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Recommended Timeline for the Workshop  
 
12 Weeks or More Before Your Workshop  

 

  Schedule and  book the workshop w ith Lodesta r. (12 weeks is the 

suggested  minimum time to have a  reasonab le c hance of getting  the 

da tes you want. On some occasions, it may be possib le to book a  

workshop on a  shorter time frame than this, but the earlier you c ontac t 
Lodesta r, the better a re your c hances of getting  the da te(s) you want.)  

 
 
6 Weeks Prior to the Workshop  
 

   Notify your territory managers (TMs) of the c oming  workshop (if you 

have not a lready done so).  
 

   E-Ma il out the invita tion memo (a  sample is inc luded in this kit).  
 
   If you need to order aud io -visua l equipment, schedule it now. If you 

have it on hand, skip  this step . Equipment needed: computer p rojec tor 

(VGA, SVGA, or SVGA) and  sc reen; flip  c hart w ith 1 full pad  of paper.  
 
   If you dec ide to hold  the workshop off-site, make a rrangements for a  

meeting  loca tion. If you go off-site, remember to make a rrangements for 

lunch or d inner (depend ing  on when you dec ide to sta rt your workshop) 

and  early and  la te refreshment b reaks.  

 
 
2 Weeks Prior to the Workshop  

 
   Remind  your TMs of the c oming  workshop. I strongly urge any TM who 

has a  dea ler in the workshop to a ttend  and  assist the dea ler in c rea ting  a  

p lan. 

 

   (Optiona l: e-Ma il the c onfirmation notice to a ll who will be a ttend ing . 

See the sample in this kit.)  
 

 
1 Week Prior to the Workshop  

 
   Print any materia ls from the master materia l sent to you by Lodesta r (if 

app licab le). 
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1 Day Before the Workshop  
 

  Make sure the room is set up  per the a ttached room set-up  d iagram.  
 
  Make sure the aud io-visua l equipment and  flip  c hart a re set up  and   

ready to go.  
 

   Make sure the mea ls a re set up .  
 

   Make sure the b reaks a re set up . You should  have c offee/ tea  on hand 

when your guests a rrive; donuts and  fruit a re op tiona l. Plan on a  mid -

morning  b reak (a round 10:00 am; refresh the c offee; add  soft d rinks) and  
an a fternoon b reak (a round 2:30 pm; soft d rinks).  
 

   Designa te a  representa tive from your d istributorship  to be p resent to 

sta rt the meeting  w ith welcoming  c omments, etc . (This person is not 
required  to stay beyond the kic k-off speech.)  

 
   Make sure you have a  computer and printer on hand in the room so 

the dea lers c an p rint their p lans once c ompleted .  It is suggested  tha t you 

have one or more USB flash d rives on hand to make it easier for the 

dea lers to c opy their p lans to the flash d rive and  from there, to p rint it from 

the p rinter you set up  in the back of the room.  I a lso suggest you have 
report covers on hand to “ b ind ”  the dea ler and  TM c op ies together so 

they look nea t and  stay together. 

 

 
Day of the Workshop  
 

   Make sure your welcomer is p resent and  has appropria te welcoming  

comments ready.  
 
   One hour before the meeting  sta rts, make sure the opening 

refreshments a re out and  ready and  tha t the c a terer is on schedule for 

the first and  second b reaks and  mea l.  

 
 
1 Week After the Workshop  

 
   You w ill be receiving  the invoice from Lodesta r for your workshop. 
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Workshop Description  
 

This down-to-earth two-day workshop shows how to write a  5 to 10 page 
business p lan tha t focuses the c ompany on results, not getting  an SBA 

loan. Although the format taught here w ill not w in any awards, it w ill 

p roduce measurab le results!  

 

Partic ipants w ill need  to b ring  a  lap top computer w ith Excel 2003 (or la ter) 

to model severa l “ what if ”  scenarios and  write their own p lans using  a  
temp la te p rovided  by Lodesta r on a  CD-ROM the c ontrac tor takes home.  

 
Who may benefit:  

Dea ler p rinc ipa ls, upper managers  

 
What the Partic ipants w ill do:  

   Learn the four c ore p rinc ip les of this approach to business p lanning   

   Ca lcula te the spec ific  impac ts of va rious e lements of their p lans  

   Write an ac tua l business p lan for the next fisca l year, p rint two 

cop ies (one for them, one for their TM) and  take their c opy home so 

they c an sta rt working  on it.  

 
Deliverables:  

 

Manua l (~60 pages), CD-ROM (Word  and  Excel files and  templa tes) 
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Workshop Objectives  
 

1. Desc ribe the benefits of having  a  written p lan for any g iven year.  

 

2. Desc ribe why focusing  the p lan’ s a ttention on p roduc tion is c ritica l to 

the success of the c ompany.  

