
            
 

October 12, 2018 
 

REQUEST FOR PROPOSALS FOR  
Women Entrepreneurs NYC (WE NYC) 

PIN: 80118P0003 
ADDENDUM # 1 

 
This addendum includes the following information: 

 
Section I:  Questions and Answers  
Section II: Date for Submission of Proposals 
Section III:  Acknowledgement of Addenda  
Section IV: Schedule B (Revised) 
Section V: Sample Curriculum 
 
Attachments: Attachment C – Acknowledgement of Addenda  
                          Attachment L- Schedule B (Revised) 
                          Attachment M- Sample Curriculum 
              
     

 

Section I:  Questions and Answers  
 

1. Are there specific eligibility requirements for organizations wishing to apply?  Section III B 
'Preferred Qualifications and Assumptions' notes that a consortium of vendors may apply -- must 
all members of the consortium be 501c3 organizations?  (Ours is a 501c1 organization, a federal 
credit union and CDFI.) 

 
Answer:  
There are no specific eligibility requirements wishing to apply.  
 

2. Is a sample curriculum for the WE Master Credit, WE Master Funding, and WE Master Leadership 
workshops available?  Into which languages has the curriculum been translated? 

 
Answer: 
Yes, the program team can provide a PDF of the curricula for WE Master Credit, WE Master Funding, and WE 
Master Leadership. (See attached as part of addendum. Attachment M) 
 

3. Are there length or page limits for the application?   
 
Answer: 
No. 



            
 

4. Do the maximum award sizes in each pool cover the full 3-year term, or are they annual budget 
limits? 

 
Answer: 
The maximum award sizes in each pool are for the full 3-year term.  
 

5. Will preference be given to vendors that have already worked with SBS on these trainings? 
 

Answer: No preference will be given to prior vendors. This is a new solicitation. 
 

6. If other vendors have provided these services in the past, what challenges, if any, were 
encountered that SBS is looking to address through this new RFP? 
 

Answer: Based on service delivery over the past years, SBS recommends that sufficient capacity is allocated to 
outreach. This includes working with community organizations to reach the target population.  Additionally, with 
the impact evaluation service component, SBS wants to add more focus on data management and outcomes 
measurement.   
 

7. Is there an MWBE participation target? 
 

Answer: Yes, there are M/WBE utilization goals. See attached as part of addendum. Attachment L  
 

8. Please clarify by what you mean as “Year 1 of this engagement.” Is it CY or FY?  
 
Answer: The start date of the contract will be finalized during execution. Year 1 will refer to one year from the 
start date of the contract.  
 

9. Please See the Below: 
I. Outreach 

a. Would it be possible to submit a proposal for only the outreach component of the 
trainings?  

 
Answer: No, that is not possible. Proposals must be submitted by service component (see Section III.A and 
Section V).  
 

b. Would you be open to a single campaign for all “Master” programs? 
 
Answer: Consultant(s) may bid for more than one competition pool/service component (see Section V), however, 
proposers must submit separate proposals for each competition pool/service component they are interested in. 
Once submitted, proposals will be evaluated separately by service component, with no scoring advantage given 
to proposers who compete for multiple components. 
The selected contractors will be required to collaborate with each other. An aligned campaign across all programs 
is encouraged.  
 
 

c. Should the budget include third-party expenses, such as printing, media spend, street 
teams? 

 
Answer: Proposers are required to complete and submit the Price Proposal Form for the service component that 
they are bidding for. They may submit a detailed attachment with additional information, as they find relevant. 

 



            
 

d. Is the agency willing to leverage existing network relationships (e.g., BIDs) to support 
outreach efforts? 

 
Answer: Yes, SBS is willing to leverage existing network relationships. However, SBS expects vendors to take 
the lead and deliver on outreach efforts.  

 
e. What email system does the agency use for email communications? 
 

Answer: Constant Contact. 
 
f. Does the agency have existing email lists for small business owners that we can segment 

and leverage?  
 

Answer: SBS has existing contact information from small business owners in our CRM database. Vendors will be 
given access to and training on the SBS CRM. 

 
g. Does the agency have existing press lists that we can segment and leverage?  
 

Answer: The SBS program team works with our communications and press team. They have existing press lists 
and are willing to collaborate.  

 
h. How many languages should we expect to provide translations for? 
 

Answer: SBS expects that services should be available to limited English speakers. The primary expected 
languages are Spanish, Chinese, and Russian.    
 

i. What kinds of partnerships is the agency expecting to see? Co-sponsorships? 
 

Answer: SBS is open to suggestions. Please explain your logic in your proposed approach.  
 

II. WE Master Leadership 
a. Can you share the current WE Master Leadership curriculum? 
 

Answer: Yes. See attached as part of addendum. Attachment M 
 
b. Do you expect the facilitators to deliver the workshop/curriculum in other languages?  
 

Answer: Yes. From previous experience, the primary foreign languages are Spanish, Chinese, and Russian.  
 
c. The RFP states the consultant will have to train 500 entrepreneurs per FY. Given that this 

contract is commencing in 1/2019, are you going to prorate the number of trainees in Year 
1? 

 
Answer: The contract goals are set by fiscal year, because the program goals are set by fiscal year. SBS will 
negotiate what is reasonable for fiscal year 2019.   

 
III. Impact Evaluation: 

a. What are your current intake processes? Can you share your current baseline collection 
tools and common intake form? Can you share the electronic pre-registration process for 
workshops, mentoring sessions, and events? 
 



            
 
Answer: SBS uses Eventbrite for intake. You can find current examples online: https://we.nyc/workshops-
events/#borough=&date=&category=we-nyc  

 
b. What are your current follow-up processes to collect information from workshop 

participants to track their acquired knowledge and progress as it relates to the impact of 
WE NYC Services?  
 

Answer: SBS asks vendors to collect short surveys at the end of the workshops, and then follows up later with 
online surveys.  
 

c. What CRM software do you currently use to collect, manage, and analyze customer data?  
 

Answer: Oracle CRM on Demand  
 

d. Approximately how many Agency staff and service delivery vendors will be trained on new 
baseline data collection tools?  
 

Answer: The SBS program team consists of 3 teams members. The number of staff for the three WE Master 
service delivery components will not be clear until vendors have been selected and contracts executed.  

 
e. After training the staff on the new baseline data collection tools, do you expect the 

consultant to provide ongoing coaching to staff and vendors? 
 

Answer: Yes, regular updates are expected as necessary.  
 

f. Please clarify if you want an impact report every fiscal year or calendar year. 
 

Answer: SBS expects quarterly updates and a final report at the end of each fiscal year.  
 

10. Proposal Logistics 
a. How many duplicates of the Price Proposal should the consultant submit? 

 
Answer:  

A separate sealed inner envelope labeled “Price Proposal” containing one (1) original and [3] duplicates 
of the Price Proposal Form (see section IV.B.4) 
 

11. Can SBS confirm if the anticipated funding for the contract awarded from this RFP for each year, 
or the anticipated contract term of three years? 
 

Answer: The anticipated available funding (section II.D) is for the contract term of three years. 
 

12. Since the contract term is three years, will number of entrepreneurs served be multiplied by 
three? Using the We Master Funding as an example, can SBS confirm that over a three-year 
period, the number of entrepreneurs served would be 1500? 
 

Answer: Yes, that is correct. The deliverables are what is expected on an annual basis.  
 
 

13. Can SBS confirm whether there is an established curriculum for the WE Master Leadership 
program, and whether the selected vendor will have the ability to modify the curriculum. 

https://we.nyc/workshops-events/#borough=&date=&category=we-nyc
https://we.nyc/workshops-events/#borough=&date=&category=we-nyc


            
 
Answer: SBS has an established curriculum for the WE Master Leadership program. The selected vendor will 
have the ability to modify the curriculum. SBS is open to discussions about how to constantly improve the 
curriculum and service delivery. 
 

14. For the WE Leadership Program, deliverable IV: Can SBS provide further insight as to how impact 
will be measured for the leadership program.   
 

Answer: The SBS team has tested surveys with participants. How impact will be measured going forward will be 
determined in collaboration with the selected impact evaluation vendor.  

 
15. Is there information available as to how often services are provided in Chinese, Russian, Haitian 

Creole, Korean and Bengali?   
 

Answer: Currently, programming in those languages has been very limited. SBS is excited to expand service 
delivery in more foreign languages. 
 

16. Regarding WE Master Credit – can SBS clarify what the specific license that will be accepted for 
credit counselors.  Is there a preferred source for licensure and training for credit counselors? 
 

Answer: SBS expects the credit counselors to have a Financial Counselor Certification. This should be 
comparable to forty-five (45) hour professional development training on Personal and Consumer Finance and 
Financial Empowerment, meeting the standards of the New York City Department of Consumer Affairs, Office of 
Financial Empowerment.  
 

17. Under 3. Master Leadership, deliverable III Page 9 of the RFP states that “workshops must be 
made available in multiple languages, including but not limited to English and Spanish”. Should 
this be interpreted as workshops to be conducted in a multitude of languages as mentioned on 
page 6 of the RFP, i.e. workshops to be conducted in Chinese, Russian, Haitian Creole, Korean, 
and Bengali?  Further, should Deliverable I - Outreach also be conducted in multiple languages as 
mentioned above, or in English? 

 
Answer: Yes, SBS expects that outreach will be conducted and services delivered in multiple languages. 
To date, the program has primarily delivered services in English and Spanish. Going forward SBS hopes to reach 
more communities across NYC and serve entrepreneurs in their preferred language. This will depend on the 
demand. 

 
18. Deliverable II – Venues – should specific venues be identified in our proposal? 
 

Answer: SBS expects the Consultant to identify suitable venues. In the proposal, SBS hopes to see the 
Consultant’s planned approach to meet the deliverable. 

 
19. In the table under Attachment B3: Price Proposal Form -WE Master Leadership, is the last row that 

has Deliverable I – Outreach inadvertently repeated? 
 

Answer: Yes. Please disregard the last row.  
 

20. Will the interested bidders list be published – to promote collaborating opportunities? 
 

Answer:  No, the bidders list will not be published 
 



            
 
 

21. If a participant has taken multiple programs, will there be one record or multiple records based on 
the number of programs she’s taken? How many unique records are there?  

 
Answer: In the SBS Customer Relationship Management system, a participant that has received multiple 
services would have a unique account and multiple service requests (for each program taken) attached to that 
account.  

 
22. How many records were added last year? What was percent change in the number of records 

between 2016 to 2017? Are numbers trending upward in 2018? 
 

Answer: WE NYC met its annual goals (500 participants in each of the WE Master Workshops) in 2018 for the 
WE Master programs. Th number of services provided has increased since launch, with the exception of WE 
Master Credit, where annual goals have been adapted down to 500. SBS has set the annual targets in the RFP 
based on past service provision and will share more pipeline details with the selected vendor.  

 
23. Are there any privacy issues regarding maintaining the database? 
 

Answer: Only contracted vendor staff that has a license may access the database. It can only be used for the 
scope of services under contract.  

 
24. Moving forward, when reporting, is there trending data from the current NYC SBS intake forms 

that will need to be included? 
 

Answer: This will be determined in collaboration with the selected vendors.  
 
25. Will the intake form differ between WE Master and WE Connect?  
 

Answer: No, WE NYC uses one common intake form. 
 
26. Do you anticipate adding questions to the intake form? 
 

Answer: SBS is open to suggestions to add questions to the intake form as necessary.  
 
27. Can data from your current system be downloaded into an Excel spreadsheet? If no, what format 

do you provide data in? 
 

Answer: Yes, data can be downloaded into Excel.  
 
28. For the benchmark research, are sending the survey to everyone who has participated in a WE 

NYC program since the program opened its doors? 
 

Answer: This will be determined in collaboration with the selected impact evaluation vendor.  
 
29. Are WE Connect participants included in the impact evaluation surveys? 
  

Answer: No, not for the scope of this contract.  
 

30. What has been the response rates to any online surveys NYC SBS has previously done? 
 



            
 
Answer: The response rates in previous WE NYC surveys has been approximately 10%.  

 
 

31. Are there differences in response rates between general NYC SBS vs WE NYC? Are there any 
differences in response rates between WE NYC programs? 

 
Answer: No, we don’t have full comparison of NYC SBS vs WE NYC surveys. Response rate between the WE 
Master service components are comparable.  

 
32. On page 6 of the RFP, it states that contractors will provide the proposed services to all New 

Yorkers, regardless of language (including but not limited to Spanish, Chinese, Russian, Haitian 
Creole, Korean, and Bengali) or disability. Does this requirement apply to all workshops under 
each of the four service components? Would you please identify any other languages that you 
anticipate the recipients of the proposed services will speak? 

 
Answer: To date, the program has primarily delivered services in English and Spanish. Going forward SBS hopes 
to reach more communities across NYC and serve entrepreneurs in their preferred language. This will depend on 
the demand. (See answer to question 1).  

 
33. Similarly, for the WE Master Leadership Curriculum described on page 9 of the RFP, it states that 

workshops must be made available in multiple languages. In what languages other than English 
and Spanish will contractors be expected to provide the leadership workshops and materials? 

 
Answer: To date, the program has primarily delivered services in English and Spanish. Going forward SBS hopes 
to reach more communities across NYC and serve entrepreneurs in their preferred language. This will depend on 
the demand.  (See answer to question 1).  

 
34. Please confirm that the WE Leadership Curriculum that is referenced on RFP page 9 is already 

developed and will be provided to the contractor ready-to-use without the need for customization 
or modification. If some modification or development is required, please describe your Agency’s 
expectations in this area. Also, will the curriculum already be translated into the required 
languages or is the contractor responsible for doing this? 

 
Answer: The curriculum for WE Master Leadership is already provided and ready-to-use. It is available in English 
and Spanish already. SBS would be open to discussing adaptations and translations as necessary.  

 
35. Does a proposed instructor have to be certified to teach the WE Leadership Curriculum, or any 

other curriculum provided by the Agency under this contract? If so, must the instructor have this 
certification prior to conducting the workshop? 

 
Answer: For the WE Master Leadership curriculum, we expect the proposed instructor to have prior experience 
(see Section III.B), but no certifications are required.  
For the WE Master Credit service, SBS expects the credit counselors have a Financial Counselor Certification. 
This should be comparable to forty-five (45) hour professional development training on Personal and Consumer 
Finance and Financial Empowerment, meeting the standards of the New York City Department of Consumer 
Affairs, Office of Financial Empowerment.  

 
36. Regarding relevant experience noted on page 13, may we use the experience of our proposed 

instructor(s) to meet certain requirements (specifically, “Working with the target audience: 
entrepreneurs that are women from low-to-moderate income or non-English speaking 
communities in New York City”) as opposed to the experience of the corporation? 



            
 
Answer: Yes, SBS will consider the experience of the proposed team, organization and any sub-contractors if 
proposed.  
 

37. If a company has provided similar services to the type of populations referenced here, but in an 
urban area other than New York City, would the Agency consider this to be relevant corporate 
experience? 

 
Answer: Yes.  

 
38. Do I submit marketing materials with the RFP? 
 

Answer: At the proposer’s discretion.  
 
39. As a sole proprietor, I have no staff to list. Can I submit subcontractor info at a later date? 
 

Answer: Please include your project team that you will need to meet the deliverables in your proposal.  
 
40. Am I creating the complete curriculum for the workshop based on my own creation? 

       
Answer: SBS already owns the workshop curriculum (See attached as part of addendum. Attachment M) 
 
 
 
Section II: Due Date for Submission of Proposals: Tuesday, October 23, 2018 at 4:00pm  
 
 
Section III:  Acknowledgement of Addenda 
Please be reminded that you must acknowledge the receipt of this addendum by completing and submitting  
Attachment C with your proposal  
 
 
 
Section IV:  Schedule B (Revised) 
Attachment L 
. 
 
Section V:  Sample Curriculum 
Attachment M 
 
 
 
 
 
 
 
 
 



            
 

ATTACHMENT C 

ACKNOWLEDGEMENT OF ADDENDA 
 

Women Entrepreneurs NYC (WE NYC) 
PIN: 80118P0003 

 
Directions:  Complete Part I or Part II, whichever is applicable, and sign your name in Part III. 
 
Part I Questions and Answers 
 
Listed below are the dates of issue for each Addendum received in connection with this RFP: 
 
Addendum # 1, Dated _________October 15, 2018________________, 2018               
                         
Addendum # 2, Dated________________________________________, 2018     
 
Addendum # 3, Dated________________________________________, 2018      
 
 
Part II  Acknowledgement of No Receipt 
 
__________ No Addendum was received in connection with this RFP 
 
Part III 
 
Proposer's Name:   __________________________________________________________         
 
Proposer’s Authorized Representative: 
 
Name:  _______________________________________________ 
 
Title: _______________________________________________                            

 
Signature:   ____________________________________________  

 
Date:   ___________________ 

 

 

 

 



            
 

ATTACHMENT L 

SCHEDULE B (REVISED) 
 

Women Entrepreneurs NYC (WE NYC) 
PIN: 80118P0003 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Tax ID #:  APT E-PIN #:    80118P0003   
 
 

 
THE CITY OF NEW YORK 

 
SCHEDULE B – M/WBE Utilization Plan 
Part I: M/WBE Participation Goals 
Part I to be completed by contracting agency 

 

 
 

APT E- Pin # 80118P0003 FMS Project ID#:     
Project Title/ 
Agency PIN #    
Bid/Proposal 
Response Date    
Contracting 
Agency DSBS   
Agency Address  City State    NY      Zip Code     

 

Contact Person  Title    
Telephone #  Email    

 

 
 

 
 

 
Prime Contract Industry: Professional Services 

1. WE Master Credit 
Group Percentage 

Unspecified  9% 
or 

 

Black American 0% 
  

Hispanic American 0% 
  

Asian American 0% 
  

Women 0% 
  

 
 

Total Participation Goals 9% 
  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

M/WBE Participation Goals for Services 
Enter the percentage amount for each group or for an unspecified goal. Please note that there are no goals for Asian Americans in Professional Services. 

Project Description (attach additional pages if necessary) 

Contract Overview 



Prime Contract Industry: Professional Services 

2. WE Master Funding 
Group Percentage 

Unspecified                     11% 
or 

 

Black American 0% 
  

Hispanic American 0% 
  

Asian American 0% 
  

Women 0% 
  

 
 

Total Participation Goals 11% 
  

 
 

 
 
 

Prime Contract Industry: Professional Services 

3. WE Master Leadership 
Group Percentage 

Unspecified                     11% 
or 

 

Black American 0% 
  

Hispanic American 0% 
  

Asian American 0% 
  

Women 0% 
  

 
 

Total Participation Goals 11% 
  

 
 

 
 
 

Prime Contract Industry: Professional Services 

4. Impact Evaluation- No MWBE Goals  Set 
Group Percentage 

Unspecified  0% 
or 

 

Black American 0% 
  

Hispanic American 0% 
  

Asian American 0% 
  

Women 0% 
  

 
 

Total Participation Goals 0% 
  

 
 

 
 



Tax ID #: APT E-PIN #: 80118P0003 
 

 

SCHEDULE B - Part II: M/WBE Participation Plan 
Part II to be completed by the bidder/proposer. 
Please note: For Non-M/WBE Prime Contractors who will NOT subcontract any services and will self-perform the entire contract, you 
must obtain a FULL waiver by completing the Waiver Application on pages 5 and 6 and timely submitting it to the contracting agency 
pursuant to the Notice to Prospective Contractors. Once a FULL WAIVER is granted, it must be included with your bid or proposal and 
you do not have to complete or submit this form with your bid or proposal. 

Section I: Prime Contractor Contact Information 
 

Tax ID #    FMS Vendor ID # 

Business Name    Contact Person 

Address 
 

Telephone #   Email 
 
 

Section II: M/WBE Utilization Goal Calculation: Check the applicable box and complete subsection. 

PRIME CONTRACTOR ADOPTING AGENCY M/WBE PARTICIPATION GOALS 
 

For Prime Contractors (including 
Qualified Joint Ventures and M/WBE 
firms) adopting Agency M/WBE 
Participation Goals. 

 
Calculate the total dollar value of your total 
bid that you agree will be awarded to 
M/WBE subcontractors for services and/or 
credited to an M/WBE prime contractor or 
Qualified Joint Venture. 

Total Bid/Proposal 
Value 

Agency Total 
Participation Goals 

(Line 1, Page 1) 

Calculated M/WBE 
Participation Amount 

 

Please review the Notice to Prospective 
Contractors for more information on how to 
obtain credit for M/WBE participation. 

 
 
 

$ X = 

 
 

$ 
Line 2 

PRIME CONTRACTOR OBTAINED PARTIAL WAIVER APPROVAL: ADOPTING MODIFIED 
M/WBE PARTICIPATION GOALS 

 
 

For Prime Contractors (including 
Qualified Joint Ventures and M/WBE 
firms) adopting Modified M/WBE 
Participation Goals. 

 
Calculate the total dollar value of your total 
bid that you agree will be awarded to 
M/WBE subcontractors for services and/or 
credited to an M/WBE prime contractor or 
Qualified Joint Venture. 

 
Total Bid/Proposal 

Value 

Adjusted 
Participation Goal 

(From Partial Waiver) 

 
Calculated M/WBE 

Participation Amount 

 

Please review the Notice to Prospective 
Contractors for more information on how to 
obtain credit for M/WBE participation. 

 
 
 

$ X = 

 
 

$ 
Line 3 



Tax ID #: APT E-PIN #: 80118P0003 
 

 

 
 

 
As an M/WBE Prime Contractor that will self-perform and/or subcontract to other M/WBE firms a portion of the contract 

the value of which is at least the amount located on Lines 2 or 3 above, as applicable. The value of any work subcontracted 
to non-M/WBE firms will not be credited towards fulfillment of M/WBE Participation Goals. Please check all that apply to 
Prime Contractor: 

MBE WBE 
As a Qualified Joint Venture with an M/WBE partner, in which the value of the M/WBE partner’s participation and/or the 

value of any work subcontracted to other M/WBE firms is at least the amount located on Lines 2 or 3 above, as applicable. 
The value of any work subcontracted to non M/WBE firms will not be credited towards fulfillment of M/WBE Participation 
Goals. 

As a non M/WBE Prime Contractor that will enter into subcontracts with M/WBE firms the value of which is at least the 
amount located on Lines 2 or 3 above, as applicable. 

 
 

 

What is the expected percentage of the total contract dollar value that you expect to award in subcontracts for services, 
regardless of M/W BE status? %    

 
 

Enter brief description of the type(s) and dollar value of subcontracts for all/any services you plan on 
subcontracting if awarded this contract. For each item, indicate whether the work is designated for participation 
by MBEs and/or WBEs and the time frame in which such work is scheduled to begin and end. Use additional 
sheets if necessary. 

 
 
 
 
 
 
 
 
 
 
 
 
 Scopes of Subcontract Work 

1.   
2.   
3.   
4.   
5.   
6.   
7.   
8.   
9.    
10.   
11.   
12.   
13.   
14.   
15.   
16.   
17.   

Section IV: General Contract Information 

Section III: M/WBE Utilization Plan: How Proposer/Bidder Will Fulfill M/WBE Participation Goals. Please review the 
Notice to Prospective Contractors for more information on how to obtain credit for M/WBE participation. Check 
applicable box. The Proposer or Bidder will fulfill the M/WBE Participation Goals: 



Tax ID #: APT E-PIN #: 80118P0003 
 

 

 
 

 
Section V: Vendor Certification and Required Affirmations 
I hereby: 
1) acknowledge my understanding of the M/WBE participation requirements as set forth herein and the pertinent 
provisions of Section 6-129 of the Administrative Code of the City of New York (“Section 6-129”), and the rules 
promulgated thereunder; 
2) affirm that the information supplied in support of this M/WBE Utilization Plan is true and correct; 
3) agree, if awarded this Contract, to comply with the M/WBE participation requirements of this Contract, the 
pertinent provisions of Section 6-129, and the rules promulgated thereunder, all of which shall be deemed to be 
material terms of this Contract; 
4) agree and affirm that it is a material term of this Contract that the Vendor will award the total dollar value of 
the M/WBE Participation Goals to certified MBEs and/or WBEs, unless a full waiver is obtained or such goals are 
modified by the Agency; and 
5) agree and affirm, if awarded this Contract, to make all reasonable, good faith efforts to meet the M/WBE 
Participation Goals, or If a partial waiver is obtained or such goals are modified by the Agency, to meet the 
modified Participation Goals by soliciting and obtaining the participation of certified MBE and/or WBE firms. 

 
Signature  Date 

Print Name Title 

 

 

 



Tax ID #:      APT E-PIN #:    80118P0003   
 

 

 

SCHEDULE B – PART III – REQUEST FOR WAIVER OF M/WBE PARTICIPATION REQUIREMENT 
 
 

 
Tax ID #    FMS                    Vendor                    ID                    #    
  Business Name          
Contact Name Telephone #  Email     Type of Procurement         Competitive Sealed Bids        

Other Bid/Response Due Date     
 

 
 

 
0% 

Agency M/WBE Participation Goal 
 

 
% of the total contract value anticipated in good faith by the bidder/proposer to be subcontracted for 

services and/or credited to an M/WBE Prime Contractor or Qualified Joint Venture. 

 
 

Vendor does not subcontract services, and has the capacity and good faith intention to perform all such work 
itself with its own employees. 

Vendor subcontracts some of this type of work but at a lower % than bid/solicitation describes, and has the 
capacity and good faith intention to do so on this contract.  (Attach subcontracting plan outlining services that 

the vendor will self-perform and subcontract to other vendors or consultants.) 
Vendor has other legitimate business reasons for proposing the M/WBE Participation Goal above. Explain under 

separate cover. 
 
 

 
CONTRACT NO. AGENCY DATE COMPLETED 

Total Contract 
Amount  $ 

Item of Work 
Subcontracted and 

Value of subcontract 

Total Amount 
Subcontracted $ 

Item of Work 
Subcontracted and 

Value of subcontract 

 
 

 
 

 

Item of Work 
Subcontracted and 

Value of subcontract 
 

   

 

CONTRACT NO. AGENCY DATE COMPLETED 

Total Contract 
Amount  $ 

Item of Work 
Subcontracted and 

Value of subcontract 

Total Amount 
Subcontracted $ 

Item of Work 
Subcontracted and 

Value of subcontract 

 
 

 
 

 

Item of Work 
Subcontracted and 

Value of subcontract 
 

   

 

CONTRACT NO. AGENCY DATE COMPLETED 

Total Contract 
Amount  $ 

Item of Work 
Subcontracted and 

Value of subcontract 

Total Amount 
Subcontracted $ 

Item of Work 
Subcontracted and 

Value of subcontract 

 
 

 
 

 

Item of Work 
Subcontracted and 

Value of subcontract 
 

 

References 
List 3 most recent contracts performed for NYC agencies (if any). Include information for each subcontract awarded in 
performance of such contracts. Add more pages if necessary. 

Basis for Waiver Request: Check appropriate box & explain in detail below (attach additional pages if needed) 

Proposed M/WBE Participation Goal as anticipated by vendor seeking waiver 

M/WBE Participation Goals as described in bid/solicitation documents 

APT E-PIN # (for this procurement): 80118P0003________________ Contracting Agency: DSBS 

Contract Overview 



Tax ID #:      APT E-PIN #:    80118P0003   
 

 

Signature: 
 
Waiver Determination 

Full Waiver Approved: 
Waiver Denied: 
Partial Waiver Approved: 
Revised Participation Goal:_ % 

CITY CHIEF PROCUREMENT OFFICER APPROVAL 
Date: 

 
 
 

 
 

TYPE OF Contract AGENCY/ENTITY DATE COMPLETED 
 

   

Manager at agency/entity that hired vendor (Name/Phone No./Email) 
Total Contract 

Amount  $ 
Type of Work 

Subcontracted 

 
 

Total Amount 
Subcontracted $ 

 
 

 

TYPE OF Contract AGENCY/ENTITY DATE COMPLETED 
 

   

Manager at agency/entity that hired vendor (Name/Phone No./Email) 
Total Contract 

Amount  $ 
Item of Work 

Subcontracted 
and Value of 

subcontract 

Total Amount 
Subcontracted $ 

Item of Work 
Subcontracted 

and Value of 
subcontract 

 
 

 

Item of Work 
Subcontracted and 

Value of 
subcontract 

 
 

 

 

TYPE OF Contract AGENCY/ENTITY DATE COMPLETED 
 

   

Manager at agency/entity that hired vendor (Name/Phone No./Email) 
Total Contract 

Amount  $ 
Item of Work 

Subcontracted 
and Value of 

subcontract 

Total Amount 
Subcontracted $ 

Item of Work 
Subcontracted 

and Value of 
subcontract 

 
 

 

Item of Work 
Subcontracted and 

Value of 
subcontract 

 
 

 

 

 
 

Signature:  Date:   

Print Name:  Title:   

 
Shaded area below is for agency completion only 
AGENCY CHIEF CONTRACTING OFFICER APPROVAL 
 Signature: Date: 

 

VENDOR CERTIFICATION: I hereby affirm that the information supplied in support of this waiver request is true and correct, 
and that this request is made in good faith. 

List 3 most recent contracts performed for other entities. Include information for each subcontract awarded in performance of 
such contracts. Add more pages if necessary. 
(Complete ONLY if vendor has performed fewer than 3 New York City contracts.) 



            
 

ATTACHMENT M 
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WE MASTER LEADERSHIP
SESSION ONE

Facilitator Instructions:
• As participants are walking in the door, hand out the WE NYC Intake Form and ask them

to complete them; make sure to collect this form from participants before they leave
the session.

• When handing the intake Form to participants, let them know that it is important for
them to complete the form for two reasons: (1) so that WE NYC can stay in touch with
them following the session and make them aware of additional offerings, and (2) so WE
NYC can track participant progress following the session – have they started their
businesses, sustained their businesses, or grown their businesses? Have they been able
to implement knowledge and skills gained in the session? WE NYC wants to understand
this information in order to understand the impact they are having on women‐owned
businesses in New York City.
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Facilitator Instructions: 
• Expected duration: 2 minutes.
• Review the portfolio of WE NYC offerings for participants.
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Welcome
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WE Master Leadership Overview

Source: ”Unlocking the Power of Women Entrepreneurs in New York City,” Citi Community Development and WE NYC teams, published November 2015.

$3 trillion
Women owned business have 

contributed

to the US economy

2x faster than other 
businesses

the # of women 
owned business has 

grown 

And yet, compared to women, men in NYC…

own1.5X
more businesses 

employ 3.5x
more people

generate 4.5x
more revenue

75% of women interviewed state struggling with a lack of confidence

And women still struggle with confidence

Facilitator Speaking Notes:
• Expected duration: 2 minutes.
• WE NYC connected with over 1,500 women entrepreneurs and surveyed hundreds of 

organizations throughout NYC during our research period.
• Results showed that women‐owned businesses are key contributors to the US economy, 

and are launching new businesses at a much faster rate than men.
• Unfortunately, however, they also found despite the growing number of women‐owned 

businesses in New York City, there remains a significant gender gap; comparatively, men 
still operate more businesses, employ more people, and generate more revenue.

• When asked about their biggest challenges, nearly 75% of the women interviewed 
stated struggling with a lack of confidence.

• Confidence is important because it drives business success just as much as competence.
• Acting with confidence can produce significantly different outcomes for us all.
• Confidence can both make us feel better and more assertive about the actions we take.
• Confidence is correlated with risk taking which also influences things like finding access 

to new sources of capital.
• This workshop series was therefore created in order to help build confidence and 

improve outcomes for women business owners in New York City by providing them with 
the leadership skills needed to start, grow, and sustain their businesses. 
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WE Master Leadership Objectives

1. Obtain critical leadership skills, including how to align your business 
with your values and strengths, develop pitch presentations, negotiate 
effectively, work well with others, and navigate common business 
challenges

2. Build lasting connections with other women business owners and grow 
your network

Key Workshop Objectives

Facilitator Speaking Notes:
• Expected duration: < 1 minute.
• WE Master Leadership is a first‐of‐its‐kind program (Next Street and WE NYC reviewed 

over 300 programs and found nothing like this!).
• This workshop series includes three, four hour interactive sessions designed to equip 

you with a core set of knowledge and skills that will help build your confidence and help 
you lead your businesses successfully.
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Workshop Overview

This workshop series includes three, four hour interactive sessions designed to equip you with 
the knowledge and skills needed to help you lead your businesses successfully.

Session Topics Areas Covered

1

It Starts with You

Communicating with 
Clarity

» Creating alignment between the business and individual 
values and strengths

» Developing a formal business pitch

» Understanding and gaining practice in how to influence 
others without authority in everyday negotiations

2

Leading the Business 
Together

Staying on Track

» Practicing collaborative leadership skills within the context 
of relevant business scenarios

» Understanding common challenges associated with owning 
a business, and developing strategies to overcome them

To
d
ay

Facilitators Instructions:
• Expected duration: 2 minutes.
• Use this slide to provide an overview of the WE NYC workshop. 

Facilitator Speaking Notes:
• As I mentioned, this workshop series includes three, four hour interactive sessions 

designed to equip you with the knowledge and skills needed to help you lead your 
businesses successfully.

• In today’s session, we will talk about how to create alignment between your business 
and your individual values and strengths, helping you gain the confidence to make 
decisions that are right for you and your business.

• Specifically, we will start by clarifying what is most important to you 
professionally, and identifying where there are areas of misalignment between 
your values and your business operations.

• Then we will help you identifying specific leadership and functional strengths, 
again identifying where there are areas of misalignment between your 
strengths and the needs of your business.

• At the end of the session, we will ask you to make 3 commitments to yourself 
based on the areas of misalignment you have identified between you and your 
business.

• In our next session, Communicating with Clarity, we will discuss best practices for 
formal business pitches and negotiations.  After the second session, it is our hope that 
you feel more confident in your communication skills, and ready to utilize those 
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communication skills to get what you need for your businesses (funding, better rates 
from your suppliers, new employees, etc.).

• Finally, in our  third and final session, we will discuss the importance of collaborative 
leadership and understanding common business challenges and strategies to overcome 
them.

• [If the WE Connect Mentor panel will be in‐person:] As part of the discussion on 
common business challenges, we will have a panel of WE Connect Mentors share 
some of the challenges they have faced and the ways in which they have 
overcome these challenges. 

• These sessions will help you build confidence in two additional ways: (1) giving you the 
confidence to manage ‘predictable surprises’ in your businesses, and (2) building your 
confidence as a leader, helping you to work effectively with others in a variety of 
situations.
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Workshop Structure

Based on feedback from our focus group participants, as well as our understanding of best 
practice methodologies, this workshop series will include the following design elements:

» Throughout the workshop, you 
will participate in several small 
groups ( either in pairs or in 
groups of 4 ‐ 5 people)

» In your learning groups, you 
will experience the curriculum 
together, participating together 
in activities and providing one 
another with feedback

Peer Learning Groups

» Throughout the workshop, 
you will have the 
opportunity to practice 
module concepts in your 
learning groups (e.g. 
practicing your pitch, 
practicing a difficult 
conversation, etc.)

» This will be an opportunity 
to prepare for real‐world 
situations in a safe 
environment

Experiential Activities

» You will receive a workbook to 
use throughout each 
workshop and take home with 
you, containing the following 
components:

• Highlights of workshop 
content

• Best practice checklists and 
reminders

• Discussion questions

• Space for notes and 
reflection

Workbook

1 2 3

Facilitator Instructions:
• Expected duration: 1 minute.
• Hand out the workbook to participants. 
• Explain to participants that the workbook you are handing out does not contain all of 

the slides they will see on the screen. The workbook only includes key takeaway slides 
for their reference as they complete workbook reflections or revisit material following 
the session. 

• Explain to participants that, as you reach activities throughout today’s session, you will 
call out the workbook page numbers.

Facilitator Speaking Notes:
• Based on input from the participants in our focus groups, and our experience with past 

programs, we have implemented three core components to this workshop.
• This is our second pilot workshop.
• While we hope these components help to provide you with a great learning experience, 

we very much hope to hear your feedback throughout all three sessions. 
• We will provide you with a very short survey at the end of each session; if you can, take 

a minute or two and please share your feedback with us so that we can continually 
make adjustments throughout the course of the three sessions, and for future sessions.
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Guiding Principles For The Workshop

» Participate fully to add collective value to the learning environment

» Create a safe, respectful environment for others to contribute openly, 
providing constructive feedback when appropriate

» What is said here stays here, what is learned here leaves here

» Speak from your own experiences, using “I” statements rather than 
“they” statements

» Refrain from cell‐phone or sidebar conversations

Facilitator Speaking Notes:
• Expected duration: 2 minutes.
• In order to ensure this workshop series provides a supportive learning experience for 

everyone, we have created the following guiding principles.
• As we work together over the course of the day today, and during the remaining 

sessions, it will be important for all of us to stick to these guiding principles.
• Constructive criticism example: For example, instead of making statements like “It took 

too long for me to understand the point of your story,” consider providing feedback that 
will help the individual build upon their material: “As I was listening to your story, it took 
me a while to understand the key point. While it was really interesting to hear details on 
all of the different businesses you’ve tried in the past, I’d recommend you shorten that 
middle part by saying something like ‘I’ve started many businesses in the past, all of 
which I’d be happy to share with you sometime’ to make sure you can share about your 
current business sooner.” 

• Are there any additional guiding principles that anyone else would like to add?
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Introductions

Please share: 

1. Your name

2. Your company’s name, a brief description of the product / 
service you provide, number of employees, and number of 
years in business

3. A fun fact about you or your business

Facilitator Instructions:
• Expected duration: 15 minutes.
• BREAK INTO SMALL GROUPS
• Start introductions (facilitator should introduce herself first), asking participants to 

introduce themselves, their businesses, and a fun fact about themselves or their 
business.
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Agenda For Today

30 minutes Welcome and Program Overview

1 hour “It Starts with You”

1 hour, 15 minutes
“Communicating with Clarity” –
Strengthen your business pitch

15 minutes BREAK

1 hour, 45 minutes
“Communicating with Clarity” –
Practice negotiating

15 minutes Close

Facilitators Instructions:
• Expected duration: <1 minute.
• Use this slide to preview timing of the current session.

Facilitator Speaking Notes:
• This is our agenda for today; as you can see we are already part way through the 

agenda.
• We will do our best to stick exactly to this timing, but we will adjust if we need to in 

order to give more time to a particular topic, to give an extra five minute break, etc.
• We have provided a fifteen minute break part‐way through this morning in order to give 

you time to check your email, make a phone call, use the rest room, etc. 
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You

Each of the following provide helpful opportunities for self‐reflection; viewed together, they 
provide a substantial window into who you are in relation to your business. 

Values
The things that are most 

important to you

Leadership 
Strengths 

Qualities you have that 
help you run your 

business

Values

The things that are most 
important to you

Functional 
Strengths

Knowledge and skills you 
have that help you run 

your business

YOU

Facilitator Speaking Notes:
• Expected duration: 2 minutes.
• Today, we are going to talk about your values, your leadership strengths, and your 

functional strengths.
• These are important building blocks of you as the leader of your business. 
• After we talk through each building block, we will ask you to self‐reflect, looking for 

areas where your strengths and values are well‐aligned and misaligned with your 
business, and considering strategies to reduce misalignment. 
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Large Group Discussion: Values

» How would you describe what it takes to lead your business in 
alignment with your values?

» How have you seen other leaders make decisions that either did, or did 
not, align with their values?  What was the outcome?

Facilitator Instructions: 
• Expected duration: 8 minutes.
• Ask participants to share an example of a scenario in which they or someone they know 

made a decision that either showed strong alignment with their values or misalignment 
with their values, and the outcome of that decision. 

• Facilitator can be prepared to share the following scenario: Alicia worked in the 
corporate world for ten years, sitting in front of a computer for 10 hours a day. She 
valued being rewarded with a high position at her company and was passionate about 
getting her work done. However, as she grew into higher positions, she found she was 
not feeling much happier and began to realize that she really didn’t enjoy the tasks 
much at all, but instead valued a different kind of work – something that is more 
creative and design oriented. After realizing this, she decided to leave her company and 
start her own business as an independent print designer.

• Ask participants to share out loud responses to the questions on the slide to in order to 
generate discussion on the importance of values and get an understanding of how much 
participants think about their values and act based on their values on a regular basis. 

• Participants do not need to respond to these questions exactly as written on the slide –
these are meant to be guiding questions for discussion.

Facilitator Speaking Notes:
• Values help you determine what’s important.
• They help ground the decisions you make, providing clarity in ambiguous situations.

12



Activity: Values Card Sort

1. Organize values cards within the following categories: 
Always Value, Sometimes Value, and Never Value

2. Do not place more than five values within the Always 
Value and Never Value categories

3. Once you’ve selected values for the Always Value and 
Never Value categories, place the value you feel most 
strongly about at the top, and least strongly about at 
the bottom

4. Review your Always Value and Never Value columns in 
order to understand what is most and least important to 
you

Learning Objective: By the end of this exercise, you will be able to identify what is most important to you

Facilitator Instructions:
• Expected duration: 30 minutes (2 minute instruction, 10 minute sorting exercise, 5 

minute writing exercise, 13 minutes of group discussion).
• [English workshop:] Hand out value cards to participants.
• [Spanish workshop:] Hand out the list of values.
• Refer participants to pages 7 and 8 in their workbook.
• Please be aware of participants with literacy challenges who may need additional 

support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes:
• [English workshop:] As you sort your cards, you will probably want to lay them out on 

either the table or the floor. 
• The goal of this exercise is to be able to identify what is most important to you. As you 

sort your values, focus on identifying those that you Always  Value and Never Value. Do 
not worry about organizing all the values that fall in between in the Sometimes Value
columns.

