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Small Business Development Center Network

Los Angeles • Ventura • Santa Barbara

Client Screening Procedure


SECTION 1 - How to Handle Incoming Calls to your Small Business       Development  Center

Answer all incoming calls with the following greeting:

“Thank you for calling the [your sbdc name here]_Business Development Center (SBDC). My name is _________.  How may I help you?”

Log onto WebCats at http://lasbdcnet.softshare.com
The following is a list of frequently asked questions (FAQ) and answers to help you assist SBDC clients. 

Frequently Asked Questions (FAQs)
1) What services or seminars are provided by the SBDC?

The SBDC provides low cost seminars to individuals and small businesses. Seminars are offered monthly, from how to start a small business to other related topics. The SBDC also offers free business consulting appointments to small business owners in LA, Ventura and Santa Barbara County. We also have a resource library located in our office with free access to the public.

2) I would like to sign up for one of your training events.

I’d be happy to assist you. May I get some information from you so that I can better assist you? 

a) Have you attended any of the seminars offered through us or any SBDC before?

1. If Yes, do a quick search (located on your main log-in page)in the system to locate their info and fill in any missing information.
2. If No, do a quick search to make sure, then click on add contact and complete all necessary data to register a participant for a conference (training) event.
b) Do you currently own a small business? (If no, go to item c)

c) Have you ever owned a small business? 

d) Do you have a business plan or marketing plan? (If no, see FAQ # 3)

3) I have a business idea to start my own business, what should I do next?

We recommend that you begin by taking our introductory seminar “How to Get Started in Business”. The Seminar covers topics such as researching your business idea, outline of a business plan, start-up expenses & financing, legal aspects and general management issues. The seminar costs $20 per person.

4) I’ve already taken one of those courses. Do you have other seminars to offer?

Yes, we have a number of seminars that may be of interest to you. Do you have a written business plan for your business? If not, we also offer a seminar on “How to Write a Business Plan”. This seminar goes over the sections of the business plan in detail. The seminar costs $30 per person.

Other seminars available are click on View Conferences to see a listing of all the training events available at your SBDC:

· Marketing for the Small Business

· Bookkeeping Basics

· Introduction to Quickbooks

We also offer international trade seminars,[list other types of seminars available here] through our network partners. I can gather that information for you and send it you or you can visit our website at ______________ to review our listing of available courses.
5) I already have a business plan. I would like to get some help in reviewing my business plan.

I would be happy to schedule an appointment for you with one of our counselors. This service is provided free-of-charge. Each appointment is an hour in length. But before I do that I need to gather some information about you.  (See FAQ #6)
6) I would like to set up an appointment with the consultant, when do you have appointments available?

I’d be happy to assist you. May I get some information from you so that I can better assist you? 
a) Have you ever received counseling or attended a training event at any of our SBDC’s before?

1. If Yes, do a quick search (click on view contacts) in the system to locate their info and fill in any missing information.

2. If No, do a quick search to make sure, then click on add contact and complete all necessary data. Suggest they register for a seminar (See FAQ # 7)
b) Do you currently own a small business? 
c) Do you have a business plan or marketing plan? (If no, see FAQ # 3)

d) Have you attended any of the seminars offered through us before? (If no, see # 2. Note: existing SBDC clients who have taken seminars in the past or have had appointments with previous consultants may obtain an appointment.)
e) What type of assistance are you looking for from our consultant? (If the caller qualifies for a consulting appointment, please enter this information into the subject/comments section of the Inquiry detail screen)

7) Why do I have to attend a seminar before I can make an appointment with the consultant?

The seminars are designed for effective use of your time. The important information and topics you will need are covered in the seminar. If you need additional assistance after attending the seminar, you are welcomed to set up an appointment with our consultant.  Because the consulting appointments are usually only for an hour, it’s important that you make the most effective use of your hour to focus on very specific areas/topics.
8) I’m interesting in getting a loan for my business (or to start a business). Who do I talk to about a business loan?

I can certainly help you with that. I would need to schedule you for a counseling appointment.  (See FAQ #6a)
PAYMENT OPTIONS

All seminar participants should pre-register for a seminar. This ensures that we collect all the necessary data we need to report on. Seating is limited to XX per seminar. Participant may pay in advance with a credit card, or bring cash or a personal check on the day of the seminar.

Payments accepted:

· Credit card – Visa or Mastercard

· Personal Check – with a valid driver’s license or ID card

· Cash

· [List other payment options available at your site]
a) Once Payment is collected click on view conference, scroll down to attendee list click on Edit button, select the amount paid by the individual from the pull down menu, click update. This will take you back to the View conference detail screen, scroll back to attendee list and click on “Generate Receipt” hyperlink that will now be created. Print receipt to give to client. 
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