 

 

3.  Desc ribe how to identify key ob jec tives for the c om ing  year and  how 

to c rea te a  “ fishbone ”  d iagram to visua lize what must be done to 

make improvements to the business. 

 

4. Ca lcula te the potentia l impac ts of p lan e lements before the p lan is 

ac tua lly imp lemented  and  mod ify if the results a re not adequate.  

 

5. Write a  b rief (5 to 10 page) business p lan for the next fisca l year and  

p rint two c op ies (one for the dea ler, one for the TM).
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Workshop Logistics  
 
What the Partic ipants need to bring:  

 
1. Their financ ia l sta tements for the last three years inc lud ing  the la test 

financ ia l sta tements for the c urrent year. If possib le, the dea ler 

should  have sa les b roken out by insta lla tion and  service. Also, if 

possib le, cost of sa les should  be b roken out by insta lla tion and  

service (this inc ludes equipment, materia ls, parts and  supp lies, 

labor, sub  c ontrac tors, fre ight and  warranty). No one w ill see these 

sta tements excep t the dea ler and  anyone he/ she dec ides should  
see them. 

 

2. A pocket c a lcula tor.   A lap top  computer (w ith Excel 2003 or la ter) is 
essential.   

 

3. Pens and  penc ils, and  note paper; cop ies of their recent advertising 
(newspaper, Yellow Pages, rad io or TV sc rip ts, etc ). 

 

4.  A c omputer and  p rinter in the back of the room to fac ilita te the 

dea lers p rinting  their p lans. 

 

5.  You may a lso want to p rovide low-cost USB flash d rives to each 

dea ler to fac ilita te e lec tronic  storage, backup  and  transfer of the 
p lans. 

 

 
What Lodestar will supply:  

 

1. The CD-ROM with Excel 2003 business p lanning  software.  

 

2. Using  territory da ta  supp lied  by the d istributor, Lodesta r w ill p repare 

market potentia l reports for each c ounty in the territory. 

 

 
What the Distributor should supply:  

 

1. Print off the student workbooks from the PDF master supp lied  by 

Lodesta r (~60 pages).  Also p rint off about 120 c op ies of the 
fishbone d iagram provided  by Lodesta r. 

 

2. VGA/ SVGA/ XVGA projec tor for the instruc tor’ s c omputer; sc reen; flip  

chart and  two pads of paper. Other items per the Lodesta r 

Engagement Agreement. (Contac t Lodesta r for a  quote.)  
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3. To assist the dea lers in c runching  numbers as they sta rt their business 

p lans, we suggest you have severa l c omputers in the room. You 

don’ t necessarily need one per dea ler (a lthough tha t would  not be 

a  bad  approach), but 1 for every 4 dea lers should  be adequate.  
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How To Sell It To Your Dealers  
 

Lodesta r believes strong ly in (and  teaches) the use of SPIN
© 

questions. 
Therefore, we recommend tha t this workshop be sold  using  a  series of 

SPIN
© 

questions. The fo llowing  a re offered  as possib le question sets to use. 

Feel free to use them or c rea te your own.  

 

 
Situation:  

Do you have a  written business p lan for your business?  

 

Do you know where you want your business to be five years from now?  

 
 
Problem:  

Do you find  yourself sometimes having  to reac t to c rises and  p rob lems 

more than running your business? Does tha t ever frustra te you?  
 

Does not having  a  solid  idea  of where you want to be in five years ever 

cause you to doubt yourself or agonize over key dec isions?  

 

 
Implication:  

If you c ontinue running  your business w ithout a  written p lan, you may be 

like a  person taking  a  d riving  vaca tion w ithout a  map. You may end  up  

somewhere, but not where you want. Does tha t p rospec t bother you?  

 

 
Needs Pay-off:  

Business p lans a re usua lly a  pa in in the neck to write, but if you c ould  learn 

a  p rocess tha t was simp le and  quick and  tha t helped  you focus on what 

was vita l to your success, can you see yourself in five years enjoying  the 
fruits of solid  up -front p lanning? 
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Workshop Cost Estimating Sheet  
 

Item  Quantity  Cost Ea   Net Cost  

Fac ilita tion Fee (contac t Lodesta r)  1  $  6,500 $    6,500 

Travel expenses (estimated , from 

Lodesta r)  

