range


[bookmark: _2bxgwvm]3. Reportable Status

3. Verify Reportable Status

Under the subset list, select “YE2013 3 Reportable Sessions”

If counseling sessions meet the definition of consulting, check the “Reportable?” box.

Session Type, Funding Source, Reportable?, Session Date
Select New/initial and follow-up or ongoing, SBA, Reportable? = uncheck, date range



[bookmark: _r2r73f]4. SBA Counseling Area

4. Undefined Counseling Area

Under the subset list, select “YE2013 4 Counseling Area”

Legitimate consulting sessions must not have “Undefined” or “Choose not to respond” as its counseling area. Verify from the consulting notes that the session meets the definitions of consulting. If it does not, the Session Type should be categorized as an “Inquiry Session” (i.e. information transfer) or an “Administrative” session, whichever is most appropriate. If it does, choose the most appropriate counseling area and change accordingly.

Counseling Area, Session Date
Select “Undefined” or “Choose not to respond”, date range



Note: Regional centers should perform periodic reviews of all counseling sessions to ensure session notes are being categorized in appropriate SBA counseling areas.


[bookmark: _3b2epr8]KEY CONFERENCE FIELD REVIEW

The saved subset list for this section of the procedures can be located by clicking on “Conferences” on the left hand navigation of WebCATS, and selected with the drop down menu under “Conference Views.” You should also ensure that the information under the viewing data (press the “+” sign next to “Viewing Data”) box matches the parameters in the picture below (adjusting for the current year). Check the “Save as default box” and press the “Requery” button to ensure all of the relevant results will be visible on this screen when the subsets are ran.

[image: ]

[bookmark: _1q7ozz1]1. Conference Reportable Status

1a. Conference Funding Source

Under the subset list, select “YE2013 1a Funding Source”

Conference subjects must note funding source as “SBA” unless center has been given specific guidance by the state office (e.g. “CED” or “GATE”). Exception: Special events such as Small Business Resource Fair workshops that are being credited to a different resource partner will have a different source such as “State Disallowed” as its funding source. Verify that the conferences in this list are allocated to the correct funding source and make changes as necessary.

Funding Source, End Date
Select All except SBA and CED, date range







1b. Reportable Status

Under the subset list, select “YE2013 1b Reportable”

Make changes as necessary. If conference meets the training session criteria, the conference must be reportable.

Reportable, funding source End Date
Reportable? = uncheck, SBA, date range



1c. Center Sponsorship

Under the subset list, select “YE2013 1c Center Sponsor”

Make changes as necessary. Conferences must be sponsored (co-sponsored) by regional center.

Sponsored By Center?, Funding Source, End Date
Sponsored By Center? = uncheck, SBA, date range


[bookmark: _4a7cimu]2. Conference Status and Format

2a. Cancelled Conference Status

Under the subset list, select “YE2013 2a Conf Cancellation”

Conference must have had at least one attendee. For conferences that have zero attendees, it is assumed that the conference was cancelled. In such a case the conference status should be changed to “cancelled” or “postponed” whichever is more appropriate. 

Attendees total, Funding Source, Status, End Date
0 to 0, SBA, all except Cancelled and postponed, date range




2b. Undefined Training Topic

Under the subset list, select “YE2013 2b Training Topic”

Click “Finish” button
Make changes as necessary. Conference subjects cannot be “Undefined” or “Other” unless center has received other specific direction from the state office.

Primary Training Topic, Funding Source, End Date
Select Undefined or Other, SBA, date range


2c. Program Format Discrepancy

Under the subset list, select “YE2013 2c Program Format”

Make changes as necessary. Conferences with SBA training topics of “Business Plan” and “Pre-venture Planning” must be have a program format of “Pre-venture Workshop”.

Primary Training Topic, Program Format, Funding Source, End Date
Select Business Plan and Pre-Business Planning, All except “Pre-business Workshop”, SBA, date range



[bookmark: _2pcmsun]KEY INVESTMENT SESSION FIELD REVIEW

The saved subset list for this section of the procedures can be located by clicking on “Investments” on the left hand navigation of WebCATS, and selected with the drop down menu under “Investment Views.” You should also ensure that the information under the viewing data (press the “+” sign next to “Viewing Data”) box matches the parameters in the picture below (adjusting for the current year).. Check the “Save as default box” and press the “Requery” button to ensure all of the relevant results will be visible on this screen when the subsets are ran.

[image: ]

[bookmark: _14hx32g]1. Investment Funding Source

Under the subset list, select “YE2013 1a Funding Source”

Make changes as necessary. If the investment meets the definition of a loan package as defined by state policy, change funding source field to “SBA”.

