


The pessimist sees the glass as half empty.
The optimist sees the glass as half full.

The entrepreneur sees the glass as 
underutilized.

In 1973 my former wife, Rise, and I rented a cottage on the Outer 
Banks of North Carolina and converted it into a retail store that sold 
recycled clothes (garments customers never picked up), from my 
family's dry-cleaning store. We also carried natural foods consigned 
to us from a health food store that went out of business. To round out 
our eclectic mix, we also sold handmade crafts and jewelry.
 
The recycled clothes were cherry-picked in less than a month, leaving 
behind dead inventory of used garments taking up space. The health 
foods did OK. It was the crafts and jewelry that found an enthusiastic 
market. 
 
We knew we could not grow in the tiny cottage. A perfect location on 
the beach road became available. It had the space we needed to 
bring in a potter, a jeweler, and a leather artisan. On the adjacent 
sandlot, we planned to create an inexpensive parking lot by topping 
it with clay.

The name of the business was R & R Junction. As part of our branding, 
we envisioned an old western facade on the building. Our projections 
indicated we needed $30,000 in bank financing for leasehold 
improvements.
 
We went to Planters Bank and made our pitch to Ray White. He said 
his wife was one of our customers and he liked the idea. Then he 
asked, “What do you have for collateral?” “What’s collateral,” we 
wondered. Ray explained that it is an asset pledged to the bank until 
a loan is repaid.

Well, we had $3,000, a little bit of inventory, and lots of clothes 
nobody wanted. Ray said he was sorry, but that won't do it. Then I 
asked a question that has served me well over the years…
 
"What would it take for you to say yes?”

Forward
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 Ray said there was a new government program, offered by the Small 
Business Association, that guaranteed 80% of the loan for banks if 
they approve the loan.
 
"What do we have to do to get started?” I asked eagerly.
Ray replied, "You have to be turned down by three banks first." 
“Does this count as one?" I asked.
"Yes," he said.
Great, I thought. We’re on our way.

We went across the street to East Carolina Bank, and met Mr. Green, 
a retired air force colonel. I had long hair and a beard, and he 
looked at me suspiciously. As I started my pitch, he interrupted me and 
asked,  "Are you a drug dealer?” 
"Mr. Green,” I replied, “If I were selling drugs on the Outer Banks, I 
could be loaning your bank money!”

He laughed and said, "Son, nobody is going to lend you money.” To 
which I enthusiastically asked, “Does that count as a ‘NO’?”
 "Indeed it does," he said — and we asked him if he would put it in 
writing.

Terrific! All we needed was one more “no,” and we could go back to 
Ray and start the SBA process. It took no time at all to get the third no 
from a bank in Elizabeth City. We went back to Ray. A ton of 
paperwork and hard work, and one month later we received our loan. 
Game on — proving that old adage, three strikes and you're in!

At some point in the process, I called the SBA to ask what they needed 
to complete our loan. The official I spoke with said, “I know it's 
cumbersome, but just fill out all of the paperwork — just finish the 
process.” It was my philosophy that your spirit shows in everything you 
do, so we decided to knock their socks off. Not only did we complete 
the process, but we included tons of details about why we were 
exceptional — growth projections, information about the artisans, etc. 
— we were incredibly thorough. After we submitted our package, I 
got a call back from the same SBA official I’d spoken with earlier. He 
was blown away by the level of detail in the package and wanted to 
know if we would mind if he showed the package to others — to help 
them maximize their own chances of getting a yes.
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That spirit is imbued in every loan package assistance I have provided 
since and is at the very heart of The Capital Masters. Overdeliver, 
overdeliver, overdeliver.

I realize this loan template goes into great detail and will take some 
time to complete. But as my partner at The Capital Masters says, 
“Credit officers are conditioned to say no.” The work you do here is 
designed to turn “Fort No” into “Fort Know”— and to help you get 
the financial resources you need to keep your business successful and 
grow when the opportunity is right.

— Rich

Forward
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Advice From the Treasury, Credit & Finance Desk . . .

4 Tips for Success:

Offer Proof. If you make a claim about something, be sure you have 
the goods to back it up. Either include the article or detail the numbers.

Avoid the Uhhhs. There shouldn’t be any awkward pauses in your 
bank package and presentation. It should be smooth and confident, 
but not arrogant or presumptive.

Impress with Knowledge. Your Executive Summary should hit the 
right notes to get the banker to tap the tune. But you must also have 
enough data in your book that bankers will say, "This guy knows his 
shit.”

Be Professional. The way your presentation is organized — from 
looks, to logic, to grammar/word usage — is the way the banker is 
going to assume you run your business. Make sure every page is 
buttoned up.

Remember, every lender has a sales goal they need to meet. Your job 
is to make it as easy as possible to approve. 

— Bob

Forward
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Why Create a Package?

A professional loan package is a critical component of your 
application. Its purpose is to convince lenders and underwriters that 
you need and will effectively use the loan proceeds to start, maintain 
or expand a successful operation. Unfortunately, most business owners 
don’t present a complete package for consideration, and they bring in 
their most recent P&Ls in a form that may do more harm than good.

As a whole, your loan package will cover:

History: How did you grow your business?

Current Status: Where are you now?

Action: How are you dealing with current circumstances?

Financial and Operation Performance: Historical and present)

Strengths & Weaknesses: What will make you successful, and what 
may stop you?

The Future: Will this financing ensure a viable and sustainable 
business entity?

Closing Summary: Recap - how and why should this lender help you 
write a new chapter of your story?

It is important to realize that an average package is not a package; 
it’s just average. While the substance is critical, the simple fact is that 
sizzle sells. Sizzle in this context includes spreadsheets, research and 
articles, as well as an overall professional look to the package itself.

Introduction
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Beyond Banking . . .

As a selling document, your loan package can serve many other 
important purposes in addition to securing relief financing. In many 
cases, businesses have benefited by sharing various sections of their 
package with:

• Vendors, who have offered them better terms

• Recruits, who see it as a favorable factor in joining an 

organization

• Investors, who have invested capital and expertise in the 

businesses

• Strategic Partners, whose win-win relationships have developed to 

help clients achieve their business objectives

Key Take-Away

The process of putting together your package will help you focus and 
give you a competitive edge over other business owners. If your loan 
application shapes the perception that your company is 
future-focused, you may well be halfway home. Not only will your 
banker and the underwriter see you as a visionary, but you will also 
act like one!

Introduction
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PART I: Choose the Right Loan
- Types of Loans
- The Basic 7(a) Process
- Are You a Viable Candidate?
- Finding a Lender
- What Turns Bankers & Investors On?
- Why Fund Requests Are Most Often Rejected
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Types of SBA-Backed Loans

While SBA-direct programs like EIDL can be a source of funding 
during a crisis, the conditions, restrictions and application process are 
subject to the vagaries of lawmakers, often leaving businesses lost and 
wasting valuable time. More straightforward, reliable options for 
SMBs are  7(a), SBA Express, 504 loans or lines of credit, all of which 
are backed by the SBA but obtained through private lenders. 
However, there are pros and cons to each type. 

So, which loan is best for your borrowing scenario?

7(a) loans: Best for expansions, refinance, business purchase, start-ups

SBA Express loans: Best for smaller businesses where timing enters 
into play, underwriting is more streamlined.

504 loans: Best for larger real estate deals (construction and 
expansion) where rate sensitivity plays a factor and funds are not 
needed for working capital or inventory.

Line of Credit: Best for small working capital and timing gap 
scenarios.
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The Basic 7(a) Loan Process

Applying for a 7(a) loan — or any loan, for that matter — is a 
process. It takes time, organization, patience and perseverance. 
Understanding the process can be very helpful in creating the right 
mindset for your funding journey. While the chart below is not a 
detailed look at “how the sausage is made”, it does succinctly outline 
the series of steps you will be going through.

12



Are You a Viable Candidate?

Lenders are going to look at several areas of your business and 
background to determine whether you are a good risk. In later 
sections of the package, we address each of these items in detail, but 
be aware that these eight factors are critical.

• Rate of Growth

• Profitability

• Quality of Management

• Credit History

• Experience

• Industry Trends

• Use of Money

• Advisory/Board of Directors

• Marketing Plan

• Balance Sheet

13



Finding a Lender

If you don’t have a preferred SBA lender, here are some 
considerations when it comes to evaluating your choices.

1. Is this bank a preferred SBA lender? It’s much easier to work with 
and get an SBA loan from a preferred lender. 

2. Can you secure a conference with the right person? Can you be 
introduced or referred to bank officers who make lending decisions? 

3. Does your desired loan amount fit within the bank’s balance sheet? 
In some circumstances, banks may cap the dollar amount of the loans 
they offer.

4. What are you hearing from your network about how easy this bank 
is to work with? Have other SMB organizations worked successfully 
with this bank to secure financing? 

5. Do they have a business division focused on lending to small and 
medium sized companies? What percentage of their business is 
geared to this market? 

6. Most importantly, does the bank have a competent back office 
operation that can act with “a sense of urgency” in underwriting your 
project as well as effectively closing and funding the loan?

7. Where does the bank rank in the state in relation to their SBA 
lenders in the amount of loans approved and closed?

8. Have they made a major commitment to the SBA lending process? 
Find a consultant or financial intermediary with backend/banking 
experience.
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What Turns Bankers & Investors On?

Our template process will help you maximize your appeal in all these 
areas, but it’s important to know upfront what makes banks excited 
about working with a prospect.

• A clear business plan that shows:

           ∆ realistic projections

           ∆ revenues

           ∆ expenses

• An appealing bottom line

• Quality of the management team

• A clearly defined market niche and marketing plan

• Evidence that you have researched and tested your market 
containers

• A solid presentation (the TCM template)

• Professional Assistance / Board of Directors 

• A long-range strategic plan

• A backup or “what if” plan

• Knowing your business and industry
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Why Fund Requests are Most Often 
Rejected

Careful and thorough completion of the template should help you 
avoid, offset or overcome most common roadblocks, including:

• Unrealistic, low expense forecasts

• A lack of total plan

• Inability to take and handle criticism

• Underestimated capital requirements

• Overstated revenue projections

• Little or no experience in the business field

• Seeking more than is realistically expected or sound

• Inability to learn rapidly

• Lack of trust of others

• Poor communication skills

• Ability to give and take

• Insufficient testing of concept or business model

• Lack of a sense of caution

• Lack of appreciation for the “value of money

16



PART II: Create Your Story
The Loan Package Template

Every business is unique. While this 9-part template covers essential information, any other 
important issues and relevant information not listed here that will help you illustrate your specific 
organization should be included.

The nine sections of your Loan Package Template are:

• 90-Second Pitch and Executive Summary

• Loan Request

• Company

• Management & Ownership

• Industry

• Marketing Initiatives

• Financial Performance

• Conclusion

• Exhibits

 
Each section features an explanation of the package elements and why they are important. By 
answering the template questions at the end of each section you will have created a 
professional loan package and strategic plan for your recovery. 

