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INTRODUCTION
Business Lab™ (formerly Startup Lab) is a fast-paced, interactive business program of seven 3-hour
classes, held over seven weeks, and culminating in a public presentation — a pitch — of participants’
businesses. It is designed to help local entrepreneurs create, refine, implement, and present their
business. Business Lab for business helps people define the fundamental purpose of their business
and the core value it offers to their customers.
The program covers the “essentials” of business strategy, finance and profitability, marketing and
sales, business planning, and project implementation. It is based on a proven foundation of business
education and research, but fine-tuned and adapted to be a practical, immediately useful tool box for
business building. And it’s accessible and understandable, even if your participants have no business
background or formal business education.

THE HANNAH GRIMES CENTER FOR ENTREPRENEURSHIP
The Hannah Grimes Center for Entrepreneurship provides the space, tools, and connections that
innovative entrepreneurs need to build strong businesses, thriving local economies, and vibrant
communities in the Monadnock (New Hampshire) region. Located in Keene, NH, the Hannah Grimes
Marketplace (hannahgrimesmarketplace.com) opened in 1997 and the Hannah Grimes Center for
Entrepreneurship (hannahgrimes.com) opened in 2006. Since then, Hannah Grimes (a 501(c)3 nonprofit) has successfully developed a diverse, grass-roots model to support entrepreneurs as a means to
a thriving local rural economy and vibrant community.
Keene is a small city of approximately 23,000. It serves a region comprised of rural areas of
southwestern New Hampshire, southeastern Vermont, and north-central Massachusetts. Hannah
Grimes has become an entrepreneurial hub for businesses to learn basic and advanced business skills
and connect with valuable networks and resources.
Every year, our programs serve over 1,600 individuals from across the region. In 2018 the Hannah
Grimes Center was recognized by the Small Business Administration as the New Hampshire Small
Business Champion.
Our programs are not academic, but a result of the real needs that we, our businesses and our
nonprofits experience. We offer an innovative, relevant and diverse range of programs that provide
the space, tools and connections that entrepreneurs need to build strong businesses, thriving local
economies and vibrant communities, including:
The Hannah Grimes Marketplace.
The Business Incubator business development program.
Free and low-cost workshops.
Pro bono coaching from area working professionals and experts.
Business Lab™ (formerly called Startup Lab), a hands-on interactive 7-week course for
growing businesses.
PitchFork™, to improve pitch skills and strengthen the connections that encourage greater
investment into local economic growth.
The Hive, a creative co-working space.
Radically Rural Summit™, an annual summit, launched in 2018, to help shape and share ideas
to help rural communities thrive. (radicallyrural.org)
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BUSINESS LAB™ GIVES YOUR ENTREPRENEURS THE TOOLS THEY
NEED TO THRIVE
Hannah Grimes has offered a variety of business startup and development programs since 2006. We
first created a six-month program called “The Entrepreneur Project,” which, in 2011, evolved into
“Startup Lab.” Over time, we’ve adapted and advanced. We’ve improved on things we saw were
working and discarded things that didn’t work as well.
In 2021 we rebranded Startup Lab to “Business Lab™ The No-Nonsense Tools Your Business
Needs to Flourish,” in large part because we discovered that the program was attracting — and
helping — many local businesses that had launched and did not view themselves as “startups.” We’ve
learned that the program assists business at many stages of their development. These businesses are
typically seeking to reinvent themselves, move away from a back-of-the-envelope approach, and
position themselves for growth.
We’ve had many important insights along the way and the numbers bear us out. According to recent
independent research:*
83% of the businesses that were operating before, during, or that launched after participating in
Startup Lab or the Entrepreneur Project, are still operating today under the ownership of the
original participant.
They have staying power — these businesses have been in business an average of almost 13.5
years.
In a rural setting, they collectively represent a significant economic impact, generating $7.84
million in revenue in 2018 and providing 145 full-time and part-time jobs.
A large percentage of these businesses are women-owned: 68%. This is a number which is far
higher than the national average.
Overall levels of participant satisfaction (on a scale of 1-10 where 1 is extremely dissatisfied
and 10 is extremely satisfied) with their Startup Lab/Entrepreneur Project program experience
is 8.5.
* “A Study of Rural New Hampshire Startup Businesses and Entrepreneurs After Participating in a Startup Lab.” Compiled by G. Sherman
H. Morrison, Independent Research Consultant. Funded by a grant from the New Hampshire .Charitable Foundation.

THE PURPOSE OF THIS GUIDE
A lot of has been learned since Hannah Grimes launched its first entrepreneurship program, from the
application process and the flow of topics, to identifying the practical essence of each topic, program
length, and guiding pitch presentations. Our approach to Business Lab is certainly not perfect. Every
time we run it, we learn something new! And every class is different. However, we think we have a
winning “recipe” with a proven track record, and that it is worth sharing with others.
Through this Business Lab Program Guide, we share a distinctly rural entrepreneurship model for our
community and for other rural entrepreneur support organizations throughout the country, and
highlight important elements of our approach to learning, the flow of the class sessions, and critical
learning topics. This program guide is intended to help you create your own Business Lab Program
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without having to reinvent the wheel. Everything you need to launch and run Business Lab in your
community is included.

If it helps, please feel free to use the Business Lab name and logo. Our only requirements are, 1) that
the event be a community-oriented, “not-for-profit” program. We don’t want Business Lab to be
monetized for profit in any way; and 2) that you seek our written permission in advance, as we would
like to track its use and build a learning community.
Thanks very much to the many people that helped shape and evolve Business Lab. Thanks to the
funders who believed in the vision and understood its potential impact. And especially, thanks to the
many businesses who took the chance, got onboard, and worked hard to improve their businesses!
Onward!
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THE ESSENTIALS OF BUSINESS LAB
WHO

Business Lab™ is designed for entrepreneurs ready to focus, and build the business of their dreams
through a structured peer-learning process and a disciplined approach. Business Lab is for new
entrepreneurs ready to put their idea to paper, evaluate its viability, and plan to launch, and for
existing entrepreneurs seeking to assess a new idea or apply a more structured, systems approach to
an ongoing enterprise.
Hannah Grimes has learned over time that this program is not well-suited for people who are
pondering, speculating, or wondering about the possibility of entrepreneurship (we offer other
programs for those folks). Business Lab is for people ready to commit to doing the work.

WHEN

Seven class sessions are scheduled over a seven-week period (meeting once a week). Each class
meets for three hours. Four to eight hours of homework and preparation is typical for each week. We
place strong emphasis on accountability for doing the work between classes and maximizing class
time to discuss, question, explore, and connect. Business Lab culminates with business pitch
presentations in the seventh, and last, class.

WHAT + HOW

Business Lab employs hands-on exercises, customized learning tools, dialogue, access
to seasoned local entrepreneurs, accountability for completing a business case
document and business case presentation, and building a peer network. Business Lab is
a collaborative program. Participants work with the instructor and other participants to
discuss their business and dive deeply into the components of their business.
We also invite community-based entrepreneurs to share their expertise and experience
with either starting a business or supporting growing businesses. Guest speakers include
topic experts, business founders, working professionals, and all-around wise local
sages.
One of our biggest learning curves: there is so much that could be covered! We have
learned to resist the temptation to overload each session with content. The more you
squeeze in, the less that is retained and useful.

Active, engaging group
exercises and discussion
are much more effective
than formal
presentations and
lectures. The more postit note exercises, the
better!
Local, experienced
entrepreneurs make the
most impactful guest
speakers —
practitioners who have
been through it all, not
academics who get
wrapped up in the
theory.

We let people know that while the pace is fast, we work to curate the most important
topics that they need to know NOW, as active, up-and-coming entrepreneurs. Business
Lab provides frameworks and ways of thinking about a topic — such as business strategy, revenue
models, finance, marketing, and sales — that they can use to assess their business situation and make
decisions. We avoid the phrase “drinking from a firehose.” In fact, we have come to understand that
blocking out time for open sharing and discussion is incredibly valuable for your entrepreneurs.

WHY

Business Lab™ offers an ideal setting for participants to discover, understand and apply practical
business tools, and learn to clearly communicate the value of their product or service, and the benefits
their business offers. Critically, Business Lab builds confident entrepreneurs — the future of our local
economy — and significantly increases their chances for success.
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ENTREPRENEURS LEARN TO SUCCEED
WITH BUSINESS LAB
Through trial, error, and observation, Hannah Grimes has developed an operating philosophy that has
proven to serve its clients well. We are excited to share a few thoughts and approaches that, to our
delight, we have discovered really work!
Hannah Grimes tends to serve people who want to make a better life for themselves and build a
business where they have sunk roots. Our rural entrepreneurs are committed to the village, town, or
community in which they live. They are generally more interested in creating a profitable business
they can proudly sell to a neighbor in 20 years than in leveraging an equity position to sell to a deeppockets competitor or go public.
Before we walk you though the program set-up and present you with a class-by-class blueprint to help
you create and teach your own Business Lab Program, we’d like to set the stage with a few
observations that we think are critical — a few secret ingredients.

SECRET INGREDIENT #1: PERSONAL HABITS ARE BUSINESS HABITS
When a person owns a business, their personal habits become the foundation of business habits and
business culture. This is fundamentally true and an important theme we highlight throughout Business
Lab
Good personal habits such as discipline, being on time, integrity, resilience, and responsible money
management flow over and support the chances of business success. The opposite is also true — if
someone runs chronically late, manages their personal finances poorly, is easily discouraged, or can’t
be trusted to follow-up on a promise, it will show in their business and hurt their chances of success.
Business Lab offers an opportunity to recognize personal strengths and build on them, and also to
recognize those “flat” sides and work on those too. In addition to introducing valuable business skills,
networks, and tools, we ask that participants take an honest look at themselves as a factor of success
in their business.
In support of this idea that personal habits are business habits:
We start and end class on time. Discipline is an essential for business success.
Accountability to each other for the work is a powerful motivator and is emphasized throughout the
program. When someone doesn’t do their work or misses a class, the entire group is affected.
Confidentiality is key to building trust, and trust is key to building a strong team that can openly
share wins, challenges, vulnerabilities, and killer ideas. Participants commit to confidentiality. It
may be cliche, but what happens in Business Lab stays in Business Lab

SECRET INGREDIENT #2: WE DELIVER THE ESSENCE OF WHAT IS
NEEDED, NOW
A challenge for every entrepreneurship, small business, or startup program is simply, what to teach?
There’s so much content that could be covered! Someone could easily spend all 21 class hours on
finance, or marketing, or hiring and managing employees, or sales… In fact, the better question is,
what NOT to teach. Hannah Grimes has developed an effective model in which:
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The topics we cover are those most useful to our entrepreneurs now… today. Since 2006, we’ve
peeled off information we’ve discovered is interesting, but not immediately relevant. We have also
leveraged our own programs and partnerships to offer pathways to further learning. For example, in
Business Lab an entrepreneur will learn about the importance of cash flow and how to manage it.
For those wanting to do a deeper dive, Hannah Grimes offers workshops and pro bono 1:1 coaching
to learn more about budget projections, tracking cash flow, and lines of credit. Another example:
we spend no class time covering legal issues or insurance. We offer workshops and 1:1 coaching
for those important but specialized topics.
We’ve also learned that the order of topics presented matters. The “why” of a business comes first.
We closely tie finance to marketing and cover finance before we cover marketing. Project
management comes later in the program.
Content is solidly grounded in proven business frameworks, best practices, and research. However,
we strip away the academic veneer and get to the point. Everything we do is designed to be
understandable, practical, and useful — things a participant can put to work in their business,
literally, that week.

SECRET INGREDIENT #3: THE ABILITY TO TALK ABOUT YOUR
BUSINESS IS INCREDIBLY POWERFUL
Beginning in Class 1, we highlight the importance of the pitch presentation and the unique
opportunity it offers. We have an initial, shortened practice pitch in Class 3, a full practice pitch in
Class 6, and Class 7 is a pitch presentation event — friends, family, colleagues, and area business
leaders and influencers are invited. It’s a very public (and fun!) event.
Most programs keep their entrepreneurs behind closed doors. The focus is typically on writing a
business plan. But consider: an entrepreneur who has carefully developed an insightful business plan
and diligently crafted an eloquent mission statement is often reduced to a string of uninspiring cliches
when a local banker or prospective customer, standing in line at the local coffee shop, asks, “So, what
does your business do?”
Many participants have told us that the pitch presentation was the most important, transformational
“deliverable” of Business Lab. It has the power to dramatically change participants as business
owners. The pitch builds confidence about their business that they never knew existed, and it forces
them to think about their business through the eyes of others. It trains participants to talk succinctly,
inspiringly, understandably, and comfortably about their business.
We’ve discovered that the pitch also helps participant’s friends, family, and their personal network
understand and value what they do, creating a stronger support system, and expanding their business
network.

SECRET INGREDIENT #4: AN ENTREPRENEUR’S NETWORK
IS VITAL OXYGEN FOR THEIR BUSINESS
Business Lab is a great opportunity for entrepreneur’s to build their network. It’s an underappreciated skill and business asset. In fact, research demonstrates that the health and vitality of one’s
network is strongly correlated to long-term business success.
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We strongly encourage participants to get to know each other during the class and stay in touch after
the program is completed. We have designed many aspects of our class time to share, discuss, build
trust, and offer constructive suggestions.
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LAUNCH AN BUSINESS LAB PROGRAM
From recruiting participants through the final presentations and wrap-up, you’ll find Business Lab
hard work, but fun — and truly meaningful for your community’s entrepreneurs. In this section, we
offer our thoughts about the application process, the roles of your organization’s team, and the
importance of guest presenters.

MARKETING AND PROMOTION
Promote Business Lab as much as possible and as early as possible. Not only do you want to attract as
many applicants as you can, you want to attract sponsors, and have a full house for the last class,
when everyone presents their business!
Consider all the channels available in your geography: local newspapers and radio stations, flyers
posted on coffee shop community bulletin boards, online listings, and shared social media. Leverage
area business chambers of commerce, civic clubs, partner organizations, and businesses. And don’t
forget your own communication platforms: your website and social media, announcements and
information at your other programs, such as workshops, seminars, and coaching services, and
networking through you board members and volunteers.
Part of the value of promotion is not only in recruiting participants for Business Lab, but in letting
your community know that businesses are starting and growing — and that’s a positive, exciting
thing!

THE APPLICATION PROCESS
Hannah Grimes has evolved an application that is intended to be as simple and easy to complete as
possible, but one that also provides enough information to assure a good fit with Business Lab and
helps our entrepreneurs take their first steps toward building a business case document for themselves
— one of Business Lab primary, final deliverables (see Appendix 1 for our application).
We have found Google Forms work well — they are easy to share and review with the people that
decide who will be accepted. We also include a pre-program survey as part of the application. That
way, we get 100% response and that makes it easier to conduct the post-program survey after Class 7
(see Appendix 3).
Review all applications and pre-survey responses. Select final participants and inform them of your
decision. The group that makes the selection decision does not have to be large or complicated. We
have found that the program manager and executive director make a good team. Occasionally, we’ll
include one of our volunteer coaches in the process.
What is a “good fit?” Hannah Grimes loves the diversity of businesses that apply to Business Lab —
industry, number of employees, age, and stage. So, for us, a “good fit” means:
Ready to do the work. Intellectually and emotionally engaged in further developing their business
and committed to putting in the time and effort needed to get the most out of Business Lab
Currently working on a business. Business Lab is not for hobbyists. Business stage (startup, launch,
growth, renewal) does not matter as much as the participant being significantly engaged, day-today, in a working business. We have learned that business ideation — brainstorming a business idea
or working out a concept — is not a good fit for Business Lab Hannah Grimes offers other
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programs, workshops, and coaching services for those exploring the possibility of starting a
business.
Six to eight participants works best for us. If need be, we would begin a cohort with ten, but that
would be our maximum limit. Beyond the ideal six to eight, we lose the close, interactive,
collaborative essence of the learning and the work. Conversely, three or four participants is simply
too small — not enough business diversity or voices sharing at the table.
As you communicate with people through the application and acceptance process, be sure you are as
clear (and repetitive!) as possible about commitments and expectations — class dates and times,
attendance, engagement, and completing assignments (see Appendix 2 for a sample syllabus).