Funding Source, Date Completed
Select All except SBA, date range







[bookmark: _3ohklq9]2. Reportable Status

Under the subset list, select “YE2013 2 Reportable?”

Make changes as necessary. If the investment meets the definition of a loan package as defined by state policy, check the “Reportable?” checkbox.

Reportable, Date Completed
Uncheck, date range


[bookmark: _23muvy2]3. Completion Status

Under the subset list, select “YE2013 3 Completion Status”

Review investments sessions with a status of “In-progress” and verify that the loan has not yet been approved, denied or withdrawn. If there has been a status change, make the necessary update and complete the investment session fields. 

Completion Status
Select “In progress”


[bookmark: _is565v]4. Investment Type

Under the subset list, select “YE2013 4 Investment Type”

Review investment sessions with investment types other than a state defined investment type (e.g. “(C1) Commercial (Bank) Loan (non-SBA)”, etc). Change the investment type to the appropriate state defined type. All state defined investment sessions have a number and letter before the investment type (C1, F1, N1, etc).

Investment Type, Date Completed
Select Micro-loan and Owner Investment and Undefined and Commercial (Bank) Loan and Other Equity Investment and SBA Loan and Venture Capital and Line of Credit and Other Federal Loan and Stock Investment, date range



CONGRATULATIONS!
You have reached the end of the Year-End and Quarterly Database Clean-up Procedures.
It is encouraged that you go back and run through the procedures once more to ensure that no fields were changed in the clean-up process that might trigger another error.
Furthermore, if your region has multiple centers listed in WebCATs you will need to run through this procedure for each, or create replica subsets for your region based on the logic provided.






[bookmark: _32rsoto]Electronic Bibliography

This Bibliography will list the abbreviated URL used to make access to an electronic reference easier, and the corresponding long URL.

	#
	Description
	Short URL
	Long URL

	1
	P.L. 96-302 (1980), codified as 15 United States Code §648 et seq. 
	[bookmark: _1hx2z1h]http://bit.ly/bTG3ee
	http://www.law.cornell.edu/
uscode/html/uscode15/
usc_sec_15_00000648----000-.html

	2
	13 C.F.R. §130 et seq.
	[bookmark: _41wqhpa]http://bit.ly/aAdkZM
	http://edocket.access.gpo.gov/
cfr_2009/janqtr/pdf/13cfr130.110.pdf

	3
	2014 SBDC Program Announcement
	http://bit.ly/ProgramAnnouncement
	http://www.sba.gov/about-offices-content/1/700/resources/13279

	4
	[bookmark: _2h20rx3]13 C.F.R. PART 130—SMALL BUSINESS DEVELOPMENT CENTERS

	http://bit.ly/bu6EVp
	http://law.justia.com/us/cfr/title13/13-1.0.1.1.20.html

	5
	Minn. Stat. §116J.68
	http://bit.ly/caTkla
	https://www.revisor.mn.gov/statutes/?id=116J.68





[bookmark: _w7b24w]List of Changes in 2026 Edition:
	No.
	Date
	Change
	Who

	1
	6-28-2026
	Revised section “7.8 Time and Effort Records” by substituting in the required policy and procedure changes developed to address a finding in the 2024 SBA Financial Review. While this policy and procedure was implemented via email by Lyle Wright to all regional centers, dated May 2, 2024, it was not inserted into the latest version of the Operations Manual. This revision corrects that oversight.
	LJW

	2
	6-29-2026
	Added additional context and citations to section “7.17 OMB Circulars” to address the requirement that all expenses for the SBDC program must be ‘reasonable, allocable, and allowable’ as defined in parts § 200.403 Factors affecting allowability of costs, § 200.404 Reasonable costs, and § 200.405 Allocable costs.
	LJW
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Mar 21,2013 SBAISBDC DEED Library Alert
'On a weekly basis our DEED Library compiles a news feed featuring articles and resources regarding small business. Ifyou are interested n signing up for
this feed, please e-mailthe DEED Librarian, Dru Frykburg at drufrykoerg@state.mn.us to get on the distribution list

Dec 12,2012 Contact and Business Information
Whenever possidle, please verif the the contact and business information of your clients as that information is entered in WebCATS. lfthere is any question
‘on a particular field, refer o your program coordinator.