Be thorough, be thoughtful and be prepared to go deep. Remember, this is not a one-use 
document — if crafted properly, the story you create will serve as a Swiss army knife that will 
resonate with not only financial institutions, but stakeholders, vendors, employees, industry and 
strategic partners and the greater community. 17



Section 1: 
The 90-Second Pitch & Executive 
Summary
1.1 The 90-Second Pitch
1.2 The Executive Summary

IMPORTANT NOTE
Enter your responses directly into the EXECUTIVE SUMMARY

section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 1.1: 
The 90-Second Pitch

NOTE: The 90-second pitch DOES NOT ACTUALLY GO 
INTO YOUR LOAN PACKAGE.

It is your secret weapon on the phone or in an email for 
getting through the door with banks or other loan facilitators 
and determining the right fit for your business and a lending 
institution. You’ve got to create immediate interest in 
developing a relationship using a compelling business hook 
and a succinct financial ask.

90-Second Pitch Questions to Answer:
Simply copy, paste and fill-in-the-blank text below in your 
own new Word document. You now have a script and email 
message to use for every bank you contact.

[company name], a [$ value] company formed in [date] 
provides [your product or service]. Our market strength is 
[statement with fact behind it].

We have a proven track record of fiscal success, (5-year 
compound annual growth rate of [your rate]). We have solid 
corporate and personal credit (D&B report available upon 
request) and a carefully crafted plan for applying new funding 
to [quick immediate purpose of loan] and make us 
well-positioned for the future.

Are we the type of company you are looking to do business 
with?
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Section 1.2: 
The Executive Summary

Your loan request package begins with a concise, well-crafted 
executive summary. It should create instant impact, clearly stating 
your current needs and losses. It should show how you’re dealing 
with the present and preparing for the future, and how the loan will 
result in you staying afloat and turning your business around. Think 
of this introduction as 100-proof bourbon — it’s a small pour that 
packs a strong punch. The challenge in writing the executive 
summary is to keep it concise while immediately creating a desire to 
learn more.

— FOR YOUR LOAN PACKAGE TEMPLATE —

Executive Summary Section Questions to Answer:
 
1. What is your company’s mission statement?
2. What services, products or information does your company 

provide? What does it do?
3. What are your gross and net profits?
4. Have any extenuating circumstances recently impacted your 

business?
5. What specific opportunities does your company have today? 
6. What are the opportunities in your industry in the 

foreseeable future?

- The executive summary should be 
written in paragraph form -
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Section 1.2: 
The Executive Summary

See an Example Executive Summary on 
Page 100

Information Resources:

• Company website, marketing materials, company LinkedIn page

• Company annual report

• Previous financial applications or investor-facing materials

Pro Writing Tips:

• Limit this section to 2-3 paragraphs. After you write it, take the 

time to re-read, and eliminate all unnecessary words.

• Be clear and precise in your language. Facts are your friend 

when it comes to communicating with credit officers; don’t 
exaggerate, and don’t include anything that you can’t back up 
with numbers.
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Section 2: 
The Loan Request
2.1 Repayment of Debt
2.2 Guarantor Strength
2.3 Strengths, Weaknesses & Mitigation
2.4 Use of Funds & Business Plan

IMPORTANT NOTE
Enter your responses directly into the LOAN REQUEST

section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 2: The Loan Request

Your loan request is like the seat on a 3-legged stool. The pillars 
you will use to justify it are how it will be repaid (historical cash flow 
from operations), your strength as a guarantor (management and 
liquidity),  and the overall deal’s strengths and weaknesses. This is 
where the rubber meets the road — answers in this section should 
be short, quantifiable, compelling, and to the point.

This is also where you will lay out your business plan for moving 
forward and explain how you will allocate the capital you receive 
to support that plan. It’s important that potential lenders see that 
you are not only fiscally qualified, but you will be applying the 
money towards smart goals that will strengthen your business.

23
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Section 2.1:
Repayment of Debt
The first leg of the lending stool is repayment of debt (debt service 
coverage ratios aka. DSCR). Lending is a risky business, and a 
lender’s job is to minimize that risk by carefully evaluating an 
applicant’s ability to repay the loan.  This section needs to instill 
confidence in the bank of your repayment ability and personal 
strength.

This requires historical tax returns, interim P&L and balance sheets, 
projected cash flow analysis and possibly hard collateral such as 
real estate, summer homes, investment property, heavy machinery, 
etc.

— FOR YOUR TEMPLATE —

Section 2.1 Questions to Answer:

1. Do you have a current or ongoing strategic or operational 
business plan?

2. What are your historical Debt Service Coverage Ratios (DSCR) 
in relation to the proposed debt -[EBITDA/Proposed Principal & 
Interest]

3. Do you have a history of profitability? Net income above 
break-even? 

4. Are the last three years of revenue climbing, fluctuating, or 
falling, and why?

5. Do your historical COGS fluctuate or are they stable?

6. Do you have any one-time expenses that are non-recurring that 
should be recast?
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Section 2.1:
Repayment of Debt

— FOR YOUR TEMPLATE —

Section 2.1 Questions to Answer:

7. Have you made any money-saving changes during the crisis 
that will carry forward?

8. Do you intend to change your model as part of your 
recovery strategy?

9. Do any of your short-term pivots have long-term  
possibilities?

10. Do you have a strategy and a budget for bringing  
customers back?

11. Do you have any existing debt? If so, you must submit 
a comprehensive Debt Schedule.

12. What are your pre-crisis balance sheet ratios?
(ideally 2-1 assets over liabilities)

13. What do you intend to use for collateral? Is your 
hard real estate fully encumbered? Do you have a Home 
Equity Line of Credit (HELOC)? Banks do not like second 
and third loans but may take them if necessary. Life 
insurance may be proposed by the bank for any shortfalls 
here.
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Section 2.1:
Repayment of Debt

Information Resources:

• Business plan with projections

• Personal and corporate federal tax returns

• Personal financial statements

• Debt schedules

• Bank and brokerage statements

Pro Writing Tips:

• Make sure you can support your strengths with actual 
quantifiable data. Some examples are:

• 25 years in the industry

• Liquid reserves are 30% of the project amount after injection

• Credit score of 800 across all three bureaus

• Collateral is 2X debt requested and is free and clear

• This industry has not been hit by Coivd-19
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Section 2.2:
Guarantor Strength

The second leg of the lending stool is how strong you (and any 
partner who owns 20% or greater of the project) are as a 
guarantor.  Do your personal liquid resources allow you to make a 
down payment in cash of at least 20% of the project amount if 
requested and will you have at least 10% of that amount sitting in 
reserves at a bank?

27



Section 2.2:
Guarantor Strength

— FOR YOUR TEMPLATE —

Section 2.2 Questions to Answer:

1. Is your personal financial statement current (within the past 
60 days), accurate, and joint if married?

2. Are your last three years of personal tax returns filed (not 
extended) and up to date?

3. What are your available cash reserves (all bank and 
brokerage accounts) within the past 60 days? They will have 
to be verified per The Patriot ACT.  

4. How much will you have in liquid reserves after the down 
payment is made? 10-15% of the total project cost (not 
loan) is ideal (post transaction liquidity).

5. Is your credit score (all three major bureaus) above 720?

6. Will you be keeping your day job or if this is a restaurant 
deal will you be working it full time? Absent ownership unless 
you are an experienced multi-unit operator is a deal killer!

7. Any outside sources of income? 

8. How many years do you have in the industry you are 
applying for or are you new to it?

9. Any financial or legal skeletons that do not readily appear 
that may crop up during bank due diligence?

These questions can all be answered in
typical sentence format.
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Section 2.2:
Guarantor Strength

Information Resources:

• Business plan with projections

• Personal and corporate federal tax returns

• Personal financial statements

• Debt schedules

• Bank and brokerage statements

Pro Writing Tips:

• Make sure you can support your strengths with actual 
quantifiable data. Some examples are:

• 25 years in the industry

• Liquid reserves are 30% of the project amount after injection

• Credit score of 800 across all three bureaus

• Collateral is 2X debt requested and is free and clear

• This industry has not been hit by Coivd-19
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Section 2.3:
Strengths, Weaknesses &
Mitigation

The third leg of the lending stool is recognizing the strengths and 
any weaknesses in your borrowing position. This is basically a 
summary of all the above topics you just addressed.  For any 
weaknesses, you will need to address them by outlining the 
mitigating factor(s).

— FOR YOUR TEMPLATE —

Section 2.2 Questions to Answer:

1. What are the strengths of your company’s situation?

2. What are the weaknesses of your company’s situation?

3. How have you/are you mitigating any identified weaknesses?

Use the answers above to complete the table in 
Section 2.3 page of your answer template.
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Section 2.3:
Strengths, Weaknesses &
Mitigation

Information Resources:

• Business plan with projections

• Personal and corporate federal tax returns

• Personal financial statements

• Debt schedules

• Bank and brokerage statements

Pro Writing Tips:

• Make sure each weakness has a clear mitigating factor. Some 
examples are:

• New to the industry but we are hiring a general manager 
with 10 years experience and they will be a 10% 
partner

• Collateral is at 80% of the project but we can obtain a 
life insurance policy payable to the bank.

• Credit score of 800 indicates low probability of default.
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Section 2.4:
Use of Funds

Your lender is going to want to know how you plan to spend any 
money that you receive. This section is where you can outline your 
business plan to move forward. Be sure to scrutinize your use of 
capital to avoid anything the lender might consider frivolous or 
leave any doubt that you will use the money productively. 
Showing/documenting why you are asking for what you want gives 
the lender the understanding and justification to say yes.

— FOR YOUR TEMPLATE —

Section 2.4 Questions to Answer:

1. What is the total amount of money you are requesting?

2. How will it be used?
● Expansion — hiring more people, creating more jobs (a key 

SBA interest)
● Reduction of existing debt (especially paying off 

higher-interest liabilities)
● Pay off new debt from crisis-related business expenses
● Cover unexpected costs/price fluctuations due to supply, 

demand or logistical issues
● Maintain an operable cash flow until reach break even or 

return to profitability - personnel, inventory, goods/services, 
marketing, retraining, discount incentives, to match 
competitors or attract customers

● Purchase assets from less-nimble competitors or move into a 
complementary business niche

● Provide capital for the business plan moving forward 
(business initiatives)

Use the provided table in your answer sheet
to show how you will be spending the money.
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Section 2.4:
Use of Funds

Information Resources:

• Formal business plan projections

• Historical financial statements

• Demographic reports

• Credit card and bank statements

• AR/AP information

• Invoices paid or due to be paid

 

Pro Writing Tips:

• The total amount requested will be also included in the very first 
paragraph of your Loan Request.

• Be as logical and businesslike as possible in your responses.
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Section 3: 
Your Company

3.1 Major History & Accomplishments
3.2 How Your Business Operates

IMPORTANT NOTE
Enter your responses directly into THE COMPANY

section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 3:
Your Company

When you talk to a lender, your company is much more than the 
situation you are in right now. For the purposes of securing a loan or 
grant, your business will be viewed in a past-present-future context. 
It’s critical that lenders see not only your current situation, but where 
your company was within the local, national and global 
marketplaces prior to the pandemic — and where you plan to be 
on the other side.

As you answer the questions on the template that follows, it’s 
important to always keep these five stages in mind. It solidifies your 
position as a successful business in temporary tough straits due to 
circumstances beyond your control — with leadership focused not 
merely on the giant waves, but the shoreline beyond the storm. That 
captain, the hero of that story, is the person whom banks want to 
trust with their money.