• Remember to place no more than five values within each of the outer categories 
(Always Value and Never Value). After you have done this, prioritize the values in each 
of these columns in order of decreasing importance. This will help you make real 
choices about what you value the most and what you value the least.

• In your workbook, on pages 7 and 8, you will find a blank worksheet with columns that 
correspond to these categories. When you are done sorting your values, write down 
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how you prioritized them in the categories on the worksheet.
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Individual Reflection

» In what ways are the things you Always Value and Never Value aligned 
with your business?  In what ways are they not aligned?

» What is one thing you will do to create more alignment between your 
business and the things you Always Value ?

Facilitator Instructions:
• Expected duration: 5 minutes.
• Refer participants to page 9 in their workbooks. 
• Please be aware of participants with literacy challenges who may need additional 

support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes:
• In your workbook, on page 9, you will find space for you to write your answers.
• You do not necessarily need to write your answer down, but do think of at least one 

commitment you would like to make to yourself.
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Large Group Discussion: 
Leadership Strengths

» How would you describe what it takes to be the leader of a business?   

» What has helped you be successful thus far? 

» What have you seen other leaders do that makes them successful? 

Facilitator Instructions:
• Expected duration: 5 minutes.
• Ask participants to share out loud responses to the questions on the slide to in order to 

generate discussion on the importance of values and get an understanding of how much 
participants have thought about their strengths as a leader.

• Participants do not need to respond to these questions exactly as written on the slide –
these are meant to be guiding questions for discussion.
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Large Group Discussion:
Functional Strengths

» What do you need to know and know how to do in order to 
run your businesses? 

Facilitator Instructions:
• Expected duration: 2 minutes.
• Ask participants to share out loud responses to the questions on the slide in order to 

generate discussion on the importance of values and get an understanding of how much 
participants have thought about the different functions of running a business, and which 
ones they are particularly good at / not as good at. 

• Participants do not need to respond to these questions exactly as written on the slide –
these are meant to be guiding questions for discussion.
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Business Functions

Strategy Sales & Marketing Finance

Human Resources  Operations

Facilitator Instructions:
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• We have organized the things you need to know and know how to do into five major 

functions: strategy, sales & marketing, finance, human resources, and operations.
• In large organizations, as you probably know, these functions are actually separated into 

different business units and teams.
• In your business, on the other hand, you may have to do it all! You may be the Chief 

Marketing Officer, Chief Strategy Officer, Chief Finance Officer, etc. 
• While you may need to take on all of these functions, you probably aren’t equally as 

strong in all of them – no one is!
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Functional Assessment

In your learning groups, answer the following questions for your assigned 
function:

1. How would you define this function?

2. What are the components of this function?  In other words, what does 
it take to be effective in this function?

Learning Objective: By the end of this exercise, you will be able to identify the areas of business operations 
you may be strongest at and areas where you may want to enlist extra help

Facilitator Instructions:
• Expected duration: 20 minutes.
• Assign one functional area to each learning group table (if more than five tables exist, 

some functional areas can be assigned to more than one table).
• Assign one member of each learning group to serve as a moderator of discussion.  

Moderators will need to ensure the group answers both questions fully, and will write 
down answers for the group if needed so the group can report out at the end of their 
discussion.

• Ask the moderator to report out to the large group on their answers to these two 
questions.

• Record the group’s answers on flip chart paper so the entire room can see all responses.

Facilitator Speaking Notes:
• In your learning groups, we are going to ask you to talk about one of these functions ‐

defining the function, and describing the activities needed to successfully perform that 
function. 

• We will ask one member of each group to be a moderator of the discussion, record the 
group’s answers, and then report out on behalf of the group at the end of the 
discussion. After each group has reported out, we will have a full collective 
understanding of what it takes to successfully perform these business functions.

• At the end of this activity, we will ask you to individually assess yourselves against what 
it takes to successfully perform each of these functions.
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Individual Reflection

» Which of these business functions is your greatest strength?  Where do 
you have the most room for improvement?

» What is one function that you will either work on or find someone to 
support you with?

Facilitator Instructions:
• Expected duration: 5 minutes.
• Refer participants to page 13 in their workbooks. 
• Please be aware of participants with literacy challenges who may need additional 

support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes:
• In your workbook, on page 13, you will find space for you to write your answers.
• You do not necessarily need to write your answer down, but do think of at least one 

commitment you would like to make to yourself.
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“Communicating with Clarity” –
Strengthen your business pitch

20



Importance Of A Strong Pitch

Form New 
Relationships

Make Better 
Decisions

Build 
Confidence

With customers, business 
partners, and / or funders

Articulating what your 
business is, and is not

On your business, and 
your communication skills

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• Why do we talk about creating your pitch? 
• Creating and delivering a pitch is extremely important for a few reasons; first and 

foremost, it will help you form critical relationships with stakeholders that will help you 
launch and grow your business. But it will also increase your confidence and help you 
make better decisions about your business. 

• Each of these benefits are mutually reinforcing – As you form new relationships, you 
build your confidence, and further clarify for yourself what your business is, and what 
your business is not; similarly, as you craft your business and clarify what your business 
is and what it is not, you will more effectively form new relationships, and build your 
confidence.

• We pitch all of the time. For example, we pitch: 
• In formal presentations: Depending on the audience, you may be asked to 

create a formal presentation with slides, handouts, or other audio / visual aids.
• In informal conversations: Informal conversations are fantastic opportunities to 

make a deal; though you won’t present a formal pitch, you will use the same 
language to share your value proposition.

• As an unexpected elevator pitch: You may suddenly find yourself in a 
conversation with one of your target audiences – take advantage of the 
opportunity to ask for a follow‐up conversation!
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• Opportunities to pitch your business to a potential customer, business partner, or investor 
arise in a variety of situations; you will need to be prepared to pitch at a moments notice.
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Large Group Discussion: 
Components Of A Strong Pitch

What do you think makes a strong pitch?

…it should feel comfortable and approachable like a 
good conversation, but prepared and organized like a 
presentation

Pitching is an art, not a science…

Facilitator Instructions:
[LARGE GROUP DISCUSSION]
• Expected duration: 5 minutes.
• Ask participants to share out loud their ideas on what makes a strong pitch based on 

their own experience giving pitches or ways they have watched others give pitches.
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Components Of A Strong Pitch

1

2

3

4

Clearly articulate the value proposition of your business

Tell a complete, short, and clear story

Connect with your audience

Make a good impression

Prepare to answer questions5

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• These are a few suggested tactics to use when creating and executing your pitch.
• We have seen many pitches over the years, and these five tactics have always made 

pitches the most successful.
• That said, your pitch is entirely your own; take these as suggestions, helpful things to 

think about as you build your pitch.
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Articulating Your Value Proposition

» What makes your business unique?  

• How do you differentiate yourself from other business owners who 
offer a similar type of product or service?

• Do you solve a need that is currently unmet in the market? 

» What makes you credible?

• Are you an expert in your field?

• Do you have enough experience?

• Can they understand what you do / provide? (e.g. do you avoid 
using too much jargon?)

You will start to earn the trust of potential customers, business partners, and funders 
quickly if you can answer the following critical questions within the context of your pitch: 

1

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes: 
• First and foremost, your audience will be listening for you to articulate your business’s 

value proposition.
• Your value proposition outlines two things: 

• (1) What makes your business unique: What does it offer that no other business 
does? If you don’t offer a new type of product or service, in what ways is your 
business better than any of the other similar businesses out there? For 
example, if you run a tutoring business, why would someone choose your 
tutoring business over any of the other tutoring businesses? Is it because you 
offer lower rates? Because your service is higher quality? Be specific, so your 
audience understands exactly how your business is unique and worth spending 
money on as a client or worth investing in as a funder.

• (2) What makes you credible: It will be important to articulate your expertise 
and / or your experience to show how credible you are in selling that particular 
product or service. Your expertise does not necessarily mean an educational 
degree; as you know, you can develop expertise in a variety of different ways 
and largely through experience. Depending on your audience, you may also 
want to avoid using jargon that is unique to your industry, as they may or may 
not understand what it means. You can actually hurt your credibility by not 
tailoring how you articulate your business to your audience.
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Telling A Complete, Short, And Clear Story 2

1

2

3

Set a strong opening

Present your content in a logical order

End on an ask

Facilitator Instructions:
• Expected duration: 3 minutes.

Facilitator Speaking Notes:
• Set a strong opening

• You only have a few seconds at the start of your pitch to really gain your audience’s attention; act quickly!
• Consider opening your pitch with one of the following:

• A startling statement 
• A statistic or statement about the current state of affairs related to your business, industry, 

client, or environment that is surprising or so significant it raises eyebrows (cost, growth 
possibilities, underserved population, benefit in what your product/service has already 
created, niche in industry that is unique or thriving).

• For example, “Today, approximately 50% of qualified workers in Springfield, Massachusetts are 
unemployed….the technology platform I have created is designed to match qualified workers 
with open positions with local employers”.

• A question bearing on a need
• Actually pose a question to the audience that will captivate and engage them by either 

bringing something to light that they did not know, or providing them with a view to the 
future; like the startling statement, the question should tie to a surprising statistic, fact, or 
vision.   

• Two quick questioning openers are:  “What if….?”  “Did you know….?
• A dramatic incident

• A *brief* and surprising story that illustrates something that happened related to your 
business.  

• For example: “Until three months before I opened my yoga studio, I had never practiced yoga in 
my life…”

• Present in a logical order
• Consider organizing your content in of the following ways: 

• Chronological order – Help your audience follow your history by describing events in the order they 
happened.

• Problem  solution – Help you audience understand why you created a good or service and/or why they 
need you by starting with the problem.

• Progression of points – Make sure one statement builds into the next and contributes to the overall story.
• End on an ask
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• Make sure the content of your pitch arrives at a clearly defined end‐point.
• Don’t leave your audience wondering, “so what?”
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Connecting With Your Audience 3

Understand why your pitch is relevant and why they care. Make sure your pitch covers the 3 M’s.

Your pitch should:

»MATTER

And be….

»MEMORABLE

»MOTIVATING 

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• Attendance does not equal attention – to keep their attention and persuade them to 

act, your message must matter, AND be memorable and motivating.
• When we say matter, we mean that you must connect your pitch to the thing(s) your 

audience cares about.
• Different audiences will care about different things:

• Potential customers…may need to know more about the products and services 
you offer. 

• Potential business partners…may need to know more about how you function, 
key asks, and / or synergies.

• Potential funders…may need to know more about not only where you are, but 
where you are going and how they will receive a return.

• You will likely need to tailor your pitch based on the things your audience is going to 
care about. For example, a potential customer likely will not care about how you make 
money, so you do not need to include this in your pitch to the customer. Instead, you 
should pitch them on why they should buy your product or service – why is it exactly 
what they need? An investor, on the other hand, will care very much about how you 
make money, because that is how they will make a return on their investment. So you 
should include how you make money in your pitch to them. 
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Making A Good Impression 4

It’s not what you say, it’s…

What you look like when 
you’re saying it

How well you know what 
you’re saying

How you say it

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• People in an audience are both listeners and viewers; they respond not only to the 

verbal content of a message, but also to the manner in which the presenter 
communicates it. 

• It isn’t always what you say that has the greatest impact on people and the perceptions 
they form; it’s more how you sound and how you look when you say it.

• By how you look, we mean both how you dress (yes, we have seen particularly bad 
examples of business owners making a pitch not looking their best. You don’t need to 
wear a suit, but you should look professional) and how you stand when you are pitched 
(we often see business owners standing slumped over, speaking very softly, etc.).

• Importance of pacing:
• Too slow a pace and you may be viewed as …

• Boring, dull, uncertain, hesitant, or slow to think on your feet.
• Too fast a pace and you may be perceived as…

• Nervous, rushed, hard to listen to, or difficult to follow.
• As a general rule don’t dwell on any one point for longer than two minutes.
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Preparing To Answer Questions 5

Even the strongest pitch will lead to questions if the audience is engaged and interested, 
so it’s important to prepare.

» Try to anticipate questions in advance

» When someone asks a question, direct your attention to the person asking the 
question

» After hearing the question, you may want to restate it in order to confirm your 
understanding of it and to ensure that everyone else understands it

» Let the person know you value their question by saying something like, “You’ve 
raised an interesting point” or  “Thank you for giving me a chance to clarify that”

» Answer a simple question with a simple, concise answer

Facilitator Instructions:
• Expected duration: 2 minutes.
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Practice…Practice…Practice!!!

Know your materials well enough to deliver your pitch with few or no notes.

Practice in front of a 
mirror or (better yet) 
video yourself on your 
phone or camera and 

play it back

Practice with 
presentation 
partners

Practice in front of 
others to get 
feedback on 
content, tone, 

length, and speed

Remind yourself that the audience supports you and wants you to succeed.

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• Walking into a room as well prepared as you can be reduces nerves and also ensures a 

more polished, professional, and confident first impression. 
• It is best not to wait until you are giving your pitch to figure out that your content is 

confusing or doesn’t flow; you will be too close to the content to be a fair judge –
have others review your documents and supporting materials used in your pitch as 
you develop it.

• Typos and errors may be minor, but they are VERY noticeable to someone reviewing 
documents used for your pitch/proposal.  

• The last place you want to try your pitch for the first time is in the moment; practicing 
ahead of time will allow you to smooth your flow and articulation and work through 
trouble areas.

• Practice your pitch in front of others: 
• Gather a group of individuals to role‐play capital providers
• Present your full pitch and have them ask questions
• Get feedback afterwards

• Or video yourself:
• The only way to know what you look like is to watch yourself (if you don’t like 

video, use a mirror).
• Technology nowadays means you don’t need to own video equipment; you 

can use your phone, camera, or camcorder to record yourself.
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Pitch Demonstrations

» We are going to demonstrate two different pitches for an event 
planning business

» After you listen to the pitches, we will ask you to identify which pitch 
you think was stronger than the other, and what made it better than 
the other (referring to the components of a strong pitch we just 
discussed)

Learning Objective: By the end of this exercise, you will have clearly outlined the key differences between a 
sample good and bad pitch. 

Facilitator Instructions:
[FACILITATOR DEMONSTRATION FOLLOWED BY LARGE GROUP DISCUSSION]
• Expected duration: 1 minute.
• Flip to slide 17 as you read the sample good pitch out loud, pause, and then flip to slide 

18 as your read the sample bad pitch out loud.
• After reading the pitches, flip back to slide 9 with the components of a strong pitch and 

ask participants to provide constructive feedback on the two pitches against those 
characteristics.  

• Constructive feedback on the pitch presentations should be shared in the large group.  

Facilitator Speaking Notes:
• We will demonstrate two pitches for an interior design business (this is a real business, 

but many of the details have been modified in order to protect its identity).
• After the pitches, we will ask you to identify which pitch was stronger than the other, 

and identify the distinct characteristics of what made one pitch good and the other less 
good.

30



Amazing Events

We can design the event of your choice.

» Examples of our previous work:

Facilitator Instructions:
• Expected duration: 6 minutes (1 minute to read bad pitch and 5 minutes large 

discussion).
• Read the sample bad pitch out loud. 
• After reading the bad pitch, flip back to slide 9 with the components of a strong pitch 

and ask participants to rate your two pitches against those characteristics. 

Facilitator Speaking Notes: 
[FOR LARGE GROUP DISCUSSION AFTER BAD PITCH EXAMPLE IS READ OUT LOUD AND 
PARTICIPANTS RATE THE TWO PITCHES]
• Characteristics that made this a bad pitch include – no clearly defined value proposition, 

no strong opening, a few irrelevant points to someone looking to update their kitchen, 
and no ask at the end.
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Amazing Events

» A recent garden wedding in Long Island:

Let us help you design the event of your dreams! 

“The team at Amazing Events helped make my dreams a reality. 
I’m so thankful for their expertise and guidance!”

Before: After:

Facilitator Instructions:
• Expected duration: 2 minutes.
• Read the sample good pitch out loud. 
• Pause before flipping to slide 18 as you read the sample bad pitch out loud. 

Facilitator Speaking Notes:
[FOR LARGE GROUP DISCUSSION AFTER BAD PITCH EXAMPLE IS READ OUT LOUD AND 
PARTICIPANTS RATE THE TWO PITCHES]
• Characteristics that made this a good pitch include – a clearly articulated value 

proposition, strong opening, logical order of points with only the most relevant points 
for the audience, an ask at the end.
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Pitch Presentations

1. Take out the pitch you drafted before class and finish crafting your cold pitch

2. Deliver your cold pitch

» Tell your classmates who you are pitching to before you begin your pitch

» At the end of each pitch, classmates will provide you with 3‐4 minutes of 
feedback 

3. Take a few minutes to refine your pitch based on the feedback received from 
peers

Learning Objective: By the end of this exercise, you will have created a strong pitch.

Facilitator Instructions:
Ask for 3 volunteers
[SMALL GROUP ACTIVITY]
• Expected duration 20
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BREAK
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» We often don’t have full control of everything in life

» We all have things we need, and often need to ask for from others

• We negotiate things everyday (our schedules/time, money, and business decisions)

• And negotiating is a healthy exercise of communicating what we might need or want 
from others:

» We negotiate with:

Importance of Negotiations

Team MembersVendors Investors Business Partners

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes: 
• As a reminder, this is the second part of our session today, focused on communicating 

with clarity.
• Sometimes when we think about negotiations we think about them being big legal 

battles, but – for the most part – negotiation is really a part of how we communicate in 
everyday conversations to get the things that we need. 

• Negotiations are also not about situations where one person loses and the other one 
wins, they are really about creating mutually agreeable outcomes based on what we 
each need. 

• Negotiations are a critical aspect of business communication, and something that you as 
a business owner will have to do regularly. 

• We negotiate all of the time. For example, we negotiate: 
• With vendors on price, delivery logistics, etc.
• With investors on investment opportunity, ownership stakes, use of funds, etc.
• With team members… when scheduling shifts, setting work plans, etc. 
• With business partners… when determining business direction, focus, etc. 
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Large Group Discussion: 
Your Negotiation Experience

» What has been one of your biggest challenges in negotiation situations?

Facilitator Instructions:
[LARGE GROUP DISCUSSION]
• Expected duration: 10 minutes.
• Ask participants to share out loud the challenges they have experienced in negotiation 

situations.
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Best Practices For Negotiations

1

2

3

4

Identify what matters to you most, and what you are willing to give up 

Do your research

Focus on the problem, not the person

Listen for what the other person really wants

Create options where you both benefit

Know when to walk away

5

6

Facilitator Instructions:
• Expected duration: 5 minutes.
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Identifying What Matters Most

» Set clear boundaries:

• Know what you are willing and able to do or pay for something

• Also know what you are absolutely not able to do

» Determine your BATNA (Best Alternative To A Negotiated Agreement)

• The best you can do without the agreement from the other person

» Be prepared to articulate not only what you need, but why – this will help your 
negotiation partner better understand the conversation from your perspective

1

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• As you enter a negotiation, it’s important to know what you need and want.
• Setting clear boundaries on the outcomes you would and would not accept will help you 

make decisions. 
• Your best alternative to a negotiated agreement, referred to as your BATNA, is not 

necessarily your ideal outcome – it is the best option you have available to you without 
the cooperation of the other person. If the other person offers something worse than 
your BATNA, you will know that you need to walk away.

• Being able to articulate not only what you want, but why you want or need it will help 
your negotiation partner see things from your perspective.
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Doing Your Research 2

» Find out what a reasonable offer might look like for you and your negotiation 
partner 

• A number of free resources exist that provide helpful information (e.g. 
Glassdoor, NYC Business Solutions Centers)

• Research can help you identify additional options in order to create your 
BATNA

» Be prepared to ground your perspective in specifics

Facilitator Instructions:

• Expected duration: 2 minutes.

Facilitator Speaking Notes:

• Before entering a negotiation, it is important to get a benchmark understanding of 
what is reasonable for both you and your negotiation partner. 

• For example, imagine you want to hire a new employee and are negotiating a 
contract with a freelance recruiter. Key research questions will include: 

• What is the typical rate that this freelance recruiter may be able to receive?

• How would you be able to search for a new employee yourself and what 
would it require of you? (e.g., job search websites exist, but it will require you 
to develop a job posting all by yourself)

• The best way to find out what is reasonable is through research – there are a number 
of free resources you can use to understand what is reasonable. Glassdoor is a great 
resource for salary information. The NYC Business Solution Centers throughout all five 
boroughs also connect you to free recruiting support.
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Focusing On The Problem 3

Example: I want the door open, which is frustrating to you, but is not 
a personal attack on you.

» Look at the issue from your negotiation partner’s perspective

» Recognize when the conversation is becoming emotional

Facilitator Instructions:
• Expected duration: 2 minutes.
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Listening 4

Example: I tell you that I want the door open, but what I really need 
is fresh air.

» Ask why someone holds the position they hold, remembering that: 

• Their position is the thing they have decided upon

• Their interest is the thing that causes them to make that decision

Facilitator Instructions:
• Expected duration: 2 minutes.
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Creating Options Where Both Benefit 5

Example: I will open a window instead of the door so it lets in a fresh 
breeze but does not make you too cold. 

» Write down outcomes that would satisfy both you and your negotiation partner

» Be creative in identifying new ways to reach a mutually beneficial outcome

– For example: Can you pay a lower price for supplies, but offer to return the 
difference through a favor (e.g. referring a new customer to the vendor)?

Facilitator Instructions:
• Expected duration: 2 minutes.
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Knowing When To Walk Away

» Know that is okay to walk away if an outcome will not satisfy your needs or 
goals

» Be prepared for how difficult it may feel to walk away from even a bad deal –
use the boundaries you set when you identified what is most important to you 
to help make the decision

» End the negotiation politely, understanding there could be potential for future 
partnerships even though a deal may not work at this point in time

6

Facilitator Instructions:
• Expected duration: 2 minutes.
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Role Play

Learning Objective: By the end of this exercise, you will be able to clearly detect some of the best practices 
for negotiations.

Meet Sharlene, owner of a women’s 
clothing line based in Brooklyn.

Sharlene and Stephanie will need to: 

 Determine whether or not to sign a working agreement

 Utilize at least two of the negotiation tactics learned in the WE Master 
Leadership workshop: 

 Doing their research
 Creating options where both parties benefit

Meet Stephanie, owner of a popular 
women’s clothing boutique in 
Brooklyn.

Facilitator Instructions:
[FACILITATOR DEMONSTRATION FOLLOWED BY LARGE GROUP DISCUSSION]
• Expected duration: 15 minutes.
• Read the scenario out loud to participants.
• After reading the scenario out loud, ask for one participant to volunteer to play the role 

of Stephanie.
• Give the volunteer 5 minutes to prepare. While the participant is preparing, encourage 

other participants to take a 5‐minute break.
• Conduct the negotiation in front of the room.
• Constructive feedback on the negotiation should be shared in the large group.  

Facilitator Speaking Notes:
• I am going to demonstrate two of the best practices for negotiations, specifically: (1) 

doing my research and (2) creating options where both parties benefit.
• After the negotiation, I will ask you to provide me with constructive feedback on how I 

managed the negotiation, using those two skills.
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Large Group discussion:
Negotiations Debrief

» What was the outcome of your negotiation? 

» Who kept the relationship? Who did not?

» How did you practice listening for what the other person needed?

» How did you create mutually agreeable outcomes?

Facilitator Instructions:
[LARGE GROUP DISCUSSION]
• Expected duration: 10 minutes.
• Ask the full group to share what outcomes were reached and how it went, if they are 

comfortable sharing.
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Additional Resources

» Strengths Based Leadership: Great Leaders, Teams, and Why People Follow, by Tom Rath
and Barry Conchie (Gallup, 2009)

» Simon Sinek Tedx Talk, “How Great Leaders Inspire Action”: 
https://www.ted.com/talks/simon_sinek_how_great_leaders_inspire_action?language=en 

» “Getting to Yes: Negotiating Agreement Without Giving In” by Fisher, Roger, William Ury, 
and Bruce Patton (New York, N.Y: Penguin Books, 1991)

» Educational materials (written and video) on negotiation and conflict management from 
Professor Seth Freeman of Columbia University and NYU Stern School of Business: 
http://www.professorfreeman.com/

» Q&A Excerpt from 3‐D Negotiation: Powerful Tools to Change the Game in Your Most 
Important Deal. Lax, David and Sebenius, James (2016)

For more information, visit www.we.nyc

Facilitator Instructions:
• Expected duration: <1 minute.

Facilitator Speaking Notes: 
• We’ve listed some additional resources to help you strengthen your leadership skills.
• Access to these resources, as well as resources from other sessions, can be found on the 

WE NYC website at www.we.nyc.
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WE HOPE THAT TODAY YOU LEARNED…

» How to create more alignment between your business and 
your individual values and strengths

» How to build and execute a strong business pitch for 
different audiences

» How to effectively negotiate for the things you need or 
want from others

Facilitator Instructions:
• Expected duration: <1 minute.
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Workshop Overview

This workshop series includes three, four hour interactive sessions designed to equip you with 
the knowledge and skills needed to help you lead your businesses successfully.

Session Topics Areas Covered

1

It Starts with You

Communicating with 
Clarity

» Creating alignment between the business and individual 
values and strengths

» Developing a formal business pitch

» Understanding and gaining practice in how to influence 
others without authority in everyday negotiations

2

Leading the Business 
Together

Staying on Track

» Practicing collaborative leadership skills within the context 
of relevant business scenarios

» Understanding common challenges associated with owning 
a business, and developing strategies to overcome themN

ex
t 
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k

Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• As a reminder, in our next and final session, we will discuss the importance of 

collaborative leadership and understanding common business challenges and strategies 
to overcome them.

• [If the WE Connect Mentor panel will be in‐person:] As part of the discussion on 
common business challenges, we will have a panel of WE Connect Mentors share some 
of the challenges they have faced and the ways in which they have overcome these 
challenges. 
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Homework

» Campbell Leadership Descriptor

» Refine your pitch 

» Reflect on future negotiation situations as you encounter them –
think about how they felt and what it took to reach your 
outcome

» Optional: Further test for areas of misalignment by asking a 
business partner or acquaintance to describe how they perceive 
your values, leadership strengths, and functional strengths

Facilitator Instructions:
• Expected duration: 1 minute.
• Remind participants to hand in all paperwork before leaving the session.

Facilitator Speaking Notes:
• We encourage you to continue practicing your pitch over the next week.
• If you can, try and find an opportunity to practice you pitch in front of an actual 

audience.
• We will provide time at the beginning of next session to discuss how your pitches are 

continuing to progress.
• We also encourage you to actively reflect on future negotiation situations you 

encounter at home and work – reflect on what they were about, how you felt it went, 
and what it took to reach your outcome. This reflection will hopefully help you fine tune 
your future approach.

• In addition to encouraging you to start taking action on your three commitments, we 
would like to ask you to spend a few minutes in advance of the next session thinking 
about your business pitch. 

• A pitch is how you try to sell your business to potential clients, investors, etc. 
• It is a great way to help you think about your value proposition, and how you 

communicate clearly, and concisely!
• Spend a few minutes thinking about, and jotting a few notes down, on how you would 

pitch your business, and come prepared to share it in your learning group next session.
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Facilitator Instructions
• Hand out WE NYC Intake Form to any new participants; collect the form before 

participants leave the session.

1



Facilitator Instructions: 
• Expected duration: 2 minutes.
• Review the portfolio of WE NYC offerings for participants.

2



Facilitators Instructions:
• Expected duration: 2 minutes.
• Use this slide to provide an overview of the WE NYC workshop. 

Facilitator Speaking Notes:
• As I mentioned, this workshop series includes three, four hour interactive 

sessions designed to equip you with the knowledge and skills needed to help you 
lead your businesses successfully.

• In today’s session, we will talk about how to create alignment between your 
business and your individual values and strengths, helping you gain the 
confidence to make decisions that are right for you and your business.

• Specifically, we will start by clarifying what is most important to you 
professionally, and identifying where there are areas of misalignment 
between your values and your business operations.

• Then we will help you identifying specific leadership and functional 
strengths, again identifying where there are areas of misalignment 
between your strengths and the needs of your business.

• At the end of the session, we will ask you to make 3 commitments to 
yourself based on the areas of misalignment you have identified 
between you and your business.

• In our next session, Communicating with Clarity, we will discuss best practices for 

3



formal business pitches and negotiations.  After the second session, it is our hope 
that you feel more confident in your communication skills, and ready to utilize 
those communication skills to get what you need for your businesses (funding, 
better rates from your suppliers, new employees, etc.).

• Finally, in our  third and final session, we will discuss the importance of 
collaborative leadership and understanding common business challenges and 
strategies to overcome them.

• [If the WE Connect Mentor panel will be in‐person:] As part of the 
discussion on common business challenges, we will have a panel of WE 
Connect Mentors share some of the challenges they have faced and the 
ways in which they have overcome these challenges. 

• These sessions will help you build confidence in two additional ways: (1) giving 
you the confidence to manage ‘predictable surprises’ in your businesses, and (2) 
building your confidence as a leader, helping you to work effectively with others in 
a variety of situations.
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Facilitators Instructions:
• Expected duration: <1 minute.
• Use this slide to preview timing of the current session.

Facilitator Speaking Notes:
• We will spend the first half of today’s session on developing collaborative 

leadership skills, and the second half on discussing common business challenges 
and how to overcome them. 

• We will aim to take a short break halfway through, though we will adjust our 
timing as we need to along the way.
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Facilitator Instructions: 
• Expected duration: 2 minutes.
• Model an example of constructive feedback at bullet 2.

Facilitator Speaking Notes:
• For those of you who were able to attend Session 1 and 2 of this series, these 

principles are not new but let’s review as we welcome new individuals to the 
group today.

• In order to ensure this workshop series provides a supportive learning 
experience for everyone, we have created the following guiding principles.

• As we work together over the course of the day today, and during the remaining 
sessions, it will be important for all of us to stick to these guiding principles.

• Constructive criticism example: For example, instead of making statements like “It 
took too long for me to understand the point of your story,” consider providing 
feedback that will help the individual build upon their material: “As I was 
listening to your story, it took me a while to understand the key point. While it 
was really interesting to hear details on all of the different businesses you’ve 
tried in the past, I’d recommend you shorten that middle part by saying 
something like ‘I’ve started many businesses in the past, all of which I’d be happy 
to share with you sometime’ to make sure you can share about your current 
business sooner.” 
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• Constructive feedback will focus both on things someone does well as well as 
concrete ways to improve

• Are there any additional guiding principles that anyone else would like to add?
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Facilitator Instructions:
• Expected duration: 1 minute.
• Hand out the workbook to participants. 
• Explain to participants that the workbook you are handing out does not contain 

all of the slides they will see on the screen. The workbook only includes key 
takeaway slides for their reference as they complete workbook reflections or 
revisit material following the session. 

• Explain to participants that, as you reach activities throughout today’s session, 
you will call out the workbook page numbers.

Facilitator Speaking Notes:
• Based on input from the participants in our focus groups, and our experience 

with past programs, we have implemented three core components to this 
workshop.

• This is our second pilot workshop.
• While we hope these components help to provide you with a great learning 

experience, we very much hope to hear your feedback throughout all three 
sessions. 

• We will provide you with a very short survey at the end of each session; if you 
can, take a minute or two and please share your feedback with us so that we can 
continually make adjustments throughout the course of the three sessions, and 
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for future sessions.
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Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes: 
• Sometimes, people don’t not feel like leaders if they do not have a team.
• We have opportunities to display leadership every day when we interact with 

others – with our staff members, customers, vendors, or even investors. 
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Facilitator Instructions: 
• Expected duration: 3 minutes.

Facilitator Speaking Notes:
• What did this person say or do that you really appreciated? 
• Examples: They always gave very direct feedback. They had an open‐door policy.
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Facilitator Instructions: 
• Expected duration: 3 minutes.

Facilitator Speaking Notes:
• What did this person say or do that made you really frustrated or disappointed? 
• Examples: They were dishonest. They didn’t  share any information about how they 

business was doing.
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Facilitator Instructions: 
• Expected duration: 5 minutes.

Facilitator Speaking Notes: 
• You may have referenced some of these characteristics as you thought of a good 

leader.
• Effective leadership is grounded in both how we treat others – connectedness, 

candor, patience, empathy, and humility – but also how we ground ourselves –
with balance and a willingness to admit our faults to others.

• Quick clarification: For those of you who attended Session 1, you will recall that 
we reviewed leadership components using the Campbell Leadership Descriptor.  
The Campbell Leadership Descriptor helps describe what leaders need to do (e.g. 
create a vision, manage, provide feedback, etc.).  In today’s session we are talking 
about leadership characteristics, meaning how leaders do what they need to do 
(e.g. with humility, flexibility, etc.)
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Facilitator Instructions: 
• Expected duration: 5 minutes.
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Facilitator Instructions: 
• Expected duration: 3 minutes.
• As you read through each activity, quickly redefine what each activity means 

(detail on slide 11) and ask participants if there are any other techniques they 
would add. 

• Act out one of the Ask Questions example techniques. 
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Facilitator Instructions: 
• Expected duration: 3 minutes.
• As you read through each activity, quickly redefine what each activity means 

(detail on slide 11) and ask participants if there are any other techniques they 
would add. 

• Act out one of the Watch Body Language example techniques.
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Facilitator Instructions: 
• Expected duration: 2 minutes.
• As you read through each activity, quickly redefine what each activity means 

(detail on slide 11) and ask participants if there are any other techniques they 
would add. 

• Act out one of the Model your Values example techniques.
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Facilitator Instructions:

• Expected duration: 1 minute.

• Participants will have 15 minutes for each role play (see instructions on slide 17) 
and 20 minutes for large group discussion.

• Read through the following two slides, followed by the instructions on the second.

• Please be aware of participants with literacy challenges who may need additional 
support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes: 

• We are going to ask you to practice your collaborative leadership skills in a real‐
life type of situation.

• We have created two scenarios designed to give you practice in one or more of 
the collaborative leadership skills. 

• The scenarios represent businesses in various stages – from pre‐launch to a 
business owner with a team of employees.

• Each of you will have the opportunity to practice collaborative leadership skills as 
the business owner in at least one of these role‐plays.
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Facilitator Instructions:
• Expected duration: 1 minute.
• Read aloud scenario 1.
• Tell participants that this role play will focus on the collaborative leadership skills of 

encouraging a variety of perspectives, watching body language, and making a decision.
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Facilitator Instructions:

• Expected duration: 1 minute.

• Read aloud scenario 2.

• Tell participants that this role play will focus on the collaborative leadership skills of 
asking questions, watching body language, and providing information.

• Place participants into groups of 3.

• Ask participants to decide in their groups who is going to be the business owner and the 
other roles in scenarios 1 and scenario 2. 

• Flip back to the previous slide and hand out the role play scenarios to the designated 
roles for scenario 1. 

• Give each individual a few minutes to read and prepare for the scenario. 

• Start scenario 1 role play, and stop time after 10 minutes.  Allow 5 minutes for feedback.  
Remind participants to use constructive feedback.

• Return to this slide and hand out the roles for scenario 2. 

• Give everyone playing the roles a few minutes to read and prepare for the scenario.  Ask 
the observer to be prepared to share feedback at the end of the scenario.

• Start scenario 2 role‐play, and stop time after 10 minutes.  Allow 5 minutes for the 
observer to share feedback.  Remind participants to use constructive feedback.
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Facilitator Instructions:

• Expected duration: 20 minutes.
• Remind participants to give constructive feedback to their group members following 

each role play – focusing both on things they did well, as well as areas for improvement, 
and providing concrete ways to improve with the material discussed on slides 23 
through 25 in mind.
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Facilitator Instructions:
• Expected duration: 1 minute.

Facilitator Speaking Notes: 
• We’ve listed some additional resources to help you strengthen your collaborative 

leadership skills. 
• Access to these resources, as well as resources from other sessions, can be found 

on the WE NYC website at www.we.nyc.
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Facilitator Instructions: 

• Expected duration: 1 minute. 

Facilitator Speaking Notes: 

• In our focus groups, we heard some business owners telling us they would like 
information related to best practices in hiring.

• If you are planning to hire in the near future, have hired and would like more 
help, or would like to learn what it takes to hire effectively, we have provided a 
few helpful documents for you. 

• These documents are on the side table – as we head into our break, we would be 
more than happy to talk one‐on‐one with you about any of these documents.
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Facilitator Instructions:
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• We can’t give you a playbook for success (because remember, there isn’t one!), 

but we can help to give you two things: 
• A better understanding of what may be to come 
• A set of strategies to help you deal with it
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Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• Small business owners tend to face two kind of challenges – small problems and 

large events.
• It’s important to not be fooled however! One of these challenges is not 

necessarily easier than the other. While the small problems are easy to resolve, 
they can happen pretty often and ultimately be very distracting for a business 
owner.

• In particular, as you grow, you may find that small problems are really 
distracting you from a more important part of the business elsewhere.

• While small problems often have easy solutions, patterns need to be 
addressed with long‐term solutions.
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Facilitator Instructions: 
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• For some of you, it could feel like the list keeps going on… and on… and on…
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Facilitator Instructions: 
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• In addition to the everyday small problems you may face a number of larger 

issues as you grow.
• As you grow or consider growth, look back at your values, leadership strengths, 

and functional strengths identified in our first session.
• Use your findings to help anticipate how navigating big events will feel and what 

solutions or support will benefit you most.
• For example, you may envision a future need to apply for capital.

• Thinking about your strengths: 
• You’re really good at communicating with others and 

articulating your value proposition in a business pitch.
• On the flipside, you aren’t so comfortable with financial 

information and don’t understand the type of capital you 
need.

• Because of your strong communication skills, you can 
communicate a strong narrative about your business in your 
application. However, because of your weak understanding of 
your business’ finances, you will need to ask someone for help in 
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determining how much capital you need and how you should use 
it. 
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Facilitator Instructions:
• Expected duration: 15 minutes.
• Ask all members of each learning group to share with one another 2‐3 challenges (either 

small or large) that they have faced. 
• Ask one group member to record everyone’s responses.
• Once all group members have shared with one another, ask the group to identify which 

of the challenges were similar across group members.
• Ask each group to be prepared to share some of the challenges they discuss with the 

larger group.
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Facilitator Instructions:
• Expected duration: 15 minutes.
• Ask a representative from each of the learning groups to report out on the types 

of small problems and large events they discussed. 
• Record their responses on post‐it notes and then post them on the flip chart 

paper at the front of the room. 
• Review all post‐it notes after the discussion ends and call out the top challenges.

Facilitator Speaking Notes:
• Every business challenge is surmountable.
• Some of them are harder to overcome than others; but you will be able to get 

through all of them.
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Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• We just discussed the importance of recognizing common challenges that we 

have either faced already or will likely face in the future.
• Now, we are going to transition to talking about strategies that can be used to 

overcome these challenges. 
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Facilitator Instructions: 
• Expected duration: 30 minutes (5 minutes instruction, 25 minutes discussion).
• Assign one of the following common business challenges to each learning group: 

• Small problems: 
• Client relationship management
• Vendor management
• People management
• Money management 
• Regulation

• Large events:
• Applying for capital
• Transitioning from owner to leader
• Opening a second location
• Taking on a new / larger type of client
• Adding a new product and/or service
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Facilitator Instructions: 
• Expected duration: 15 minutes.
• Ask each group to report out on how they would overcome the challenge they were 

assigned and facilitate discussion around the strategies identified  (i.e. Ask the audience, 
‘What else could be done to overcome these challenges?’).

• If some common challenges were not assigned to a group, facilitate discussion around 
possible strategies for overcoming them.
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Facilitator Instructions: 
• Expected duration: 15 minutes.
• Refer participants to page 20 in their workbooks.
• Ask a few volunteers to share their takeaways from the common business challenges 

and strategies discussion.

Facilitator Speaking Notes:
• In your workbook, on page 20, you will find space to write your reflections down.
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Facilitator Instructions: 
• Expected duration: <1 minute.
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Facilitator Instructions:
• Expected duration: 3 minutes.
• Refer participants to page 21 in their workbooks.
• Please be aware of participants with literacy challenges who may need additional 

support; Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participant’s phone and / or a separate audio device. 

Facilitator Speaking Notes:
• In your workbook, on page 21, you will find space to write your commitments down.
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Facilitator Instructions:
• Expected duration: 5 minutes.
• Ask the full group to share one of the commitments they made, if they are 

comfortable sharing.
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Facilitator Instructions:
• Expected duration: 10 minutes.
• Ask for volunteers to share their biggest takeaways from the workshop series, if they 

feel comfortable.
• Refer participants to page 22 in their workbooks.

Facilitator Speaking Notes:
• In your workbook, on page 22, you will find space to write your takeaways down.
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Facilitator Instructions: 
• Expected duration: 1 minute.
• Remind participants about the other WE NYC resources currently and soon to be 

available.
• Remind participants to hand in all paperwork before leaving the session.
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WE Master Money: Credit 

Module I. Financial Goals  

Activity 1. What is your financial dream? For what reason would you like to 
save money? Draw, write, or imagine what it is that your heart desires. 

Now think about: 

Why is this important to you? 

What is motivating you to reach this dream? 

By when would you like to achieve this goal? 
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Action Plan 

Think and write down an action that you could take this week to get you closer to 
your dream.  

_________________________________________________________________________ 

This action will be taken: 

One time only       Once a week going forward Once in a while 

How will this action help you to get closer to your goal? 

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 

Now think of an action that you could take this month to help you achieve your 
goal.  

________________________________________________________________________ 

This action will be taken: 

One time only            Once a month going forward Once in a while 

How will this action get you closer to your dream? 

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 

Who in your life can help keep you accountable in completing these actions?  

_________________________________________________________________________ 

_________________________________________________________________________ 
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Module II. Good Credit 

What is good credit and what purpose does it serve? 

To have good credit means that you have a positive history of managing your debts. 
The creditors consider that if you have paid off money that you borrowed in the past, 
then you will continue to be a trustworthy borrower in the future.  