Furthermore, check thatthe 9-digitzip code ofthe business is being used. This ensures data integrity of county and senatelcongressional districts

May 31,2010 When s a Client In Business™

A client indicates ifthey are currently in business on the INSBDC Requestfor Counseling (541)form in Part I, question #7. For purposes of reporting, a
clientis considered IN BUSINESS when they have achisved at least one of the following:

* recognize revenue from the sale of a product or service key to businesses purpose,

*has paid employees employed to perform essential functions, or

* has acquired capital to pursue business operations.

Ifa clientis NOT in business then their

* DATE ESTABLISHED (641, field 8) must be blank and COMPANY STATUS must be "Pre-Venture/Nascent”

* COMPANY NAVE (541, field 9) should be the clients name (dsfault) - however, this is stingent You may enter the clients selected name.

* FULLIPART TIME EMPLOYEES (641, field 11) must each be blank

*BUSINESS TYPE (641, field 15) must be "Choose notto Respond” and ORGANIZATION (841, field 16) must be "Not In Business™

*BUSINESS ONLINE? (541, field 13) and HOME BASED BUSINESS? (641, field 14) must be unchecked

* COMPANY GENDER and COMPANY VETERAN status should reflectthe clients individual status.

‘The above fields reflectthe clients current state, and not heir potential business position. The fields above are changed, and a MILESTONE - STARTED.
'BUSINESS are created, when the client has accomplished one of the above achievements required to be ciassified as “In Business.” Atthattime, the field
information related to the new business/company (641, fields 8 - 16) should be updated in WebCATS to reflect the clients current Status - in business. On

the inverse, we do wantto know what businesses pre-venture clients are investigating opening and the services and products sold by our existing business
clients. We use the NAICS cods to track his activty. Every client should have @ NAICS code associated with their client record.

Oct 19,2005 Counseling Session Records
‘Counseling record notes must contain suffcient detailthat,if necessary, another counselor could review the clients file and continue the counseling
relationship without interruption.

Counseling records should be of sufficent detail to ustify the amount of time reported and provide a clear auditrail

Each counseling session record should include at leastthe following:
hitps://mnsbdc neoserra.com/account





image4.png
/69 e Minnso 580 T New bl X et Busingss Minnes o ) ( Necsea - Minnesoa 550 (L) New Bisines Minnesot o\ S

€ - C @ httpsy/mnsbdcneoserra.com/account 7 & =
= -
nemserra = et

& ¥ View~ Acvity v Manage v Help v

& Notn Cental M1nSBDC Regions! Cantar

Account settings.

Account name: testtest

Email address ladynighti@aol.com Change

Password: Last changed on 512114 8:37 Al Change
Consultant Btesttest

Display

Country: United States v

Time zone: (UTC -8:00) Americallos_Angeles ¥ | All
Date format (default) v

Time format (default) v

Language: English v

For dlients and contacts, display

local information (weather)? @

My open clients: 90 v |days
Calendar

Email

-

File v Edit~ Inset~ View~ Format~ Table v  Tools v

« 0" Formats ~ FontFamiy ~ Font Sizes

b e =3

)





image5.png
® Neoserra - Minnesota SED %

€ - C @ httpsy/mnsbdcneoserra.com

gin

==l

w| &

ne@serra

OurnaacSvsis

©2012-2014 OutreachSystems
Allights reserved

Public Notices

Jan 29,2014 New Neoserra!
During the next year we will be migrating to  new interface for our client database, called Neoserra WebCATS
will no longer be supported beyond 12/31/2014

You can log into Neoserra now by going to and using the same usermame ang
password ihat you use for WebCATS. “Important** The atabase portion is ive and s one and the same as
that used by WebCATS. Neoserra offers a different end-user look and feel. Please be cautious s you explore
anduse the new system.

Consider attending one of the offered by Outreach Systems. Hopefully you will
find the new interface intuitive and easy to navigate.

Ifyou have any questions or suggestions regarding Neoserra please contact Hayley Rowan at
hayley.owan@state.mn.us or 651-269-7422

test test
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‘Thank you for your interest in the senvices we can provide you at the Minnesota Small Business Development Center Networkl To begin.
please enter your e-mail address and name below. If you already have an eCenter login account, please enter your e-mail address and
password above.

First Name: Last Name:

E-mail Address:

Proceed with Sign-up Cancel Sign-up
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New Clert Signup ‘Thankyou for your interest n the Minnesota Small Business Development Center. Plsase fill uthe following form as completely and
Training Everts accurately as possible.

Network of Crters Name: Hayley Rowan

E-mail: nathan.chimes

gmail.com

(fyou wish to alter your name or e-mmail address, please click your browsers

ack” button to returm to the prior page.)

