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[bookmark: _Toc211601161]Introduction

This supplemental Illinois SBDC program requirements and definitions guide provides the detailed operational, staffing, marketing, training, and governance standards that accompany the 2026 Notice of Funding Opportunity (NOFO) for Illinois Small Business Development Centers (SBDCs). 

While the NOFO itself outlines high-level program intent, funding information, eligibility, and performance expectations, this document captures the essential requirements of the programs that SBDCs are required to fulfill. It serves as a practical reference for applicants, ensuring transparency, consistency, and compliance with both state and federal guidelines. 

By consulting this guide, applicants will have a clear understanding of the expectations for hosting a service center, with or without a specialty designation (International Trade Center (ITC), manufacturing), and will be better prepared to submit complete, competitive, and compliant proposals.


[bookmark: _Toc211601162]Illinois SBDC Program Requirements

[bookmark: _Toc211601163]Program History & Context
· The national Small Business Development Center (SBDC) program was established in 1980 and is the largest federally designated technical assistance program supporting small businesses across all 50 states and U.S. territories.
· SBDCs provide measurable, direct economic impact in their communities through startup formation, business growth, and sustainability.
Benefits to host organizations include:
· Direct connection to measurable impact on the small business community.
· Recognition for contributions to job creation and capital investment.
· Enhanced understanding of local business needs.
· Opportunities for collaboration with federal, state, and private sector partners.
· Leveraging state and federal resources to advance the host’s mission.

[bookmark: _Toc211601164]Personnel and Staffing Requirements

[bookmark: _Toc211601165]Service Centers
· Minimum staffing: one full-time Director, multiple business advisors (FT or PT, based on service area), and one FT program coordinator/administrative assistant.
· Time allocation:
· Director: ~60% advising, 40% management/outreach.
· Advisors: 75% advising, 25% training & special activities.
· Additional staffing: Encourage use of part-time staff, interns, faculty, consultants, and volunteers.
· Budget authority: Center Directors must have direct control of and authority over the SBDC budget.

[bookmark: _Toc211601166]Specialty Designations
· International Trade Center (ITC)
· Each ITC must employ one full-time director who will devote approximately 60% of their time to direct client advising and 40% to administrative and management responsibilities. 
· One full-time trade specialist who devotes 75% of their time providing direct client advice and 25% with training and special activities
· Additional business advisors shall be employed as necessary to meet the needs of the service area. 
· The ITC should also leverage the support of the program coordinator/administrative assistant of the SBDC Service Center to ensure effective program operations.
· Manufacturing Specialty: 
· Each manufacturing specialty designee must employ one full-time manufacturing specialist who will devote approximately 75% of their time to direct client advising and 25% to administrative and management responsibilities. 
· Additional business advisors shall be employed as necessary to meet the needs of the service area. 
· The manufacturing specialty designation should also leverage the support of the SBDC Service Center Program Coordinator/Administrative Assistant to ensure effective program operations.
· Volunteers & Interns: All specialty centers encouraged to use interns, faculty, and private-sector experts.

[bookmark: _Toc211601167]Hiring & Approvals
· Job descriptions and interview questions that address the core competencies of the SBDC program for all SBDC vacancies must be submitted to the Lead Center for approval prior to posting.
· Prior to scheduling interviews, copies of resumes/applications of the top candidates seeking to fill the position of the center director and all professional staff must be forwarded to the Lead Center for review. 
· The Illinois SBDC State Director or designee shall attend the actual interview of the approved final candidates.
· The Lead Center must provide written approval of all SBDC staff hires. 
· SBDC and ITC Center Directors and specialty designation specialists are required to be filled within 90 days. Should a viable candidate not be hired, the Lead Center will meet with the host organization to discuss SBDC program participation which may include, but is not limited to, termination of the cooperative agreement.
[bookmark: _Toc211601168]Position Descriptions
Position Description – Illinois Small Business Development Center Director
The center director position will be responsible for the day-to-day operations of the SBDC. The position calls for a wide variety of management skills due to the diversity of clientele the center serves. The advice and training work provided by the director and staff to small businesses give them the opportunity to learn new information that ultimately may affect hundreds of small businesses. Therefore, it is of the utmost importance that client confidentiality is maintained by the SBDC director and staff. The promotion of the SBDC to the public and private sectors through presentation is essential to the center. 
The total work hours available for a full-time professional are 1,950 hours, based on a 37.5-hour work week at 52 weeks/year. Allowing for 300 hours of holiday, sick, and vacation time and 150 hours for professional and personal development, each Professional Full-time Staff has a total of 1,500 hours of available time. Each service center shall provide a minimum of 1,100 hours of direct one-on-one advice per $80,000. Each SBDC shall have, at minimum, one professional full-time staff dedicated to the program.
Specific Duties:
· plan and coordinate programs and activities consistent with the goals and objectives of the Illinois Small Business Development Center
· maintain an effective local Board of Advisors that reflects the centers market sector focus
· develop internal and external resources to accomplish program objectives including actively seeking additional funding resources
· provide direct business advice and training to clients
· supervise center personnel, both consultants and clerical
· manage center’s operational budget
· maintain a current reference library and database as required by the SBDC program
· establish linkages and working relationships with other Centers or small businesses that may provide additional resources to the center
· maintain current data on private sector consultants for referral to members of the small business community
· maintain client control records and management information system
· provide timely and accurate reports to the SBDC
· maintain and analyze data on program effectiveness
· promote the SBDC and the needs of the small business community
· establish a marketing plan that will allow for high visibility of the services offered to the region.
· coordinate and cultivate a relationship with other SBA resource partners, local chambers of commerce, professional associations, and economic development groups
Minimum Qualifications
· B.A. or B.S. degree in business, economics, or another relevant field
· five (5) years of small business management or business consulting experience preferred
· budget and program management experience
· strong marketing and sales orientation
· excellent communications skills, including public speaking