THE ROLE OF THE BUSINESS LAB TEAM
Who does what is an important consideration. We have three people on our core Business Lab team,
plus a stable of guest presenters.
The Business Lab Program Director. Hannah Grimes’ program director has a lot on their plate, as
they are responsible for other programs as well. For Business Lab, their primary roles include
managing marketing and promotion, leading the application process, and serving as the cohort’s
“technical advisor” for all things related to the Business Lab program. They are also a conduit to
other, supportive programs, such as Hannah Grimes’ 1:1 coaching, workshops, and co-working space.
Between classes, the program manager is the primary contact for participants.
One of the most important discoveries we’ve made along the way is learning that two instructors are
better than one! Think of our Lead Instructor and our Co-Instructor the way you might think of a
play-by-play announcer and a color analyst duo covering a sporting event. Both must be very
knowledgable and experienced with entrepreneurs, but they have different jobs. The Instructor’s
Guide reflects these dual roles.
The Lead Instructor. The Lead Instructor is Business Lab’ play-by-play announcer. They are the
workhorse of the program, managing and facilitating class time, leading the cohort through their
materials and exercises, and communicating with participants before and between classes. For the
past few years, Hannah Grimes has engaged a self-employed marketing consultant with a long history
of work and volunteerism at Hannah Grimes, and extensive experience in working with small
businesses as the Lead Instructor.
The Co-Instructor. The Co-Instructor is Business Lab’ color analyst. Because they do not have to
manage or choreograph every minute of the class sessions, they are free to listen more deeply,
highlight and emphasize ideas and concepts, offer comments and reflections on participant issues and
concerns, and offer examples from their own experience. They are the expert story-teller. And, in a
very real way, they are the “celebrity personality” of the teaching team. For the past few years,
Hannah Grimes’ executive director has served as the Co-Instructor. Participants love that they get to
spend three hours a week with her, hear her stories, and learn directly from her expertise and
experience.
Guest Presenters. In weeks three through six, we make use of expert guest presenters to help deliver
content. In weeks one and two, the Lead and Co-Instructors do all the teaching. One reason is the
nature of the content. The other reason is it helps establish the expertise and credibility of the
instructors. We then make use of guest presenters because:
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It is helpful to bring experts in to discuss certain functional areas, such as finance, marketing, and
project management. They can speak directly and knowledgeably about their topics.
It is useful for participants to hear other voices besides the Lead Instructor and the Co-Instructor.
Every guest presenter has their own style and their own way of communicating. Fresh, varied
voices help participants better understand the topics.
When guest presenters speak, it makes it easier for the Lead and Co-Instructors to add commentary,
share their real-life examples, and emphasize key points.
Over time, we have connected with a group of guest presenters that share several common traits:
All our guest presenters are entrepreneurs themselves. They have started, operated, and grown their
own businesses. They have been on this journey. Many of them serve clients that are, in turn, small
businesses as well.
Our guest presenters have a prior connection with Hannah Grimes. All have served as volunteer
coaches, presented workshops or seminars, or have established themselves as friends of Hannah
Grimes and our philosophy of service to the entrepreneurial community.
While expert, our guest presenters are flexible in understanding that their role is to help Business
Lab participants understand the material. Over time, every guest presenter has modified their
presentation and/or incorporated Business Lab worksheets or tools — modifications and tools that
we have learned work best for our entrepreneurs.

ALWAYS DEBRIEF!
Hannah Grimes has come to appreciate the value of debriefing — we now bake this step into every
program we offer and every event we produce.
So, before you put your Business Lab binder away after Class 7, review the post-survey data from
participants. Ask your guest presenters for feedback and what improvements could be made. And
don’t be afraid to review the effectiveness of your guest speakers — they don’t always work out, and
your needs will probably change over time. Reserve/recruit guest speakers for the next class.
Schedule a time within two weeks of the last class to bring together the Lead Instructor, CoInstructor, and Program Director to share notes, feedback, comments, ideas, and ways that Business
Lab can be improved.
Then, apply your lessons learned, make revisions and edits to the course and the Instructor’s Guide,
and curriculum materials as needed.
That said, we’ve discovered an important tactic to apply during the course of an Business Lab
program. Immediately, after every class, the Lead and Co-Instructor meet to debrief the class just
concluded. The Lead Instructor makes bullet point notes about the fresh observations and
impressions. After the program ends, these notes are incredibly handy!
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THE INSTRUCTOR’S GUIDE
The following Instructor’s Guide is written in an informal, bullet point style — with a bit of “notesto-self” added. This is our boots-on-the-ground roadmap for organizing and covering topics, and
structuring each three-hour class session. To make things simple, we’ve used an example class time
frame of 9:00 a.m. to Noon to lay out class session content and flow.

MORNING CHECK-IN
You’ll note that Classes 2, 4, and 5 begin with a Morning Check-In. While we do not require
participants to address these questions specifically (though they often do), to help create a framework
for Morning Check-In, and get people warmed up, we write the following three questions on a
whiteboard:
1. What were your “ah-ha!” moments this week?
(Especially regarding the last class’ topic?)
2. What have you been working on and/or thinking about?
3. Share a success or a speed bump you’ve encountered
Each participant reports out in turn. Three minutes (total), per person. Use a 3-minute sand timer and
hold people accountable for their time. Occasionally, the lead- or co-instructor will comment, offer a
suggestion, or ask a clarifying question. So, a person’s check-in might take 5-8 minutes. But, keep
things moving and stay on schedule. Check-In helps take everyone’s temperature and brings issues to
the surface for work going forward. Check-In is not intended for deep conversation or problemsolving in the moment.

CLASS WRAP-UP
You’ll also see that classes 2 through 6 end with a Wrap-Up period. Like Morning Check-In, we do
not require participants to address these questions specifically (though they often do). We write the
following three questions on a whiteboard to share big “take-aways,” and help people process and
begin to apply the day’s topic:
4. What’s the biggest take-away for you today?
5. How does this inform your business case document and presentation pitch deck?
6. Does today’s learning impact your SWOT? How?
Again, each participant reports out in turn. Three minutes (total), per person. Use a 3-minute sand
timer and hold people accountable for their time. Occasionally, the lead- or co-instructor will
comment, offer a suggestion, or ask a clarifying question. So, a person’s Wrap-Up might take 5-8
minutes. But, keep things moving and stay on schedule.
We find that, sometimes, the Wrap-Up flows organically from the conversation about the topic or the
just-concluded presentation. Let that happen! Don’t feel compelled to make everyone stop, and go
into official Wrap-Up mode with the 3-minute sand timer.

MANAGING GUEST PRESENTERS
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The week before, send guest presenters the short bios that participants will have written. This helps
the presenter prepare (every cohort is different!) and shortens the amount of time needed for everyone
to introduce themselves.
Hannah Grimes has found that participants enjoy and find it useful to know about the presenter’s
entrepreneurial story, so make sure that each guest presenter speaks about their entrepreneurial
journey. That said, some presenters can be a bit long-winded. So ask guest presenters to keep their
story to no more than five minutes.
We’ve learned to pleasantly invite guest presenters to leave immediately after their presentation. This
helps the group move on to Wrap-Up and allows for comments, take-aways, and discussion to occur
in private. People feel safer to express themselves in confidence among the group.
We also ask every presenter to make their Powerpoint slides, or other materials they may use,
available to us. We then share those resources on the group Google Drive folder. No one has ever said
no!
Always evolving… Business Lab Has started making more use of short videos. Many of our guest
presenters have make short videos to introduce themselves and provide an overview or summary of
the topic they will cover in class. We are not replacing face-to-face — we are leveraging video and
remote learning to enhance in-person time. The brief videos help prepare participants and provide
baseline information prior to class. At class time, everyone is ready to go. We have found that video
primes the pump, and they work!

PITCH PRACTICE AND THE CLASS 7 PITCH EVENT
We’ve talked about how critically important the presentation is for our entrepreneurs. We want to
emphasize here that Hannah Grimes works hard to create a festive, high-energy atmosphere. This is
serious, but it should be fun — a supportive celebration of the hard work, creativity, and inspiration
of our entrepreneurs.
The structure and atmosphere of our pitch presentation is inspired in many respects by TED Talks.
Here are the logistics.
5-6 minute presentation. Six minutes maximum
10-12 slides. Twelve slides maximum
PowerPoint or Google Slides only
Every element of the pitch event is closely timed. Pitch presenters stand on “stage,” always facing
forward, and speaking to and engaging with their audience. Their support slides are projected behind
them. Pitch presenters may not read from a script or use notes. Pitchers are urged to practice (and
practice and practice), know their material, and speak to the audience, never looking back at the slides
projected behind them.
To help them, we position a laptop with the slides clearly visible to the presenter as they present (this
is often referred to as a “comfort monitor”). Doing this, pitchers can forward their slides and know
where they are in their presentation without having to look over their shoulder. A count-down timer
(Hannah Grimes uses an iPad) is also clearly visible so pitchers know exactly how much time they
have left.
Pitch Event Supplies
Projector
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Projection screen
Laptop (Comfort Monitor)
Current pitch deck from each presenter pre-loaded on the laptop
Clicker to advance the slides
iPad/laptop for a countdown timer for the presenter

OTHER INSTRUCTIONAL TIPS
To limit interruptions and minimize distractions, we have a “no tech” policy. Smart
phones in particular are put away.
We make it a point — primarily to model a sense of discipline and accountability —
to begin class exactly on time and to end on time. We keep our comments concise,
and we ask that everyone help time-check to move us through our class agenda.
A simple 3-minute sand timer is the ultimate low-tech tool for managing Check-Ins,
Wrap-Ups, and other exercises where organizing comments and keeping things
flowing is important. Hannah Grimes uses 3-minute sand timers for everything!
The pace of the class is fast. We find it helpful for participants to block out time in
their calendar and set aside a half a day or so each week to do homework and
complete the corresponding portion of their business case and presentation — ideally,
right after the weekly class itself.
It’s not unusual to have one person drop out, or finish the program with a business
idea that is substantially different from the one they entered with! This is normal —
one of the points of planning and working “on” the business is to identify fatal flaws.
If a participant’s business has one, they should hold their head high and consider it a
resounding success that they found it now instead of later.
Everyone is at a different point in their startup journey and it’s important to recognize
and respect that. A quote from Arthur Ashe has been well-received by participants as
a bit of a mantra: “Start where you are. Use what you have. Do what you can.”

Based on our
experience, the best
time for participants to
do Business Lab work is
right after class, while
they are inspired and the
information is fresh.
During the program,
Hannah Grimes makes
available The Hive, its
co-working space, to
everyone in Business
Lab
Accountability to
themselves and the
group for doing the
work between classes is
critical. Then, valuable
class time is maximized
to discuss, question,
explore, and connect.
Check-in with
participants between
classes to make sure
they are doing the work
needed to succeed.

We’re informal and friendly. People are invited to bring in food and share. Depending
on the personality of the class, people have brought in small gifts for each other, and
that’s fun too.
While we put everything on google drive, we also provide hard copies in a prepared binder for each
participant.
Make sure everyone is speaking, sharing, and contributing equally. Every cohort will have chatty
extroverts and reserved introverts. It is important that everyone contribute to the learning.
It is incredibly tempting to add information and content, completely filling every nook and cranny
of the three hour class. Hannah Grimes has discovered the benefit of space for our entrepreneurs,
and worked hard to build some “air” in our classes. This time is used for sharing, discussion, and
problem-solving. The cohort comes together and helps each other in remarkable and inspiring ways.
So please, resist the urge to add “one more thing…”

THINGS TO DO PRIOR TO CLASS 1
14
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There are several things that you can do to organize yourself and prepare participants for a successful,
super-productive Business Lab Program. Get started on the right foot!

PRE-CLASS LOGISTICS

Create a group email address for each cohort.
Create and share a Google Drive folder that includes the syllabus, handouts, worksheets, and any
other relevant content resources, organized by class session — including copies of slide
presentations from guest presenters.
Reserve a meeting room for class, and a venue for the Class 7 pitch presentation — at Hannah
Grimes, we need a space to seat 50.
Set up presentation pitch event registration. The pitch event is free, but we like to have a sense of
how many are coming and prepare drinks and snacks — Hannah Grimes uses an online system
offered by its local newspaper.
Table tent name tags for all participants — handy for the first two classes, until everyone knows
each other’s names, then, it’s helpful for guest presenters.
Print class list (with short business descriptions).
Prepare a “tool box” for your upcoming classes — several 3-minute sand timers, different colored
sticky-note pads, sharpies, pens, and dry-erase markers (projectors, white boards and flip charts as
needed).
Provide healthy snacks, such as energy bars. Better yet, if someone is a food producer encourage
the benefits of product sampling wherever possible.

PRE-CLASS PARTICIPANT PREPARATION
Communications leading up to Class 1, include emails (to the group email you have created)
regarding welcomes, schedules, parking, Business Lab Program goals and approach, and initial
content information (see Appendix 4 for sample emails covering all communication with
participants and guest presenters). Also, see Appendix 5 for a handy to-do list to help you manage
through the 7-week program schedule.
See Appendices 6 through 8 for materials to share before the classes begin, including the Business
Case Template and the Business Case Presentation (Pitch) Template.
Have each participant write a 50-75 word “business bio” summarizing their business (what, who,
how). Have them revise this bio prior to the final pitch presentation.
Highly recommend reading prior to Class 1: The eMyth Revisited, by Michael Gerber, The ONE
Thing, by Gary Keller, and Start With Why, by Simon Sinek. They are excellent, insightful books
and pretty easy reads. Suggest these to participants as soon as possible so they may read them
before the first class.
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CLASS 1. INTRODUCTION AND
EXPLORATION

SETTING THE STAGE AND EXAMINING YOUR BUSINESS
OPPORTUNITY
What You’ll Need
Your Class Tool-Box
Healthy snacks
Projectors, white boards and flip charts as needed
Tent table name tags
Write today’s agenda on the board
For Class/Handouts (See Appendices 9 through 13 for Samples and Examples)
Syllabus
Confidentiality Agreement
Business Case Document and Pitch Template Document
Mission, Vision, Purpose
Values
SWOT worksheet

Class Goal: Welcome to Business Lab, Mission, Vision, Values and SWOT.
Meet the Business Lab Team. Meet and connect with each other. Begin to understand
and articulate their business opportunity and the structure and assets of their company.
Develop, describe, and share their mission, vision, and values. Identify the personal
skills they have, and might need, to grow a successful business.

Everyone is in a
different place. Our
Mantra!
Start where you are.
Use what you have.
Do what you can.
- Arthur Ashe

9:00. Welcome.
Lead Instructor and Co-Instructor introduce themselves and the resources of the sponsoring
organization. (e.g., the Executive Director of Hannah Grimes (as the Co-Instructor) places emphasis
on the free workshops and 1:1 coaching available to participants.
9:10. Program Overview.
Co-Instructor represents the sponsoring organization and discusses context/big picture of there
importance of the participants and Business Lab — startups in the region, jobs, creativity, change.
9:15. Participant Introductions.
First, we get to know each other through the lens of our businesses. The philosophy of Business Lab
emphasizes the inseparability of personal characteristics and values and business characteristics and
values. The focus of this program: Is this an opportunity worth pursuing? And how do you do it?
3-minutes each with sand timer:
Who are you
What problem are trying to solve?
What’s your product or service?
Why is your offering a great solution to the problem?
Where are you in terms of exploring, launching, building, growing your business?
9:45. Lead Instructor Overview.
Handouts, curated resources, class list, and syllabus are all reviewed — take extra time to walk
through the structure of the syllabus.

16

Business Lab Program Guide© 2021 | Hannah Grimes Center for Entrepreneurship | HannahGrimes.com

Discuss the Business Case Document — it’s better to make mistakes on paper than in real time and
dollars. And ultimately, better to fail before you launch than after a year of time invested and
$20,000 down the drain. You may not all emerge with a business from this class — and that may be
a good thing! It isn’t rocket science, it is about focus and work. Good news: by completing your
application, you’ve already started writing your Business Case Document. And it will be done as we
finish Business Lab
Take a minute to have everyone sign and hand-in the confidentiality agreement. Explain purpose —
confidentiality and trust builds a strong network of peers. You will help each other
more than you imagine!
Lead Instructor: The Presentation Pitch: How/Why.
We work best with a deadline. This is a big one! It allows you to build-out your
network and start introducing your idea to a bigger (and more public) audience —
people that can help shape or grow your business. The pitch also hones your
presentation skills which are vital to business success. The third class will include a 3minute presentation pitch — good initial practice!

Highlight the benefits of
a well-crafted and
practiced pitch. The
truly amazing power of
being able to concisely
and enthusiastically
TALK about your
business.