35
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Section 3.1: Major History & 
Accomplishments

What’s your track record? Detailing your company’s growth and 
development over time demonstrates to lenders that you not only 
have experience but also the skills to deal with the present and 
rebound when the market recovers. Past successes or failures are 
often the best indicators of your future, so lenders want to know how 
you got to where you are.

— FOR YOUR TEMPLATE —

Section 3.1 Questions to Answer:

1. What is your company history? (This is best presented as 
company milestones.)

2. How did you establish your niche(s) in the marketplace?
3. If you expanded business, what was the driver?
4. Has your organization ever won any major awards or 

received any other significant recognition?

Section 3.1 should include the company history as a 
milestone timeline, and a narrative for Questions 2-3. For 

Question 4, include pictures or logos of the 
awards/recognition if possible.

— FOR YOUR TEMPLATE —

Section 3.1 Questions to Answer:

1. What is your company history? (This is best presented as 
company milestones.)

2. How did you establish your niche(s) in the marketplace?

3. If you expanded business, what was the driver?

4. Has your organization ever won any major awards or received 
any other significant recognition?

Section 3.1 should include the company history as a milestone 
timeline, and a narrative for Questions 2-3. For Question 4, include 

pictures or logos of the awards/recognition if possible.
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Section 3.1: Major History & 
Accomplishments

Information Resources:

• Company or CPA-prepared Financial Reports

• Sales Department

• Industry-Specific Sources: trade publications, industry association 
websites/newsletters, LinkedIn or Facebook industry groups

• Analytics: from your social media and website traffic

Pro Writing Tips:

• Focus on the key value drivers that make you shine.

• Be comprehensive when listing your customers.
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Section 3.2: How Your 
Business Operates

The seven key value drivers below are examples to help showcase 
the areas your business has excelled in to achieve your level of 
success. This is definitely the place to brag, so put any modesty you 
have aside for now (but make sure your claims are quantifiable).

Key Value Drivers You Should Emphasize:

• Revenue run-rates from all sources

• Solid recruiting/high employee retention rate

• Client retention rate 

• High gross margins

• High net income

• High growth rates

• Good management/solid infrastructure

• Diversified customer base

You are also going to need to identify your major competitors and 
what their market advantages have been, and outline what 
differentiates you from the competition. This information shows that 
you have done your homework and have a realistic perspective of 
the marketplace. The more specific you can be about your market 
niche, the greater credibility you will show.
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Section 3.2: How Your 
Business Operates

— FOR YOUR TEMPLATE —

Section 3.2 Questions to Answer:
1. Where do you stand with regard to each of the seven key 

value drivers listed above? 

2. How many divisions and employees does your company have?

3. Where are your offices and/or shops and how many do you 
have?

4. How diverse are your products and/or service offerings?

5. What are your profit centers? 

6. Who is on your client/customer list? (Include both current 
clients and those who have suspended business with you until the 
economy recovers.)

Questions #1, 2, 3 and 5 can be answered in narrative form. If 
possible, use product photos for #4, and logos for #6.
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Section 3.2: How Your 
Business Operates

Information Resources:

• Company or CPA-prepared Financial Reports

• Sales Department

• Industry-specific sources: trade publications, industry association 
websites/newsletters, LinkedIn or Facebook industry groups

• Analytics: from your social media and website traffic

Pro Writing Tips:

• Focus on the key value drivers that make you shine.

• Be comprehensive when listing your customers.
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Section 4: 
Sales & Marketing 
Initiatives

IMPORTANT NOTE
Enter your responses directly into the MARKETING INITIATIVES 

section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 4: 
Sales & Marketing Initiatives

Marketing is crucial when it comes to communicating pivots or new 
lines of business or winning back customers after a crisis. This section 
needs to include a summary of your marketing plan. Make sure you 
explain your company’s objectives, strategy, key tactics, budget and 
tools for a measurable ROI, as well as detailing how and by whom 
your plan will be implemented.

— FOR YOUR TEMPLATE —

Section 4 Questions to Answer:

1. Explain your specific marketing strategies and why they work.

2. Highlight historical results and previous successes.

3. Does your website generate revenue, and do you have a Google 
SEO ranking?

4. If you had additional capital to put towards marketing, how 
would you use it?

When completed, this section should be a narrative consisting of 1-2 
short paragraphs that are answers to Questions 1-4. Then fill in the 

table on the next page with the items indicated in each row.
(a blank table is already in your template for your convenience)
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Section 4: 
Sales & Marketing Initiatives

Marketing &
PR Staff

List personnel and roles, both in-house and 
outsourced

Budget Outline your marketing budget

Goals List your marketing goals

Demographics
& Trends

Describe your target demographics and 
marketing trends

Channels & 
Measurements

Outline your traditional and digital 
marketing efforts, and their metrics here 
(print/digital ads, social media, email, direct 
mail, etc.)

Other
Efforts

List other marketing tactics such as special 
events, referrals, trade shows, etc.

Collateral List items such as business cards, brochures, 
giveaways, etc.

[COMPANY] MARKETING PLAN
(Blank form provided in your template)
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Section 4: 
Sales & Marketing Initiatives

Information Resources:

• Marketing analytics (marketing staff or from your channels)

• Google (for website SEO ranking)

 

Pro Writing Tips:

• Keep your answers factual and to the point.

• Be sure you support any claims of success with actual numbers.
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Section on Page 106



Section 5: 
Management & 
Ownership

IMPORTANT NOTE
Enter your responses directly into the MANAGEMENT &

OWNERSHIP section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 5: 
Management & Ownership

Bankers and credit officers will look closely at the quality of 
personnel who run your company and are responsible for 
successfully implementing your plan. This section should begin with 
an organizational chart followed by a short bio of each key 
member and their full professional resume or CV.

In addition to your team members, list any of the following and 
include their resumes or CVs:

• Your Board of Directors and/or Advisory Board

• Any professionals who advise your company, such as your 

accounting or law firm

• Any outsourced talent, current or anticipated.
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Section 5: 
Management & Ownership

— FOR YOUR TEMPLATE —

Section 5: Questions to Answer:

1. What is your business type: C-Corp, S-Corp, Sub-S, LLC, 
etc.?

2. Who holds a percentage of the business, and how much does 
each person own?

3. Do any of the individuals in Question 2 own greater than 
20% in any other ventures?

4. Do you have a management/leadership team and if so, how 
is it structured?

5. Who are your key management people?

6. What is each management team member’s expertise, skills, 
education and experience? (Include yourself and do not be 
modest.)

Questions 1-3 are paragraph format, Question 4 requires an org 
chart, and Questions 5 & 6 need short bios and headshots for any 

person listed, plus their full resume/CV.
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Section 5: 
Management & Ownership

Information Resources:
• Current company org chart
• Materials prepared for investors & other financial institutions
• LinkedIn bios of your management team

Pro Writing Tips:
• Be thorough in your owner's bios and highlight important 

skills, accomplishments, talents and awards — without 
embellishing.

• Do not worry if a key person is lacking academic credentials. 
Focus instead on demonstrating the depth of experience and 
skills they bring to the company.

See an Example Management & 
Ownership Section on Page 109
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Section 6: 
Your Industry

IMPORTANT NOTE
Enter your responses directly into THE INDUSTRY

section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 6:
Your Industry

One of a leader’s primary responsibilities is to stay on top of 
industry trends. In good times, some companies still grow faster and 
smarter than others. And in a crisis, there are always industries and 
segments of industries that prosper while others are decimated. 

At the beginning of 2020, for example, no one could have 
perceived the perfect storm that is now griping the oil and gas 
industry. The double whammy of the pandemic and the drop of oil 
prices has left energy companies reeling — yet smart travel-based 
industries are buying up rock-bottom futures now to cut their costs 
post-recovery.

When it comes to preparing this section of your loan package, you 
must never assume that lenders understand your industry, or at least 
your particular niche. As you craft your answers, keep in mind that 
providing supporting evidence from recognized industry authorities 
such as business publications and research groups will enhance your 
credibility.
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Section 6:
Your Industry

— FOR YOUR TEMPLATE —

Section 6 Questions to Answer:
 
1. What is your industry all about? (If you are in a niche, be 

sure to thoroughly explain what that niche is and how it 
works.)

2. What is the size, scope and typical revenue of this 
industry?

3. What is the competitive landscape?

4. How much of your industry’s market share do you hold? 

5. What do market analysts say about the industry right 
now?

6. Are there challenges your industry is facing? Consider 
things such as distribution channel impact, infrastructure 
issues, or the technological/productivity costs of working 
virtually, and make sure to cite your sources for these 
items.

7. What is the future forecast for industry trends and overall 
outlook?

All of these can be answered in paragraph format. Visuals 
such as industry statistics, articles or headlines can also help 

add emphasis (link to your source whenever possible).
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Section 6:
Your Industry
Information Resources:

• Market Research Groups: Gartner, Forrester, Nielsen, etc. Some 

research firms like Gartner cover multiple industries, while others 
are industry specific.

• Business publications & websites: national and international 

business press such as The Wall Street Journal and Bloomberg.

• Business sections of major newspapers and magazines

• Industry-specific sources: trade publications, industry association 

websites/newsletters, LinkedIn or Facebook industry groups

• The internet/online services: Google your company.

• Previously written articles about your company

• Testimonials, awards or recommendation letters

• Independent research firms: some organizations (The Capital 

Masters is one) provide professional reports

Pro Writing Tips:

• Professional articles, quotes and graphs that support your case 

should be included in this section or within the Exhibits

• Make sure you are using recent information; anything dated 

prior to 2019 should not be used

See an Example Industry Section on 
Page 120 52



Section 7: 
Financial Information & 
Projections

IMPORTANT NOTE
Enter your responses directly into the FINANCIAL INFORMATION & 

PROJECTIONS section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 7:
Financial Information
& Projections

This will be the most difficult, time-consuming, and challenging 
aspect of creating your loan package. Financial projections should 
be for at least through the end of the year. No one has a crystal 
ball that can forecast what your next two quarters will look like. 
However, what’s important is that you have a plan and that you 
include the assumptions that your forecast is based upon.

The financial section of your loan package must include ALL of the 
following before your application for 7a loan will even be 
considered:  

• Three years of Profit & Loss statements

• Tax returns and recast tax returns

• Personal financial statement — each 20% or greater owner 
needs to have a TYPED fully completed FORM 413 as an 
exhibit.

