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GREETINGS! And Welcome to CBA®!

We are really excited about your interest in CBA® and hope you find it as fulfilling as past graduates!  Read how one professional utilized it:

“As an independent CPA operating a public accounting practice, I regularly receive phone calls from entrepreneurs who need assistance with startup, marketing, accounting, and operational issues. To better guide these clients, I recognized the need to become certified in this area.  This program provides an in-depth study of the most important areas that a small business owner would face in running a business, such as marketing, accounting, finance, and human resources. I now have more knowledge and confidence in helping my small business clients run a successful business. I would highly recommend this certification program to anyone who provides consulting services to small businesses.
 







         --  Linda A. Stortz, CPA, MAcc

Certified Business Advisor®

Advanced Certified QuickBooks ProAdvisor

CBA® assures your clients that you have the business skills, competency, and knowledge to effectively counsel, guide and inform them.  CBA® provides you with a personal sense of accomplishment by helping you develop your capabilities to their fullest potential, and provides you with a professional sense of achievement by enabling you to share this knowledge with your clients.  To better ensure your success in completing CBA®, the following 15 Steps to CBA Success have been compiled to help make CBA® an efficient, effective and positive experience.  
               15 Steps to CBA® Success!
1. To get started, registration instructions can be found on https://www.kent.edu/cba.  
	REGISTRATION OPENS
	 
REGISTRATION ENDS
	 
SESSION BEGINS
	SESSION ENDS*:
          (DEADLINE CAN BE EXTENDED FOR 1 ADDITIONAL YEAR, WITH SUPERVISOR’S PERMISSION)

	8/20/2018
	8/27/2018
	September 1, 2018
	8/31/2019

	9/20/2018
	9/27/2018
	October 1, 2018
	9/30/2019

	10/20/2018
	10/27/2018
	November 1, 2018
	10/31/2019

	11/20/2018
	11/27/2018
	December 1, 2018
	11/30/2019

	12/12/2018
	12/19/2018
	January 1, 2019
	12/31/2019

	1/20/2019
	1/27/2019
	February 1, 2019
	1/31/2020

	2/20/2019
	2/27/2019
	March 1, 2019
	2/29/2020

	3/20/2019
	3/27/2019
	April 1, 2019
	3/31/2020

	4/20/2019
	4/27/2019
	May 1, 2019
	4/30/2020

	5/20/2019
	5/27/2019
	June 1, 2019
	5/31/2020

	6/20/2019
	6/27/2019
	July 1, 2019
	6/30/2020

	7/20/2019
	7/27/2019
	August 1, 2019
	7/31/2020

	8/20/2019
	8/27/2019
	September 1, 2019
	8/31/2020
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2. Once you register, please follow the instructions in your confirmation letter asking you to review the attached directions on how to create a temporary password and access Blackboard Learn. 
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Also included with your registration letter are:
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CBA® Honor Pledge (Academic Code of Conduct)

· FERPA

Both the Honor Pledge and FERPA MUST be signed and emailed to Marilyn Bokrass at mbokrass@kent.edu before you begin the course.
4. To help familiarize yourself with the program/course, you should read the following documents BEFORE you begin CBA®:

· Description of the courses, sessions, and overall learning objectives  

· CBA® Guidelines (this document)


5. Three courses make up the CBA® certificate program, which can be taken in any order:  Marketing, Accounting/Finance, and Human Resource Management.  Each course is comprised of between 

seven to 10 topics or sessions, with material and exams to be taken in sequential order.   
6. The number and types of exams will differ by session and/or course.  Please take your time in completing these exams.  Do not rush through the CBA process.  Hurrying through the process could result in your having to retake an exam, thus delaying your certification.

7. Please remember that you are not alone in completing this program/course, and that you do have lifelines for both course content and technical issues.  Please feel free to contact the appropriate professor or technical support any time you have issues: 
Marketing:   


Dr. Lawrence J. Marks, 330-672-1266,   lmarks@kent.edu
Accounting/Finance:  

Dr. Gary Gibbons, 602-448-8931 (MST), gary@coleridgegroup.com 

Human Resource Management:  
Dr. Velvet Landingham, 330-244-3712,  vweemsl@kent.edu
Technical:  
For problems accessing individual accounts/resetting passwords,


visit:  learn.kent.edu, enter your user ID and answer your three (3) security questions.  If problems persist, contact: 


Darlene Kosar at dkosar@kent.edu or 330-672-8654. 

Darlene is available 7:45 – 4:45 Mon. – Fri. to provide assistance. 

For Blackboard Learn issues, the KSU help desk is available 24/7. Contact: support.kent.edu or 330-672-HELP.

8. Although CBA® is designed to be all-inclusive in providing you with the information you need to pass the courses, you may find it helpful to seek supplementary material for those areas you consider a weakness.  Since CBA® was developed by and for SBDC Business Advisors, CBA® focuses on the same kind of information you impart when counseling your small business and entrepreneur clients.  
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9. To pass the course, you will be required to have an overall average minimum grade of 80% and no session grade below 70% which is the usual level for a graduate course.

