


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 Aglossary 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.
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Activity

An activity usually involves some sort of class participation, whether it is a matching game, a

fill 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
conversation and making the information relevant to them. In some places, sample discussion
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

ist of web links for participants to use as they start, grow and manage their small business.

”%E Activity and Discussion Handouts

] 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.

Transition
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 informationregarding 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.


mailto:HOBCD@wellsfargo.com
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Starting a Small Business

Topic Overview

If your participants are thinking about starting a small business, the Starting a Small Business topic can help.
This topic will help them maximize their chances for success and minimize their potential risk by creating a
business plan and getting started right.

This topic includes six lessons:

Are you ready?

Writing a business plan
Types of start-up financing
Your first steps

Helpful resources

Recap
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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.



http://www.handsonbanking.org/
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Glossary

A loan that allows the lender to make changes in the interest rate, and the
resulting principal and interest payments charged to the borrower. These
rate changes are usually tied to the rise and fall of a financial statistic (called
an index), such as the prime rate or Treasury Bill rate. The initial interest rates
on ARMs are lower than rates on fixed-rate mortgages, as the borrower is
taking the risk of the interest rate rising over time. The borrower is protected
by a maximum interest rate, which the lender may reset annually. There may
be a limit on the number and amount of increases or decreases to the interest
rate at each change date or over the life of the loan.

Borrowing money that is repaid over a period of time, usually with interest.
This can either be short-term (less than one year) or long-term financing.

An individual who launches a business or product venture.

An exchange of money for a share of business ownership.

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.

The ability of an individual or a business to borrow money using assets, such
as cash or real estate, as collateral. This means that if the borrower does not
repay the debt as agreed, the lender has the right to take ownership of the

assets.

An independent agency of the Federal Government whose purpose is to help
people get in business, stay in business, and grow.

Locally operated SBA training centers for new and small business owners.

Hands On Banking® « Instructor Guide - Starting A Small Business «
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Lesson 1: Are You Ready?

In this lesson, participants will learn about the risk of starting their own business. While it is risky, it can be
satisfying and rewarding if they succeed. They will learn if starting their own business is right for them and
their odds of success.

Learning Objectives

After completing this lesson, participants will be able to:
e Determine whether starting a small business is right for them
e Improve their odds of success in starting a small business

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

e What do you think are the most important skills for a small business owner to have?

e  What personality traits to do you think successful small business owners share?

e Think of a successful small business owner in your neighborhood. In your opinion, what are the

business skills that make them successful?
e Think of a small business that has gone out of business. What do you think went wrong?
e How difficult do you think it is to start a small business?

The Basics
e Starting and managing your own business can take more time, energy, and talent than most jobs
ever do.
e It may require a significant investment of your own money and it might be risky. But it may prove
much more rewarding, too.
e  Running your own business can give you the satisfaction of using your talents and doing work you
enjoy. If you're a good money manager, it can be financially rewarding, as well.

Hands On Banking® « Instructor Guide - Starting A Small Business «
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Improving Your Odds Quiz (Instructor Copy)

Instructor note:
Photocopy the activity handout on the following page. Instruct your participants to answer the two
questions. Then lead a discussion using the key points below.

1. According to the SBA, less than 50 %of all new businesses last more than ...
a. Two years
Five years
c. Tenyears

2. According to the SBA, 95% percent of all business failures are caused by ...
a. Too much competition
. The business owner’s lack of experience and expertise
c. Setting prices too high or too low

Key Points:

e People with prior experience who thoroughly think through their new business in advance have a
far greater chance of success than those who have not.

e Before launching a venture of your own, try to find someone in the same industry to talk to about
what it takes to be successful.

e Tryto gain experience working or volunteering for a similar business, ideally a successful leader in
the field.

e Find out if there are trade associations you can join in that particular industry.

Your personal finances — how much cash and credit you can draw on — may also affect your odds for
business success. If possible, build up enough start-up capital from all sources to make it through the
first three years.

Hands On Banking® « Instructor Guide - Starting A Small Business «
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Improving Your Odds Quiz

&
Instructions:
Read the two statements below and select the best answer. Use the space at the bottom of the sheet to
write down notes or questions you may have.
1. According to the SBA, less than 50 %of all new businesses last more than ...
a. Two years
Five years
c. Tenyears
2. According to the SBA, 95% percent of all business failures are caused by ...
a. Too much competition
The business owner’s lack of experience and expertise
c. Setting prices too high or too low
Notes / questions
I'“p!! Your personal finances - how much cash and credit you can draw on - may also affect your odds for
business success. If possible, build up enough start-up capital from all sources to make it through
the first three years.

Hands On Banking® « Instructor Guide - Starting A Small Business «
©2003, 2012 Wells Fargo Bank, N.A. All rights reserved. Member FDIC www.handsonbanking.org
Page 11 of 175




Topic 1 — Starting a Small Business

— Are You an Entrepreneur? Activity (Instructor Copy)
wlEliN

Instructor note:

Photocopy the activity handout on the following page. Instruct your participants to put a checkmark next to
the qualities they believe describe them. When they are finished, go through the list and discuss each
quality.

