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CDFA SBA Community Navigator Program Framework 
Guidance to Spokes to Operationalize the Community Navigator Program in NH 

Commitment and Engagement (3-6 months) Community Partners and Outreach (3-9 months) Client Engagement (3-12 months) 

>New Navigator positions have been hired  
 
>Spoke staff are engaging in external learning 
opportunities that support the goals of reaching 
underserved businesses 
 
>Active participation in Community of Practice 
 
>Active engagement on the listserv 
 
>Identified target populations and underserved 
businesses seeking to reach through 
Navigators 
 
>Identified a list of possible community 
partners 
 
>Developing an outreach plan 

>Prioritized the list of community partners and are ready 
to move to a contract 
 
>Established community partner relationships (goal of at 
least two by early Q3) 
 
>Established an outreach plan and are prepared to report 
on the following data points: 

• Number of hours spent engaging with community 
partners 

• Number of hours spent engaging in pro-active 
client outreach 

• Number of new marketing and other literature 
materials created 

• Number of new clients generated through 
outreach  

 
>A summary of marketing materials and outreach 
approaches, including how your Spoke engaged 
community partners, and how were these approaches 
effective or ineffective in reaching new underserved 
businesses in the past quarter 

>Language access support provided (by Hub, 
coordinated with client by Spoke) 
 
>ASL support provided (by Hub, coordinated 
with client by Spoke) 
 
>Client success stories with a particular focus 
on how connected to additional resources 
and/or language and other access support was 
provided 
 
>Referrals made and additional hours to 
support client in getting the necessary services 
or support (reported through Center IC) 
 
>A summary outlining new best practices and 
early lessons learned as well as noting where 
your services and offerings may not align fully 
to the needs of underserved businesses and/or 
there are gaps 

Quarterly report in GMS Status Report 
Component 
- Overall narrative describing program 

progress 
- Specific reporting on italicized metrics 

(above) 
 
CDFA to review/approve quarterly Status 
Report and offer specific assistance as needed  

Quarterly report in GMS Status Report Component 
- Overall narrative describing program progress 
- Specific reporting on italicized metrics (above) 
 
 
 
 
CDFA to review/approve quarterly Status Report and 
offer specific assistance as needed  

Quarterly report in GMS Status Report 
Component 
- Overall narrative describing program 

progress 
- Specific reporting on italicized metrics 

(above) 
 
CDFA to review/approve quarterly Status 
Report and offer specific assistance as needed  

Financial Management   

>Quarterly spending updates submitted through GMS, following CDFA claims procedure 

SBA/Center IC Client Data    

>Ensure complete and accurate client data entry in Center IC 
     -   CDFA to provide periodic data validation to Spokes (via Center IC) 
>Client data downloaded from Center IC by CDFA team for quarterly report to SBA 
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HUB ROLE IN SUPPORT OF PROGRAM FRAMEWORK 

 
 

System Development & Learning (3-6 
months) 

Community Partners & Outreach (3-9 months) Client Engagement (3-12 months) 

>New Navigator positions filled (Program 
Manager, Data & Compliance Manager) 
 
>COP launched and facilitated monthly 
 
>Staff engage in and share timely and ongoing 
learning opportunities  
 
>Initial Web site launched 
 
>Enhanced Web site re-launched with new 
accessibility features (language, etc.) 
 
>Client data management system (Center IC) 
is set up, initial orientation for Spoke staff 
 
>Monthly Center IC training plan; and regular 
and ongoing interaction with/TA support for 
Spoke staff 
 
>SOPs for financial, client data, and status 
reports developed and circulated to Spokes 
 
>Monthly participation in in national community 
of practice with Tier 2 hubs 
 
>Initial platform for shared resources and 
learning 

>Relationships with 2-3 statewide partners to support 
targeted outreach and support work across the 
ecosystem 
 
>Community partners request, intake and payment 
process developed and implemented 
 
>Hub provides trainers, coaching, and support to Spokes 
to identify community partners and outreach plans 
 
>COP focus on learning re: community partners and 
outreach  
 
>Regular interaction with NH and national SBA to spread 
awareness on the program 
 
>Established/responsive communications and press 
strategy to provide information in the program and new 
resources 
 
>Language access support provided (through the Web 
site and client-intake process) 
 
>Support development of shared marketing and client 
materials 
 
>Robust platform for shared resources & learning 
 
>Plan for ecosystem assessment/analysis (with focus on 
needs/perceptions/barriers/gaps of underserved business 
clients and community partners) 
 

>Language access support provided  
 
>ASL support provided  
 
>Facilitated support and collaboration on 
unique client challenges through the COP, 
listserv, and bringing in additional partners  
 
>Ecosystem assessment/analysis 
implemented 