Position Description – Illinois Small Business Development Center Business Advisor
The position of Business Advisor/Specialist will dedicate seventy-five percent (75%) of their time to providing business advice and twenty-five percent (25%) to training/special activities. This position will be the primary business advisor for the center.
The total work hours available for a full-time professional are 1,950 hours, based on a 37.5 hours work week at 52 weeks/year. Allowing for 300 hours of holiday, sick, and vacation time and 150 hours for professional and personal development, each Professional Full-time Staff has a total of 1,500 hours of available time. Each center shall provide a minimum of 1,100 hours of direct one-on-one advice per $100,000.
Specific Duties
· provide direct client advice assistance
· maintain client files with appropriate records included
· provide referrals to other appropriate Department of Commerce programs
· assist in the completion of monthly reporting
· skill in the use of computers and business-related software
· research and develop material necessary for clients’ needs
· assist in the production of promotional materials for the center (e.g., flyers, newsletters, etc.)
· develop marketing plans for training programs
· develop SBDC training programs and analyze the impact on participants
Minimum Qualifications
· B.A. or B.S. degree in business, economics, accounting, or equivalent field.
· experience in business management and/or financial business analysis (banking) is preferred
· excellent communications skills

Position Description – Illinois SBDC International Trade Director
The total work hours available for a full-time professional are 1,950 hours, based on a 37.5 hours work week at 52 weeks/year. Allowing for 300 hours of holiday, sick, and vacation time and 150 hours for professional and personal development, each Professional Full-time staff has a total of 1,500 hours of available time. Each center shall provide a minimum of 1,100 hours of direct one-on-one advice per $80,000, or less, in funding provided. Each ITC shall have, at minimum, one 100% staff dedicated to the program.
Specific Duties
· evaluate a company's export capability and readiness
· identify and analyze a company's international trade needs and hurdles
· provide in-depth advice on international trade techniques, export processes, and international market opportunities
· conduct market research using appropriate reference material and databases to assist companies to identify international markets with the greatest potential for their product or service
· develop and conduct seminars and workshops on the basics of exporting, international market opportunities, and other appropriate topics
· develop and conduct Exporters Forums or similar networking sessions to assist new-to-export companies to develop mentor relationships
· assist in the production of promotional materials for the center (e.g., flyers, newsletters, etc.)
· establish and maintain working relationships with federal, state, and local governments and private organizations involved in exporting and international trade
Minimum Qualifications
· B.A. or B.S. in Business Administration, International Business, or related field
· two to three years’ experience in international trade business development with a business or economic development organization
· knowledge of, or experience, in international trade-related activities
· excellent communication skills
· foreign language skills are preferred

Position Description – Illinois SBDC Manufacturing Specialist
This position will be the primary manufacturing specialist for the center and will provide technical assistance to businesses in the manufacturing industry sector or any small business involved in onshoring activities.
The total work hours available for a full-time professional are 1,950 hours, based on a 37.5-hour work week at 52 weeks/year. Allowing for 300 hours of holiday, sick, and vacation time and 150 hours for professional and personal development, each Professional Full-time Staff has a total of 1,500 hours of available time. 
Specific Duties
· provide direct client advice assistance
· maintain client files with appropriate records included
· provide referrals to other appropriate Department of Commerce programs
· assist in the completion of monthly reporting
· coordinate with partners and stakeholders in the manufacturing/onshoring industry 
· skill in the use of computers and business-related software
· research and developing material necessary for clients’ needs
· assist in the production of promotional materials for the center (e.g., flyers, newsletters, etc.)
· develop marketing plans for training programs
· develop SBDC training programs and analyze the impact on participants

Minimum Qualifications
· B.A. or B.S. degree in business, economics, accounting, or equivalent field.
· experience in manufacturing systems, quality standards, business management and/or financial business analysis (banking) is preferred
· excellent communications skills