The first practice presentation includes 3-4 slides:
1. Title Slide
2. What’s the problem you are solving or, what need are you meeting?
3. What’s your solution?
4. What is the underlying mission, vision, and values of your business?
Introduce the concept of an audience “persona” for the pitch — we’ll discuss more in the marketing
and sales class, Class 4. Audience persona will be a room full of active civic-minded community
members — a cross-section of people involved in business and nonprofits who really want to help.
They can introduce you to all the right people! They may be potential customers or investors too, but
they need more information, and need to be convinced that you can do the job.
Lead Instructor: Class Time — The Mastermind Approach.
The pace is quick! We start on time…we finish on time!
Break times are brief — it is important to re-group efficiently!
Feel free to bring food/treats for yourself or to share. We’re informal.
Group ground rules: doing the work; helping each other; respect; confidentiality. Turn your phones
off. Openness and sharing is critical.
Soft skills are critical to business success — discipline; trust; respect; listening skills — everyone
speaks; everyone listens (we monitor if you may be speaking too much or too little) —
accountability; reliability; integrity.
Business Lab classes are geared to help you think robustly about the homework assignment. We
offer enough information to get you started and the opportunity to get feedback on the concepts of
the day. There’s an important accountability to yourself, and to the group, for doing the work
between classes. That way, we can use valuable class time to discuss, question, explore, and
connect.
Lead Instructor: Homework.
The homework assignments provide you the best opportunity to write a succinct business case to
zoom in, and demonstrate that you comprehend and can apply the material. It will help you maximize
this opportunity and the investment of your time. The work offers you the opportunity to practice the
skills of discipline and planning, but it is up to you to do it — there will be no business case and your
presentation pitch preparation will be rushed if you don’t.
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Block out time now (at Hannah Grimes, we emphasize the availability of The Hive co-working space,
and the proven benefits of blocking off the entire afternoon following a class in order to focus on
homework, business plan, and the pitch).
We’ll be asking about your status at he beginning of most classes, during our check-in. We all learn
from each other — we’re a community. If you don’t do your assignments, it slows everyone down —
but be honest!
In fact, if you are running late to the class or will miss a class, please email everyone at [group email
address], not just [names of lead and co-instructors]. Because your absence affects the entire class.
10:00. Break (10 minutes)
10:10. What are you here to learn? Sticky note exercise.
One word per sticky note. A person might have one or two stickies… they might have ten. Look for
commonalities; group together and discuss. As a follow-up, provide the class with a word cloud
visual — many like to see the full, final list.
10:30. Worksheet: Mission, Vision, Values. Sticky note exercise.
Emphasis on “values.” What do you Value? Five minutes – share out one at a time. Also, look for
commonalities; group together and discuss. As a follow-up, provide the class with a word cloud
visual — many like to see the full, final list.
(Note: using different color sticky notes and/or pens allows people to retrieve the notes after the
exercise. Some like to keep and review/compare at the end of the program.)
Full group discussion and sharing:
WHY are you creating your business? Why? Why? Why? Pursue the “Why” question at a high,
Simon Sinek level.
Does your solution solve a real problem/meet a real need?…“What matters to customers is what
matters.”
(Note: As you work through these exercises, and the upcoming SWOT, Build confidence! Be
positive!! Participants should feel that who they are and what they are doing is
amazing.)
11:00. Worksheet: SWOT & Personal Skills.
What are your strengths? What are your weaknesses? Broadly review the SWOT
worksheet, but focus primarily on Personal Strengths and Weaknesses. Early in
Business Lab, business operations are often not developed enough to benefit from a
conventional SWOT analysis.
Discuss personal skill assessment: What are you packing in your personal tool kit that
will help you succeed? What are you concerned might make you fail? Our experience is
that emphasizing personal skills assessment is especially useful to participants. Let
group take 5 minutes to fill out and 10-15 minutes to discuss.

Consistently remind
participants that the
business case, the pitch,
and SWOT are never
“done.” A big part of
Startup Lab (and the
reality of building a
business) is embracing
change, refinement, and
evolution over time.

Spend some time discussing and connecting this work to time management and “TimeBoxing.” Most
participants struggle with time management and prioritizing work.
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Spend some time discussing and connecting this work to the “three hats” of Technician, Manager, and
Visionary in The eMyth Revisited.
Emphasize that we will revisit this weekly, personal strengths and weaknesses are among the most
important factors in success or failure.
11:30 - Noon. Wrap-up.
Remind participants that (while it should be revisited) they have already started their Business Case
Document — it was part of the Business Lab application. Good news!
Take the group’s temperature — how are we feeling? Acknowledge fast pace and let them know
that they may feel overwhelmed, but it will all come together as they work it through… Emphasize
that we are creating frameworks to apply to their business to help them make decisions and get
things done, we are not trying to reach conclusions and make decisions here and now.
Review the syllabus closely for homework, and progress on Business Case and Business Pitch.
Spend extra time connecting class work to where people should be in their Business Case
Document and their pitch.
Highlight: homework consistently calls for review, editing, and evolution of the business case and
presentation pitch deck as new things are learned and new insights are gained.
Preview Next Week: Guest presenter, Program Manager at the Hannah Grimes Center. They speak
about how participants can connect with and make use of the resources of the Entrepreneurship
Center, and the upcoming first practice pitch.
Three Circles Exercise. Before going deep into finance, marketing, sales, and project management,
the Led and Co-Instructors will lead an exercise called “Three Circles” to think holistically (and
pragmatically) about the business.
Instructor Note: Confirm all guest presenters.
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CLASS 2. THE BIG THREE

A HOLISTIC AND PRAGMATIC VIEW OF YOUR BUSINESS
What You’ll Need
Your Class Tool-Box
Healthy snacks
Projectors, white boards and flip charts as needed
Tent table name tags
Write today’s agenda on the board
Write check-in and wrap-up questions on the board
For Class/Handouts (See Appendices 14 and 15 for Samples and Examples)
Three Circles Exercise
Revenue Models
Class Goal: Defining 3 Primary Elements of Business and Their Implications
Before doing a deeper dive into finance, marketing, sales, and project management (classes 3 thru 5)
“Three Circles” helps students consider the “big three” elements of business, how they relate to each
other, and the implications for marketing and finance.
9:00. Check-In
1. What were your “ah-ha!” moments this week?
(Especially regarding the last class’ topic?)
2. What have you been working on and/or thinking about?
3. Share a success or a speed bump you’ve encountered
9:30. Program Manager. Resources Available for Participants
At Hannah Grimes, the Program Manager kicks off this class with a discussion of the various
resources available for participants, and how to put together and practice their initial pitch
presentation — and how she can be a resource and coach for preparing. It makes for a good flow and
answers a lot of questions participants may have about how to organize themselves and prepare
presentation slides.
9:45. Three Circles Exercise. Led by Lead and Co-Instructors.
(Break 5 minutes, around 10:00, as needed)
It’s important for everyone to have watched the brief overview video prior to class. Walk through
each circle — its meaning, interrelationships, examples. Group work time to draft, share, and discuss
each circle for their business. Given their Three Circles descriptions, discuss implications for what
they need to think about regarding finance, marketing, sales, and project management in
upcoming classes.
Important clarifications:
At the beginning of the Three Circles exercise, relate and distinguish between the
“Why” of Simon Sinek (more introspective, personal, existential, 40,000 foot view),
and the “Why” of Three Circles (more pragmatic and compelling to external
audiences — potential customers, lenders, referral sources, distributors and
influencers in their industry). The Three Circles “Why” needs to be translated into
something others will care about and make them want to do business with you.
Be clear that Three Circles is written with an external audience in mind.
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As participants draft
their own Three Circles,
put the information in a
PowerPoint template
during class and project
for everyone to see.
This really helps
discussion!

Spend 30 minutes discussing the revenue model. This provides great insight for many who often
assume or presume the way in which they’ll generate revenue. After a walk-through of the handout.
Include a brief exercise where each participant is asked to identify and describe 3 different possible
revenue models for their business — a great stretch exercise.
11:30. Wrap-up.
Each participant “reports out” using the 3-minute sand timer (hold people to their time).
What’s the biggest take-away for you today?
How does this inform your business case document and presentation pitch deck?
Does today’s learning impact your SWOT? How?
Review the syllabus closely for homework, and progress on Business Case and Business Pitch.
Spend extra time connecting class work to where people should be in their Business Case
Document and their pitch.
Highlight: homework consistently calls for review, editing, and evolution of the business case and
presentation pitch deck as new things are learned and new insights are gained.
Mention that next week (Class 3), we’ll skip the Check-In and go directly into the 3-Minute practice
Presentation Pitch.
Review what should be in this first practice pitch. Best practices for PowerPoint. Explain set-up —
Big screen; timer; monitor (full set-up in the room, where final presentations will take place).
1. Title Slide
2. What’s the problem you are solving or, what need are you meeting?
3. What’s your solution?
4. What is the underlying mission, vision, and values of your business?
Deliver 3-Minute/4-slide Pitch Deck by Noon the day prior to Class 3 to the Program Manager.
PowerPoint or PDF only.
Preview Next Week: Guest presenter, [local expert in accounting and finance] — financials, revenues
and expenses, P&L, cash flow, budgeting.
Instructor Note:: Confirm w/ Guest presenter. Get slide deck and/or handouts from the guest speaker
at least 2 days prior to the class.
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CLASS 3. PRACTICE PITCH AND… MONEY!

THE POWER OF UNDERSTANDING HOW MONEY REALLY WORKS IN
YOUR BUSINESS
What You’ll Need
Your Class Tool-Box
Healthy snacks
Projectors, white boards and flip charts as needed
Tent table name tags
Write today’s agenda on the board
Write check-in and wrap-up questions on the board
For Class/Handouts (See Appendices 16 through 20 for Samples and Examples)
Sample budget, P&L, and cash flow (.xls)
Sources of financing
Financial statement definitions
Finances Worksheet
Class Goal: Understanding the Importance of Budgeting and Finances
We discuss revenues, expenses, budgets, cash flow, and basic financial terms and documents —
financial statements, budget projections.
We have learned the importance of emphasizing budget projections and cash flow using our
customized spreadsheet!
9:00. Practice Pitch
(No check-in. We begin directly with the practice pitch)
Full set-up in the room — Projector and big screen; timer; remote, comfort monitor;
PowerPoint (no “Notes”). We try to set things up exactly how they will look and
work in the final presentation.
Timed 3-Minute pitches. If anyone is “not ready,” have them do their pitch without
slides. The outcome may surprise everyone (in a good way) because slides are not
being used as a crutch.
Run through all the presentations without a break or pause. Lots of applause!

The practice pitch is a
genuine tipping point.
People experience an
ah-ha! about where they
stand with preparation,
and grasp the power of
being able to speak
about your business in a
compelling way — not
just write about it.
Leverage this to
motivate and build
excitement.

Lead Instructor comments after presentations — You’ll sometimes get conflicting
advice. That’s OK. Even experts have different perspectives and there’s no single
path to success. It’s up to you to consider the pros/cons and determine what’s best for
YOU. It's sYOUR business and you own the decision.
In addition, It is important for the Lead Instructor to tell participants (and manage discussion) that
they should listen carefully and acknowledge the feedback, but resist the urge to respond, defend,
agree, or disagree with comments made.
THEN, comments and feedback for each presentation, one at a time from Lead Instructor, Program
Manager, and Co-Instructor (the Co-Instructor…your marquee person goes last and has the last
word. This works very well).
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Self-Assessment and group feedback, time permitting.
Reminder: It is important to manage discussion in such a way feedback is constructive and that the
participant is accepting the feedback without responding, defending, agreeing, or disagreeing with
comments made.
9:55. Break
10:00. Revenues, Expenses, P&L, Cash Flow, Financial Statements, and More
(Break 5 minutes as needed between 10 and Noon)
Guest [Name and Title/Name of Business]
Introduce and provide set-up for guest presenter. Add context for what the guest
presenter will be talking about. In our experience, finance and accounting is the least
favorite, least understood aspect of business. Acknowledge how people are going to feel
— confused, overwhelmed. Encourage participants to stick with it all the way
through… Listen and absorb. Then things will begin to click into place.

Finance does not come
intuitively. It’s OK to
feel confused and
overwhelmed.
Emphasize listening and
absorbing all the way
through. It will begin to
make sense at the end.

Revenues and expenses
Profit and loss
Budget projections — Forecasting and key assumptions
Cash Flow. Cash is king! There is magic in understanding how your business uses cash.
Money Management: how you personally manage your money is how you’ll manage in your
business. When do you contact an accountant? Do you need a business bank account? A business
credit card? Should you keep personal and business expenses separate?
11:30. Wrap-up
Each participant “reports out” using the 3-minute sand timer (hold people to their time).
What’s the biggest take-away for you today?
How does this inform your business case document and presentation pitch deck?
Does today’s learning impact your SWOT? How?
Review the syllabus closely for homework, and progress on Business Case and Business Pitch.
Spend extra time connecting class work to where people should be in their Business Case
Document and their pitch.
Highlight: homework consistently calls for review, editing, and evolution of the business case and
presentation pitch deck as new things are learned and new insights are gained.
Preview Next Week: Guest presenter, [local expert in marketing and communication] — marketing,
customer value, personas, sales.
Instructor Note:: Confirm w/ Guest presenter. Get slide deck and/or handouts from the guest speaker
at least 2 days prior to the class.
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CLASS 4. MARKETING, CUSTOMERS, AND
SALES

GETTING THE WORD OUT AND REACHING THE RIGHT CUSTOMERS
What You’ll Need
Your Class Tool-Box
Healthy snacks
Projectors, white boards and flip charts as needed
Tent table name tags
Write today’s agenda on the board
Write check-in and wrap-up questions on the board
For Class/Handouts (See Appendices 21 through 23 for Samples and Examples)
Marketing Handouts — 4Ps, elements of value
Persona/archetype worksheet
Research and informational sources
Sales Planning Handout(s)

Email Prior to Class 4
The class is past the halfway point this week! Send a friendly reminder about keeping up with the
homework and emphasize commitment to have a business case and pitch when the class is over.
Encourage people to stay focused, incorporate feedback, and make adjustments. (See all
email templates and samples in the Appendices).
Class Goal: Marketing and Sales Exist to Help You Hit Your Numbers!
Understand who are your core customers. Articulate your solution. Focus on developing
customer personas and defining your value proposition. Bottom line: who wants what
you have (and is willing to pay for it!)? Discuss sales — what it really is. Understand
the concept of a sales funnel, and target market/qualifying people as potentially good
customers. We’ve learned that it is critically important and effective to tie
marketing and sales efforts to P&L budgets and projections. Marketing and sales
are all about hitting your numbers!

What’s critical is that
the group appreciate
that sales and marketing
are a natural part of the
business fabric, even for
the smallest of
businesses. These must
be managed and shaped.

9:00. Check-In
1. What were your “ah-ha!” moments this week?
(Especially regarding the last class’ topic?)
2. What have you been working on and/or thinking about?
3. Share a success or a speed bump you’ve encountered
9:30. Marketing and Sales
(Break 5 minutes around 10:00)
Guest [Name and Title/Name of Business]
Introduce and provide set-up for guest presenter. Add context for what the guest presenter will be
talking about. In our experience, marketing is a favorite topic and sales is thought of as sleazy.
Acknowledge how people are going to feel. The challenge is to get people to see past common
marketing and sales stereotypes and understand what it really is and how marketing and sales help
your business
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Critical concept: We’re discussing marketing and sales concepts that are most useful to students now.
We can’t cover everything, so this is what is essential.
The 4Ps.
Branding.
Personas for each customer segment (2-3). Be specific and personal.
Elements of perceived value.
Sales — what it really is; why it’s vital — the sales funnel; qualifying prospects.
Marketing and Sales Exercises – Weaving It Together
In class, draft an initial Customer Persona (5 +/- minutes to create; 15 +/- minutes to share and
discuss).
In class, draft answers to the following: “Given the opportunity, what three questions would you
ask someone to help you qualify them as a potential customer and good fit?” (5 +/- minutes to
create; 15 +/- minutes to share and discuss).
Time permitting, conduct an Elements of Value exercise. Reviewing the elements of value pyramid,
identify 3-5 values you believe your business delivers. (5 +/- minutes to create; 15 +/- minutes to
share and discuss).
11:15. Discussion and Connecting to Finances
After the guest presenter concludes and leaves, Lead and Co-Instructors revisit revenue models
(from Class 2/Three Circle Exercise) and use a real-world example to illustrate the connection
between marketing, sales, revenue models, and financial goals. (In the case of Hannah Grimes, the
founding executive director tells her very relatable story about making and selling artisan soaps. It
is a powerful weaving together all these elements.)
Opportunity, mission/vision/values, problem/solution, customer personas and segments, and
revenue models – and how marketing and sales connect them to money and financials. The most
important thing – they are all vitally important, they are all interconnected.
Review participants’ work on developing revenue and budget projections — what revisions are
needed based on their understanding of marketing and sales?
11:30. Wrap-up
Each participant “reports out” using the 3-minute sand timer (hold people to their time).
What’s the biggest take-away for you today?
How does this inform your business case document and presentation pitch deck?
Does today’s learning impact your SWOT? How?
Review the syllabus closely for homework, and progress on Business Case and Business Pitch.
Spend extra time connecting class work to where people should be in their Business Case
Document and their pitch.
Highlight: homework consistently calls for review, editing, and evolution of the business case and
presentation pitch deck as new things are learned and new insights are gained.
Emphasize review and focus on customer PERSONAS
Emphasize: invite people in your network to the Pitch event…get them to register!
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Preview Next Week: Guest presenter, [local expert in project management} — project design and
implementation, planning, priorities, milestones and metrics.
Instructor Note:: Confirm w/ Guest presenter. Get slide deck and/or handouts from the guest speaker
at least 2 days prior to the class.
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CLASS 5. PROJECT MANAGEMENT

SO MUCH TO DO! HOW TO ORGANIZE AND GET STUFF DONE
What You’ll Need
Your Class Tool-Box
Healthy snacks
Projectors, white boards and flip charts as needed
Tent table name tags
Write today’s agenda on the board
Write check-in and wrap-up questions on the board
For Class/Handouts (See Appendix 24 for Samples and Examples)
Project execution worksheet
Class Goal: Organizing and Getting Things Done
Defining basic project “types,” developing project management skills and tactics, and establishing
priorities. These are frameworks for getting things done. We’ll also talk about the personal aspects of
running a business, set goals for moving forward, and have a discussion about what is needed next to
be successful.
9:00. Check-In
1. What were your “ah-ha!” moments this week?
(Especially regarding the last class’ topic?)
2. What have you been working on and/or thinking about?
3. Share a success or a speed bump you’ve encountered
9:30. Agile Project Management
(Break 5 minutes around 10:00)
Guest [Name and Title/Name of Business]
Introduce and provide set-up for guest presenter. Add context for what the guest presenter will be
talking about. At this point, participants are often feeling overwhelmed with all that
there is to do. The timing of applying project management skills is very good!
Sticky note exercises
The focus is going from “Idea to Reality.” Envision your successful business in one
year — what stands between where you sit today and where you want to be? What do
you need, and what do you need to do to get there? We tie this topic closely to budget
goals, marketing, and sales. Sticky Note exercises help!.
The two types of projects
Organizing steps to implement each type of project
Prioritizing

and engagement with
the guest presenter
generate an “I get it”
pretty fast. This sounds
boring, but it’s not!
Project management
basics are very helpful
to participants and they
get into it quickly.