In addition to experience and expertise, many successful entrepreneurs share certain personal qualities.
Although it's a rare individual who excels in all of the traits listed below, reviewing this list of the key
qualities of successful entrepreneurs may help you decide whether starting and managing your own
business is a career path you'd like to pursue.

Instructions:
Have your participants put a check mark next to the qualities that they believe describes them.

______Takes initiative (A self-starter. Doesn’t need a boss.)

___ Driven to achieve (Enjoys competition. Will work hard and sacrifice.)

___ Positive mental attitude (Self-confident. Sees the glass half full.)

__ Sets goals (Has vision. Works with focus.)

__ Plans ahead (Creates plans and follows them)

__ Resourceful (Creative problem-solver. Finds a way.)

__ Aleader (Takes responsibility. Is accountable. Motivates and inspires others.)
__ Good communicator (Great people skills. Good listener and negotiator.)
______Always learning (Open to new ideas. Learns from others.)

__ Capitalizes on strengths (Doesn't try to be and do everything.)

__ Has technical knowledge (Has needed know-how to succeed.)

___ Organized (Prioritizes. Meets deadlines.)

__ Objective (Evaluates risk. Makes good decisions under pressure.)

__ Uses money well (Good at managing finances.)

__ Realistic (Accepts ups and downs. Faces facts, changes strategy when needed.)
__ Persistent (Follows through. Never gives up.)

Bounces back (Accepts rejection and failure without being defeated.)

Hands On Banking® « Instructor Guide - Starting A Small Business «
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o~
aﬁ Are You an Entrepreneur? Activity

In addition to experience and expertise, many successful entrepreneurs share certain personal qualities.
Although it’s a rare individual who excels in all of the traits listed below, reviewing this list of the key
qualities of successful entrepreneurs may help you decide whether starting and managing your own
business is a career path you'd like to pursue.

Instructions:

Put a check mark next to the qualities that you believe describe you.
_____Takes initiative
_____Driven to achieve
_____Positive mental attitude
____ Sets goals

__ Plans ahead
_____Resourceful
____Aleader

______Good communicator
_____Always learning

__ Capitalizes on strengths
___Has technical knowledge
___ Organized

____ Objective

_____Uses money well
_____Realistic

_____Persistent

Bounces back

Hands On Banking® « Instructor Guide - Starting A Small Business «
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m 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: Consider Entrepreneurship and Pursing Your Ideas

Remember, the online Hands on Banking® program has dozens of additional library articles that you can use
and distribute for this and other topics. Visit www.handsonbanking.org to browse all the available articles.

Hands On Banking® « Instructor Guide - Starting A Small Business «
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Lesson Summary

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

Key points from the Are You Ready? lesson:
e Starting and managing your own business can take more time, energy, and talent than most jobs
ever do.
e It may require a significant investment of your own money and it might be risky. But it may prove
much more rewarding, too.
e Running your own business can give you the satisfaction of using your talents and doing work you
enjoy. If you're a good money manager, it can be financially rewarding, as well.
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Lesson 2: Writing a Business Plan

In this lesson, participants will learn the value of creating a business plan and the key elements a good plan
contains.

Learning Objectives
After completing this lesson, participants will be able to:
e Explain the importance of a business plan
e List and define the major components of a business plan

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

e What s the purpose of a business plan?

e What types of things would be included in a business plan?

e Do you need to hire someone to write a business plan?

The Basics
e The purpose of a business plan is to serve as a map for the present and a vision of the future.
e Abusiness plan typically includes several key components that list specific information about your
company, your goals, your financing and other important information.
e Abusiness plan can help you attract investors.
e There are many available resources to help you write a business plan—the SBA or local Small
Business Development Center are two examples.

Hands On Banking® « Instructor Guide - Starting A Small Business «
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The Elements of a Business Plan (Instructor Copy)

Instructor note:

Photocopy the activity handout on the following page. Discuss the main components of the business plan.

Plan Component
Name

The Plan Component Includes

Executive summary

Business concept
Key success factors
Financial situation/needs

Company profile

The inspirational vision statement describing the business you want to create
Definition of who your customers will be, what and how you plan to sell to
them

A mission statement describing why your business exists and why customers
will buy your product or service. (The best mission statements briefly but
powerfully convey a company’s commitment to its customers.)

Products and
services

Description of your product/services
Positioning of products/services
Competitive evaluation of products/services

Competitive
analysis

Industry overview

Competition

Competitor products and services

Opportunities; key strengths and weaknesses compared to your competitors

Market analysis

Market overview, market segments, and target market and customers.
Reasons why the venture could fail, and your strategies for addressing these
risks (shows investors or lenders that you have researched the market and
understand the challenges)

Objectives

Your highest priority goals in the key areas of your business, including finance
marketing, and operations.
Answers to these questions:

0 "What do you want to accomplish in the near-term future?

0
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