


Welcome to Wells Fargo’s Hands on Banking® program!

This fun, interactive, and engaging financial education program is designed for both self-paced, individual
learning and group use. These Instructor Guides will help you share this valuable program with groups of any
size.

In these guides, you'll find everything you need to lead participants through real-life scenarios, group
discussions, and activities that will encourage them to apply these lessons to their daily lives.

By sharing the Hands on Banking program with others, you'll help them to take control of their finances and
build a brighter financial future.

Program Overview

The Hands on Banking program covers all the basics of smart money management. The curriculum is designed
for four age groups: Adults, Young Adults (ages 15-21), Teens (grades 6-8), and Kids (grades 4 and 5).

The Hands on Banking program is an easy and enjoyable way to teach and learn the essentials of financial
education: the basics of bank services, the importance of saving, smart money management, using credit
responsibly, investing, wealth building, and more. Whether it's opening a checking account, avoiding identity
theft, paying for college, buying a home, or starting a small business, the Hands on Banking program provides
real-world skills and knowledge everyone can use.

Using the Instructor Guides

The Instructor Guides can be used alone or as an adjunct to the online/CD-ROM program; however, we strongly
encourage you to review the program online or request a free CD-ROM. Even if participants will not experience
the program online, gaining familiarity with the online program will help you present it more effectively. The
most up to date content can always be found online at www.handsonbanking.org.

Each topic in the Hands on Banking program has its own Instructor Guide which follows the organization of the
online program and includes much of the same content. The Small Business version of the Hands on Banking
program includes three topics:

1. Starting a Small Business
2. Managing a Small Business
3. Growing a Small Business

Each Instructor Guide includes:
e Adglossary of all the relevant terms introduced in the topic
e Alesson introduction which includes:
0 Anoverview
0 Learning objectives
0 Sample discussion questions to start the lesson
0 "The Basics"—a list of bullet points outlining the key concepts of the lesson

e Alesson summary of all the key concepts of the lesson

e Activities, quizzes, discussion questions, handouts and important tips for key concepts

e Atopic summary that lists all the major concepts of the topic

e Additional activities designed to extend the concepts presented in the topic to the real world
e AlLibrary Resource section that includes additional reference materials and handouts
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Lesson Concepts and Icons
Each lesson of a topic will present several key concepts. These concepts are introduced to your participants in a
variety of ways which are represented in the guides by these icons.

i Activity
BB An activity usually involves some sort of class participation, whether it is a matching game, afill in
the blank exercise, or worksheet completion. Typically after an activity you will have the
opportunity to lead a discussion.

% Discussion
Discussions allow you to introduce key concepts while involving your participants in the

B IIJd conversation and making the information relevant to them. In some places, sample discussion
n questions are included to help you guide the discussion.

Quiz
Throughout all the topics, there are short quizzes designed to start discussions or quickly test
participants' knowledge of certain concepts.

Handout

All of the Instructor Guides include handouts that are designed as a resource for your participants to
use outside the classroom in their daily lives. For example, one handout includes a list of web links
for participants to use as they start, grow and manage their small business.

~%E Activity and Discussion Handouts

—
( J i i P o o N
ﬁﬁ a (TT7)] Sometimes during a lesson, an activity or discussion will also use a handout to teach key
concepts. In these cases the Handout icon is placed below the Activity or Discussion icon.

> D Transition
7 The Transition icon will let you know when the next concept is related to or follows up on the
concept you're presently discussing or covering with your participants.

Library Articles
The online/CD-ROM version of the Hands on Banking program includes a vast library with

relevant articles, checklists, and worksheets for each topic and lesson.

Relevant library articles are recommended at the end of each lesson. These articles provide additional
information to use in teaching key concepts (look for the library icon as seen above). We encourage you to
review the full library selection online or on the CD-ROM. Feel free to enrich your sessions with additional articles
from the library .

You can photocopy these articles and distribute them to participants to start a discussion, or you may want to
give them away as handouts for participants to read on their on time. These library articles expand the topic
content.
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Pre-and Post-tests for Adults and Young Adults

When you use the Adults’ and/or Young Adults’ courses with a group or in a classroom setting, we invite you to
use the Hands on Banking pre and post test we've developed. They can be accessed in the “Instructional
Resources” section of handsonbanking.org.