11:30. Wrap-up
Explicitly ask what are THE THREE most critical next steps in the next 90 days? Define and
review SMART goals — encourage using SMART goals going forward.
Each participant “reports out” using the 3-minute sand timer (hold people to their time).
What’s the biggest take-away for you today?
How does this inform your business case document and presentation pitch deck?
Does today’s learning impact your SWOT? How?
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Review the syllabus closely for homework, and progress on Business Case and Business Pitch.
Spend extra time connecting class work to where people should be in their Business Case
Document and their pitch.
Highlight: homework consistently calls for review, editing, and evolution of the business case and
presentation pitch deck as new things are learned and new insights are gained.
Revise your budget projections!
Emphasize: We do a full dress rehearsal presentation practice next week! 5-6 minutes,
MAXIMUM. 10 slides, MAXIMUM.
Practice, practice, practice: Read out loud; record on iPhone; self-organize practice at the
sponsoring organization. (email the Program Manager Sara room reservations and help). Email
Your Pitch Deck to the Program Manager by NOON the day before Class 6.
Preview Next Week: Entrepreneur round table discussion with two local entrepreneurs — boots on
the ground founders and owners of active small businesses. AND, it’s time to pull the threads
together and discuss and share where we feel we all stand with our businesses.
Instructor Note:: Confirm w/ both guest presenter. No slides or canned presentations. This is a
conversation. Offer them 5-6“ questions” and ask that they consider framing their comments around 3
of those questions — those more relevant to their entrepreneurial journey. That will keep things
focused but also add some variety.
There’s no Check-In for Class 6. We go directly to the full pitch practice.
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CLASS 6. FULL PITCH PRACTICE AND
ENTREPRENEUR’S ROUNDTABLE
What You’ll Need
Your Class Tool-Box
Healthy snacks
Projectors, white boards and flip charts as needed
All related technology/devices for a dress rehearsal of the pitch event
Tent table name tags
Write today’s agenda on the board
Write check-in and wrap-up questions on the board
For Class/Handouts (See Appendix 25 for Samples and Examples)
Pitch Comment Sheets
Class Goal: Sharing and Applying Relatable and Insightful Experiences
of Local, Working Entrepreneurs
After their full “dress rehearsal” presentation, participants will hear personal stories about the trials,
tribulations, and victories — large and small — of active, successful local entrepreneurs. This is
followed by a “pulling it all together” discussion of how each participant is feeling about their
business — concerns and questions — and collaborative group problem-solving to help move
everyone forward.
9:00. Pitch Practice
6 minute (5 minute minimum) practice pitch for each participant (take a break midway if needed)
Lead and Co-Instructors, Program Manager, and cohort participants provide feedback — 5 minutes
— for each presenter immediately after their Pitch Everyone uses the Pitch Critique Sheets
provided and hands to each presenter afterward.
Lead Instructor comments (reminds) BEFORE presentations — You’ll sometimes get conflicting
advice. That’s OK. Even experts have different perspectives and there’s no single path to success.
It’s up to you to consider the pros/cons and determine what’s best for YOU. It's sYOUR business
and you own the decision.
Emphasize using the Pitch Comments Sheets as a great way to offer feedback. Especially with
larger cohorts, we simply will not have time to let everyone comment.
In addition, It is important for the Lead Instructor to tell participants (and manage discussion) that
they should listen carefully and acknowledge the feedback, but resist the urge to respond, defend,
agree, or disagree with comments made…. Take it all in.
10:15. Break
10:30. Entrepreneur Roundtable
Introduce and provide set-up for guest presenters. Add context for what the guest
presenter will be talking about. Each entrepreneur has 15 minutes to “tell their story,”
leaving 30 minutes for Q&A and conversation. Keep it informal and friendly! Lead
Instructor facilitates the roundtable — timekeeper; manage Q&A.
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Your guests’ thoughts
about being an
entrepreneur and
pragmatic, but bigpicture, view of
building a business
provide a thoughtful
capstone to the Business
Lab journey.

11:30. Wrap-up
Important: After the guest presenters exit, provide space to let participants talk about
where they feel their business case and development stands — successes, challenges,
concerns, questions.
Facilitate collaboration for sharing ideas and comments to help each other.
Lead and Co-Instructor revisit budget projections and cash flow
Email FINAL Presentation Pitch Deck to Program Manager two days prior to
Class 7/Pitch Event.
Submit completed Business Case Document to Program Manager day after
classes conclude.
Invite people in your network to the Pitch event…get them to register!
Practice — Read out loud; record on iPhone; self-organize to practice (email
Program Manager for room reservations).
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This session provides
some “space” to to
review key concepts,
bring major concerns
and questions to light,
and prepare for the final
business case and
business case
presentation.
Participants truly enjoy
and appreciate the
opportunity to share,
problem-solve, and
connect.

CLASS 7. THE PITCH! AND WRAPPING UP
What You’ll Need
Pitch Room with seating for audience
Coffee, Tea, Pastries, Snacks
Projector/Screen
Comfort monitor
Timer
Videotape pitches
Table with participant and HGC materials/samples
Handouts: Agenda/program for audience (short description of businesses)
Script for emcee, if needed
Class Goal: Communication Skills and Networking
Participants present their business to community, friends, and family.
It hones their presenting skills which are vital to success.
The pitch allows them to build out their networks and start introducing their idea to a bigger
audience that can help shape or grow their plans.
Builds community awareness of startups and a culture of entrepreneurship in the community.
9:00. Set-Up, Seating, Coffee, Pastries, Beverages — Usual Time Frames for Class
Introduction to pitch event: let guests know that when we finish, there will be light refreshments and
networking — but then we will ask them to leave!… So the class can wrap-up and finish its work.
The active portion of the event should last no more than one hour.
9:30 Networking
10:01 Presentation 3
9:40 Welcome
10:09 Presentation 4
9:45 Presentation 1
10:18 Presentation 5… etc.
9:53 Presentation 2
… 0:15 Close & Networking
11:00+/- End Public Portion (invite public to leave). Wrap Up with Group — And Celebrate!
Decompress: Show Ted Talk - Richard St. John - and Brief Discussion
https://www.ted.com/talks/richard_st_john_s_8_secrets_of_success
Closing Questions and Discussion:
1. How did you do? Open-ended questions about learning as entrepreneurs.
2. What are your next steps? Priorities in the next 30-60 days? SMART Goals!
3. How did we do? Questions about Business Lab How can we improve?
4. Complete evaluation and the post-class survey — in class.
5. Submit final Business Case Document if you haven’t already.
6. Parting Gifts among participants? Self-organized accountability group?
7. Stay in touch! (At Hannah Grimes, we keep the group email live indefinitely).

Celebrate!!!
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APPENDICES
APPENDIX 1
Business Lab Application Form (Including a Pre-Program Participant Survey)
Name:
Phone:
Email:

Personal address:
Business name:
Business address:

Website:

When did your business start (if applicable)?
Number of employees (including you):
Please explain your business in 75 words or less:
Please answer to the best of your ability the questions that start below. Responses should be typed directly into
this document and emailed to [ORGANIZATION EMAIL ADDRESS]. When submitting your application,
please use the following subject line in your email: [BUSINESS LAB MONTH THAT COHORT BEGINS].
If selected to participate in Business Lab, your responses will be the foundation to the business plan you create
while in Business Lab If you have any questions or comments regarding this application or Business Lab, please
contact us at [EMAIL AND PHONE CONTACT].

OVERVIEW
Mission
What does your company do for its customers? Think broadly about the benefits you offer. Starbucks, for
example, offers a lot more than coffee, including a certain environment, an affordable luxury, or a meeting
place. What does your company do for its employees? If you want employees to stay with your company, you
need to provide meaningful work, useful feedback, training, benefits, and more.
[ANSWER]
What do you want from your business? Your mission is probably to grow and produce profits, and your
mission statement should say so. Your business’s mission statement is more permanent than an objective in a
business plan. It must be applied consistently over time. The mission statement serves as a reminder — to you,
your employees, and your customers — of the main purpose of your business. To avoid vague, fuzzy mission
statements, review your statement for useless comparisons. Do your competitors do the same thing? Are your
missions identical? Think about how your company is different, and use that to influence your mission.
[ANSWER]
Vision
What is your vision statement? The vision statement is often confused with the mission statement. Some people
use the two terms interchangeably. Actually, the vision statement is about what the business’s future will look
like if the mission is achieved. Some say a vision statement imagines what success looks like. Martin Luther
King, Jr.’s “I Have a Dream” speech was a vision statement. So was John Lennon’s song “Imagine.” Visions
are frequently related to social good, so they tend to be more important for nonprofit organizations.
[ANSWER]
Values
Tell us your business core values. An organization’s statement of its ethical values, complementary to mission
statement and vision statement. A declaration that informs the customers and staff of a business about the firm's
top priorities and what its core beliefs are. Companies often use a value statement to help them identify with and
connect to targeted consumers, as well as to remind employees about its priorities and goals. A declaration that
informs the customers and staff of a business about the firm's top priorities and what its core beliefs are.
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Companies often use a value statement to help them identify with and connect to targeted consumers, as well as
to remind employees about its priorities and goals.
[ANSWER]
Ownership & Structure

Use this area to specify who owns your company. If there are multiple owners, describe each of them
and how much of an ownership stake they have. Also, identify your company’s legal structure. Is it a
sole proprietorship — that is, just you working for yourself? Or a limited-liability corporation (LLC)
or partnership (LLP), where the profits pass through to the partners involved? Or a nonprofit
organization? Or a proper S- or C-type corporation with its own tax obligations and the rest? If you
are just getting started on your business and are not familiar with these options, searching online for
"business structures" should provide plenty of background reading on the pros and cons of the various
options.
[ANSWER]

Company History
Tell the story of your company so far. If it’s a newer business, what have you done so far, and what
kind of traction have you gotten in the marketplace? If it’s a longtime business, who started it, when
and where, and what was the original product or service? What has changed since then? Talk about
good years, bad years, new services, new locations, new partners. Highlight an important date or
event that had an impact on the business. Show the reader where the company started and how it got
to where it is now.
[ANSWER]

TEAM
Management Team
List the members of the management team, including yourself. Describe each person’s skills and experience
and what they will be doing for the company. How do they make your team stronger? Do they have specific
expertise in your industry or subject matter? Do they have experience starting or managing other small
businesses? Use this space to really emphasize the strengths of yourself and your team. Assuming you have
identified a great market opportunity, why are you the right ones to capitalize on it? If you are a sole proprietor
or otherwise working by yourself, just focus on your own skills, experience, and past successes. You may want
to rename this section to avoid the "team" language.
[ANSWER]
Advisors
Describe any mentors, investors, former professors, industry or subject-matter experts, knowledgeable
friends or family members, small-business counselors, or others who can help you as a business owner. If
you have an important question or a new business challenge, who will you turn to for advice? What makes them
a good resource for you and your company?
[ANSWER]

OPERATIONS
Location & Facilities
Describe your company’s physical locations. This might be your office, store locations, manufacturing plants,
storage facilities — whatever is relevant to your business. How much space do you have available, and how
well will it meet your current and future needs? If location is important in your market, as with a restaurant or
an art gallery, explain the benefits of where you are located. Do you get a lot of vehicle or foot traffic passing
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by? Is your target customer type heavily represented in your neighborhood's demographics? Are you close to
other key resources, such as a key supplier’s office or shipping ports or freeways? If you are working from a
home office, talk about how well that is working for you. Are you planning to move to an outside office later? If
so, when and why?
[ANSWER]
Technology
Describe any important software, hardware, or other information technology that you use now or plan to use
later to operate your business. That might include a point-of-sale system to take payments, an e-commerce
platform for your website, a CRM solution for managing your pipeline, marketing tools for generating leads,
and so on. For an industrial company, be sure to cover any industry-specific technologies that you have
developed or purchased to power or manage your operations.
[ANSWER]
Equipment & Tools
List any specialty equipment that you have or plan to acquire to do your work. This is an important
component of the business plan for many industrial companies. A steel fabrication plant, for example, needs
CNC lines, welding machines, drill presses, and other metalworking tools. Likewise, with a photography studio
business, having the right sort of cameras, lighting rigs, editing tools, and so on is going to be key. If your
forecast includes plans to make major capital expenditures — investing in another fermenting tank for your
microbrewery, for instance — be sure to discuss the cost, benefits, and timing of those purchases here.

[ANSWER]

OPPORTUNITY
Problem Worth Solving
Describe the key problem or unmet need that you will address for your customers. If you have a common
business, such as a restaurant or nail salon, explain why your customers need your particular restaurant or nail
salon. Do you offer lower prices? More convenient hours? A better location? A specialty that is not otherwise
available in your area, such as a Moroccan restaurant or a late-night taco truck? If your company is doing
something new and different, explain why the world needs your innovation. What is it about the existing
solutions that is subpar? Maybe your new medical device avoids the need for invasive surgery to treat a serious
medical condition. Or maybe you are improving on a mediocre product category — creating a better hospital
gown, an easier way to de-wrinkle clothing, a more convenient way to outsource your tax preparation, and so
on. If your company solves several distinct customer problems, describe them all here. You may want to rename
the topic to be plural: "Problems Worth Solving.”
[ANSWER]
Our Solution
Explain how your company will address the problem you identified above. What products or services do you
offer, and how do they meet your customers ’need? For example, if the problem is that parking near the local
college is expensive and hard to find, your solution might be a bike rental service with designated pickup and
drop off locations near both classrooms and off-campus student housing. If your company is tackling several
distinct problems, describe your solutions individually here. You may want to rename the topic to be plural too:
"Our Solutions."

[ANSWER]

What goals do you have with your business (e.g. strategic, financial, etc.)?

[ANSWER]

What do you need most to take your business to the next level?

[ANSWER]

What do you hope to learn from being in Business Lab?
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[ANSWER]
What else would you like us to know about you and/or your business?

[ANSWER]

Are you seeking financing for your business? If so, how much? From where?

