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Policy and Procedure

Subject:
Policy & Procedures 
Statement
Revised:
April 2008

Primary Contact: 
Director of Administration
Area:
Southern NV SBDC


This statement is in effect for all policies and procedures listed in the Las Vegas Policy and Procedure Manual.

IF ANY ASPECT OF THIS REGIONAL POLICY CONFLICTS WITH ANY ASPECT OF OUR STATEWIDE POLICY, THE STATEWIDE POLICY SHALL BE IN EFFECT.
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Policy and Procedure

Subject:
Southern NV Disclaimer
Revised:
April 2008

Primary Contact: 
Director
Area:
Southern NV SBDC


The information, materials and services, provided by or through the Nevada Small Business Development Center (NSBDC), does not constitute legal advice and should not be considered a substitute for legal, accounting and other professional advice. The information you receive from the NSBDC is presented without any representation or warranties whatsoever, including as to the accuracy or completeness.
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Policy and Procedure

Subject:
Phone/Front Desk 
Procedures
Revised:
April 2008

Primary Contact: 
Director of Administration
Area:
Southern NV SBDC


Daily Procedures:

1) Opening

a) Turn off the alarm 

b) Turn on the lights 

c)  Turn off outside lights


d)  Open window shades

e)  Turn on office machinery

 f)   Unlock cabinets

g) Retrieve voicemail messages

2) Mail

a)  Retrieve mail from the Dean’s office [when on campus]

b)  Place outgoing mail in the outbox on the wall


c)  Pick up / take mail at 2:30 pm from mailbox in Bldg 100 

 e)  Distribution

a. Distribute mail to the appropriate staff mailboxes. Mail with no name should be given to the Dir of Admin. 

3) Answering Phones

a) Say, “NSBDC”, this is ____, How May I Help You?”

b) Transfer calls to the appropriate staff member

a. Transfer call to the staff member’s desk    OR

b. Transfer call to staff member’s voicemail  

c) Refer the caller to other agencies if / when necessary

D)  When placing a caller on hold:

a. Ask them if they can hold for a few moments

b. Check back with the caller every 30 seconds if they are holding for a staff member

c. When returning to a caller that has been holding, say “Thank You For Holding, How May I Help You?”

4) Lotus Notes Appointment Calendar

a) Make counseling appointments 

a. Use the EIP information to make appointments ( Client intake assessment)

b) Reschedule counseling appointments

a. If a client calls to reschedule their appointment, change it in the 

Calendar

c) Cancel counseling appointments

a. If a client calls to cancel their appointment, do not delete the appointment from the calendar, simply note “CANCELLED”

b. If a client does not show for their scheduled appointment, do not delete the appointment from the calendar, simply note “NO SHOW”

d)  Confirm clients for next day appointments using the confirmation script

e)  Lotus Notes appointment calendar is also used for:

a. Marking vacation time

c. Marking out-of-office time

i. Personal

ii. Business

d. Shortened office hours 

e. Days office is closed (Holidays)

5) Assisting NSBDC Staff

a) When a staff member requires assistance with a project, help out!

b)  If you are between projects, ask staff members if you can assist them with anything.

c)  Projects include, and are not limited to, carrying heavy objects, faxing     documents, making copies, typing documents, gathering materials for presentations, taking registrations for various seminars, making telephone calls, etc.

6) Accounts Payable

a) Process payment for each bill that is received

a. Vendor codes, account numbers, and commodity codes can be found in the notebook at the front desk.

b. Once the payment is prepared, see the Dir of Admin for signature. 

                      c.   Make file copies of all paper work

7) Closing 

a) Lock all of the cabinets that need to be locked

b) Turn off all office machinery  EXCEPT computers

c) Tidy reception area

d) Turn off all lights

e) Turn on outside lights

f) Set the alarm system

g) Secure both the office door and the exit door from outside

Weekly Procedures:

1) Publications [C & I DEPT]

a) Maintain the publications cabinet in the front lobby

b) Make copies of publications when necessary


  a. Get printing approval from the Dir of Admin 


  b. Update publications as needed

2) Recycling

a) Recycling will come by to pick up papers

a. All paper materials, including cardboard and junk-mail should be placed in the blue bins located throughout the office. 