 Good credit allows you to obtain services and products without having to pay
for them beforehand.

• Money that you are lent with the promise of paying back in the future
is called a loan, and it usually comes with an additional fee while being
paid back. This additional fee is called interest.

• Interest – is the amount that you are charged for borrowing money. It
is calculated as a percentage of the money that you were lent.

 If you have good credit, then creditors will be more motivated to lend you
money, because you are less of a risk than someone with bad credit history.

 Good credit allows one to borrow money and take out loans, with lower
interest rates, meaning you will pay less to borrow money over time.

How can good credit help your family? 

Activity 2. Draw 3 things that are important to you and which you could more easily 
acquire with good credit.  
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Some of our financial dreams: 

Credit influences many aspects of your life. You will need to have a good credit 
history to achieve your financial dreams for you and your family. 

 Good credit is necessary to obtain a mortgage or to buy a house.
 With good credit, you can acquire financing to buy a car.
 Good credit will allow you to obtain student loans to invest in education for

yourself and/or your children.
 Having good credit means having access to credit cards or bank loans that

you can utilize in emergencies such as sickness, job loss, or accidents.
 Good credit is necessary to rent an apartment, obtain a cell phone, and/or

internet plan.
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How can good credit help your business? 

 

 All entrepreneurs/business owners need to have good credit, even small 
business owners, in the interest of interacting with lenders.  

 Having good credit will provide you with more flexibility in running your 
business. For example, you will be able to choose from a greater variety of 
products from different vendors at more competitive prices.  

 Good credit will give you the opportunity to access capital so that your 
business can grow.  

 

Expand your 
business 

To buy 
equipment 
and tools

To open your 
own store

To obtain 
discounts on 
merchandise

To access 
more lines of 
credit from 

your 
suppliers

To buy more 
merchandise
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How can you prepare to start growing your business? 

Because you are a small business owner, many of the 
opportunities that you will have to grow your business, 
especially at the beginning, will depend on your personal credit. 
Having good control of your personal finances will help you to 
take advantage of future opportunities to obtain capital and to 
expand your business.  

 

Things to consider when trying to obtain financing for your business 

 Accessing capital for business depends greatly on other factors that are not 
required in order to obtain personal credit.  
 

 Each bank has their own ways of measuring risk which can include, among 
other factors: your personal credit, the profitability of your business, the 
length of time that you have had the business, and whether or not you have 
a business plan. Traditional Banks and non-traditional Banks will also 
measure risk and weigh these factors in different ways.  
 

 You also must consider factors that are outside of your control, such as the 
risk of each industry. For example, the restaurant industry is notoriously 
volatile and difficult to manage.  
 

 We recommend that you focus on factors that are in your control, which 
include: building your personal credit, knowledge of your industry, and a 
strong plan that demonstrates that you know your business in and out.  
 

 We also recommended that you grow your credit in a sustainable way. For 
example, when you begin don’t acquire a very big loan that you won’t be able 
to manage in the future.   
 

 When you obtain access to loans for the business, ensure that you are utilizing 
that money for your business.  
 

 

 

 

 

Today is the best day to start getting ready to grow your business. 



 

 

 
 

7 

WE Master Money: Credit Client’s booklet 

 
What happens when you have no credit or bad credit? 

If you need to utilize credit and have not yet begun building credit or you have bad 
credit, then your options are more limited. Borrowing money becomes more 
expensive, and you may become vulnerable to high-risk vendors and credit 
products, such as:  

1. Loan Sharks 
2. Informal Loan Club (often referred to as susus or tandas) 
3. Pre-paid credit cards 
4. Predatory lenders who target small businesses specifically 

 
1. Loan sharks –  Are people who generally lend money with extremely high levels 
of interest. 

WATCH OUT – The actions carried out by loan sharks are usually illegal. They 
sometimes threaten their borrowers with violence to cover their loans.  

Loan sharks tend to charge borrowers weekly, in the form of interest or a percentage 
of the principle.   

Example: 
If you ask a loan shark for a loan of $1,000, they will probably ask you to pay $50 each week 
in interest. 

The loan finishes when you pay the $1,000 in full. However, the $50 dollars a week will not 
be discounted from the principal, so the total extra amount of interest you will end up paying 
depends on how long it takes to finish paying the $1,000.  

If you take 10 months to put together the money, you will have to pay $2,000, in interest in 
addition to the $1,000 in principal.  

2. Informal Loan Clubs – Also known as susus or tandas, are most likely organized 
between people who know one another. Each person contributes a specific amount 
of money at a specific time (weekly, bi-weekly, monthly) for a specific length of time 
(10 months, 6 months). At the end of each month, a person in the group receives 
the money accumulated by the group during the previous month.  

Example: 
Ana is the leader of a susu of 10 people. Every two weeks, all of the participants have decided 
to put in $100, at the end of the first month, Ana will receive $2,000. The following month, 
another member of the susu will receive $2,000. The susu will finish in 10 months when all 
of the members have received a $2,000 monthly reimbursement. Ana received the $2,000 
as credit, and she has to pay $100 every two weeks until she pays the $2,000. Rosa was the 
last participant to receive $2,000. For Rosa, the susu essentially served as a savings account 
that helped her save $200 every month.  

WATCH OUT – The primary risk associated with these clubs is that one of the 
first people who receives a reimbursement ends up disappearing or leaving 
the group. Other risks are that the leader of the group (who presumably holds 
the money) runs off with everybody’s contribution.  
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3. Pre-paid Credit Cards – With these products, you must deposit money onto the 
card before you use it. Pre-paid cards can be used at most places that accept credit 
cards and debit cards. 

Pre-paid cards end up being quite expensive, due to a variety of extra fees: an 
activation fee, recharge fee, checking balance fee, fees for removing cash from ATM, 
and charges for using the card to pay bills. Some pre-paid cards also charge monthly 
or annual maintenance fees.  

4. Predatory lenders who target small businesses – Some companies give loans 
with the objective of preying on small businesses owners, who are often minorities 
or immigrants. They know small business owners have less access to capital. 
 
What makes these institutions predatory?  
 The interest rates are extremely high, and they are not clearly indicated in the 

paperwork.  
 They have a lot of hidden costs that also may not be clearly communicated.  
 The contracts are very difficult to understand, making them quite confusing 

when compared with other offers.  
 A lot of these loans and institutions are found on the internet. 
 Often the only payment method for these loans are automatic monthly 

withdrawals from your bank account. 
 
There are not a lot of regulations that protect the small businesses from predatory 
loans. What can you do to protect yourself?  
 
 If something sounds too good to be true, it probably is not a good loan 

product.  

 Search for help from trustworthy institutions that can help you find financing. 

Ask the facilitator about the program, WE Master Money: Funding.  

 Make sure you understand all the interest rates (APR) and all of the different 

charges. For example: application fees, distribution fees, late fees, etc.   

 Utilize loans granted by institutions that are committed to the “Small 

Business Borrower’s Bill of Rightsi.”  

1. The Right to Transparent Pricing and Terms.   
2. The Right to Non-Abusive Products.  
3. The Right to Responsible Underwriting. 
4. The Right to Fair Treatment from Brokers. 
5. The Right to Fair Collections Practices 
6. The Right to Inclusive Credit Access. 
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Module III. How do creditors know if you have good credit? 

When you apply for credit, companies will review your score to decide whether or 
not they will offer you money. That score allows them to evaluate your credit risk. 
Many different products that rate credit scores exist, but the most utilized score is 
FICO.    
 

FICO Scoreii 

The most used FICO score range is 300 to 850. Higher scores represent less risk for 
giving credit to a borrower.  
 

Categories of FICO Scoreiii 

Having a good credit score depends on the risk that each creditor is willing to take. 
However, there is a range of FICO scores that compares a snapshot of your credit 
with the FICO scores of the rest of the U.S. population.  

 

 

Under 580 From 580 to 
669 

From 670 to 
739 

From 740 to 
799 

From 800 
and upwards 

Risky credit 
score, would 
be very 
difficult to be 
accepted for 
most types of 
credit. 

Acceptable 
credit score. 
Will begin to 
be accepted 
for credit, but 
the interest 
rates will be 
high.  

Good credit 
score.  

Very good 
credit score. 

Excellent 
credit score.  

Will receive 
the best offers 
of credit.  

 
 Having a good credit score will help you obtain credit and financing with 

lower interest rates and better overall terms.  

 Your credit score influences the credit line that card companies will grant 
you or in the case of loans, how large the loan will be. 

 Your credit score is also evaluated when you apply for a lease, or by a 
telephone, cable, or internet provider.  

300  580         670  740    800               850 
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How is the credit score calculated? 

Your credit score is determined from the information that is in your credit report. 
 

What is a credit report? 

The credit report is a history of your credit information reported by creditors to the 
credit agencies.  
 

Who are the Credit Agencies? iv 

You should be aware of the three different versions of your credit report, from the 
three most important credit bureaus in the market: 

 Equifax 

 Experian 

 Transunion 
 
 

Module IV. The Credit Report 

Activity 3. In groups of four, analyze the credit report in pages 11-14, and identify 
what type of information is being reported. You can utilize the boxes below to write 
information that you found. Select a person in your group to share what you found 
with the class.  
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Source: Experian on https://www.experian.com/credit_report_basics/pdf/samplecreditreport.pdf
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What information do you find on the credit report? 

 The creditors disclose the following information on your report: 
 What type of credit you use (for example: cards, car loans, 

mortgage) 
 Have you made your payments on time or not 
 When was the account open/closed 
 The credit limit(s) on your card(s) or the initial amount of your 

loan(s) 
 What is the balance on each of your accounts 

 
 Personal Information that you have reported to the creditors: your name 

(and if you have used other names), your address (present and past), social 
security number, date of birth and current and past employers.  

 Credit Inquiries: Every time that you apply for credit it is reported to the 
credit bureaus. This occurs regardless of whether you were accepted or 
denied for credit.  

 Collection Accounts: The credit report will show the original amount of the 
debt when it was sent to the collection agency, the current balance of the 
debt, and the date that the debt was acquired by that collection agency.  

 Public Records: Judgements from creditors, garnishments, tax liens, 
foreclosures, and bankruptcy. 

The creditors can choose to report to one, two, or three agencies. For that reason, 
the three credit reports can have different information on them. Your credit score 
will also vary across the three agencies.  

ATTENTION – Your report and score do not have information about your 
income, checking or saving accounts, immigration status, criminal record, 
race, color, religion, country of birth, gender, marital status, or whether or not 
you receive public assistance.   

 

Module V. Obtain your credit report  

Some of the reasons why you should review your credit report include: 

 To know your current situation with regards to credit and to be able to 
make financial decisions that are realistic.  

 To know what information is being reported about you.  

 To ensure that the information reported about you is correct. You have 
the right to correct erroneous information.  

 To protect yourself from identity theft.   
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How do you obtain a credit report? 

In accordance with federal law, you have the right to obtain your credit report every 
12 months from each one of the three major credit bureaus. You can obtain your 
report in three different ways:v 
 

a. By mail 
 You need to fill out the Annual Credit Report Request Form, which can 

be found at www.annualcreditreport.com 
 Enclose in the envelope the necessary documents. 

   
b. On the internet: www.annualcreditreport.com  
 To make the request online you must have a social security number. 

 
c. By calling 1-877-322-8228 
 The phone service request is only available in English.  
 You must go through a process of identity verification on the phone.  

How do you obtain the report without a social security number? 

If you don’t have a social security number, the best way to obtain your credit report 
is through the mail. The credit agencies use all the basic information that is available 
to identify you. This includes your complete name, current and past addresses and 
date of birth. If you have utilized a Tax ID number or ITIN number (Individual 
Taxpayer Identification Number) to open credit, you should also include it.  

In the one-on-one financial counseling session your financial counselor can 
help you access your credit report and score. Make your appointment today. 

All services are free! 

 
ATTENTION – Obtaining your own credit report through the three agencies 
(Transunion, Experian or Equifax) does not hurt your credit. Viewing your 
credit with a Financial Counselor from Ariva doesn’t hurt your credit either 
because Ariva is an organization authorized to obtain credit reports for 
educational purposes.  

  
Other ways to obtain your credit report: 

 There are other internet sites that allow you to obtain free credit reports and 
scores (they usually require a social security number). If you decide to utilize 
these services, keep in mind that they will try to sell you additional services.   

 Other sites promote credit reports and free credit scores, but they require you 
to register a credit card. This means that you will get the service for free, but 
only temporarily; eventually the company will begin charging your card.  



 

 

 
 

17 

WE Master Money: Credit Client’s booklet 

 
Module VI. Reading your credit report 

Activity 4.  Together let’s read the credit report on pages 11-14.  

 
For how long will negative information remain in your credit report? 

 Late payments remain on your credit report for 7 years.  

 Collection accounts remain on the report for 7 years.  

 Bankruptcy remains on your report for 7 to 10 years, depending on the type 
of bankruptcy. 

 Judgements remain on your credit report for 7 years.  

 Foreclosures remain for 7 years.  

 Tax liens can remain on your credit indefinitely.  

 Credit inquiries remain on your credit report for 2 years. 

ATTENTION – As time goes on, the effect of the negative information on your 
credit score will diminish.   

 
What can you do if there is incorrect information on your credit report? 

If you find incorrect information on your report, we recommend that you: 

 Initiate a dispute with all three of the credit agencies: Equifax, Experian and 
Transunion.  

 In writing, contact the company that reported the information incorrectly 
(whether it be the original creditor, or the collection agency that bought the 
debt).  

 Save copies of all the documentation that you have sent and received 
regarding the dispute.  

 The credit agencies and creditors must investigate your dispute and correct 
any errors.  

WATCH OUT – Errors on your credit report could be a sign of identity theft. 
The first step in protecting your identity is checking your credit report. Your 
financial counselor can help you take the necessary steps in resolving identity 
theft during the one-on-one sessions.  

In the one-on-one session, your financial counselor can help you dispute errors 
and take the necessary actions to protect yourself from identity theft. Make 

your appointment today. All the services are free!  
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Module VII. How to establish a credit history and score?  

Requirements to have a FICO scorevi 

FICO has some minimum requirements to produce the three-digit number (FICO 
score) using your credit history.  

You must have a credit card or loan open and active for at least 6 months (there 
cannot be disputes on this account).  
 

Options for establishing a credit history 

 Apply for a credit card, go over the different options that you have and choose 
the one that fits you best.  
 

 If you don’t have a credit history, then one option is to apply for a secured 
credit card or a secured loan. 
 
REMEMBER – Pre-paid cards and debit cards do not help you build credit. 

 

Requirements for obtaining credit 

 Financial institutions usually ask for two types of identification that are not 
expired. 
 

 They also may ask for your income and a verification of your income. 
 
 They will check your credit report and your credit score.  

 

Building credit without a social security number 

There is no legal requirement stating that you must have a social security number 
to access credit. However, the financial institutions can ask you for a Tax ID, also 
known as an ITIN number (Individual Taxpayer Identification Number). Each 
financial institution has the right to decide what documents to accept.  
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Explanation of Credit Card Termsvii 

 
In the one-on-one session, your financial counselor will help you analyze credit 

card offers that you receive. Make your appointment today. All services are 
free! 

 
 
 
Tips for comparing credit cards: 

 Review and compare several offers.  

 Review the contracts, especially the fine print.  

 Don’t feel pressured into signing any document. 

 Compare the interest rates. 

 Make sure you know the interest and annual charges.  

 Make sure you are aware of the late payment penalties.  

 

WATCH OUT – Be careful with the fine print on credit card offers. If you don’t 
understand what the offer states, find someone you trust to help you read 
the technical language. Don’t sign or apply for a card without understanding 
everything that you are signing.  

 
 
 
 
 

Credit Limit: Is the maximum
amount of money that you
can use on the card.

Annual Interest Rate (APR):
The percentage of interest
that the company will charge
if you leave a balance on the
card.

Grace Period: The time period
between the end of a billing
cycle and the due date. Paying
your balance in full during the
grace period will help you
avoid to get charged interests
in your purchases.

Maintenance Fees: Fees for
maintaining your account.
Those charges can be monthly
or annually. Some credit cards
do not have maintenance fees.

Penalty Fees: Charges or fees
for paying late, going over your
credit limit, or making
payments on the cards
without having funds.

Special Offers: The credit card
companies have special offers
made to attract customers.
Understand the benefits and
changes once the offer
expires.
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Activity 5. In groups of four, compare the credit card offers on pages 21 and 22. 
Choose which one is most convenient.   
 
 

Card Terms Credit Card 1 Credit Card 2 

Credit Limit 

 

  

Annual Interest Rate 

 

  

Interest Rate for Cash 
Advances  

 

  

Grace Period 

 

  

Annual Maintenance 
Charges 

 

  

Charges for Late Payments  

 

  

Penalties for going over the 
limit 

 

  

Special Offers 

 

  

 
 
 
Reasons why you chose this card: 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
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Card 1 - Terms 

Annual Interest Rate (APR) 0% Introductory APR for the first 15 
statements following the opening of your 
account.  

After that, 12.99% to 22.99%, based on your 
credit risk. 

 Interest Rate (APR) for Balance Transfers 0% Introductory for the first 15 statements 
following the opening of your account. 

After that, 12.99% to 22.99%, based on your 
credit risk. 

Interest Rate for Cash Advances (APR) 

 

25%  

Penalty APR and When It Applies Up to 29.99%, based on your 
creditworthiness.  

The penalty will be applied if you: 

• Make a late payment; 
• Exceed your credit limit; 
• Make payments without funds. 

How to Avoid Paying Interest on Purchases Your due date is at least 21 days after the close 
of each billing cycle. We will not charge you 
any interest on purchases if you pay your entire 
balance by the due date of each month. We 
will begin to charge interest for balance 
transfers or for cash advances the day of the 
transaction.  

Membership fees $0 for the first year and $99 for each year afterwards. 

Additional Fees:  

Balance Transfer Fees $5 or 3% of the amount, whichever is greater. 

Cash Advance Fees $10 or 5% of the amount, whichever is greater.  

Penalty Fees  

Late payments Up to $35.  

Overdraft Up to $35. 

Returned Payments Up to $35. 

Returned Checks Up to $35. 

  

*You will lose the introductory interest rate if you make a payment more than 60 days late and the late penalty will also be applied.  
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Card 2 - Terms 

Interest Rates 

Interest Rates (APR) 16.99% 

Interest Rates for Balance Transfers 16.99% 
 

Interest Rate for Cash Advances 24.9% 
 

Interest Rates for Penalty Charges 29.4% 
 

Paying Interest  Your due date is 25 days after the 
cycle closes. We will not charge any 
interest if you pay your balance in 
full by the due date.  

 

Charges       

 

Annual Charge $39 Annual 

Charges for Transactions  

Balance Transfers 

Cash Advances 

 

None 

$10 or 5% or whichever amount is greater. 

Charges for Penalties  

Late Payments 

Overdraft charges 

Returned Payments 

 

Up to $35 

Up to $29 

Up to $35 
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Secured Credit Card and Secured Loan 

If you have no credit or bad credit, there are options available to help you to establish 
or improve your credit. These products offered by financial institutions are known as 
secured credit cards or secured loans.  

Secured Credit Card 

 You must put a deposit as a collateral to be able to obtain the card.  
 The deposit serves as your line of credit. On some cards, the deposit that you put 

down will be equal to 100% of the credit line. In other cases, that deposit can be 
lower, for example putting a deposit of $300 and getting a $500 credit limit.  

Secured Loan 

 With a secured loan you make monthly payments to the bank or credit union, 
for a particular length of time, usually 6 or 12 months.  

 Each monthly payment is deposited into a savings account that will be available 
for you at the end of the length of the loan.  

What do you need to know about secured products? 

 What are the requirements for being eligible? 
 Do you have the documentation required by the lender? 
 For a secured credit card, how much do you need to put down for the security 

deposit? 
 For a credit builder loan, how much is the monthly payment and for how long? 
 What is the interest rate? 
 What are the charges for the application and for maintenance?  
 Are there additional fees? 
 Does the security deposit gain interest? 
 

ATTENTION – Ensure that the credit accounts you apply for are reported to the 
three major credit agencies. 

Before opening a secured credit product, review: 

Your current and future financial situation  Your savings 

Do you have a stable income and will you 
maintain your current income in the next 6 
months? 

 

Have you been able to cover your basic 
expenses in the last 6 months? 

Have you had extra money at the end of the 
last 6 months?  

Have you contributed to your savings in the 
past 6 months?  

After you put the security deposit, will you 
still have money in case of an emergency? 
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WATCH OUT – Secured credit products help you to build and improve credit, 
but if you don’t manage them correctly you will hurt your credit. You can also 
lose the deposit that you have put down if you fall behind on payments. 

 
Module VIII. Factors that influence your credit scoreviii

 
Activity 6. Select a partner, we will assign a case for each pair. One person will 
represent the bank and the other will represent a client that is looking for a loan.  
Step 1:  The client will present the information to the bank. The bank will decide to lend the 
money or not. 
Step 2: For those who give out the loan, walk to the right side of the classroom. For those 
who decide to deny the loan, please walk to the left side of the classroom. Write on the 
assigned poster, the number one reason why you accepted or denied the clients’ application 
for the loan. 
Step 3: Fort the clients, share with the class how you felt to be accepted or denied the loan.  

Let’s talk and reflect. 
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Case 1: Julia has an income of $12,000 per year. She works part time for a cleaning company 
and is assigned 3 houses per week. She is known in her neighborhood for the delicious tacos 
that she takes to parties and events in the community. Motivated by the positive feedback 
from her friends and loved ones regarding her cooking, she has decided that she wants to 
sell her tacos from a truck. She researched and discovered that she will need $5,000 to invest 
in a truck. She only has $1000 saved up.  

When the banker obtained Julia’s credit report she found that Julia did not have a credit 
score. The only things that appeared in her credit report were two credit inquires for cards 
that she was denied for. Would you give a loan of $5,000 to Julia? What would be your 
recommendations to her?  

 
Case 2: Margarita makes $25,000 per year as a babysitter. Her favorite hobby is looking at 
fashion magazines and sewing her favorite pieces for her and her daughter, who is 7 years 
old. Margarita wants to utilize her hobby to make money and had the idea of sewing and 
selling clothes. Margarita wants to start as a saleswoman that travels, offering her products 
to neighbors and friends, so her business would not require a storefront. Margarita needs a 
loan of $1,000 to buy materials and a better sewing machine than the one she has now.  

When the banker obtains her credit report, she finds a credit card with Capital One, which 
she got 9 months earlier. The card has a limit of $1,000 and a balance of $200. Her credit 
score is 690. All of her payments have been made on time. There is not negative information 
on the report. Would you give a loan to Margarita? What are your recommendations? 

 
Case 3: Antonia works full time as a waitress and helps out at a bar in Midtown Manhattan. 
She has an annual income of $45,000. Antonia has worked at restaurants for more than 10 
years. She wants to start her own restaurant and needs a loan of $15,000. She has $2,000 
saved up.  

Upon obtaining her credit report, the banker found that Antonia has three credit cards that 
are open and active. The combined limit of these cards is $10,000 and in total she owes 
$7,000 between her three accounts. Additionally, she has an account that is in collections. 
This is a medical debt from the hospital worth $2,000 from an accident at work that 
occurred over a year ago. The report also showed a Capital One credit card that is closed and 
which has a debt of $325 that she never finished paying off. This card is closed but has not 
yet been passed onto collections. In sum, Antonia’s total debt is $9,325. Her credit score is 
600. Would you give a loan to Antonia? What are your recommendations?  

 
Case 4: Sonia is a cook at a restaurant in Brooklyn. Her annual income is $27,000 after taxes. 
One of the managers of the restaurant wants to make Sonia a partner in the business The 
manager would require an investment of $5,000, and Sonia has $2,000 saved up. 

Upon obtaining Sonia’s credit report, the banker saw that she had a credit card with a limit 
of $900 and a balance of $250. Sonia also just started a secured loan in order to improve her 
credit. The amount of the loan is $500 and she already made her first payment of $85, now 
she owes $415. Her credit score is 720. Would give a loan to Sonia? What are your 
recommendations?  
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Module IX. Strategies for having good credit 

Activity 7. Please share with us some strategies for how to build credit.  

 

Steps to follow to have good credit: 

Pay your accounts on time –  Paying your accounts on time is the most important 
factor in your credit score.  

 Your payments should arrive to the creditor before the due date, to avoid 
penalties.  

 Late payments of more than 30 days are reported to the credit agencies 
and hurt your credit score.  

 Payments can be made by mail (with check or money order) or by 
telephone and over internet.  

 You can establish automatic payments from your bank account, but you 
will be responsible for checking that the payments are correct each 
month. This strategy helps to simplify the payment process.   

ATTENTION – If you are having difficulty in making payments, do not 
ignore the debts. Search for help through this program. A financial 
counselor will be available to meet with you individually. 

Maintain low balances on your cards – The most recommendable action you can 
take is to pay your balance in full at the closing of every billing cycle (before the end 
of your grace period). This way, you will avoid paying any interest. You should also 
try not to use over 30% of your available credit limit, going over 30% of credit 
utilization will affect your credit score negatively. 

ATTENTION – If you are having difficulty in paying your balance, pay at 
least the minimum balance required so that you avoid being late, 
which affects your score the most.  

Avoid applying for lots of credit – You need to apply for credit in order to begin 
building it, but applying for many credit accounts will make you seem like a greater 
risk to creditors. Opening new accounts reduces the average amount of time of your 
existing accounts affecting your credit score.  

We recommend that you only apply for credit when it is necessary and when you 
believe that you will be approved by the company. If you have no credit history, or a 
negative credit history, then you are best off applying for secured credit products.  

ATTENTION – The FICO score counts credit inquiries from the last 12 
months.ix  
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Do not close credit cards – This reduces the average time of your credit history. It 
also reduces the overall limit of your credit accounts.  

Example: Imagine that you have the following cards  
 

 Credit Limit Balance Percentage of 
debt compared 
with credit limit  

Card 1 $ 4,000 0 0% 

Card 2 $ 3,000 $ 600 20% 

Card 3 $ 5,000 $ 2,000 40% 

Total $ 12,000 $ 2,600 22% 

 
Since you have not been using Credit Card 1, you decide to close it. Your debt does 
not change, but the total percentage of your debt compared with your credit limit 
will increase from 22% to 33%. The chart below shows the changes in your utilization 
rate: 

 Credit Limit Balance Percentage of 
debt compared 
with credit limit  

Card 1 0 0 Closed 

Card 2 $ 3,000 $ 600 20% 

Card 3 $ 5,000 $ 2,000 40% 

Total $ 8,000 (less) $ 2,600 (the same) 33% (more) 

 
Diversify – If you are managing your credit with success, then it may be time for you 
to diversify your credit profile. You can do this by acquiring another type of credit 
account. For example, if you have a credit card, you may open a secured loan. If you 
have a loan, you can open a credit card. 

 
Protect your credit – Be careful not to co-sign for credit (loans) or to authorize other 
people to use your credit unless you are 100% confident that they will be financially 
responsible. Being a co-singer makes you legally responsible for the debt that the 
principal borrower accrues.  
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Review your credit report – Identify and correct errors that you find.  

 Remember that information from collection accounts and public records 
generally will remain on your credit report for 7 years since the date that 
you stopped paying them. If you find incorrect information on your credit 
report you have the right to dispute the errors.  

 
Pay all your bills on time (telephone, cable, internet, medical, rent, taxes, banks, 
etc.) – If you don’t pay your accounts you run the risk of having the account sent to 
a collection agency. Having accounts in collections affects your credit score 
negatively.  

Creditors can also bring a lawsuit against borrowers who owe them money. The 
reporting of judgments will seriously hurt your credit score.  

 If you have an account in collections, try to negotiate a repayment plan.  
 Be aware that paying a collection account will not improve your credit 

score. The report will show the account as paid, but the negative impact 
on your score will have already taken effect.   

 Under state laws, debts expire after a certain period, and creditors lose the 
right to collect a debt.x In New York, the expiration of these debts is 
generally after 6 years but it depends on the type of debt.xi 

 

What to do if you have bad credit?  

 Begin by correcting information that should no longer be on your credit 
report. 

 Keep in mind, that negative information that is correct cannot be erased 
from your credit report.   

 Be careful with scamming companies that promise to fix your credit quickly 
and ask that you pay them upfront. These companies tend to ask for a 
signature of blank documentation to be used in the future. They also suggest 
that you do not contact the creditors directly. 

 A secured credit card or secured loan are good options for rebuilding your 
credit. 

 Develop a plan to pay back your debts over time. 
 Attend a financial counseling session through this program.  

 

Participate in an individual financial counseling session, your counselor will 
help you create an action plan for improving your credit. Make your 

appointment today. All services are free! 
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The content of this program was made possible thanks to the support of Citi. 

i http://www.aspeninstitute.org/ 
ii Information about the FICO credit score obtained from Fair Isaac Corporation. 
iii Information about the FICO credit score obtained from Fair Isaac Corporation. 
iv https://www.consumer.ftc.gov  
   www.annualcreditreport.com 
v https://www.consumer.ftc.gov/articles/0155-free-credit-reports 
vi Fair Isaac Corporation 
vii http://www.consumerfinance.gov/askcfpb/47/what-is-a-grace-period-how-does-it-
work.html 
viii Information about the FICO credit score obtained from Fair Isaac Corporation. 
ix Information about the FICO credit score obtained from Fair Isaac Corporation. 
x https://www.consumidor.ftc.gov/articulos/s0117-deudas-prescriptas 
  http://www.consumerfinance.gov/askcfpb/1447/what-best-way-negotiate-settlement-    
  debt-collector.html 
xi http://www.nycourts.gov 

https://www.consumer.ftc.gov/
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Expandir mi 
negocio

Comprar 
equipos y 

herramienta
s

Abrir su 
propio local 

Obtener 
descuentos 

en 
mercadería 
por pagar 

adelantado

Acceder a 
más líneas 
de crédito 

de sus 
proveedores

Comprar 
más 

mercadería
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Public Records 

 

Past due 

 

Collections 

 

VAuto 

Installment 

(Term) 

Credit Card 

Revolving 

Balance 

Monthly 

payment 

Hard inquiries: 

initiated by you 

Soft inquiries: 

Not initiated by 

you but 

allowed by law. 

Including 

request by you 

for your own 

report 

Name, SSN, 

employers, 

current and 

previous 

address. 

Personal 

Statement 
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*Perderá la tasa de interés introductoria si hace un pago de más de 60 días y aplicara la tasa de penalidad 
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Capital Planning Workshop 
Instructor’s Guidebook 

Outline 

Overview 
NYC SBS contracted Babson College to develop a curriculum for WE Master Money: Funding. Babson developed 
7.5 hours of content and intended the course  to be presented over two days. BOC Network has added 
additional resources and activities to customize the content for our target market. It has also developed two 
additional delivery formats: (1) a 4.5 hour consolidated one session workshop and (2) a 1.25 hour consolidated 
workshop to be delivered in partnership with larger WE NYC events. 

WE Master Money: Funding’s main goal is to connect women entrepreneurs with the right financial product at 
the right time. To accomplish this goal, the curriculum has been designed to have participants do the following: 

• Learn the “5 Cs” of credit framework, which is widely used by most funders 

• Understand each C and estimate where they rank in terms of creditworthiness 

• Match the stages of an entrepreneurial venture (from opportunity to start-up to growth) & 5 Cs 
assessments with likely funders 

• Identify their current funding need and the most likely funding source 

• Develop and present a pitch designed to secure the funding needed to start/grow their venture 

This workshop is designed to utilize action-based and experiential learning to maximize participant discussion, 
engage the participants in learning as well as helping each other, guide participants in the development of their 
funding needs and likely funding sources, enable them to network with perspective funders and give them the 
business fundamentals to improve their access to capital as they launch and grow their businesses. 

Logistics 
• Room should contain tables enabling 6 participants to sit at each table. Tables should be spaced such 

that instructors can move in between them with little effort. 

• Participants should be assigned seats with personalized tent cards at each seat as well as binders 
containing the Participant Workbook. The 5 Cs Reading and Glossary, which are distributed as pre-work, 
should be 3-hole punched so it can be inserted into the Workbook. Extra copies of the pre-work should 
be on hand for participants that don’t have them. 

• Groups should be diverse, representing different industries and different levels of business experience 
to enhance peer-to-peer learning. 

• Each table should have colored markers to record on flip charts and 3x5 index cards for Session II 
pitches. 

• The Workshop Slide Deck should be loaded on a computer with overhead projection capabilities. 

• There should be flip charts on easels to accommodate reports out of group work. 

• A room equipped with whiteboards would be preferable. 

• For Session II, break-out space for each group during pitches would be desirable. 
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General Notes to Instructor: 

• When writing up participants answers to questions on the flip charts, use their own words. 

• Always connect participant’s comments with the concepts and terminology from the curriculum. 

• Depending on the composition of the cohort decide whether or not scenarios and vignettes should be 
read aloud. 

 

Detailed Time Plan 
As timing varies greatly depending on the format in which the course is being delivered, we  have 

developed 4 unique run of shows (See Page XX). The general sequence of events is as follows: 

 

BEFORE THE WORKSHOP 

Before the workshop each registrant should be emailed the WE Master Money: Funding pre-reading and asked 
to complete the self-evaluation survey (Babson 5 Cs of Credit Dashboard Abridged). As few complete this 
assignment prior to the session, workshop attendees who arrive early can be reminded to review the section 
after intakes are completed. 

Pre-work for Session I 

• Read 5 Cs of Credit  

• Complete Babson 5 Cs of Credit Dashboard Abridged 

 

INTRODUCTIONS AND OVERVIEW OF THE WORKSHOP 

Welcome 

Introduce WE NYC  - the goals of the larger initiative and specific program offerings. (Template on page 44.) 

Introduce WE  Master Money Funding –  

• Some words from Babson: Our goal is that through discussion at this workshop we can help everyone 
better understand the capital funding process, how to estimate what you need, figure out where you 
are and what funders are looking at.  

Introductions  

Each participant should be given approximately 15 seconds to introduce herself, where she lives, her business 
(or business idea if she has yet to launch a business) and one thing she would like everyone to know about her 
(completely unrelated to her business). The instructor can model the introduction. 

The goals of this exercise are to let the women know who else is in the room, to begin building trust among the 
participants, and to relax everyone. The instructor should keep time and write the business types on flip charts. 
Instructors should refer back to this poster to make target examples to relevant industries. 

As new comers enter the room and conversation is wrapped up they should be asked to introduce themselves. 

Class Culture  

The goal of this exercise is to have the participants establish class norms for participation, giving and receiving 
feedback, group work etc. Norms such as confidentiality, respect, listen well, do not talk over others, keep cell 
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phones off or on vibrate etc., usually form the class norms. This exercise lets the women know that participation 
is critical to the success of the class. By asking them to establish the class norms, we communicate that their 
opinions are both solicited and respected. 

At this time it is also helpful to discuss communication standards. Something such as all communications should 
be “Effective, Efficient and Compelling” (“say what is useful and say it to the point”). Establishing these 
standards emphasizes no one participant should dominate the conversation and when you have something to 
say, say it effectively, efficiently and compellingly. That is, “Do not ramble.” To help the participants keep to this 
standard, the instructor may tell them: “If I think you are rambling, I will begin to walk towards you which is your 
cue to wrap-up. If you cannot see your colleagues because I am so close as to block your view, you should finish 
immediately.” 

Don’t miss: cellphones/ other electronics and constructive honesty/positive feedback. 

 

Overview of the Workshop  

The instructor should ask participants what they most want to get out of this workshop. The instructor should 
record these goals on flip charts and post these on the classroom walls. The participants’ goals will be revisited 
later to insure that they are being achieved.  

Finally, the instructor should put up the slide with the overall workshop goal and the individual learning 
objectives. Use this opportunity to get a sense of the knowledge in the room. When discussing each bullet point 
ask who has previous knowledge on that topic (i.e. Have you heard of the 5c’s of credit?   

 

THE 5 CS OF CREDIT (40 MINUTES)  

Prior Experience with Fundraising 

The session begins by putting up the slide “Prior Experience with Fundraising” 

How many of you have put money into launching and growing your business? Presumably, around half of the 
women will raise their hands. At this point, show the following questions and give them 1-2 minutes to think 
about and write down their responses. 

a. Where did you get the funds? 

b. What were the key elements of your funding “pitch”? (Alternative: What did you say to your possible 
funders?) 

c. What questions did the funder ask? 

d. What single word would you use to describe the experience? 

The instructor should encourage several women to share their answers, striving to get a cross section of types of 
funders. After each woman speaks, the instructor can ask, “How many of you raised money from this source?” 
The goal is not to have every person in the room respond, but rather to get a sense of participants’ prior 
experiences with raising money.  

The instructor should record each response on a white board or flip chart, noting the source of funds, the 
questions asked, and the elements of the pitch. The goal is to set the stage for in-depth discussion of the 5 Cs. 

Potential Funding Sources 

Put up the slide on “Potential Funding Sources” and use it to organize the previous discussion. Don’t be too 
repetitive but make sure to match the sources belong to which category. If the sources outlined on the slide 
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were not addressed during the  “Prior Experience with Fundraising” discussion ask participants if they have ever 
heard of that source before explaining it. 

For questions on equity Investments let participant know that content of course is focused mainly on debt based 
funding sources but that much of the lesson is transferable. Leverage first the knowledge from other business 
owners in the room then your own.  

Introduce 5 Cs 

Put up the slide with 5 C’s of Credit outlined. Mention: “the 5 C’s of credit is a fairly standard way for funders to 
organize how they assess you. Lots of measures are qualitative, but we will get into that in greater detail soon. 
Let the participants know If they did the pre-reading, they already started to think about how these topics relate 
to your business. Put up the slide with the 5 Cs self-assessment. Ask participants who was able to do the reading 
and Self-assessment letting everyone know they should take a minute to review their answers or jot them down 
for the first time now.  

Put up the slide with the 5 Cs (one at a time). For each C, ask the women (1) what is being evaluated and (2) the 
questions used to assess that specific C. The instructor can make connections to the prior discussion where 
appropriate. For example, matching the 5 C questions with what women were asked when seeking funding and 
noting the type of funder/loan. Finish up with a brief discussion of the overall usefulness of the 5 Cs framework. 
Is it fair? What’s missing?   

 

Activity 1: 5 Cs Matching Game 

If two trainers are delivering the course, this is a good time to switch who is leading the discussion.)  

To help cement definitions of each C  in the minds of participants, instructors can use 5Cs of Credit Matching 
Game exercise (see page 46). Instructors should ask each table to get together, think about the definition of 
each C and how it is evaluated, match each set of images to one of the 5 Cs, and explain their choice. Instructors 
should highlight that there are no incorrect answers if you have a good explanation. After 5 minutes review as a 
group. 

If the instructors are delivering a two-session workshop, the 5c’s Matching Game should be done as a warm up 
exercise on the second day. With an advanced group instructors may consider skipping the exercise if they are 
very confident participants can differentiate between the Cs. 

 

Connecting the 5 C’s to Funding Sources 

Finally summarize the importance of the 5 Cs by connecting the Cs to the categories of funders. Below is a 
helpful table that is contained in the slide deck and in the Participant Workbook. Briefly walk through this table 
as it will be used during the 5 Cs Scenario exercise as well as during the Vignettes and Funding Pitches.  

Example of Language: Let’s get into some of the issues and classify funder categories. Within each 
category there may be gradation. For example you could presell events on crowd funding or give away 
equity. Merchant advanced is very different than crowd funding (which often cares a lot about the story 
of the entrepreneur and business). 
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Matching the 5 Cs with Potential Funding Sources 

 

Funding Sources Character Credit Score Capital Capacity Collateral Conditions 

Conventional Banks ✓✓✓ ✓✓✓ ✓✓ ✓✓ ✓✓ ✓✓ 
              

Community Lenders ✓✓✓ ✓✓ ✓✓ ✓✓ ✓✓ ✓✓ 
              

Alternative 
Institutional Lenders ✓✓ ✓✓ ✓✓ ✓✓ ✓✓✓ ✓✓ 

              
Online Funders ✓ ✓ ✓✓ ✓✓ ✓ ✓✓ 

              
Family & Friends ✓ ✓ ✓✓ ✓✓ ✓ ✓✓ 

              
You & Partners ✓ ✓ ✓✓ ✓✓ ✓ ✓✓ 

 

✓ -  This C is not important to this funder 

✓✓ - This C is important to this funder 

✓✓✓ - This C is very important to this funder 

 

5 Cs Exercise  

The participants should be 
sitting in groups around a table 
(5-6 participants per table). Tell 
the group they are going to 
have a chance to test their 
newly-acquired 5 Cs knowledge. 
For each scenario slide, give the 
tables 5 minutes to discuss the 
slide.  

 

Depending on the composition 
of your group, you may want to 
request that someone in the 
group read the scenario out 
loud.  The participants should 
record their answers in their 
workbook.  

Collect Feedback by table or by C. Repeat back what is heard and explore nuances. “why did you say yes when 

others said no.”  Always put the concensous of the class on the board.  

 

15 MINUTE BREAK 

 

5	Cs	of	Credit	Exercise:	Scenarios	

For	each	scenario,	you	will	have	5	minutes	to	discuss	the	following:	

• How	would	you	rank	the	potential	borrower	on	the	5	Cs?	Why?	

For	each	scenario,	rate	each	C	using	a	three	check	system	

ü 	non-existent,	no	evidence	or	weak.	

ü P	exists,	fine	

ü P	P	clear	evidence,	strong	

• What	type	of	funder	do	you	think	would	most	likely	provide	money	to	this	person?	
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Vignettes 

Let participants know this is a real business, with whom the two professors at Babson College who designed the 
curriculum interacted. 