[bookmark: _Toc211601169]Departures
· When possible, the Lead Center should be made aware prior to any professional staff departures to allow for the completion of the Illinois SBDC Exit Form to ensure the continuity of services.
· At a minimum, the service center host organization must notify the Lead Center in writing within three business days of receipt of a director/professional staff’s departure notice. 
· The Lead Center retains the right to review the personnel change of director to determine whether support will continue beyond the quarter during which the change occurs.
[bookmark: _Toc211601170]Standards of Conduct
· All SBDC staff and associated personnel (including volunteers, consultants, students, etc.) for the program are expected to conduct themselves ethically and with integrity, both at work and in the community, in such a manner as to reflect creditability on themselves, their host institution, and the Illinois SBDC Network. 
· Each member of the Network is required to complete a Conflict-of-Interest Agreement annually to protect the confidentiality of client information.
[bookmark: _Toc211601171]Outside Employment
· All SBDC professional staff engaged in paid activities outside normal working hours and within the scope of SBDC duties must notify the Illinois SBDC State Director to assess any potential conflicts of interest.
· Notifications must be made in writing and include the nature of the proposed or current activity, and detail how the activity will not interfere with the full performance of the staff member’s SBDC-paid responsibilities. Additionally, assurances must be made that no facilities, equipment, personnel, tools, resources, or services of the SBDC are utilized to support any outside engagement.
[bookmark: _Toc211601172]Program Suspension/Termination
· There must be notification and documentation of the reason for any dismissal of SBDC staff as outlined in the Illinois SBDC Center Operations Manual. 
· Service center directors or any other key staff must be suspended or terminated promptly upon receipt of knowledge that such individual is engaging in or has engaged in conduct resulting in a criminal conviction or civil judgment which would cause the public to question the SBDCs business integrity. 
· Incidents of suspected conflict of interest, breach of confidentiality, or standard of conduct violation(s) must result in the temporary suspension of staff/consultant/contractor involved until a judgment is made. Such cases must be reported, in writing, to the Lead Center for involvement in final decisions.
[bookmark: _Toc211601173]Staff Development
· Center directors are required to participate in all meetings designated by the Lead Center. Business advisors and support staff are strongly encouraged to attend. These meetings provide an excellent opportunity for training, networking, planning, and exchanging information and best practices.
· All SBDC and International Trade Center (ITC) awardees are required to maintain active membership in the Illinois Entrepreneurship and Small Business Growth Association (IESBGA).
· Each center must remit annual membership dues of $300 to IESBGA for each program it hosts. In instances where a single service center location houses both an SBDC and an ITC, the total membership obligation will be $600 ($300 per program).
· All center directors, international trade directors, specialty focus specialists, and business advisors are required to obtain a business development advisor certification designation through a Lead Center-approved curriculum within the first year of joining the SBDC program. The certification process is maintained through the Illinois Entrepreneurship and Small Business Growth Association (IESBGA). All full-time professionals are required to recertify their designation every five years after the initial certification has been awarded. 
· All full-time professional staff are required to complete a minimum of 40 hours of professional development training each year. All centers must utilize the designated CRM system to track professional development hours for staff. 
· All full-time professional staff are required to contribute a minimum of five (5) hours annually in direct service to the Illinois SBDC Network. Service may include participation in statewide committees, workgroups, task forces, peer mentoring, statewide training support, or other activities as assigned or approved by the Lead Center.
· In addition to the network meetings, the Illinois SBDC Lead Center requires each center director’s attendance at other training meetings such as those held by IESBGA and ASBDC. 
· The centers shall also identify individual training needs and make the necessary training available for center staff.
[bookmark: _Toc211601174]Marketing

[bookmark: _Toc211601175]Program Branding & Identity
Illinois SBDC recognition is crucial to the long-term success of the program. 
· All service centers must follow mandatory policies outlined in the Illinois SBDC Branding Requirements manual. This manual will cover websites, social media, flyers, business cards, email signatures, internal and external signage, and other promotional items. 
· Additional standardized templates for marketing collateral will be distributed and their use will be required to provide a consistent and unified brand approach to all successful applicants. 
· Each service center will identify and promote itself as an “Illinois Small Business Development Center (or SBDC) or Illinois SBDC International Trade Center (or ITC) or Illinois SBDC Manufacturing Specialty” both verbally and in writing. 
· The Illinois SBDC utilizes a standard logo that must be prominent on all materials. As required by program- specific guidelines, acknowledgment of the support of the U.S. Small Business Administration (SBA), and the Illinois Department of Commerce and Economic Opportunity, shall appear on all materials listed above. 
· Illinois SBDC display items such as banners, table covers, and other promotional items are provided to each service center as marketing tools and must be prominently displayed in a public place within the office.
[bookmark: _Toc211601176]Marketing Outreach
· Each service center must develop and implement a marketing and outreach plan designed to inform its various stakeholder groups and existing and prospective small business owners and entrepreneurs of the services available through the center. 
· A detailed annual marketing plan outline is required with the application. Marketing plans should include variations in delivery to address individualized/specific demographic needs.
· Ongoing outreach and communication with stakeholders such as local, state, and federal legislators are critical to educating them about the services available to their constituents. Regular communication regarding center impact, goal performance, and accomplishments with key stakeholders is required. 
· Each service center must host at least two stakeholder events per year (one of which is focused on SBDC Day) in which local, state, and/or federal legislators and other key stakeholders are invited to visit the center. 
· Each service center is also required to participate in all Lead Center-sponsored conferences/training events, exhibits, expositions, and workshops. Any exceptions must be requested, in writing, from the Lead Center.
[bookmark: _Toc211601177]Assessment of Geographical Service Area

