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888 Training Report PROCEDURES 

1. Plan a training event.

2. Enter your event into Center IC and track attendees.  Be sure to make your event “Public”
so it can be placed on the Center IC Training listing.

3. Hold the event.

4. Complete the SBA 888 Form.  Service Center Director signature is NOT required.

5. If program income is applicable, complete and sign the Program Income Activity Report.

6. Cost/Revenue Sharing Agreement continues to be required where applicable.  (It is the
policy of the SBDC program that in instances where revenue is not used for the sole benefit
of the SBDC program and where it is not controlled by the appropriate center and district
Lead Center directors, a cost-revenue sharing agreement between the SBDC and any third
party, including Host, must be on file at the State Lead Center.)

The Cost/Revenue Sharing Agreement may either take the form of the SBA line-by-line
form, or consist of a narrative description of the distribution of costs and revenues (including
percentages) between the parties.

7. Training sessions must be a minimum of one (1) hour.

8. Training must have a minimum of two (2) attendees.

9. All models require the SBA Form 888 to be completed online, and the appropriate “Report
Package” submitted to the Training Office at the SBDC State Lead Center Office.

10. The Report Package must be submitted within 30 days of training.

11. Evaluations and Marketing Materials are to be maintained in the center’s files (agenda,
brochure, flyers, etc.) and must meet and include all the following marketing criteria:

 DATE and TIME

 SBDC Logo

 SBA Logo

 All SBDC marketing materials must display the SBA disclaimers, as set forth in the
SBA Program Announcement.

12. Training must meet the SBDC related learning objectives.
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888 REPORTING PROCESS UPDATE 

 Event Status – Directors and AA should not change the status of the report.  
All should be in Not Verified status until reviewed by our staff – then we will 
change the status.   

 Cancelled event – If you enter an event, decide to cancel – go back to the 
Event Title and include CANCELLED at the beginning or end of the title. 

 Total Hours – Training hours as defined by SBA include the actual time spent 
in training.  If your event includes a lunch – working or not – we are leaving 
the Total hour count to the director’s discretion. 

 Rounding of Hours – we will continue to allow rounding.  The time will need to 
meet the following guidelines – a hour and 15 minutes = 1.5 hours; or 1 hour 
and 45 minutes = 2 hours. 

 Attendees need to be entered under the Attendees tab in Center IC.  This is a 
great tool – calculates the fees and fills the demographic section of the report 
automatically.  You are also able to use this data to market your future events 
and move them to a client status with a signed 641. 

 Fee distribution – The total of this field must match the total of the Attendees 
Fees field. 

 Other Income – on Center IC you will note the Other Income box.  Do not use.  
We need to see only fees for the Training Event and then all other income and 
expenses detailed on the Program Income Activity Report. 

 Event Notes – We like this box.  You can note anything that may be unique to 
your report.  It is easy for use to review and identify any special cases.  
Please continue to use! 

 Corrections – when we need your help to change a report, we will have you 
make the changes, such as add or delete an attendee, or whatever the need 
is.  We ask that you let us know that the change has been made and saved.   

 Reports must include 888 report form, agenda, attendee list or sign in 
sheet (if not clients); if fees are collected – the Program Income Activity 
Report; and if a co-sponsored event the Cost Revenue Sharing 
Agreement. 
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PREPARING THE 888 REPORT PACKAGE 
 
 

STEP ONE: 
It is important to consider two questions at the beginning of the process to determine the 

correct model to follow. 
 

1. Who is the sponsor of the event? 
 

2. Who is to collect the revenue for the event? 
 

 
STEP TWO: 

 
1. Examine the training report models and determine which one applies to your training 

(#1, 2, 3 or 4). 
 
2. Follow the appropriate flow chart to determine which package reflects the 

requirements for your training. 
 