All mandatory fields appsar in bold.

salutation: i

Wailing Address:

city: State: (Undefined)
2ip Code: Validste Adress

Home Phone:

Cell Phane: Fax

Please complete the following ields 5o that we may betier serve you in the future. Allinformation provided here willrermain

confidential
Gender: (Undsfined) [+] Race: (Undsfined) [v]
Hispan (Undsfined) [+] veteran: (Undsfined) [v]
Reservi (Undsined) [v] Disabled: (Undefined) [v]
Company Status: [ (Make Selection) ] Proposed Type: (Undsfined)

Briefly describe your proposed productsservices:

naics

Referral From: (Undsfined) | Reauest Service: (Undsfined)
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clients and for agency analysis related o the operation and management of s enfrepreneuria development prograrns. Periodically,
the SBA may use some of e nan-persanal infarmation collected on this form to.produce summary reports far program and
management analysi, as required by law. SBA also infends o use the indidual client data fo select paricipans for follow-up
sunveys designed to evaluate SBA assistance senices, including the Minnesota SBDC.

FLEASE NOTE: The estimated burden for completing this information is 3 minutes. Your responses to the requested information
are voluntary under these programs. Ifyou have questions or comments concerning any aspect of this information, please contact
the US. Small Business Administration Information Branch, Washington, DC 20415 andior Desk Officer for the Small Business
Administration, Office of Management and Budget, Offce of Information Regulatary ATiairs, 725 17th St, NW, Washingtan, DC 20503.

Frivacy Requirements (15 US.C § 648(a)). This law provides that an SBDC, consortium of 8BDCs, or coniractor or agent of an
SBDC may not disclose the name, address, or telsphons number of any individual or small business concer recsiving assistance
under 21(a) of the Small Business Act without the consent of such individual or small business concem, unless ordered to make
such a disclosure by a courtor for program audit purposes. In such cases such information is highly resticted in its use.

Freedom of Information Act (5 U.5.C.§ 552). This law provides, with some exceptions, that SBA must supply information in its files
and records to a person requesting it This generallyincludes statistical data on SBA's business assistance programs, including
the Minnesota SBDC, which are in aggregate. SBA does not make available 3 clients proprietary data without first doing pre-
notification, as required by Executive Order 12600, or provids information that would cause competitive harm or constitute a clearly
unwaranted invasion of personal privacy.

Address a request under this Act 10 the appropriate SBA office and identiy it as a Freedom of Information Act request. For
information about the Freedorn of Information Act, contact Chief, Freedom of Information/Privacy Act Offce, U 8. Small Business
Administration, 409 3rd St, 8W, Suite 5300, Washington, DC 20416

Minnesota Data Practices Act (Minnesota Statutes Chapter 13). Under the Minnesota Data Practices Act,allinformation collected by
govemment entties, incluging the Minnesota Small Business Development Centers, is public unless a specific law classifes it
otherwise. Small Business Development Centers do not, as a matter of practice, disclose client inormation to third paries. You
should be aware, however, that information you supply while a client of the Small Business Development Center may be considered
public information under the Minnesota Data Practices Act and may nesdto be disclosed if a Data Practices Act request is made.
Information you supply while a client of the Minnesota Small Business Development Center will be used by the cansuling during
the consulting relationship, and may be aggregated with data supplied by other clients to produce statistical reports. Indiguals or
specific business information will not be ideniified in such reports. You are not legally required to supply the requested information,
although your failure ta fully distlose pertinent information may affectthe outcame ofthe consulting.

Please provide your full name (First, Middle, Last) indicating your acceptance to the terms shown above.

Submit Cancel
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Last Name
Far
Wallis
Barthelemy
Hallie
Won

Pin
Donald
Gautreaux
Fisher
Erickson
Carison
Taylor
Janssen
Larson
Brew
Karau
Schulz
Wilmot
Gallagher
Cook
Kuronen
Zahringer
page
Bach
Bronner
Fleurant
‘Sauser
Russell
Dudley
‘Spehar
Alcala
Trenholm
Ferrell
Patzoldt-Manbeck
Manbeck
Norgaard

First Name Home Phone

Farad
Kathryn
Matthew
Tara
Heelu
Jonathan
Evans
‘Sheril
Hike.
Katie
Troy
Crystal
Conley
Jeanne.
Justin
Joyce