4) Web CATS Database

a) Enter all client and contact data

a. Data will be entered within three (3) days upon receiving the information from the counselor. 

b)  Questions concerning Web Cats should be address to Janis

5) Office Supplies

a)  Take inventory of all office supplies, especially Xerox paper.  Inventory list is on the public folder.  Keep a current inventory sheet in the Office Max book.

b)  Order office supplies once a week, or on an as needed basis

c)  Order online from Office Max, www.officemaxsolutions.com, a password is needed

d)  Office supply orders are given to the Dir of Admin for approval before being ordered

e)  After order arrives, check off each item on invoice, distribute supplies 



and place the invoice in the Dir of Admin box. 

Miscellaneous Procedures:

1. Project Requests

a) All project requests are to be placed in the yellow folder labeled “Front Desk Work File”, in the black bin on the wall.  All projects require a date/time & detailed instructions attached to the project.
b) . Maintenance Problems

a) All maintenance problems should be reported to the Help Desk at UNLV

or to the Dir of Admin

3. Request for Information

a)   Telephone information request will be sent information according to their 

      individual needs.

b)   Training information request is given to the Training Assistant (when 
available) can be found on the Public Server for training schedule information.

c) Refer all media request to the Director.  Also read the Media Relations Policy.


4. The NSBDC Staff web page:  www.nsbdc.org/members/
                     username
   nsbdcstaff




password
         nsbdcrocks
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Policy and Procedure

Subject:
Southern NV Disclaimer
Revised:
April 2008

Primary Contact: 
State Director
Area:
Southern NV SBDC


The information, materials and services, provided by or through the Nevada Small Business Development Center (NSBDC), does not constitute legal advice and should not be considered a substitute for legal, accounting and other professional advice. The information you receive from the NSBDC is presented without any representation or warranties whatsoever, including as to the accuracy or completeness.
Effectively immediately, the following disclaimer should be on all NSBDC sponsored/co-sponsored brochures and promotional documents:

Small Business Development Centers are programs supported by the U.S. Small Business Administration and extended to the public on a non-discriminatory basis.  Reasonable accommodations for persons with mental or physical disabilities will be made if requested at least two weeks in advance.  Contact your local NSBDC office at 702-895-4270 to make arrangements.  SBA cannot endorse any products, opinions or services of any external parties or activities.

If you are producing a document that has editorial content, also add:

This material is based on work supported by the U.S. Small Business Administration.  Any opinions, findings, conclusions or recommendations expressed are those of the author(s) and do not necessarily reflect the views of the SBA.
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Policy and Procedure

Subject:
Cash Deposit Policy
Revised:
April 2008

Primary Contact: 
Director of Administration
Area:
Southern NV SBDC


GENERAL POLICY:

All departments receiving monies for services, supplies or fees shall make deposits:

1. Daily whenever the amount of money on hand exceeds $50.00.

2. At least once each week if less than $50.00.

All checks received for services or supplies must be made payable to "Board of Regents" and have the following information listed on checks:

a) maker's full name

b) current address

c) telephone number

d) bank guarantee card number with expiration date where available

All checks must be stamped with the "Pay to the Order of " stamp.  This stamp is a maximum of 1 1/2 inches.

All checks must be deposited no later than 1 week from receipt of check even if the department has funds on hand of less than $50.00.  Any check that is held longer than 1 week and is returned by the bank, will be charged back against the department that deposited the check.  Collection of the check will at that point be the departments responsibility.

Two party checks will not be accepted by the University.  All foreign checks that are not written against U.S. dollars, will not be accepted.