[ANSWER]

How did you hear about this program?
[ANSWER]
I understand that the Business Lab Program is a collaborative environment that requires my full participation in
all sessions. I am willing and able to commit the time and energy required to work with the facilitator and the
rest of the participants. I am willing to share and receive constructive feedback regarding business plans and
ideas. Moreover, I’m excited, prepared, and willing to get my hands dirty!
Full name:
Signature:
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APPENDIX 2

Business Lab 7-Week Program Syllabus
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APPENDIX 3
Post-Program Participant Survey
1. In which cohort are you?
2. Since taking Business Lab...Overall how satisfied are you with the content, course, instructors,
materials, and overall program?
3. Personal Information
3.1. First name
3.2. Last name
3.3. E-mail Address
4. Business Information
4.1. When do you plan to launch your business?
4.2. Do you have any personal equity invested in your business? If so, please provide a dollar amount.
4.3. Do you have any external equity invested in your business? If so, please provide a dollar amount.
4.4. How many full time employees are employed at your company, including yourself?
5. Since taking Business Lab…
5.1. Overall how satisfied are you with the Business Lab content, course, instructors, materials, and
overall program?
5.2. How confident are you in your business model?
5.3. How confident are you in your understanding of the market?
5.4. How confident are you in your funding strategy?
5.5. How well-connected (in a professional sense) do you feel?
5.6. How confident are you in your ability to launch and maintain your business?
5.7. What is currently your greatest obstacle to launching your business?
6. How has Business Lab helped the launch and growth of your business?
7. Is there anything else you'd like to share with us?
8. Can you offer a quote for us to use about your experience in Business Lab? Or can we use one ofyour
written responses to the preceding questions to update our testimonials?
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APPENDIX 4
Chronological sample emails to participants and guest presenters (edit as
appropriate for your program!)
1. Subject: Welcome to Business Lab
(5-7 days prior to Class 1)
Hello!
We are thrilled to welcome you to the [DATE] cohort of our Business Lab program!
My name is [LEAD INSTRUCTOR]. Along with [NAME OF CO-INSTRUCTOR], I will be serving
as the instructor for this Spring's Business Lab program. I have [PROVIDE BRIEF BIO,
PROFESSIONAL VALUE STATEMENT]. I love working with start-ups and small businesses and
look forward to working with all of you over the next several weeks. (Feel free to check out my
LinkedIn profile: [PROVIDE LINK]
We begin [DAY AND DATE OF CLASS 1]!
You are busy and probably worried about the time commitment, but the numbers should reassure you
that the time is well spent if you are serious about launching a successful business or putting a solid
foundation under an existing one.
We build our curriculum around two deliverables you will be creating -- a Business Case Document
and a Business Case Pitch. The application process was designed to help you begin writing your
Business Case, so congratulations, you are already on your way!
Attached is the class syllabus and a good introduction to read before we all meet [DAY]. Please
review both attachments carefully.
Classes are a mix of updates, guests, peer discussion, and learning exercises. It is pretty fast-paced to
fit a lot in, but we also value the opportunity to discuss and question. Feel free to bring food and drink
-- it is casual. If your business makes something that can be seen, touched, or sampled, bring it
in! Classes are designed to get you thinking and educated about a topic so that you have the skills you
need to tackle your Business Case.
Classes are held at [LOCATION]. We will be ready to start promptly at 9:00 am and will end on time
at Noon. For parking, we suggest [PARKING DIRECTIONS AS NEEDED].
When: [DAY] [DATE], 9:00 AM - NOON
We begin (and end) promptly. Please arrive 10+/- minutes early and be ready to go at 9:00 AM!
Where: [REPEAT LOCATION, INCLUDING ROOM NUMBER OR NAME]
A binder with all hard copies will be provided. PDF versions of handouts will be available on a
shared Google Drive during Business Lab -- [PROGRAM MANAGER] will invite you to the shared
drive.
It is critical that you complete your homework assignments. Things move quickly during Business
Lab And, we all share with -- and learn from -- each other. So keeping up is important. In fact, the
sharing, discussions, insights, and networking you enjoy with your colleagues constitute some of the
most valuable learning you'll experience -- you can't keep up unless you're caught up. The group is
counting on you!
[We’re very happy to be meeting in-person, but we will be physically distanced. Please wear a mask
at all times.]
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We are looking forward to working with you. See you soon!
[LEAD- AND CO-INSTRUCTORS]
-------------------------------------2. Subject: Please complete before Business Lab begins on [DAY]
(3-4 days prior to Class 1)
Good afternoon!
We have two pre-class items to share with you:
1. Please email me a 75 word (maximum) "business bio." It's a brief, who you are; the name of your
business; what products and/or services you offer; who your customers are; and the "problem you
solve" or “need you meet" for your customers. Please send me your bio by the end-of-the-day
on [TWO DAYS PRIOR TO CLASS 1].
We use these bios primarily to help our guest speakers learn about who they'll be speaking to, and in
our Pitch Event program book. You'll also learn from seeing how your bio evolves between now and
the conclusion of Business Lab Some of you may have created something similar in your application.
If you'd like to use that, please copy, paste, and send it along to me.
2. Business Case Templates. In my first email I mentioned that you'll be creating two things at
Business Lab -- a Business Case Document and a Business Case Pitch (that you will be presenting at
the last Business Lab class on [DATE]). Attached are the template guides we have developed for
each item. Please review before we meet on [DATE]!
Have a great day.
[LEAD- AND CO-INSTRUCTORS]
-------------------------------------3. Subject: Business Lab -- 6 suggestions to make the most of your experience
(1-2 days prior to Class 1)
Hi All;
We're excited to begin Business Lab This is all about you and the business you are working to create.
Here are a few thoughts about how to get the most from your Business Lab experience.
Do your homework. It's very important that your homework assignments be completed on time. The
class moves quickly. More importantly, we're creating a community of entrepreneurs -- much of what
you will learn will come from each other -- discussion, insights, experiences. You can't contribute if
you are not caught up, and that hurts both you and the group.
Schedule focused blocks of time. Research clearly demonstrates that the more we multitask, the less
effective we are. We recommend you take advantage of access to [RELEVANT ORGANIZATIONAL
RESOURCES AVAILABLE TO PARTICIPANTS], to get your homework done, and work on your
business in focused blocks of time. For example, schedule Thursday afternoons at [THE
ORGANIZATION] to take advantage of your momentum from class and complete your assignments.
Rinse and repeat. Business building is an iterative process. We'll be encouraging you to return to your
"completed" work regularly to update as you learn and evolve. Successful businesses revisit, refine,
and adapt.
Nail your presentation. We'll be speaking a lot about your presentation ("the Pitch") -- the end-ofclass presentation you'll be giving about your business. As important as the Business Case Document
is, we find that people who do really well with their Business Case Pitch experience amazing benefits -
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- improved clarity in articulating the essence of your business, effectively communicating your critical
success factors, and increased personal and professional confidence. Invest in your pitch and practice!
Network, network, network. We're building a community of entrepreneurs who share, build, and
learn together -- and from each other. Business Lab is a wonderful opportunity to build and share your
network, and share your experiences and insights. Our hope is that you'll stay in touch and help each
other succeed long after your 7-week cohort ends.
Personal traits translate into business traits. Personal habits and characteristics have a significant
impact on your odds for success in business -- especially as an entrepreneur. As you'll see,
strengthening personal habits and discipline is why we emphasize starting on time, meeting deadlines
for completing work, timed presentations (we made very good use of a 3-minute sand timer!),
integrity, focus, confidentiality, and sharing to build a sense of community.
Let us know if you have any questions. See you tomorrow!
[LEAD- AND CO-INSTRUCTORS]
-------------------------------------4. Subject: Follow-up to Business Lab Class 1
(1-2 days after Class 1)
Hi Everyone!
It was wonderful to meet you and get Business Lab started yesterday! I hope you found the first
session as interesting and energizing as I did. You are coming together quickly as an open, supportive
group, and that's exciting! A few quick items:
The Syllabus, Handouts and Worksheets
Again, please review the syllabus and all the handouts for pre-class, class 1 and class 2. Let me know if
you have any questions about your homework assignments. The syllabus reads across the row, class by
class, from class topic (on the left) to assignments to be completed between classes (middle) to what
sections you should be developing for your business case document and business case pitch (on the
right).
The Hive
We mentioned that as participants in Business Lab, you are full-fledged members of The Hive. Please
expect to hear from [PROGRAM OR OPERATIONS MANAGER]. She'll get you completely set-up.
It's a terrific work space!
Hannah Grimes Resources
You have access to all of Hannah Grimes' WORKSHOPS & SEMINARS and PRO-BONO 1:1
COACHING opportunities. It's a great way to do a deeper dive -- for example, after Ann Connor's
presentation about finances in class 3, set up a 1:1 coaching time with her to go over your specific
situation. In addition, as [PROGRAM MANAGER] mentioned, we have a library where folks can sign
out books to borrow.
Want to meet with [PROGRAM MANAGER]? Here's her APPOINTMENT SCHEDULER.
Why?
I mentioned Simon Sinek and "Start with Why." Below is a link to a TED Talk he did about "Why."
It's a fairly old TED, but it's one of the top 10 most-watched ever, and still informs, inspires, and
captures the essence of "Why?"
https://www.ted.com/talks/simon_sinek_how_great_leaders_inspire_action?utm_campaign=tedspread
&utm_medium=referral&utm_source=tedcomshare
Have a great weekend!
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[LEAD INSTRUCTOR]
-------------------------------------5. Subject: Video for class 2; slide deck for 3 minute practice pitch
(3-4 days after Class 1)
Hi Everyone;
Two quick items:
First, I have uploaded a brief video summary of "Three Circles" for this week's class on our Google
Drive. For your convenience, here's a link: [LINK]
Second, as you start to think about your first practice pitch (3 minute timed presentation), here's a
summary of the slide deck outline to help support your story.
SLIDE 1: Title Slide
SLIDE 2: What’s the problem you are trying to solve (or need you are meeting)?
SLIDE 3: What’s your solution? How does your product or service solve the problem or meet the need?
SLIDE 4: What are the underlying mission, vision, and values of your business?
See you at class!
[LEAD INSTRUCTOR]
------------------------------------6. Subject: Business Lab Check-in/Updates
(1-2 days after Class 2)
Hi All;
Great work accomplished with the Three Circles exercise. We think it will prove to be a very useful
long-term tool for you. Two things about the 3C's...
First, to emphasize... The "why" in class 1 is intended to be more introspective, personal, and internal.
The "why" in 3 Circles is certainly related, but intended to communicate more with external audiences.
So as you revise and fine tune your 3 Circles, write it from the point of view of speaking with a
potential customer, distributor, referral source, lender or investor, or influencer in your industry.
I have uploaded everyone's first draft (PDF) on Google Drive. For your convenience, here's a link:
[LINK]
------------------------------------As you prepare for Class 3, at 9:00 AM, we'll begin with our initial practice pitch:
3 minutes
4 slides
Email your PowerPoint (preferred) or Google Slides to [PROGRAM MANAGER] by noon [DATE].
Tip: Spend more time preparing what you will say than making the slides look pretty or filling them
full of dense text. The slides should be very simple and very brief. Your goal is to get people to listen to
what YOU are saying. The slides should visually support what you are saying. Practice out loud!
------------------------------------[THIS SHARES SOME INFO FROM ONE OF THE PARTICIPANT BUSINESSES] Curious about
Juan's reference to his new JuanLove Apparel ad? Of course you are! Check out the 2 minute spot on
YouTube: [LINK] Almost 2,600 views to-date!
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------------------------------------Review the syllabus and let me know if you have any questions about your homework assignments. The
syllabus reads across the row, class by class, from class topic (on the left) to assignments to be
completed before and between classes (middle) to what sections you should be developing for your
Business Case Document and Pitch (on the right).
------------------------------------Our guest this coming Thursday is [NAME], founder of [BUSINESS]. She's a highly skilled business
advisor with a particular expertise in business finances. Please find 10-15 minutes to review her
website. The more informed you are about her business, the better you'll be able to reflect on her story,
ask great questions, and translate her insights into strategies and actions for your business. We find that
finance is less intuitive than many other topics, so absorb it all and don't worry if you feel like you're
not "getting it" at first.
As always, let us know if you have any questions.
Enjoy the weekend!
[LEAD INSTRUCTOR]
-------------------------------------7. Subject: Start inviting friends, family, and colleagues to the Pitch presentations!!
(3-4 days after Class 2)
Hi All;
Believe it or not, it's not too soon get invitations out for our end-of-class Pitch presentations on
[DATE]. Please start inviting friends, family, partners, mentors, advisors, colleagues, and supporters.
All enthusiastic boosters are welcome!
Here's a link to [REGISTRATION PLATFORM] for people to register (there's no charge; this is
just a great way to organize the event, register people, and get the word out): [LINK]
Feel free to use, adapt, (or ignore) the following to email, text, or get invites out via social media:
I am excited to be part of [ORGANIZATION’S] Business Lab class, an interactive, 7-week program
designed to help entrepreneurs create, implement, and present a business case. The program covers
business concept development, mission and vision, budget and finance, marketing, and project
management. I am working on my business and learning about tools that will help me be successful!
Business Lab ends with a brief final presentation from each business. We get to practice the art of the
pitch, and demonstrate what we've been up to over the past 7 weeks.
[DAY AND DATE]
[START-END TIME]
[ORGANIZATION NAME]
[STREET ADDRESS]
Please register on [REGISTRATION PLATFORM]: [LINK]. Please register yourself as well so we’ll
have an accurate head count for seating and refreshments.
-------------------------------------8. Subject: Check-in for [DATE] Business Lab Class
Example of reminder email sent to guest presenter. Remind every guest presenter.
(5-6 days prior to guest presenter’s scheduled Class)
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Hi [GUEST NAME];
Just a reminder that you are scheduled to speak at this coming [DATE’S] Business Lab class. We're
looking forward to it!
A few logistical items:
We continue to meet in-person, physically distanced, and wearing masks
[DAY], [DATE], [LOCATION]
We'll use the big wall projector for your slides.
[FOR CLASS 3] We’re doing a practice pitch from 9:00 - 10:00. Please feel free to join us if you can!
We've blocked out from [TIME FRAME] for you.
Please send any handouts and/or slides you want to use to [PROGRAM MANAGER] [EMAIL] by
EOD [DAY] [DATE]. They will print out your PDFs and make copies for the group.
I will BRIEFLY introduce you and ask everyone to take one minute to introduce themselves, including
"what is the problem they are solving, or the need they are meeting."
Also, I have attached a one-page business bio for our participants. It's a good group... and everyone has
some solid boots-on-the-ground experience.
Let me know if you have any questions. See you on the [DATE]! Thanks very much.
All the best,
[LEAD INSTRUCTOR]
-------------------------------------9. Subject: Business Lab post-class updates!
(1-2 days after Class 3)
Hi All;
Awesome practice Pitch session to begin class yesterday. I think we all learned a lot. I see things jelling
nicely for all of you. Did you see or hear something someone did and think, "I like that!" Feel free to
borrow from each other!
Special thanks to [GUEST PRESENTER] for providing us with a great overview of financials and the
vital importance of understanding revenue sources, cost-of-goods-sold, expenses, and cash flow -- and
their value in helping plan, direct and control the direction of your business.
Remember that [GUEST PRESENTER] is available for free 1:1 coaching through
[ORGANIZATION’S] Pro Bono Coaching Program: [LINK]. Talk with [GUEST PRESENTER]
about anything that needs more work, further clarification, or if there's an aspect of managing your
numbers that you want to concentrate on. The focused 1:1 time is incredibly valuable.
As you prepare for Class 4:
•
•
•
•

At 9:00 AM, we'll begin with individual 3-minute Morning Check-ins.
Check your syllabus to see where you should be with your Business Case Document and your
Business Case Pitch Deck.
[GUEST PRESENTER] will be our expert guest presenter, sharing essential information
about Marketing and Sales Planning.
Please check out [GUEST PRESENTER’S] business: [LINK]
PLEASE... work on your budget spreadsheet. In particular, think about how many new customers
you'd like to bring during the first quarter of 2021. This is the perfect moment to connect the dots
between your financial goals and the marketing and sales you need to do to get there.
As always, let me or [PROGRAM MANAGER] know if you have any questions.
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Enjoy the weekend,
[LEAD INSTRUCTOR]
-------------------------------------10. Subject: Thank you for yesterday at Business Lab
Example of thank you email sent to guest presenter after their Class 3 visit. Thank every guest presenter.
(1-2 days after guest presenter’s scheduled Class)
Hi [NAME];
Thank you so much for presenting at Business Lab yesterday. It was fantastic! We saw -- and our endof-class discussion afterward confirmed -- that people were really "getting it" and making practical
connections to their businesses.
We think that using the spreadsheet as the focal point and launching pad for your presentation made it
easier to talk about revenue, COGS, expenses, net income, cash flow... even balance sheets, without
that deer-in-the-headlights reaction.
Any comments or thoughts you want to pass along, please feel free. FYI, we encouraged everyone to
take advantage of your pro bono 1:1 coaching at HGC. Also, nothing has been decided yet, but we are
thinking about a [DATE] Business Lab group. Of course, we want you there!
You have amazing superpowers [NAME]! Thanks for everything you do for Hannah Grimes!
All the best,
[LEAD INSTRUCTOR]
-------------------------------------11. Subject: Business Lab… the halfway point!
(1-2 days after Class 4)
Hi All;
It's hard to believe, but we're just passing the halfway point in our Business Lab journey!
Great class and discussions yesterday. We were hearing and seeing lots of connections and "ah-ha's"
from [GUEST PRESENTER’S] presentation and hope that everyone can take something specific from
it and apply it to their business. For reference, I have uploaded [GUEST’S] PowerPoint slides and
Persona worksheet on our Google Drive.
We love how everyone is contributing and helping each other. Sharing and collaborating is a big part of
what makes Business Lab special!
Here are a few links to help you learn more about Bain & Company's elements of value. FYI, after the
brief summary, you can mouse over elements in the pyramid and read how Bain defines each element.
•
•
•

Bain & Company | Interactive Graphic - Consumer Elements of Value. LINK:
http://www2.bain.com/bainweb/media/interactive/elements-of-value/#
Bain & Company | Interactive Graphic - B2B Elements of Value. LINK:
http://www2.bain.com/bainweb/media/interactive/b2b-eov/index.html
Harvard Business Review | Almquist, Senior, Bloch, The Elements of Value,
LINK: https://hbr.org/2016/09/the-elements-of-value

As you prepare for Class 5:
•
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•
•
•

•

Check your syllabus to see where you should be with your Business Case Document and
your Business Case Pitch Deck.
Work on your persona(s)!
This coming [CLASS 5 DATE], our guest speaker is [GUEST PRESENTER]. [GUEST] owns
BUSINESS NAME] and is an expert in agile project management, and developing and working
toward meaningful metrics and milestones. Please take 10 minutes to learn more about [GUEST]
at [LINK].
[GUEST] also posted a brief video in our Google Drive folder to introduce their topic -- there's also
a very quick and easy "assignment." Please do this... it will help us all have a superproductive morning next week.