[bookmark: _Toc211601178]Market Sector Focus
· Each service center and proposed specialty designee must identify its specific targeted market sector(s) (i.e. manufacturing, energy, retail, agri-business, etc...) in the region they propose to serve. 
· Service centers must have a clear understanding of their key strengths and effectively collaborate and share their specialized expertise with other members of the Illinois SBDC Network. 
· The identified market sector focus should be data- driven and mirror the strengths of the local economy. 
· The support and expertise housed within the host institution will also play an important role in determining the key market sector focus of the service center. 
· The applicant must demonstrate how they will cover the region/area they propose to serve.
[bookmark: _Toc211601179]Client Needs and Expectations
· Each service center must demonstrate it has a data-driven systematic process(es) to analyze the needs of its small business community in its designated geographical service area to deliver programs to meet identified needs. 
· The needs analysis is not required to be a formal research effort, it must, however, be designed to obtain information from the relevant public, private, and educational institutions, as well as from owners of small businesses and entrepreneurs to identify and develop valuable services for the Illinois SBDC service center to offer. The objective is to analyze demographic data to identify and segment customers, markets, and key stakeholders to determine requirements, expectations, products, services, and preferences for each.
[bookmark: _Toc211601180]Screening and Referrals
· Each service center is expected to provide a basic screening of businesses to determine their potential to successfully export their products or services to international markets or sell in the government or private contracting arenas. 
· Businesses that demonstrate the desire and ability to pursue such market expansion shall be referred to an Illinois SBDC International Trade Center or an Illinois APEX Accelerator or other relevant programs. 
· Regular follow-up contact is required for all referrals.
[bookmark: _Toc211601181]Resource and Referral Listings
· Each service center is required to compile and maintain an electronic listing of all area business assistance resources, including governmental, educational, and private sector resources. 
· Business clients with adequate financial resources or firms whose requirements are beyond the capacity of the center or resource staff shall be referred to private consultants and other professionals. 
· Each center shall refer clients equitably to at least three available private consultants. Such equitable distribution should prevent over- reliance on any one private consultant or professional. 
· Service Centers/Staff shall not receive compensation/benefit for any such referrals, either directly or indirectly. 
· Referrals to outside resources are provided as a courtesy. The Illinois SBDC does not endorse or assume responsibility for the advice, services, or outcomes provided by external partners.
Additional Resources
Service center’s should bring the following minimum outside resources to the program:
· pro bono advisors/private consultants
· faculty advisors (where available)
· student resources (where available)
· mentor/protégé or coaching relationships
· linkage to information specialists and technology transfer agents as well as lab, engineering, design, and technology adaptation facilities
· maintenance of cooperative working relationships with financial institutions, CPA associations, bar associations, management groups, trade associations, business organizations, chambers of commerce, and SBA Resource Partners
· establishment and maintenance of a basic digital and/or physical library for client usage that contains SBA and State of Illinois publications 
· financial analysis software or tools when assisting clients with loan structuring
[bookmark: _Toc211601182]Education and Training
Illinois SBDC service centers provide training/workshops that are relevant to groups of entrepreneurs and/or business owners in their proposed region. 
· Core training should be provided, at minimum, in the following areas:
· financial analysis/access to capital in small business
· starting a small business; business planning; business incorporation
· expanding a small business
· use of social media in small business
· utilization of e-Business technology
· marketing a small business
· financial planning/small business taxation
· availability and access to local, state, and federal resources
· Applicants must ensure that quality training designed to improve the skills and knowledge of existing and prospective small business owners/managers is provided within their respective region. 
· A training unit may take the form of a complete course/cohort, conference, or workshop consisting of one or more sessions with a minimum of one hour of training.
· Pre-business workshops are required of all service centers. The workshop must be titled “Starting Your Business in Illinois” and offered at least once per month. Although these seminars are to be called and marketed as, “Starting Your Business in Illinois” a local tagline is allowable in addition to the standardized title. The base content for this workshop is provided by the Lead Center to ensure a uniform presentation is offered across the state. Providing additional, local content is allowable.
· Training attendees may be charged a small fee to attend training workshops to allow the SBDC to recover costs. Fees collected from training attendees are considered “program income” and should be deposited in a designated program income account. SBDCs are not allowed to charge attendees for the “Starting Your Business in Illinois” pre-business workshops.
· In no event shall any service center compete with, or duplicate, small business educational programs offered by local colleges, chambers of commerce, private sector organizations, associations, and other small business assistance providers. Applicants are encouraged to utilize co-sponsored training arrangements with these entities to extend outreach and productivity. 
· The final responsibility for the quality of the training rests with the respective service center.
Technology Services
Each Illinois SBDC application must include a plan to provide technology-related services to program clients. These services, which may be provided directly by SBDC staff or secured through other resources, shall include, but are not limited to the following:
· make linkages for clients with appropriate resources for assistance on Federal research and development grants
· conduct seminars and/or training sessions aimed at furthering the technical and intellectual skills of Illinois business owners, managers, and entrepreneurs in the area of technology
· assist with general feasibility studies of new venture ideas
· provide marketing assistance for technology clients
· assist Illinois innovators in locating Illinois manufacturers to produce and market their inventions
[bookmark: _Toc211601183]Advisory and Advocacy Board
· Illinois SBDC service centers are required to create and maintain a board comprised of local/regional small business owners and other small business-related members such as lenders, equity investors, chamber of commerce and business association representatives, other economic development individuals, educational institution personnel, governmental representatives, stakeholders, and other appropriate individuals who reflect the applicant's market sector focus. 
· When two or more center specialty designations within the Illinois SBDC Network are hosted by the same organization (i.e. SBDC and SBDC ITC/manufacturing), one board of advisors can be utilized to support all center programs.
· The advisory and advocacy board must meet at least twice per year. Notice of the advisory and advocacy board meeting dates/times, member listing with terms, and any by-laws must be submitted at the beginning of the program year to the Lead Center. All advisory and advocacy board meetings must comply with the Illinois Open Meetings Act.
· Successful applicants of the NOFO will have a period of 90 days from notice of approval to provide a listing of regional board members.
[bookmark: _Toc211601184]Financial Management
· Each service center must utilize either an existing in-house, automated financial management system, or an appropriate financial management software program to maintain accurate and up-to-date financial records. This financial management system must incorporate all SBDC/ITC program costs, including grant funds, cash match, and in-kind match into one general ledger to ensure that costs are tracked separately within the host institution. 
· Illinois SBDC service center host institutions are subject to all pertinent federal regulations which govern the administrative and financial management of the programs. Please reference OMB Uniform Guidance (2CFR200).
· All program costs must be incurred or expended by the last day of the cooperative agreement. A separate account must be established to be used solely for reporting and maintaining program income.
· Submission of a copy of the service centers host organization’s general ledger and chart of accounts will be required in conjunction with an annual fiscal review. The general ledger and chart of accounts must provide a clear delineation of grant funds, cash match, and in-kind match costs. 
· Documentation for costs incurred will be required with each cash reimbursement request throughout the grant period to ensure compliance with rules and regulations and upon request during fiscal compliance reviews from federal funding partners. A lack of appropriate fiscal documentation may result in disallowed costs.
· Time and effort performance must be documented for all individuals (paid staff, consultants, students, volunteers, etc.) contributing their time toward delivery of SBDC services and who appear in the Cooperative Agreement as being paid with grant dollars, cash match, or in-kind match. 
· Approved Time and Effort Certification forms must be completed and signed by center staff and a supervisor monthly and submitted in accordance with the cash reimbursement request and/or report deliverable schedule and kept on file at the local office for fiscal monitoring. Activity listed on forms should mirror documented activity in the Lead Center-approved CRM.
[bookmark: _Toc211601185]Office Operations
[bookmark: _Toc211601186]Office Locations
· Illinois SBDC servicecenters must maintain a professional, fully equipped, Americans with Disabilities Act (ADA) compliant office location that is easily accessible and visible to small business clients. 
· Each facility must have adequate parking for business clients and signage must clearly indicate the Illinois SBDC's location. 
· The location of an Illinois SBDC and any associated satellite locations must be thoroughly described and justified in the application narrative. 
· A service center location should be convenient to its constituent base. A proposed service center located in a convenient, business-like environment will receive special consideration in the application review process. 
· Co-location of multiple programs at one location is also strongly encouraged. 
· All service centers must provide a dedicated and secure area must be provided to meet with clients and must be adequate to protect client confidentiality.
· Service centers must have access to adequate conference room facilities to accommodate group training sessions. 
· Each service center shall maintain a separate and publicly listed phone number. 
· High-speed internet access must be provided for center staff and clients on-site and internet hot spots must be made available for center staff providing client services off-site. 
· All Illinois SBDCs must establish a general email address/mailbox for the Illinois SBDC. The naming convention for the email address is detailed in the Illinois SBDC Operations Manual. The purpose of the designated Illinois SBDC email is to ensure ongoing, regular communications with the center regardless of any personnel changes. 
[bookmark: _Toc211601187]Hours and Holidays
· Illinois SBDC service centers must be open for service and operate on a full-time, 5-day per-week basis excluding weekends and holidays. 
· If utilized, satellite location(s) are required to operate based on geographical need. 
· Hours of operations for the service centers, along with any changes, must be communicated with the Lead Center prior to implementation.
· Special consideration will be given to applications that offer extended evening and/or weekend hours. 
· The total number of holidays (days closed) during the program year must not exceed 13 in a 12-month period. 
· Service centers are required to submit a listing of all planned host organization building closures at the beginning of the calendar year. 
· Any unplanned closures exceeding one working day require formal notification to the Lead Center in writing. All notifications must include the process for handling client calls/inquiries during the closure. 
· Any staff member that will be out of the office for three or more consecutive business days is required to notify the Lead Center in writing.
[bookmark: _Toc211601188]Program Files
All service centers must maintain a system of files that is functional, efficient, and easily retrievable. To achieve this, Illinois SBDC Network files are paperless. Any older service center files that are not in electronic format are required to be maintained in secure locations with access limited to authorized SBDC staff or uploaded to the CRM.