If you receive a grade of less than 70%, a retake exam is necessary and must be taken before you are allowed to take the next exam or continue to the next session or course.  
If you receive multiple grades of 70% or above, but the grades do not average to 80% or above for the entire class, you will be required to retake each exam until the overall average is 80% or above before moving on to the next session or course.  
This makes it easier for you to learn, understand, and retain the concepts being taught rather than waiting until completion of the program.  It is also easier for you to increase your grade this way.
NOTE:  Each participant will be allowed to retake one exam at no charge.  If more than one retake is required, the CBA® candidate will need to register again for that course and pay the course registration fee of $500.  
10. There is no one overall grading rubric.  Since the topics in each course are distinctive from one another, a one-size-fits-all grading rubric could not equally apply to all three.  With the revised CBA®, each professor will indicate what s/he is looking for in grading each session depending on the type of “examination” used in that session.  
11. When answering essay questions, include any analysis(es) or examples as requested by the


professors.  Also, answer the questions as comprehensively as possible, i.e., as if the 

professor does not know the answer. One, two or three sentence answers are NOT acceptable 

and will result in failure.  
12. You may find some of the information to be a review, whereas other information will be new.  Regardless, since graduate school professors developed the course, CBA® candidates are expected to submit graduate-level quality work. In addition to content, the professors will be grading your work product on composition, grammar, punctuation, and syntax.  Special instructions for submitting exams will be provided by the professor in the individual course topics.

13. It is imperative that you read the material to find the answers for the multiple choice and True and False questions. Do not second-guess the answers in the interest of hurrying through the


CBA® process.  Such action has resulted in a high failure rate. In high school and college, we are taught techniques for taking such exams, i.e., to eliminate answers with “always” or “never” in them. Unfortunately, this does not work in the real world. Some legislation specifically uses these term s.


Therefore, check, then recheck your answers against the material you are provided.

14. If you wish to keep the material as a future reference guide, you must print off copies of the materials as you read the sessions as you will NOT be able to retrieve the material once you pass an exam and proceed to the next session or course. 
15. CBA candidates are expected to know and abide by the CBA Honor Pledge (Academic Code of Conduct) posted on this website in preparing for and submitting their exams. In sum:

1) CBA candidates may participate in study groups that contribute to the learning and competence of themselves as well as their colleagues; however,

2) All exams must be individually written;
3) Given the proprietary nature of CBA, CBA graduates shall not share either the course material or tests with current or future CBA candidates or with those in-state or out-of- state SBDC counselors who have not registered for the course.
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If the professors find any evidence of violation of any form of academic dishonesty, either individual or collective, such as cheating, plagiarism, or sharing the CBA® proprietary material with non-registered counselors, sanctions may be imposed at the discretion of the instructors, which may include:

1) Refusal to accept the work.

2) Failure of a specific assignment.

3) Failure in the course.

4) Expulsion from the CBA® program.
If after receiving your exam grades, you would like to speak to the professor(s) about your strengths and weaknesses, please feel free to contact the appropriate professor(s).  You may want to include this information when developing your annual Individual Development Plan (IDP).

Certification is not declared by an individual, but rather by the university partner.  Once the CBA® candidate has successfully completed the course, a Certificate of Completion will be issued by Kent State University College of Business Administration (COBA)—Graduate Programs.  COBA is fully accredited by the American Association of Collegiate Schools of Business (AACSB) in both business and accounting.  

Acquiring the CBA® certificate is an achievement that confirms the level of knowledge you’ve acquired from education and experience, enhances your reputation as an advanced business advisor, and provides tangible proof to your clients that you have the business skills, competency and knowledge to effectively counsel them.  Retention of your certification provides you with the opportunity to take this accomplishment one step further by enabling you to stay current with the latest developments and trends in these fields.   

As a CBA® graduate, you will be required to complete 20 hours of continuing education hours per year to retain your certification, plus pay a reasonable annual administrative fee.  Once you graduate, you will receive a packet of information explaining the process for retaining your newly minted certificate.  This packet will include a transcript to be filled out by you, a flow chart explaining the process for reporting your continuing education, and a listing of the types of trainings accepted for retention.  Most business-related courses, webinars, conferences, and readings will qualify for retention.  NOTE:  Certified Business Advisors® will not be required to obtain additional CBA® hours during the same calendar year in which they are certified.  

Good luck!
We look forward to your joining the elite corps of Certified Business Advisors®!
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Certified Business Advisor®


Guidelines





Attached to your registration confirmation letter from Kent.  These MUST be signed and emailed before starting CBA®.
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The Ohio Small Business Development Center (SBDC) Program is funded in part through a cooperative agreement with the U.S. Small Business Administration. The SBDC program is also funded in part by the Ohio Development Services Agency. All services are extended to the public on a non-discriminatory basis. Language assistance services are available for limited English proficient individuals.  All opinions, conclusions or recommendations expressed are those of the author(s) and do not necessarily reflect the views of the SBA.  Reasonable accommodation for persons with disabilities will be made if requested at least two weeks in advance. Contact SBDC at (614) 466-2711 or at our website: � HYPERLINK "http://www.sbdc.development.ohio.gov" �www.sbdc.development.ohio.gov�.
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