PROCEDURE

GENERAL PROCEDURE:

1. Departments collecting monies are responsible to see that all checks are made payable to Board of Regents and must have the following information items:

a) maker's full name

b) current address

c) telephone number

d) bank guarantee card number and expiration date where available

2. All checks must be stamped on the back "Pay to the Order of.”  Currently the deposit stamp may only be 1 1/2 inches and must be stamped on the top of the check (attachment).  This is mandated by Federal Reserve.
3. All persons paying for services or supplies shall be given a receipt.  Receipt books may be obtained from the Controller's Office for the cost of the receipt books.
4. A log of checks and cash collected with appropriate and complete account numbers shall accompany money transmitted to cashier.
5. The cashier shall write up an official receipt for the money deposited.
NOTE:  Several departments on campus make direct deposits to the bank.  The following are the deposit procedures for these department:

6. PREPARE THE DEPOSIT TRANSMITTAL
a. Fill the deposit transmittal out completely.  Large numbers of checks do not have to be listed separately.  Under the "checks (list separately)" column of the deposit transmittal, write the word "list" and the total amount of the checks.

b. The deposit transmittal and checks, cash or credit card information are sent to the Cashiers Department Box 1016 with account numbers to credit.

c. Copy of the deposit transmittal is made and given to the DA.

d. It is the responsibility of the department making the deposit to locate missing deposit transmittals.
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Policy and Procedure

Subject:
Leave Request Policy
Revised:
August 16, 2004

Primary Contact: 
Director
Area:
Southern NV SBDC


This memo is sent to clarify the NSHE policy guidelines for reporting annual/sick leave. For more details refer to the attached Leave Policy and Procedures Manual or call human resources.

1.  The Dir of Admin officially records all leave for employees and sends these leave/sick records to the dean’s office at the end of each month.  Blank and submitted leave/sick request forms are kept in the DA’s office for your convenience. 

2.  All annual leave must be requested and submitted in advance and is subject to the approval of the appointing authority. No annual leave is authorized without requisite approval.

3.  In the event of an illness for which a return date is not known, a leave request form should be submitted with the return date left blank. It is your responsibility to submit the completed leave/sick record form upon your return. If you call in sick or request sick leave without coming to the office, it is your responsibility to submit the completed leave/sick record form upon your return. 

4. The leave request form should be prepared by the employee and submitted to DSD / DA for approval.  If any changes are to be made to the request after it is approved, either another leave request is submitted and approved or changes are made on the original request and initialed by both employee and the supervisor.

5.  It is advisable that you keep a record of your own leave so that it can be reconciled with the official one kept by the dean’s office should there be a dispute.
As a point of clarification to all Business Advisors, please note the following procedure in asking for leave.

All other aspects of the leave procedure are per university policy. 
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Policy and Procedure

Subject:
Media Relations 
Press 
Releases, Public Service Announcements, and Media Crisis Management
Revised:
April 2008

Primary Contact: 
Communications Department
Area: 
Southern NV SBDC


1.0 Purpose: The purpose of this policy and procedure is to outline the process to follow when interacting with any member of the media for any event. The goal of this policy is to insure the Nevada Small Business Development Center (NSBDC) is sending a consistent and coherent message to the media while establishing and maintaining strong, beneficial media relations. 

1.1 Keys to success:  Provide complete and accurate information in a timely manner.  Keep the state director, deputy state directors, and managers informed of situations that may warrant or have the potential to warrant media input. Plan for media coverage during the initial stages of event planning and notify the primary contact of your specific needs. As unplanned events occur that have the potential to warrant a media response, forewarn management to allow as much time as possible to prepare a response. 

1.2 General Policies, Roles and Responsibilities: If a member of the media contacts the NSBDC, the staff member should direct the call to the primary contact the Communications Department or the Director if the primary contact is unavailable.  Prior to providing information or an interview, staff members will contact the Director. This policy applies to the NSBDC offices in Southern Nevada.

1.2.1 Director: The Director will authorize all media interviews and review all press releases and public service announcements under the guidelines specified below. The Director will designate the primary contact. 
1.2.2 Primary Contact: The Communications Department will serve as the primary contact. The primary contact is responsible for the following:
· Maintaining a list of media contacts;

· Working with staff members to develop, obtain Director authorization, and distribute press releases and public service announcements consistent with the guidelines listed below;

· Work with the University to develop press releases and public service announcements; 

· Providing or coordinating interviews with the press; 

· Coordinating media coverage for special events;

· Updating this policy and the related forms as necessary;

· Maintaining a media file consisting of press releases and public service announcements issued, video copies of televised news stories, tape copies of radio interviews, and hard copies of print stories regarding the NSBDC; and, 

· When interviewed by the media the primary contact will notify Director of the interview by e-mail and provide name of the contact and the subject of the interview and other pertinent information.  