Vignette 1: Getting off the Ground 

The participants are asked to reflect on the following questions (see Slide 27, “Vignette 2 – Reflection 
Questions”):  

a) Update your assessment of Victoria and the 5 Cs. What has changed in six months? 

b) What is (are) the most likely funding option(s) for Concierge Cleaners over the next six months?  

c) What are the three most important components of a funding pitch to the likely funders? 

  

Vignette 2: The Next Level  

The participants are asked to reflect on the following questions (see Slide 40, “Vignette 3 – Reflection 
Questions”):  

a) How would you rate Victoria and Concierge Cleaners on the 5 Cs at the end of Year 1? 

b) Based on your answer to c), what is the most likely Year 2 funding option for Victoria and Anita as they 
work to take Concierge Cleaners to the next level? 

c) What are the three most important components of a funding pitch to likely funders? 

 

TWO IMPORTANT QUESTIONS 

Before introducing the pre-work, give the women 5 minutes to answering the following two questions in their 
workbooks:  

1) What is your product/service and who is your exact target audience?  

2) What is your competitive advantage, i.e., the unique characteristic(s) of your product or service that will 
make customers buy from you and not your competitors? 

Each participant needs to be able to answer both of these questions. Briefly (no more than two minutes) 
emphasize that these two questions should be part of any pitch as potential funders need to understand them 
to assess their business.   

 

DAY 1 WRAP UP (ONLY FOR TWO SESSION WORKSHOPS) 

Pre-Work for Session II: 

Read 4 questions from pre-work aloud to the class. Ask participants to return with the hand out completed. 
Remind them they can use the local funders to help answer the questions as well as finance articles on the WE 
NYC website (hand out reading list). 

Put up the slide with Babson College diagnostic tool. The instructor will introduce the full 5 Cs 
assessment/dashboard tool that converts the participants’ input to a list of possible types of funders.  

Hand out evaluations. 
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Funding Pitches I (80 minutes) 

Ask how the pre-work went.  

They should use the following outline for the pitch, although a certain amount of flexibility should be 
encouraged: 

o What type of funder are you targeting and how much money are you seeking? (5 seconds) 

o Introduce yourself and your business. Provide a brief history. (20 seconds) 

o Explain your business briefly, focusing on what pain/problem it solves for your customer and 
what makes your product or service unique (i.e. your competitive advantage). (30 seconds)  

o Describe how much funding you need and how it will be spent. (25 seconds) 

o How will the money generate cash flow that will repay the funder?  (20 seconds) 

o Wrap-up. (10 seconds) 

At this point, have one of the facilitators give the sample pitch. Then direct the women to the Funding Pitch 
Template in their workbook and have them work individually on their pitch. Also inform participants there are 
extra copies of the template and index cards available for those interested. 

After 20 minutes have a short debrief by asking for thoughts on creating their pitches. What was hard? What 
was easy? Did they finish? Now tell them to choose a partner (from their table if possible; the instructor should 
make sure that every participant has a partner).  

At this point, the instructor should pay particular attention to women who seem uncomfortable with making 
their pitch. All should be encouraged in a non-threatening way, but no one should be forced to present. Those 
who prefer not to deliver their pitches should simply observe and continue working on their outlines. 

Each partner should give their funding pitch and then receive feedback. The instructor should keep time, 
allowing 16 minutes in total. (8 minutes each; 2-3 minutes each to pitch and 5-6 minutes for 
feedback/discussion).  

Now allow 10 more minutes for individual revisions/practice.  Then ask the women to find a different partner 
and repeat the partner exercise (10 minutes total; 2-3 minutes for pitch and 2-3 minutes for feedback). 

Finally, give the women the remaining time (about 10 minutes) for refining their pitches, incorporating the most 
recent feedback. 

10 MINUTE BREAK 

Funding Pitches II (45 minutes) 

At this point the women should feel more confident about their pitches. If there are outside funders present, 
they should be invited to sit one-to-a-table for this round of pitches. If there are outside funders/guests, it might 
be a good idea to introduce them to the women before the break – that way they can interact with the group 
during the break, making things more comfortable for everyone. 

Again, at this point the instructor should ensure that all participants are comfortable moving to the next level. 
Those not ready to pitch to a group – especially one that includes outside guests – should be given the option to 
stay in the role of observer. Before beginning instructors should remind the group to share positive and 
constructive feedback. 

Pitches will be presented to the group at the table and any outside funder that may have joined the group. Each 
woman will have 2-3 minutes to pitch and then 3 minutes for feedback. The funder should be given the first 
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opportunity to provide comments followed by anyone else at the table. Total time per presenter is 6 minutes, 
meaning 30-35 minutes in total depending on how many are seated at the table (these numbers can be adjusted 
as needed based on the actual number of women in each group).  

Note: One person at each table should be responsible for keeping time and the time constraints should be 
closely followed. Feedback can also be provided more formally using the Pitch Feedback Form provided at the 
end of this Guidebook. If the form is going to be used, make sure sufficient copies are made before the 
workshop. 

Wrap-up (10 minutes) 

The instructor should offer one or two women the opportunity to present their funding pitch to the entire room, 
strictly on a volunteer basis. This can be a big confidence boost and will show the participants how far they’ve 
come in a short time. 

If there were funders at the tables, they should now be asked for their general impressions of the pitches –
specifically, overall strengths of pitches they observed as well opportunities for improvement.  

Next, ask the women how they think it went. Do they feel better prepared to solicit funding? Do they feel more 
confident about their strategy? Did they get a sense of what they do well and where they can improve?  

Finally, the instructor can return to the “What I hope to get out of the workshop list” and see if there are any 
remaining items to be discussed. For those, other resources might be suggested.  

Finish by thanking the funders and the women for their participation. 

Networking with Funders (30 minutes) 

Those women who wish to can speak with individual funders they may have questions for or be interested in 
starting a dialogue with. Funders should be encouraged to bring business cards, information materials about 
their organization, and products to be distributed. The participants should also be encouraged to hand out 
business cards to the funders. 

If the funders can only be present at the end of the workshop, the instructor should ask them to briefly 
introduce themselves before networking. They should be given 30 seconds each to introduce themselves and 
the organization they represent, and to talk about the types of loans they provide and the importance of each of 
the 5 Cs in their application processes. These introductions should take no more than three to five minutes in 
total, which will leave 25 minutes for networking. 
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5 Cs of Credit: Scenarios & Teaching Note 
All entrepreneurs are in NYC 

 

It is not intended that all five scenarios be covered in the allotted time. The instructor should choose the most 
appropriate scenario(s) based on the skill level and interests of each group. For more advanced groups, 
Scenarios 1, 2, and 4 are appropriate, while groups with fewer established businesses should consider Scenarios 
1, 3, and 5. 

 
Scenario 1 
Since arriving in the U.S. two years ago, Rosa has worked full-time at a local coffee shop. At night, she made 
leather purses and then sold them at weekend street fairs. Customers were universally impressed with both the 
designs and the craftsmanship, and she had more demand than she could handle. Because of her full-time job, 
Rosa could only produce and sell about $300 worth of purses per week, which netted her about $200 of profit.  

Rosa felt that with better cutting and sewing equipment – about a $2,500 investment – she could easily double 
her output and sales. However, with no credit cards or savings, she would not be able to afford to purchase the 
equipment for another year. 

Teaching Note 

Steady employment for two years and no bad debts mean a strong Character. Condition would be solid because 
of the current strength of the NYC economy and evidence that customers will buy her product. Capacity looks 
promising because she has customers and we can assume she is profitable (weekly revenue > costs of making 
purses), but she probably needs some projections to solidify her capacity rating. The only evidence of Capital is 
that she has already invested some money for a sewing machine and leather inventory. There is very little 
information on Collateral, but it is doubtful Rosa has significant personal asset. The new equipment might have 
some minimal value as security for a loan. However, with no documented credit history and small revenues, 
friends and family are her best option. She could also be a candidate for a crowd-funding site like Kickstarter. 

Scenario 2 

Tara has worked part-time as a waitress in an upscale restaurant for three years, at the same time offering 
exercise classes for pregnant women in her small apartment. After two years and lots of word of mouth, she has 
a steady stream of new clients and 70% of her clients continue taking classes after giving birth. 

Her revenues are $18,000 per year and with basically no expenses, this is all profit. Tara is seeking funding to 
rent studio space and hire additional part-time instructors as needed. Tara’s FICO score is around 575 and she 
has spent $1,500 of her own money on renovating the room she uses for classes, on advertising materials, and 
on purchasing some basic exercise equipment and a sound system. 

Teaching Note 

Tara has had steady employment for the last three years (and, therefore, likely good references), loyal clients, a 
FICO score of 575, and revenues of $18,000. Her Character ranking is strong. She has already invested $1,500, is 
profitable, and should have the ability to invest more of her own money. All of this means a good Capital 
ranking. Her Capacity rating should also be strong, as her $18,000 in revenues (essentially all profit) would be 
cash flow available to cover loan payments. Since her new hires will be part-time as needed, they will only be 
paid when they generate revenue – also good for Capacity. Conditions appear good because of the strength of 
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the general NYC economy and her strong client history. She most likely has little Collateral, although she could 
potentially pledge the lease on her new studio. Tara would be a good candidate for a micro-loan.  

Scenario 3 

Pamela developed her line of gluten-free bakery products months after her daughter was diagnosed with Celiac 
Disease. Using her sales skills, organizational ability, and financial background, she has steadily grown her 
business over the last three years to $150,000 in annual revenue and has two employees. She achieved 
profitability after her first year and has easily repaid a $15,000 micro-loan she got to start the venture.  

Pamela’s FICO score is 675 and her business has never missed a payment. Whole Foods Market had recently 
expressed interest in her product line and Pam estimated this could triple sales to $450,000 within a year. She 
needed approximately $125,000 for a new oven, additional kitchen equipment, and for hiring two new 
employees. 

Teaching Note 

Pamela ranks strong on all of the 5 Cs. Her FICO score, managerial skills and track record would rate her high on 
Character.  She would also score high on Conditions due to the growing market for gluten-free products and the 
interest from Whole Foods. Two years of profitability, good accounting records, and a Whole Foods purchase 
order would mean a high Capacity score. Pamela has current baking equipment and she is going to use funds to 
buy new equipment, so there is some business Collateral. It also seems likely she might have some personal 
assets. Although not stated explicitly, we can infer from this brief scenario that Pamela has significant Capital 
invested in the business. Pamela might request a commitment letter from whole food to improve her chances. 

Pamela’s best option is to seek asset-based funding from a community or commercial bank. These typically have 
lower interest rates than most loans and are for longer periods of time (typically 5 to10 years), therefore 
matching the loan term to the asset life. 

Scenario 4 

Victoria had taken graphic design classes and received a certificate in graphic design from a local community 
college. After working for two years as the sole employee for another designer, and with $4,000 saved, she 
decided to launch her own business. She would focus on boutique retail designs and developing advertising 
campaigns to enhance branding.  

Her first client was a large real estate developer who wanted her to design the marketing and sales materials for 
a new residential project. He promised more projects if this job went well. Victoria needs to quickly hire another 
part-time graphic designer or independent contractor and upgrade her computer and graphic design software. 
The computer equipment, high-quality printer and software would cost her approximately $12,000. 

Teaching Note 

Victoria has good experience and education in her chosen field but little track record operating her own 
business. She has quickly gained a client, but one job for one client does not make a business. Her Character 
would be okay, but not strong. We have no information on Capacity because she has just begun her business 
and there is no information about the expected revenue or profitability of her first job. She has $4,000 of 
savings, which would help her Capital score. The computer might be Collateral, but as technology products 
rapidly become obsolete means only limited value as security for a loan. In NYC real estate development is 
booming and there is always demand for talent, so Condition would rate strong. 

Victoria may be able to find a micro-lender (assuming she puts in her $4,000 savings), but with no revenue or 
experience running a business, her best funding option might be her own savings, supplemented by family and 
friends. 
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 1: Getting off the Ground 
After six months, the sisters were both exhausted and excited. Victoria and Anita had continued their full-time 
jobs, managed their family obligations, and still found time to pursue their opportunity. After many meetings, 
hours of market research, lots of analysis, and countless late nights, Victoria felt she had a clear strategy for 
moving the company forward.  

Victoria and Anita decided to focus on Brooklyn as their target market. It was an easy commute from Queens 
and had become the borough of choice for numerous desirable demographic groups, as evidenced by the 
growing population. In addition, costs and competition would both be lower than in Manhattan. The sisters 
spent the first month carefully studying the websites and marketing materials of residential cleaning companies 
in New York City that had a significant Brooklyn presence. They noted their strengths and weaknesses, paying 
particular attention to what types of customer they seemed to be targeting and how they marketed their 
services. Victoria also made several calls posing as a potential client in order to get pricing information and a feel 
for how new customer inquiries were handled. This research led to the following list of what they believed most 
customers wanted from their housecleaning service: 

• Trust – clients did not want to worry about having strangers in their homes 

• Reliability – homeowners wanted to know that their cleaners would be there when they said they would  

• Consistency – many clients complained about frequent employee turnover which meant retraining 
cleaners about the specific way the client liked things done 

At the same time, Victoria and Anita also made a list of the strengths they brought to the new business: 

• Years of experience in both the actual tasks of housecleaning and the management of housecleaners 

• The ability to screen candidates and the people skills needed to train, motivate, and retain staff 

• Connections in the industry and respect among their former coworkers and colleagues 

Based on their market research and prior experience, the sisters agreed the following were important to their 
vision for the new business: 

• Offering a “premium” service that would exceed their clients’ expectations and for which customers 
would gladly pay extra 

• Developing a staff for whom the new venture was more than just a paycheck; the sisters wanted to 
create a culture where every employee was valued and provided input to improve and grow the 
business 

From this information, Victoria’s experience in luxury hotels, and Anita’s knowledge of the local competition, 
they decided to offer a 5-star service and named their company Concierge Cleaners. They would incorporate the 
services of a high-end hotel into every part of their business: the cleaning, their customer interactions, and the 
treatment of their employees would all be 5 star. That would be their competitive advantage. 
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The Concierge Cleaners website1 was built and launched in their second month and within a week, customer 
inquiries began coming in. Their website hosting company provided data on SEO (search engine optimization), 
which the sisters used to improve the user experience. In the second month they also finalized their marketing 
strategy and materials and began their outreach efforts. They sure learned a lot in that month! They spent 
approximately $5,000 on getting started, which was very close to their original estimate. 

By Month 3, the sisters had their first customer and several promising prospects. At the end of Quarter 12, they 
had burned through about $5,500 of their initial $7,000 of funding. The sisters had received $3,000 from 
family/friends and invested $4,000 of their own savings. In Quarter 2, they refined their marketing strategy – 
the original plan had not been very effective – and acquired two more clients. By the end of six months (Q2), 
they were close to breakeven on an operating profit level.  
 

 

 

 

 
 

 

However, this profit picture was deceptive, as neither sister was taking any pay from the venture. In addition, 
cash was tight, so the sisters were using their own vehicles, and both were covering some of the business 
expenses with their personal funds (e.g. telephone, gas, etc.). Finally, they were both exhausted and had started 
bickering over trivial things. If they were going to continue, Victoria knew they needed to make Concierge 
Cleaners more like a “real” business, including separating the business expenses from their personal finances. 
The good news was that their customer service model and cleaning had been very well received by their initial 
clients, and the sisters really felt like they had a viable business model.  

Victoria felt that the next six months were critical for Concierge Cleaners and her entrepreneurial dreams. She 
had begun repairing her credit score, which she knew would be critical to future fundraising efforts. Victoria also 
decided to cut back hours in her existing job. She could go to 25 hours a week and still keep health insurance for 
herself and her children. She would have to take some salary from Concierge Cleaners, at least enough to offset 
her lost wages. The sisters agreed they would hire a part-time employee to work with Victoria. The demand was 
there and their current pricing would comfortably cover the cost. It was also less risky than having Victoria quit 
her current job.  

They would buy a used vehicle and require some additional equipment (total investment of approximately 
$9,000). In addition to wages for Victoria and the part-time hire, there would also be new operating expenses. 
They needed to file a Business Certificate as Concierge Cleaners in Queens County ($100) and would also require 
an IRS Employer Identification Number (EIN). Thankfully, their local NYC Business Solutions Center provided 
advice and assistance with both. The EIN did not cost anything but was required to set up a Concierge Cleaners 
checking account and to hire part-time employees. Victoria and Anita sat down at their computer and developed 
the following forecast for their second six months: 

                                                           
1 During their research, the sisters discovered that websites were the primary tool used by potential competitors for marketing their 
cleaning services. They also learned that some competitors were also using their websites to facilitate scheduling, communication and 
the overall customer service experience. 
2 Financial results of operations are measured in different time periods, months, quarters or year depending on when the owner needs 
data to make decisions and assess operations. 

Start-up Investment Forecast Actual

Website, PC, Printer $3,000 $2,900

Cleaning Equipment $1,500 $1,350

Marketing Materials $400 $700

Total $4,900 $4,950

Q1 Q2

Revenue $900 $2,400

Wages

Operating Expenses ($1,600) ($2,475)

Operating Profit ($700) ($75)

Start-up investment ($4,950)

Cash Flow ($5,650) ($75)

Funding $7,000

Cash Balance $1,350 $1,275

Actual
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Q1 Q2 Q3 Q4 Year 1

Revenue $900 $2,400 $14,000 $22,100 $39,400

Wages ($5,300) ($9,200) ($14,500)

Operating Expenses ($1,600) ($2,475) ($9,100) ($11,250) ($24,425)

Operating Profit ($700) ($75) ($400) $1,650 $475

Start-up investment ($4,950) ($9,000) ($13,950)

Cash Flow ($5,650) ($75) ($9,400) $1,650 ($13,475)

Funding $7,000 $9,000 $16,000

Cash Balance $1,350 $1,275 $875 $2,525 $2,525

Actual Forecast
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 1: Teaching Note 
Overview  

The Concierge Cleaners vignettes follow the progress of a new venture from idea to growth. Each vignette 
highlights the funding need at a specific stage of the business and asks the reader to assess the following: 

• The decisions and actions taken by Victoria and Anita, specifically the ones creating the need for 
funding 

• Where Victoria and Concierge Cleaners would rank on the 5 Cs of Lending and why 

• The most like source for their funding need 

• Most important components of a funding pitch 

In Vignette 1, Victoria and Anita are six months into their new business, Concierge Cleaners. They have done 
significant market research and used it to develop their CVP (customer value proposition). They also launched a 
website and developed their marketing strategy and the associated materials. 

Starting with $7,000 ($4,000 from their own savings and the rest from family and friends), Victoria and Anita 
now had several satisfied customers, an effective marketing strategy, and a solid plan for moving Concierge 
Cleaners forward. However, they were still working their full-time jobs, and cash was tight, with both sisters 
paying some of the business expenses with their own money.  

From their forecast for the next six months, it was clear they would require additional funding. However, with 
Victoria’s improving but still low credit score and a short financial track record, it was unclear where Concierge 
Cleaners might turn for funding.  

At various places in the discussion below, the instructor may choose – depending on time constraints and on the 
comfort of the participants with the material – to go into more detail on certain topics. These places are 
highlighted with text boxes. 

Reflection Questions  

Participants are asked to discuss and answer the following questions: 

1) Update your assessment of Victoria and the 5 Cs. What has changed in six months? 

2) What is (are) the most likely funding option(s) for Concierge Cleaners over the next six months? 

3) What are the three most important components of a funding pitch to the likely funders? 

 

 

Timing and Teaching Plan 
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Timing 

• Read case ( 8 minutes) 

• Questions 1 (5 minutes) 

• Question 2 (5 minutes) 

• Questions 3 & Wrap-up (5 minutes) 

Teaching Plan 

Distribute Vignette 2 and give the participants five minutes to read it.3 Project the first two Reflection Questions 
on the screen and ask for thoughts from the participants.  

Question 1: Update your assessment of Victoria and the 5 Cs. What has changed in six months? 

Character 

With even a small number of loyal clients, the sisters can offer a lender evidence of their commitment to the 
business and to the customer experience. Furthermore, they now have not only basic income statements but 
forecasted statements as well. 

Capital 

By using $4,000 of their savings and raising $3,000 from family and friends, Victoria and Anita have clearly 
shown their financial commitment to the business. Victoria’s plan to cut back hours in her existing job and move 
part-time to Concierge is additional evidence of her “skin in the game”. 

Capacity 

Although the forecast does not include any loan repayments in Q3 and Q4, the business is projected to generate 
significant Revenue and positive Operating Profit by the end of the year. Both of these metrics would give a 
potential lender some confidence in their ability to repay a loan. 

Collateral 

The only change here might be the vehicle Concierge plans to acquire in Q3. Although used, it would still have 
some small value as collateral and the sisters’ willingness to offer it as security for any funding would be a 
positive signal. 

Conditions 

By proving their business model – albeit on a small scale – Victoria can show a lender she understands how to 
assess the market and develop a strategy that targets a clearly-defined customer need.  

 

Question 2: What is (are) the most likely funding option(s) for Concierge Cleaners over the next six months?  

These changes in the 5 Cs and the fact that Concierge Cleaners has customers, revenue, and a business 
plan/forecast open up new funding options for the sisters. However, their short track record and Victoria’s 
improving but still sub-600 credit score limit the possibilities. 

There are numerous organizations that will provide micro-loans up to $10,000. They will work with low credit 
scores but typically want to see some evidence of traction for the business idea and a business plan/forecast. 
Since the sisters have customers, revenue and a clear strategy moving forward, they should be good candidates 
for this type of loan. The fact that they have invested their own savings and received additional funding from 

                                                           
3 Depending on the education level and primary language of the group, more time can be allotted. 
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family and friends will also be a positive factor. Terms for these types of loans are typically up to 3 years for 
repayment, with a range of interest rates and up-front costs.  

Question 3: What are the three most important components of a funding pitch to likely funders? 

Funders such as micro-lenders will want to hear: 

• Brief description of founder, business including operating results to date, founder investment and 
family/friends investment 

• Forecasts for the immediate future showing funding needs and impact on business. What do you need 
the money for and how that will actually impact bottom line or grow the business. People frequently 
forget to include this vital information. 

• Time table and support for loan payback (connect with capacity) 

Once the Vignette is wrapped up, give the participants 5 minutes for reflection on Vignette 2 and their 5 Cs self-
assessment. Could ask, “ So what did you just learn?” 

 

Other topics trainers could discuss 

Do you think Victoria and Anita spent their $7,000 wisely? What would you have done differently? 

Overall Victoria and Anita spent their funds well. They used the money to identify what customers wanted and 
then developed a business model that used their specific skills and resources to satisfy that need. They then 
developed the Concierge Cleaners website and marketing strategy to support that business model and acquire 
their first customers. Finally, they purchased only the equipment they needed, did not take any salary for 
themselves, and were careful with their cash. The instructor can compare their planned and actual start-up 
expenditures, noting that in total they were close ($4,900 vs. $4,950) and that initial marketing costs were higher 
than planned.  

Point out detailed financials. The actual Revenue, Expense, Cash Flow and Cash Balance numbers for Q1 and Q2 
can also be reviewed. The instructor should make sure participants understand that revenue is the cash collected 
from customers during the quarter. The operating expenses are the normal, recurring expenses for 
transportation costs to and from jobs, website-related expenses, printing of advertising materials, cleaning 
supplies, etc. The instructor can note that there are no wages in the Q1 and Q2 numbers.  

Below Operating Profit, the line items are Start-up Investment, which is subtracted from Operating Profit to get 
Cash Flow. The Funding line reflects the $7,000 of funding from the sisters and family/friends. The Funding is 
added to Cash Flow to get Cash Balance at the end of each quarter. 

What do you think of their plan for the next six months?  

The Q3 and Q4 forecast follows the same format as Q1 and Q2 (say ‘quarter’ not ‘Q2’). One difference is the 
addition of Wage expense, reflecting the small salary Victoria will pay herself and the wages of their part-time 
employee.  

If time allows, the hiring of an employee can be discussed in more detail. Victoria’s decision to commit more time 
to Concierge Cleaners and take a salary, along with the hiring of a part-time employee are big steps for any 
entrepreneur. In this case, these choices are being driven by two factors. First, Victoria and Anita want to create 
a business that will be large, successful and provide employment opportunities to their community. Second, the 
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demand for their service appears strong and the only way they can add new customers is to add capacity (the 
part-time employee, a vehicle and equipment).  

The important point to note is that the sisters’ decision to grow is driven by both their personal goals and 
favorable market conditions. At the same time, Victoria is reducing the risk by keeping enough hours at her 
current job to retain health benefits for her family and purchasing a used vehicle. 

Having Victoria move to Concierge on a more formal basis and get paid is also a big step to making the business 
“real”. It should relieve some of the pressure on the sisters and alleviate the recent bickering. It will also test their 
model of training and retention as they bring on their first employee, albeit only part-time. This is important as a 
motivated and skilled workforce is key to the long-term viability of Concierge Cleaners. 

In addition, the sisters will have to develop the systems, processes, and resources needed to ensure they can 
increase their client base to achieve their revenue goals without sacrificing “5 star” service, which is their 
competitive advantage. This includes scheduling software, training manuals, and a system to collect and respond 
to customer feedback. Clear evidence that they have thought all of this through would be critical. 

The following high-level points should be noted in the Q3 and Q4 forecast: 

• Significant revenue growth and commensurate increases for Wages and Operating Expenses 

• A small, positive Operating Profit in Q4 and for the full year 

• The $9,000 of new Start-up Investment and the funding it requires 

A more detailed discussion of the financial forecast might include the following: 

•  The steps required to achieve the projected Revenue growth 

•  How the sisters establish their pricing and estimate demand 

•  More detailed Operating Expenses and which components are fixed vs. variable 

One question might be whether the $9,000 of funding – assuming they find a source for the money – is sufficient 
to meet the cash needs for the next six months. Participants might discuss contingency steps the sisters should 
consider if they have underestimated their funding needs.  

Wrap up this discussion by highlighting the importance of having even rudimentary projections and supporting 
assumptions at this stage of the company and make sure the difference between assumptions and projections 
are explained. Potential funders will need this, but it is also important for Victoria and Anita to use as their 
roadmap for moving the business forward.  
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 2: The Next Level 
In one year, Concierge Cleaners had become a real business. With their savings and family contributions totaling 
$7,000 and a $9,000 micro-loan4, the company had generated Year 1 Revenue of over $40,000 – beating the 
forecast. And although negative for the full year, the Q4 Operating Profit was positive – small, but still positive!  

Concierge Cleaners – Year 1 

 

 

Most importantly, Concierge Cleaners had a loyal group of clients and customer retention and satisfaction 
ratings well above the industry average. The company was delivering on the original goal of offering 5-star 
service for which customers would happily pay a premium price. Combining this with their new and effective 
marketing tactics gave the sisters confidence they could substantially grow their business in Year 2. In fact, 
Victoria had begun turning away new clients because they did not have the time, staff, or equipment to take on 
additional business while maintaining a high level of service. If Concierge were going to be more than just a 
“lifestyle” venture, the sisters needed a plan to take it to the next level. 

Victoria and Anita agreed that at a minimum, the “next level” meant Victoria quitting her job and becoming 
Concierge Cleaners’ full-time CEO. They also agreed that they could no longer run the business out of their 
homes – proper commercial/office space was a must. Finally, they would need additional staff, vehicles, and 
equipment in order to expand capacity. All of this was exciting, but also scary as the sisters looked uneasily at 
their latest bank statement showing just $753 in the Concierge Cleaners account.  

Over the last 12 months, Victoria had worked hard to improve her credit score, which currently stood just below 
600. This would help, but both sisters knew they had a lot of work to do before they would be an attractive 
investment for a new funder. They also had to make sure they stayed current on their micro-loan payments. 

                                                           
4 Micro-loans help individuals start and grow their businesses. Dollar amounts typically range from $100 to $50,000 and numerous 
organizations offer micro-loans (e.g., Accion, Grameen America, The Business Center for New Americans, KIVA, and the SBA). Each 
organization has its own application process and criteria, but most emphasize Character (of the 5 Cs) and will work with applicants to find 
innovative ways to meet funding needs. 

Forecast

Q1 Q2 Q3 Q4 Year 1 Year 1

Revenue $900 $2,400 $16,142 $22,581 $42,023 $39,400

Wages ($7,268) ($9,745) ($17,013) ($14,500)

Operating Expenses ($1,600) ($2,475) ($9,658) ($12,574) ($26,307) ($24,425)

Operating Profit ($700) ($75) ($784) $262 ($1,297) $475

Start-up investment ($4,950) ($9,000) ($13,950) ($13,950)

Cash Flow ($5,650) ($75) ($9,784) $262 ($15,247) ($13,475)

Funding $7,000 $9,000 $16,000 $16,000

Cash Balance $1,350 $1,275 $491 $753 $753 $2,525

Actual
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With all of this in mind, Victoria and Anita developed the following assumptions for their second year of 

operations: 

• Victoria would become full-time, cleaning for approximately 20 hours per week and working as 
Concierge’s CEO the rest of the time. She estimated her personal expenses, including health 
insurance, and came up with a $55,000 annual cost for salary and benefits. This was not a market 
wage and was less than her current salary, but it would support her family and provide a little peace 
of mind. 

• Anita would continue to work 16-20 hours per week as her job and personal commitments had not 
changed. Instead of salary, she would track her hours and they would be converted to “sweat 
equity.”5 

• Concierge’s existing part-time employee would move to full-time and the company would hire two 
more full-time workers immediately and purchase a new vehicle and equipment for them. With 
Victoria’s new role and Anita’s available hours, this would give Concierge the equivalent of two full-
time cleaning crews to start Year 2. If revenues grew as expected, another crew (two people, vehicle 
and equipment) would be brought on at the beginning of Q3. 

• The company would rent 800 square feet of commercial/office space in Ridgewood, Queens. The 
location was convenient to the sisters’ homes in Jackson Heights, close to the M line subway, and 
bordered Brooklyn where most of Concierge Cleaners’ clients were located. It would provide parking 
for the vehicles, storage for equipment and supplies, and an office Victoria and Anita could share. 

Based on this plan, Victoria and Anita created the following Year 2 financial forecast: 

  

                                                           
5 Sweat equity is a term to signify working without pay to build value in a company. In this case, Anita’s contribution would 
be reflected in her ownership stake in Concierge Cleaners. 

Actual

Year 1 Q1 Q2 Q3 Q4 Year 2

Revenue $42,023 $36,225 $53,550 $67,725 $81,900 $239,400

Direct wages ($17,013) ($15,577) ($21,956) ($29,122) ($33,579) ($100,233)

Gross profit $25,010 $20,648 $31,595 $38,603 $48,321 $139,167

Operating Expenses:

Salary/benefits (Victoria) ($13,750) ($13,750) ($13,750) ($13,750) ($55,000)

Vehicle ($2,250) ($3,000) ($5,800) ($5,800) ($16,850)

Occupancy ($6,000) ($6,000) ($6,000) ($6,000) ($24,000)

Selling & marketing ($3,000) ($4,000) ($5,000) ($6,000) ($18,000)

Other ($3,000) ($3,500) ($4,000) ($4,500) ($15,000)

Total Operating Expenses ($26,307) ($28,000) ($30,250) ($34,550) ($36,050) ($128,850)

Operating Profit ($1,297) ($7,352) $1,345 $4,053 $12,271 $10,317

Capital Investment ($13,950) ($12,000) $0 ($12,000) $0 ($24,000)

Funding $16,000 $32,000 $0 $0 $0 $32,000

Debt repayment ($2,447) ($2,447) ($2,447) ($2,447) ($9,786)

Cash Balance $753 $10,955 $9,853 ($541) $9,284 $9,284

Forecast Year 2
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 2: Teaching Note 
Overview  

The Concierge Cleaners vignettes follow the progress of a new venture from idea to growth. Each vignette 
highlights the funding need at a specific stage of the business and asks the reader to assess the following: 

• The decisions and actions taken by Victoria and Anita, specifically the ones creating the need for 
funding 

• Where Victoria and Concierge Cleaners would rank on the 5 Cs of Lending and why 

• The most likely source(s) for their funding need 

• What a pitch to a funder should include 

Vignette 2 finds the sisters celebrating their first year in business and planning for even bigger things in Year 2. 
Concierge Cleaners had over $40,000 of Revenue, a positive Operating Profit, and ended Year 1 with cash in the 
bank. Most importantly, Victoria and Anita were turning away customers, which was testimony to a successful 
business model and their strong execution. Their plan for Year 2 is to add significant capacity by adding vehicles, 
equipment and staff, and to move Concierge Cleaners into rented commercial space. While confident in their 
strategy, the sisters also knew that to achieve their goals, they would need significant additional funding. 

At various places in the discussion below, the instructor may choose – depending on time constraints and on the 
comfort of the participants with the material – to go into more detail on certain topics. These places are 
highlighted with text boxes. 

Reflection Questions  

Participants are asked to discuss and answer the following questions: 

1) How would you rate Victoria and Concierge Cleaners on the 5 Cs? 

2) Based on your answer to #3, what is the most likely Year 2 funding option for Victoria and Anita as they 
work to take Concierge Cleaners to the next level? 

3) What are the three most important components of a funding pitch to likely funders? 

Additional 

1) Assess the Year 1 financial performance of Concierge Cleaners. What metrics do you think Victoria and 
Anita should be using to evaluate their business? 

2) What do you think of the sisters’ plan for Year 2? What would you do differently?  
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Timing and Teaching Plan 

Timing 

• Read case ( 5 minutes) 

• Questions 1 (10 minutes) 

• Question 2 (10 minutes) 

• Question 3 & Wrap-Up (5 minutes) 

Teaching Plan 

Distribute Vignette 3 and give the participants five minutes to read it.6 Project the first two Reflection Questions 
on the screen and ask for thoughts from the participants.  

Question 1: How would you rate Victoria and Concierge Cleaners on the 5 Cs at the end of Year 1? 

Character 

The sisters have a loyal and growing customer base and a one-year track record of starting and growing their 
business. They have paid their bills on time, are current with their micro-loan, and Victoria’s credit score has 
improved significantly. They have forecasts for Year 2 and are clearly thoughtful about their growth plans and 
how they have run their business to date. 

Capital 

Starting with $7,000 of their savings and family funds, followed by the $9,000 micro-loan, Victoria and Anita 
have clearly shown they are committed to Concierge Cleaners. Their Year 1 financial results show that they have 
invested their capital wisely, effectively creating and growing a profitable business. Finally, Victoria’s decision to 
convert her part-time role to being the full-time CEO is further evidence of her “skin in the game”. 

Capacity 

Concierge Cleaners is profitable by the end of Year 1, and the Year 2 forecast shows significant growth in 
Revenue and Operating Profit along with sufficient Cash Flow to repay both their existing micro-loan and the 
new funder. It also projects the business will have almost $10,000 in cash at the end of Year 2 – almost enough 
to cover a full year of debt payments.  

Collateral 

With several new vehicles and additional equipment, Victoria will have assets to pledge as collateral for any new 
funding. In addition, the commercial lease may have value as collateral.  

Conditions 

A full year of operations and Revenue that exceeded forecast seem to indicate that Victoria understands the 
market and her customer segment. The fact that she is turning customers away would clearly indicate that there 
is additional demand in the market which bodes well for their expansion plans. Furthermore, NYC continues to 
be an economic viable region with real estate in demand and likely cleaning services industry continuing to do 
well. 

 

 

                                                           
6 Depending on the education level and primary language of the group, more time can be allotted. 
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Question 2: Based on your answer to #3, what is the most likely Year 2 funding option for Victoria and Anita as 
they work to take Concierge Cleaners to the next level? 

Significant improvement in all of the 5 Cs and the rapid growth of Concierge Cleaners will make the business of 
interest to a wider range of possible funders. The longer track record and Victoria’s improved credit score allow 
the sisters to approach more traditional lenders. This would include organizations like ACCION, or the Women’s 
Venture Fund, and possibly even a CDFI. However, with the combination of Victoria’s credit score (around 600) 
and the other 5 Cs ratings, Victoria may not be able to obtain the entire $32,000 from one source. She may want 
to purchase the vehicle with a loan from the dealer, the equipment with asset-based funding from a CDFI, and 
then seek the remaining capital from lending platforms like KIVA or city or state governmental programs. 

 

Question 3: What are the three most important components of a funding pitch to likely funders? 

• Management team and recent track record 

• Support for revenue forecasts and expense levels 

• Explanation of how much money is needed, how it will be used, and how it will be paid back 

 

Reflection time on Vignette 3 and the participants’ 5 Cs self-assessment. 

 

ADDITIONAL IF TIME PERMITS  

Assess the Year 1 financial performance of Concierge Cleaners. What metrics do you think Victoria and Anita 
should be using to evaluate their business? 

 

The following high-level points should be noted in the Year 2 forecast: 

• Revenue continues to grow rapidly, as do Direct Wages and Operating Expenses 

• Operating Profit turns positive in Q2 and continues to grow 

• Significant Capital Investment of $24,000 total which is offset by $32,000 of new funding 

Actual

Year 1 Q1 Q2 Q3 Q4 Year 2

Revenue $42,023 $36,225 $53,550 $67,725 $81,900 $239,400

Direct wages ($17,013) ($15,577) ($21,956) ($29,122) ($33,579) ($100,233)

Gross profit $25,010 $20,648 $31,595 $38,603 $48,321 $139,167

Operating Expenses:

Salary/benefits (Victoria) ($13,750) ($13,750) ($13,750) ($13,750) ($55,000)

Vehicle ($2,250) ($3,000) ($5,800) ($5,800) ($16,850)

Occupancy ($6,000) ($6,000) ($6,000) ($6,000) ($24,000)

Selling & marketing ($3,000) ($4,000) ($5,000) ($6,000) ($18,000)

Other ($3,000) ($3,500) ($4,000) ($4,500) ($15,000)

Total Operating Expenses ($26,307) ($28,000) ($30,250) ($34,550) ($36,050) ($128,850)

Operating Profit ($1,297) ($7,352) $1,345 $4,053 $12,271 $10,317

Capital Investment ($13,950) ($12,000) $0 ($12,000) $0 ($24,000)

Funding $16,000 $32,000 $0 $0 $0 $32,000

Debt repayment ($2,447) ($2,447) ($2,447) ($2,447) ($9,786)

Cash Balance $753 $10,955 $9,853 ($541) $9,284 $9,284

Forecast Year 2
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• Debt Repayment for both the micro-loan and new funding

The sisters exceeded their Revenue forecast, but were unprofitable for the year, which was unexpected. This was 
due to higher than expected Wages and Operating Expenses. However, they had a small Operating Profit in 
Quarter 4 and ended the year with a little cash in the bank. 

Victoria should focus on her expenses and profit margins since her Year 1 Operating Profit was below the 
forecast. She has clearly been good at generating Revenue, now she needs to focus on making the business more 
profitable.  

A more detailed discussion of the financial forecast might include the following: 

• The steps required to achieve the projected Revenue growth

• Victoria’s full-time salary and benefits (especially relevant for start-ups)

• Estimating and calculating Direct Wages and their link to Revenue

• Occupancy expenses reflect the cost of renting commercial space for Concierge Cleaners

• Operating Expenses growing slower than Revenue means improvements in Operating Margin

• Negative Cash Balance in Q3: What does it mean and how should it be addressed?

What do you think of the sisters’ plan for Year 2? What would you do differently? 

The Year 2 plan shows significant growth for Concierge Cleaners, as Revenue in Quarter 1 is almost equal to the 
full Year 1 Revenue. However, expenses have also increased significantly, primarily due to the decision to move 
the business to a rented commercial space. By Quarter 2, with continued Revenue growth, Concierge becomes 
profitable and their Operating Profit continues to grow for the rest of the year. 

Their $32,000 funding need is significantly larger than prior loans and is used mainly to cover the purchase of 
new vehicles and equipment needed to expand capacity. As long as Victoria is turning customers away, this 
investment should be an easy decision to make.  

One thing Victoria and Anita might have done differently is waiting longer to move the business out of their 
homes. It would be an inconvenience, but Year 2 Occupancy Expense is $24,000 or $2,000 per month. Not 
committing to that fixed expense would give them a bigger cushion in case their forecast was off. At the same 
time, the move to commercial space is an important step in moving Concierge Cleaners to the next level. 
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Pre Work - The 5 Cs of Credit 
By Richard T. Bliss and Michael L. Fetters, Babson College  

Introduction 

Whether you seek funding from a bank, a local economic development corporation7 or even a relative, the 
prospective lender’s main question will be: Will I get a return on my investment? For a loan, this means the 
repayment of principal and interest. If funders provide equity, they will own a piece of your business and profit 
if the value of the company increases. The ability of you and your company to provide a fair return to funders is 
called your creditworthiness. 

One widely used framework for assessing creditworthiness is based on the following “5 Cs”: 

1. Character 

→ Credit Score 
2. Capital 
3. Capacity 
4. Collateral  
5. Conditions 

We discuss the Cs individually in more detail below. Each C tells your potential funder something different about 
the creditworthiness of you and your company. For a small business owner, your personal and business 
creditworthiness are essentially the same. For one funder, some of the Cs may be less applicable or even 
irrelevant, while another will have strict guidelines. For example, a loan from a family member is typically based 
more on a personal relationship than your credit score. On the other hand, an asset-based lender will put 
significant weight on the value of assets pledged to secure a loan (Collateral). Many funders have strict cutoffs 
on an applicant’s FICO score. Almost all funders use some version of the 5 Cs, so it is important for any 
entrepreneur or small business owner to be familiar with the framework. 

In summary, to successfully obtain funding for your businesses, it is important you know the 5 Cs, how each is 
assessed, where you rank on each C, and given your rankings, which types of organizations are most likely 
funders of your business.  