1  $  1,000 $    1,000 

Workbooks (p rinted  by d istributor)   $                 $  

Arriva l refreshments (x 2)  $                 $  

First b reak (x 2)  $                 $  

Mea ls (x 2)  $                 $  

Second b reak (x 2)  $                 $  

Aud io-visua l: p rojec tor/ sc reen  1  $  $  

Aud io-visua l: flip  c hart/ 2 pads  1  $  $  

Room renta l  1  $  $  

“ Trinkets”  you may w ish to g ive away   $  $  

Other (Computers? Printers? USB?):    $  $  

Tota l workshop c osts  $  

Less Co-op  from Manufac turer  -$  

Net Cost to Distributor (Costs less c o -op)  $  

Markup  to app ly to c osts   

Tota l workshop  selling  p rice (cost x markup)  $  

Tota l expec ted  a ttendance   

Charge per a ttendee (sell /  a ttendance)  $  
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Sample Invitation Letter  
 

Feel free to c opy this letter (from Ac roba t reader, selec t the text and  

Copy it, then Paste it into your word  p rocessor document).  
 

 

If you have ever sought a  loan from a  bank or the Small Business 

Administra tion, you may have had  to write a  c omplex document c a lled  a  

“ b usiness p lan.”  These eight to ten-chapter behemoths a re d ifficult to 

write and  intimida ting  to the average c ontrac tor. So most c ontrac tors 

don’ t bother writing  them (other than to secure the loan).  
 
But there is a  lot of evidence tha t suggests tha t a  sma ll business tha t does 

have a  written business p lan (no matter how simp le or c omplex) does a  

better job  over the long  haul than the one who doesn’ t.  

 

On [da te] a t [ loca tion], we a re going to host a  workshop c onduc ted  by 
Richard  Harshaw of Lodesta r Consulting  titled  “ No-Frills Business Plans” . 

The title suggests a  lot —this workshop is fast-paced, hard -hitting , and  

focuses entire ly on what steps you should  put in writing  to build  a  

successful, p rofitab le business. You w ill not lea rn the c lassica l ten-chapter 

format taught in most business p lan schools. Tha t format is g rea t for 

getting  a  loan (or a  manufac turer’ s awa rd), but of little  va lue to the 

average small business owner when it c omes to ac tua lly build ing  a  better 
business. This workshop w ill show you how to focus on your Peop le and  

your Processes in order to use your Produc ts and  services to maximize your 

Profits.  

 

Come spend two days w ith Richard  as he uses humor and  rea l-life 

examples to teach you the p rinc ip les of writing  a  business p lan tha t puts 

p rofit in your pocket. You’ ll ac tua lly write the first d ra ft of your p lan in the 
workshop and  p rint it to take home with you. Your account manager w ill 

be p resent to help  you too.   

 

So c a ll today and  sign up . Space is limited to the first 30 peop le. After tha t, 

we c lose the enrollment!  

 
If you have questions, p lease c ontac t [contac t name a t d istributorship ]. 

You c an a lso visit Lodesta r’ s website for more information on the c ourse 

(www.lodesta rconsulting inc .c om).  

 

 

[signa ture of d istributor exec utive] 
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Sample Confirmation Letter  
 

 

Feel free to c opy this letter (from Ac roba t reader, selec t the text and  
Copy it, then Paste it into your word  p rocessor document).  

 

 

This is a  memory jogger to remind  you tha t you a re c onfirmed for _____ 

sea ts in our upcoming  No-Frills Business Plans workshop being  held  on 

[da tes] a t [ loca tion].  

 
To maximize your learning experience, b ring  your year-end  financ ia l 

sta tements from last three fisca l years, inc lud ing  your most recent 

sta tements for this year to da te. You should  a lso b ring  a  summary of your 

payroll da ta  for last three years and  this year to da te —to ta l number of 

emp loyees and  how many months each worked . (No one w ill ask to see 

any of this da ta .) If possib le, try to have your sa les and  c ost of sa les da ta  
b roken out by department (Insta lla tion, Service, etc .).  (If this is not 

possib le, you c an still get a  g rea t dea l out of this experience; you’ ll just 

make better p lans if you c an extrac t these deta ils.) 

 

Also b ring  a  pen or penc il, some note paper, a  pocket  ca lcula tor, a  

lap top  c omputer w ith Excel 2003 (or la ter) and  Adobe Ac roba t Reader on 

it, and  a  desire to focus intensely on your business for a  high-energy, 
charged  two days of g rowth.   

 

See you on the [da te]!  

 

[signa ture of d istributor executive] 
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Requested Room Layout  
 
 

 

Distance so 
projected 

image fills screen 

Room Depth     Screen Width 
        15’                   4’ 
        20’                   5’ 
        25’                   6’ 
        30’                   8’ 
        40’                  10’ 

Screen 

VGA Projector for Computer 

Table 

Refreshments 

Flip  Chart 

NOTICE! 

Typical 
Round 

Setup 

Typical 
Rectangular 

Setup 

Gap in tables points 
towards screen 