REMINDER: Please reach out and invite friends, family, partners, mentors, advisors, colleagues, and
supporters to the [DATE] Pitch Event. Presentations are a lot more fun and inspiring with a full room!
Here's a link to [REGISTRATION PLATFORM] for people to register (there's no charge; this is just a
great way to organize the event, register people, and get the word out): [LINK]
As always, let me know if you have any questions.
[LEAD INSTRUCTOR]
-------------------------------------12. Subject: Business Lab reminder: a bit of “homework” for [GUEST PRESENTER]
Example of reminder related to brief pre-class video created by guest presenter emailed prior to class.
(1-2 days prior to guest presenter’s scheduled Class)
Good morning everyone! Just a quick reminder from [GUEST PRESENTER] about the bit of
"homework" at the end of their video:
DUE on [2 DAYS PRIOR TO CLASS!] (So Lisa has time to review by Class time)
•
•
•
•
•
•

Go to Google Slides: [LINK]
Make a copy of [GUEST NAME’S] file, edit your copy
For Your Business, think of projects you need to do in the next 1-6 months
List up to four “You Know What To Do” projects
List up to four “You Don’t Know What To Do” projects
Send your link to [GUEST] at [GUEST EMAIL]

Thanks!
[LEAD INSTRUCTOR]
--------------------------------------

13. Subject: Startup Lab -- Getting Ready for Class 6
(1-2 days after Class 5)
Happy Friday Everyone;
Yesterday's class was terrific. Thank you for all your hard work and sharing your insights
with each other! Special thanks to [GUEST PRESENTER] for helping us visualize and
organize our projects, and understand the steps required to successfully get stuff done. I have
uploaded [GUEST’S] PowerPoint slides on our Google Drive. For your convenience, here's a
direct link: [LINK]
As you prepare for Class 6:
• No Check-in this week.
• Starting at 9AM, we'll be doing our full practice pitch.
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◦ No more than 6 minutes are allowed for your presentation
◦ Maximum of 10 slides (strongly suggested)
As you work on your presentation, circle back, reflect, and refine:
•
•
•
•

What's my vision? How can I best express it?
What is the essence of my "problem/need met"
What are the most critical priorities for me -- what will drive my success?
What does success look like to you?
PRESENTATION ORDER

1. [NAME]
2. [NAME]
3. [NAME]
4. [ETC…]
The flow: After your presentation we will take 5 minutes for feedback and comments (we'll
have a handy handout for people to use to track their feedback at the class and share with
each other). Then, on to the next presentation!
ENTREPRENEUR ROUNDTABLE
After our Pitch Practice we'll be hearing from two guests -- [GUEST 1, BUSINESS NAME
WITH LINK], and [GUEST 2, BUSINESS NAME WITH LINK]. [GUEST 1 AND GUEST
2] will be talking about their entrepreneurial journey, with plenty of time for questions and
discussion. It's a great way to round out everything you've learned and put things in context.
As an entrepreneur, you are not alone!
As always, let us know if you have any questions! Have a great weekend!
[LEAD INSTRUCTOR]
-------------------------------------14. Subject: Startup Lab -- Full Presentation Practice Pitch for Class 6

(3-4 days after Class 5)
Hi All;

Please email your full practice pitch slides to [PROGRAM MANAGER] by NOON, [DATE].
Practice, practice, practice! Out loud. Record yourself with your iPhone. Present to your cat (or your
dog...they are better listeners). Even better, connect with each other and schedule some time in the room
to practice together! If you'd like, contact [PROGRAM MANAGER] to schedule the room.
[PROGRAM MANAGER] would also like to know if anyone wants some table space at the final
presentation event to offer some "samples" and/or descriptive material (brochures, business cards,
postcards). Please let her know ASAP, yes or no.
PLEASE continue to invite friends, family, partners, mentors, advisors, colleagues, and
supporters to the [DATE] Pitch Event.
Here's a link to [REGISTRATION PLATFORM] for people to register (there's no charge; this is
just a great way to organize the event, register people, and get the word out): [LINK]
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Feel free to use, adapt, (or ignore) the following to email, text, or get invites out via social media:
I am excited to be part of [ORGANIZATION’S] Business Lab class, an interactive, 7-week program
designed to help entrepreneurs create, implement, and present a business case. The program covers
business concept development, mission and vision, budget and finance, marketing, and project
management. I am working on my business and learning about tools that will help me be successful!
Business Lab ends with a brief final presentation from each business. We get to practice the art of the
pitch, and demonstrate what we've been up to over the past 7 weeks.
I would be thrilled if you would attend our Pitch presentations! Here are the details:
[DAY AND DATE]
[START-END TIME]
[ORGANIZATION NAME]
[STREET ADDRESS]
Please register on [REGISTRATION PLATFORM]: [LINK]. Please register yourself as well so we’ll
have an accurate head count for seating and refreshments.
All the best,
[LEAD INSTRUCTOR]
-------------------------------------15. Subject: Great work today! Preparations for week 7
(1-2 days after Class 6)
Hi All;
Again, great work with the practice presentations today! I'm sure you gained a lot from 1) just doing it,
and 2) getting feedback, seeing what others did, and thinking about ideas and techniques that you might
want to "borrow" as you finalize things.
And thanks to [GUEST 1 AND GUEST 2 PRESENTERS]. I loved the stories -- both the
similarities and the differences in their experiences. Based on the Q&A and what I heard in the wrap up,
everyone was connecting with their comments. I hope you found them interesting and insightful!
Next [DATE] we'll begin promptly at 9:00 AM, and begin the event at 9:15 AM.
Email your final PowerPoint/PDF presentation to [PROGRAM MANAGER] by NOON, [DAY,
DATE]. [PROGRAM MANAGER] needs time to upload and test all the final presentations.
1. Practice, practice, practice! Out loud. Record yourself with your iPhone. Even better, connect with
each other and schedule some time in the room to practice together! If you need a room, contact
[PROGRAM MANAGER] to schedule.
2. As you know, each presentation will be six minutes -- no more... same as today.
3. Like today, you'll be able to clearly see the laptop showing the slide in front of you and the timer.
To begin the event, [CO-INSTRUCTOR] will welcome everyone and [LEAD INSTRUCTOR] will
emcee the presentations, introducing each of you.
The Presentation Order will be the same as today:
1. [NAME]
2. [NAME]
3. [NAME]
4. [ETC…]
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Finally, PLEASE continue to invite friends, family, partners, mentors, advisors, colleagues, and
supporters to the presentations!
Thanks,
[LEAD INSTRUCTOR]
-------------------------------------16. Subject: Reminder: invite...everyone!... to the Pitch Event
(3-4 days after Class 6)
Just a friendly reminder, please continue to invite friends, family, partners, mentors, advisors,
colleagues, and supporters to the [DATE] Pitch Event.
Here's a link to [REGISTRATION PLATFORM] for people to register (there's no charge; this is
just a great way to organize the event, register people, and get the word out): [LINK]
Feel free to use, adapt, (or ignore) the following to email, text, or get invites out via social media:
I am excited to be part of [ORGANIZATION’S] Business Lab class, an interactive, 7-week program
designed to help entrepreneurs create, implement, and present a business case. The program covers
business concept development, mission and vision, budget and finance, marketing, and project
management. I am working on my business and learning about tools that will help me be successful!
Business Lab ends with a brief final presentation from each business. We get to practice the art of the
pitch, and demonstrate what we've been up to over the past 7 weeks.
I would be thrilled if you would attend our Pitch presentations! Here are the details:
[DAY AND DATE]
[START-END TIME]
[ORGANIZATION NAME]
[STREET ADDRESS]
Please register on [REGISTRATION PLATFORM]: [LINK]. Please register yourself as well so we’ll
have an accurate head count for seating and refreshments.
All the best,
[LEAD INSTRUCTOR]
-------------------------------------16. Subject: Awesome day...and program! Link to TED Talk
(1-2 days after Class 7)
Hi All;
Wonderful presentations and wrap-up for your businesses and Business Lab It's been an awesome
pleasure to have the opportunity to work with everyone. The progress you've made in just seven weeks
is remarkable and inspiring! Thank you so much.
As promised, here's a link to the TED Talk we watched.
https://www.ted.com/talks/richard_st_john_s_8_secrets_of_success?language=en
Looking forward to receiving your final business case documents. Please, please, please fill out and
return the evaluation survey that [PROGRAM MANAGER] will be sending you.
Have a terrific [SEASONAL REFERENCE].
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[CO- AND LEAD INSTRUCTORS]
PS: Just a reminder, this email address will remain open. Feel free to use it to reach out to anyone
whose email you do not have and/or to communicate with the group!
--------------------------------------
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APPENDIX 5
Sample Lead Instructor’s Communication “To-Do List” for Fall 2020 Business
Lab Cohort
◦
◦
◦
◦

Pre-class welcome email… 10/01

◦
◦
◦
◦
◦

CLASS 1… 10/08

◦
◦
◦
◦
◦
◦

CLASS 2… 10/15

◦
◦
◦
◦
◦
◦

CLASS 3… 10/22

◦
◦
◦
◦
◦
◦

CLASS 4… 10/29

◦
◦
◦
◦
◦
◦

CLASS 5… 11/05

◦
◦
◦
◦
◦

CLASS 6… 11/12

Pre-class survey and bios email… 10/01
Pre-class getting the most out of Startup lab… 10/05
Mental prep time for class 1… 10/07

Post-class 1 email(s) to students… 10/09
Post-class 1 instructor notes and revisions for next cohort… 10/12
Pre-class 2 email to guest presenter… 10/12
Mental prep time for class 2… 10/14

Post-class 2 email(s) to students… 10/16
Post-class 2 email thank you to guest presenter… 10/16
Post-class 2 instructor notes and revisions for next cohort… 10/19
Pre-class 3 email to guest presenter… 10/19
Mental prep time for class 3… 10/21

Post-class 3 email(s) to students… 10/23
Post-class 3 email thank you to guest presenter… 10/23
Post-class 3 instructor notes and revisions for next cohort… 10/26
Pre-class 4 email to guest presenter… 10/26
Mental prep time for class 4… 10/28

Post-class 4 email(s) to students… 10/30
Post-class 4 email thank you to guest presenter… 10/30
Post-class 4 instructor notes and revisions for next cohort… 11/02
Pre-class 5 email to guest presenter… 11/02
Mental prep time for class 5… 11/04

Post-class 5 email(s) to students… 11/06
Post-class 5 email thank you to guest presenter… 11/06
Post-class 5 instructor notes and revisions for next cohort… 11/09
Pre-class 6 email to guest presenter… 11/09
Mental prep time for class 6… 11/11

Post-class 6 email(s) to students… 11/13
Post-class 6 email thank you to guest presenters… 11/13
Post-class 6 instructor notes and revisions for next cohort… 11/16
Pre-class emails to students re: final pitch order and logistics… 11/16
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◦ Pre-class 7 email to guests as needed… 11/16
◦ Mental prep time for class 7… 11/18
◦
◦
◦
◦
◦

CLASS 7… 11/19
Post-class 7 email(s) to students… 11/20
Post-class 7 email thank you to guests as needed… 11/20
Post-class 7 instructor notes and revisions for next cohort… 11/23
Full debrief with all staff… 12/02
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APPENDIX 6
Pre-Class Materials — Welcome
Welcome to Business Lab
Before we get started….
We’ve offered Business Lab (previously called Startup Lab) since 2011 and have a few lessons learned and tips
to pass along. Rather than taking up precious class time talking through a few pointers to get the most out of
the program – and ensure that your peers do , too – here are some things to expect and some things to keep in
mind.
Business Lab offers education, peer accountability and support in a group setting to sharpen your business and
your personal skills. Both are critical to entrepreneurial success.
We start on time and end on time. Please arrive a few minutes early and be ready to start talking at the official
start time. We will make sure to have you out on time as well. Our classes have a “no tech” policy. Personal
phones will need to be out of sight and out of temptation!
When you own your own business, your personal habits become the foundation of your business habits and
business culture. Good habits will flow over and support your chances of success, but to be blunt, if you run
chronically late, poorly manage your personal finances or are poorly organized, it will hurt your chances of
success in business. This program offers an opportunity to recognize your personal strengths and build on them
and also to recognize those “flat” sides and work on them. Please respect your peers by being prepared and on
time for class. If you are a “talker” or a “silent type”, please be aware and moderate or increase your
participation appropriately – we are looking for roughly equal participation from all of you. You have a lot to
offer and a lot to learn from a balanced conversation. We ask that you to take an honest look at yourself as a
factor of success in business.
This is a great opportunity to build your network – one of the top factors of an entrepreneur’s success identified
by the Kauffman Foundation. In addition to augmenting the learning portion of the class, this network might
lead to joint venture opportunities, lead sharing, and extended professional networking. Get to know each other
during the class and stay in touch!
The pace of the class is fast. It will be an intense seven weeks for you. You will find it helpful to block out time
in your calendar as soon as you are accepted. Set aside a half a day or so each week to do homework and
complete the corresponding portion of your business plan. If possible, the best time to do it is right after class
while you are inspired and the information is fresh. We offer up the Hive, our co-working space, to everyone in
Business Lab for the duration of the program. You are welcome to stay after class and work or come in any
time 8am-5pm during the week. As intense as the seven weeks is, it ends quickly. So dig in! It will be over
before you know it.
The program is structured around two core deliverables: a Business Case Document (similar to a formal
business plan, but more streamlined and easier to use) and a Business Case Presentation. Templates are
provided and we’ll follow their general framework throughout the program.
The business case development process is fairly straight forward. Business Lab offers several distinct
advantages over “going it alone.” It is a facilitated process that offers accountability to getting it done, a
facilitator to act as guide, peers to challenge your thinking and form a network, education to get it right, and
access to experienced entrepreneurs and business consultants. Class time is designed to deepen your
understanding of business concepts and the entrepreneurial process. Homework is when you put what you have
learned to work and create your Business Case. It is an iterative process and rarely do we see a business
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complete the program without going through significant changes to their thoughts and plans. You aren’t just
writing a business case, you are creating a blueprint and then writing it down. The process helps you really
think through your assumptions and make changes in the classroom and on paper rather than in real life, saving
time and money – the fuel of entrepreneurs that is so often squandered and sinks a business.
Confidentiality is key to building trust and trust is key to building a strong team that can openly share wins,
challenges, vulnerabilities and killer ideas. We have you sign a confidentiality agreement and we ask you to
keep confidentiality in mind as you speak to others about your experience in the group.
Be patient with the mix – our cohorts are diverse by design. Please come with a respect for your peers and an
openness to learn from different experiences.
We almost always have one person drop out. This is normal so if it is you, don’t feel bad and skulk away from
your cohort in disgrace. One of the points of developing a business case is to find fatal flaws, if your business
has one, hold your head high and consider it a resounding success that you found it now.
Business owners generally come to the business with a skill and work “in” their business – videographer,
retailer, baker, software designer — this is an opportunity to work “on” your business. This concept comes
from a book from Michael Gerber called the E-Myth. We recommend it. It talks about the need for a visionary,
a manager, and a technician. We usually bring our technician-self to the business. Startup Lab will help you
develop the manager and the visionary in you.
Each week will be dedicated to learning one or several business concepts. Each one is “the most important
thing” and each one is completely dependent on the other and affects the others. If you leave with nothing else,
we hope that you leave understanding these important business concept dynamics. And we hope you leave with
a good understanding of what you don’t know and are inspired to hone each of these skills and concepts.
The final week brings an opportunity for you to present your business opportunity in a five-to-seven minute
pitch. You’ll invite your support network and we invite board members, funders and key community members.
The “pitch,” we have learned over time, when well done, has the power to transform you as a business owner.
It builds a confidence about your business you never knew you had and forces you to think about it through the
eyes of others. It trains you to talk succinctly and inspiringly about your business. It helps your friends, family,
and network understand what you do. It builds pride. It is one more thing that is “the most important thing.”
Starting and growing a business is vital to a vibrant rural economy. With all that you as a business owner need
to learn and do, along with the capricious nature of factors outside your control, we consider each small
business a true miracle and we thank you for your courage and determination to build a business vehicle worthy
of your great ideas and your dreams. We look forward to working with you!
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APPENDIX 7
Pre-Class Materials — Business Case Template
The Business Case template is designed to capture the essence of your business and critically important
elements of your core purpose, customers, budgets, marketing, and operations. This information will inform
others (but most importantly yourself!) regarding plans and directions for business growth and development,
profitability, and long-term goals. Your final document should be no more than six pages in length (excluding
appendices), with supporting appendices and resource lists as needed. During the course of this class we will
follow this template to create your Business Case.