The Cs 

1. Character 

Not all of the Cs can be evaluated by looking at financial statements. Character describes the personal qualities 
and trustworthiness of an applicant to meet obligations such as the repayment of loans. Character is often 
assessed based on the following: 

• Employment history 

• Management abilities 

• Working relationships with others 

• Personal and credit references 

• Applicant’s reputation 

• Level of education 

• Credit score 

                                                           
7 Terms in bold can be found in the Glossary. 
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Many of these are “soft” criteria and involve judgment on the part of the funders. They will call personal 
references, business partners and may even interview customers and/or employees as part of evaluating 
Character. One of the main quantitative metrics used to assess character is your credit score, most likely your 
FICO score.  

Your FICO score is determined by your history of paying bills, establishing credit, and making timely payments. 
Some lenders have hard cutoffs for making loans, and most traditional lenders want to see a FICO score of 650 
or higher. However, a low credit score does not mean you cannot get funding. There are numerous funders who 
are willing to work with applicants that have low FICO scores and also many resources available to help you 
improve your score. 

In the end funders want to have comfort that your personal qualities and history, i.e. your Character, make it 
likely that you will work hard to repay their investment in you and your company.  

2. Capital 

Capital is based on the amount of cash and other assets you have invested in your business and on your ability 
to invest more in the business if needed. Funders also use Capital to assess your willingness to take risk and to 
put “skin in the game.”  

An applicant with more Capital is good for the funder in two ways: It can reduce the amount of your funding 
request and therefore their risk. Even if an applicant has invested personal assets in the business, most funders 
will ask for a personal guarantee, which gives them access to those assets in the event of default.  

It is important to understand that Capital is relative. Entrepreneurs with little personal wealth can still rate 
highly on Capital if they invest some funds – no matter how small – into the venture and can convince the 
funder they are 100% committed to its success. 

3. Capacity 

Capacity assesses the applicant’s ability to generate cash flow that can be used to service the interest and 
principal on a loan. Ideally, this cash flow is generated from the operations of the business, but funders may also 
look at the applicants other income in assessing Capacity. This is one reason entrepreneurs often keep a full-
time or part-time job when launching their venture. 

Funders will assess your business operations, both current and forecasted, as well as your current debt levels in 
assessing your ability to repay the loan. This is why it is important to have clean financial statements and a solid 
business plan for potential funders. Lenders will also want to know exactly how their funds will be used to 
generate cash flow. 

4. Collateral 

Collateral is assets pledged to the lender as security for a loan. If a borrower defaults, the lender can take the 
collateral as partial payment. Personal collateral can include real estate, vehicles, boats, etc. For a business 
collateral may be a building, equipment, vehicles or current assets like accounts receivable and inventory. 
Collateral is closely linked to Capacity. 

The funder’s claim on collateral can be formal or informal. Examples of formal claims are a mortgage on a 
building or UCC filing tied to a specific piece of equipment. Informal collateral claims come in the form of a 
personal guarantee or a general guarantee by the business. 

Finally, some funders may require a third party guarantee or co-signor as an additional form of collateral. This 
guarantee means that another person promises to repay the loan if you can’t and is a serious commitment.  

5. Conditions 
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Conditions has two dimensions. The first is how the money will be used as this has a direct impact on the 
likelihood of timely repayment. A loan to develop a new, but untested product would be viewed differently than 
funds requested to finance inventory for an existing purchase order. Funders want to see a quick and direct link 
between the use of the funds and the cash flows needed to repay their investment. 

The second aspect of Conditions are the current economic and business environment facing your company. Your 
industry knowledge and understanding of the local economy and your competitors are all important factors in 
the timely repayment of the loan.  

Summary 

The 5 Cs of Credit is a common framework used in most funding decisions. The Cs are used differently by 
different types of funders. Typically, all are used in some combination to develop a holistic view of you, your 
business, and the likelihood that you will repay a loan in a timely manner.  

By understanding the Cs and where you rank on each, you can best target the most likely funders for your needs 
and current situation. This knowledge will also help you identify potential future funders and be well positioned 
as your business grows and requires larger amounts of capital.  

The C What it Measures How Assessed 

Character 
- Credit Score 

• Personal qualities 

• Credit trustworthiness 

• Probability of meeting obligations 

• Work history and business/personal references 

• FICO credit score 

Capital 

• Existing investment in business 

• Potential to invest more 

• The “skin” ($) you have put into your business 

• Ability and willingness to invest further 

Capacity 

• Cash flow available to service debt 

• Funder’s margin of safety 

• Profitability of the business/ability to generate cash 
flow 

• Other sources of cash flow, e.g., salary from a job 

• Forecasted data showing ability to service debt 

Collateral 

• Assets available as security for a 
loan 

• Funder’s margin of safety 
• Value and liquidity of assets owned by the business 
• Value and liquidity of owner’s personal assets  

Conditions 

• The current operating environment 

• Competitive landscape 

• Risk of the investment 

 

• Specific use of the funds; likelihood of success 
• Industry/economic data 

References 

Investopedia.com 
http://www.investopedia.com/ask/answers/041715/why-do-banks-used-five-cs-credit.asp 
MBDA.gov 
http://www.mbda.gov/print/blogger/financial-education/5-c-s-credit-analysis  
Well Fargo 
https://www.wellsfargo.com/financial-education/credit-management/five-c/ 
Hands on Banking 
http://www.handsonbanking.org/financial-education/adults/the-five-cs-of-credit/  

http://www.investopedia.com/ask/answers/041715/why-do-banks-used-five-cs-credit.asp
http://www.mbda.gov/print/blogger/financial-education/5-c-s-credit-analysis
https://www.wellsfargo.com/financial-education/credit-management/five-c/
http://www.handsonbanking.org/financial-education/adults/the-five-cs-of-credit/
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Capital Planning Workshop 

Glossary 

Assets Something owned, has future benefits to the company or individual. Examples include a 

computer, business license, office equipment, automobile, etc. 

Accounts Receivable Money owed from a customer for a product or service already delivered 

Asset-based Lender Financial institution that lends money based on the value of specific assets owned by or 

to be purchased by the borrower. They claim the assets as collateral for the loan. 

Business Model The strategy executed by a business to generate revenue and make a profit 

Capital Investment Money invested to launch or grow a business; often for the purchase of assets  

Co-signor An individual or organization that agrees to be responsible to pay the debt if the 

borrower cannot pay. In other words, the co-signor guarantees the debt repayment. 

Credit Score A number assigned to a person indicating creditworthiness based on his/her history of 

credit acquisition and repayment. Scores range from 300-800. The most widely used 

credit score is published by FICO (Fair Isaac Corporation).  

Creditworthiness The assessment by a lender of an applicant’s likelihood of repaying a loan. This is also 

phrased as the probability of default on a loan. 

Current Assets Assets that will be turned into cash or used within twelve months. Examples are cash, 

accounts receivable and inventory. 

Default Failure by a borrower to promptly pay interest or principal when due. Upon default, the 

lender can seize any collateral securing the loan and sue for any unpaid interest and 

principal. 

Debt Funds loaned to the company with a promise of future repayment. Bank loans and 

credit cards are examples of debt.  

Demographics Identifying characteristics of potential customers, e.g., age, income, education, race, 

sex, etc. Demographics are used to identify likely customers for a product and their 

geographic location. 

Direct Wages Salaries/wages paid to those employees (including owner) directly giving service to 

customer or making product to sell to customer. A form of expense (see below for 

expense definition). 

Economic Development 

Corporation A non-profit corporation whose mission is to foster economic development within a 
specific geographical area 

Equity Investment that represents ownership in a company. Can be made by founders as well 

as other investors. Equity returns may come in the form of dividends or an increase in 

the value of the company.  
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Expenses Money promised or spent to generate revenue and operate a business. Examples 

include rent, insurance, wages, etc. 

Income Revenue minus Expenses during a specified period of time. Also called “Profit” 

Interest The charge lenders require for the use of their money. Interest payments do not reduce 

the loan principal (see below), but only represent “rent” for the funds provided. Some 

loans have reduced or no interest. 

Inventory Products held by a company for sale to its customers 

KIVA A not-for-profit global organization which provides a platform for entrepreneurs to seek 

interest-free loans from individuals willing to loan money to entrepreneurs. Loan 

repayment terms are set at the time of the loan. 

Liability An obligation to pay cash or provide a service sometime in the future. Bank loans, credit 

card debt and wages payable are all examples of liabilities. Also called “Debt”  

Market Research The collection and analysis of information about a market, potential customers, 

competitors and products 

Marketing Strategy The process of identifying a target customer and developing tactics to reach that 

customer and make a sale. Typically combines market research, social media, print 

advertising, website design and possibly radio/TV ads. 

Micro-loan A small, relatively short-term loan with a low interest rate, usually extended to a start-

up company or self-employed person. Loans typically range from $100 to $10,000.  

Mortgage A long-term loan usually used to purchase real estate and secured by the property. 

Mortgages are typically repaid with monthly payments which include interest and 

principal. 

Operating Expense Day-to-day expenses incurred in the normal operations of a business such as rent, 

insurance, utilities, etc. These types of expenses are often fixed expenses as they do not 

vary with sales and have to be paid whether or not a company has customers. 

Operating Profit Revenue minus operating expenses; the profit resultant from the normal, day-to-day 

business operations 

Principal The amount of money loaned on which interest is paid 

Profit Revenue minus Expenses during a specified period of time. Also called “Income”  

Purchase Order A firm commitment to buy, specifying quantity, price and terms of delivery. Purchase 

Orders can be used to obtain loans that fund the production or purchase of the product 

being sold. 

Quarter A three-month period frequently used as a forecast period for businesses. There are 

four quarters in a year.  

Return on Investment 
(ROI) ROI measures the return on an investment relative to the investment’s cost. It is 

calculated by dividing the benefit (return) on the investment by the cost. The result is 
usually expressed as a percentage. 

http://www.investopedia.com/terms/r/return.asp
http://www.investopedia.com/terms/o/opportunitycost.asp
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Revenues Money a company is promised or receives from customers for delivering a product or 

service. Also called “Sales” 

Search Engine 

Optimization (SEO) The process of improving the visibility of and maximizing traffic to a website 

Small Business Development 
Center (SBDC) SBDCs are a partnership between the U.S. Small Business Administration (SBA) and 

typically a local college or university designed to help foster small businesses. SBDCs 

provide free marketing, financing and business-related activities to local entrepreneurs. 

Target Customer Demographic description of a company’s ideal customer 

Target Market A group of Target Customers that will be the focus of a company’s marketing strategy 

UCC Filing A UCC (Uniform Commercial Code) filing is a legal form publicly filed by a lender to give 

notice of a claim on specified asset(s) of the borrower as collateral. 

 

Babson 5 Cs of Credit  

Please answer the following questions related to your 5 Cs 
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Sample Funding Pitch  
 

My name is Gina Stavio and I am the co-owner and CEO of HQ Seafood HQ is a wholesaler of the freshest 
seafood in the New York City market. We are seeking $50,000 of funding in the form of a line of credit or 
working capital loan to pursue an exciting new growth opportunity. 

HQ supplies over 750 customers including fish markets, grocery stores, and restaurants. Our revenue last year 
was almost $1 million. My father and mother started the business 20 years ago and we still operate out of our 
original northern New Jersey location. HQ sells to the entire tri-state region and we ship to several customers 
nationally.  

Our customers need the freshest seafood delivered on time and at a fair market price. With our emphasis on 
customer service, our relationships with fishermen, and an efficient delivery infrastructure, we meet this need in 
a way our competitors cannot.  

The opportunity we are seeking funding for is that a major competitor who is going out of business. This 
competitor is about half our size and supplies up-scale restaurants, hotels, and country clubs. We have a long 
and friendly relationship with the owner and he’s expressed a willingness to recommend HQ Seafood to his 
customers. Given our track record, we are confident we can secure at least 50% of their client base, increasing 
HQ’s revenue about 25% over the next twelve months.  

This opportunity will improve our profitability in two ways. First, purchasing seafood in larger quantities will 
mean bigger discounts from suppliers. Second, we will spread our fixed-costs over a larger revenue base, 
improving operating margins. 

The $50,000 requested will go mainly to support working capital increases, i.e. increases in accounts receivable, 
inventory, and the cash needed to meet a slightly larger payroll. The new business will be profitable immediately 
and our forecasts show sufficient incremental cash flow to service either a 5-year term loan or a line of credit 
secured by the incremental working capital  

HQ Seafood is known for reliably delivering the freshest seafood at competitive prices. We have a stable base of 

loyal customers and the competitive advantages to keep them. This opportunity will significantly grow our 

business with relatively low risk, but we need to act quickly. We welcome your questions and look forward to 

working with you to secure the $50,000 needed to move HQ to the next level. Thank you. 
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Funding Pitch Template 
Describe the scenario. If you are pitching in the future, i.e., based on where you expect your business will be, 
explain when it is and what stage your company is at. 
_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

What type of funder are you targeting and how much are you seeking? (10 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Introduce yourself and your business. Provide a brief history. (20 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Briefly explain your business. Focus on what pain/problem it solves for your customer and makes your product 
unique (i.e. your competitive advantage). (30 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Describe how much funding you need and how it will be spent. (25 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

How will the money generate the cash flow to repay the funder? (20 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Wrap-up (10 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________  
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Pitch Feedback Form 
 
 
Name of Business Owner/Business: ____________________________________ 
 
                                                                                                         
Content and Pitch Effectiveness Included?   Additional comments    
 

Description of targeted funder/amount needed  _________________________________________ 

Introduction/description/history of the business  _________________________________________ 

Clear statement of product/service and target customer   _________________________________________ 

Identification of competitive advantage  _________________________________________ 

Explanation of financing need  _________________________________________ 

Source of profit/cash flow to repay funder  _________________________________________ 

 
 
                                                                                                          
Overall Structure of Presentation (easy to follow and well-organized information) 
 
 
 
Time Management     
 
 
                                                                                                        
Presentation/Communication Skills (appropriate energy level and positive tone, clear and well-paced delivery, well 
practiced/strong delivery, engaged eye contact/connection to audience, confident) 
 

 

Additional comments: 
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5 C’s Matching Game 
Choose a ‘C’ for each image (or set of images) and explain your choice: 

Capital: “Skin in the Game” 

• (1) What is invested in already

• (1) Ability to invest more

• (2) Sweat Equity – non-monetary
investment

Alt: Capacity: 

• Cashflow from the Business

• Second job

Character: 

• (1) Credit Score

• (2) Personal Qualities: Employment history,
Reputation, Management abilities, Etc.

Collateral: 

• Assets available as security for a loan

• Funder’s margin of safety

Conditions: 

• (2) The current operating environment

• (2) Competitive landscape

• (2) Risk of the investment

• (½)Industry/ economic data

• (1) Customer demand.

• (1) Specific use of Funds, likelihood of
success

Capacity: 

• Funders Margin of Safety (if the boy is too
short to ride, it would be dangerous to let
him participate)

• Cash flow available to service a debt (height
required to get on the ride)



ATTACHMENT C 

ACKNOWLEDGEMENT OF ADDENDA 

Women Entrepreneurs NYC (WE NYC) 
PIN: 80118P0003 

Directions:  Complete Part I or Part II, whichever is applicable, and sign your name in Part III. 

Part I Questions and Answers 

Listed below are the dates of issue for each Addendum received in connection with this RFP: 

Addendum # 1, Dated _________October 2, 2018_________________, 2018              

Addendum # 2, Dated________________________________________, 2018     

Addendum # 3, Dated________________________________________, 2018      

Part II  Acknowledgement of No Receipt 

__________ No Addendum was received in connection with this RFP 

Part III 

Proposer's Name:   __________________________________________________________        

Proposer’s Authorized Representative: 

Name:  _______________________________________________ 

Title: _______________________________________________

Signature:   ____________________________________________  

Date:   ___________________ 



WE MASTER LEADERSHIP
SESSION ONE

Facilitator Instructions:
• As participants are walking in the door, hand out the WE NYC Intake Form and ask them

to complete them; make sure to collect this form from participants before they leave
the session.

• When handing the intake Form to participants, let them know that it is important for
them to complete the form for two reasons: (1) so that WE NYC can stay in touch with
them following the session and make them aware of additional offerings, and (2) so WE
NYC can track participant progress following the session – have they started their
businesses, sustained their businesses, or grown their businesses? Have they been able
to implement knowledge and skills gained in the session? WE NYC wants to understand
this information in order to understand the impact they are having on women‐owned
businesses in New York City.
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Facilitator Instructions: 
• Expected duration: 2 minutes.
• Review the portfolio of WE NYC offerings for participants.
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Welcome
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WE Master Leadership Overview

Source: ”Unlocking the Power of Women Entrepreneurs in New York City,” Citi Community Development and WE NYC teams, published November 2015.

$3 trillion
Women owned business have 

contributed

to the US economy

2x faster than other 
businesses

the # of women 
owned business has 

grown 

And yet, compared to women, men in NYC…

own1.5X
more businesses 

employ 3.5x
more people

generate 4.5x
more revenue

75% of women interviewed state struggling with a lack of confidence

And women still struggle with confidence

Facilitator Speaking Notes:
• Expected duration: 2 minutes.
• WE NYC connected with over 1,500 women entrepreneurs and surveyed hundreds of 

organizations throughout NYC during our research period.
• Results showed that women‐owned businesses are key contributors to the US economy, 

and are launching new businesses at a much faster rate than men.
• Unfortunately, however, they also found despite the growing number of women‐owned 

businesses in New York City, there remains a significant gender gap; comparatively, men 
still operate more businesses, employ more people, and generate more revenue.

• When asked about their biggest challenges, nearly 75% of the women interviewed 
stated struggling with a lack of confidence.

• Confidence is important because it drives business success just as much as competence.
• Acting with confidence can produce significantly different outcomes for us all.
• Confidence can both make us feel better and more assertive about the actions we take.
• Confidence is correlated with risk taking which also influences things like finding access 

to new sources of capital.
• This workshop series was therefore created in order to help build confidence and 

improve outcomes for women business owners in New York City by providing them with 
the leadership skills needed to start, grow, and sustain their businesses. 
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WE Master Leadership Objectives

1. Obtain critical leadership skills, including how to align your business 
with your values and strengths, develop pitch presentations, negotiate 
effectively, work well with others, and navigate common business 
challenges

2. Build lasting connections with other women business owners and grow 
your network

Key Workshop Objectives

Facilitator Speaking Notes:
• Expected duration: < 1 minute.
• WE Master Leadership is a first‐of‐its‐kind program (Next Street and WE NYC reviewed 

over 300 programs and found nothing like this!).
• This workshop series includes three, four hour interactive sessions designed to equip 

you with a core set of knowledge and skills that will help build your confidence and help 
you lead your businesses successfully.
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Workshop Overview

This workshop series includes three, four hour interactive sessions designed to equip you with 
the knowledge and skills needed to help you lead your businesses successfully.

Session Topics Areas Covered

1

It Starts with You

Communicating with 
Clarity

» Creating alignment between the business and individual 
values and strengths

» Developing a formal business pitch

» Understanding and gaining practice in how to influence 
others without authority in everyday negotiations

2

Leading the Business 
Together

Staying on Track

» Practicing collaborative leadership skills within the context 
of relevant business scenarios

» Understanding common challenges associated with owning 
a business, and developing strategies to overcome them

To
d
ay

Facilitators Instructions:
• Expected duration: 2 minutes.
• Use this slide to provide an overview of the WE NYC workshop. 

Facilitator Speaking Notes:
• As I mentioned, this workshop series includes three, four hour interactive sessions 

designed to equip you with the knowledge and skills needed to help you lead your 
businesses successfully.

• In today’s session, we will talk about how to create alignment between your business 
and your individual values and strengths, helping you gain the confidence to make 
decisions that are right for you and your business.

• Specifically, we will start by clarifying what is most important to you 
professionally, and identifying where there are areas of misalignment between 
your values and your business operations.

• Then we will help you identifying specific leadership and functional strengths, 
again identifying where there are areas of misalignment between your 
strengths and the needs of your business.

• At the end of the session, we will ask you to make 3 commitments to yourself 
based on the areas of misalignment you have identified between you and your 
business.

• In our next session, Communicating with Clarity, we will discuss best practices for 
formal business pitches and negotiations.  After the second session, it is our hope that 
you feel more confident in your communication skills, and ready to utilize those 
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communication skills to get what you need for your businesses (funding, better rates 
from your suppliers, new employees, etc.).

• Finally, in our  third and final session, we will discuss the importance of collaborative 
leadership and understanding common business challenges and strategies to overcome 
them.

• [If the WE Connect Mentor panel will be in‐person:] As part of the discussion on 
common business challenges, we will have a panel of WE Connect Mentors share 
some of the challenges they have faced and the ways in which they have 
overcome these challenges. 

• These sessions will help you build confidence in two additional ways: (1) giving you the 
confidence to manage ‘predictable surprises’ in your businesses, and (2) building your 
confidence as a leader, helping you to work effectively with others in a variety of 
situations.
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Workshop Structure

Based on feedback from our focus group participants, as well as our understanding of best 
practice methodologies, this workshop series will include the following design elements:

» Throughout the workshop, you 
will participate in several small 
groups ( either in pairs or in 
groups of 4 ‐ 5 people)

» In your learning groups, you 
will experience the curriculum 
together, participating together 
in activities and providing one 
another with feedback

Peer Learning Groups

» Throughout the workshop, 
you will have the 
opportunity to practice 
module concepts in your 
learning groups (e.g. 
practicing your pitch, 
practicing a difficult 
conversation, etc.)

» This will be an opportunity 
to prepare for real‐world 
situations in a safe 
environment

Experiential Activities

» You will receive a workbook to 
use throughout each 
workshop and take home with 
you, containing the following 
components:

• Highlights of workshop 
content

• Best practice checklists and 
reminders

• Discussion questions

• Space for notes and 
reflection

Workbook

1 2 3

Facilitator Instructions:
• Expected duration: 1 minute.
• Hand out the workbook to participants. 
• Explain to participants that the workbook you are handing out does not contain all of 

the slides they will see on the screen. The workbook only includes key takeaway slides 
for their reference as they complete workbook reflections or revisit material following 
the session. 

• Explain to participants that, as you reach activities throughout today’s session, you will 
call out the workbook page numbers.

Facilitator Speaking Notes:
• Based on input from the participants in our focus groups, and our experience with past 

programs, we have implemented three core components to this workshop.
• This is our second pilot workshop.
• While we hope these components help to provide you with a great learning experience, 

we very much hope to hear your feedback throughout all three sessions. 
• We will provide you with a very short survey at the end of each session; if you can, take 

a minute or two and please share your feedback with us so that we can continually 
make adjustments throughout the course of the three sessions, and for future sessions.
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Guiding Principles For The Workshop

» Participate fully to add collective value to the learning environment

» Create a safe, respectful environment for others to contribute openly, 
providing constructive feedback when appropriate

» What is said here stays here, what is learned here leaves here

» Speak from your own experiences, using “I” statements rather than 
“they” statements

» Refrain from cell‐phone or sidebar conversations

Facilitator Speaking Notes:
• Expected duration: 2 minutes.
• In order to ensure this workshop series provides a supportive learning experience for 

everyone, we have created the following guiding principles.
• As we work together over the course of the day today, and during the remaining 

sessions, it will be important for all of us to stick to these guiding principles.
• Constructive criticism example: For example, instead of making statements like “It took 

too long for me to understand the point of your story,” consider providing feedback that 
will help the individual build upon their material: “As I was listening to your story, it took 
me a while to understand the key point. While it was really interesting to hear details on 
all of the different businesses you’ve tried in the past, I’d recommend you shorten that 
middle part by saying something like ‘I’ve started many businesses in the past, all of 
which I’d be happy to share with you sometime’ to make sure you can share about your 
current business sooner.” 

• Are there any additional guiding principles that anyone else would like to add?

8



Introductions

Please share: 

1. Your name

2. Your company’s name, a brief description of the product / 
service you provide, number of employees, and number of 
years in business

3. A fun fact about you or your business

Facilitator Instructions:
• Expected duration: 15 minutes.
• BREAK INTO SMALL GROUPS
• Start introductions (facilitator should introduce herself first), asking participants to 

introduce themselves, their businesses, and a fun fact about themselves or their 
business.
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Agenda For Today

30 minutes Welcome and Program Overview

1 hour “It Starts with You”

1 hour, 15 minutes
“Communicating with Clarity” –
Strengthen your business pitch

15 minutes BREAK

1 hour, 45 minutes
“Communicating with Clarity” –
Practice negotiating

15 minutes Close

Facilitators Instructions:
• Expected duration: <1 minute.
• Use this slide to preview timing of the current session.

Facilitator Speaking Notes:
• This is our agenda for today; as you can see we are already part way through the 

agenda.
• We will do our best to stick exactly to this timing, but we will adjust if we need to in 

order to give more time to a particular topic, to give an extra five minute break, etc.
• We have provided a fifteen minute break part‐way through this morning in order to give 

you time to check your email, make a phone call, use the rest room, etc. 
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You

Each of the following provide helpful opportunities for self‐reflection; viewed together, they 
provide a substantial window into who you are in relation to your business. 

Values
The things that are most 

important to you

Leadership 
Strengths 

Qualities you have that 
help you run your 

business

Values

The things that are most 
important to you

Functional 
Strengths

Knowledge and skills you 
have that help you run 

your business

YOU

Facilitator Speaking Notes:
• Expected duration: 2 minutes.
• Today, we are going to talk about your values, your leadership strengths, and your 

functional strengths.
• These are important building blocks of you as the leader of your business. 
• After we talk through each building block, we will ask you to self‐reflect, looking for 

areas where your strengths and values are well‐aligned and misaligned with your 
business, and considering strategies to reduce misalignment. 
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Large Group Discussion: Values

» How would you describe what it takes to lead your business in 
alignment with your values?

» How have you seen other leaders make decisions that either did, or did 
not, align with their values?  What was the outcome?

Facilitator Instructions: 
• Expected duration: 8 minutes.
• Ask participants to share an example of a scenario in which they or someone they know 

made a decision that either showed strong alignment with their values or misalignment 
with their values, and the outcome of that decision. 

• Facilitator can be prepared to share the following scenario: Alicia worked in the 
corporate world for ten years, sitting in front of a computer for 10 hours a day. She 
valued being rewarded with a high position at her company and was passionate about 
getting her work done. However, as she grew into higher positions, she found she was 
not feeling much happier and began to realize that she really didn’t enjoy the tasks 
much at all, but instead valued a different kind of work – something that is more 
creative and design oriented. After realizing this, she decided to leave her company and 
start her own business as an independent print designer.

• Ask participants to share out loud responses to the questions on the slide to in order to 
generate discussion on the importance of values and get an understanding of how much 
participants think about their values and act based on their values on a regular basis. 

• Participants do not need to respond to these questions exactly as written on the slide –
these are meant to be guiding questions for discussion.

Facilitator Speaking Notes:
• Values help you determine what’s important.
• They help ground the decisions you make, providing clarity in ambiguous situations.
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Activity: Values Card Sort

1. Organize values cards within the following categories: 
Always Value, Sometimes Value, and Never Value

2. Do not place more than five values within the Always 
Value and Never Value categories

3. Once you’ve selected values for the Always Value and 
Never Value categories, place the value you feel most 
strongly about at the top, and least strongly about at 
the bottom

4. Review your Always Value and Never Value columns in 
order to understand what is most and least important to 
you

Learning Objective: By the end of this exercise, you will be able to identify what is most important to you

Facilitator Instructions:
• Expected duration: 30 minutes (2 minute instruction, 10 minute sorting exercise, 5 

minute writing exercise, 13 minutes of group discussion).
• [English workshop:] Hand out value cards to participants.
• [Spanish workshop:] Hand out the list of values.
• Refer participants to pages 7 and 8 in their workbook.
• Please be aware of participants with literacy challenges who may need additional 

support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes:
• [English workshop:] As you sort your cards, you will probably want to lay them out on 

either the table or the floor. 
• The goal of this exercise is to be able to identify what is most important to you. As you 

sort your values, focus on identifying those that you Always  Value and Never Value. Do 
not worry about organizing all the values that fall in between in the Sometimes Value
columns.

• Remember to place no more than five values within each of the outer categories 
(Always Value and Never Value). After you have done this, prioritize the values in each 
of these columns in order of decreasing importance. This will help you make real 
choices about what you value the most and what you value the least.

• In your workbook, on pages 7 and 8, you will find a blank worksheet with columns that 
correspond to these categories. When you are done sorting your values, write down 
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how you prioritized them in the categories on the worksheet.
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Individual Reflection

» In what ways are the things you Always Value and Never Value aligned 
with your business?  In what ways are they not aligned?

» What is one thing you will do to create more alignment between your 
business and the things you Always Value ?

Facilitator Instructions:
• Expected duration: 5 minutes.
• Refer participants to page 9 in their workbooks. 
• Please be aware of participants with literacy challenges who may need additional 

support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes:
• In your workbook, on page 9, you will find space for you to write your answers.
• You do not necessarily need to write your answer down, but do think of at least one 

commitment you would like to make to yourself.
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Large Group Discussion: 
Leadership Strengths

» How would you describe what it takes to be the leader of a business?   

» What has helped you be successful thus far? 

» What have you seen other leaders do that makes them successful? 

Facilitator Instructions:
• Expected duration: 5 minutes.
• Ask participants to share out loud responses to the questions on the slide to in order to 

generate discussion on the importance of values and get an understanding of how much 
participants have thought about their strengths as a leader.

• Participants do not need to respond to these questions exactly as written on the slide –
these are meant to be guiding questions for discussion.
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Large Group Discussion:
Functional Strengths

» What do you need to know and know how to do in order to 
run your businesses? 

Facilitator Instructions:
• Expected duration: 2 minutes.
• Ask participants to share out loud responses to the questions on the slide in order to 

generate discussion on the importance of values and get an understanding of how much 
participants have thought about the different functions of running a business, and which 
ones they are particularly good at / not as good at. 

• Participants do not need to respond to these questions exactly as written on the slide –
these are meant to be guiding questions for discussion.
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Business Functions

Strategy Sales & Marketing Finance

Human Resources  Operations

Facilitator Instructions:
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• We have organized the things you need to know and know how to do into five major 

functions: strategy, sales & marketing, finance, human resources, and operations.
• In large organizations, as you probably know, these functions are actually separated into 

different business units and teams.
• In your business, on the other hand, you may have to do it all! You may be the Chief 

Marketing Officer, Chief Strategy Officer, Chief Finance Officer, etc. 
• While you may need to take on all of these functions, you probably aren’t equally as 

strong in all of them – no one is!
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Functional Assessment

In your learning groups, answer the following questions for your assigned 
function:

1. How would you define this function?

2. What are the components of this function?  In other words, what does 
it take to be effective in this function?

Learning Objective: By the end of this exercise, you will be able to identify the areas of business operations 
you may be strongest at and areas where you may want to enlist extra help

Facilitator Instructions:
• Expected duration: 20 minutes.
• Assign one functional area to each learning group table (if more than five tables exist, 

some functional areas can be assigned to more than one table).
• Assign one member of each learning group to serve as a moderator of discussion.  

Moderators will need to ensure the group answers both questions fully, and will write 
down answers for the group if needed so the group can report out at the end of their 
discussion.

• Ask the moderator to report out to the large group on their answers to these two 
questions.

• Record the group’s answers on flip chart paper so the entire room can see all responses.

Facilitator Speaking Notes:
• In your learning groups, we are going to ask you to talk about one of these functions ‐

defining the function, and describing the activities needed to successfully perform that 
function. 

• We will ask one member of each group to be a moderator of the discussion, record the 
group’s answers, and then report out on behalf of the group at the end of the 
discussion. After each group has reported out, we will have a full collective 
understanding of what it takes to successfully perform these business functions.

• At the end of this activity, we will ask you to individually assess yourselves against what 
it takes to successfully perform each of these functions.
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Individual Reflection

» Which of these business functions is your greatest strength?  Where do 
you have the most room for improvement?

» What is one function that you will either work on or find someone to 
support you with?

Facilitator Instructions:
• Expected duration: 5 minutes.
• Refer participants to page 13 in their workbooks. 
• Please be aware of participants with literacy challenges who may need additional 

support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes:
• In your workbook, on page 13, you will find space for you to write your answers.
• You do not necessarily need to write your answer down, but do think of at least one 

commitment you would like to make to yourself.
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“Communicating with Clarity” –
Strengthen your business pitch

20



Importance Of A Strong Pitch

Form New 
Relationships

Make Better 
Decisions

Build 
Confidence

With customers, business 
partners, and / or funders

Articulating what your 
business is, and is not

On your business, and 
your communication skills

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• Why do we talk about creating your pitch? 
• Creating and delivering a pitch is extremely important for a few reasons; first and 

foremost, it will help you form critical relationships with stakeholders that will help you 
launch and grow your business. But it will also increase your confidence and help you 
make better decisions about your business. 

• Each of these benefits are mutually reinforcing – As you form new relationships, you 
build your confidence, and further clarify for yourself what your business is, and what 
your business is not; similarly, as you craft your business and clarify what your business 
is and what it is not, you will more effectively form new relationships, and build your 
confidence.

• We pitch all of the time. For example, we pitch: 
• In formal presentations: Depending on the audience, you may be asked to 

create a formal presentation with slides, handouts, or other audio / visual aids.
• In informal conversations: Informal conversations are fantastic opportunities to 

make a deal; though you won’t present a formal pitch, you will use the same 
language to share your value proposition.

• As an unexpected elevator pitch: You may suddenly find yourself in a 
conversation with one of your target audiences – take advantage of the 
opportunity to ask for a follow‐up conversation!
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• Opportunities to pitch your business to a potential customer, business partner, or investor 
arise in a variety of situations; you will need to be prepared to pitch at a moments notice.
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Large Group Discussion: 
Components Of A Strong Pitch

What do you think makes a strong pitch?

…it should feel comfortable and approachable like a 
good conversation, but prepared and organized like a 
presentation

Pitching is an art, not a science…

Facilitator Instructions:
[LARGE GROUP DISCUSSION]
• Expected duration: 5 minutes.
• Ask participants to share out loud their ideas on what makes a strong pitch based on 

their own experience giving pitches or ways they have watched others give pitches.
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Components Of A Strong Pitch

1

2

3

4

Clearly articulate the value proposition of your business

Tell a complete, short, and clear story

Connect with your audience

Make a good impression

Prepare to answer questions5

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• These are a few suggested tactics to use when creating and executing your pitch.
• We have seen many pitches over the years, and these five tactics have always made 

pitches the most successful.
• That said, your pitch is entirely your own; take these as suggestions, helpful things to 

think about as you build your pitch.
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Articulating Your Value Proposition

» What makes your business unique?  

• How do you differentiate yourself from other business owners who 
offer a similar type of product or service?

• Do you solve a need that is currently unmet in the market? 

» What makes you credible?

• Are you an expert in your field?

• Do you have enough experience?

• Can they understand what you do / provide? (e.g. do you avoid 
using too much jargon?)

You will start to earn the trust of potential customers, business partners, and funders 
quickly if you can answer the following critical questions within the context of your pitch: 

1

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes: 
• First and foremost, your audience will be listening for you to articulate your business’s 

value proposition.
• Your value proposition outlines two things: 

• (1) What makes your business unique: What does it offer that no other business 
does? If you don’t offer a new type of product or service, in what ways is your 
business better than any of the other similar businesses out there? For 
example, if you run a tutoring business, why would someone choose your 
tutoring business over any of the other tutoring businesses? Is it because you 
offer lower rates? Because your service is higher quality? Be specific, so your 
audience understands exactly how your business is unique and worth spending 
money on as a client or worth investing in as a funder.

• (2) What makes you credible: It will be important to articulate your expertise 
and / or your experience to show how credible you are in selling that particular 
product or service. Your expertise does not necessarily mean an educational 
degree; as you know, you can develop expertise in a variety of different ways 
and largely through experience. Depending on your audience, you may also 
want to avoid using jargon that is unique to your industry, as they may or may 
not understand what it means. You can actually hurt your credibility by not 
tailoring how you articulate your business to your audience.
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Telling A Complete, Short, And Clear Story 2

1

2

3

Set a strong opening

Present your content in a logical order

End on an ask

Facilitator Instructions:
• Expected duration: 3 minutes.

Facilitator Speaking Notes:
• Set a strong opening

• You only have a few seconds at the start of your pitch to really gain your audience’s attention; act quickly!
• Consider opening your pitch with one of the following:

• A startling statement 
• A statistic or statement about the current state of affairs related to your business, industry, 

client, or environment that is surprising or so significant it raises eyebrows (cost, growth 
possibilities, underserved population, benefit in what your product/service has already 
created, niche in industry that is unique or thriving).

• For example, “Today, approximately 50% of qualified workers in Springfield, Massachusetts are 
unemployed….the technology platform I have created is designed to match qualified workers 
with open positions with local employers”.

• A question bearing on a need
• Actually pose a question to the audience that will captivate and engage them by either 

bringing something to light that they did not know, or providing them with a view to the 
future; like the startling statement, the question should tie to a surprising statistic, fact, or 
vision.   

• Two quick questioning openers are:  “What if….?”  “Did you know….?
• A dramatic incident

• A *brief* and surprising story that illustrates something that happened related to your 
business.  

• For example: “Until three months before I opened my yoga studio, I had never practiced yoga in 
my life…”

• Present in a logical order
• Consider organizing your content in of the following ways: 

• Chronological order – Help your audience follow your history by describing events in the order they 
happened.

• Problem  solution – Help you audience understand why you created a good or service and/or why they 
need you by starting with the problem.

• Progression of points – Make sure one statement builds into the next and contributes to the overall story.
• End on an ask

25



• Make sure the content of your pitch arrives at a clearly defined end‐point.
• Don’t leave your audience wondering, “so what?”
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Connecting With Your Audience 3

Understand why your pitch is relevant and why they care. Make sure your pitch covers the 3 M’s.

Your pitch should:

»MATTER

And be….

»MEMORABLE

»MOTIVATING 

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• Attendance does not equal attention – to keep their attention and persuade them to 

act, your message must matter, AND be memorable and motivating.
• When we say matter, we mean that you must connect your pitch to the thing(s) your 

audience cares about.
• Different audiences will care about different things:

• Potential customers…may need to know more about the products and services 
you offer. 

• Potential business partners…may need to know more about how you function, 
key asks, and / or synergies.

• Potential funders…may need to know more about not only where you are, but 
where you are going and how they will receive a return.

• You will likely need to tailor your pitch based on the things your audience is going to 
care about. For example, a potential customer likely will not care about how you make 
money, so you do not need to include this in your pitch to the customer. Instead, you 
should pitch them on why they should buy your product or service – why is it exactly 
what they need? An investor, on the other hand, will care very much about how you 
make money, because that is how they will make a return on their investment. So you 
should include how you make money in your pitch to them. 
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Making A Good Impression 4

It’s not what you say, it’s…

What you look like when 
you’re saying it

How well you know what 
you’re saying

How you say it

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• People in an audience are both listeners and viewers; they respond not only to the 

verbal content of a message, but also to the manner in which the presenter 
communicates it. 

• It isn’t always what you say that has the greatest impact on people and the perceptions 
they form; it’s more how you sound and how you look when you say it.

• By how you look, we mean both how you dress (yes, we have seen particularly bad 
examples of business owners making a pitch not looking their best. You don’t need to 
wear a suit, but you should look professional) and how you stand when you are pitched 
(we often see business owners standing slumped over, speaking very softly, etc.).

• Importance of pacing:
• Too slow a pace and you may be viewed as …

• Boring, dull, uncertain, hesitant, or slow to think on your feet.
• Too fast a pace and you may be perceived as…

• Nervous, rushed, hard to listen to, or difficult to follow.
• As a general rule don’t dwell on any one point for longer than two minutes.
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Preparing To Answer Questions 5

Even the strongest pitch will lead to questions if the audience is engaged and interested, 
so it’s important to prepare.

» Try to anticipate questions in advance

» When someone asks a question, direct your attention to the person asking the 
question

» After hearing the question, you may want to restate it in order to confirm your 
understanding of it and to ensure that everyone else understands it

» Let the person know you value their question by saying something like, “You’ve 
raised an interesting point” or  “Thank you for giving me a chance to clarify that”

» Answer a simple question with a simple, concise answer

Facilitator Instructions:
• Expected duration: 2 minutes.
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Practice…Practice…Practice!!!

Know your materials well enough to deliver your pitch with few or no notes.

Practice in front of a 
mirror or (better yet) 
video yourself on your 
phone or camera and 

play it back

Practice with 
presentation 
partners

Practice in front of 
others to get 
feedback on 
content, tone, 

length, and speed

Remind yourself that the audience supports you and wants you to succeed.

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• Walking into a room as well prepared as you can be reduces nerves and also ensures a 

more polished, professional, and confident first impression. 
• It is best not to wait until you are giving your pitch to figure out that your content is 

confusing or doesn’t flow; you will be too close to the content to be a fair judge –
have others review your documents and supporting materials used in your pitch as 
you develop it.

• Typos and errors may be minor, but they are VERY noticeable to someone reviewing 
documents used for your pitch/proposal.  

• The last place you want to try your pitch for the first time is in the moment; practicing 
ahead of time will allow you to smooth your flow and articulation and work through 
trouble areas.

• Practice your pitch in front of others: 
• Gather a group of individuals to role‐play capital providers
• Present your full pitch and have them ask questions
• Get feedback afterwards

• Or video yourself:
• The only way to know what you look like is to watch yourself (if you don’t like 

video, use a mirror).
• Technology nowadays means you don’t need to own video equipment; you 

can use your phone, camera, or camcorder to record yourself.
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Pitch Demonstrations

» We are going to demonstrate two different pitches for an event 
planning business

» After you listen to the pitches, we will ask you to identify which pitch 
you think was stronger than the other, and what made it better than 
the other (referring to the components of a strong pitch we just 
discussed)

Learning Objective: By the end of this exercise, you will have clearly outlined the key differences between a 
sample good and bad pitch. 