3. Submit the appropriate paperwork listed in the appropriate flow chart under “Report 
Package”. 

 
4. For any one training event, there should be no less than three (3) items: 

 
a) 888 Form, 
b) Copy of Attendee List or Sign In Sheet (If not already clients), and 
c) Agenda with appropriate marketing requirements.  

 
Or – no more than five (5) items: 
 

a) 888 Form, 
b) Copy of Attendee List or Sign In Sheet (If not already clients),  
c) Agenda with appropriate marketing requirements, (Brochure can be submitted 

for logo and marketing materials, but not required.) 
d) Activity Report, and 
e) Cost Revenue Sharing Agreement.  
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            TRAINING REPORT MODEL 

     #1 

 
 
 

    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SBDC Lead for event  

(No Cosponsor) 

Registration Fee? 

    YES 

NO and 
Yes SBDC 
Expenses 

NO and 
No SBDC 
Expenses 

REPORT PACKAGE 

1)  888 
2)  Activity Report 
3)  Attendees List 
4)  Agenda 

REPORT PACKAGE 

1)  888 
2)  Activity Report 
           (loss) 
3)  Attendees List 
4)  Agenda 

REPORT PACKAGE 

1)  888 
2)  Attendees List 
3)  Agenda 

NO Activity Report 
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TRAINING REPORT MODEL 
 

#2 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

REPORT PACKAGE 

1)  888 with Fees 
2)  Activity Report 
3)  Cost/Revenue   
Share Agreement 
4)  Attendees List 
5)  Agenda 

   SBDC Lead  
With Cosponsor 

(3rd Party) 

Is the SBDC collecting registration fees, 
accounting for funds, paying bills? 

All sponsors listed in brochure 

     Cosponsor Agreement 

(On File at State Lead Center or 
Send copy with Package) 

 

REPORT PACKAGE 

1)  888 with Fees 
2)  Activity Report 
3)  Attendees List 
4)  Agenda 

REPORT PACKAGE 

1)  888 
2)  Attendees List 
3)  Agenda 

NO Activity Report 

Yes SBDC 
Expenses 

No SBDC 
Expenses 

YES NO 
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            TRAINING REPORT MODEL 

 
   #3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.1.1.1.  

1.1.1.2.  

 
 

$$ from Net 
Profit (Only) No SBDC 

Expenses 

Yes SBDC 
Expenses 
Expenses 

REPORT PACKAGE 

1)  888 
2)  Activity Report 
     (profit only listed on Line 

#1 under Training) 
3)  Attendees List 
4)  Agenda 

REPORT PACKAGE 

1)  888 
2)  Attendees List 
3)  Agenda 

NO Activity Report 

REPORT PACKAGE 

1)  888 
2) Activity Report 

(loss) 
3)  Attendees List 
4)  Agenda 

        SBDC and Lead Cosponsor 
(3rd Party) 

 

3rd Party collects registration fees 

     Accounts for funds and pays bills 

Cosponsor Agreement 
(On File at State Lead Center or Send copy with 

Package) 

 
            SBDC Reports  
         NO FEES on 888 
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TRAINING REPORT MODEL 

#4 

IMPORTANT NOTE 

It is important to understand that this is not the preferred Training Model by SBDC 

SBDC Host Event 

Cost/Revenue Share 
Agreement with Host 

  Registration Fee 
     (Yes or No) 

 SBDC Income and Expense to Host Event 

Substantial SBDC Work 
Logos, disclaimers, etc. 