• Aging reports (accounts receivable and accounts payable)

• Balance sheet

• Cash flow projections with detailed assumptions

• Client lists; contracts with clients for present and future work

• Information about strategic relationships that will generate 
business

• Any additional strengths/information which will help to make 
your case, such as Run Rate of Growth and/or Compound 
Annual Growth Rate (CARG)
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Section 7:
Financial Information
& Projections

BLANK FORMS FOR CALCULATING ALL
OF THE FOLLOWING ARE INCLUDED IN

THE FINANCIAL INFORMATION & PROJECTIONS 
SECTION OF YOUR ANSWER TEMPLATE

PROFIT AND LOSS STATEMENTS
Three years of historical financial P&Ls and a current balance sheet 
will indicate top-line and bottom-line growth (2 years does not 
make a trend). If that is not the case, then part of your job is to 
explain why and indicate how you have corrected (or will correct) 
the situation. Do your profit and loss statements use an accrual or 
cash basis? Take a look at the numbers both ways and use the 
method that casts your financials in the best light. Your accountant or 
internal financial person should be able help with this. Don’t let 
anyone talk you out of choosing the method that looks the best. Also 
note whether your business operates on a calendar year or a fiscal 
year.
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See an Example Profit & Loss on Page 
121



Section 7:
Financial Information
& Projections

TAX RETURNS AND RECAST TAX RETURNS

Your tax returns are what you filed. In most cases your profits were 
likely minimized to reduce tax liability. But for lending purposes, you 
will want to recast these numbers to put your business in a better 
light. That’s why it’s important to explain one-time expenses, and 
capital invested for growth. In the example below, you will notice 
that items like depreciation, the owner’s salary and compensation 
package, one-time expenses, discretionary and non-cash 
discretionaries have been moved to the bottom line in order to add 
profits or change losses to profits.

You MUST document every line item that you’re moving to the 
bottom line. In this example, those items include the owner’s salary, 
vehicle lease, amortization/depreciation, health insurance, personal 
taxes, discretionary meals, conferences and meetings attended 
(including travel), continuing education, dues and subscriptions, and 
telephone (personal cell phone).

In the example, the total discretionary expenses are $304,478. 
Once moved to the bottom line, the new bottom line is now 
$296,262. 

Your template contains a blank form for recasting tax returns.
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See an Example Recast Tax Return on 
Page 125



Section 7:
Financial Information
& Projections

PERSONAL FINANCIAL STATEMENT (Form 413)

Each owner with a 20% or greater share must submit a typed Form 
413 in the Exhibits section. Bankers are interested in what is called 
effective net worth: liquid cash in the bank, 401ks/IRAs and 
marketable securities. Pure liquidity is anything that can be 
converted to cash in 90 days or less. If you are searching for ways 
to increase your bank balance, don’t overlook the option to 
liquidate items such as artwork, furniture, heirlooms, rugs, musical 
instruments, grandma's antiques, tools, guns, and any collectibles 
such as baseball cards, Barbie doll figurines, etc. 

We also strongly suggest you check your credit score to see if there 
are any discrepancies. Studies show that eight percent of credit 
scores have derogatory information that is not accurate, and all it 
takes is more than 1-2 derogatories to sink your chances of a loan. 
If your score is under 680 (really even 700) do whatever it takes to 
correct problems. You can check your score with all three of the 
major bureaus — Equifax, Experian and TransUnion — once per 
year for free at annualcreditreport.com. You’ll also want to check 
your business score on Dun & Bradstreet or FICO.
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See an Example Personal Financial 
Statement on Page 126

https://www.annualcreditreport.com/index.action


Section 7:
Financial Information
& Projections

AR/AP AGING REPORTS
Together, these two reports paint a picture of revenue on the books 
for completed work that hasn’t yet come in, and outstanding bills 
that you need to pay. Your AR report clearly shows what money you 
anticipate coming in, so include the current amounts owed as well as 
30/60/90 days accounts receivable. Your advance rate will be 
based on your AR report. Accounts Payable can show whether or not 
you are current on what you owe, and when your money is due. 
NOTE: The banker will be looking for concentrations in your revenue. 
If 80% of your business is concentrated in one or two accounts, you 
must be able to explain what will happen if one leaves. If they have 
been lifelong clients for many years, state this and embellish 
factually. Remember, the credit officer is looking for ways to say no.
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See an Example AR/AP Aging Report on 
Page 123



Section 7:
Financial Information
& Projections

BALANCE SHEET
Your balance sheet lays out your assets and liabilities. It’s the 
ultimate scorecard - what do you have and what do you owe. Banks 
look for a ratio of 2-1 for short-term assets and short-term liabilities. 
The ability to clean up your balance sheet is very important. If 
you’re unsure of what this means or where to find it, consult your 
accountant or bookkeeper. In some cases, it may not be accurate - 
for the purposes of getting a loan, it’s important to separate 
short-term liabilities (current year payoffs) from longer-term 
liabilities like loans. 
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See an Example Balance Sheet on Page 
129



Section 7:
Financial Information
& Projections

CASH FLOW PROJECTIONS
This should be based on a probable and a worst-case scenario. This 
should be done on a cash basis, line item by line item, and month by 
month. It should also include the assumptions that form the basis of 
these projections. The assumptions behind your projections are the 
key to your credibility. Graphs, bar charts, and pie charts showing 
your revenue per year, profitability and the percentage of revenue 
from each profit center are a powerful tool. Our examples of them 
will demonstrate why. 

An example, included in the Appendix, shows how to set up the cash 
flow so the bank sees the profits of your business before your 
salary, depreciation, one-time expenses, and bottom line profits. The 
financial projections should also include the payback of the loan.

NOTE: This is the best way to show the bank or SBA that you have a 
real understanding of the movement and management of how cash 
moves through your business. It’s the cash blueprint for how you will 
achieve your financial goals.
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See an Example Cash Flow Projection on 
Page 122



Section 7:
Financial Information
& Projections

CURRENT AND FUTURE WORK CONTRACTS

This is business that you currently have and business that you project 
will be coming in at some point down the road. It’s important to 
identify not only what the work is, but when it’s going to come in, 
and how much revenue it’s going to generate.

STRATEGIC RELATIONSHIPS
Do you have alliances with anyone who helps you get business, or 
provide products and services that feed into your pipeline? These 
kinds of relationships provide additional credibility and show that 
you are linked to other companies. For each relationship, you’ll want 
to list who it’s with and how it works.
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See an Example Contracts & Strategic 
Relationships Section on Page 126



Section 7:
Financial Information
& Projections

COMPOUND ANNUAL GROWTH RATE (CARG)
If your company has had a consistent growth rate over the past 
couple of years and you were on track to continue or exceed it 
before the crisis hit, you should also build that number into your ask. 
For example, if your business has grown at 15% for the past three 
years and last year your revenue was $2,000,000 that works out to 
an expected growth to $3,000,000 for 2020, or an average or 
$250,000 per month.

ADDITIONAL STRENGTHS
This is your chance to showcase anything that hasn’t already been 
covered that sets your company apart in a positive way.
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Section 7:
Financial Information
& Projections

 — FOR YOUR TEMPLATE —
Section 7 Questions to Answer:

1. What is your revenue history? Explain any lean as well as 
high growth years.

2. Provide the following documents:
a. Three years of P & L’s
b. Cash flow projections and historical cash flow 

information for the past two years 
c. A/R Aging summary
d. Three years of Actual tax returns - if you have not 

completed 2019 you may want to prepare and file a 
return you can amend later.

e. Recast tax returns
f. Personal financial information
g. Credit Report
h. Balance sheet

3. What kind of current or upcoming work contracts do you 
have?

4. Who do you have strategic partnerships or relationships with, 
and how do those work?

5. What are some of your company’s unique strengths that have 
not yet been covered, such as client retention, unique in-house 
talent, etc.?
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Section 7:
Financial Information
& Projections

Information Resources:

• Your accountant or accounting software

• Tax records

• Customer contracts

Pro Writing Tips:

• Document, document, document - especially when it comes 

to recasting your tax returns

• Use the resources at the end of this template for guidance

64

6. What is your company’s compound annual growth 
rate?

Questions 1, 3, 4, and 5 are answered in paragraph 
format. Items for Question 2 items, use the blank forms 
provided in your answer template.



Section 8: 
Request Summary

IMPORTANT NOTE
Enter your responses directly into the REQUEST SUMMARY

section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 8: 
Request Summary

This is where you summarize your loan request and the major points 
of the deal. Your goal here is to focus on the strengths and positive 
aspects of your position that you uncovered as you put your loan 
package together. The bank must be convinced that you have the 
vision, competence, and commitment to execute your plan. They must 
feel confident that you will achieve and accomplish your goals — 
which include paying back the loan.

One final consideration is that for most banks, loans are a gateway 
to building a relationship that includes using additional services that 
generate more revenue. It is well worth establishing here your value 
as a customer in other ways besides the loan, so make sure you 
summarize your use of credit cards, direct deposits and your typical 
average daily balance to increase your attractiveness as a 
customer.
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Section 8: 
Request Summary

Information Resources:

• Your loan calculations from Section 2

• Strengths uncovered throughout your package prep

Pro Writing Tips:

• As always, stick to the facts — but make them the most 

positive ones you have going for  you.

— FOR YOUR TEMPLATE —

Section 8 Questions to Answer:

1. What are you asking for?

2. Why are you asking for it?

3. What are some key, fact-based strengths of your company?

4. Why does the deal make good business sense for a lender? 
(Include not only the positives for the loan, but the potential for 
other services — detail credit card spending, usage of direct 
deposit and your typical average daily balance.)

When completed, this should be 1-2 short paragraphs
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See an Example Loan Request Summary 
on Page 133



Section 9: 
Exhibits

IMPORTANT NOTE
Enter your responses directly into the EXHIBITS section

of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Section 9: 
Exhibits

This section is where you will include supporting spreadsheets, 
calculations and other documents such as press clippings, awards, or 
research to help make your case.
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See an Example Exhibits Section from 
Page 134



PART III: 
Review the Checklist
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Appendix A: 
Glossary of
Financial Terms
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Glossary of Financial Terms

Accrued Interest: Interest that has been earned but not yet paid.

Amortization: The process of reducing debt through regular 
installment payments of principal and interest that will result in the 
payoff of a loan at its maturity.

Annual Percentage Rate (APR): The cost of credit on a yearly 
basis, expressed as a percentage. 

Asset-Based Lending: Lending based on the pledging of accounts 
receivable and inventory as loan collateral.

Automated Clearing House System (ACH): A domestic payment 
system providing an electronic parallel to the Federal Reserve check 
clearing system. An ACH transfer can contain more information than 
a check and is generally more reliable and cost efficient.

Automated Line of Credit: A revolving line of credit that 
automatically credits your checking account with the exact amount 
needed to cover check presentments.

Availability Date: Bank's policy as to when funds deposited into an 
account will be available for withdrawal. 

Available Balance: The balance of an account less any hold, 
uncollected funds, and restrictions against the account.

Available Credit: The difference between the credit limit assigned 
to a cardholder account and the present balance of the account. 
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Glossary of Financial Terms

Balloon Payment: The majority of the principal balance is due 
in the final years of the loan term.

Bank Statement: Periodically the bank provides a statement of 
a customer's deposit account. It shows all deposits made, all 
checks paid, and other debits posted during the period (usually 
one month), as well as the current balance.

Bankruptcy: The legal proceedings by which the affairs of a 
bankrupt person are turned over to a trustee or receiver for 
administration under the bankruptcy laws. There are two types 
of bankruptcy: 

• Involuntary bankruptcy - one or more creditors of an insolvent 

debtor file a petition having the debtor declared bankrupt.

• Voluntary bankruptcy - the debtor files a petition claiming 

inability to meet financial obligations and willingness to be 
declared bankrupt.

Basis Point: The minimum price change in interest rates is one basis 
point (0.01%).

