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Updated Reporting Template

Based on your feedback, the quarterly reporting template has been updated and 
automated as much as possible.

• Many fields have been automated including Tab 3 and cumulative totals

• All four quarters are represented in the same spreadsheet, on separate tabs

• Instructions for use have been added

• Qualifiers to specific fields have been added

• Some required information has changed

• A column for edits has been added

• Specific cells containing formulas have been locked to prevent errors

• A template has been provided for Success stories

Presenter Notes
Presentation Notes
Based on your feedback throughout 2024 we have made many changes to the Quarterly reporting template. I want to thank those who participated in the Focus group for their when we rolled out the new template. 

This template has been updated and automated as much as possible. Today we will go over the high-level  changes to the reporting process. After this meeting each Hub will receive their 2025 template pre-populated with 2024 results.  These results have also been updated in salesforce for you.
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Tab 1. Instructions

The Application Information and Reporting Periods and Deadlines Tabs have been 
replaced with Instructions for Completion. This can be used as a reference tool.

Presenter Notes
Presentation Notes
Tab 1 now includes complete instructions for navigating and submitting information
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Tab 2. Salesforce Reporting Data

Presenter Notes
Presentation Notes
Tab 2 is a dashboard that will be prepopulated with your 2024 cumulative data.  Notice that all 4 quarters are now included along with a cumulative total column.
This Tab will populate automatically as you enter the data for the quarter.
This TAB will be locked.
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Tab 3 – 6 Small Business Data

Presenter Notes
Presentation Notes
This template now has a separate worksheet for each period of performance so you will use this all year.  Tab 3 is for data 1/1 – 3/31, Tab 4 is for data 4/1 – 6/30 and so on. 

Small business data remains the same.  Column A is for strategic sorting purposes. It will be locked to prevent errors. Just a quick reminder, please make sure the business address is NOT a post office box and is located in the state of Michigan.

If the business has not started and there is no business name or address. Leave the name blank and use the entrepreneurs home address. This is required as we need to verify that they qualify and are disproportionately affected by Covid. Please make sure the business address is NOT a post office box and is located in the state of Michigan.

A word about National Association of Industry Classification codes (NAICs), and why are they important? The Michigan Economic Development Corporation (MEDC) requires a small business's NAICS 5-digit code to analyze industry trends, ensure eligibility for targeted grant and loan programs, meet federal and state reporting obligations, and tailor support services to specific sectors, thereby facilitating focused economic development and resource allocation.

NAICs codes are self reported and many business owners are unsure what their NAICs code is.  I have added a link at the top of the NAICs code column that takes you to the US Bureau of Labor Statistics site.  

Recently, one of the Hubs told me they us AI to find the correct code. Either way is fine but it is important for our reporting data to include the NAICs code and SBAM has developed a list of most used NAICs codes which I can drop in the chat. 
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Tab 3 – 6 Small Business Data – NEW

Department of Licensing & Regulatory Affairs (LARA) 
now required for business validation. 

Allows for a business to be entered multiple times to 
capture services, programming, follow on funding, direct 
grants and still count 1x as unique

Fully automated

Tribal Exemptions

EIN/TIN no longer required

Presenter Notes
Presentation Notes
Probably the biggest struggle with this report is the restriction of reporting a business once. Recognizing that a business often provides additional impact and goes through multiple programs and services, tracking them for the program duration is extremely time consuming.   

The MEDC is using the Department of Licensing & Regulatory Affairs (LARA) is being adopted by the MEDC as a requirement for business validation. �For SBSH reporting the LARA id will now be used as the unique business identifier and will be required beginning with this report. There is a link at the top of the column to the LARA site.  This allows the HUBs to enter a business more than once, to record follow on funding, direct grants or programming in the same or different quarter without having to check to see if they have already been entered.

A check box for Tribal entities is provided, recognizing that Tribal businesses may not be required to register, we will cross check those entries against the business name and address provided.

By implementing this step, you no longer have to worry about sifting through your data to determine if you have provided services to the small business before. So you can enter follow on services, or funding and direct grants when they occur.

The EIN/TIN is no longer required.
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Tab 3 – 6 Business Stage - NEW 

• Ideation Stage: Business without a LARA ID Number. 
• New Business Start: Established in 2023 or 2024. 
• Early Stage/Micro Business: Less than 10 employees 

or under $1M annual revenue. (dependent on the start 
date) 

• Second Stage Business: More than 10 employees AND 
over $1M annual revenue. 