1.2.3 Staff Members: The Director encourages staff members to develop strong media relations and issue press releases and public service announcements to promote the NSBDC, its activities, and when appropriate its clients within the guidelines of this policy. Staff members should work with the primary contacts to develop press releases and public service announcements. When providing media interviews, NSBDC staff members are representing NSBDC and its programs and are expected to: 

· Notify the Director or the primary contact before providing an interview;

· Provide accurate factual information;

· Represent NSBDC positions and policies;

· Provide professional and NSBDC opinions as opposed to personal opinions; and,

· Positively promote the NSBDC.

1.3 Press Release Items:  A press release is an opportunity for the NSBDC to obtain additional exposure for the people, programs, and services the NSBDC offers and to address issues that affect NSBDC clients.

1.3.1 Some examples of items suitable for a press release include: new programs or services; special events; client success stories (human interest); new partnerships; staff recognition; reaching new milestones (e.g., providing services to the 100,000th client); awards; and, procurement of special funding and grants.

1.3.2 The following items are generally inappropriate for press releases and require written approval from the Director. These items are personnel matters, budgetary items, and proprietary information regarding NSBDC and its clients.   

1.4 Items suitable for a Public Service Announcement: The NSBDC will use public service announcements for items that the media generally does not consider news worthy; but are worthwhile for release as a service to the community. Items such as training calendars, seminars, services offered and special events (i.e., items that would appear on a community calendar) are suitable for submission. The staff member must allow enough time for distribution through the primary contact. Preferably, this should be done 15 working days prior to the event. 

1.4.1 On-site Media Broadcasting: If a staff member desires to have media (television or radio stations) broadcast from the site of the special event, they must coordinate these activities through the primary contact’s office and allow a minimum 20 working days.

1.5 Crisis Plan (with respect to media relations): In the event a situation occurs that holds the potential for negative media attention or scrutiny, the NSBDC will take a proactive approach by providing the media with information as it becomes available via prepared statements issued to all press contacts. The following outlines the roles of NSBDC staff members in a media crisis:

1.5.1   The Director will provide all statements and interviews to the media unless another spokesperson is appointing. 

1.5.2   The primary contact will coordinate the effort. The primary contact will maintain a media log to record those who have requested information and make return calls, and distribute prepared statements. 

1.5.3   Staff members are responsible for informing the Director of any situation that has the potential to escalate beyond the NSBDC’s control. In crises, staff members who receive calls from media personnel should take the name and phone number and inform the caller that the NSBDC will issue a prepared statement. The staff member should forward the name and number to the primary contact with any additional pertinent information.  
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Policy and Procedure

Subject:
Media Relations


Press Releases
Revised:
April 2008

Primary Contact: 
Director

Area:
Southern NV SBDC

1.2 Purpose: The purpose of this policy and procedure is to outline the process to follow when interacting with any member of the media for any event. The goal of this policy is to insure the Nevada Small Business Development Center (NSBDC) is sending a consistent and coherent message to the media while establishing and maintaining strong, beneficial media relations. 

1.3 Keys to success:  Provide complete and accurate information in a timely manner.  Keep the state director, deputy state directors, and managers informed of situations that may warrant or have the potential to warrant a press release. Plan for media coverage during the initial stages of event planning and notify the primary contact of your specific needs. As unplanned events occur that have the potential to warrant a media response, forewarn management to allow as much time as possible to prepare a response

1.4 General Policies: 

1.4.1  Media contacts to an NSBDC should be directed to the appropriate primary contact or the Director if the primary contact is unavailable.   The supervising Director will designate primary contacts for each program area/NSBDC location and that list will be distributed to all staff.
1.4.2  Press releases are encouraged to promote the NSBDC, its activities, and when appropriate its clients. The Deputy State Directors will review all press releases under the guidelines specified below.

1.4.3 In dealing with the media, NSBDC staff members are representing NSBDC and its programs and are expected to: 1.) Provide accurate factual information; 2.) Represent NSBDC positions and policies; 3.) Provide professional as opposed to personal opinions; and 4.) Promote NSBDC in a positive light.