0 The Pre-test will help you to determine what topics to emphasis with your group.
0 The Post-test will help you assess participants progress

We'd like to request that you report the anonymous results of these tests to our Hands on Banking team. Your
input will help us to continue to improve the program.

How to Access the Interactive Program
The Hands on Banking program is available free of charge in both English and Spanish.

e  Onthe Web at www.handsonbanking.org and www.elfuturoentusmanos.org.

e Available for free on CD-ROM—all four age groups are included.

e You may order a CD at HOBCD@wellsfargo.com. There is no charge for small quantities of the CD-ROM.
Please email for information regarding high-volume requests. Allow two weeks for delivery.

Once again, Thank You!

Thank you for sharing these valuable financial education programs with students and adults in our communities.
As an instructor, your training and guidance will provide others with the knowledge and skills they need for a
brighter financial future.

We welcome your comments and suggestions for future versions of the Hands on Banking curriculum and the
Instructor Guides. And, we would very much like to hear your success stories. Please contact us via email at
HOBinfo@wellsfargo.com.
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Growing a Small business

Topic Overview

Successful businesses go through four stages, from start to transition. In this topic, participants will learn how to
succeed at each stage by getting financing, maximizing cash flow, increasing sales, and positioning themselves
for retirement.

This topic includes five lessons:

The successful business lifecycle
Financing your growth

Creating a marketing strategy
Getting good advice

Selling or transitioning

Recap

oupwN=

These lessons include a number of hands-on participant activities. Use these activities to help simulate real-
world scenarios and activities with your participants.

This instructor guide is based on and follows the structure of the online Hands on Banking® program. We invite
you to use and experience the online program as it is an excellent resource that will support your instructional
efforts and enhance your participants' experience. It includes a variety of interactive lessons and many helpful
resource library articles to augment this guide. Visit www.handsonbanking.org to access the program. Should
you require a CD ROM to access the program you may request a free copy at HOBCD@wellsfargo.com.
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Capital

Collateral

Corporation

Incorporated

Maturity

Personal guarantee/
guaranty

Public relations

Return on investment
(ROI)

Succession planning

Topic 3 — Growing a Small Business

Glossary

The assets a borrower owns, for example a car, or cash in a savings account minus
your liabilities. If a borrower is unable to make his or her loan payments, a lender
might use these assets to pay the debt. Capital is also known as collateral or
assets.

Any assets of a borrower (for example, a home) that a lender has a right to take
ownership of if the borrower doesn't repay the loan as agreed.

A type of business where prospective shareholders exchange money, property or
both, for the corporation’s capital stock.

When a company incorporates it means that the business is now legally a separate
entity from its owners. This may limit potential personal liability.

The length (time) of the loan terms.

When a business owner gets a loan for his or her company, and makes a promise
that legally requires him or her to repay the debt if the business fails to do so.

This means a business' efforts to maintain a positive public image. Often
conducted through various media channels.

The income that an investment produces for the investor.

Process of planning the transition of ownership and management of a company
to new owners and/or family members.
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Lesson 1: The Successful Business Lifecycle

In this lesson, participants will learn how to balance their finances and time as they move through the four
typical stages of a successful small business.

Learning Objectives

After completing this lesson, participants will be able to:
e List and define the four stages of the business life cycle
e Explain the typical challenges of balancing their personal and business finances over time
e Relate this information to their own business growth

Start the Discussion
To start a discussion with your participants, ask some open-ended questions. Here are some examples you could
use:
e What different stages has your business gone through after it opened its doors?
e How do you handle your personal and business finances in a small business? Do you mix the two? Keep
them separate? Why or why not?
e How much risk do you think you can handle during the early years of your small business? The middle
years? The later years?

The Basics
e Every business typically goes through a four-stage life cycle. The four stages are: start up, growth,
maturity and transition.
e Balancing your personal and business finances can be challenging.
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&
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)l The Four Stages

Instructor note:

Photocopy the activity handout on the following page. Start a discussion by asking questions such as:
o  "What are the four stages of the business lifecycle?"
e  "What happens during each of these phases?"
e "What phase of the business lifecycle is your business in right now? What challenges are you facing?"