Jimmy.
Linda
Harrison
Elizabeth
Ami
Wayne
Emily
Brynden
Jo
Jessica

(218) 491-3604.
(851)894-2019.
(218) 673-0606.
(218) 3266155,
NA

(512) 4151072
(218) 3260563
(218) 3241055,
(218)283-3898.
(218) 393-5407
(218) 4540718,
(218)390-3928.
(218)999-7391
(218)663-7423
(218)370-9481
(218)212-8888.
(218) 2458194,
(218) 525-4656.
(218)879-5135
(000) 000-0000
(218) 5917767
(952) 202-6880
(218) 328-5705
(218) 390-5576.
(715) 7180362
(954)851-5104.
(612) 432-5930
(218) 9997407
(218) 4847719,
(218) 349-0238.
(218) 4752200
(218) 744-4268.
(218) 428-9668.
(218) 2447164,
(218) 3260763
(218) 3708237

Email Address
fmfan@yahoo.com
walisspeech@gmail. com
matthew@brewtullyinspired.com
tarahallie@hotmail.com
heejoo113@hanmailnet
PIMO005@d.umn.edu
don.evans@donevansinsurance.com
ciyofranier@frontiemet net
mikef56649@yahoo.com
Katieerickson@icloud.com
tearison7a@notmail.com
enstal@withviva.com
janssens@pavlbunyan.net

Justinmush@gmail.com
wnjoyce@aol.com
cakesbykari@yanoo.com
Ssitch@notmal.com
Kimgrealtor@yahoo.com
Kis@communityactionduluth.org
amy@amykuroneniaw.com
‘wideopensenices@gmall.com
tpage@pauibunyan.net
goblackhawks2014@gmail.com
kronner@notmail.com
fednerfleurant@ymail.com
Jimmy_sauser@yahoo.com
‘Woodlandgardensmn@hotmail.com
Leinallc@gmail.com

elizabetn spehar@gmall.com
agoodheart2012@yahoo.com
dnera@notmail.com
emmajpurpi22@yahoo.com
Brynden manbeck@gmall.com
Jomanbeck@gmall.com
Inorgaaramo9@yahoo.com .
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Private Notices. Joe D Dosis, OwneriOperator
Mar 21,2013 SBA/SBDC DEED Library Aler| & Joe Doaks
[E—_—

On a weekly basis our DEED Library comy
this feed, please e-mail the DEED Librariz 3 Joe D Doaks
Dosis Jee .
Dec 12,2012 Contact and BUSINESS InfoMMuwr. o
Whensver possible, pleass veriy the the contact and business information of your clisnts as that information is entered n WebCATS. Ifthere is any question on
a particular fielg, refer o your program coordinator

egarding small business. f you are interested in signing up for
onthe distribution list.

Furthermore, check that the 9-gigit zip code of the business is being used. This ensures data intearity of county and senate/congressiona districts

Hay 31,2010 When s a Client ‘In Business™
Aclient indicates ifthey are currently in business on the INSBDC Requestfor Counseling (641)form in Part I, question #7. For purposes of reporting, a cent
s considersd IN BUSINESS when they have achieved atleast one of the following:

* recognize revenue from the sale of a product or service key to businesses purpose,

*has paid employees employed to perform essential functions, or

* has acquired capital to pursue business operations.

Ifa clientis NOT in business then their

* DATE ESTABLISHED (641, field 8) must be blank and COMPANY STATUS must be "Pre-Venture/Nascent”

* COMPANY NAVE (541, field 9) should be the clients name (dsfault) - however, this is stingent You may enter the clients selected name.

* FULLIPART TIME EMPLOYEES (641, field 11) must each be blank

*BUSINESS TYPE (641, field 15) must be "Choose notto Respond” and ORGANIZATION (841, field 16) must be "Not In Business™

*BUSINESS ONLINE? (541, field 13) and HOME BASED BUSINESS? (641, field 14) must be unchecked

* COMPANY GENDER and COMPANY VETERAN status should reflectthe clients individual status.

‘The above fields reflectthe clients current state, and not heir potential business position. The fields above are changed, and a MILESTONE - STARTED.
'BUSINESS are created, when the client has accomplished one of the above achievements required to be ciassified as “In Business.” Atthattime, the field
information related to the new business/company (641, fields 8 - 16) should be updated in WeDCATS to reflect the clients current status - in business. On the.

inverse, we do want to know what businesses pre-venture clients are investigating opening and the senices and products sold by our existing business clients
We use the NAICS code to track s activty. Every client should have @ NAICS code associated with their lient record.

Oct 19,2005 Counseling Session Records
‘Counseling record notes must contain suffcient detailthat,if necessary, another counselor could review the clients file and continue the counseling
relationship without interruption.

Counseling records should be of sufficent detail to ustify the amount of time reported and provide a clear auditrail
Each counseling session record should include at leastthe following;

1) summary of business and business owners (iniialinew session only),

2)an analysis of the clents problem,

2| &
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