Facilitator Instructions:
[FACILITATOR DEMONSTRATION FOLLOWED BY LARGE GROUP DISCUSSION]
• Expected duration: 1 minute.
• Flip to slide 17 as you read the sample good pitch out loud, pause, and then flip to slide 

18 as your read the sample bad pitch out loud.
• After reading the pitches, flip back to slide 9 with the components of a strong pitch and 

ask participants to provide constructive feedback on the two pitches against those 
characteristics.  

• Constructive feedback on the pitch presentations should be shared in the large group.  

Facilitator Speaking Notes:
• We will demonstrate two pitches for an interior design business (this is a real business, 

but many of the details have been modified in order to protect its identity).
• After the pitches, we will ask you to identify which pitch was stronger than the other, 

and identify the distinct characteristics of what made one pitch good and the other less 
good.
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Amazing Events

We can design the event of your choice.

» Examples of our previous work:

Facilitator Instructions:
• Expected duration: 6 minutes (1 minute to read bad pitch and 5 minutes large 

discussion).
• Read the sample bad pitch out loud. 
• After reading the bad pitch, flip back to slide 9 with the components of a strong pitch 

and ask participants to rate your two pitches against those characteristics. 

Facilitator Speaking Notes: 
[FOR LARGE GROUP DISCUSSION AFTER BAD PITCH EXAMPLE IS READ OUT LOUD AND 
PARTICIPANTS RATE THE TWO PITCHES]
• Characteristics that made this a bad pitch include – no clearly defined value proposition, 

no strong opening, a few irrelevant points to someone looking to update their kitchen, 
and no ask at the end.
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Amazing Events

» A recent garden wedding in Long Island:

Let us help you design the event of your dreams! 

“The team at Amazing Events helped make my dreams a reality. 
I’m so thankful for their expertise and guidance!”

Before: After:

Facilitator Instructions:
• Expected duration: 2 minutes.
• Read the sample good pitch out loud. 
• Pause before flipping to slide 18 as you read the sample bad pitch out loud. 

Facilitator Speaking Notes:
[FOR LARGE GROUP DISCUSSION AFTER BAD PITCH EXAMPLE IS READ OUT LOUD AND 
PARTICIPANTS RATE THE TWO PITCHES]
• Characteristics that made this a good pitch include – a clearly articulated value 

proposition, strong opening, logical order of points with only the most relevant points 
for the audience, an ask at the end.
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Pitch Presentations

1. Take out the pitch you drafted before class and finish crafting your cold pitch

2. Deliver your cold pitch

» Tell your classmates who you are pitching to before you begin your pitch

» At the end of each pitch, classmates will provide you with 3‐4 minutes of 
feedback 

3. Take a few minutes to refine your pitch based on the feedback received from 
peers

Learning Objective: By the end of this exercise, you will have created a strong pitch.

Facilitator Instructions:
Ask for 3 volunteers
[SMALL GROUP ACTIVITY]
• Expected duration 20
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BREAK
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» We often don’t have full control of everything in life

» We all have things we need, and often need to ask for from others

• We negotiate things everyday (our schedules/time, money, and business decisions)

• And negotiating is a healthy exercise of communicating what we might need or want 
from others:

» We negotiate with:

Importance of Negotiations

Team MembersVendors Investors Business Partners

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes: 
• As a reminder, this is the second part of our session today, focused on communicating 

with clarity.
• Sometimes when we think about negotiations we think about them being big legal 

battles, but – for the most part – negotiation is really a part of how we communicate in 
everyday conversations to get the things that we need. 

• Negotiations are also not about situations where one person loses and the other one 
wins, they are really about creating mutually agreeable outcomes based on what we 
each need. 

• Negotiations are a critical aspect of business communication, and something that you as 
a business owner will have to do regularly. 

• We negotiate all of the time. For example, we negotiate: 
• With vendors on price, delivery logistics, etc.
• With investors on investment opportunity, ownership stakes, use of funds, etc.
• With team members… when scheduling shifts, setting work plans, etc. 
• With business partners… when determining business direction, focus, etc. 
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Large Group Discussion: 
Your Negotiation Experience

» What has been one of your biggest challenges in negotiation situations?

Facilitator Instructions:
[LARGE GROUP DISCUSSION]
• Expected duration: 10 minutes.
• Ask participants to share out loud the challenges they have experienced in negotiation 

situations.
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Best Practices For Negotiations

1

2

3

4

Identify what matters to you most, and what you are willing to give up 

Do your research

Focus on the problem, not the person

Listen for what the other person really wants

Create options where you both benefit

Know when to walk away

5

6

Facilitator Instructions:
• Expected duration: 5 minutes.
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Identifying What Matters Most

» Set clear boundaries:

• Know what you are willing and able to do or pay for something

• Also know what you are absolutely not able to do

» Determine your BATNA (Best Alternative To A Negotiated Agreement)

• The best you can do without the agreement from the other person

» Be prepared to articulate not only what you need, but why – this will help your 
negotiation partner better understand the conversation from your perspective

1

Facilitator Instructions:
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• As you enter a negotiation, it’s important to know what you need and want.
• Setting clear boundaries on the outcomes you would and would not accept will help you 

make decisions. 
• Your best alternative to a negotiated agreement, referred to as your BATNA, is not 

necessarily your ideal outcome – it is the best option you have available to you without 
the cooperation of the other person. If the other person offers something worse than 
your BATNA, you will know that you need to walk away.

• Being able to articulate not only what you want, but why you want or need it will help 
your negotiation partner see things from your perspective.
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Doing Your Research 2

» Find out what a reasonable offer might look like for you and your negotiation 
partner 

• A number of free resources exist that provide helpful information (e.g. 
Glassdoor, NYC Business Solutions Centers)

• Research can help you identify additional options in order to create your 
BATNA

» Be prepared to ground your perspective in specifics

Facilitator Instructions:

• Expected duration: 2 minutes.

Facilitator Speaking Notes:

• Before entering a negotiation, it is important to get a benchmark understanding of 
what is reasonable for both you and your negotiation partner. 

• For example, imagine you want to hire a new employee and are negotiating a 
contract with a freelance recruiter. Key research questions will include: 

• What is the typical rate that this freelance recruiter may be able to receive?

• How would you be able to search for a new employee yourself and what 
would it require of you? (e.g., job search websites exist, but it will require you 
to develop a job posting all by yourself)

• The best way to find out what is reasonable is through research – there are a number 
of free resources you can use to understand what is reasonable. Glassdoor is a great 
resource for salary information. The NYC Business Solution Centers throughout all five 
boroughs also connect you to free recruiting support.
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Focusing On The Problem 3

Example: I want the door open, which is frustrating to you, but is not 
a personal attack on you.

» Look at the issue from your negotiation partner’s perspective

» Recognize when the conversation is becoming emotional

Facilitator Instructions:
• Expected duration: 2 minutes.
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Listening 4

Example: I tell you that I want the door open, but what I really need 
is fresh air.

» Ask why someone holds the position they hold, remembering that: 

• Their position is the thing they have decided upon

• Their interest is the thing that causes them to make that decision

Facilitator Instructions:
• Expected duration: 2 minutes.
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Creating Options Where Both Benefit 5

Example: I will open a window instead of the door so it lets in a fresh 
breeze but does not make you too cold. 

» Write down outcomes that would satisfy both you and your negotiation partner

» Be creative in identifying new ways to reach a mutually beneficial outcome

– For example: Can you pay a lower price for supplies, but offer to return the 
difference through a favor (e.g. referring a new customer to the vendor)?

Facilitator Instructions:
• Expected duration: 2 minutes.
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Knowing When To Walk Away

» Know that is okay to walk away if an outcome will not satisfy your needs or 
goals

» Be prepared for how difficult it may feel to walk away from even a bad deal –
use the boundaries you set when you identified what is most important to you 
to help make the decision

» End the negotiation politely, understanding there could be potential for future 
partnerships even though a deal may not work at this point in time

6

Facilitator Instructions:
• Expected duration: 2 minutes.
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Role Play

Learning Objective: By the end of this exercise, you will be able to clearly detect some of the best practices 
for negotiations.

Meet Sharlene, owner of a women’s 
clothing line based in Brooklyn.

Sharlene and Stephanie will need to: 

 Determine whether or not to sign a working agreement

 Utilize at least two of the negotiation tactics learned in the WE Master 
Leadership workshop: 

 Doing their research
 Creating options where both parties benefit

Meet Stephanie, owner of a popular 
women’s clothing boutique in 
Brooklyn.

Facilitator Instructions:
[FACILITATOR DEMONSTRATION FOLLOWED BY LARGE GROUP DISCUSSION]
• Expected duration: 15 minutes.
• Read the scenario out loud to participants.
• After reading the scenario out loud, ask for one participant to volunteer to play the role 

of Stephanie.
• Give the volunteer 5 minutes to prepare. While the participant is preparing, encourage 

other participants to take a 5‐minute break.
• Conduct the negotiation in front of the room.
• Constructive feedback on the negotiation should be shared in the large group.  

Facilitator Speaking Notes:
• I am going to demonstrate two of the best practices for negotiations, specifically: (1) 

doing my research and (2) creating options where both parties benefit.
• After the negotiation, I will ask you to provide me with constructive feedback on how I 

managed the negotiation, using those two skills.
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Large Group discussion:
Negotiations Debrief

» What was the outcome of your negotiation? 

» Who kept the relationship? Who did not?

» How did you practice listening for what the other person needed?

» How did you create mutually agreeable outcomes?

Facilitator Instructions:
[LARGE GROUP DISCUSSION]
• Expected duration: 10 minutes.
• Ask the full group to share what outcomes were reached and how it went, if they are 

comfortable sharing.
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Additional Resources

» Strengths Based Leadership: Great Leaders, Teams, and Why People Follow, by Tom Rath
and Barry Conchie (Gallup, 2009)

» Simon Sinek Tedx Talk, “How Great Leaders Inspire Action”: 
https://www.ted.com/talks/simon_sinek_how_great_leaders_inspire_action?language=en 

» “Getting to Yes: Negotiating Agreement Without Giving In” by Fisher, Roger, William Ury, 
and Bruce Patton (New York, N.Y: Penguin Books, 1991)

» Educational materials (written and video) on negotiation and conflict management from 
Professor Seth Freeman of Columbia University and NYU Stern School of Business: 
http://www.professorfreeman.com/

» Q&A Excerpt from 3‐D Negotiation: Powerful Tools to Change the Game in Your Most 
Important Deal. Lax, David and Sebenius, James (2016)

For more information, visit www.we.nyc

Facilitator Instructions:
• Expected duration: <1 minute.

Facilitator Speaking Notes: 
• We’ve listed some additional resources to help you strengthen your leadership skills.
• Access to these resources, as well as resources from other sessions, can be found on the 

WE NYC website at www.we.nyc.
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WE HOPE THAT TODAY YOU LEARNED…

» How to create more alignment between your business and 
your individual values and strengths

» How to build and execute a strong business pitch for 
different audiences

» How to effectively negotiate for the things you need or 
want from others

Facilitator Instructions:
• Expected duration: <1 minute.
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Workshop Overview

This workshop series includes three, four hour interactive sessions designed to equip you with 
the knowledge and skills needed to help you lead your businesses successfully.

Session Topics Areas Covered

1

It Starts with You

Communicating with 
Clarity

» Creating alignment between the business and individual 
values and strengths

» Developing a formal business pitch

» Understanding and gaining practice in how to influence 
others without authority in everyday negotiations

2

Leading the Business 
Together

Staying on Track

» Practicing collaborative leadership skills within the context 
of relevant business scenarios

» Understanding common challenges associated with owning 
a business, and developing strategies to overcome themN

ex
t 
W
ee
k

Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• As a reminder, in our next and final session, we will discuss the importance of 

collaborative leadership and understanding common business challenges and strategies 
to overcome them.

• [If the WE Connect Mentor panel will be in‐person:] As part of the discussion on 
common business challenges, we will have a panel of WE Connect Mentors share some 
of the challenges they have faced and the ways in which they have overcome these 
challenges. 
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Homework

» Campbell Leadership Descriptor

» Refine your pitch 

» Reflect on future negotiation situations as you encounter them –
think about how they felt and what it took to reach your 
outcome

» Optional: Further test for areas of misalignment by asking a 
business partner or acquaintance to describe how they perceive 
your values, leadership strengths, and functional strengths

Facilitator Instructions:
• Expected duration: 1 minute.
• Remind participants to hand in all paperwork before leaving the session.

Facilitator Speaking Notes:
• We encourage you to continue practicing your pitch over the next week.
• If you can, try and find an opportunity to practice you pitch in front of an actual 

audience.
• We will provide time at the beginning of next session to discuss how your pitches are 

continuing to progress.
• We also encourage you to actively reflect on future negotiation situations you 

encounter at home and work – reflect on what they were about, how you felt it went, 
and what it took to reach your outcome. This reflection will hopefully help you fine tune 
your future approach.

• In addition to encouraging you to start taking action on your three commitments, we 
would like to ask you to spend a few minutes in advance of the next session thinking 
about your business pitch. 

• A pitch is how you try to sell your business to potential clients, investors, etc. 
• It is a great way to help you think about your value proposition, and how you 

communicate clearly, and concisely!
• Spend a few minutes thinking about, and jotting a few notes down, on how you would 

pitch your business, and come prepared to share it in your learning group next session.
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Facilitator Instructions
• Hand out WE NYC Intake Form to any new participants; collect the form before 

participants leave the session.

1



Facilitator Instructions: 
• Expected duration: 2 minutes.
• Review the portfolio of WE NYC offerings for participants.

2



Facilitators Instructions:
• Expected duration: 2 minutes.
• Use this slide to provide an overview of the WE NYC workshop. 

Facilitator Speaking Notes:
• As I mentioned, this workshop series includes three, four hour interactive 

sessions designed to equip you with the knowledge and skills needed to help you 
lead your businesses successfully.

• In today’s session, we will talk about how to create alignment between your 
business and your individual values and strengths, helping you gain the 
confidence to make decisions that are right for you and your business.

• Specifically, we will start by clarifying what is most important to you 
professionally, and identifying where there are areas of misalignment 
between your values and your business operations.

• Then we will help you identifying specific leadership and functional 
strengths, again identifying where there are areas of misalignment 
between your strengths and the needs of your business.

• At the end of the session, we will ask you to make 3 commitments to 
yourself based on the areas of misalignment you have identified 
between you and your business.

• In our next session, Communicating with Clarity, we will discuss best practices for 
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formal business pitches and negotiations.  After the second session, it is our hope 
that you feel more confident in your communication skills, and ready to utilize 
those communication skills to get what you need for your businesses (funding, 
better rates from your suppliers, new employees, etc.).

• Finally, in our  third and final session, we will discuss the importance of 
collaborative leadership and understanding common business challenges and 
strategies to overcome them.

• [If the WE Connect Mentor panel will be in‐person:] As part of the 
discussion on common business challenges, we will have a panel of WE 
Connect Mentors share some of the challenges they have faced and the 
ways in which they have overcome these challenges. 

• These sessions will help you build confidence in two additional ways: (1) giving 
you the confidence to manage ‘predictable surprises’ in your businesses, and (2) 
building your confidence as a leader, helping you to work effectively with others in 
a variety of situations.
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Facilitators Instructions:
• Expected duration: <1 minute.
• Use this slide to preview timing of the current session.

Facilitator Speaking Notes:
• We will spend the first half of today’s session on developing collaborative 

leadership skills, and the second half on discussing common business challenges 
and how to overcome them. 

• We will aim to take a short break halfway through, though we will adjust our 
timing as we need to along the way.
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Facilitator Instructions: 
• Expected duration: 2 minutes.
• Model an example of constructive feedback at bullet 2.

Facilitator Speaking Notes:
• For those of you who were able to attend Session 1 and 2 of this series, these 

principles are not new but let’s review as we welcome new individuals to the 
group today.

• In order to ensure this workshop series provides a supportive learning 
experience for everyone, we have created the following guiding principles.

• As we work together over the course of the day today, and during the remaining 
sessions, it will be important for all of us to stick to these guiding principles.

• Constructive criticism example: For example, instead of making statements like “It 
took too long for me to understand the point of your story,” consider providing 
feedback that will help the individual build upon their material: “As I was 
listening to your story, it took me a while to understand the key point. While it 
was really interesting to hear details on all of the different businesses you’ve 
tried in the past, I’d recommend you shorten that middle part by saying 
something like ‘I’ve started many businesses in the past, all of which I’d be happy 
to share with you sometime’ to make sure you can share about your current 
business sooner.” 
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• Constructive feedback will focus both on things someone does well as well as 
concrete ways to improve

• Are there any additional guiding principles that anyone else would like to add?
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Facilitator Instructions:
• Expected duration: 1 minute.
• Hand out the workbook to participants. 
• Explain to participants that the workbook you are handing out does not contain 

all of the slides they will see on the screen. The workbook only includes key 
takeaway slides for their reference as they complete workbook reflections or 
revisit material following the session. 

• Explain to participants that, as you reach activities throughout today’s session, 
you will call out the workbook page numbers.

Facilitator Speaking Notes:
• Based on input from the participants in our focus groups, and our experience 

with past programs, we have implemented three core components to this 
workshop.

• This is our second pilot workshop.
• While we hope these components help to provide you with a great learning 

experience, we very much hope to hear your feedback throughout all three 
sessions. 

• We will provide you with a very short survey at the end of each session; if you 
can, take a minute or two and please share your feedback with us so that we can 
continually make adjustments throughout the course of the three sessions, and 
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for future sessions.
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Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes: 
• Sometimes, people don’t not feel like leaders if they do not have a team.
• We have opportunities to display leadership every day when we interact with 

others – with our staff members, customers, vendors, or even investors. 

7



Facilitator Instructions: 
• Expected duration: 3 minutes.

Facilitator Speaking Notes:
• What did this person say or do that you really appreciated? 
• Examples: They always gave very direct feedback. They had an open‐door policy.
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Facilitator Instructions: 
• Expected duration: 3 minutes.

Facilitator Speaking Notes:
• What did this person say or do that made you really frustrated or disappointed? 
• Examples: They were dishonest. They didn’t  share any information about how they 

business was doing.
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Facilitator Instructions: 
• Expected duration: 5 minutes.

Facilitator Speaking Notes: 
• You may have referenced some of these characteristics as you thought of a good 

leader.
• Effective leadership is grounded in both how we treat others – connectedness, 

candor, patience, empathy, and humility – but also how we ground ourselves –
with balance and a willingness to admit our faults to others.

• Quick clarification: For those of you who attended Session 1, you will recall that 
we reviewed leadership components using the Campbell Leadership Descriptor.  
The Campbell Leadership Descriptor helps describe what leaders need to do (e.g. 
create a vision, manage, provide feedback, etc.).  In today’s session we are talking 
about leadership characteristics, meaning how leaders do what they need to do 
(e.g. with humility, flexibility, etc.)
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Facilitator Instructions: 
• Expected duration: 5 minutes.
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Facilitator Instructions: 
• Expected duration: 3 minutes.
• As you read through each activity, quickly redefine what each activity means 

(detail on slide 11) and ask participants if there are any other techniques they 
would add. 

• Act out one of the Ask Questions example techniques. 
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Facilitator Instructions: 
• Expected duration: 3 minutes.
• As you read through each activity, quickly redefine what each activity means 

(detail on slide 11) and ask participants if there are any other techniques they 
would add. 

• Act out one of the Watch Body Language example techniques.
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Facilitator Instructions: 
• Expected duration: 2 minutes.
• As you read through each activity, quickly redefine what each activity means 

(detail on slide 11) and ask participants if there are any other techniques they 
would add. 

• Act out one of the Model your Values example techniques.
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Facilitator Instructions:

• Expected duration: 1 minute.

• Participants will have 15 minutes for each role play (see instructions on slide 17) 
and 20 minutes for large group discussion.

• Read through the following two slides, followed by the instructions on the second.

• Please be aware of participants with literacy challenges who may need additional 
support. Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participants phone and/or a separate audio device.

Facilitator Speaking Notes: 

• We are going to ask you to practice your collaborative leadership skills in a real‐
life type of situation.

• We have created two scenarios designed to give you practice in one or more of 
the collaborative leadership skills. 

• The scenarios represent businesses in various stages – from pre‐launch to a 
business owner with a team of employees.

• Each of you will have the opportunity to practice collaborative leadership skills as 
the business owner in at least one of these role‐plays.
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Facilitator Instructions:
• Expected duration: 1 minute.
• Read aloud scenario 1.
• Tell participants that this role play will focus on the collaborative leadership skills of 

encouraging a variety of perspectives, watching body language, and making a decision.
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Facilitator Instructions:

• Expected duration: 1 minute.

• Read aloud scenario 2.

• Tell participants that this role play will focus on the collaborative leadership skills of 
asking questions, watching body language, and providing information.

• Place participants into groups of 3.

• Ask participants to decide in their groups who is going to be the business owner and the 
other roles in scenarios 1 and scenario 2. 

• Flip back to the previous slide and hand out the role play scenarios to the designated 
roles for scenario 1. 

• Give each individual a few minutes to read and prepare for the scenario. 

• Start scenario 1 role play, and stop time after 10 minutes.  Allow 5 minutes for feedback.  
Remind participants to use constructive feedback.

• Return to this slide and hand out the roles for scenario 2. 

• Give everyone playing the roles a few minutes to read and prepare for the scenario.  Ask 
the observer to be prepared to share feedback at the end of the scenario.

• Start scenario 2 role‐play, and stop time after 10 minutes.  Allow 5 minutes for the 
observer to share feedback.  Remind participants to use constructive feedback.

17



Facilitator Instructions:

• Expected duration: 20 minutes.
• Remind participants to give constructive feedback to their group members following 

each role play – focusing both on things they did well, as well as areas for improvement, 
and providing concrete ways to improve with the material discussed on slides 23 
through 25 in mind.
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Facilitator Instructions:
• Expected duration: 1 minute.

Facilitator Speaking Notes: 
• We’ve listed some additional resources to help you strengthen your collaborative 

leadership skills. 
• Access to these resources, as well as resources from other sessions, can be found 

on the WE NYC website at www.we.nyc.
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Facilitator Instructions: 

• Expected duration: 1 minute. 

Facilitator Speaking Notes: 

• In our focus groups, we heard some business owners telling us they would like 
information related to best practices in hiring.

• If you are planning to hire in the near future, have hired and would like more 
help, or would like to learn what it takes to hire effectively, we have provided a 
few helpful documents for you. 

• These documents are on the side table – as we head into our break, we would be 
more than happy to talk one‐on‐one with you about any of these documents.

20



21



Facilitator Instructions:
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• We can’t give you a playbook for success (because remember, there isn’t one!), 

but we can help to give you two things: 
• A better understanding of what may be to come 
• A set of strategies to help you deal with it

22



Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• Small business owners tend to face two kind of challenges – small problems and 

large events.
• It’s important to not be fooled however! One of these challenges is not 

necessarily easier than the other. While the small problems are easy to resolve, 
they can happen pretty often and ultimately be very distracting for a business 
owner.

• In particular, as you grow, you may find that small problems are really 
distracting you from a more important part of the business elsewhere.

• While small problems often have easy solutions, patterns need to be 
addressed with long‐term solutions.
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Facilitator Instructions: 
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• For some of you, it could feel like the list keeps going on… and on… and on…
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Facilitator Instructions: 
• Expected duration: 2 minutes.

Facilitator Speaking Notes:
• In addition to the everyday small problems you may face a number of larger 

issues as you grow.
• As you grow or consider growth, look back at your values, leadership strengths, 

and functional strengths identified in our first session.
• Use your findings to help anticipate how navigating big events will feel and what 

solutions or support will benefit you most.
• For example, you may envision a future need to apply for capital.

• Thinking about your strengths: 
• You’re really good at communicating with others and 

articulating your value proposition in a business pitch.
• On the flipside, you aren’t so comfortable with financial 

information and don’t understand the type of capital you 
need.

• Because of your strong communication skills, you can 
communicate a strong narrative about your business in your 
application. However, because of your weak understanding of 
your business’ finances, you will need to ask someone for help in 
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determining how much capital you need and how you should use 
it. 
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Facilitator Instructions:
• Expected duration: 15 minutes.
• Ask all members of each learning group to share with one another 2‐3 challenges (either 

small or large) that they have faced. 
• Ask one group member to record everyone’s responses.
• Once all group members have shared with one another, ask the group to identify which 

of the challenges were similar across group members.
• Ask each group to be prepared to share some of the challenges they discuss with the 

larger group.
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Facilitator Instructions:
• Expected duration: 15 minutes.
• Ask a representative from each of the learning groups to report out on the types 

of small problems and large events they discussed. 
• Record their responses on post‐it notes and then post them on the flip chart 

paper at the front of the room. 
• Review all post‐it notes after the discussion ends and call out the top challenges.

Facilitator Speaking Notes:
• Every business challenge is surmountable.
• Some of them are harder to overcome than others; but you will be able to get 

through all of them.
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Facilitator Instructions: 
• Expected duration: 1 minute.

Facilitator Speaking Notes:
• We just discussed the importance of recognizing common challenges that we 

have either faced already or will likely face in the future.
• Now, we are going to transition to talking about strategies that can be used to 

overcome these challenges. 
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Facilitator Instructions: 
• Expected duration: 30 minutes (5 minutes instruction, 25 minutes discussion).
• Assign one of the following common business challenges to each learning group: 

• Small problems: 
• Client relationship management
• Vendor management
• People management
• Money management 
• Regulation

• Large events:
• Applying for capital
• Transitioning from owner to leader
• Opening a second location
• Taking on a new / larger type of client
• Adding a new product and/or service
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Facilitator Instructions: 
• Expected duration: 15 minutes.
• Ask each group to report out on how they would overcome the challenge they were 

assigned and facilitate discussion around the strategies identified  (i.e. Ask the audience, 
‘What else could be done to overcome these challenges?’).

• If some common challenges were not assigned to a group, facilitate discussion around 
possible strategies for overcoming them.
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Facilitator Instructions: 
• Expected duration: 15 minutes.
• Refer participants to page 20 in their workbooks.
• Ask a few volunteers to share their takeaways from the common business challenges 

and strategies discussion.

Facilitator Speaking Notes:
• In your workbook, on page 20, you will find space to write your reflections down.
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Facilitator Instructions: 
• Expected duration: <1 minute.
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Facilitator Instructions:
• Expected duration: 3 minutes.
• Refer participants to page 21 in their workbooks.
• Please be aware of participants with literacy challenges who may need additional 

support; Please be prepared to offer alternatives to written activity notes, such as 
recording spoken responses on the participant’s phone and / or a separate audio device. 

Facilitator Speaking Notes:
• In your workbook, on page 21, you will find space to write your commitments down.
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Facilitator Instructions:
• Expected duration: 5 minutes.
• Ask the full group to share one of the commitments they made, if they are 

comfortable sharing.
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Facilitator Instructions:
• Expected duration: 10 minutes.
• Ask for volunteers to share their biggest takeaways from the workshop series, if they 

feel comfortable.
• Refer participants to page 22 in their workbooks.

Facilitator Speaking Notes:
• In your workbook, on page 22, you will find space to write your takeaways down.
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Facilitator Instructions: 
• Expected duration: 1 minute.
• Remind participants about the other WE NYC resources currently and soon to be 

available.
• Remind participants to hand in all paperwork before leaving the session.
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WE Master Money: Credit 

Module I. Financial Goals  

Activity 1. What is your financial dream? For what reason would you like to 
save money? Draw, write, or imagine what it is that your heart desires. 

Now think about: 

Why is this important to you? 

What is motivating you to reach this dream? 

By when would you like to achieve this goal? 
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Action Plan 

Think and write down an action that you could take this week to get you closer to 
your dream.  

_________________________________________________________________________ 

This action will be taken: 

One time only       Once a week going forward Once in a while 

How will this action help you to get closer to your goal? 

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 

Now think of an action that you could take this month to help you achieve your 
goal.  

________________________________________________________________________ 

This action will be taken: 

One time only            Once a month going forward Once in a while 

How will this action get you closer to your dream? 

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 

Who in your life can help keep you accountable in completing these actions?  

_________________________________________________________________________ 

_________________________________________________________________________ 
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Module II. Good Credit 

What is good credit and what purpose does it serve? 

To have good credit means that you have a positive history of managing your debts. 
The creditors consider that if you have paid off money that you borrowed in the past, 
then you will continue to be a trustworthy borrower in the future.  

 Good credit allows you to obtain services and products without having to pay
for them beforehand.

• Money that you are lent with the promise of paying back in the future
is called a loan, and it usually comes with an additional fee while being
paid back. This additional fee is called interest.

• Interest – is the amount that you are charged for borrowing money. It
is calculated as a percentage of the money that you were lent.

 If you have good credit, then creditors will be more motivated to lend you
money, because you are less of a risk than someone with bad credit history.

 Good credit allows one to borrow money and take out loans, with lower
interest rates, meaning you will pay less to borrow money over time.

How can good credit help your family? 

Activity 2. Draw 3 things that are important to you and which you could more easily 
acquire with good credit.  
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Some of our financial dreams: 

Credit influences many aspects of your life. You will need to have a good credit 
history to achieve your financial dreams for you and your family. 

 Good credit is necessary to obtain a mortgage or to buy a house.
 With good credit, you can acquire financing to buy a car.
 Good credit will allow you to obtain student loans to invest in education for

yourself and/or your children.
 Having good credit means having access to credit cards or bank loans that

you can utilize in emergencies such as sickness, job loss, or accidents.
 Good credit is necessary to rent an apartment, obtain a cell phone, and/or

internet plan.
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How can good credit help your business? 

 

 All entrepreneurs/business owners need to have good credit, even small 
business owners, in the interest of interacting with lenders.  

 Having good credit will provide you with more flexibility in running your 
business. For example, you will be able to choose from a greater variety of 
products from different vendors at more competitive prices.  

 Good credit will give you the opportunity to access capital so that your 
business can grow.  

 

Expand your 
business 

To buy 
equipment 
and tools

To open your 
own store

To obtain 
discounts on 
merchandise

To access 
more lines of 
credit from 

your 
suppliers

To buy more 
merchandise
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How can you prepare to start growing your business? 

Because you are a small business owner, many of the 
opportunities that you will have to grow your business, 
especially at the beginning, will depend on your personal credit. 
Having good control of your personal finances will help you to 
take advantage of future opportunities to obtain capital and to 
expand your business.  

 

Things to consider when trying to obtain financing for your business 

 Accessing capital for business depends greatly on other factors that are not 
required in order to obtain personal credit.  
 

 Each bank has their own ways of measuring risk which can include, among 
other factors: your personal credit, the profitability of your business, the 
length of time that you have had the business, and whether or not you have 
a business plan. Traditional Banks and non-traditional Banks will also 
measure risk and weigh these factors in different ways.  
 

 You also must consider factors that are outside of your control, such as the 
risk of each industry. For example, the restaurant industry is notoriously 
volatile and difficult to manage.  
 

 We recommend that you focus on factors that are in your control, which 
include: building your personal credit, knowledge of your industry, and a 
strong plan that demonstrates that you know your business in and out.  
 

 We also recommended that you grow your credit in a sustainable way. For 
example, when you begin don’t acquire a very big loan that you won’t be able 
to manage in the future.   
 

 When you obtain access to loans for the business, ensure that you are utilizing 
that money for your business.  
 

 

 

 

 

Today is the best day to start getting ready to grow your business. 
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What happens when you have no credit or bad credit? 

If you need to utilize credit and have not yet begun building credit or you have bad 
credit, then your options are more limited. Borrowing money becomes more 
expensive, and you may become vulnerable to high-risk vendors and credit 
products, such as:  

1. Loan Sharks 
2. Informal Loan Club (often referred to as susus or tandas) 
3. Pre-paid credit cards 
4. Predatory lenders who target small businesses specifically 

 
1. Loan sharks –  Are people who generally lend money with extremely high levels 
of interest. 

WATCH OUT – The actions carried out by loan sharks are usually illegal. They 
sometimes threaten their borrowers with violence to cover their loans.  

Loan sharks tend to charge borrowers weekly, in the form of interest or a percentage 
of the principle.   

Example: 
If you ask a loan shark for a loan of $1,000, they will probably ask you to pay $50 each week 
in interest. 

The loan finishes when you pay the $1,000 in full. However, the $50 dollars a week will not 
be discounted from the principal, so the total extra amount of interest you will end up paying 
depends on how long it takes to finish paying the $1,000.  

If you take 10 months to put together the money, you will have to pay $2,000, in interest in 
addition to the $1,000 in principal.  

2. Informal Loan Clubs – Also known as susus or tandas, are most likely organized 
between people who know one another. Each person contributes a specific amount 
of money at a specific time (weekly, bi-weekly, monthly) for a specific length of time 
(10 months, 6 months). At the end of each month, a person in the group receives 
the money accumulated by the group during the previous month.  

Example: 
Ana is the leader of a susu of 10 people. Every two weeks, all of the participants have decided 
to put in $100, at the end of the first month, Ana will receive $2,000. The following month, 
another member of the susu will receive $2,000. The susu will finish in 10 months when all 
of the members have received a $2,000 monthly reimbursement. Ana received the $2,000 
as credit, and she has to pay $100 every two weeks until she pays the $2,000. Rosa was the 
last participant to receive $2,000. For Rosa, the susu essentially served as a savings account 
that helped her save $200 every month.  

WATCH OUT – The primary risk associated with these clubs is that one of the 
first people who receives a reimbursement ends up disappearing or leaving 
the group. Other risks are that the leader of the group (who presumably holds 
the money) runs off with everybody’s contribution.  
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3. Pre-paid Credit Cards – With these products, you must deposit money onto the 
card before you use it. Pre-paid cards can be used at most places that accept credit 
cards and debit cards. 

Pre-paid cards end up being quite expensive, due to a variety of extra fees: an 
activation fee, recharge fee, checking balance fee, fees for removing cash from ATM, 
and charges for using the card to pay bills. Some pre-paid cards also charge monthly 
or annual maintenance fees.  

4. Predatory lenders who target small businesses – Some companies give loans 
with the objective of preying on small businesses owners, who are often minorities 
or immigrants. They know small business owners have less access to capital. 
 
What makes these institutions predatory?  
 The interest rates are extremely high, and they are not clearly indicated in the 

paperwork.  
 They have a lot of hidden costs that also may not be clearly communicated.  
 The contracts are very difficult to understand, making them quite confusing 

when compared with other offers.  
 A lot of these loans and institutions are found on the internet. 
 Often the only payment method for these loans are automatic monthly 

withdrawals from your bank account. 
 
There are not a lot of regulations that protect the small businesses from predatory 
loans. What can you do to protect yourself?  
 
 If something sounds too good to be true, it probably is not a good loan 

product.  

 Search for help from trustworthy institutions that can help you find financing. 

Ask the facilitator about the program, WE Master Money: Funding.  

 Make sure you understand all the interest rates (APR) and all of the different 

charges. For example: application fees, distribution fees, late fees, etc.   

 Utilize loans granted by institutions that are committed to the “Small 

Business Borrower’s Bill of Rightsi.”  

1. The Right to Transparent Pricing and Terms.   
2. The Right to Non-Abusive Products.  
3. The Right to Responsible Underwriting. 
4. The Right to Fair Treatment from Brokers. 
5. The Right to Fair Collections Practices 
6. The Right to Inclusive Credit Access. 

 
 
 
 



 

 

 
 

9 

WE Master Money: Credit Client’s booklet 

 
Module III. How do creditors know if you have good credit? 

When you apply for credit, companies will review your score to decide whether or 
not they will offer you money. That score allows them to evaluate your credit risk. 
Many different products that rate credit scores exist, but the most utilized score is 
FICO.    
 

FICO Scoreii 

The most used FICO score range is 300 to 850. Higher scores represent less risk for 
giving credit to a borrower.  
 

Categories of FICO Scoreiii 

Having a good credit score depends on the risk that each creditor is willing to take. 
However, there is a range of FICO scores that compares a snapshot of your credit 
with the FICO scores of the rest of the U.S. population.  

 

 

Under 580 From 580 to 
669 

From 670 to 
739 

From 740 to 
799 

From 800 
and upwards 

Risky credit 
score, would 
be very 
difficult to be 
accepted for 
most types of 
credit. 

Acceptable 
credit score. 
Will begin to 
be accepted 
for credit, but 
the interest 
rates will be 
high.  

Good credit 
score.  

Very good 
credit score. 

Excellent 
credit score.  

Will receive 
the best offers 
of credit.  

 
 Having a good credit score will help you obtain credit and financing with 

lower interest rates and better overall terms.  

 Your credit score influences the credit line that card companies will grant 
you or in the case of loans, how large the loan will be. 

 Your credit score is also evaluated when you apply for a lease, or by a 
telephone, cable, or internet provider.  

300  580         670  740    800               850 
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How is the credit score calculated? 

Your credit score is determined from the information that is in your credit report. 
 

What is a credit report? 

The credit report is a history of your credit information reported by creditors to the 
credit agencies.  
 

Who are the Credit Agencies? iv 

You should be aware of the three different versions of your credit report, from the 
three most important credit bureaus in the market: 

 Equifax 

 Experian 

 Transunion 
 
 

Module IV. The Credit Report 

Activity 3. In groups of four, analyze the credit report in pages 11-14, and identify 
what type of information is being reported. You can utilize the boxes below to write 
information that you found. Select a person in your group to share what you found 
with the class.  
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Source: Experian on https://www.experian.com/credit_report_basics/pdf/samplecreditreport.pdf
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What information do you find on the credit report? 

 The creditors disclose the following information on your report: 
 What type of credit you use (for example: cards, car loans, 

mortgage) 
 Have you made your payments on time or not 
 When was the account open/closed 
 The credit limit(s) on your card(s) or the initial amount of your 

loan(s) 
 What is the balance on each of your accounts 

 
 Personal Information that you have reported to the creditors: your name 

(and if you have used other names), your address (present and past), social 
security number, date of birth and current and past employers.  

 Credit Inquiries: Every time that you apply for credit it is reported to the 
credit bureaus. This occurs regardless of whether you were accepted or 
denied for credit.  

 Collection Accounts: The credit report will show the original amount of the 
debt when it was sent to the collection agency, the current balance of the 
debt, and the date that the debt was acquired by that collection agency.  

 Public Records: Judgements from creditors, garnishments, tax liens, 
foreclosures, and bankruptcy. 

The creditors can choose to report to one, two, or three agencies. For that reason, 
the three credit reports can have different information on them. Your credit score 
will also vary across the three agencies.  

ATTENTION – Your report and score do not have information about your 
income, checking or saving accounts, immigration status, criminal record, 
race, color, religion, country of birth, gender, marital status, or whether or not 
you receive public assistance.   

 

Module V. Obtain your credit report  

Some of the reasons why you should review your credit report include: 

 To know your current situation with regards to credit and to be able to 
make financial decisions that are realistic.  

 To know what information is being reported about you.  

 To ensure that the information reported about you is correct. You have 
the right to correct erroneous information.  

 To protect yourself from identity theft.   
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How do you obtain a credit report? 

In accordance with federal law, you have the right to obtain your credit report every 
12 months from each one of the three major credit bureaus. You can obtain your 
report in three different ways:v 
 

a. By mail 
 You need to fill out the Annual Credit Report Request Form, which can 

be found at www.annualcreditreport.com 
 Enclose in the envelope the necessary documents. 

   
b. On the internet: www.annualcreditreport.com  
 To make the request online you must have a social security number. 

 
c. By calling 1-877-322-8228 
 The phone service request is only available in English.  
 You must go through a process of identity verification on the phone.  

How do you obtain the report without a social security number? 

If you don’t have a social security number, the best way to obtain your credit report 
is through the mail. The credit agencies use all the basic information that is available 
to identify you. This includes your complete name, current and past addresses and 
date of birth. If you have utilized a Tax ID number or ITIN number (Individual 
Taxpayer Identification Number) to open credit, you should also include it.  

In the one-on-one financial counseling session your financial counselor can 
help you access your credit report and score. Make your appointment today. 

All services are free! 

 
ATTENTION – Obtaining your own credit report through the three agencies 
(Transunion, Experian or Equifax) does not hurt your credit. Viewing your 
credit with a Financial Counselor from Ariva doesn’t hurt your credit either 
because Ariva is an organization authorized to obtain credit reports for 
educational purposes.  

  
Other ways to obtain your credit report: 

 There are other internet sites that allow you to obtain free credit reports and 
scores (they usually require a social security number). If you decide to utilize 
these services, keep in mind that they will try to sell you additional services.   

 Other sites promote credit reports and free credit scores, but they require you 
to register a credit card. This means that you will get the service for free, but 
only temporarily; eventually the company will begin charging your card.  
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Module VI. Reading your credit report 

Activity 4.  Together let’s read the credit report on pages 11-14.  

 
For how long will negative information remain in your credit report? 

 Late payments remain on your credit report for 7 years.  

 Collection accounts remain on the report for 7 years.  

 Bankruptcy remains on your report for 7 to 10 years, depending on the type 
of bankruptcy. 

 Judgements remain on your credit report for 7 years.  

 Foreclosures remain for 7 years.  

 Tax liens can remain on your credit indefinitely.  

 Credit inquiries remain on your credit report for 2 years. 

ATTENTION – As time goes on, the effect of the negative information on your 
credit score will diminish.   

 
What can you do if there is incorrect information on your credit report? 

If you find incorrect information on your report, we recommend that you: 

 Initiate a dispute with all three of the credit agencies: Equifax, Experian and 
Transunion.  

 In writing, contact the company that reported the information incorrectly 
(whether it be the original creditor, or the collection agency that bought the 
debt).  

 Save copies of all the documentation that you have sent and received 
regarding the dispute.  

 The credit agencies and creditors must investigate your dispute and correct 
any errors.  