Then distribute the activity handout and continue the discussion using the diagram and key points listed below.

Most successful businesses go through four stages:

1. Startup
2. Growth

3. Maturity
4. Transition

Successful business lifecycle

WM

Distrlbute $

During the start up and growth stages, the owner typically contributes capital.
During the maturity and transition stages, the owner usually draws out capital.

As a business grows, nearly every small business owner faces what might be called the “financial balancing act.”
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The Four Stages

Most successful businesses go through four stages:

1. Startup
2. Growth
3.  Maturity

4. Transition

Successful business lifecycle

WM

D|str|bute $

Notes or questions:
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aﬁ The Financial Balancing Act Activity (Instructor Copy)

Instructor note:

Photocopy the activity handout on the following page. Introduce the topic by mentioning the first three key
points. For each of the three sections (Early years, later years and balance point), ask your participants to
brainstorm and write examples of what can happen to their personal and business finances, as well as the risks
involved for each time frame. For example, you may ask these types of questions to get the discussion started.
"What is going on financially with your business during the early years? Are you taking a salary?

Then, ask participants to draw an arrow on each graph that represents business performance during the early

years, later years and balance point.

Key Points

1. Balancing your business and personal finances is challenging.

2. Think about the things you want to accomplish and enjoy (besides your business!).

3. If you overstretch your personal finances to support your business, or mix your personal and business
finances inappropriately, you may expose yourself to personal financial liability and loss.

Early Years

Later Years

Balance Point

e  You work hard to successfully
establish your business

e Devoting time, effort, and
financial resources

e May take a tiny salary,

e Borrow against your personal
credit

e Working long hours

e  Major risk is you can overextend
yourself financially.

Your business generates cash flow
You are profitable and the business
can support you

Major risk: if you draw out too
much, it can hamper your ability to
grow, leaving reserves too low to
handle challenges and downturns.

As your business matures, think
about the time and effort you
continue to invest.

To what extent do you want to
remain personally involved in your
business over the long-run.?

Are you getting a good return on
investment (ROI) of time and
effort?

Business Performance

$$5$

$$5

sl of 1N

$_

4 8 12 16 20
Years

Business Performance

$$5$

$$$

Business Performance

§$5$

$$S

$$

There are no simple answers for achieving the right balance. In the early years, consider how much financial
risk you can afford to take; in the later years, quantify the amount you want to draw out to meet your wealth
building goals — without putting the future of the business at risk.
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ﬁﬁ The Financial Balancing Act Activity

Instructions:

Fill what is going on with you and your personal and business finances during each of the three time periods
below. For example, in the early years you may work long hours to try to break even. In addition, list the major
risk for the early and later years. Finally, on the three graphs below, draw an arrow that represents business

performance during each stage.

Early Years

Later Years

Balance Point

You work hard to successfully
establish your business
Devoting time, effort, and
financial resources

May take a tiny salary,

Borrow against your personal
credit

Working long hours

Major risk is you can overextend
yourself financially.

Your business generates cash flow
You are profitable and the
business can support you

Major risk: if you draw out too
much, it can hamper your ability to
grow, leaving reserves too low to
handle challenges and downturns.

As your business matures, think
about the time and effort you
continue to invest.

To what extent do you want to
remain personally involved in
your business over the long-run.?
Are you getting a good return on
investment (ROI) of time and
effort?

Business Performance

$$55 -
$55
$$
$

Business Performance

$$5S
$$5
$$

Business Performance

$$5S
$$5
$$

There are no simple answers for achieving the right balance. In the early years, consider how much financial
risk you can afford to take; in the later years, quantify the amount you want to draw out to meet your wealth
building goals — without putting the future of the business at risk.
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Lesson Summary

Instructor note:
Summarize this lesson by reviewing these key points with your participants.

Remember these key points from the Successful Business Lifecycle lesson:
e Every business typically goes through a four-stage life cycle. The four stages are: start up, growth,
maturity and transition.
e Balancing your personal and business finances can be challenging.
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Lesson 2: Financing Your Growth

In this lesson, participants will learn how to maximize their cash flow. They will also learn how what factors to
consider before they borrow for their business. Finally, they will learn what kind of credit lenders offer and what
these lenders will need to see.