Blended Payment: A loan payment, consisting of principal and 
interest, that is the same each month. Because the total payment 
amount remains fixed, the amount applied against principal each 
month varies. An example is a mortgage payment.
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Glossary of Financial Terms

Certificate of Deposit: A negotiable instrument issued by a 
bank in exchange for funds, usually bearing interest, deposited 
with the bank. 

Certified Check: A personal check drawn by an individual that 
is certified (guaranteed) to be good. The face of the check 
bears the words "certified" or "accepted," and is signed by an 
official of the bank or thrift institution issuing the check. The 
signature signifies that the signature of the drawer is authentic 
and that sufficient funds are available and reserved for 
payment of the check.

Charge-off: The balance on a credit obligation that a lender no 
longer expects to be repaid and writes off as a bad debt. 

Closing Costs: The costs of closing may include attorneys' fees, 
loan fees, insurance, recording fees, and the credit report 
charge. 

Co-signer: An individual who signs the note of another person 
as support for the credit of the primary signer and who 
becomes responsible for the obligation. 

Credit Bureau: An agency that collects individual credit 
information and sells it for a fee to creditors so they can make 
a decision on granting loans. Typical clients include banks, 
mortgage lenders, credit card companies, and other financing 
companies. Also commonly referred to as a consumer reporting 
agency or a credit reporting agency. 
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Glossary of Financial Terms

Credit Disability Insurance: A type of insurance, also known as 
accident and health insurance, that makes payments on the loan if 
you become ill or injured and cannot work.

Credit Life Insurance: A type of life insurance that helps repay a 
loan if you should die before the loan is fully repaid. This is optional 
coverage. 

Credit Limit: The maximum amount of credit that is available on a 
credit card or other line of credit account. 

Credit Report: A detailed report of an individual's credit history 
prepared by a credit bureau and used by a lender in determining a 
loan applicant's creditworthiness. 

Credit Score: A number, roughly between 300 and 800, that 
measures an individual's credit worthiness. The most well-known type 
of credit score is the FICO® score. This score represents the answer 
from a mathematical formula that assigns numerical values to 
various pieces of information in your credit report. Banks use a 
credit score to help determine whether you qualify for a particular 
credit card, loan, or service.

Current Assets: Cash, accounts receivable, inventory, all term 
deposits and prepaid expenses or any other asset which will be 
converted to cash within one year. 
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Glossary of Financial Terms

Current Liabilities: These include all operating loans, accounts 
payable and accrued charges, including outstanding checks, wages, 
long-term debt payments and taxes that are due within a year. 

Current Ratio: This ratio tells you of how easily your business can 
meet its debts. To calculate the Current Ratio for your business, 
simply divide your current assets by your current liabilities (the 
higher the ratio, the better for your business!). 

Debt/Equity Ratio: A measure of how much debt your business has 
in relation to the amount of equity invested in it. A high level of debt 
to equity can be of concern. To support your company, you can raise 
money either by borrowing it (incurring a debt) or by selling 
ownership in the company (equity). To calculate, divide total 
Liabilities by Equity. 

Deferred Payment: A payment postponed until a future date.

Disclosures: Certain information that Federal and State laws 
require creditors to give to borrowers relative to the terms of the 
credit extended. 

Fair and Accurate Credit Transactions Act of 2003 (FACT Act or 
FACTA): The purpose of this Act is to help consumers protect their 
credit identities and recover from identity theft. One of the key 
provisions of this Act is that consumers can request and obtain a free 
credit report once every 12 months from each of the three 
nationwide consumer credit reporting companies (Equifax, Experian, 
and TransUnion). AnnualCreditReport.com provides consumers with 
the secure means to request their free credit report.

79



Glossary of Financial Terms

Fixed Rate Loan: A type of loan in which the interest rate does not 
change during the term of the loan. 

Guarantor: A party who agrees to be responsible for the payment 
of another party's debts should that party default.

Late Charge: The fee charged for delinquent payment on an 
installment loan, usually expressed as a percentage of the loan 
balance or payment. Also, a penalty imposed by a card issuer 
against a cardholder's account for failing to make minimum 
payments.

Letter of Credit: This is a guarantee of payment by a financial 
institution to a third party. Certain conditions have to be met first 
and expert advice is required when using these instruments. 

Leverage: This describes the amount of debt in your business, in 
relation to your equity. The more you use debt to finance your 
company, the more leveraged you are (borrowing other people's 
money to make money). 

Line of Credit: A pre-approved loan authorization with a specific 
borrowing limit based on creditworthiness. A line of credit allows 
borrowers to obtain a number of loans without reapplying each time 
as long as the total of borrowed funds does not exceed the credit 
limit.
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Glossary of Financial Terms

Loan-to-Value Ratio (LTV): The ratio of the loan principal (amount 
borrowed) to the appraised value (selling price). For example, on a 
$100,000 home, with a mortgage loan principal of $80,000, the 
loan-to-value ratio is 80 percent. The LTV will affect programs 
available to the borrower; generally, the lower the LTV, the more 
favorable the program terms offered by lenders.

Loan Proceeds: The net amount of funds that a lending institution 
disburses under the terms of a loan, and which the borrower then 
owes.

London Inter-Bank Offer Rate (LIBOR): The interest rate that the 
banks charge each other for loans (usually in Eurodollars). This rate 
is applicable to the short-term international interbank market and 
applies to very large loans borrowed for anywhere from one day 
to five years. LIBOR is the Eurodollar equivalent of the federal funds 
rate. This market allows banks with liquidity requirements to borrow 
quickly from other banks with surpluses, enabling banks to avoid 
holding excessively large amounts of their asset base as liquid 
assets. The LIBOR is officially fixed once a day by a small group of 
large London banks, but the rate changes throughout the day.

Minimum Balance: The amount of money required to be on deposit 
in an account to qualify the depositor for special services or to 
waive a service charge. 
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Glossary of Financial Terms

Minimum Payment: The minimum dollar amount that must be paid 
each month on a loan, line of credit, or other debt.

Money Market Deposit Account: A savings account that offers a 
higher rate of interest in exchange for larger than normal deposits. 
Insured by the FDIC, these accounts have limits on the number of 
transactions allowed and may require higher balances to receive 
the higher rate of interest.

Offset, Right of: Banks' legal right to seize funds that a guarantor 
or debtor may have on deposit to cover a loan in default. It is also 
known as right of setoff.

Open-End Credit: A credit agreement (typically a credit card or line 
of credit) that allows a customer to borrow against a preapproved 
credit line when purchasing goods and services. The borrower is only 
billed for the amount that is actually borrowed plus any interest 
due. (Also called a charge account or revolving credit.)

Operating Loan (or Revolving Loan): Short-term financing to 
supply cash flow support or cover day-to-day operating expenses - 
including, but not limited to, accounts receivable and inventory.

Payoff: The complete repayment of a loan, including principal, 
interest, and any other amounts due. Payoff occurs either over the 
full term of the loan or through prepayments.
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Glossary of Financial Terms

Payoff Statement: A formal statement prepared when a loan 
payoff is contemplated. It shows the current status of the loan 
account, all sums due, and the daily rate of interest.

Personal Guarantee: A guarantee to the lender that you will take 
personal responsibility for repaying the loan or any other debt 
obligation. 

Power of Attorney: A written instrument which authorizes one person 
to act as another's agent or attorney. The power of attorney may 
be for a definite, specific act, or it may be general in nature. The 
terms of the written power of attorney may specify when it will 
expire. If not, the power of attorney usually expires when the 
person granting it dies. Some institutions require that you use the 
bank's power of attorney forms. (The bank may refer to this as a 
Durable Power of Attorney: The principal grants specific rights to 
the agent).

Prepayment Penalty: A penalty imposed on a borrower for 
repaying the loan before its due date. (In the case of a mortgage, 
this applies when there is not a prepayment clause in the mortgage 
note to offset the penalty). 

Principal Balance: The outstanding balance on a loan, excluding 
interest and fees.

Refinancing: A way of obtaining a better interest rate, lower 
monthly payments, or borrow cash on the equity in a property that 
has built up on a loan. A second loan is taken out to pay off the first, 
higher-rate loan. 
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Glossary of Financial Terms

Renewal: A form of extending an unpaid loan in which the 
borrower's remaining unpaid loan balance is carried over (renewed) 
into a new loan at the beginning of the next financing period. 

Revolving Credit: A credit agreement that allows a customer to 
borrow against a preapproved credit line when purchasing goods 
and services. The borrower is only billed for the amount that is 
actually borrowed plus any interest due. (Also called a charge 
account or open-end credit.)

Security (often called Collateral Security): Asset(s) belonging to the 
business or to you personally, which are pledged to a lender in 
support of a loan. 

Service Charge: A charge assessed by a depository institution for 
processing transactions and maintaining accounts. 

Term Loan: A loan you obtain for a specified length of time (the 
term is usually not greater than the useful life of the asset being 
financed) to purchase fixed assets like machinery, equipment and 
buildings, or to renovate premises. 

Terms: The period of time and the interest rate arranged between 
creditor and debtor to repay a loan.
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Glossary of Financial Terms

Truth in Lending Act (TILA): The Truth in Lending Act is a Federal 
law that requires lenders to provide standardized information so 
that borrowers can compare loan terms. In general, lenders must 
provide information on

• what credit will cost the borrowers,

• when charges will be imposed, and

• what the borrower's rights are as a consumer

Usury Rates: The maximum rate of interest lenders may charge 
borrowers. The usury rate is generally set by State law. 

Variable Rate: Any interest rate or dividend that changes on a 
periodic basis.
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Appendix B: 
COVID-19 Impact 
Supplement

IMPORTANT NOTE
Enter your responses directly into the pre-prepared area of the 

EXHIBITS section of the accompanying blank template.
Follow the suggested formatting, and

complete any blank forms where included.
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Appendix B: 
COVID-19 Impact & Loss
Quantification

If your business has been struggling due to the economic impact of 
COVID-19, there are some extra steps you can take to help 
improve your chances of getting the capital you need to sustain your 
business now, while pivoting to new opportunities or planning for the 
reopening of your marketplace.

There are five distinct considerations for establishing the case for a 
COVID-19 impacted ask: the immediate lost revenue, lost business 
opportunities, expenses you are incurring, lost productivity and run 
rate of growth. It’s important to thoroughly assess each of these 
areas to create an ask that is logical, reasonable, and makes your 
case for the losses you are suffering and what it will take to 
rebound. It’s important to think critically and creatively when it 
comes to developing this section of your story. Doing this right can 
make hundreds of thousands of dollars of difference.
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Appendix B.1: 
Lost Revenue

When the crisis hit, how much business were you doing? If you were 
completely shut down, include all lost revenue. If you were able to 
keep a portion of your business going, such as a restaurant still 
offering takeout service, you’ll need to calculate what you’ve made 
versus what you should have made if your business was fully 
operational. Be sure to consider revenue across all products and/or 
services that your business provides.
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 — FOR YOUR TEMPLATE —

Appendix B.1 Questions to Answer:

1. What were your revenues in the 12 months leading up to the 
pandemic?

2. Have you been able to salvage any revenue?

3. What is your immediate amount of loss? Consider all of the 
following:

● Contracts/appearances cancelled
● Orders you couldn’t fulfill
● Bricks & mortar sales losses
● Online sales losses

Use the information here to calculate the dollar amount for the 
Lost Revenue line on the Quantifying Your Loss table in the 
answer sheet. The actual answers to these questions will be put in 
Section Appendix B.1 in your template.