Client Files
· All SBDC client files are required to be kept electronically in the Illinois SBDC Lead Center-approved CRM only; files stored in other systems provided by the host organization, etc. are disallowed to preserve confidentiality. 
· All client files shall include a signed SBA 641 Request for Consultation, correspondence, advising activity, shared documents, notes, reports, attribution, and verification documentation. 
· Advising notes are required to be thorough and provide adequate details of the service request(s), proposed work plan, follow-up activities, assigned tasks, referrals, and timelines for completion.
Training Files
· All SBDC-sponsored and co-sponsored training files are required to be kept electronically in the Illinois SBDC Lead Center-approved CRM only; files stored in other systems provided by the host organization, etc. are disallowed to preserve confidentiality. 
· Each service center must ensure all training files shall include the following: 
· a completed SBA 888 Training Form
· a list of attendees with any collected demographic information
· evaluation forms to assess training topic and instructor performance
· marketing materials and brochures
· presentation information
· and any financial information.
Personnel Files
· Illinois SBDC service centers must maintain personnel files on all full and/or part-time staff. 
· Personnel files shall include a copy of the signed Conflict of Interest Statement and resume. 
· The original signed Conflict of Interest Statement must be submitted with the annual Cooperative Agreement to the Lead Center.
· Signed monthly Time and Effort Certification forms are required for all staff including, volunteers, students, and consultants, as part of the Cooperative Agreement.
[bookmark: _Toc211601189]Disaster Operations Plan
· Illinois SBDC service centers must have a disaster plan in place in coordination with the host organization to ensure the delivery of services to small businesses in its area of operations, and such plans must be kept on file and available for review by Illinois SBDC Lead Center and SBA officials. 
· Plans should be reviewed annually and updated as needed. Illinois SBDCs individually, and in cooperation with SBA and other federal agencies as well as state and local entities, are encouraged to provide disaster recovery assistance to support impacted small businesses in local economies.