Learning Objectives
After completing this lesson, participants will be able to:
e List tips to help them maximize cash flow
e Lists their options and needs before borrowing money for the small business
e Define the three types of business credit
e Define the loans and lines of credit
e Identify what items a lender will want to see when they apply for business credit

Start the Discussion
To start a discussion with your participants, ask some open-ended questions. Here are some examples you could
use:

e Define cash flow. Why is it so important to your small business?

e What options do you have before you have to borrow money for your business?

e What types of loans or lines of credit do you have in current business? What do you use them for?

The Basics
e The process of borrowing money for your business is similar to borrowing for yourself. However, the
reasons can be different.
e Borrowing money for your business can help you expand or improve your business and its profitability.
e Having business credit can definitely be helpful, but remember: you'll pay a price in interest.
e If your business has good cash flow, you may not need to borrow as much or as often.
e Lenders or investors will want to see a detailed business plan when you apply for a loan.
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Bﬁ The Money You Need Activity (Instructor Copy)
~—
Instructor note:
Photocopy the activity handout on the following page. Instruct participants to match the tips with the general
description or situation listed in the right column.

Follow these tips to help maximize your cash flow.

Instructions:
Have your participants read each description in the right column and decide which tip matches with each

description.

Word Bank:

Improve your cash tracking Lower your overhead
Invoice and collect promptly Work with reliable vendors

Lower prices selectively

Tips for maximizing cash flow

e Look for ways to lower your overhead.

Lower your overhead e Shop for better pricing on what you buy.
e Cut back on non-essentials.

e  Work with reliable vendors that deliver quality merchandise on time.

Work with reliable vendors | ¢ If a shipment is late or of poor quality, you miss opportunities to sell your
inventory and bring in cash.

e When necessary, lower prices when items don’t sell.

Lower prices selectively e You'll be able to recover your cash and put it into products that will sell
more quickly.

e Create a monthly cash flow chart that shows when cash may come in or
go out. This will help you anticipate possible cash shortages.

e Streamline your bill collection process so that you get paid more quickly
whenever possible. That way, you'll have your own cash to work with,
rather than paying interest on borrowed money.

e Double-check your bookkeeping to avoid fraud and overpayments.

Improve your cash tracking

¢ Invoice and collect promptly from your customers. Consider having a 14-
day payment cycle rather than a 30-day payment cycle.

e Be sure that your invoices permit you to charge interest for late
payments.

e  Be careful to track accounts for prompt payment.

e When you extend credit, you lose access to cash and the interest it may
generate if invested.

e Follow past-due accounts closely. The more overdue an invoice is, the
less likely you are to collect it.

Invoice and collect
promptly
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B@ The Money You Need Activity

Follow these tips to help maximize your cash flow.

Instructions:

Read each description in the right column. Decide which tip matches with each description.

Word Bank:

Improve your cash tracking
Invoice and collect promptly
Lower prices selectively

Lower your overhead
Work with reliable vendors

Tips for maximizing cash flow

Shop for better pricing on what you buy.
Cut back on non-essentials.

Work with these people who deliver quality merchandise on time.
If a shipment is late or of poor quality, you miss opportunities to sell your
inventory and bring in cash.

When necessary, change things up when items don't sell.
You'll be able to recover your cash and put it into products that will sell
more quickly.

Create a monthly cash flow chart that shows when cash may come in or go
out. This will help you anticipate possible cash shortages.

Streamline your bill collection process so that you get paid more quickly
whenever possible. That way, you'll have your own cash to work with,
rather than paying interest on borrowed money.

Double-check your bookkeeping to avoid fraud and overpayments.

Get paid promptly from your customers. Consider having a 14-day
payment cycle rather than a 30-day payment cycle.

Be sure that you can charge interest for late payments.

Be careful to track accounts for prompt payment.

When you extend credit, you lose access to cash and the interest it may
generate if invested.

Follow past-due accounts closely. The more overdue a payment is, the less
likely you are to collect it.
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Instructor note:
At this point in the class, consider using this recommended library article listed below as a discussion resource or

a takeaway for your participants. You can find this and other library articles at the end of this topic.

Recommended Articles: i GG
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