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Recommended Timeline for the Workshop

12 Weeks or More Before Your Workshop

U Schedule and book the workshop with Lodestar. (12 weeksisthe
suggested minimum time to have a reasonable chance of getting the
datesyou want. On some occasions, it may be possble to book a
workshop on a shortertime frame than this, but the earlier you contact
Lodestar, the betterare your chancesof getting the date(s) you want.)

6 Weeks Prior to the Workshop

U Notify yourterritory managers (TMs) of the coming workshop (if you
have not already done s0).

U EMailout the invitation memo (a sample isincluded in this kit).

U Ifyouneed to orderaudio-visual equipment, schedule it now. If you
have it on hand, skip thisstep. Equipment needed: computer projector
(VGA, SYGA, or SYGA) and screen; flip chart with 1 fullpad of paper.

U0 Ifyoudecide to hold the workshop off-ste, make arrangementsfora
meeting location. If you go off-ste, rememberto make arrangementsfor
lunch ordinner (depending on when you decide to start your workshop)
and early and late refreshment breaks.

2 Weeks Prior to the Workshop

0 Remind your T™Msof the coming workshop. I strongly urge any T™ who
hasa dealerin the workshop to attend and assist the dealerin creating a
plan.

O (Optional: e-Mail the confirmation notice to allwho willbe attending.
See the sample in thiskit.)

1 Week Prior to the Workshop

O Print any materialsfrom the master material sent to you by Lodesar (if
applicable).



1 Day Before the Workshop

U Make sure the room isset up perthe attached room set-up diagram.

U Make sure the audio-visual equipment and flip chart are set up and
ready to go.

U Make sure the mealsare set up.

U Make sure the breaksare set up. You should have coffee/tea on hand
when your guestsarrive; donutsand fruit are optional. Plan on a mid -
morming break (around 10:00 am; refresh the coffee; add soft drinks) and
an aftemmoon break (around 2:30 pm; soft drinks).

U Desgnate a representative from your distributorship to be present to
start the meeting with welcoming comments, etc. (Thisperson isnot
required to stay beyond the kick-off speech.)

0 Make sure you have a computer and printer on hand in the room so
the dealerscan print their plansonce completed. It issuggested that you
have one or more USBflash driveson hand to make it easer forthe
dealersto copy their plansto the flash drive and from there, to print it from
the printeryou set up in the back of the room. lalso suggest you have
report coverson hand to “bind” the dealerand T copiestogether so
they look neat and stay together.

Day of the Workshop

O Make sure yourwelcomerispresent and hasappropriate welcoming
commentsready.

0 One hourbefore the meeting starts, make sure the opening

refreshmentsare out and ready and that the catererison schedule for
the first and second breaksand meal.

1 Week After the Workshop

O You willbe receiving the invoice from Lodestar for your workshop.



Workshop Description

Thisdown-to-earth two-day workshop showshow to write a 5to 10 page
busnessplan that focusesthe company on results, not getting an SBA
loan. Although the format taught here willnot win any awards, it will
produce measurable results!

Participantswillneed to bring a laptop computer with Excel 2003 (or later)
to model several “what if” scenariosand write theirown plansusing a
template provided by Lodestaron a CD-ROM the contractortakeshome.

Who may benefit:
Dealerprincipals, upper managers

What the Participantswill do:
U Leamn the fourcore principlesof thisapproach to busnessplanning

U Calculate the specific impactsof variouselementsof their plans

U Write an actual busnessplan forthe next fiscal year, print two
copies(one forthem, one fortheir TM) and take theircopy home so
they can start working on it.

Deliverables:

Manual (~60 pages), CD-ROM (Word and Excelfilesand templates)



Workshop Objectives

1. Describe the benefitsof having a written plan forany given year.

2. Describe why focusing the plan’sattention on production iscritical to
the successof the company.

3. Describe how to identify key objectivesforthe coming yearand how
to create a “fishbone” diagram to visualize what must be done to
make improvementsto the busness.

4. Calculate the potentialimpactsof plan elementsbefore the plan is
actually implemented and modify if the resultsare not adequate.

5. Write a brief (5to 10 page) busnessplan forthe next fiscal year and
print two copies(one forthe dealer, one forthe T).



Workshop Logistics

What the Participantsneed to bring:

1. Theirfinancial ssatementsfor the last three yearsincluding the latest
financial satementsforthe current year. If possble, the dealer
should have salesbroken out by installation and service. Also, if
possble, cost of salesshould be broken out by installation and
service (thisincludesequipment, materials partsand supplies,
labor, sub contractors, freight and warranty). No one will see these
statementsexcept the dealerand anyone he/she decidesshould
see them.

2. A pocket calculator. A laptop computer (with Excel 2003 or later) is
essential.

3. Pensand pencils,and note paper; copiesof theirrecent advertisng
(newspaper, Yellow Pages, radio or TV scripts, etc).

4. A computerand printerin the back of the room to facilitate the
dealersprinting their plans.

5. You may also want to provide low-cost USB flash drivesto each

dealerto facilitate electronic storage, backup and transfer of the
plans.

What Lodestar will supply:

1. The CD-ROM with Excel 2003 businessplanning software.

2. Using territory data supplied by the distributor, Lodestar will prepare
market potential reportsfor each county in the territory.

What the Distributor should supply:

1. Print off the student workbooksfrom the PDFmaster supplied by
Lodegtar (~60 pages). Also print off about 120 copiesof the
fishbone diagram provided by Lodestar.