WATCH OUT – Errors on your credit report could be a sign of identity theft. 
The first step in protecting your identity is checking your credit report. Your 
financial counselor can help you take the necessary steps in resolving identity 
theft during the one-on-one sessions.  

In the one-on-one session, your financial counselor can help you dispute errors 
and take the necessary actions to protect yourself from identity theft. Make 

your appointment today. All the services are free!  
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Module VII. How to establish a credit history and score?  

Requirements to have a FICO scorevi 

FICO has some minimum requirements to produce the three-digit number (FICO 
score) using your credit history.  

You must have a credit card or loan open and active for at least 6 months (there 
cannot be disputes on this account).  
 

Options for establishing a credit history 

 Apply for a credit card, go over the different options that you have and choose 
the one that fits you best.  
 

 If you don’t have a credit history, then one option is to apply for a secured 
credit card or a secured loan. 
 
REMEMBER – Pre-paid cards and debit cards do not help you build credit. 

 

Requirements for obtaining credit 

 Financial institutions usually ask for two types of identification that are not 
expired. 
 

 They also may ask for your income and a verification of your income. 
 
 They will check your credit report and your credit score.  

 

Building credit without a social security number 

There is no legal requirement stating that you must have a social security number 
to access credit. However, the financial institutions can ask you for a Tax ID, also 
known as an ITIN number (Individual Taxpayer Identification Number). Each 
financial institution has the right to decide what documents to accept.  
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Explanation of Credit Card Termsvii 

 
In the one-on-one session, your financial counselor will help you analyze credit 

card offers that you receive. Make your appointment today. All services are 
free! 

 
 
 
Tips for comparing credit cards: 

 Review and compare several offers.  

 Review the contracts, especially the fine print.  

 Don’t feel pressured into signing any document. 

 Compare the interest rates. 

 Make sure you know the interest and annual charges.  

 Make sure you are aware of the late payment penalties.  

 

WATCH OUT – Be careful with the fine print on credit card offers. If you don’t 
understand what the offer states, find someone you trust to help you read 
the technical language. Don’t sign or apply for a card without understanding 
everything that you are signing.  

 
 
 
 
 

Credit Limit: Is the maximum
amount of money that you
can use on the card.

Annual Interest Rate (APR):
The percentage of interest
that the company will charge
if you leave a balance on the
card.

Grace Period: The time period
between the end of a billing
cycle and the due date. Paying
your balance in full during the
grace period will help you
avoid to get charged interests
in your purchases.

Maintenance Fees: Fees for
maintaining your account.
Those charges can be monthly
or annually. Some credit cards
do not have maintenance fees.

Penalty Fees: Charges or fees
for paying late, going over your
credit limit, or making
payments on the cards
without having funds.

Special Offers: The credit card
companies have special offers
made to attract customers.
Understand the benefits and
changes once the offer
expires.
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Activity 5. In groups of four, compare the credit card offers on pages 21 and 22. 
Choose which one is most convenient.   
 
 

Card Terms Credit Card 1 Credit Card 2 

Credit Limit 

 

  

Annual Interest Rate 

 

  

Interest Rate for Cash 
Advances  

 

  

Grace Period 

 

  

Annual Maintenance 
Charges 

 

  

Charges for Late Payments  

 

  

Penalties for going over the 
limit 

 

  

Special Offers 

 

  

 
 
 
Reasons why you chose this card: 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
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Card 1 - Terms 

Annual Interest Rate (APR) 0% Introductory APR for the first 15 
statements following the opening of your 
account.  

After that, 12.99% to 22.99%, based on your 
credit risk. 

 Interest Rate (APR) for Balance Transfers 0% Introductory for the first 15 statements 
following the opening of your account. 

After that, 12.99% to 22.99%, based on your 
credit risk. 

Interest Rate for Cash Advances (APR) 

 

25%  

Penalty APR and When It Applies Up to 29.99%, based on your 
creditworthiness.  

The penalty will be applied if you: 

• Make a late payment; 
• Exceed your credit limit; 
• Make payments without funds. 

How to Avoid Paying Interest on Purchases Your due date is at least 21 days after the close 
of each billing cycle. We will not charge you 
any interest on purchases if you pay your entire 
balance by the due date of each month. We 
will begin to charge interest for balance 
transfers or for cash advances the day of the 
transaction.  

Membership fees $0 for the first year and $99 for each year afterwards. 

Additional Fees:  

Balance Transfer Fees $5 or 3% of the amount, whichever is greater. 

Cash Advance Fees $10 or 5% of the amount, whichever is greater.  

Penalty Fees  

Late payments Up to $35.  

Overdraft Up to $35. 

Returned Payments Up to $35. 

Returned Checks Up to $35. 

  

*You will lose the introductory interest rate if you make a payment more than 60 days late and the late penalty will also be applied.  
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Card 2 - Terms 

Interest Rates 

Interest Rates (APR) 16.99% 

Interest Rates for Balance Transfers 16.99% 
 

Interest Rate for Cash Advances 24.9% 
 

Interest Rates for Penalty Charges 29.4% 
 

Paying Interest  Your due date is 25 days after the 
cycle closes. We will not charge any 
interest if you pay your balance in 
full by the due date.  

 

Charges       

 

Annual Charge $39 Annual 

Charges for Transactions  

Balance Transfers 

Cash Advances 

 

None 

$10 or 5% or whichever amount is greater. 

Charges for Penalties  

Late Payments 

Overdraft charges 

Returned Payments 

 

Up to $35 

Up to $29 

Up to $35 
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Secured Credit Card and Secured Loan 

If you have no credit or bad credit, there are options available to help you to establish 
or improve your credit. These products offered by financial institutions are known as 
secured credit cards or secured loans.  

Secured Credit Card 

 You must put a deposit as a collateral to be able to obtain the card.  
 The deposit serves as your line of credit. On some cards, the deposit that you put 

down will be equal to 100% of the credit line. In other cases, that deposit can be 
lower, for example putting a deposit of $300 and getting a $500 credit limit.  

Secured Loan 

 With a secured loan you make monthly payments to the bank or credit union, 
for a particular length of time, usually 6 or 12 months.  

 Each monthly payment is deposited into a savings account that will be available 
for you at the end of the length of the loan.  

What do you need to know about secured products? 

 What are the requirements for being eligible? 
 Do you have the documentation required by the lender? 
 For a secured credit card, how much do you need to put down for the security 

deposit? 
 For a credit builder loan, how much is the monthly payment and for how long? 
 What is the interest rate? 
 What are the charges for the application and for maintenance?  
 Are there additional fees? 
 Does the security deposit gain interest? 
 

ATTENTION – Ensure that the credit accounts you apply for are reported to the 
three major credit agencies. 

Before opening a secured credit product, review: 

Your current and future financial situation  Your savings 

Do you have a stable income and will you 
maintain your current income in the next 6 
months? 

 

Have you been able to cover your basic 
expenses in the last 6 months? 

Have you had extra money at the end of the 
last 6 months?  

Have you contributed to your savings in the 
past 6 months?  

After you put the security deposit, will you 
still have money in case of an emergency? 
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WATCH OUT – Secured credit products help you to build and improve credit, 
but if you don’t manage them correctly you will hurt your credit. You can also 
lose the deposit that you have put down if you fall behind on payments. 

 
Module VIII. Factors that influence your credit scoreviii

 
Activity 6. Select a partner, we will assign a case for each pair. One person will 
represent the bank and the other will represent a client that is looking for a loan.  
Step 1:  The client will present the information to the bank. The bank will decide to lend the 
money or not. 
Step 2: For those who give out the loan, walk to the right side of the classroom. For those 
who decide to deny the loan, please walk to the left side of the classroom. Write on the 
assigned poster, the number one reason why you accepted or denied the clients’ application 
for the loan. 
Step 3: Fort the clients, share with the class how you felt to be accepted or denied the loan.  

Let’s talk and reflect. 
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Case 1: Julia has an income of $12,000 per year. She works part time for a cleaning company 
and is assigned 3 houses per week. She is known in her neighborhood for the delicious tacos 
that she takes to parties and events in the community. Motivated by the positive feedback 
from her friends and loved ones regarding her cooking, she has decided that she wants to 
sell her tacos from a truck. She researched and discovered that she will need $5,000 to invest 
in a truck. She only has $1000 saved up.  

When the banker obtained Julia’s credit report she found that Julia did not have a credit 
score. The only things that appeared in her credit report were two credit inquires for cards 
that she was denied for. Would you give a loan of $5,000 to Julia? What would be your 
recommendations to her?  

 
Case 2: Margarita makes $25,000 per year as a babysitter. Her favorite hobby is looking at 
fashion magazines and sewing her favorite pieces for her and her daughter, who is 7 years 
old. Margarita wants to utilize her hobby to make money and had the idea of sewing and 
selling clothes. Margarita wants to start as a saleswoman that travels, offering her products 
to neighbors and friends, so her business would not require a storefront. Margarita needs a 
loan of $1,000 to buy materials and a better sewing machine than the one she has now.  

When the banker obtains her credit report, she finds a credit card with Capital One, which 
she got 9 months earlier. The card has a limit of $1,000 and a balance of $200. Her credit 
score is 690. All of her payments have been made on time. There is not negative information 
on the report. Would you give a loan to Margarita? What are your recommendations? 

 
Case 3: Antonia works full time as a waitress and helps out at a bar in Midtown Manhattan. 
She has an annual income of $45,000. Antonia has worked at restaurants for more than 10 
years. She wants to start her own restaurant and needs a loan of $15,000. She has $2,000 
saved up.  

Upon obtaining her credit report, the banker found that Antonia has three credit cards that 
are open and active. The combined limit of these cards is $10,000 and in total she owes 
$7,000 between her three accounts. Additionally, she has an account that is in collections. 
This is a medical debt from the hospital worth $2,000 from an accident at work that 
occurred over a year ago. The report also showed a Capital One credit card that is closed and 
which has a debt of $325 that she never finished paying off. This card is closed but has not 
yet been passed onto collections. In sum, Antonia’s total debt is $9,325. Her credit score is 
600. Would you give a loan to Antonia? What are your recommendations?  

 
Case 4: Sonia is a cook at a restaurant in Brooklyn. Her annual income is $27,000 after taxes. 
One of the managers of the restaurant wants to make Sonia a partner in the business The 
manager would require an investment of $5,000, and Sonia has $2,000 saved up. 

Upon obtaining Sonia’s credit report, the banker saw that she had a credit card with a limit 
of $900 and a balance of $250. Sonia also just started a secured loan in order to improve her 
credit. The amount of the loan is $500 and she already made her first payment of $85, now 
she owes $415. Her credit score is 720. Would give a loan to Sonia? What are your 
recommendations?  
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Module IX. Strategies for having good credit 

Activity 7. Please share with us some strategies for how to build credit.  

 

Steps to follow to have good credit: 

Pay your accounts on time –  Paying your accounts on time is the most important 
factor in your credit score.  

 Your payments should arrive to the creditor before the due date, to avoid 
penalties.  

 Late payments of more than 30 days are reported to the credit agencies 
and hurt your credit score.  

 Payments can be made by mail (with check or money order) or by 
telephone and over internet.  

 You can establish automatic payments from your bank account, but you 
will be responsible for checking that the payments are correct each 
month. This strategy helps to simplify the payment process.   

ATTENTION – If you are having difficulty in making payments, do not 
ignore the debts. Search for help through this program. A financial 
counselor will be available to meet with you individually. 

Maintain low balances on your cards – The most recommendable action you can 
take is to pay your balance in full at the closing of every billing cycle (before the end 
of your grace period). This way, you will avoid paying any interest. You should also 
try not to use over 30% of your available credit limit, going over 30% of credit 
utilization will affect your credit score negatively. 

ATTENTION – If you are having difficulty in paying your balance, pay at 
least the minimum balance required so that you avoid being late, 
which affects your score the most.  

Avoid applying for lots of credit – You need to apply for credit in order to begin 
building it, but applying for many credit accounts will make you seem like a greater 
risk to creditors. Opening new accounts reduces the average amount of time of your 
existing accounts affecting your credit score.  

We recommend that you only apply for credit when it is necessary and when you 
believe that you will be approved by the company. If you have no credit history, or a 
negative credit history, then you are best off applying for secured credit products.  

ATTENTION – The FICO score counts credit inquiries from the last 12 
months.ix  
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Do not close credit cards – This reduces the average time of your credit history. It 
also reduces the overall limit of your credit accounts.  

Example: Imagine that you have the following cards  
 

 Credit Limit Balance Percentage of 
debt compared 
with credit limit  

Card 1 $ 4,000 0 0% 

Card 2 $ 3,000 $ 600 20% 

Card 3 $ 5,000 $ 2,000 40% 

Total $ 12,000 $ 2,600 22% 

 
Since you have not been using Credit Card 1, you decide to close it. Your debt does 
not change, but the total percentage of your debt compared with your credit limit 
will increase from 22% to 33%. The chart below shows the changes in your utilization 
rate: 

 Credit Limit Balance Percentage of 
debt compared 
with credit limit  

Card 1 0 0 Closed 

Card 2 $ 3,000 $ 600 20% 

Card 3 $ 5,000 $ 2,000 40% 

Total $ 8,000 (less) $ 2,600 (the same) 33% (more) 

 
Diversify – If you are managing your credit with success, then it may be time for you 
to diversify your credit profile. You can do this by acquiring another type of credit 
account. For example, if you have a credit card, you may open a secured loan. If you 
have a loan, you can open a credit card. 

 
Protect your credit – Be careful not to co-sign for credit (loans) or to authorize other 
people to use your credit unless you are 100% confident that they will be financially 
responsible. Being a co-singer makes you legally responsible for the debt that the 
principal borrower accrues.  
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Review your credit report – Identify and correct errors that you find.  

 Remember that information from collection accounts and public records 
generally will remain on your credit report for 7 years since the date that 
you stopped paying them. If you find incorrect information on your credit 
report you have the right to dispute the errors.  

 
Pay all your bills on time (telephone, cable, internet, medical, rent, taxes, banks, 
etc.) – If you don’t pay your accounts you run the risk of having the account sent to 
a collection agency. Having accounts in collections affects your credit score 
negatively.  

Creditors can also bring a lawsuit against borrowers who owe them money. The 
reporting of judgments will seriously hurt your credit score.  

 If you have an account in collections, try to negotiate a repayment plan.  
 Be aware that paying a collection account will not improve your credit 

score. The report will show the account as paid, but the negative impact 
on your score will have already taken effect.   

 Under state laws, debts expire after a certain period, and creditors lose the 
right to collect a debt.x In New York, the expiration of these debts is 
generally after 6 years but it depends on the type of debt.xi 

 

What to do if you have bad credit?  

 Begin by correcting information that should no longer be on your credit 
report. 

 Keep in mind, that negative information that is correct cannot be erased 
from your credit report.   

 Be careful with scamming companies that promise to fix your credit quickly 
and ask that you pay them upfront. These companies tend to ask for a 
signature of blank documentation to be used in the future. They also suggest 
that you do not contact the creditors directly. 

 A secured credit card or secured loan are good options for rebuilding your 
credit. 

 Develop a plan to pay back your debts over time. 
 Attend a financial counseling session through this program.  

 

Participate in an individual financial counseling session, your counselor will 
help you create an action plan for improving your credit. Make your 

appointment today. All services are free! 
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The content of this program was made possible thanks to the support of Citi. 

i http://www.aspeninstitute.org/ 
ii Information about the FICO credit score obtained from Fair Isaac Corporation. 
iii Information about the FICO credit score obtained from Fair Isaac Corporation. 
iv https://www.consumer.ftc.gov  
   www.annualcreditreport.com 
v https://www.consumer.ftc.gov/articles/0155-free-credit-reports 
vi Fair Isaac Corporation 
vii http://www.consumerfinance.gov/askcfpb/47/what-is-a-grace-period-how-does-it-
work.html 
viii Information about the FICO credit score obtained from Fair Isaac Corporation. 
ix Information about the FICO credit score obtained from Fair Isaac Corporation. 
x https://www.consumidor.ftc.gov/articulos/s0117-deudas-prescriptas 
  http://www.consumerfinance.gov/askcfpb/1447/what-best-way-negotiate-settlement-    
  debt-collector.html 
xi http://www.nycourts.gov 

https://www.consumer.ftc.gov/
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Capital Planning Workshop 
Instructor’s Guidebook 

Outline 

Overview 
NYC SBS contracted Babson College to develop a curriculum for WE Master Money: Funding. Babson developed 
7.5 hours of content and intended the course  to be presented over two days. BOC Network has added 
additional resources and activities to customize the content for our target market. It has also developed two 
additional delivery formats: (1) a 4.5 hour consolidated one session workshop and (2) a 1.25 hour consolidated 
workshop to be delivered in partnership with larger WE NYC events. 

WE Master Money: Funding’s main goal is to connect women entrepreneurs with the right financial product at 
the right time. To accomplish this goal, the curriculum has been designed to have participants do the following: 

• Learn the “5 Cs” of credit framework, which is widely used by most funders 

• Understand each C and estimate where they rank in terms of creditworthiness 

• Match the stages of an entrepreneurial venture (from opportunity to start-up to growth) & 5 Cs 
assessments with likely funders 

• Identify their current funding need and the most likely funding source 

• Develop and present a pitch designed to secure the funding needed to start/grow their venture 

This workshop is designed to utilize action-based and experiential learning to maximize participant discussion, 
engage the participants in learning as well as helping each other, guide participants in the development of their 
funding needs and likely funding sources, enable them to network with perspective funders and give them the 
business fundamentals to improve their access to capital as they launch and grow their businesses. 

Logistics 
• Room should contain tables enabling 6 participants to sit at each table. Tables should be spaced such 

that instructors can move in between them with little effort. 

• Participants should be assigned seats with personalized tent cards at each seat as well as binders 
containing the Participant Workbook. The 5 Cs Reading and Glossary, which are distributed as pre-work, 
should be 3-hole punched so it can be inserted into the Workbook. Extra copies of the pre-work should 
be on hand for participants that don’t have them. 

• Groups should be diverse, representing different industries and different levels of business experience 
to enhance peer-to-peer learning. 

• Each table should have colored markers to record on flip charts and 3x5 index cards for Session II 
pitches. 

• The Workshop Slide Deck should be loaded on a computer with overhead projection capabilities. 

• There should be flip charts on easels to accommodate reports out of group work. 

• A room equipped with whiteboards would be preferable. 

• For Session II, break-out space for each group during pitches would be desirable. 
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General Notes to Instructor: 

• When writing up participants answers to questions on the flip charts, use their own words. 

• Always connect participant’s comments with the concepts and terminology from the curriculum. 

• Depending on the composition of the cohort decide whether or not scenarios and vignettes should be 
read aloud. 

 

Detailed Time Plan 
As timing varies greatly depending on the format in which the course is being delivered, we  have 

developed 4 unique run of shows (See Page XX). The general sequence of events is as follows: 

 

BEFORE THE WORKSHOP 

Before the workshop each registrant should be emailed the WE Master Money: Funding pre-reading and asked 
to complete the self-evaluation survey (Babson 5 Cs of Credit Dashboard Abridged). As few complete this 
assignment prior to the session, workshop attendees who arrive early can be reminded to review the section 
after intakes are completed. 

Pre-work for Session I 

• Read 5 Cs of Credit  

• Complete Babson 5 Cs of Credit Dashboard Abridged 

 

INTRODUCTIONS AND OVERVIEW OF THE WORKSHOP 

Welcome 

Introduce WE NYC  - the goals of the larger initiative and specific program offerings. (Template on page 44.) 

Introduce WE  Master Money Funding –  

• Some words from Babson: Our goal is that through discussion at this workshop we can help everyone 
better understand the capital funding process, how to estimate what you need, figure out where you 
are and what funders are looking at.  

Introductions  

Each participant should be given approximately 15 seconds to introduce herself, where she lives, her business 
(or business idea if she has yet to launch a business) and one thing she would like everyone to know about her 
(completely unrelated to her business). The instructor can model the introduction. 

The goals of this exercise are to let the women know who else is in the room, to begin building trust among the 
participants, and to relax everyone. The instructor should keep time and write the business types on flip charts. 
Instructors should refer back to this poster to make target examples to relevant industries. 

As new comers enter the room and conversation is wrapped up they should be asked to introduce themselves. 

Class Culture  

The goal of this exercise is to have the participants establish class norms for participation, giving and receiving 
feedback, group work etc. Norms such as confidentiality, respect, listen well, do not talk over others, keep cell 
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phones off or on vibrate etc., usually form the class norms. This exercise lets the women know that participation 
is critical to the success of the class. By asking them to establish the class norms, we communicate that their 
opinions are both solicited and respected. 

At this time it is also helpful to discuss communication standards. Something such as all communications should 
be “Effective, Efficient and Compelling” (“say what is useful and say it to the point”). Establishing these 
standards emphasizes no one participant should dominate the conversation and when you have something to 
say, say it effectively, efficiently and compellingly. That is, “Do not ramble.” To help the participants keep to this 
standard, the instructor may tell them: “If I think you are rambling, I will begin to walk towards you which is your 
cue to wrap-up. If you cannot see your colleagues because I am so close as to block your view, you should finish 
immediately.” 

Don’t miss: cellphones/ other electronics and constructive honesty/positive feedback. 

 

Overview of the Workshop  

The instructor should ask participants what they most want to get out of this workshop. The instructor should 
record these goals on flip charts and post these on the classroom walls. The participants’ goals will be revisited 
later to insure that they are being achieved.  

Finally, the instructor should put up the slide with the overall workshop goal and the individual learning 
objectives. Use this opportunity to get a sense of the knowledge in the room. When discussing each bullet point 
ask who has previous knowledge on that topic (i.e. Have you heard of the 5c’s of credit?   

 

THE 5 CS OF CREDIT (40 MINUTES)  

Prior Experience with Fundraising 

The session begins by putting up the slide “Prior Experience with Fundraising” 

How many of you have put money into launching and growing your business? Presumably, around half of the 
women will raise their hands. At this point, show the following questions and give them 1-2 minutes to think 
about and write down their responses. 

a. Where did you get the funds? 

b. What were the key elements of your funding “pitch”? (Alternative: What did you say to your possible 
funders?) 

c. What questions did the funder ask? 

d. What single word would you use to describe the experience? 

The instructor should encourage several women to share their answers, striving to get a cross section of types of 
funders. After each woman speaks, the instructor can ask, “How many of you raised money from this source?” 
The goal is not to have every person in the room respond, but rather to get a sense of participants’ prior 
experiences with raising money.  

The instructor should record each response on a white board or flip chart, noting the source of funds, the 
questions asked, and the elements of the pitch. The goal is to set the stage for in-depth discussion of the 5 Cs. 

Potential Funding Sources 

Put up the slide on “Potential Funding Sources” and use it to organize the previous discussion. Don’t be too 
repetitive but make sure to match the sources belong to which category. If the sources outlined on the slide 
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were not addressed during the  “Prior Experience with Fundraising” discussion ask participants if they have ever 
heard of that source before explaining it. 

For questions on equity Investments let participant know that content of course is focused mainly on debt based 
funding sources but that much of the lesson is transferable. Leverage first the knowledge from other business 
owners in the room then your own.  

Introduce 5 Cs 

Put up the slide with 5 C’s of Credit outlined. Mention: “the 5 C’s of credit is a fairly standard way for funders to 
organize how they assess you. Lots of measures are qualitative, but we will get into that in greater detail soon. 
Let the participants know If they did the pre-reading, they already started to think about how these topics relate 
to your business. Put up the slide with the 5 Cs self-assessment. Ask participants who was able to do the reading 
and Self-assessment letting everyone know they should take a minute to review their answers or jot them down 
for the first time now.  

Put up the slide with the 5 Cs (one at a time). For each C, ask the women (1) what is being evaluated and (2) the 
questions used to assess that specific C. The instructor can make connections to the prior discussion where 
appropriate. For example, matching the 5 C questions with what women were asked when seeking funding and 
noting the type of funder/loan. Finish up with a brief discussion of the overall usefulness of the 5 Cs framework. 
Is it fair? What’s missing?   

 

Activity 1: 5 Cs Matching Game 

If two trainers are delivering the course, this is a good time to switch who is leading the discussion.)  

To help cement definitions of each C  in the minds of participants, instructors can use 5Cs of Credit Matching 
Game exercise (see page 46). Instructors should ask each table to get together, think about the definition of 
each C and how it is evaluated, match each set of images to one of the 5 Cs, and explain their choice. Instructors 
should highlight that there are no incorrect answers if you have a good explanation. After 5 minutes review as a 
group. 

If the instructors are delivering a two-session workshop, the 5c’s Matching Game should be done as a warm up 
exercise on the second day. With an advanced group instructors may consider skipping the exercise if they are 
very confident participants can differentiate between the Cs. 

 

Connecting the 5 C’s to Funding Sources 

Finally summarize the importance of the 5 Cs by connecting the Cs to the categories of funders. Below is a 
helpful table that is contained in the slide deck and in the Participant Workbook. Briefly walk through this table 
as it will be used during the 5 Cs Scenario exercise as well as during the Vignettes and Funding Pitches.  

Example of Language: Let’s get into some of the issues and classify funder categories. Within each 
category there may be gradation. For example you could presell events on crowd funding or give away 
equity. Merchant advanced is very different than crowd funding (which often cares a lot about the story 
of the entrepreneur and business). 
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Matching the 5 Cs with Potential Funding Sources 

 

Funding Sources Character Credit Score Capital Capacity Collateral Conditions 

Conventional Banks ✓✓✓ ✓✓✓ ✓✓ ✓✓ ✓✓ ✓✓ 
              

Community Lenders ✓✓✓ ✓✓ ✓✓ ✓✓ ✓✓ ✓✓ 
              

Alternative 
Institutional Lenders ✓✓ ✓✓ ✓✓ ✓✓ ✓✓✓ ✓✓ 

              
Online Funders ✓ ✓ ✓✓ ✓✓ ✓ ✓✓ 

              
Family & Friends ✓ ✓ ✓✓ ✓✓ ✓ ✓✓ 

              
You & Partners ✓ ✓ ✓✓ ✓✓ ✓ ✓✓ 

 

✓ -  This C is not important to this funder 

✓✓ - This C is important to this funder 

✓✓✓ - This C is very important to this funder 

 

5 Cs Exercise  

The participants should be 
sitting in groups around a table 
(5-6 participants per table). Tell 
the group they are going to 
have a chance to test their 
newly-acquired 5 Cs knowledge. 
For each scenario slide, give the 
tables 5 minutes to discuss the 
slide.  

 

Depending on the composition 
of your group, you may want to 
request that someone in the 
group read the scenario out 
loud.  The participants should 
record their answers in their 
workbook.  

Collect Feedback by table or by C. Repeat back what is heard and explore nuances. “why did you say yes when 

others said no.”  Always put the concensous of the class on the board.  

 

15 MINUTE BREAK 

 

5	Cs	of	Credit	Exercise:	Scenarios	

For	each	scenario,	you	will	have	5	minutes	to	discuss	the	following:	

• How	would	you	rank	the	potential	borrower	on	the	5	Cs?	Why?	

For	each	scenario,	rate	each	C	using	a	three	check	system	

ü 	non-existent,	no	evidence	or	weak.	

ü P	exists,	fine	

ü P	P	clear	evidence,	strong	

• What	type	of	funder	do	you	think	would	most	likely	provide	money	to	this	person?	
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Vignettes 

Let participants know this is a real business, with whom the two professors at Babson College who designed the 
curriculum interacted. 

Vignette 1: Getting off the Ground 

The participants are asked to reflect on the following questions (see Slide 27, “Vignette 2 – Reflection 
Questions”):  

a) Update your assessment of Victoria and the 5 Cs. What has changed in six months? 

b) What is (are) the most likely funding option(s) for Concierge Cleaners over the next six months?  

c) What are the three most important components of a funding pitch to the likely funders? 

  

Vignette 2: The Next Level  

The participants are asked to reflect on the following questions (see Slide 40, “Vignette 3 – Reflection 
Questions”):  

a) How would you rate Victoria and Concierge Cleaners on the 5 Cs at the end of Year 1? 

b) Based on your answer to c), what is the most likely Year 2 funding option for Victoria and Anita as they 
work to take Concierge Cleaners to the next level? 

c) What are the three most important components of a funding pitch to likely funders? 

 

TWO IMPORTANT QUESTIONS 

Before introducing the pre-work, give the women 5 minutes to answering the following two questions in their 
workbooks:  

1) What is your product/service and who is your exact target audience?  

2) What is your competitive advantage, i.e., the unique characteristic(s) of your product or service that will 
make customers buy from you and not your competitors? 

Each participant needs to be able to answer both of these questions. Briefly (no more than two minutes) 
emphasize that these two questions should be part of any pitch as potential funders need to understand them 
to assess their business.   

 

DAY 1 WRAP UP (ONLY FOR TWO SESSION WORKSHOPS) 

Pre-Work for Session II: 

Read 4 questions from pre-work aloud to the class. Ask participants to return with the hand out completed. 
Remind them they can use the local funders to help answer the questions as well as finance articles on the WE 
NYC website (hand out reading list). 

Put up the slide with Babson College diagnostic tool. The instructor will introduce the full 5 Cs 
assessment/dashboard tool that converts the participants’ input to a list of possible types of funders.  

Hand out evaluations. 
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Funding Pitches I (80 minutes) 

Ask how the pre-work went.  

They should use the following outline for the pitch, although a certain amount of flexibility should be 
encouraged: 

o What type of funder are you targeting and how much money are you seeking? (5 seconds) 

o Introduce yourself and your business. Provide a brief history. (20 seconds) 

o Explain your business briefly, focusing on what pain/problem it solves for your customer and 
what makes your product or service unique (i.e. your competitive advantage). (30 seconds)  

o Describe how much funding you need and how it will be spent. (25 seconds) 

o How will the money generate cash flow that will repay the funder?  (20 seconds) 

o Wrap-up. (10 seconds) 

At this point, have one of the facilitators give the sample pitch. Then direct the women to the Funding Pitch 
Template in their workbook and have them work individually on their pitch. Also inform participants there are 
extra copies of the template and index cards available for those interested. 

After 20 minutes have a short debrief by asking for thoughts on creating their pitches. What was hard? What 
was easy? Did they finish? Now tell them to choose a partner (from their table if possible; the instructor should 
make sure that every participant has a partner).  

At this point, the instructor should pay particular attention to women who seem uncomfortable with making 
their pitch. All should be encouraged in a non-threatening way, but no one should be forced to present. Those 
who prefer not to deliver their pitches should simply observe and continue working on their outlines. 

Each partner should give their funding pitch and then receive feedback. The instructor should keep time, 
allowing 16 minutes in total. (8 minutes each; 2-3 minutes each to pitch and 5-6 minutes for 
feedback/discussion).  

Now allow 10 more minutes for individual revisions/practice.  Then ask the women to find a different partner 
and repeat the partner exercise (10 minutes total; 2-3 minutes for pitch and 2-3 minutes for feedback). 

Finally, give the women the remaining time (about 10 minutes) for refining their pitches, incorporating the most 
recent feedback. 

10 MINUTE BREAK 

Funding Pitches II (45 minutes) 

At this point the women should feel more confident about their pitches. If there are outside funders present, 
they should be invited to sit one-to-a-table for this round of pitches. If there are outside funders/guests, it might 
be a good idea to introduce them to the women before the break – that way they can interact with the group 
during the break, making things more comfortable for everyone. 

Again, at this point the instructor should ensure that all participants are comfortable moving to the next level. 
Those not ready to pitch to a group – especially one that includes outside guests – should be given the option to 
stay in the role of observer. Before beginning instructors should remind the group to share positive and 
constructive feedback. 

Pitches will be presented to the group at the table and any outside funder that may have joined the group. Each 
woman will have 2-3 minutes to pitch and then 3 minutes for feedback. The funder should be given the first 
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opportunity to provide comments followed by anyone else at the table. Total time per presenter is 6 minutes, 
meaning 30-35 minutes in total depending on how many are seated at the table (these numbers can be adjusted 
as needed based on the actual number of women in each group).  

Note: One person at each table should be responsible for keeping time and the time constraints should be 
closely followed. Feedback can also be provided more formally using the Pitch Feedback Form provided at the 
end of this Guidebook. If the form is going to be used, make sure sufficient copies are made before the 
workshop. 

Wrap-up (10 minutes) 

The instructor should offer one or two women the opportunity to present their funding pitch to the entire room, 
strictly on a volunteer basis. This can be a big confidence boost and will show the participants how far they’ve 
come in a short time. 

If there were funders at the tables, they should now be asked for their general impressions of the pitches –
specifically, overall strengths of pitches they observed as well opportunities for improvement.  

Next, ask the women how they think it went. Do they feel better prepared to solicit funding? Do they feel more 
confident about their strategy? Did they get a sense of what they do well and where they can improve?  

Finally, the instructor can return to the “What I hope to get out of the workshop list” and see if there are any 
remaining items to be discussed. For those, other resources might be suggested.  

Finish by thanking the funders and the women for their participation. 

Networking with Funders (30 minutes) 

Those women who wish to can speak with individual funders they may have questions for or be interested in 
starting a dialogue with. Funders should be encouraged to bring business cards, information materials about 
their organization, and products to be distributed. The participants should also be encouraged to hand out 
business cards to the funders. 

If the funders can only be present at the end of the workshop, the instructor should ask them to briefly 
introduce themselves before networking. They should be given 30 seconds each to introduce themselves and 
the organization they represent, and to talk about the types of loans they provide and the importance of each of 
the 5 Cs in their application processes. These introductions should take no more than three to five minutes in 
total, which will leave 25 minutes for networking. 
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5 Cs of Credit: Scenarios & Teaching Note 
All entrepreneurs are in NYC 

 

It is not intended that all five scenarios be covered in the allotted time. The instructor should choose the most 
appropriate scenario(s) based on the skill level and interests of each group. For more advanced groups, 
Scenarios 1, 2, and 4 are appropriate, while groups with fewer established businesses should consider Scenarios 
1, 3, and 5. 

 
Scenario 1 
Since arriving in the U.S. two years ago, Rosa has worked full-time at a local coffee shop. At night, she made 
leather purses and then sold them at weekend street fairs. Customers were universally impressed with both the 
designs and the craftsmanship, and she had more demand than she could handle. Because of her full-time job, 
Rosa could only produce and sell about $300 worth of purses per week, which netted her about $200 of profit.  

Rosa felt that with better cutting and sewing equipment – about a $2,500 investment – she could easily double 
her output and sales. However, with no credit cards or savings, she would not be able to afford to purchase the 
equipment for another year. 

Teaching Note 

Steady employment for two years and no bad debts mean a strong Character. Condition would be solid because 
of the current strength of the NYC economy and evidence that customers will buy her product. Capacity looks 
promising because she has customers and we can assume she is profitable (weekly revenue > costs of making 
purses), but she probably needs some projections to solidify her capacity rating. The only evidence of Capital is 
that she has already invested some money for a sewing machine and leather inventory. There is very little 
information on Collateral, but it is doubtful Rosa has significant personal asset. The new equipment might have 
some minimal value as security for a loan. However, with no documented credit history and small revenues, 
friends and family are her best option. She could also be a candidate for a crowd-funding site like Kickstarter. 

Scenario 2 

Tara has worked part-time as a waitress in an upscale restaurant for three years, at the same time offering 
exercise classes for pregnant women in her small apartment. After two years and lots of word of mouth, she has 
a steady stream of new clients and 70% of her clients continue taking classes after giving birth. 

Her revenues are $18,000 per year and with basically no expenses, this is all profit. Tara is seeking funding to 
rent studio space and hire additional part-time instructors as needed. Tara’s FICO score is around 575 and she 
has spent $1,500 of her own money on renovating the room she uses for classes, on advertising materials, and 
on purchasing some basic exercise equipment and a sound system. 

Teaching Note 

Tara has had steady employment for the last three years (and, therefore, likely good references), loyal clients, a 
FICO score of 575, and revenues of $18,000. Her Character ranking is strong. She has already invested $1,500, is 
profitable, and should have the ability to invest more of her own money. All of this means a good Capital 
ranking. Her Capacity rating should also be strong, as her $18,000 in revenues (essentially all profit) would be 
cash flow available to cover loan payments. Since her new hires will be part-time as needed, they will only be 
paid when they generate revenue – also good for Capacity. Conditions appear good because of the strength of 
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the general NYC economy and her strong client history. She most likely has little Collateral, although she could 
potentially pledge the lease on her new studio. Tara would be a good candidate for a micro-loan.  

Scenario 3 

Pamela developed her line of gluten-free bakery products months after her daughter was diagnosed with Celiac 
Disease. Using her sales skills, organizational ability, and financial background, she has steadily grown her 
business over the last three years to $150,000 in annual revenue and has two employees. She achieved 
profitability after her first year and has easily repaid a $15,000 micro-loan she got to start the venture.  

Pamela’s FICO score is 675 and her business has never missed a payment. Whole Foods Market had recently 
expressed interest in her product line and Pam estimated this could triple sales to $450,000 within a year. She 
needed approximately $125,000 for a new oven, additional kitchen equipment, and for hiring two new 
employees. 

Teaching Note 

Pamela ranks strong on all of the 5 Cs. Her FICO score, managerial skills and track record would rate her high on 
Character.  She would also score high on Conditions due to the growing market for gluten-free products and the 
interest from Whole Foods. Two years of profitability, good accounting records, and a Whole Foods purchase 
order would mean a high Capacity score. Pamela has current baking equipment and she is going to use funds to 
buy new equipment, so there is some business Collateral. It also seems likely she might have some personal 
assets. Although not stated explicitly, we can infer from this brief scenario that Pamela has significant Capital 
invested in the business. Pamela might request a commitment letter from whole food to improve her chances. 

Pamela’s best option is to seek asset-based funding from a community or commercial bank. These typically have 
lower interest rates than most loans and are for longer periods of time (typically 5 to10 years), therefore 
matching the loan term to the asset life. 

Scenario 4 

Victoria had taken graphic design classes and received a certificate in graphic design from a local community 
college. After working for two years as the sole employee for another designer, and with $4,000 saved, she 
decided to launch her own business. She would focus on boutique retail designs and developing advertising 
campaigns to enhance branding.  

Her first client was a large real estate developer who wanted her to design the marketing and sales materials for 
a new residential project. He promised more projects if this job went well. Victoria needs to quickly hire another 
part-time graphic designer or independent contractor and upgrade her computer and graphic design software. 
The computer equipment, high-quality printer and software would cost her approximately $12,000. 

Teaching Note 

Victoria has good experience and education in her chosen field but little track record operating her own 
business. She has quickly gained a client, but one job for one client does not make a business. Her Character 
would be okay, but not strong. We have no information on Capacity because she has just begun her business 
and there is no information about the expected revenue or profitability of her first job. She has $4,000 of 
savings, which would help her Capital score. The computer might be Collateral, but as technology products 
rapidly become obsolete means only limited value as security for a loan. In NYC real estate development is 
booming and there is always demand for talent, so Condition would rate strong. 

Victoria may be able to find a micro-lender (assuming she puts in her $4,000 savings), but with no revenue or 
experience running a business, her best funding option might be her own savings, supplemented by family and 
friends. 
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 1: Getting off the Ground 
After six months, the sisters were both exhausted and excited. Victoria and Anita had continued their full-time 
jobs, managed their family obligations, and still found time to pursue their opportunity. After many meetings, 
hours of market research, lots of analysis, and countless late nights, Victoria felt she had a clear strategy for 
moving the company forward.  

Victoria and Anita decided to focus on Brooklyn as their target market. It was an easy commute from Queens 
and had become the borough of choice for numerous desirable demographic groups, as evidenced by the 
growing population. In addition, costs and competition would both be lower than in Manhattan. The sisters 
spent the first month carefully studying the websites and marketing materials of residential cleaning companies 
in New York City that had a significant Brooklyn presence. They noted their strengths and weaknesses, paying 
particular attention to what types of customer they seemed to be targeting and how they marketed their 
services. Victoria also made several calls posing as a potential client in order to get pricing information and a feel 
for how new customer inquiries were handled. This research led to the following list of what they believed most 
customers wanted from their housecleaning service: 

• Trust – clients did not want to worry about having strangers in their homes 

• Reliability – homeowners wanted to know that their cleaners would be there when they said they would  

• Consistency – many clients complained about frequent employee turnover which meant retraining 
cleaners about the specific way the client liked things done 

At the same time, Victoria and Anita also made a list of the strengths they brought to the new business: 

• Years of experience in both the actual tasks of housecleaning and the management of housecleaners 

• The ability to screen candidates and the people skills needed to train, motivate, and retain staff 

• Connections in the industry and respect among their former coworkers and colleagues 

Based on their market research and prior experience, the sisters agreed the following were important to their 
vision for the new business: 

• Offering a “premium” service that would exceed their clients’ expectations and for which customers 
would gladly pay extra 

• Developing a staff for whom the new venture was more than just a paycheck; the sisters wanted to 
create a culture where every employee was valued and provided input to improve and grow the 
business 

From this information, Victoria’s experience in luxury hotels, and Anita’s knowledge of the local competition, 
they decided to offer a 5-star service and named their company Concierge Cleaners. They would incorporate the 
services of a high-end hotel into every part of their business: the cleaning, their customer interactions, and the 
treatment of their employees would all be 5 star. That would be their competitive advantage. 
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The Concierge Cleaners website1 was built and launched in their second month and within a week, customer 
inquiries began coming in. Their website hosting company provided data on SEO (search engine optimization), 
which the sisters used to improve the user experience. In the second month they also finalized their marketing 
strategy and materials and began their outreach efforts. They sure learned a lot in that month! They spent 
approximately $5,000 on getting started, which was very close to their original estimate. 