1. Header
Include the company name, tag line, and logo (as appropriate and if available).
If your business name has not been finalized, list your “working title.”

2. What Problem Are You Solving…For Whom?
In 75 words or less. This is a focused technique to describe what you do (product or service), who your ideal
customer is, and how your business offering helps its customers. The intent is to describe your business from a
customer-solution point-of-view. This section of the Business Case is a distillation of everything you’ve
learned and decided about your business. It is written last, after all the other sections have been
developed!

3. Mission; Vision; Values
Describe your mission, vision, and values. This is an important element of your introduction and helps the
reader understand what you stand for, and what kind of organizational culture you’ll build.

4. Business Overview
Describe the history and evolution of your business.
Its ownership and legal structure.
List the management team and/or formal or informal advisors who are important to you.
Your location and facilities.
The technology, equipment, and tools you need to conduct business.

5. What is Your Product or Service?
Explain, in plain language, what your business makes and/or what services it offers its customers. Describe the
basic components. What will customers be paying for?

6. Who Will Your Best Customer Be?
Describe your ideal customer and create a “persona” for your 2-3 primary customer types — based what you
believe is important in terms of:
Gender, age, education.
Home ownership; household income; and/or other measures of wealth such as investable assets or net
worth.
Geography — where people live, work, recreate and/or travel.
Marital status and presence of children.
Hobbies and interests.
Personal values and ideals; lifestyle preferences.
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Professional development and career.
Health and wellness.

7. Why Will People Be Willing to Pay for Your Product or Service?
How Will They Pay?
This section details more fully some of what you will summarize in section 2. Demonstrate how your product or
service will deliver value to your customers. What problem does it help them address? How does it make their
life easier, or better?
Describe how people will pay and receive your product or service (online sales? wholesale/retail? direct/retail?
personal selling? craft fairs? business-to-business?).

8. How Will You Make Money?
Build monthly budget projections over a 12-24 month period, showing:
Your expected start-up expenses.
How your product or service will be priced.
Your sales and revenue targets.
The timing of your sales and how it will grow over time (few businesses make a sale or are profitable on
their first day; seasonality?).
Your monthly expenses — regular anticipated business expenses and cost of goods sold.
Other income and expenditures that affect your cash flow
Your capital expenses — purchases for major pieces of needed equipment or technology.
Your estimated cash flow over the 12-24 month period.

9. How Will You Reach and Communicate with People?
Describe your plans for marketing and sales efforts during the next12-24 months, showing:
The distribution channels you will sell through.
The key benefits, values, and attributes you will communicate.
The various methods and platforms you will use to communicate (budget for these).
How you will engage in personal selling.

10. Next Steps: Priorities and Implementation
In order to continue to move forward and build momentum to successfully launch and grow your business,
describe and list the critical tasks that are most important for implementation — in the coming three months,
and in the following six months. Define what are they? What is their order of priority?
Suggestion: using the SMART goals approach, write down three SMART goals for you to accomplish in the
next 60 days.
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APPENDIX 8
Pre-Class Materials — Business Case Pitch Deck Template
The Business Case Pitch Deck template highlights critical information about your business (mirroring much of
your written Business Case Document). It serves to support your spoken narrative — helping you tell the story
of your business.
Verbal presentations are powerful and empowering — for both you and for your audience. Research shows that
people are more responsive to stories than dense bullet point text and data tables. Business Lab participants
regularly report that work on their presentation, and making the
presentation, was their most important and meaningful accomplishment.

Presentation Parameters and Tips
Your presentation must be at least 5 minutes and no longer than 6 minutes.
Plan on presenting 8-12 slides to support your presentation.
As you create your presentation keep in mind four overarching presentation goals:
1.
2.
3.

4.

Be engaging. The audience should find what you are doing exciting and interesting. We’ll help you craft a
story that is compelling, clear, and persuasive.
Be professional. We’ll help you make sure that the look, feel, and flow of your presentation reflects your
business within the context of the community, your industry, and your audience.
Be visual. Slides should be primarily visual and help the audience focus on YOU — YOUR story and the
points you are making. Slides should not try to tell the story for you. Your spoken narrative draws out the
detail and nuance, not the slide.
Be persuasive. Practice, practice, practice. The more familiar you are with your material, the more
confident you’ll be. Interestingly, that will make you more persuasive to your audience. Style, confidence,
and presence are some of the more subtle, but especially important aspects of an effective presentation.
Do not read text or bullet points on the slide.
Rule of thumb: font size should be 20 point-sized or larger.
When presenting, do not turn to look at your slides!
Use headers and/or footers to consistently display desired information, such as your logo or company name
Rather than a “script,” develop a series of talking points so your presentation will sound more natural (we
will not use the “Note View” function in PowerPoint).

Death by PowerPoint!
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Follow this template to create your Business Case Presentation.
1. Header, Footer, and/or Opening Title Slide
Include the company name, tag line, logo (as appropriate and if available), and your name.
If your business name has not been finalized, use your “working title.”
Use other visuals and/or photos as desired — go for clean and bold!
2. What Problem Are You Solving…For Whom?
This is a highly focused description what you do (product or service), who your ideal customer is, and how your
business offering helps its customers. The intent is to paint a picture of your business from a customer-solution
point-of-view. Like the Business Case document, this slide is a distillation of everything you’ve learned
and decided about your business. It is created last, after all the other slides have been developed!
3. Mission; Vision; Values
Describe your mission, vision, and values. This is an important element of your introduction and helps the
reader understand what you stand for, and what kind of organizational culture you’ll build.
4. Business Overview
Provide whatever brief context you think will help your audience better understand your business.
Describe the history and evolution of your business.
Its ownership and legal structure.
List the management team and/or formal or informal advisors who are important to you.
Your location and facilities.
The technology, equipment, and tools you need to conduct business.

5. What is Your Product or Service?
Demonstrate, clearly and concisely, what your business makes and/or what services it offers its customers.
What will customers be paying for?
6. Who Will Your Best Customer Be?
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Describe your ideal customer. Perhaps use your most important “persona” — based what you believe is
important in terms of:
Gender, age, education.
Home ownership; household income; and/or other measures of wealth such as investable assets or net
worth.
Geography — where people live, work, recreate and/or travel.
Marital status and presence of children.
Hobbies and interests.
Personal values and ideals; lifestyle preferences.
Professional development and career.
Health and wellness.
7. Why Will People Be Willing to Pay for Your Product or Service?
How Will They Pay?
This section details more fully some of what you will summarize in the second slide. Demonstrate how your
product or service will deliver value to your customers. What problem does it help them address? How does it
make their life easier, or better?
Describe how people will pay and receive your product or service (online sales? wholesale/retail? direct/retail?
personal selling? craft fairs? business-to-business?).
8. How Will You Make Money?
Your audience will be interested in understanding the scale of your business and seeing how it will grow.
Provide selected highlights from your budget projections, sales goals, and/or profitability — those items you
think are most important for them to understand:
Your expected start-up expenses.
How your product or service will be priced.
Your sales and revenue targets.
The timing of your sales and how it will grow over time (few businesses make a sale or are profitable on
their first day; seasonality?).
Your monthly expenses — regular anticipated business expenses and cost of goods sold.
Your capital expenses — purchases for major pieces of needed equipment or technology.
Other income and expenditures that affect your cash flow
Your estimated cash flow over the 12-24 month period.
9. How Will You Reach and Communicate with People?
Your audience will also be interested in understanding how you are going to reach and communicate with your
target audience(s). Provide selected highlights from your marketing and sales plans — whatever you think is
most important for them to understand:
The distribution channels you will sell through.
The key benefits, values, and attributes you will communicate.
The various methods and platforms you will use to communicate.
How you will engage in personal selling.
10. Next Steps: Priorities and Implementation
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People will want to know what’s “next” for you…what are the most critical things you’ll be doing in the next
three months. When will you launch? Again, provide selected highlights about your implementation plans and
priorities — whatever you think is most important for them to understand.
Suggestion: using the SMART goals approach, identify three SMART goals for you to accomplish in the next
60 days.
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APPENDIX 9
Class 1 Materials — Sample Media Waiver

MEDIA WAIVER
Consent and Grant of Rights
I, on behalf of myself, grant to the Hannah Grimes Center on a perpetual, irrevocable and unrestricted
basis the right to use, reuse, publish and re-publish Subject’s photographic portraits or pictures and/or
electronic/digital/video footage of the Subject or the written content, photography or
electronic/digital/video footage of Subject’s business pitch as long as they are involved in the Fall
2020 StartUp Lab at the Hannah Grimes Center facility, in which the Subject’s Likeness or business
pitch may be included in whole or in part as a composite. The rights granted herein to use the
Subject’s Likeness and the business pitch shall extend to any reproductions in color or otherwise,
made through any medium and in any and all media now or hereafter known whether used singularly
or in conjunction with printed and/or other accompanying material and whether used for any purpose
whatsoever, including commercial purposes, and regardless of the manner in which said use is
transmitted (e.g., television broadcast, electronic or digital media, printed material, newsprint,
brochures, all printed collateral, motion pictures and video).
Release
I warrant that I am over the age of 18 and have the right to contract in my name. I have read and
understand the content of this form prior to signing it.
_____________________________________________________________________________
Signature
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APPENDIX 10
Class 1 Materials — Sample Confidentiality Agreement
Statement of Confidentiality
Our mission is to provide the space, tools and connections that innovative entrepreneurs need to build
strong businesses, thriving local economies, and vibrant communities in the Monadnock Region. We
fulfill our mission primarily through workshops, coaching sessions, and other hands-on programs that help
entrepreneurs and nonprofit leaders succeed.
As a member of the entrepreneurial community, you recognize that it is vital to protect our program
participants’ valuable information, ideas, and intellectual property in their process of building and growing an
organization. To protect our entrepreneurs’ ideas and organizations, Hannah Grimes Center staff, instructors,
interns, volunteers, board members, contractors, and other affiliated parties may be asked to sign a statement of
confidentiality.
I acknowledge that:
•

•
•
•

Confidential business information includes, but is not limited to, business data in any form, financial
information or statements, marketing strategies, pending business projects/proposals, proprietary
production processes, personnel/payroll records, and any other information that might harm, increase
competition for, or otherwise negatively impact an organization
Confidential information is shared by the business voluntarily
I may not act on, distribute, share, or publish information that could be classified as confidential
Confidential information, at the request of the business, may be used to determine scholarship
qualification for an individual, business, or organization

Those who do not respect the Hannah Grimes Center’s statement of confidentiality may be subject to legal
action.
_____________________________________________________________________________________
Your Name
Your Signature
Date
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APPENDIX 11
Class 1 Materials — Vision, Mission, Purpose
Vision, Mission, and Purpose
The purpose of Vision, Mission and Purpose statements are threefold. First, your statements articulate and make
tangible the overarching reason for the existence of your business.
Second, they serve as a powerful inspiration tool. Think about the times you are low on energy, overwhelmed or
wondering why you’re in business in the first place. These are all common occurrences for an entrepreneur.
What will you draw upon to get you through and re-energized yourself? What might happen if you have nothing
to draw on?
And third, these statements become an excellent communication vehicle for the individuals you encounter, from
customers, to loan officers. Think of the power behind a business that clearly communicates its reason for
being.
Vision Statements
A Vision Statement is an external tool used to communicate with the public. It paints a compelling picture of
the future position of the company. It’s designed to inspire awe in the reader as well as set the tone and course
for those involved in executing the mission of the business. Here are a few examples of Vision Statements:
Path of Purpose Coaching is a premier Coaching Company dedicated to evolution and personal development
one individual at a time.
Compass Life and Business Designs sees a world where women have fully stepped into their power. They see a
world transformed because women are applying their gifts.
Toastmasters International empowers people to achieve their full potential and realize their dreams. Through
our member clubs, people throughout the world can improve their communication and leadership skills, and
find the courage to change.
Mission Statements
Mission statements define how you will accomplish your vision. It represents the company’s commitment. Your
mission statement should embody the vision and values of the company. Mission statements are where you start
to show how your dream is going to become a reality. Here are a few examples of Mission statements:
Path of Purpose Coaching helps individuals get what they want and live a balanced life and assists
entrepreneurs to thrive in their business while crafting a life that's in absolute alignment with their values.
Compass Life and Business Designs teaches women. It wakes women up, reintroduces them to their potential,
and challenges them to use it.
Toastmasters International is the leading movement devoted to making effective oral communication a
worldwide reality. Through its member clubs, Toastmasters International helps men and women learn the arts of
speaking, listening and thinking – vital skills that promote self-actualization, enhance leadership, foster human
understanding, and contribute to the betterment of mankind.
Purpose
Purpose statements tie it all together. Purpose statements convey the reason you’re in business. Purpose is born
of passion. Purpose feeds vision and therefore mission. Traditionally, purpose is usually defined as “why you’re
here on earth” or, how you express your gifts and talents.
I invite you to consider a wider definition of purpose. Think about Purpose as being the expression of who you
are in the most authentic form. Purpose is about and informs, “Who I am” distinguished from “what I do”. Here
is an example of two different Purpose Statements from each of the two perspectives. Doing versus being.
I am in business to influence women to remember their dreams, overcome their obstacles, and use their
potential. My purpose is to change the world, one woman at a time.
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My life of purpose is a life of courage, creative expression, awareness and abundant possibility through clear,
compassionate love and service.
One statement orients toward doing or expressing, the other toward the simplicity of being. They’re both
powerful. They both take each other into consideration. Who must you have to “be” in order to accomplish
“changing the world one woman at a time?” And conversely, what would you want to do, if you were in touch
with being “compassionate love and service?”
Making the time and space in your life to cultivate and nurture your purpose will be an endless source of
inspiration and a powerful reminder when you’re up to your elbows in business life.
Call To Action Activity – It’s Your Turn To Create
Now, write your businesses Vision Statement
__________________________________________________________________________________________
__________________________________________________________________________________________
Write your businesses Mission Statement
__________________________________________________________________________________________
__________________________________________________________________________________________
What is Your Guiding Purpose?
__________________________________________________________________________________________
This is an excerpt from: Small Business Success for Women by Helaine Iris
1.13 © 2014 Helaine Iris, Path of Purpose Coaching

63

Business Lab Program Guide© 2021 | Hannah Grimes Center for Entrepreneurship | HannahGrimes.com

APPENDIX 12
Class 1 Materials — Values
What Is an Organizational Value Statement?
Values in Organizations
Even if an organization has not explicitly spelled out the values it uses to guide its actions, it has values. They
may be unstated, but they play an important role in determining how the organization confronts problems and
issues. Values may come from the common purpose for which the organization works, the organization’s
leadership or from other sources.
Guide
Value statements list the principles and ethics to which an organization adheres. They form an ethical
foundation for the organization. These principles and ethics then guide the behavior of organization members.
They assist organizations in determining what is right and wrong. Members then act in certain ways, using the
values as a guide.
Community
Value statements also serve as a reference point for community members outside the organization. They enable
them to understand the beliefs and principles of the organization. They provide basic information about how the
organization operates and about its perspectives on ethical problems.
Acting Outside Values
When an organization writes down its values, it lays out its expectations of behaviors for organization members.
Individuals in the organization may be more likely to pursue behaviors that match their own value systems
without a written guide of organizational values. These behaviors may not be in line with the organization’s
values, and they may not be ones the organization wants to promote. Smaller organizations can confront actions
that don’t line up with their values more easily than large organizations. Written value statements serve as a
helpful guide for organization members in all organizations, but large organizations with several sub-groups
especially benefit from them.
Mission and Goals
Value statements’ ultimate purpose is to encourage behaviors from organization members that encourage the
achievement of organizational goals and its mission. Leaders of an organization can encourage these behaviors
from other members with a value framework that guides members’ behavior.
Living Out Value Statements
Communication of values is important both internally and externally. Talk about your organization’s values in
meetings and writings. Publicly acknowledge those who have lived out the organization’s values. Give new
members of the organizations copies of the organization’s values, and post them prominently. Allow members
and outsiders to update the organization’s values on a regular basis. This encourages the feeling of inclusion
among organization members.
•
•
•
•
•
•
•
•
•
•
•
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Trust
Customer Service
Community
Building Community
Strengthening local economy
Protecting the environment
Honoring the past
Education
Health
Fair wages
Quality

•
•
•
•
•
•
•
•
•
•
•

Creating lasting value
Making things better
Reducing environmental impact
Integrity
Ingenuity
Hard work
Excellence
Honesty
Human decency
Citizenship
Self examination
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•
•
•
•
•
•
•
•
•
•
•
•

Best practices
Persistence
Solving problems
Creativity
Reality
Interdependence
Service
Giving back
Usefulness
Future
Open communications
Triple bottom line