1.5 Press Release Items:  A press release is an opportunity for the NSBDC to obtain additional exposure for the people, programs, and services the NSBDC offers and to address issues that affect NSBDC clients.

1.5.1 Some examples of items suitable for a press release include: New programs or services; Special events; Client success stories (human interest); New partnerships; Training classes; Staff recognition; Reaching new milestones (e.g., providing services to the 100,000th  client); Awards; and, Procurement of special funding and grants.

1.5.2 The following items are generally inappropriate for press releases and will only be issued upon written approval of the Director or the supervising Director. These items are personnel matters, budgetary items, and proprietary information regarding NSBDC and its clients.   To facilitate good press relations a press relation’s kit will be distributed to all program leads.  When possible NSBDC staff is encouraged to use University facilities for preparing press releases.  

1.5.3 Press releases and copies of articles regarding NSBDC are to be kept on file at the main office in Reno.  When interviewed by the media the primary contact will notify the supervising Director of the interview by e-mail and provide name of the contact and the subject of the interview and other pertinent information.  
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Policy and Procedure

Subject:
Travel Procedure
Revised:
April 2008

Primary Contact: 
Kaye Schwer

Area:
Southern NV SBDC


When an employee is traveling on official NSBDC/State business and makes any changes in their schedule because of personal reasons, the employee must pay any costs associated with these changes.  

Examples of employee being responsible for expenses include extending vacations, lack of childcare and personal appointments etc.  Examples of university paid allowable expenses include a death in the family, conference schedule change or when an employee is too ill to travel.

The controller will approve any questionable changes.
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Policy and Procedure

Subject:
Disabled Persons Policy
Revised:
April 2008

Primary Contact: 
Director
Area:
Southern NV SBDC


When a disabled person calls to request an appointment with a business advisor and asks for assistance such as a signing interpretation, etc. that will require our office to select and pay for such services, the following procedure shall be in effect.

Confirm the time and location for the appointment with the potential or on-going client verbally.  Indicate to the individual that you will notify them by phone and email when available, two [2] business days in advance of the scheduled session to confirm the appointment and location.  Ask them to give you two [2] dates that we can work with plus what equipment they will require and/or what type of interpreter.  Send a written email or memo to the DA with the information necessary for her to locate and schedule the proper support person or equipment to assist in the session.  The DA will call and email (when available) the client two [2] days prior to the session to confirm the appointment.  If the client agrees to maintain the scheduled time and place, then the appointment should be considered confirmed.  If the DA cannot locate the client, they do not return her phone calls or respond to her email within the time frame indicated, the DA will cancel the appointment with the support person or business in order not to incur expenses and likewise indicate this to the advisor.  She will contact the client by voice to indicate the cancellation and the option to reschedule with the advisor, and follow up in writing by mail or fax to confirm this.  If the client then shows up without confirming the appointment they will be rescheduled and the process will begin again.

This process will be adhered to for any client missing up to three [3] confirmed and cancelled appointments following the process above.  After three [3] times the DA will contact the UNLV office responsible for assisting disabled individuals and a decision will be made to [a.] allow for extenuating circumstances, [b.] refuse to accept the request for further counseling appointments and/or [c.] request to recapture any funds expended by the NSBDC in order to accommodate a client who did not utilize the paid services but requested them.
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Policy and Procedure

Subject:
Host Account Policy
Revised:
April 2008

Primary Contact: 
UNLV

Area:
Southern NV SBDC


This is a follow up to our staff meeting discussion on UNLV hosting.

1.  Host expenditures are warranted for business events and functions where personnel external to an institution are necessarily in attendance.  Where the only participants at a business event are institutional employees, expenses may be approved if:

a. Special event such as retreat or award ceremony which refreshments are customary, or

b. Meeting or workshop runs through normal meal or break time & permits the efficient gathering of employees from different units across the institution.

2.  Documentation needs to include amount, date, time, place, business purpose, & business relationship of those attending the function.  In the case of large gatherings, identification of groups of people invited may be satisfactory.

3. Departments are encouraged to purchase individual tickets rather than tables to events.

If you have any questions regarding the host account, let me know.
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