By Month 3, the sisters had their first customer and several promising prospects. At the end of Quarter 12, they 
had burned through about $5,500 of their initial $7,000 of funding. The sisters had received $3,000 from 
family/friends and invested $4,000 of their own savings. In Quarter 2, they refined their marketing strategy – 
the original plan had not been very effective – and acquired two more clients. By the end of six months (Q2), 
they were close to breakeven on an operating profit level.  
 

 

 

 

 
 

 

However, this profit picture was deceptive, as neither sister was taking any pay from the venture. In addition, 
cash was tight, so the sisters were using their own vehicles, and both were covering some of the business 
expenses with their personal funds (e.g. telephone, gas, etc.). Finally, they were both exhausted and had started 
bickering over trivial things. If they were going to continue, Victoria knew they needed to make Concierge 
Cleaners more like a “real” business, including separating the business expenses from their personal finances. 
The good news was that their customer service model and cleaning had been very well received by their initial 
clients, and the sisters really felt like they had a viable business model.  

Victoria felt that the next six months were critical for Concierge Cleaners and her entrepreneurial dreams. She 
had begun repairing her credit score, which she knew would be critical to future fundraising efforts. Victoria also 
decided to cut back hours in her existing job. She could go to 25 hours a week and still keep health insurance for 
herself and her children. She would have to take some salary from Concierge Cleaners, at least enough to offset 
her lost wages. The sisters agreed they would hire a part-time employee to work with Victoria. The demand was 
there and their current pricing would comfortably cover the cost. It was also less risky than having Victoria quit 
her current job.  

They would buy a used vehicle and require some additional equipment (total investment of approximately 
$9,000). In addition to wages for Victoria and the part-time hire, there would also be new operating expenses. 
They needed to file a Business Certificate as Concierge Cleaners in Queens County ($100) and would also require 
an IRS Employer Identification Number (EIN). Thankfully, their local NYC Business Solutions Center provided 
advice and assistance with both. The EIN did not cost anything but was required to set up a Concierge Cleaners 
checking account and to hire part-time employees. Victoria and Anita sat down at their computer and developed 
the following forecast for their second six months: 

                                                           
1 During their research, the sisters discovered that websites were the primary tool used by potential competitors for marketing their 
cleaning services. They also learned that some competitors were also using their websites to facilitate scheduling, communication and 
the overall customer service experience. 
2 Financial results of operations are measured in different time periods, months, quarters or year depending on when the owner needs 
data to make decisions and assess operations. 

Start-up Investment Forecast Actual

Website, PC, Printer $3,000 $2,900

Cleaning Equipment $1,500 $1,350

Marketing Materials $400 $700

Total $4,900 $4,950

Q1 Q2

Revenue $900 $2,400

Wages

Operating Expenses ($1,600) ($2,475)

Operating Profit ($700) ($75)

Start-up investment ($4,950)

Cash Flow ($5,650) ($75)

Funding $7,000

Cash Balance $1,350 $1,275

Actual
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Q1 Q2 Q3 Q4 Year 1

Revenue $900 $2,400 $14,000 $22,100 $39,400

Wages ($5,300) ($9,200) ($14,500)

Operating Expenses ($1,600) ($2,475) ($9,100) ($11,250) ($24,425)

Operating Profit ($700) ($75) ($400) $1,650 $475

Start-up investment ($4,950) ($9,000) ($13,950)

Cash Flow ($5,650) ($75) ($9,400) $1,650 ($13,475)

Funding $7,000 $9,000 $16,000

Cash Balance $1,350 $1,275 $875 $2,525 $2,525

Actual Forecast
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 1: Teaching Note 
Overview  

The Concierge Cleaners vignettes follow the progress of a new venture from idea to growth. Each vignette 
highlights the funding need at a specific stage of the business and asks the reader to assess the following: 

• The decisions and actions taken by Victoria and Anita, specifically the ones creating the need for 
funding 

• Where Victoria and Concierge Cleaners would rank on the 5 Cs of Lending and why 

• The most like source for their funding need 

• Most important components of a funding pitch 

In Vignette 1, Victoria and Anita are six months into their new business, Concierge Cleaners. They have done 
significant market research and used it to develop their CVP (customer value proposition). They also launched a 
website and developed their marketing strategy and the associated materials. 

Starting with $7,000 ($4,000 from their own savings and the rest from family and friends), Victoria and Anita 
now had several satisfied customers, an effective marketing strategy, and a solid plan for moving Concierge 
Cleaners forward. However, they were still working their full-time jobs, and cash was tight, with both sisters 
paying some of the business expenses with their own money.  

From their forecast for the next six months, it was clear they would require additional funding. However, with 
Victoria’s improving but still low credit score and a short financial track record, it was unclear where Concierge 
Cleaners might turn for funding.  

At various places in the discussion below, the instructor may choose – depending on time constraints and on the 
comfort of the participants with the material – to go into more detail on certain topics. These places are 
highlighted with text boxes. 

Reflection Questions  

Participants are asked to discuss and answer the following questions: 

1) Update your assessment of Victoria and the 5 Cs. What has changed in six months? 

2) What is (are) the most likely funding option(s) for Concierge Cleaners over the next six months? 

3) What are the three most important components of a funding pitch to the likely funders? 

 

 

Timing and Teaching Plan 
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Timing 

• Read case ( 8 minutes) 

• Questions 1 (5 minutes) 

• Question 2 (5 minutes) 

• Questions 3 & Wrap-up (5 minutes) 

Teaching Plan 

Distribute Vignette 2 and give the participants five minutes to read it.3 Project the first two Reflection Questions 
on the screen and ask for thoughts from the participants.  

Question 1: Update your assessment of Victoria and the 5 Cs. What has changed in six months? 

Character 

With even a small number of loyal clients, the sisters can offer a lender evidence of their commitment to the 
business and to the customer experience. Furthermore, they now have not only basic income statements but 
forecasted statements as well. 

Capital 

By using $4,000 of their savings and raising $3,000 from family and friends, Victoria and Anita have clearly 
shown their financial commitment to the business. Victoria’s plan to cut back hours in her existing job and move 
part-time to Concierge is additional evidence of her “skin in the game”. 

Capacity 

Although the forecast does not include any loan repayments in Q3 and Q4, the business is projected to generate 
significant Revenue and positive Operating Profit by the end of the year. Both of these metrics would give a 
potential lender some confidence in their ability to repay a loan. 

Collateral 

The only change here might be the vehicle Concierge plans to acquire in Q3. Although used, it would still have 
some small value as collateral and the sisters’ willingness to offer it as security for any funding would be a 
positive signal. 

Conditions 

By proving their business model – albeit on a small scale – Victoria can show a lender she understands how to 
assess the market and develop a strategy that targets a clearly-defined customer need.  

 

Question 2: What is (are) the most likely funding option(s) for Concierge Cleaners over the next six months?  

These changes in the 5 Cs and the fact that Concierge Cleaners has customers, revenue, and a business 
plan/forecast open up new funding options for the sisters. However, their short track record and Victoria’s 
improving but still sub-600 credit score limit the possibilities. 

There are numerous organizations that will provide micro-loans up to $10,000. They will work with low credit 
scores but typically want to see some evidence of traction for the business idea and a business plan/forecast. 
Since the sisters have customers, revenue and a clear strategy moving forward, they should be good candidates 
for this type of loan. The fact that they have invested their own savings and received additional funding from 

                                                           
3 Depending on the education level and primary language of the group, more time can be allotted. 
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family and friends will also be a positive factor. Terms for these types of loans are typically up to 3 years for 
repayment, with a range of interest rates and up-front costs.  

Question 3: What are the three most important components of a funding pitch to likely funders? 

Funders such as micro-lenders will want to hear: 

• Brief description of founder, business including operating results to date, founder investment and 
family/friends investment 

• Forecasts for the immediate future showing funding needs and impact on business. What do you need 
the money for and how that will actually impact bottom line or grow the business. People frequently 
forget to include this vital information. 

• Time table and support for loan payback (connect with capacity) 

Once the Vignette is wrapped up, give the participants 5 minutes for reflection on Vignette 2 and their 5 Cs self-
assessment. Could ask, “ So what did you just learn?” 

 

Other topics trainers could discuss 

Do you think Victoria and Anita spent their $7,000 wisely? What would you have done differently? 

Overall Victoria and Anita spent their funds well. They used the money to identify what customers wanted and 
then developed a business model that used their specific skills and resources to satisfy that need. They then 
developed the Concierge Cleaners website and marketing strategy to support that business model and acquire 
their first customers. Finally, they purchased only the equipment they needed, did not take any salary for 
themselves, and were careful with their cash. The instructor can compare their planned and actual start-up 
expenditures, noting that in total they were close ($4,900 vs. $4,950) and that initial marketing costs were higher 
than planned.  

Point out detailed financials. The actual Revenue, Expense, Cash Flow and Cash Balance numbers for Q1 and Q2 
can also be reviewed. The instructor should make sure participants understand that revenue is the cash collected 
from customers during the quarter. The operating expenses are the normal, recurring expenses for 
transportation costs to and from jobs, website-related expenses, printing of advertising materials, cleaning 
supplies, etc. The instructor can note that there are no wages in the Q1 and Q2 numbers.  

Below Operating Profit, the line items are Start-up Investment, which is subtracted from Operating Profit to get 
Cash Flow. The Funding line reflects the $7,000 of funding from the sisters and family/friends. The Funding is 
added to Cash Flow to get Cash Balance at the end of each quarter. 

What do you think of their plan for the next six months?  

The Q3 and Q4 forecast follows the same format as Q1 and Q2 (say ‘quarter’ not ‘Q2’). One difference is the 
addition of Wage expense, reflecting the small salary Victoria will pay herself and the wages of their part-time 
employee.  

If time allows, the hiring of an employee can be discussed in more detail. Victoria’s decision to commit more time 
to Concierge Cleaners and take a salary, along with the hiring of a part-time employee are big steps for any 
entrepreneur. In this case, these choices are being driven by two factors. First, Victoria and Anita want to create 
a business that will be large, successful and provide employment opportunities to their community. Second, the 
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demand for their service appears strong and the only way they can add new customers is to add capacity (the 
part-time employee, a vehicle and equipment).  

The important point to note is that the sisters’ decision to grow is driven by both their personal goals and 
favorable market conditions. At the same time, Victoria is reducing the risk by keeping enough hours at her 
current job to retain health benefits for her family and purchasing a used vehicle. 

Having Victoria move to Concierge on a more formal basis and get paid is also a big step to making the business 
“real”. It should relieve some of the pressure on the sisters and alleviate the recent bickering. It will also test their 
model of training and retention as they bring on their first employee, albeit only part-time. This is important as a 
motivated and skilled workforce is key to the long-term viability of Concierge Cleaners. 

In addition, the sisters will have to develop the systems, processes, and resources needed to ensure they can 
increase their client base to achieve their revenue goals without sacrificing “5 star” service, which is their 
competitive advantage. This includes scheduling software, training manuals, and a system to collect and respond 
to customer feedback. Clear evidence that they have thought all of this through would be critical. 

The following high-level points should be noted in the Q3 and Q4 forecast: 

• Significant revenue growth and commensurate increases for Wages and Operating Expenses 

• A small, positive Operating Profit in Q4 and for the full year 

• The $9,000 of new Start-up Investment and the funding it requires 

A more detailed discussion of the financial forecast might include the following: 

•  The steps required to achieve the projected Revenue growth 

•  How the sisters establish their pricing and estimate demand 

•  More detailed Operating Expenses and which components are fixed vs. variable 

One question might be whether the $9,000 of funding – assuming they find a source for the money – is sufficient 
to meet the cash needs for the next six months. Participants might discuss contingency steps the sisters should 
consider if they have underestimated their funding needs.  

Wrap up this discussion by highlighting the importance of having even rudimentary projections and supporting 
assumptions at this stage of the company and make sure the difference between assumptions and projections 
are explained. Potential funders will need this, but it is also important for Victoria and Anita to use as their 
roadmap for moving the business forward.  
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 2: The Next Level 
In one year, Concierge Cleaners had become a real business. With their savings and family contributions totaling 
$7,000 and a $9,000 micro-loan4, the company had generated Year 1 Revenue of over $40,000 – beating the 
forecast. And although negative for the full year, the Q4 Operating Profit was positive – small, but still positive!  

Concierge Cleaners – Year 1 

 

 

Most importantly, Concierge Cleaners had a loyal group of clients and customer retention and satisfaction 
ratings well above the industry average. The company was delivering on the original goal of offering 5-star 
service for which customers would happily pay a premium price. Combining this with their new and effective 
marketing tactics gave the sisters confidence they could substantially grow their business in Year 2. In fact, 
Victoria had begun turning away new clients because they did not have the time, staff, or equipment to take on 
additional business while maintaining a high level of service. If Concierge were going to be more than just a 
“lifestyle” venture, the sisters needed a plan to take it to the next level. 

Victoria and Anita agreed that at a minimum, the “next level” meant Victoria quitting her job and becoming 
Concierge Cleaners’ full-time CEO. They also agreed that they could no longer run the business out of their 
homes – proper commercial/office space was a must. Finally, they would need additional staff, vehicles, and 
equipment in order to expand capacity. All of this was exciting, but also scary as the sisters looked uneasily at 
their latest bank statement showing just $753 in the Concierge Cleaners account.  

Over the last 12 months, Victoria had worked hard to improve her credit score, which currently stood just below 
600. This would help, but both sisters knew they had a lot of work to do before they would be an attractive 
investment for a new funder. They also had to make sure they stayed current on their micro-loan payments. 

                                                           
4 Micro-loans help individuals start and grow their businesses. Dollar amounts typically range from $100 to $50,000 and numerous 
organizations offer micro-loans (e.g., Accion, Grameen America, The Business Center for New Americans, KIVA, and the SBA). Each 
organization has its own application process and criteria, but most emphasize Character (of the 5 Cs) and will work with applicants to find 
innovative ways to meet funding needs. 

Forecast

Q1 Q2 Q3 Q4 Year 1 Year 1

Revenue $900 $2,400 $16,142 $22,581 $42,023 $39,400

Wages ($7,268) ($9,745) ($17,013) ($14,500)

Operating Expenses ($1,600) ($2,475) ($9,658) ($12,574) ($26,307) ($24,425)

Operating Profit ($700) ($75) ($784) $262 ($1,297) $475

Start-up investment ($4,950) ($9,000) ($13,950) ($13,950)

Cash Flow ($5,650) ($75) ($9,784) $262 ($15,247) ($13,475)

Funding $7,000 $9,000 $16,000 $16,000

Cash Balance $1,350 $1,275 $491 $753 $753 $2,525

Actual
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With all of this in mind, Victoria and Anita developed the following assumptions for their second year of 

operations: 

• Victoria would become full-time, cleaning for approximately 20 hours per week and working as 
Concierge’s CEO the rest of the time. She estimated her personal expenses, including health 
insurance, and came up with a $55,000 annual cost for salary and benefits. This was not a market 
wage and was less than her current salary, but it would support her family and provide a little peace 
of mind. 

• Anita would continue to work 16-20 hours per week as her job and personal commitments had not 
changed. Instead of salary, she would track her hours and they would be converted to “sweat 
equity.”5 

• Concierge’s existing part-time employee would move to full-time and the company would hire two 
more full-time workers immediately and purchase a new vehicle and equipment for them. With 
Victoria’s new role and Anita’s available hours, this would give Concierge the equivalent of two full-
time cleaning crews to start Year 2. If revenues grew as expected, another crew (two people, vehicle 
and equipment) would be brought on at the beginning of Q3. 

• The company would rent 800 square feet of commercial/office space in Ridgewood, Queens. The 
location was convenient to the sisters’ homes in Jackson Heights, close to the M line subway, and 
bordered Brooklyn where most of Concierge Cleaners’ clients were located. It would provide parking 
for the vehicles, storage for equipment and supplies, and an office Victoria and Anita could share. 

Based on this plan, Victoria and Anita created the following Year 2 financial forecast: 

  

                                                           
5 Sweat equity is a term to signify working without pay to build value in a company. In this case, Anita’s contribution would 
be reflected in her ownership stake in Concierge Cleaners. 

Actual

Year 1 Q1 Q2 Q3 Q4 Year 2

Revenue $42,023 $36,225 $53,550 $67,725 $81,900 $239,400

Direct wages ($17,013) ($15,577) ($21,956) ($29,122) ($33,579) ($100,233)

Gross profit $25,010 $20,648 $31,595 $38,603 $48,321 $139,167

Operating Expenses:

Salary/benefits (Victoria) ($13,750) ($13,750) ($13,750) ($13,750) ($55,000)

Vehicle ($2,250) ($3,000) ($5,800) ($5,800) ($16,850)

Occupancy ($6,000) ($6,000) ($6,000) ($6,000) ($24,000)

Selling & marketing ($3,000) ($4,000) ($5,000) ($6,000) ($18,000)

Other ($3,000) ($3,500) ($4,000) ($4,500) ($15,000)

Total Operating Expenses ($26,307) ($28,000) ($30,250) ($34,550) ($36,050) ($128,850)

Operating Profit ($1,297) ($7,352) $1,345 $4,053 $12,271 $10,317

Capital Investment ($13,950) ($12,000) $0 ($12,000) $0 ($24,000)

Funding $16,000 $32,000 $0 $0 $0 $32,000

Debt repayment ($2,447) ($2,447) ($2,447) ($2,447) ($9,786)

Cash Balance $753 $10,955 $9,853 ($541) $9,284 $9,284

Forecast Year 2
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By Richard T. Bliss and Michael L. Fetters, Babson College 

Vignette 2: Teaching Note 
Overview  

The Concierge Cleaners vignettes follow the progress of a new venture from idea to growth. Each vignette 
highlights the funding need at a specific stage of the business and asks the reader to assess the following: 

• The decisions and actions taken by Victoria and Anita, specifically the ones creating the need for 
funding 

• Where Victoria and Concierge Cleaners would rank on the 5 Cs of Lending and why 

• The most likely source(s) for their funding need 

• What a pitch to a funder should include 

Vignette 2 finds the sisters celebrating their first year in business and planning for even bigger things in Year 2. 
Concierge Cleaners had over $40,000 of Revenue, a positive Operating Profit, and ended Year 1 with cash in the 
bank. Most importantly, Victoria and Anita were turning away customers, which was testimony to a successful 
business model and their strong execution. Their plan for Year 2 is to add significant capacity by adding vehicles, 
equipment and staff, and to move Concierge Cleaners into rented commercial space. While confident in their 
strategy, the sisters also knew that to achieve their goals, they would need significant additional funding. 

At various places in the discussion below, the instructor may choose – depending on time constraints and on the 
comfort of the participants with the material – to go into more detail on certain topics. These places are 
highlighted with text boxes. 

Reflection Questions  

Participants are asked to discuss and answer the following questions: 

1) How would you rate Victoria and Concierge Cleaners on the 5 Cs? 

2) Based on your answer to #3, what is the most likely Year 2 funding option for Victoria and Anita as they 
work to take Concierge Cleaners to the next level? 

3) What are the three most important components of a funding pitch to likely funders? 

Additional 

1) Assess the Year 1 financial performance of Concierge Cleaners. What metrics do you think Victoria and 
Anita should be using to evaluate their business? 

2) What do you think of the sisters’ plan for Year 2? What would you do differently?  
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Timing and Teaching Plan 

Timing 

• Read case ( 5 minutes) 

• Questions 1 (10 minutes) 

• Question 2 (10 minutes) 

• Question 3 & Wrap-Up (5 minutes) 

Teaching Plan 

Distribute Vignette 3 and give the participants five minutes to read it.6 Project the first two Reflection Questions 
on the screen and ask for thoughts from the participants.  

Question 1: How would you rate Victoria and Concierge Cleaners on the 5 Cs at the end of Year 1? 

Character 

The sisters have a loyal and growing customer base and a one-year track record of starting and growing their 
business. They have paid their bills on time, are current with their micro-loan, and Victoria’s credit score has 
improved significantly. They have forecasts for Year 2 and are clearly thoughtful about their growth plans and 
how they have run their business to date. 

Capital 

Starting with $7,000 of their savings and family funds, followed by the $9,000 micro-loan, Victoria and Anita 
have clearly shown they are committed to Concierge Cleaners. Their Year 1 financial results show that they have 
invested their capital wisely, effectively creating and growing a profitable business. Finally, Victoria’s decision to 
convert her part-time role to being the full-time CEO is further evidence of her “skin in the game”. 

Capacity 

Concierge Cleaners is profitable by the end of Year 1, and the Year 2 forecast shows significant growth in 
Revenue and Operating Profit along with sufficient Cash Flow to repay both their existing micro-loan and the 
new funder. It also projects the business will have almost $10,000 in cash at the end of Year 2 – almost enough 
to cover a full year of debt payments.  

Collateral 

With several new vehicles and additional equipment, Victoria will have assets to pledge as collateral for any new 
funding. In addition, the commercial lease may have value as collateral.  

Conditions 

A full year of operations and Revenue that exceeded forecast seem to indicate that Victoria understands the 
market and her customer segment. The fact that she is turning customers away would clearly indicate that there 
is additional demand in the market which bodes well for their expansion plans. Furthermore, NYC continues to 
be an economic viable region with real estate in demand and likely cleaning services industry continuing to do 
well. 

 

 

                                                           
6 Depending on the education level and primary language of the group, more time can be allotted. 
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Question 2: Based on your answer to #3, what is the most likely Year 2 funding option for Victoria and Anita as 
they work to take Concierge Cleaners to the next level? 

Significant improvement in all of the 5 Cs and the rapid growth of Concierge Cleaners will make the business of 
interest to a wider range of possible funders. The longer track record and Victoria’s improved credit score allow 
the sisters to approach more traditional lenders. This would include organizations like ACCION, or the Women’s 
Venture Fund, and possibly even a CDFI. However, with the combination of Victoria’s credit score (around 600) 
and the other 5 Cs ratings, Victoria may not be able to obtain the entire $32,000 from one source. She may want 
to purchase the vehicle with a loan from the dealer, the equipment with asset-based funding from a CDFI, and 
then seek the remaining capital from lending platforms like KIVA or city or state governmental programs. 

 

Question 3: What are the three most important components of a funding pitch to likely funders? 

• Management team and recent track record 

• Support for revenue forecasts and expense levels 

• Explanation of how much money is needed, how it will be used, and how it will be paid back 

 

Reflection time on Vignette 3 and the participants’ 5 Cs self-assessment. 

 

ADDITIONAL IF TIME PERMITS  

Assess the Year 1 financial performance of Concierge Cleaners. What metrics do you think Victoria and Anita 
should be using to evaluate their business? 

 

The following high-level points should be noted in the Year 2 forecast: 

• Revenue continues to grow rapidly, as do Direct Wages and Operating Expenses 

• Operating Profit turns positive in Q2 and continues to grow 

• Significant Capital Investment of $24,000 total which is offset by $32,000 of new funding 

Actual

Year 1 Q1 Q2 Q3 Q4 Year 2

Revenue $42,023 $36,225 $53,550 $67,725 $81,900 $239,400

Direct wages ($17,013) ($15,577) ($21,956) ($29,122) ($33,579) ($100,233)

Gross profit $25,010 $20,648 $31,595 $38,603 $48,321 $139,167

Operating Expenses:

Salary/benefits (Victoria) ($13,750) ($13,750) ($13,750) ($13,750) ($55,000)

Vehicle ($2,250) ($3,000) ($5,800) ($5,800) ($16,850)

Occupancy ($6,000) ($6,000) ($6,000) ($6,000) ($24,000)

Selling & marketing ($3,000) ($4,000) ($5,000) ($6,000) ($18,000)

Other ($3,000) ($3,500) ($4,000) ($4,500) ($15,000)

Total Operating Expenses ($26,307) ($28,000) ($30,250) ($34,550) ($36,050) ($128,850)

Operating Profit ($1,297) ($7,352) $1,345 $4,053 $12,271 $10,317

Capital Investment ($13,950) ($12,000) $0 ($12,000) $0 ($24,000)

Funding $16,000 $32,000 $0 $0 $0 $32,000

Debt repayment ($2,447) ($2,447) ($2,447) ($2,447) ($9,786)

Cash Balance $753 $10,955 $9,853 ($541) $9,284 $9,284

Forecast Year 2
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• Debt Repayment for both the micro-loan and new funding

The sisters exceeded their Revenue forecast, but were unprofitable for the year, which was unexpected. This was 
due to higher than expected Wages and Operating Expenses. However, they had a small Operating Profit in 
Quarter 4 and ended the year with a little cash in the bank. 

Victoria should focus on her expenses and profit margins since her Year 1 Operating Profit was below the 
forecast. She has clearly been good at generating Revenue, now she needs to focus on making the business more 
profitable.  

A more detailed discussion of the financial forecast might include the following: 

• The steps required to achieve the projected Revenue growth

• Victoria’s full-time salary and benefits (especially relevant for start-ups)

• Estimating and calculating Direct Wages and their link to Revenue

• Occupancy expenses reflect the cost of renting commercial space for Concierge Cleaners

• Operating Expenses growing slower than Revenue means improvements in Operating Margin

• Negative Cash Balance in Q3: What does it mean and how should it be addressed?

What do you think of the sisters’ plan for Year 2? What would you do differently? 

The Year 2 plan shows significant growth for Concierge Cleaners, as Revenue in Quarter 1 is almost equal to the 
full Year 1 Revenue. However, expenses have also increased significantly, primarily due to the decision to move 
the business to a rented commercial space. By Quarter 2, with continued Revenue growth, Concierge becomes 
profitable and their Operating Profit continues to grow for the rest of the year. 

Their $32,000 funding need is significantly larger than prior loans and is used mainly to cover the purchase of 
new vehicles and equipment needed to expand capacity. As long as Victoria is turning customers away, this 
investment should be an easy decision to make.  

One thing Victoria and Anita might have done differently is waiting longer to move the business out of their 
homes. It would be an inconvenience, but Year 2 Occupancy Expense is $24,000 or $2,000 per month. Not 
committing to that fixed expense would give them a bigger cushion in case their forecast was off. At the same 
time, the move to commercial space is an important step in moving Concierge Cleaners to the next level. 
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Pre Work - The 5 Cs of Credit 
By Richard T. Bliss and Michael L. Fetters, Babson College  

Introduction 

Whether you seek funding from a bank, a local economic development corporation7 or even a relative, the 
prospective lender’s main question will be: Will I get a return on my investment? For a loan, this means the 
repayment of principal and interest. If funders provide equity, they will own a piece of your business and profit 
if the value of the company increases. The ability of you and your company to provide a fair return to funders is 
called your creditworthiness. 

One widely used framework for assessing creditworthiness is based on the following “5 Cs”: 

1. Character 

→ Credit Score 
2. Capital 
3. Capacity 
4. Collateral  
5. Conditions 

We discuss the Cs individually in more detail below. Each C tells your potential funder something different about 
the creditworthiness of you and your company. For a small business owner, your personal and business 
creditworthiness are essentially the same. For one funder, some of the Cs may be less applicable or even 
irrelevant, while another will have strict guidelines. For example, a loan from a family member is typically based 
more on a personal relationship than your credit score. On the other hand, an asset-based lender will put 
significant weight on the value of assets pledged to secure a loan (Collateral). Many funders have strict cutoffs 
on an applicant’s FICO score. Almost all funders use some version of the 5 Cs, so it is important for any 
entrepreneur or small business owner to be familiar with the framework. 

In summary, to successfully obtain funding for your businesses, it is important you know the 5 Cs, how each is 
assessed, where you rank on each C, and given your rankings, which types of organizations are most likely 
funders of your business.  

The Cs 

1. Character 

Not all of the Cs can be evaluated by looking at financial statements. Character describes the personal qualities 
and trustworthiness of an applicant to meet obligations such as the repayment of loans. Character is often 
assessed based on the following: 

• Employment history 

• Management abilities 

• Working relationships with others 

• Personal and credit references 

• Applicant’s reputation 

• Level of education 

• Credit score 

                                                           
7 Terms in bold can be found in the Glossary. 
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Many of these are “soft” criteria and involve judgment on the part of the funders. They will call personal 
references, business partners and may even interview customers and/or employees as part of evaluating 
Character. One of the main quantitative metrics used to assess character is your credit score, most likely your 
FICO score.  

Your FICO score is determined by your history of paying bills, establishing credit, and making timely payments. 
Some lenders have hard cutoffs for making loans, and most traditional lenders want to see a FICO score of 650 
or higher. However, a low credit score does not mean you cannot get funding. There are numerous funders who 
are willing to work with applicants that have low FICO scores and also many resources available to help you 
improve your score. 

In the end funders want to have comfort that your personal qualities and history, i.e. your Character, make it 
likely that you will work hard to repay their investment in you and your company.  

2. Capital 

Capital is based on the amount of cash and other assets you have invested in your business and on your ability 
to invest more in the business if needed. Funders also use Capital to assess your willingness to take risk and to 
put “skin in the game.”  

An applicant with more Capital is good for the funder in two ways: It can reduce the amount of your funding 
request and therefore their risk. Even if an applicant has invested personal assets in the business, most funders 
will ask for a personal guarantee, which gives them access to those assets in the event of default.  

It is important to understand that Capital is relative. Entrepreneurs with little personal wealth can still rate 
highly on Capital if they invest some funds – no matter how small – into the venture and can convince the 
funder they are 100% committed to its success. 

3. Capacity 

Capacity assesses the applicant’s ability to generate cash flow that can be used to service the interest and 
principal on a loan. Ideally, this cash flow is generated from the operations of the business, but funders may also 
look at the applicants other income in assessing Capacity. This is one reason entrepreneurs often keep a full-
time or part-time job when launching their venture. 

Funders will assess your business operations, both current and forecasted, as well as your current debt levels in 
assessing your ability to repay the loan. This is why it is important to have clean financial statements and a solid 
business plan for potential funders. Lenders will also want to know exactly how their funds will be used to 
generate cash flow. 

4. Collateral 

Collateral is assets pledged to the lender as security for a loan. If a borrower defaults, the lender can take the 
collateral as partial payment. Personal collateral can include real estate, vehicles, boats, etc. For a business 
collateral may be a building, equipment, vehicles or current assets like accounts receivable and inventory. 
Collateral is closely linked to Capacity. 

The funder’s claim on collateral can be formal or informal. Examples of formal claims are a mortgage on a 
building or UCC filing tied to a specific piece of equipment. Informal collateral claims come in the form of a 
personal guarantee or a general guarantee by the business. 

Finally, some funders may require a third party guarantee or co-signor as an additional form of collateral. This 
guarantee means that another person promises to repay the loan if you can’t and is a serious commitment.  

5. Conditions 
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Conditions has two dimensions. The first is how the money will be used as this has a direct impact on the 
likelihood of timely repayment. A loan to develop a new, but untested product would be viewed differently than 
funds requested to finance inventory for an existing purchase order. Funders want to see a quick and direct link 
between the use of the funds and the cash flows needed to repay their investment. 

The second aspect of Conditions are the current economic and business environment facing your company. Your 
industry knowledge and understanding of the local economy and your competitors are all important factors in 
the timely repayment of the loan.  

Summary 

The 5 Cs of Credit is a common framework used in most funding decisions. The Cs are used differently by 
different types of funders. Typically, all are used in some combination to develop a holistic view of you, your 
business, and the likelihood that you will repay a loan in a timely manner.  

By understanding the Cs and where you rank on each, you can best target the most likely funders for your needs 
and current situation. This knowledge will also help you identify potential future funders and be well positioned 
as your business grows and requires larger amounts of capital.  

The C What it Measures How Assessed 

Character 
- Credit Score 

• Personal qualities 

• Credit trustworthiness 

• Probability of meeting obligations 

• Work history and business/personal references 

• FICO credit score 

Capital 

• Existing investment in business 

• Potential to invest more 

• The “skin” ($) you have put into your business 

• Ability and willingness to invest further 

Capacity 

• Cash flow available to service debt 

• Funder’s margin of safety 

• Profitability of the business/ability to generate cash 
flow 

• Other sources of cash flow, e.g., salary from a job 

• Forecasted data showing ability to service debt 

Collateral 

• Assets available as security for a 
loan 

• Funder’s margin of safety 
• Value and liquidity of assets owned by the business 
• Value and liquidity of owner’s personal assets  

Conditions 

• The current operating environment 

• Competitive landscape 

• Risk of the investment 

 

• Specific use of the funds; likelihood of success 
• Industry/economic data 

References 

Investopedia.com 
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MBDA.gov 
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Well Fargo 
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Hands on Banking 
http://www.handsonbanking.org/financial-education/adults/the-five-cs-of-credit/  
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Capital Planning Workshop 

Glossary 

Assets Something owned, has future benefits to the company or individual. Examples include a 

computer, business license, office equipment, automobile, etc. 

Accounts Receivable Money owed from a customer for a product or service already delivered 

Asset-based Lender Financial institution that lends money based on the value of specific assets owned by or 

to be purchased by the borrower. They claim the assets as collateral for the loan. 

Business Model The strategy executed by a business to generate revenue and make a profit 

Capital Investment Money invested to launch or grow a business; often for the purchase of assets  

Co-signor An individual or organization that agrees to be responsible to pay the debt if the 

borrower cannot pay. In other words, the co-signor guarantees the debt repayment. 

Credit Score A number assigned to a person indicating creditworthiness based on his/her history of 

credit acquisition and repayment. Scores range from 300-800. The most widely used 

credit score is published by FICO (Fair Isaac Corporation).  

Creditworthiness The assessment by a lender of an applicant’s likelihood of repaying a loan. This is also 

phrased as the probability of default on a loan. 

Current Assets Assets that will be turned into cash or used within twelve months. Examples are cash, 

accounts receivable and inventory. 

Default Failure by a borrower to promptly pay interest or principal when due. Upon default, the 

lender can seize any collateral securing the loan and sue for any unpaid interest and 

principal. 

Debt Funds loaned to the company with a promise of future repayment. Bank loans and 

credit cards are examples of debt.  

Demographics Identifying characteristics of potential customers, e.g., age, income, education, race, 

sex, etc. Demographics are used to identify likely customers for a product and their 

geographic location. 

Direct Wages Salaries/wages paid to those employees (including owner) directly giving service to 

customer or making product to sell to customer. A form of expense (see below for 

expense definition). 

Economic Development 

Corporation A non-profit corporation whose mission is to foster economic development within a 
specific geographical area 

Equity Investment that represents ownership in a company. Can be made by founders as well 

as other investors. Equity returns may come in the form of dividends or an increase in 

the value of the company.  



 

Capital Planning Workshop – Instructor’s Guidebook revised 11/02/2017 Page 30 of 35 
 
 

Expenses Money promised or spent to generate revenue and operate a business. Examples 

include rent, insurance, wages, etc. 

Income Revenue minus Expenses during a specified period of time. Also called “Profit” 

Interest The charge lenders require for the use of their money. Interest payments do not reduce 

the loan principal (see below), but only represent “rent” for the funds provided. Some 

loans have reduced or no interest. 

Inventory Products held by a company for sale to its customers 

KIVA A not-for-profit global organization which provides a platform for entrepreneurs to seek 

interest-free loans from individuals willing to loan money to entrepreneurs. Loan 

repayment terms are set at the time of the loan. 

Liability An obligation to pay cash or provide a service sometime in the future. Bank loans, credit 

card debt and wages payable are all examples of liabilities. Also called “Debt”  

Market Research The collection and analysis of information about a market, potential customers, 

competitors and products 

Marketing Strategy The process of identifying a target customer and developing tactics to reach that 

customer and make a sale. Typically combines market research, social media, print 

advertising, website design and possibly radio/TV ads. 

Micro-loan A small, relatively short-term loan with a low interest rate, usually extended to a start-

up company or self-employed person. Loans typically range from $100 to $10,000.  

Mortgage A long-term loan usually used to purchase real estate and secured by the property. 

Mortgages are typically repaid with monthly payments which include interest and 

principal. 

Operating Expense Day-to-day expenses incurred in the normal operations of a business such as rent, 

insurance, utilities, etc. These types of expenses are often fixed expenses as they do not 

vary with sales and have to be paid whether or not a company has customers. 

Operating Profit Revenue minus operating expenses; the profit resultant from the normal, day-to-day 

business operations 

Principal The amount of money loaned on which interest is paid 

Profit Revenue minus Expenses during a specified period of time. Also called “Income”  

Purchase Order A firm commitment to buy, specifying quantity, price and terms of delivery. Purchase 

Orders can be used to obtain loans that fund the production or purchase of the product 

being sold. 

Quarter A three-month period frequently used as a forecast period for businesses. There are 

four quarters in a year.  

Return on Investment 
(ROI) ROI measures the return on an investment relative to the investment’s cost. It is 

calculated by dividing the benefit (return) on the investment by the cost. The result is 
usually expressed as a percentage. 

http://www.investopedia.com/terms/r/return.asp
http://www.investopedia.com/terms/o/opportunitycost.asp
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Revenues Money a company is promised or receives from customers for delivering a product or 

service. Also called “Sales” 

Search Engine 

Optimization (SEO) The process of improving the visibility of and maximizing traffic to a website 

Small Business Development 
Center (SBDC) SBDCs are a partnership between the U.S. Small Business Administration (SBA) and 

typically a local college or university designed to help foster small businesses. SBDCs 

provide free marketing, financing and business-related activities to local entrepreneurs. 

Target Customer Demographic description of a company’s ideal customer 

Target Market A group of Target Customers that will be the focus of a company’s marketing strategy 

UCC Filing A UCC (Uniform Commercial Code) filing is a legal form publicly filed by a lender to give 

notice of a claim on specified asset(s) of the borrower as collateral. 

 

Babson 5 Cs of Credit  

Please answer the following questions related to your 5 Cs 
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Sample Funding Pitch  
 

My name is Gina Stavio and I am the co-owner and CEO of HQ Seafood HQ is a wholesaler of the freshest 
seafood in the New York City market. We are seeking $50,000 of funding in the form of a line of credit or 
working capital loan to pursue an exciting new growth opportunity. 

HQ supplies over 750 customers including fish markets, grocery stores, and restaurants. Our revenue last year 
was almost $1 million. My father and mother started the business 20 years ago and we still operate out of our 
original northern New Jersey location. HQ sells to the entire tri-state region and we ship to several customers 
nationally.  

Our customers need the freshest seafood delivered on time and at a fair market price. With our emphasis on 
customer service, our relationships with fishermen, and an efficient delivery infrastructure, we meet this need in 
a way our competitors cannot.  

The opportunity we are seeking funding for is that a major competitor who is going out of business. This 
competitor is about half our size and supplies up-scale restaurants, hotels, and country clubs. We have a long 
and friendly relationship with the owner and he’s expressed a willingness to recommend HQ Seafood to his 
customers. Given our track record, we are confident we can secure at least 50% of their client base, increasing 
HQ’s revenue about 25% over the next twelve months.  

This opportunity will improve our profitability in two ways. First, purchasing seafood in larger quantities will 
mean bigger discounts from suppliers. Second, we will spread our fixed-costs over a larger revenue base, 
improving operating margins. 

The $50,000 requested will go mainly to support working capital increases, i.e. increases in accounts receivable, 
inventory, and the cash needed to meet a slightly larger payroll. The new business will be profitable immediately 
and our forecasts show sufficient incremental cash flow to service either a 5-year term loan or a line of credit 
secured by the incremental working capital  

HQ Seafood is known for reliably delivering the freshest seafood at competitive prices. We have a stable base of 

loyal customers and the competitive advantages to keep them. This opportunity will significantly grow our 

business with relatively low risk, but we need to act quickly. We welcome your questions and look forward to 

working with you to secure the $50,000 needed to move HQ to the next level. Thank you. 
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Funding Pitch Template 
Describe the scenario. If you are pitching in the future, i.e., based on where you expect your business will be, 
explain when it is and what stage your company is at. 
_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

What type of funder are you targeting and how much are you seeking? (10 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Introduce yourself and your business. Provide a brief history. (20 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Briefly explain your business. Focus on what pain/problem it solves for your customer and makes your product 
unique (i.e. your competitive advantage). (30 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Describe how much funding you need and how it will be spent. (25 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

How will the money generate the cash flow to repay the funder? (20 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Wrap-up (10 seconds) 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________  
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Pitch Feedback Form 
 
 
Name of Business Owner/Business: ____________________________________ 
 
                                                                                                         
Content and Pitch Effectiveness Included?   Additional comments    
 

Description of targeted funder/amount needed  _________________________________________ 

Introduction/description/history of the business  _________________________________________ 

Clear statement of product/service and target customer   _________________________________________ 

Identification of competitive advantage  _________________________________________ 

Explanation of financing need  _________________________________________ 

Source of profit/cash flow to repay funder  _________________________________________ 

 
 
                                                                                                          
Overall Structure of Presentation (easy to follow and well-organized information) 
 
 
 
Time Management     
 
 
                                                                                                        
Presentation/Communication Skills (appropriate energy level and positive tone, clear and well-paced delivery, well 
practiced/strong delivery, engaged eye contact/connection to audience, confident) 
 

 

Additional comments: 
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5 C’s Matching Game 
Choose a ‘C’ for each image (or set of images) and explain your choice: 

Capital: “Skin in the Game” 

• (1) What is invested in already

• (1) Ability to invest more

• (2) Sweat Equity – non-monetary
investment

Alt: Capacity: 

• Cashflow from the Business

• Second job

Character: 

• (1) Credit Score

• (2) Personal Qualities: Employment history,
Reputation, Management abilities, Etc.

Collateral: 

• Assets available as security for a loan

• Funder’s margin of safety

Conditions: 

• (2) The current operating environment

• (2) Competitive landscape

• (2) Risk of the investment

• (½)Industry/ economic data

• (1) Customer demand.

• (1) Specific use of Funds, likelihood of
success

Capacity: 

• Funders Margin of Safety (if the boy is too
short to ride, it would be dangerous to let
him participate)

• Cash flow available to service a debt (height
required to get on the ride)
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