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SV SBDC
Volunteer Business Advisor Program
SV SBDC Mission:
To advise, train, and inform small businesses to help them achieve success. 

SV SBDC Services and Volunteer Opportunities:
Counseling:  The SV SBDC provides no-fee, confidential and individualized consultation to established businesses and aspiring entrepreneurs. We address a wide range of questions and issues to guide our clients through all stages of business. Consultations may cover any or all of these topics, and more. 

	· Financial Analysis*
	· Business Planning

	· Business Financing Options
	· Marketing and Sales

	· Cash Management and Forecasting
	· Strategic Planning

	· Website Review and Marketing
	· Technology Issues

	· Human Resource Management
	· Start-up Assistance

	* We do not provide accounting or legal services. 


Training:  The Center’s seminars, workshops, and special events focus on subjects of particular interest to business owners and entrepreneurs. Workshops are typically 2-3 hours in length and participants leave the sessions with practical skills and knowledge that they can utilize immediately. These programs may be offered throughout the service region by SBDC staff, paid consultants, or volunteer presenters.
Resources: The SV SBDC offers access to a variety of resources to assist the business owner/ entrepreneur in researching, planning, and operating a small business. Staff and VBAs are knowledgeable about the range of services and service providers who can meet the needs of our business community. 

For more information about the SV SBDC, visit www.ValleySBDC.org
SV SBDC Volunteer Business Advisor Program
– Purpose

The SV SBDC seeks volunteers from within the business community to assist clients who need professional help in specific areas of business (on-line commerce, buying/selling, human resources, etc) or to supplement the SBDC staff with generalized consultation.  
– Process for Involvement:  

1. Potential volunteers should complete the SV SBDC Volunteer Business Advisor application and submit a copy with a current resume or bio to the SV SBDC Director. 

2. The Director and staff will review the application and compare it to the Center’s current needs. 

3. The Director will interview the volunteer applicant to determine best placement and timeframe for desired activities. 

4. If the volunteer is approved, the Director and staff will set an orientation schedule to acquaint the volunteer with SV SBDC policies and procedures.
5. The SV SBDC Volunteer Business Advisor will read and sign the VBA Conflict of Interest and Confidentiality Policy. 
6. Volunteer activities will begin. 

– Supporting Documents: 

SV SBDC Volunteer Business Advisor Application

SV SBDC Volunteer Business Advisor Agreement: Conflict of Interest / Confidentiality Policy
SV SBDC Volunteer Business Advisor Application
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Name:












Company:











Address:











Phone:  (W) 





    (H) 





Fax: 




  email: 
 





Preferred time/way to contact you? 









I would like to participate in the Volunteer Business Advisor Program and support the Shenandoah Valley Small Business Development Center (SV SBDC) in the following way(s): 

· Client Counseling on an as-needed basis, up to 3 hours per month.
Please indicate the area(s) in which you would like to counsel clients; indicate special topics and areas of expertise or skills that will help the Center match your knowledge to client’s needs.  
	
	Fundamentals of starting a business
	
	Human Resource management

	
	Licensing/Registration 
	
	Information Management

	
	Business plan preparation
	
	Planning new technology in business

	
	Business law
	
	Using technology in business

	
	Organizational forms of business
	
	Using the Internet

	
	Business Finance
	
	Retail/Restaurant issues

	
	Tax issues
	
	Home-based business issues

	
	Accounting for your business
	
	Franchise issues

	
	Preparing reports
	
	Real estate issues with your business

	
	Financing a new business
	
	Association/Nonprofit issues

	
	Sources of funds
	
	Other areas/skills/expertise:

	
	Marketing your business
	
	

	
	Conducting market research
	
	

	
	Strategic planning
	
	


· Presenter / Speaker for a 1 - 3 hour presentation to small business owners. 
List presentation titles and/or topics you would be comfortable addressing.
· Other assistance:  I could support the Center by assisting with major programs or projects, including but not limited to marketing, fund-raising, project development, etc.  Some of my areas of interest or expertise are:
Preferred Counseling Schedule:

Maximum number of one-hour counseling sessions per-month                      ; (   ) flexible

Time periods not available for counseling: 






 Preferred time(s) of day/evening                                                                      ; (   ) flexible

Preferred day(s) of week                                                                                  ; (   ) flexible

Please add anything else you would like us to know about your desired volunteer commitment to the SV SBDC. 

Please write or attach a brief bio with the following information: education, professional experience, affiliations, and other relevant information. [Information given can be used as your profile on the SV SBDC website]
Submit by mail to: 
Volunteer Business Advisor
JMU MSC 5502
Harrisonburg VA 22807


or send as an attachment by email to: sbdc@jmu.edu  
and use subject line: Volunteer Application)
SV SBDC Volunteer Business Advisor 
Conflict of Interest / Confidentiality Policy

It is the policy of the Shenandoah Valley Small Business Development Center (hereinafter referred to as the Center) that Volunteer Business Advisors providing assistance to clients of the Center adhere to the following guidelines:

1. Upon agreeing to be a Volunteer Business Advisor (VBA) for the Center, all VBAs will sign an agreement with the Center agreeing to this policy on conflict of interest.

2. The Center Director(s) or his/her designee will assign VBAs to work with clients as is deemed appropriate.  Assignments for VBAs to meet with Center clients will be made only after discussion with and agreement from the client. 

3. While acting as a VBA for the Center, VBAs will provide services to clients of the Center as representatives of the Center and not as private and independent vendors of such services.

4. At all times while acting as a VBA, any private engagement of the services of a Center VBA must be initiated by the client and not by the VBA representing the Center, and, when initiated by a Center client, such private engagement must be performed at times separate and apart from all other counseling services being provided to that particular client by the VBA. VBA s may never charge a Center client for VBA services, whether before or after such services are provided.

5. No person providing VBA services on behalf of the Center will solicit any Center client for the provision of or the purchase of goods and services in which they have or represent an interest, nor will they accept fees or commissions from third parties who have supplied or will supply goods or services to the Center client on the recommendation of the counselor.

6. Upon agreeing to be a VBA to the Center, the VBA agrees that all Center and client information provided, in writing or otherwise, will be held in strict confidentiality and will not be disseminated without prior written approval by the client or the Center.

7. If a VBA is unable to perform the tasks they had originally agreed to on behalf of a Center client, they will notify the Center Director.

8. In the event a Center client or VBA should desire to enter into a business relationship contrary to these provisions, a written request from the Center Director must be submitted to the VA SBDC State Director and the written approval by the VA SBDC State Director must be obtained.

I have read and understand this policy statement and agree to abide by it.

______________________________________
___________________________________

Volunteer Business Advisor’s signature 
 Printed Name
__________________________

Date
1/26/2013

