SCORE LOCAL CHAPTER ORIENTATION INFORMATION
(Counseling)

Establish early in the session what information the client is seeking today. Make sure the informational needs are addressed.
In most cases avoid telling client business can’t succeed (even if you think so because in some cases the end results may be surprising). Rather, ask the client if he/she has thought about such things as competition, marketing, need for product or services, and cost of production and let client determine whether the planned business makes sense. Remember the counselor’s role is to act as a facilitator and not as a critic!
Point out that pro bono meetings that can be set up with SCORE legal and accounting professionals. Advise clients as to need to be truly ready for such a meeting and to have questions prepared ahead of time.
Inform clients SCORE counselors do not prepare business plans but are available to critique them.

Point out advantages of having a business plan (even if it is not needed for financing). Tell client where business plan information and software can be obtained.
Mention (as appropriate) reference material that is available (hard copy hand-outs located in the SCORE office or various business related websites). 
Make clients aware that follow-up counseling sessions are available (and are to be encouraged). Oftentimes giving clients assignments (such as business plan preparation, market research, etc.) can lead to the need for follow-up sessions.
Point out there is no such thing as “free money” except for a portion of business plan preparation. Clients should also check out the availability of municipal and county revolving loan funds.

Point out the need for accountant and attorney involvement.  They can be of substantial assistance in determining what type of business entity should be established (sole proprietorship, partnership, limited liability company). Also address potential need to get information from Federal, State, and local governmental agencies. They will be able to address business identification and permitting needs. This can be done via onsite visits or through the Internet.
Address the needs for: business insurance coverage, a separate business banking account, some sort of record keeping system, and the need to file taxes (emphasizing self employment taxes). If employees are involved, the discussion will be somewhat broader.
New members are encouraged to shadow counsel with an experienced counselor one or more times (whatever the new member is comfortable with). New members are encouraged to take an active part in the counseling sessions. Arrangements can be made by signing on the Green Bay Schedule.
Since counselors no longer give out clients’ packets or other handouts (for the most part) as a part of the counseling session, it is of benefit to follow-up with clients via E-mail, expressing appreciation for being able to meet with them, and directing them to various websites where addition pertinent information can be found.  
Reference notebook website: 

www.greenbayscore.org
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Blue Binder

 Determining who will have the responsibility of preparing the counseling reports can be done at the end of the counseling sessions.