[bookmark: _Toc211601190]Definitions

Listed below are definitions of several terms commonly used in the Illinois Small Business Development Center Program:
[bookmark: _Toc211601191]Applicant
· An eligible organization that applies for funding.
[bookmark: _Toc211601192]Budget Period
· The 12-month period, in which expenditure obligations are incurred by an SBDC network coinciding with the calendar year.
[bookmark: _Toc211601193]Businesses Created, Number of (Reporting)
· Clients that could start (indicated they are in business) as a result of services received. Computed by NEXUS, businesses are considered “Started” if, at the previous session (whether in the current fiscal year or a past one), the client was not “in business,” and at a subsequent session or update (in the fiscal year being reported) was “in business” (Form 641).
· A new business start is counted for any advising or training session within the specified time frame, FY or Quarter, that indicates the client is in business (the In-Business flag is marked yes) and where all prior sessions, including sessions outside the time frame, indicates the client was not in business (the In- Business flag is marked no).
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[bookmark: _Toc211601194]Capital Infusion
· Capital infusion includes all forms of debt and investments from all sources (i.e., lines of credit, consumer debt products used specifically for the business, angel investors, owner’s capital contributions, etc.). 
· Credit lines and other revolving debt facilities/instruments are to be recognized for the full amount of the line of credit when established and not to be based on individual drawdowns.
[bookmark: _Toc211601195]Reporting Capital Infusion
· Capital infusion will be tracked throughout each program year and compiled from year-to-year to collect aggregate data. Capital infusion is the aggregate amount from Form 641, Total Dollar Amount of SBA Loans, Total Dollar Amount of non- SBA loans and Dollar Amount of Equity Capital Received. 
· Capital infusion shall be reported, client-by-client once it is known as an update on Form 641 and uploaded to NEXUS on a quarterly basis.
[bookmark: _Toc211601196]Cash Match
· Each grantee is required to ensure no less than a fifty (50%) percent cash matching contribution. 
· This cash outlay shall not include indirect costs, in-kind contributions, or program income derived from activities supported in whole or in part with Federal, State, or match funds. 
· Direct cash match committed by the applicant organization (i.e., personnel services, fringe benefits, consultants, etc.) may be included in the cash match only to the extent that these costs were committed as part of the specific direct line costs verified by the Certifying Representative prior to funding. 
· Further, the cash match shall not include: (1) Funds contributed from other Federal sources; (2) Program income or fees collected from recipients of assistance, whether collected by the lead SBDC or service centers. (3) Amounts committed by the applicant organization for unidentified and/or contingent costs in the budget proposal.
· The cash match must be committed up front and identified by source and amount in the grantee budget. In addition, the contributors, requirements, specifications, or deliverables must be clearly identified in the application. 
· The cash account allocated to the program, as well as the entire budget, must be under the direct management of the Center Director. 
· The availability of this cash contribution for program operations must be certified by the official from the applicant organization who signs the agreement. All cash match must be verifiable back to the service center ledger.
[bookmark: _Toc211601197]Contact Hours
· The amount of time spent directly advising/interacting with a business or individual client.
[bookmark: _Toc211601198]Client
· The client is the business if it exists. In the case of a prospective business, the client is the individual (i.e. nascent entrepreneur or pre-venture) receiving SBDC services. 
· Each client will be counted only once in a fiscal year, and the reporting will include both the number of sessions, and the number of hours spent with the client. There are three types of clients:
· Nascent (Pre-venture) Entrepreneur: those individuals who have taken one or more active steps to form a business, according to the Kauffman Foundation (www.kauffman.org). This includes individuals seeking assistance from SBA and/or one of its resource partners;
· Start-up: those individuals (entities) who have been in business for up to 12 months.
· In-Business: An “in-business client” is defined as one that has 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.
[bookmark: _Toc211601199]Clients Served
· Number of unique clients counseled and/or trained. Computed by NEXUS as a count of unique SBA client ids with a reported advising session or training in the time period indicated. In order to be counted, clients must be reported using an SBA Form 641.