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Exceed expectations
Profitable work culture
Nourish one another and planet
Humility
Motivation
Forward thinking
Creating good jobs
Sustainability
Relationships
Authenticity
Empowerment
Financial freedom
People
Passion
Discipline
Ethics

by Leyla Norman in the Small Business
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APPENDIX 13
Class 1 Materials — SWOT
MISSION

PERSONAL STRENGTHS

66

VISION

VALUES

PERSONAL WEAKNESSES
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Strength or Weakness?
Competitive qualities
Capabilities
Skills
Temperament
Relationships
Accreditations
Qualifications
Processes, Systems
Communications
Experience, knowledge
Financial reserves
Likely returns
Marketing reach
Awareness
Innovative aspects
Price, value, quality
Unique selling points
Resources, assets

Opportunities or Threats?
Trends
Market developments
CompetitorsIndustry or lifestyle trends
Political effects
Technology development & Innovation
Distribution
Global influences
New markets
Niche target markets
Geography
Tactics
Partnerships
Competitor intentions
Market demand
Vital contracts & partners
Obstacles
Key staff
Sustainable financing
Economy
Seasonality, weather

How to Do A SWOT Analysis on Yourself (And
Why You Need One)
From LinkedIn; By Andy Molinsky, the author
of Reach and Global Dexterity. July 16, 2017.
One of the most basic lessons you learn in first year
business school is the SWOT analysis - strengths,
weaknesses, opportunities, and threats. And it's a
great framework to apply to your business to
understand what you do well, what you can improve
on, and where the greatest threats to your company
lie.
But how about a SWOT analysis on ourselves?
Where are your blind spots? What do you struggle
with? Here's a simple framework to give it a go:
Strengths: What are your strengths as an
entrepreneur? What do you do particularly well? Or
what, in the words of Chris Sacca, what's your
"unfair advantage?"
Perhaps you're great with product design. Or perhaps
your distinguishing characteristic is your ability to
sell. Or maybe you can work a room like nobody's
business. Knowing your strengths tells you what
added value you can uniquely bring to your business.
Weaknesses: You might be a terrible planner. Or
you might procrastinate like nobody's business. Or
you might dread making sales. But you might also
feel uncomfortable admitting it or talking about your
weaknesses. But unacknowledged weaknesses are
business killers. They slowly eat away at the core of
your business, with little hope of ever changing the
situation. So pay particular attention to weaknesses
as you do your personal SWOT - and be as honest as
possible with yourself as you do.
Opportunities: Opportunities can be chances to
build on your strengths and rectify your weaknesses
- either through self-improvement or by adding
additional members to the team with complimentary
skills. But of course, opportunities can only be
leveraged if weaknesses are recognized and
acknowledged - yet another reason
that honesty is so essential in the process of
conducting your personal SWOT.
Threats: Finally, threats can come from multiple
places. Your skills may no longer fit the needs of the
business you're in. You might face competition from
others who do have these skills - and if you're unable
to acknowledge (and work on) your weaknesses -
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while at the same time, leveraging and accentuating
your strengths, you could find yourself in a
precarious professional position. And along these
lines is the threat that you as the leader might lack
the self-awareness or courage to look yourself in the
mirror and conduct a honest, self-reflective SWOT
analysis in the first place.
Doing an honest, self-reflective personal SWOT
analysis is useful for anyone at any stage of their
career. But it's especially useful for entrepreneurs,
who need such a wide-ranging set of skills to achieve
their goals and find success in their business. Have
you conducted a personal SWOT analysis? If not,
what's holding you back?
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APPENDIX 14
Class 2 Materials — Three Circles
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APPENDIX 15
Class 2 Materials — Revenue Models
Your Revenue Model: Customers pay for a
solution to a problem.
A revenue model is a framework for generating
revenues. It identifies which revenue source to
pursue, what value to offer, how to price that value,
and who pays for the value. It is a key component of
a company’s business model. This model comes
from http://www.bmnow.com/revenue-modelsquick-guide/ which has lots of other great
information about this topic on their site.

Revenue Model

Description

Pros

Cons

Example Companies

Transaction Revenue

One-time sale of
goods or services.

Can have low barrier
to trial.

Need to continuously
generate new sales.

Retail Store

Project Revenue

One-time project.

Can have large
payouts. Can have
low startup costs.

Scalability issues.
May have long sales
cycle. May require
large upfront
investment.

Construction
Company, strategic
planning consultant

Recurring Revenue

Customer pays for
access to a product or
service in installments
(usually monthly or
yearly).

Do not have to resell
customer for each
revenue installment.

May require large
upfront investment.
May have long sales
cycle.

Dropbox, Salesforce

Service Revenue

Service provided to
customer. Customer
pays for time or
expertise.

May not require large
upfront investment.

Scalability issues.

Law Firm, Hair Salon

Freemium

Offer subset of
features for free. Try
to convert free
customers to paying
customers.

Can have low barrier
to trial.

Hard to convert to
paid. Hard to
determine
paid/unpaid.

Dropbox, LinkedIn

Advertisements

Sell adspace.

Large market of
potential customers.
Potential secondary
revenue source.

Need a lot of eyeballs
to make viable. Can
detract from user
experience.

Google, Media,
FaceBook

Marketplace,
Platform

Platform or
marketplace to
connect buyers to
producers.

May not require large
upfront investment.
Sometimes are
winner-take-all
markets.

Two sided market.

Etsy
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APPENDIX 16

71

Business Lab Program Guide© 2021 | Hannah Grimes Center for Entrepreneurship | HannahGrimes.com

Class 3 Materials — Forecast Budget
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APPENDIX 17
Class 3 Materials — Key Financial
Statements Definitions
Balance sheet. This statement provides an
overall financial snapshot of your small
business. As an equation, it looks like liabilities
+ owner’s equity = assets. The two sides of the
equation must balance out.
There are two types of assets: current and
fixed. Current assets include cash or other
holdings that can quickly be converted to cash
within a year. These may include inventory,
prepaid expenses and accounts receivable.
Machinery, equipment, land, buildings, furniture
and other essentials that you are not planning to
sell are considered fixed assets.
Liabilities can be broken down into current
or short-term liabilities, such as accounts
payable and taxes, and long-term debt such as
bank loans or notes payable. Owner’s equity
reflects any invested capital or retained
earnings. If you captured all of your accounting
information correctly, both sides of the balance
sheet equation should be equal. Download
SCORE’s template to start setting up your own
balance sheet.
Assets

Current Assets
Fixed Assets
Total Assets
Liabilities & Equity
Liabilities
Current
Liabilities
Long Term
Liabilities
Total Liabilities
Owners Equity –
accumulated net
profit/loss since the
beginning of the business
Total Liabilities & Equity

gross profit is calculated as total sales minus the
cost of goods sold. Costs of goods sold include
things like raw materials, inventory and payroll
taxes. Make sure to also factor in overhead costs
such repairs, utilities, insurance and legal fees
into your operating expenses to ensure your net
profit is accurate. SCORE’s profit and loss
statement template (.xls) includes all the
necessary calculations to help you forecast net
profit.
Income

Expense

Revenues
Cost of Goods
Sold
Gross Profit

Total Expense
Net Ordinary Income
Cash flow statement. This statement highlights
how much money is coming in to (cash inflows)
and going out of (cash outflows) your
business. Cash inflows include cash sales,
accounts receivable collections, loans and other
investments. Equipment purchased, expenses
paid, inventory and other payments are
considered cash outflows.
To calculate your ending cash balance, take the
beginning cash balance, add cash inflows and
then subtract cash outflows. (Beginning cash
balance + cash inflows – cash outflows =
ending cash balance.) Download SCORE’s cash
flow statement template (.xls) to get started.
Explore SCORE’s library of financial statement
templates for more helpful documents.
Beginning Cash Balance
Cash flows from
operating activities
Cash flows from
investing activities
Cash flows from
financing activities
Net change in cash
Ending cash balance
Adopted from sba.gov.

Profit and loss statement. A profit and loss
statement, also referred to as an income
statement, enables you to project sales and
expenses and typically covers a period of a few
months to a year.
To determine net profit, subtract total operating
expenses from gross profit. (Gross profit – total
operating expenses = net profit.) Remember that
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APPENDIX 18
Class 3 Materials — Financials
Worksheet

Financials
Sorting Them Out | Putting it Together
Discussion Notes

Assets

Liabilities

Equity

Income
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APPENDIX 19
Class 3 Materials — Sources of
Financing
Adopted from Entrepreneur.com

Most metropolitan areas have groups of local highnet-worth individuals interested in supporting
startups, and willing to syndicate amounts up to a
million dollars for qualified startups. Use online
platforms such as Gust to find them, and local
networking to find ones that relate to your industry
and passion.

10. Seek a bank loan or credit-card line of credit.
In general, this won’t happen for a new startup
unless you have a good credit history or existing
assets that you are willing to put at risk for collateral.
In the U.S., you may find that the Small Business
Administration (SBA) can get you infusions of cash
without normal backup requirements.

4. Start a crowdfunding campaign online.
This newest source of funding, where anyone can
participate per theJOBS Act, is exemplified by
online sites such as Kickstarter. Here people make
online pledges to your startup during a campaign, to
pre-buy the product for later delivery, give
donations or qualify for a reward, such as a T-shirt.

9. Trade equity or services for startup help.
This is most often called bartering your skills or
something you have for something you need. An
example would be negotiating free office space by
agreeing to support the computer systems for all the
other office tenants. Another common example is
exchanging equity for legal and accounting support.

3. Request a small-business grant.
These are government funds allocated to support
new technologies and important causes, such as
education, medicine and social needs. A good place
to start looking is Grants.gov, which is a searchable
directory of more than 1,000 federal grant programs.
The process is long, but it doesn’t cost you any
equity.

8. Negotiate an advance from a strategic partner
or customer.
Find a major customer, or a complimentary business,
who sees such value in your idea that they are
willing to give you an advance on royalty payments
to complete your development. Variations on this
theme include early licensing or whitelabeling agreements.
7. Join a startup incubator or accelerator.
These organizations, such as Y Combinator, are very
popular these days, and are often associated with
major universities, community development
organizations, or even large companies. Most
provide free resources to startups, including office
facilities and consulting, but many provide seed
funding as well.
6. Solicit venture-capital investors.
These are professional investors, such as Accel
Partners, who invest institutional money in qualified
startups, usually with a proven business model, ready
to scale. They typically look for big opportunities,
needing a couple of million dollars or more, with a
proven team. Look for a warm introduction to make
this work. Related: How to Create an Elevator
Pitch That Will Get You Funded

2. Pitch your needs to friends and family.
As a general rule, professional investors will expect
that you have already have commitments from this
source to show your credibility. If your friends and
family don’t believe in you, don’t expect outsiders to
jump in. This is the primary source of non-personal
funds for very early-stage startups.
1. Fund your startup yourself.
These days, the costs to start a business are at an alltime low, and over 90 percent of startups are self
funded (also called bootstrapping). It may take a bit
longer to save some money before you start and
grow organically, but the advantage is that you don’t
have to give up any equity or control. Your business
is yours alone.
You can see that all of these options require work
and commitment on your part, so there is no magic
or free money. Every funding decision is a complex
tradeoff between near-term and longer-term costs
and paybacks, as well as overall ownership and
control.
With the many options available, there is no excuse
for not living your dream, rather than dreaming
about living.

5. Apply to local angel-investor groups.
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APPENDIX 20
Class 3 Materials — Sample Costing
Tool
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APPENDIX 21
Class 4 Materials — The 4P’s of
Marketing
https://www.mindtools.com/pages/article/newSTR_9
4.htm
Product/Service
What does the customer want from the product
/service? What needs does it satisfy?
What features does it have to meet these needs?
Are there any features you've missed out?
Are you including costly features that the
customer won't actually use?
How and where will the customer use it?
What does it look like? How will customers
experience it?
What size(s), color(s), and so on, should it be?
What is it to be called?
How is it branded?
How is it differentiated versus your competitors?
What is the most it can cost to provide, and still be
sold sufficiently profitably? (See also Price,
below).

Will you reach your audience by advertising
online, in the press, or on TV, or radio, or on
billboards? By using direct marketing? Through
PR? On the Internet?
When is the best time to promote? Is there
seasonality in the market? Are there any wider
environmental issues that suggest or dictate the
timing of your market launch, or the timing of
subsequent promotions?
How do your competitors do their promotions?
And how does that influence your choice of
promotional activity?

Place
Where do buyers look for your product or service?
If they look in a store, what kind? A specialist
boutique or in a supermarket, or both? Or online?
Or direct, via a catalogue?
How can you access the right distribution
channels?
Do you need to use a sales force? Or attend trade
fairs? Make online submissions? Send samples to
catalogue companies?
What do your competitors do, and how can you
learn from that and/or differentiate?
Price
What is the value of the product or service to the
buyer?
Are there established price points for products or
services in this area?
Is the customer price sensitive? Will a small
decrease in price gain you extra market share?
Or will a small increase be indiscernible, and so
gain you extra profit margin?
What discounts should be offered to trade
customers, or to other specific segments of your
market?
How will your price compare with your
competitors?
Promotion
Where and when can you get across your
marketing messages to your target market?
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APPENDIX 22
Class 4 Materials — Persona

Worksheet
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APPENDIX 23
Class 4 Materials — Sample
Research Resources

National, State and Local Demographics
US Census Data Quick Facts:
https://www.census.gov/quickfacts/fact/table/US/PST
045217#
NH State Data Center: https://www.nh.gov/osi/datacenter/
NH Department of Business and Economic Affairs:
http://www.dbea.nh.gov
NH Departments Listing (information by
Function/Industry):
https://www.nh.gov/government/agencies.htm
Monadnock Economic Development Corporation —
information/data “why Keene?”:
http://www.monadnockdevelopment.org/why_keene.html

they've bought on Adwords, every organic rank, and
every ad variation in the last 12 years. Some info is
free.
HubSpot.com. Social media and social marketing
best practices.
https://99designs.com. Community of online
freelance designers - logos, web, brochures, print
FREE, cloud-based project management, to-do lists:
EverNote. https://evernote.com
FREE, cloud based-based customer relationship
management tool: Zoho. https://www.zoho.com
Informational Interviewing & Networking
If you want to explore selling to certain types of
customers, distributing your product through
different channels, or partnering with various
influencers and referrers, informational interviewing
is a great way to “test” the opportunity. Once it’s
clear that you’re not trying to “sell something” most
people are happy to talk about their needs,
businesses, answer your questions, and provide
feedback on your idea.
Join a Related LinedIn Group
Join a relevant LinkedIn group and actively engage
with that group… review conversations, ask
questions, and post replies and answers to other
group member questions and comments.

Industry Data
What’s your NAICS code? The North American
Industry Classification System (NAICS) is the
standard used by Federal statistical agencies in
classifying business establishments for the purpose of
collecting, analyzing, and publishing statistical data
related to the U.S. business economy.
https://www.census.gov/eos/www/naics/
Everyone has a trade association! Google searches:
(your industry or market of interest) trade
associations
Google searches: “industry trends in (your industry
or market of interest)
Google searches: (your industry or market of interest)
industry statistics 2019 or 2020
Google searches: (your industry or market of interest)
market research
IbisWorld (paid — $1,000 +/-).
Ask Your Friendly Reference Librarian —
Anything!
Local college, university, community college,
city/town library — access to free help, databases,
and ILL content
Business Resources & Insights
NH Small Business Development Center — technical
assistance: https://www.nhsbdc.org.
SpyFu.com. Search for any domain and see every
place they've shown up on Google: every keyword
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APPENDIX 24
Class 5 Materials — Execution
Worksheet

you have the key partners and resources that you
need? How do you know if you are successful?

Moving it forward: Goal Setting,
Planning, Execution, Measuring
Goals – what are your goals for the next 3
months, 6 months, year, 3 years?
Product/Service –
Partners Resources –
Customers –
Revenues Marketing/Sales –
Systems –
HR –
Other Activities – what activities do you need to do to
achieve your goals?
Milestones – what milestones along the way will
indicate your progress on your activities?
Indicators – what performance indicators will help
you understand the performance and health of your
business?
Obstacles – what could stand in your way?
What are your key activities? Most important actions
required to create and offer a value proposition,
reach markets, maintain customer relationships, and
earn revenues. Do you need to raise funds, develop
relationships, build a web site, create policies, make
sales, define your product or service? What are the
obstacles? Who are your key partners ? Alliances
help you optimize your business model, reduce risk
or acquire resources. Do you need funders,
cooperative suppliers, relationships with referring
professionals, an event partner, installers? What
were your key resources? Physical, financial,
intellectual, human. Owned, leased? Do you have
to have an office to see clients, lighting equipment, a
truck, employees, a loan, certification, new store
front, Check - do your activities include making sure
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things they especially liked about the pitch.

APPENDIX 25
Class 6 Materials — Pitch Practice
Comments Sheet

LIGHTBULBS are things they wish the presenter
had done differently. And other comments. These are
then given to each pitcher to help them prepare for
the final presentation in Class 7.

Trim to 6 per sheet of paper. Each member of the
group critiques the pitches of others. STARS are
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