Appendix B.1: 
Lost Revenue

Information Resources:

• Credit card and bank statements

• AR/AP information

• Existing or cancelled contracts

• Invoices paid or due to be paid

 
Pro Writing Tips:

• Try to be as accurate as possible with numbers, and as concise 

as possible with language.

• Document, document, document.
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Appendix B.2: 
Lost Opportunities

Developing your ask should also include impending revenue that you 
lost because of the crisis. This includes items such as deals you were 
working on that collapsed, or uncontracted but ancillary revenue 
that you typically would have made. For example, if you were a 
musician on tour and did promotional radio interviews in every city 
that lead to more record sales, that's a lost opportunity.
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 — FOR YOUR TEMPLATE —

Appendix B.2 Questions to Answer:

1. What was the value of any business in your pipeline that was 
put on hold? (Be sure you can demonstrate how that value 
was calculated, such as EBITDA, sales multiples, etc.)

2. Have you lost any “uncontracted” revenue due to cancelled 
events/appearances?

3. Were you about to launch a new product or service and now 
must delay that?

Use the information here to calculate the dollar amount for the 
Lost Opportunities line on the Quantifying Your Loss table in the 
answer sheet. The actual answers to these questions will be put in 
Section Appendix B.2 in your template.



Appendix B.2: 
Lost Opportunities

Information Resources:

• Credit card and bank statements

• AR/AP information

• Existing or cancelled contracts

• Invoices paid or due to be paid

Pro Writing Tips:

• Try to be as accurate as possible with numbers, and as concise 

as possible with language.

• Document, document, document.
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Appendix B.3: 
Incurred Expenses

Even when your business is on hold, certain financial liabilities are 
still being incurred. Fixed costs like rent and utilities don’t go away. 
But there are many other costs that you will incur during downtime, 
reopening and rebuilding. Things to consider include accounts 
payable, staff salaries, software licenses, equipment leases, 
necessary supplies such as product materials and the cost of 
communicating business changes to customers and prospects . The 
more thorough you are here, the better — a good way to ensure 
that you aren’t missing anything is to review your credit card and 
bank statements, keeping a special eye out for items that are 
automatic payments.
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Appendix B.3: 
Incurred Expenses

93

 — FOR YOUR TEMPLATE —

Appendix B.3 Questions to Answer:

1. What are your fixed costs?*

2. Did you pay out any non-refundable deposits or cancellation 
fees?

3. How much have you spent or borrowed for temporary 
financing? (You will need to create and include a debt 
schedule exhibit).

4. How much time and money have you spent communicating 
with your customers through paid vehicles like social media 
ads about how the crisis has affected your business?

5. Have you had to hire any outside consultants or specialized 
services?

6. If you have pivoted, how much did you spend to move in a 
new direction?

7. Adding equipment

8. Acquiring new expertise

9. Advertising/promoting new products or services



Appendix B.3: 
Incurred Expenses

Information Resources:

• Credit card and bank statements

• AR/AP information

• Existing or cancelled contracts

• Invoices paid or due to be paid

 

Pro Writing Tips:

• Try to be as accurate as possible with numbers, and as concise 

as possible with language.

• Document, document, document.
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10. Training/retraining?

11. Will restocking expenses be higher than normal in terms of 
prices of goods (gouging) or labor shortages?

Use this information to calculate the dollar amount for the 
Incurred Expenses line on the Quantifying Your Loss table in the 
answer sheet. The actual answers to these questions will be put in 
Section Appendix B.3 in your template.



Appendix B.4: 
Lost Productivity

Does your business still have plenty of work, but you shortened work 
days or reduced the work week to accommodate quarantine 
restrictions or remote work complications? A reduction in billable 
hours can be quantified and included as a financial loss. For 
example, perhaps your company reduced the hours for all their 
billable employees from 40 to 32 because schools were closed and 
their staff of 10 required more time parenting. That’s 8 hours a 
week for every billable employee, and each employee bills out at 
$200 per hour — which means those 8 hours of lost productivity cost 
the company $16,000 per week. At 4.3 weeks per month, that’s 
$68,000 per month, and with schools closed for the rest of the year, 
this company could face a productivity loss of at least $275,000.
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 — FOR YOUR TEMPLATE —

Appendix B.4 Questions to Answer:

1. Did my staff have work that they could not do because of 
the shutdown? Sources of productivity loss may include:

• Orders going unfilled

• Fewer billable hours

• Missed deadlines

Use the information here to calculate the dollar amount for the 
Lost Productivity line on the Quantifying Your Loss table in the 
answer sheet. The actual answers to these questions will be put in 
Section Appendix B.4 in your template.



Appendix B.4: 
Lost Productivity

Information Resources:

• Credit card and bank statements

• AR/AP information

• Existing or cancelled contracts

• Invoices paid or due to be paid

Pro Writing Tips:

• Try to be as accurate as possible with numbers, and as concise 

as possible with language.

• Document, document, document.
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Appendix B.5: 
Lost Run Rate of Growth

If your company has had a consistent growth rate over the past 
couple of years and you were on track to continue or exceed it 
before the crisis hit, you should also build that number into your ask. 
For example, if your business has grown at 15% for the past three 
years and last year your revenue was $2,000,000 that works out to 
an expected growth of $300,000 for 2020, or an average of 
$25,000 per month. 
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 — FOR YOUR TEMPLATE —

Appendix B.5 Questions to Answer:

1. Has my track record been one of growth prior to the crisis?

2. What was the compound annual growth rate (CAGR)?

3. What would this year’s expected revenue be based on that 
growth rate?

Use the information here to calculate the dollar amount for the 
Lost Productivity line on the Quantifying Your Loss table in the 
answer sheet. The actual answers to these questions will be put in 
Section Appendix B.5 in your template.



Appendix B.5: 
Lost Run Rate of Growth

Information Resources:

• Credit card and bank statements

• AR/AP information

• Existing or cancelled contracts

• Invoices paid or due to be paid

 

Pro Writing Tips:

• Try to be as accurate as possible with numbers, and as concise 

as possible with language.

• Document, document, document.
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Appendix C: 
Completed Sample Template
Kensington Valley Varsity
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EXECUTIVE SUMMARY

Kensington Valley Varsity has been in business for 14 years, growing 
from a single desk in an alterations shop to a 5,000 sq. ft. facility that 
holds a retail showroom and full apparel decoration services. KVV 
provides decorated apparel and promotional products for corporations, 
schools, sports teams, clubs, and non-profit organizations. It also creates 
custom web stores that enable businesses, clubs, teams, and nonprofits 
to easily fundraise online for their clients or groups, which has earned us 
a strong base of loyal, repeat customers.

The company’s mission is to provide customers with products to 
consistently brand their business or organization with apparel and 
promotional products, meeting all deadlines while delivering exceptional 
craftsmanship and reasonable prices.

KVV’s initial focus was in school and sports apparel, but in 2019, the 
organization realized a 13% increase in the corporate apparel sector. 
This allowed the company to purchase a 6 head embroidery machine 
and a single head chenille machine. All decoration is now done in-house 
using the following decoration techniques: screen print, embroidery, and 
chenille embroidery. The new equipment increased production by 25% 
for a 15% savings in cost of goods sold for the department. Additionally, 
sales in 2019 jumped from $1 million to $1.27 million. 
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Based on extensive calculations, Kensington Valley Varsity is 
looking to borrow $500,000. KVV plans to use funding to pivot more 
deeply into the accelerating healthcare market, allow for more 
focused marketing on the healthcare and corporate sector, retrain 
employees on the new marketing sectors, continue paying vendors 
for product ordered but unable to be fulfilled (decorated), and keep 
current with equipment leases.



The COVID-19 crisis has impacted KVV’s business significantly, forcing 
the company to shut down due to the government restrictions. It was 
unable to process existing orders and could not accept new orders due 
to lack of product and staffing. To stem the tide of loss, KVV has taken 
steps that include employee layoffs, cancelled advertising, and the 
shutting down of equipment that uses a great deal of energy.

KVV does, however, have opportunities today even amidst the pandemic 
crisis in the healthcare market. The company has a significant 
competitive advantage in its diversified products and customer base, 
which includes corporations that are considered essential, such as 
healthcare and manufacturing. This has allowed some work to continue 
even as other sectors of the industry, such as schools and sports 
organizations, are completely shut down. Healthcare in particular has an 
immediate need for KVV’s services since decorated apparel identifies 
workers and enables providers to have their brand on each garment. 

As the crisis passes, KVV plans to begin working on marketing to 
re-incorporate the school and athletic sectors, where growth is 
anticipated upon resumption of activities.
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THE LOAN REQUEST

KVV has carefully planned its use of funds. A loan of $500M will allow the 
company to retain key personnel and add equipment to allow more and a 
larger variety of goods to be produced. Between this and expansion into 
the growing healthcare sector, KVV will be well-positioned to regain its 
growth trajectory once the market stabilizes. 

Use Amount Allocated

Pay staff salaries for 2-month shutdown $46,000.00

Lease an additional embroidery machine $300,000.00

Upgrade computer software for embroidery equipment $118,000.00

Pivot marketing & training towards healthcare sector $36,000.00

TOTAL LOAN REQUEST $500,000.00
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THE COMPANY

Kensington Valley Varsity established its niche in the marketplace by 
continually staying ahead of the curve in both technology and design. It 
was the first to offer custom websites for groups to raise funds via 
apparel sales, earning it a loyal customer base. The company also 
purchased software to streamline customer orders, vendor purchase 
orders, inventory and production work orders. This re-investment in the 
business provided a highly valuable ability to track orders, production, 
inventory and easily, accurately communicate with customers. KVV also 
developed unique designs and apparel, ensuring that the business kept 
out in front of both the trends and processes necessary to keep its 
products current in the marketplace.
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Company Milestones:

2006 (March): Kensington Valley Varsity was established with a desk 
located inside an alterations shop, selling varsity jackets and spirit wear 
to the local community.

2006 (September): Expanded to taking screen print and embroidery 
orders; the company previously had contracted out the decorating 
services.

2008: Sales doubled, enabling the business to relocate to a small 
storefront behind Main Street in Brighton, the primary location for most 
retail shops.

2009 - 2011: 13% average annual sales increase

2012: Established online custom stores with value-added fundraising 
options unique to the competitive market.

2012: Expanded to a 2,500 sq. ft. location in a major retail hub, offering 
increased customer visibility as well as office space and a small 
production area.

2013-2015: 12% average annual sales increase

2015: Expanded footprint to 5,000 sq. ft. located on the highest-trafficked 
roadway in the county.

2015: Leased screen print equipment to start in-house production for 
greater control over production quality and scheduling.

2016: Posted a 24% increase in sales, enabling the addition of a large, 
6-head embroidery machine to increase production without having to add 
staff.

2016: Began diversifying KVV’s market to include small business and 
corporate apparel

2019: Used an 11% increase in revenue to intensify focus on 
corporate/healthcare market growth and lease two pieces of equipment 
to increase order capacity and fulfilment speed.