[bookmark: _Toc211601200]Contributions/Donations
· Funds received by the SBDC and expended may be used as match or overmatch in the year expended. Federal funds or amounts reported as match may not be used as contributions to others.
[bookmark: _Toc211601201]Consultation/Advising/Guidance
· Services provided to an individual and/or business that are: Substantive in nature and require assistance from a resource partner or District Office personnel in the formation, management, financing and/or operation of a small business enterprise; AND
· Specific to the needs of the business or individual; AND
· Require a signed SBA Form 641 or equivalent form that supports SBA’s management information database.
· Advising is one-on-one, in person (face-to-face), on the telephone or electronic. To allow for reporting of time invested in a client, preparatory time will be tracked separately from contact time but attributed toward advising time in data reporting.
· Travel time will not count toward advising time but will be tracked separately. SBDCs must provide advising to both current and nascent entrepreneurs (pre-venture). An SBDC’s advising clients should be reflective of its area's demographics.
· SBDCs must assist small businesses in solving problems concerning operations, manufacturing, engineering, technology exchange and development, personnel administration, marketing, sales, merchandising, finance, accounting, business strategy development and other disciplines required for small business growth and expansion, innovation, increased productivity, management improvement and maintaining the industrial base.
· Fees for advising may not be charged.
· Each client will be counted once in a program year, with the reporting to include both the number of sessions and the number of hours spent with each. If multiple people participate from one business, only one person will complete SBA Form 641. The advisor will note how many people were in attendance so that the number of people served can be tracked. This will only be collected on the initial SBA Form 641.
· Face-to-face Advising (in person): Meets the definition of “advising” and is conducted in person between advisor(s) and client representatives. The recipient of the advising must acknowledge, through an SBA Form 641 or an SBA-approved “electronic substitute,” the requirements imposed by accepting advising assistance from the SBA or its resource partner(s). 
· Online Advising (electronic): Meets the definition of “advising” and is computer or internet based. The recipient of the online advising must acknowledge, through an SBA Form 641 or an SBA-approved “electronic substitute,” the requirements imposed by accepting advising assistance from the SBA or its resource partner(s).
· Reporting Online Advising: At a minimum, the following fields should be completed on SBA Form 641 or an SBA-approved electronic substitute:
· Client Name or approved client-coded name/number;
· Email Address; and
· Zip Code.
· SBA Form 641 or an equivalent form that supports SBA’s management information database may be completed electronically by the client in SBDC programs with the capability to accept verified electronic signatures. In states that do not accept electronic signatures, the SBDC must obtain a form with the client’s original signature.
· Telephone Advising: Meets the definition of “advising” and is conducted via telephone. The recipient of the advising must acknowledge, through an SBA Form 641 or an SBA-approved “electronic substitute” the requirements imposed by accepting advising assistance from the SBA or its resource partner(s).
· Reporting Telephone Advising: At a minimum, the following fields should be completed on SBA Form 641 or an SBA-approved electronic substitute:
· Client Name or approved client-coded name/number;
· Telephone Number; and
· Zip Code.
[bookmark: _Toc211601202]Cooperative Agreement
· A legal instrument reflecting a relationship between the United States Government and a Recipient when the principal purpose of the relationship is to transfer a thing of value to the Recipient to carry out a public purpose of support or stimulation and substantial involvement is expected between the awarding agency and the Recipient when carrying out the activity contemplated in the Agreement.
[bookmark: _Toc211601203]Distance Learning
· Distance learning is the process of connecting clients with remote and multiple resources. The technologies used include video, audio, computer, satellite, audio-graphic, and print technologies.
[bookmark: _Toc211601204]Electronic Commerce (e-Commerce)
· Electronic commerce refers to all aspects of business and market processes enabled by the Internet and other digital technologies.
[bookmark: _Toc211601205]Employee (Staff, full-time, part-time)
· For purposes of the export advising certification requirement, this definition consists of all professional (advising and training) staff. This includes contractors (consultants) hired for advising and training purposes. SBDCs shall use the full-time total for advising and training staff as the basis for calculating the minimum number of export-certified staff required.
[bookmark: _Toc211601206]Equity Capital
· Equity contributions to the business as reported on Form 641. Includes all funding (except loans) obtained by clients attributed to SBDC assistance including grants, SBIR awards, equity investments (private and owner), etc.
[bookmark: _Toc211601207]Goals and Initiatives
· Goals are provided by SBA and DCEO. Initiatives are shorter terms of interest or may include populations designated by SBA for special emphasis.