Data recorded in this section will be used to populate the business stages in the Programmatic outcomes (Tab 2) 

Presenter Notes
Presentation Notes
The business stage has been simplified and is based on the above entries.  Information such as the # of full time employees, the date the business was started and the annual revenue determines the business stage.

If a business has not yet formed, (no LARA ID Number) it will be categorized as Ideation
If a business was established in 2023 or 2024 it is a new business start
If a business has less than 10 employees or less than $1M in annual revenue it will be recorded as an early stage and/or micro business
If a business has more than 10 employees ANS more than $1M in annual revenue it will be recorded as a second stage.

The business owner does not have to provide the annual revenue, they just have to tell us if it’s over or under $1M

All of the business stages will be auto populated 

A business recorded in the Ideation stage will not be included in the total unique businesses until a LARA ID is supplied. However, the services will be recorded. The business will be recorded as unique when the LARA ID is supplied.
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Tab 3 – 6 Equity Ownership Status - NEW

• Transition from dropdown menu to checkbox format 
for simplicity. 

• Minority status and percentage of minority-owned 
businesses served now auto-populate in the second 
tab. 

• Decline to Answer' selection disables other 
checkboxes, preventing data entry and preserving 
respondent confidentiality.

Presenter Notes
Presentation Notes
Recognizing that some business owners do not wish to provide this information while other business owners may have more than one distinction, this section has been modified to allow for multiple distinctions or to allow for some and not others (if they chose not to answer).

We have updated the method for indicating equity ownership status in our records. Previously, selections were made via a dropdown menu with options 'N/A', 'Yes', or 'No'. This has now been replaced with a checkbox format to simplify the input process. Additionally, the minority status will automatically populate in the second tab based on the provided data. The percentage of minority-owned businesses served will also be calculated and displayed automatically in the corresponding field. If the 'Decline to Answer' box is checked, the other four check boxes in the row will automatically be disabled. This ensures that no further data can be entered for that record, maintaining the integrity of respondents' choice to withhold information.
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Tab 3 – 6 Disproportionately Impacted by Covid-19

Header now contains a link to the Arc GIS Map

Presenter Notes
Presentation Notes
This section has not changed, however we have added a link to the GIS map at the top of the column



10

Tab 3 – 6 Dates & Types of Service

Now has a checkbox for First Time Served by the Hub

Presenter Notes
Presentation Notes
No changes except the check box for first time served by the Hub.
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Tab 3 – 6 Grants & Follow on Funding

We have added a date column for 
grant awards and follow on funding.  

The date must be within the current 
reporting period or a pop-up 
warning will appear.

You can continue and enter a date 
outside of the current period of 
performance range, make a note in 
column AX.

Presenter Notes
Presentation Notes
We have added a date column for grant awards and follow on funding.  

The date must be within the current reporting period or a pop-up warning will appear.

You can continue and enter a date outside of the current period of performance range, make a note in column AX.

Remember you no longer have to limit the number of times a business is entered
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Tab 3 – 6 Referrals - NEW

We are asking for the name of the person you referred to. 
When you click on a referral category, the adjacent column prompts for a name.

Presenter Notes
Presentation Notes
Referrals are required to be reported, now when the mentor type is checked you will be prompted for a new. Note that a new column for the SBDC has been added.

This helps us follow up on referrals
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Tab 3 – 6 Notes - NEW

We have provided a column for notes, comments or for you to use as free space.
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Tab 7 SBSH Definitions

Presenter Notes
Presentation Notes
Although most of the data has been automated, definitions of each category have been supplied for your convenience.
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Tabs 8 – 11 Success Story - NEW

Each Hub is now required to submit at 
least 1 success story per quarter using 
the form supplied on Tabs 8 – 11.  
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RULES

Contact me at abadc@michigan.gov or 517-855-8238 for assistance

Modifying Spreadsheet Structure: 

Do not insert or move tabs. 

Do not insert, move, delete, or sort columns or rows. 

Do not lock or protect the spreadsheet. 

Content Management: 

Do not change headers. 

Do not delete the "LOCKED" tab. 

Data Entry: 

Do not enter data from one period into another.

mailto:abadc@michigan.gov
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NEXT STEPS

The 2025 pre-populated template with 2024 audited data soon will be sent by March 21.

Salesforce has been adjusted to reflect 2024 audited data.

The first report for Jan 1, 2025 - Mar 31, 2025, is due by April 20, 2025.

Contact me at abadc@michigan.gov or 517-855-8238 for assistance

mailto:abadc@michigan.gov
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