104



Company’s Presence in the Community

KVV is active in the community and belongs to the following groups: 
Greater Brighton Area Chamber of Commerce, Hartland Chamber of 
Commerce, Business Network International, Brighton Women’s Business 
Network, and the Women’s Business Enterprise National Council.
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SALES & MARKETING INITIATIVES

KVV has had the most marketing success with its custom fundraising and 
web stores, which account for 34% of its revenue and are promoted to 
corporations, charities, and sports organizations. The main KVV website 
generates revenue by hosting these custom web stores.

KVV markets across both traditional and digital channels. Socially, the 
most success has been with Facebook — KVV is able to cross these 
promotions with its web store customers to get the best traction on its 
posts.
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Budget KVV’s advertising budget is 7% of its 
annual revenue for the previous year. 
Typically a monthly budget is set up 
based on sales trends per month and 
the business segments most active in 
that timeframe. For example, the 
company focuses 75% of its advertising 
budget on the school and sports 
segment from August through 
December as that segment accounts for 
75% of their sales during that period.

Goals ● Increasing sales by focusing on 
the industry trends and using 
technology to stay ahead of 
competitors in the market.

● Acquiring new customers via 
social media campaigns and 
customer referral campaigns, and 
tracking the growth through online 
and retail software. 
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Goals (cont.) ● Focusing on customer retention, 
using follow up emails and calls 
for customer feedback to raise 
customer satisfaction.

● Upselling and cross selling on all 
orders, promoting different apparel 
options, decoration options and 
advertising specialty products to 
all customers. 

● Increasing web traffic, through 
social media campaigns and the 
marketing of online custom stores. 

Channels & Measurements Google Ads - Using monthly metrics 
including visitors, conversions and 
conversion rates to determine the 
proper spend. 

Social Media - (Facebook, Instagram, 
Twitter) - Using insights to track reach 
and post engagements. Typically a $200 
spend every 2 weeks depending on 
local events and current store 
promotions.

Local Print Ads - (Promotions through 
local publications) - Tracking through 
coupon usage.

Sales Leads via ASI - Using a list of 
target companies to send email blasts 
and following up with phone calls. 
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Channels & Measurements (cont.) Email Marketing - Email marketing is 
done through KVV’s web store provider 
Ink Soft, using the customer information 
to promote other sectors of the business 
via the email platform in the system.

Other Efforts Fundraising Web Stores - Promote 
local organizations with fundraising web 
stores. Free promotion of web stores via 
the organizations.

Chamber of Commerce - KVV works 
with three local Chamber of Commerce 
organizations through their various 
marketing channels. 

Special Event Services - KVV works 
directly with organizations to offer its 
services at special events. This gives 
the company opportunities to sell 
products and promote its custom work 
at the same time.

Referral Network - KVV offers a 
referral discount to all in-store 
customers; referrals receive a 25% 
discount on new custom orders. 

Marketing & PR Staff Social Media campaigns are handled by 
the in-house Art Director. Corporate 
Marketing is handled by the Director of 
Sales and Marketing. No marketing 
functions are outsourced. 

Collateral ● Business cards
● Sales brochures
● Postcards inserted in the 

packaging of all outgoing orders
● Giveaway items - branded pens, 

tote bags etc. 



MANAGEMENT & OWNERSHIP

KVV has grown under the leadership of Founder/Owner Stephanie 
Konkel through her sound fiscal management and smart strategic 
decisions that include: consistently adding new products, focusing on 
trends in the market, expanding market share, expanding production 
capacity, promoting quality assurance, providing sound financial 
management, and establishing a loyal customer base through 
outstanding customer service, competitive pricing, and meeting 
deadlines. She has also created a quality leadership team, seeking out 
expertise and encouraging loyalty with the working environment and her 
management style.

Stephanie Konkel
Founder/Owner

Denise Barr
Director of Sales & 

Marketing

Danielle Reaume
Art Director

Dayna Laroche
Director of 
Embroidery

109



Stephanie Konkel, Founder/Owner

Kensington Valley Varsity’s primary owner and 
manager is Stephanie Konkel, who founded the 
company 14 years ago. She has grown the company 
through both exceptional strategic and management 
choices around finance, personnel and expansion. She 
understands her products and stays constantly up to 
date on the market and KVV’s competition.

Summary

Results-oriented Decorative Apparel Industry executive with demonstrated record of 
accomplishment in streamlining operations, increasing profits and maximizing market 
penetration. Decisive leader promoting operational improvements, market expansion 
and positive corporate culture as keys to success.

Key Skills

• Business analysis

• Revenue Growth

• Operations management

• Financial administration

• Negotiation

• Budgeting
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Experience

President, 03/2006 to Current
Kensington Valley Varsity – Brighton, MI
● Oversaw business-wide changes to modernize procedures and 

organization.
● Aligned organizational objectives with company mission, increasing 

revenue, profit and business growth by collaboratively developing 
integrated strategies.

● Developed innovative sales and marketing strategies to facilitate business 
expansion through use of technology and industry trends.

● Improved supply chain to reduce materials costs and optimize distribution.
● Fostered new business through the creation of custom web stores.
● Facilitated over $1,000,000 in annual business revenue.
● Integrated new media and web advertising initiatives into client's marketing 

strategies to enhance brand awareness.
● Interviewed, onboarded and mentored 19+ employees including sales and 

marketing, skilled trade professionals and part-time customer service 
employees.

● Increased business profits 14% by streamlining processes and trimming 
unnecessary expenditures.

Apparel Designer, 10/1996 to 02/2006
Sew Fitting, Inc – Royal Oak, MI
● Worked with clients to design and create custom bridal apparel.
● Clearly communicated designs and revisions to customers
● Sketched artistic and fresh designs for consideration.
● Led aesthetic vision and creation of new bridal designs.
● Resolved conflicts and negotiated mutually beneficial agreements 

between parties.
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Experience Cont.

Sales Manager, 08/1993 to 10/1996
Productions Plus – Southfield, MI
● Delivered engaging sales presentations to new clients, including talent 

auditions and training.
● Coached employees in successful selling methods and encouraged 

cross-selling to drive revenue.
● Worked with clients to train employees on successful presentations.
● Organized promotional events and interacted with clients to increase sales 

volume through events.
● Initiated new sales and marketing plans for product roll-outs, including 

developing sales, distribution and media strategy.
● Handled all customer relations issues pleasantly, enabling quick resolution 

and client satisfaction.

Restaurant Manager, 07/1992 to 06/1993
Doubletree Hotel – Seattle, WA
● Resolved challenging customer complaints to full satisfaction, promoting 

brand loyalty and maximizing repeat business.
● Led and directed team members on effective methods, operations and 

procedures.
● Correctly calculated inventory and ordered appropriate supplies.
● Recognized and formally acknowledged outstanding staff performance to 

boost company morale and productivity.
● Clearly and promptly communicated pertinent information to staff, such as 

large reservations or last-minute menu changes.

Education
Bachelor of Science: Marketing Management
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Danielle is responsible for all art for production as well 
as KVV’s marketing platforms. She started with the 
company in 2017 as an assistant Graphic Designer. 
Over her three years with KVV, Danielle has honed her 
design skills and taken on a leadership role — becoming 
responsible for all design at the company.

Danielle Reaume, Art Director

Key Skills

• Adobe Creative Suite

• Microsoft Office

• Brand Development

Experience
Art Director, 05/2016 to present
Kensington Valley Varsity – Brighton, MI

• Responsible for all graphic design aspects for all screen print orders.

• Manage brand development and create artwork based on customer 
specifications & time frame

• Head of the printing department

• Upload and design custom web stores to display products for customer online 
ordering

• Create business through social media ads & flyers

• Manage business promotion through media platforms

• Customer Service

• Organized

• Multitasker

113



Graphic Design Internship, 09/2015 - 12/2015
First Impression Print & Marketing
● Design marketing materials & media
● Create brand concepts
● Print production
● Meet customer specifications & due dates
● File management

Business Development Coordinator, 07/2015 - 12/2015
Lasco Ford
● Phone and email communication
● Marketing
● Producing dealership traffic by selling appointments to generate sales
● Spreadsheet tracking

Teller, 02/2012 - 07/2013
JP Morgan Chase
● Process transactions & deposits
● Promote products & services
● Evening drawer balance
● Daily open & close procedures
● Customer communication

Education
Associates Degree - Graphic Design and Multimedia, Lansing Community 
College, MI 2016
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Denise has been with KVV for nearly two years. She 
was hired for her previous sales and marketing 
experience and serves as the primary point of contact 
for all major corporate clients. Denise is also the 
in-house expert on KVV’s advertising and promotional 
products, working with both customers and vendors to 
deliver value-added products to go along with their 
apparel needs.

Denise Barr, Director of Sales and Marketing

Key Skills

• Competent using software including Windows, Word, Excel, Outlook/Email, 
Adobe, and the Internet.

• Work well as a team member or independently.

• Resourceful, energetic, competent, results-oriented, and able to multitask.

• Developed and implemented improved policies and procedures, resulting in 
improved efficiency and productivity

• Use clear and concise communication skills in conjunction with organizational 
skills to perform daily duties

Experience
Director of Sales and Marketing, 2018 to present
Kensington Valley Varsity – Brighton, MI
Interact with customers, making sure solutions are delivered in a timely manner, 
transmitting customer requirements to teams, and identifying business opportunities.

• Provide customers with the tools and ability to generate more business

• Organize incoming orders, create reports and track customers orders daily
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Resident Teaching Assistant, 2008 to 2018
WillowBrook Rehabilitation Services – Brighton, MI

Provide residential care to adults recovering from Traumatic Brain Injuries. 
Responsible for the well-being of clients, both physically and mentally.
● Provide assistance to clients in the development and promotion of life 

skills
● Support individual medical needs, including transfers, personal care, 

lifting, feeding (including tube feedings), and administering medications
● Assist in the daily operations of residential programs, as defined by the 

clients’ therapists
● Current certifications in First Aid, CPR, and CPI

National Marketing Representative
01/2016 - 11/2007 & 11/2007 - 06/2008
Blue Sky Title, Flushing – MI
Superior Title Services, Indianapolis, IN

Contacted potential clients and informed them of all available services.  
Created and developed relationships to ensure future business success.
● Provided customers with the tools and ability to generate more business
● Created daily reports showing all prospective clients and tracked weekly 

activity
● Communicated with clients to ensure satisfaction on a weekly basis

 Project Manager, 2000-2001
Coordinated projects through a wide range of customers in the rapid prototype 
division. Provided quick-turn quotes to meet many different needs of customer.

● Provided customers with the option of getting bare circuit boards to 
complete assemblies in a 3-5 day turn-around

● Independently started circuit board orders and checked in all necessary 
parts for assembly orders

● Identified and resolved any issues in manufacturing with each order 
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Program Developer, 1999-2000
Developed software using C Shell for front-end integration, from sales to 
pre-production. Evaluated current process flow and determined ability for 
automation.
● Increased production flow through the CAM department
● Reduced the amount of time for sales to quote jobs
● Completed Advanced Training classes for CAM software through Valor 

Computerized Systems

Programming/CAM/Photo-Tooling Supervisor, 1996-1999
Analyzed production schedule to plan crew assignments for section and 
assigned duties to employees. Examined product according to knowledge of 
manufacturing and quality standards to determine acceptability.
● Successfully hired, trained and managed a staff of 20 employees
● Improved efficiency of feed and speed rates of numerical controlled 

machines
● Implemented new software package for integration between CAM and 

front-end processes

Account Manager, 1996-1997
Managed a pilot program which met customers’ needs for quick turn circuit 
board orders.