2. VGA/SVGA/XVGA projectorforthe instructorscomputer; screen; flip

chart and two padsof paper. Otheritemsperthe Lodestar
Engagement Agreement. (Contact Lodestar fora quote.)



3. To assst the dealersin crunching numbersasthey start their business
plans, we suggest you have several computersin the room. You
don’t necessarily need one perdealer (although that would not be
a bad approach), but 1 forevery 4 dealersshould be adequate.



How To Sell It To Your Dealers

©
Lodestar believesstrongly in (and teaches) the use of SPIN questions.
Therefore, we recommend that thisworkshop be sold usng a seriesof

©
SPIN questions. The following are offered aspossble question setsto use.
Feelfree to use them orcreate your own.

Situation:
Do you have a written businessplan for your business?

Do you know where you want your busnessto be five yearsfrom now?

Problem:
Do you find yourself sometimeshaving to react to crisesand problems
more than running your busness? Doesthat ever frustrate you?

Doesnot having a solid idea of where you want to be in five yearsever
cause you to doubt yourself oragonize over key decisons?

Implication:

If you continue running your busnesswithout a written plan, you may be
like a person taking a driving vacation without a map. You may end up
somewhere, but not where you want. Doesthat prospect botheryou?

Needs Pay-off:

Busnessplansare usually a pain in the neck to write, but if you could learn
a processthat wassmple and quick and that helped you focuson what
wasvital to yoursuccess, can you see yourself in five yearsenjoying the
fruitsof solid up-front planning?



Workshop Cost Estimating Sheet

ltem

Quantity

Cos Ea

Net Cost

Facilitation Fee (contact Lodestar)

1

$ 6,500

$ 6,500

Travel expenses(estimated, from
Lodedgtar)

1

$ 1,000

$ 1,000

Workbooks (printed by distributor)

Arrival refreshments (x 2)

Frst break (x 2)

Meals (x 2)

Scond break (x 2)

Audio-visual: projector/screen

Audio-visual: flip chart/2 pads

Room rental

“Trinkets” you may wish to give away

Other (Computers? Printers? USB?):

e A R R R R R A R R - =2

Totalworkshop costs

R = = R R i R = e R A R R 2 2

LessCo-op from Manufacturer

&

Net Cost to Distributor (Costslessco-op)

»

Markup to apply to costs

Totalworkshop selling price (cost x markup)

Total expected attendance

Charge perattendee (sell/ attendance)
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Sample Invitation Letter

Feel free to copy thisletter (from Acrobat reader, select the text and
Copy it, then Paste it into yourword processor document).

If you have ever sought a loan from a bank orthe Small Busness
Administration, you may have had to write a complexdocument called a
“businessplan.” These eight to ten-chapter behemothsare difficult to
write and intimidating to the average contractor. SO most contractors
don’t botherwriting them (other than to secure the loan).

But there isa lot of evidence that suggeststhat a small busnessthat does
have a written businessplan (no matterhow smple orcomplex) doesa
betterjob overthe long haulthan the one who doesn’t.

On [date] at [location], we are going to host a workshop conducted by
Richard Harshaw of Lodestar Consulting titled “No-Frills Business Plans”.
The title suggestsa lot—thisworkshop isfast-paced, hard-hitting, and
focusesentirely on what stepsyou should put in writing to build a
successful, profitable business. You willnot learn the classicalten-chapter
format taught in most busnessplan schools. That format isgreat for
getting a loan (ora manufacturersaward), but of little value to the
average smallbusnessownerwhen it comesto actually building a better
busness. Thisworkshop will show you how to focuson your People and
your Processesin orderto use your Productsand servicesto maximize your
Profits.

Come spend two dayswith Richard ashe useshumor and real-life
examplesto teach you the principlesof writing a busnessplan that puts
profit in your pocket. You’llactually write the first draft of your plan in the
workshop and print it to take home with you. Youraccount manager will
be present to help you too.

So calltoday and sign up. Space islimited to the first 30 people. After that,
we close the enrollment!

If you have questions, please contact [contact name at distributorship].
You can also visit Lodestar swebsite formore information on the course
(www.lodestarconsultinginc.com).

[Ssgnature of distributor exec utive]
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Sample Confirmation Letter

Feelfree to copy thisletter (from Acrobat reader, select the text and
Copy it, then Paste it into yourword processor document).

Thisisa memory joggerto remind you that you are confirmed for
seatsin ourupcoming No-FillsBusnessPlansworkshop being held on
[dateg] at [location].

To maximize your leaming experience, bring your year-end financial
satementsfrom last three fiscal years, including your most recent
satementsforthisyearto date. You should also bring a summary of your
payrolldata for last three yearsand thisyearto date —total number of
employeesand how many monthseach worked. (No one willask to see
any of thisdata.) If possble, try to have yoursalesand cost of salesdata
broken out by department (Installation, Service, etc.). (If thisisnot
possible, you can dtillget a great deal out of thisexperience; you'll just
make better plansif you can extract these detalils.)

Also bring a pen or pencil, some note paper, a pocket calculator, a
laptop computerwith Excel 2003 (or later) and Adobe Acrobat Readeron
it,and a desre to focusintensely on your busnessfor a high-energy,
charged two daysof growth.

See you on the [date]!

[sgnature of distributor executive]
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Requested Room Layout
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