REPORT PACKAGE 

1) 888
2) Attendees List
3) Agenda

NO Activity Report 
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Please complete a separate form for each Activity 

Activity Report 

 
HOST INSTITUTION___________________________________________ DATE_________________ 

 

Title of Activity________________________________________________________________________ 

1) Current Activity Gross Program Income 

Activity    (1A. PARTICIPANT FEES   (1B. OTHER REVENUE 

Training    $__________________________  $____________________ 

Sales of Books etc  $__________________________  $____________________ 

Advertising   $__________________________  $____________________ 

Research Work   $__________________________  $____________________ 

Trade Shows   $__________________________  $____________________ 

Other (Describe)      

______________________ $__________________________  $____________________ 

______________________ $__________________________  $____________________ 

______________________ $__________________________  $____________________ 

TOTALS    $________________________  $__________________ 
 
Total Activity Program Income       (1C. $________________ 

 

2) Current Activity Program Expenditures 

EXPENSE CATEGORY  (2A. SBDC Amount only   (2B. Other 

Personnel    $_________________________  $____________________ 

Fringe    $_________________________  $____________________ 

Consultants   $_________________________  $____________________ 

Subcontracts   $_________________________  $____________________ 

Travel    $_________________________  $____________________ 

Equipment   $_________________________  $____________________ 

Supplies 

Other (Describe) 

______________________ $_________________________  $____________________ 

______________________ $_________________________  $____________________ 

______________________ $_________________________  $____________________ 

TOTALS    $_________________________   $ ____________________ 

 

Total Activity Costs        (2C.  $_______________ 

 
*************************************************************************************************************** 
3) Net Activity Program Income (Line 1C minus Line 2C)    (3)$_________________ 

4) Net Income Assigned to Others (Amount Determined by Center)   (4)$_________________ 

5) Net SBDC Income (Line 3 minus Line 4)      (5)$_________________ 

6) Narrative Description of how program income was used to further program objectives. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

I certify that this report is true in all respects and that all disbursements have been made in accordance with 

current SBA requirements. I further certify that this institution maintains working papers supporting these 

figures. 

NAME and TITLE:________________________________________________ DATE:______________ 

 

SIGNATURE:____________________________________________________ 
 
 

Revised 12/99 
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O P T I O N 1 
 

(Cost/Revenue Sharing Agreement) 
 
______________ 
 Date 

 
This is a Cost/Revenue Sharing Agreement between the SBDC at  
and cosponsor(s) _________________________.  
  
 
1. If this is a blanket agreement for several training classes, use a statement such as: 
 This agreement covers all the training programs conducted during the period 

 __(Date)__,         and __(Date)__  that are designed to meet the following 
conditions: 

 
2. If this is an agreement for a single training class, use statement such as: 
 This agreement covers _(name of course)_ to be conducted on __(insert date)_ and 

is designed to meet the following conditions: 

 
3. Conditions for both statements could include: 
 a. Subject matter is small business-related and consistent with SBDC objectives. 
 b. The course will be planned for a minimum of one (1) attendee. 
 c. The course will be designed for a minimum of one (1) hour. 
 d. Cosponsor will ensure that marketing materials will include SBDC and SBA logos, 

as well as the SBA disclaimer. 
 e. There must be prominent placement of language and logos reflecting SBDC’s 

sponsorship role. 
 f. Cosponsor(s) will provide the SBDC with contact information and a copy of the 

attendance sign-in sheet, agenda, evaluation forms, and marketing materials. 

 
4. Insert the appropriate cost statement: 
 a. The costs of the program will be covered by                                                                
. 
           b. The costs of the program will be shared by the SBDC at 
 _________________________ and (cosponsor)   
           in the following manner: 
 The SBDC will pay (dollar amount or percentage) and (cosponsor) will pay (dollar      

amount or percentage). (You may/may not elaborate on what dollars will be spent 
on) 

 
5. Insert the appropriate revenue statement: 

a. All revenues will be distributed to _________________________________. 
b. The revenues from the program will be distributed between the SBDC 
at__________________ and (cosponsor) ____________________________ in the 
following manner: The SBDC will receive (dollar amount or percentage) and 
(cosponsor) will receive (dollar amount or percentage). 

 
6. Signatures of Center Director and Cosponsor are required. 
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OPTION 2 

PROGRAM INCOME COST/REVENUE SHARING AGREEMENT 

The ____________ Manufacturing Small Business Development Center and the _____________ 

enter into the following Program Income Cost/Revenue Sharing Agreement. 