[bookmark: _Toc211601208]In-Business
· See definition of Client.
[bookmark: _Toc211601209]In-Kind
· A non-cash match contribution based on the value of goods and services that are provided to the project, which may include office equipment and office space. In-kind donations may not be provided by the recipient, contractor, or another party to the cooperative agreement, and must be appropriately valued and documented.
[bookmark: _Toc211601210]Jobs Supported
· The total number of employee positions supported by services provided. Computed by NEXUS as a sum of jobs created and jobs retained.
[bookmark: _Toc211601211]Key Personnel
· Key personnel includes Lead Center and SBDC center directors or managers, and specialty designation directors(ITC/manufacturing). It does not include trainers, consultants, advisors, or support staff.
[bookmark: _Toc211601212]Loan Package
· A collection of documents required by a lender used to make a business loan approval decision.
[bookmark: _Toc211601213]Nascent Entrepreneur (Pre-Venture)
· See definition of Client.
[bookmark: _Toc211601214]Pre-business Workshop
· A training program designed for individuals interested in owning and managing a small business or small business owners who have been in operation for up to 12 months.
[bookmark: _Toc211601215]Prep Time
· The amount of time spent preparing and researching information for a business or individual client. To allow for reporting of time invested in a client, preparatory time will be tracked separately from contact time but attributed toward advising time in data reporting.
[bookmark: _Toc211601216]Program Funds
· Includes all SBA/SBDC Federal funds, all match contributions, cash and non-cash, and program income. It does not include other funds managed by the SBDC outside the SBA Cooperative Agreement.
[bookmark: _Toc211601217]Program Income
· Gross income earned by the recipient that is directly generated by an activity supported with project funds or earned as a result of the award. 
· Program income includes, but is not limited to, income from fees for services performed, the use or rental of real or personal property acquired under Federally funded projects, the sale of commodities or items fabricated under an award, and license fees and royalties on patents and copyrights.
[bookmark: _Toc211601218]Project Period
· The total annual period of performance for an award made under this funding opportunity.
[bookmark: _Toc211601219]Recipient Organization
· An Applicant organization for which funding is approved to establish a service center, and which enters into a cooperative agreement with DCEO.
[bookmark: _Toc211601220]Reporting Cycle
· The reporting cycle for performance data for the Illinois SBDC Network will be outlined in the executed cooperative grant agreement between the service center host organization and DCEO.
[bookmark: _Toc211601221]SBA Resource Partners
· Organizations that provide services through SBA funding or through another recognized relationship with SBA. Resource partners which currently include SBDCs, Service Corps of Retired Executives (SCORE), Veterans Business Outreach Centers (VBOCs), Women’s Business Centers (WBCs), U.S. Export Assistance Centers (USEACs), the SBA Microloan Program micro-lenders and non-lender technical assistance providers and SBA Co- sponsorship and Memorandum of Understanding partners.
[bookmark: _Toc211601222]SBDC Lead Center
The entity established by the SBDC Recipient Organization that has a current Cooperative Agreement with SBA to administer and operates the SBDC Network. The Lead Center is responsible for establishing an SBDC Network for a defined area and for overall program development, service coordination, financial management, reporting, promotion and public relations, evaluation, assessment, and internal quality control over Network services.
[bookmark: _Toc211601223]SBDC Network/SBDC Program
The “Network” is the combination of the Illinois SBDC Lead Center, Illinois APEX Accelerator Lead Center, SBDC service center and satellite locations, Illinois SBDC International Trade Centers, and Illinois APEX Accelerators. 

[bookmark: _Toc211601224]SBDC Satellite Locations
· Satellite locations are resource-sharing, collaborative models that provide SBDC services in extended areas without duplicative administrative costs.
[bookmark: _Toc211601225]SBDC Service Center
· Provides professional business and economic development assistance to for-profit small businesses and entrepreneurs to promote business start-ups, growth, expansion, innovation, employment, and economic development. Responsible for grant administration, fiscal oversight, monitoring, program service delivery, and training. 
[bookmark: _Toc211601226]Small Business
A business entity:
· That is independently owned and operated, is not dominant in its field of operation, is organized for a profit with a place of business located in the United States, and operates primarily within the United States; and
· That does not exceed the applicable size standard for its industry as established under 13 C.F.R.§ 121. 
In general, the most common size standards are:
· 500 employees for most manufacturing and mining industries
· 100 employees for all wholesale trade industries
· $33.5 million in average annual receipts for most general & heavy construction industries
· $14 million in average annual receipts for all specialty trade contractors
· $7 million in average annual receipts for most retail and service industries and
· $0.75 million in average annual receipts for most agricultural industries.
[bookmark: _Toc211601227]Special Emphasis Groups
· 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.
[bookmark: _Toc211601228]Start-Up Business
· See definition of Client.
[bookmark: _Toc211601229]Technical Assistance
· Advising or training services provided to an individual and/or business in accordance with the terms of this Funding Opportunity and a Recipient’s Notice of Award.
[bookmark: _Toc211601230]Training (Including long-term training)
· An SBDC training workshop or seminar is defined as an activity or event in which an advisor from the SBDC, another resource partner, the District Office, and/or a third party actively delivers a structured program of knowledge, information, or experience on a business-related subject. The training must include two or more clients in attendance.
[bookmark: _Toc211601231]Online training (or webinars):
· A structured program of knowledge, information, or experience on an entrepreneurial or business-related subject. It must be of a quality and substantive nature and include a registration process as well as an evaluation process (e.g., one to five-star ranking). Online training can be synchronous or asynchronous. The training must make a course evaluation available (e.g., a resource partner provides a registration and link to the training); it can count as online training. (Note: must meet other criteria listed above.)
[bookmark: _Toc211601232]Synchronous: A group of clients proceeds through the training module(s) or program as a group. Asynchronous: A client individually proceeds through the training module(s) or program individually and is self- paced.
[bookmark: _Toc211601233]Co-hosted Training (Collaborative)
Meets the definition of “training” and is further defined as an activity where each host organization actively participates and contributes substantially to the training.
[bookmark: _Toc211601234]Training Hours 
· Total hours of training are the number of hours that the trainer spends teaching the session.
[bookmark: _Toc211601235]Travel Time
· 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 advising time but will be tracked separately.
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