The Manufacturing Small Business Development Center will provide the following: 

 Speaker______________________ Estimated Cost________________ 

 Refreshments__________________ Estimated Cost________________ 

 Coordinator___________________ Estimated Cost________________ 

 Books________________________ Estimated Cost________________ 

 Space________________________ Estimated Cost________________ 

 Equipment____________________ Estimated Cost________________ 

 Other________________________ Estimated Cost________________ 

          ________________________ Estimated Cost________________ 

          ________________________ Estimated Cost________________ 

TOTAL SBDC COSTS ________________ 

The ____________________________ cosponsor will provide the following: 

 Speaker _______________________ Estimated Cost________________ 

 Refreshments __________________ Estimated Cost________________ 

 Coordinator___________________ Estimated Cost________________ 

 Books________________________ Estimated Cost________________ 

 Space________________________ Estimated Cost________________ 

 Equipment____________________ Estimated Cost________________ 

 Other________________________ Estimated Cost________________ 

          ________________________ Estimated Cost________________ 

          ________________________ Estimated Cost________________ 

TOTAL COSPONSOR COSTS ________________ 

TOTAL COSPONSOR AND SBDC COSTS ________________ 

The cosponsor and the SBDC will share revenue in the same proportion as each has shared expenses: 

COSPONSOR COSTS/COSPONSOR COSTS PLUS SBDC COSTS = ______% 

SBDC COSTS/COSPONSOR COSTS PLUS SBDC COSTS = ______% 

TOTAL ______% 

SBDC DIRECTOR_____________________ COSPONSOR______________________ 

SIGNATURE__________________________ SIGNATURE_______________________ 

PHONE # ____________________________  PHONE # __________________________ 
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Examples of 

Best Practices 
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SBDC @ WRIGHT STATE 
WEBSITE 

SBDC @ WARREN COUNTY WEBSITE 
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Public 

Subscription 
   Required** 

 
OhioNet 

 
OHIOLINK 

SBDC 
Access 

American FactFinder  

(US Census Bureau) 
     

 

BCC Research 
 

     
 

Bizminer 
 

     
 

BLS (Bureau of Labor Statistics) 
 

     
 

Books 24x7 (SkillSoft) 
 

     
 

Bplans 
 

     

Business and Company 

Resource Center (Gale Cengage) 
     

 

COSE (Council of Smaller 

Enterprises)  
 

     

 

DemographicsNOW 
 

     
 

Ebrary 
 

     
 

EBSCOhost  
 

     
 

Factiva 
 

     
 

FINTEL 
 

     
 

First Research 
 

     
 

GrowthWheel 
 

     
 

IBIS World 
 

     
 

IntelliConnect 
 

     
 

IRS 
 

     

 

Klout 
 

     
 

LexisNexis Academic 
 

     
 

Mergent Archives 
 

     
 

Mergent Online 
 

     
 

Mintel Oxygen 
 

     
 

MRI+ (Mediamark Reporter) 
 

     
 

NE Ohio Products  

(Akron Beacon Journal) 
 

     

 

Ohio Business Gateway 
 

     
 

Ohio Proud 
 

     

 Check local libraries for additional resources. 

**  At State, Host or center level 

SAMPLE COUNSELING TOOLS* 
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Passport GMID 
 

     
 

Plunkett Research Online 
 

     
 

ProfitCents 
 

     
 

Profit Mastery 
 

     
 

ProQuest Entrepreneurship      
 

Quantcast 
 

     

 

ReferenceUSA  
 

     

 

SBA 
 

     

 

SBDC Net 
 

     

 

SimplyMap 
 

     

 

Small Business Resource Center  

(Gale Cengage) 
 

     

 

Statista 
 

     

 

The Conference Board 
 

     

 

VAST: Academic Video Online 
 

     

 

WARC (World Advertising Research 

Center) 
 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

  

  

  

  

  

  