● Initiated and implemented the program that guaranteed 24-hour 
turnaround on printed circuit boards

● Independently completed the process of order intake, shipping and 
invoicing

● Developed position into full-time status

Education
BS Industrial Management, Univ. of Indianapolis, Indianapolis, Indiana, 1994
AS Drafting & Design Technology, Tri-State University, Angola, Indiana, 1992 
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Dayna joined KVV in 2009. While she started in 
customer service and working events, she started 
training three years later and became KVV’s head 
embroiderer. She learned all the functions of the 
machines and production before moving on to the 
art side of embroidery. There, Dayna trained on the 
software and learned basic digitizing of the 
embroidery art. She has become the main customer 
contact for all embroidery orders, coordinating the 
art and production to facilitate customer needs.

Dayna Laroche, Director of Embroidery

Summary

Enthusiastic individual with superior skills in working in both team-based and 
independent capacities. Brings strong work ethic and excellent organizational skills 
to any setting.

Key Skills

• Interpersonal Communication

• Adaptability

• Detail-oriented/Organized

• Customer Service/People person

• Active Listening

• Team Player
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Experience
Embroidery Salesmen Specialist/Department Head, 2009 to presenT

Kensington Valley Varsity – Brighton, MI
● Customer service including answering the phone and greeting walk-ins
● Produced phone, e-mail, and in-person sale orders
● Observed sewing operations to detect defects in stitching.
● Programmed correct color sequences to match order ticket specifications 

and verified quality of uniforms by adding, updating & removing 
embroidered logos.

● Operated multi-head sewing machines to embroider names, initials or 
decorative designs on

● garments and household articles.
● Generated high-quality results quickly and efficiently.
● Measured customers for size and recorded measurements for use in 

product purchase.
● Maintained customer expectations with open consultations and frequent 

communication.

Hostess/Assistant Waitress
Little Archies, Brighton, MI
● Attended to new customers quickly to inquire about drinks and start off 

dining experience with prompt beverage service.
● Calculated charges, issued table checks and collected payments from 

customers.
● Accommodated guests with special needs, including accommodations for 

child seats and wheelchairs.
● Maintained table settings by removing courses, replacing utensils and 

refilling beverages promptly.

Education and Training
Washtenaw Comm. College, Ann Arbor, MI: General Education (Deans List)
Schoolcraft College, Fenton, MI: Gen. Education - Physical Sciences
Grand Valley State Univ., Allendale, MI: Physical Education Teaching & 
Coaching (3.7 GPA)
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THE INDUSTRY

The decorated apparel industry is divided into several segments; 
embroidery, screen printing, dye sublimation, digital printing, and others. 
In the United States, there are approximately 11,000 screen printing and 
embroidery companies generating a collective $8 billion in revenue. 
There are also no companies with a dominant share of this industry. The 
embroidery segment led the global market in 2018 with more than 42% of 
the market. Embroidered products have significant demand due to their 
higher durability than other types of decorated apparels; custom 
embroidery work lasts much longer than the printed works. Custom 
embroidery gives a professional look, thus has a wide application scope 
in the corporate sector as well. 

Report Source: https://www.grandviewresearch.com/industry-analysis/decorated-apparel-market
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FINANCIAL INFORMATION & PROJECTIONS

FORM A: 2018 – 2020 Profit and Loss
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FORM C: A/R Aging Summary [sample]

As of July 21, 2020
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FORM D: Three Year’s Actual Tax Returns

NOT DISPLAYED FOR PRIVACY REASONS

124



FORM E: Recast Tax Returns [Sample]
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FORM F: Personal Financial Statement [sample]

Guarantor #1: Susan Sample-Data

Date of Statement: July 22, 2020

Personal Balance Sheet

Cash & Checking Accounts $12,000.00
Savings Accounts $3750.00
Accounts & Notes Receivable $0.00
Marketable Securities $25,000.00
     Total Liquid Assets (Add lines 1-4) $40,750.00
Real Estate $540,000.00
Automobiles $56,000.00
IRA & Other Retirement Accounts $120,000.00
Other Personal Property $5,000.00
     Total Other Assets (Add lines 6-9) $721,000.00

                               Line 5 + Line 10 = TOTAL ASSETS $761,750.00
Accounts Payable $0.00
Credit Cards & Revolving Debt $14,500.00
Installment Loans $27,750.00
Mortgages on Real Estate $260,000.00
     TOTAL LIABILITIES (Add lines 12-15) $302,250.00

      Total Assets – Total Liabilities = NET WORTH $459,500.00
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FORM G: Credit Report, business [sample]
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FORM G: Credit Report, personal [sample]
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FORM H: Balance Sheet
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Assumptions

General

General Information

Company Name (Legal)     Sew Fitting
Company Name (DBA)      Sew Fitting
Start Year                           2018
Fiscal Year Ends On          December 31
1st Fiscal Month                 January
CF Year                              2020
Cash or Accrual                  Cash

Federal Income Tax

Federal Income
State
City
Sales
Payroll
FICA
FUTA
Property

Overhead Allocation

Allocate Overhead by Revenue Stream     Yes
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Assumptions Cont.

Escalators

Years 2021, 2022 & 2023

Revenue                                    12%
COGS                                        8%
Expenses                                   5%

Assets                                        3%
Liabilities                                    3%
Equity                                         3%

Cash Flow from Operations       4%
Cash Flow from Investments     0%
Cash Flow from Financing         5%



Contracts with Clients for Present and Future Work:

ABH Healthcare, $12,000

Diamond Accounting, $3,000

School District 119, $8,000

Strategic Relationships to Help Generate Business:

Preferred vendor for several area school districts

Involved in community youth sports

Additional Strengths/ Information:

Strong community ties

Extensive network with other entrepreneurs
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LOAN REQUEST SUMMARY

Kensington Valley Varsity is looking to borrow $500,000.00. KVV plans to 
use funding to pivot more deeply into the accelerating healthcare market, 
allow for more focused marketing on the healthcare and corporate sector, 
retrain employees on new marketing sectors, continue paying vendors for 
product ordered but unable to be fulfilled (decorated), and keep current 
with equipment leases.

The COVID impact is clear. However, between the growing market for 
branded healthcare apparel due to the current public health emergency, 
the perennial need for sports & varsity apparel and the steady leadership 
of an experienced owner, this business is positioned to continue to thrive 
in the long term. We highly recommend funding this project.
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EXHIBITS
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EXHIBIT A: COVID-19 Impact & Loss Quantification

In the 12 months leading up to the outbreak, KVV was the #1 regional 
branded apparel supplier for area preschool, primary and secondary 
education schools; sports teams; youth leagues; school sports teams 
and varsity jackets. The company's revenue was $469k in this market. 
KVV was also experiencing growth: servicing businesses, sports groups 
and nonprofits in addition to schools/varsity jackets, giving them the 
ability to find a market segment to focus on throughout the year — not 
just seasonally as many of their competitors do. This also gives the 
company the ability to continue servicing customers even if a specific 
segment is down in revenues due to outside circumstances such as the 
economy. For example, KVV weathered the storm in 2008 due to the 
school and sports markets it serviced, because parents may have 
sacrificed purchasing for themselves but continued to purchase for their 
children.

However, in the current pandemic, KVV has been mandated to cease 
business operations. This comes at a time when youth and school sports 
are typically starting, as well as a pick-up in uniform and apparel orders 
from business clients in the home and landscaping industries. In 
addition, certain fixed expenses must be paid whether or not the 
company is in active production. 
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Lost
REVENUE1

Lost
OPPORTUNITY2

Incurred and
Outstanding
EXPENSES3

Lost
PRODUCTIVITY4

Lost
RUN RATE OF 
GROWTH5

$384,825.39 $70,400.00 $64,640.75 $47,297.68 $14,014.66

1 See Exhibit B for detailed Lost Revenue Calculations
2 See Exhibit C for detailed Lost Opportunity Calculations
3 See Exhibit D for detailed Incurred Expense Calculations
4 See Exhibit E for detailed Lost Productivity Calculations
5 See Exhibit F for detailed Lost Growth Rate Calculations

TOTAL QUANTIFIED LOSSES: $581,178.48
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EXHIBIT B: Lost Revenue Calculations

March/April 2020 Financial Loss Details:

·         $36,000 lost in revenue from landscaping/construction

·         $43,000 lost in revenue for schools/sports

·         $29,000 lost in revenue for the corporate/business sector

·         $18,000 lost in revenue for varsity jackets

Immediate Loss:

2019 March Sales:     $83,044.63

2019 April Sales:    $92,755.21

                $175,799.84

 

2020 March Sales:  $65,435.31                      -
2020 April Sales:         $2,559.39

                                 $67,994.70

 

Income Loss:                 $107,805.14                   =

 2019 Sales Used to Calculate Annual Loss Estimate:

March 2019:  $83,044.63

April 2019:     $92,755.21

May 2019:     $83,640.27

June 2019:    $56,391.02

July 2019:     $68,994.26

Total:            $384,825.39
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EXHIBIT C: Lost Opportunity Calculations

Contract Screen Printing for Sports Apparel Supplier Top Cat (new contract) $15,000

Softball League contract for Turnin2 $17,000

Landscape Contracts, Leppek, Cut n Care $13,000

School Fundraising site for “Senior Survivor” $3,200

Fenton Youth Football $4000

Taste of Brighton $3000

Brighton Youth Football $7000

BHS Sports Camps $8400

Non-Profit Events $4500

Youth Lacrosse Leagues $6500

Summer Camp Apparel $3800

TOTAL IN LOST OPPORTUNITIES $70,400
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EXHIBIT D: Incurred Expense Calculations

EXPENSE MONTHLY COST

Website $1200

Fast Manager order management software $185

ASI Association Fees $142.84

Call Rail (Google search calls subscription) $45

8x8 Telephone $250.31

Comcast $200.99

Accounting Fees $385.00

InkSoft (Software) $199

JDC Tek (Anti-Virus/Storage) $172

Verizon Wireless $443.24

Beyond Credit Card Processing/Gift Cards $75

Adobe Subscription $21.99

Lease Payments $7907.24

Rent $3900

Payroll $29,765.92

Employee Health Insurance $4,130.74

Work from Home Technology and Supplies $2,300

TOTAL INCURRED & OUTSTANDING EXPENSES:  $64,640.75
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EXHIBIT E: Lost Productivity Calculations

The first staff returning will be production and capacity is expected to be 
at 60% by July. The medical/corporate sector is expected to immediately 
account for 25% of the sales processed.

Total orders in process unable to be produced:  $47,297.68
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EXHIBIT F: Lost Run Rate of Growth Calculations

Throughout the 14 years in business, revenue has continued to grow by 
an average of 10.4% per year. The 14 months prior to the pandemic saw 
a 14% increase in revenue. KVV’s largest customer, Wellbridge/Nexcare, 
totaled 10% of annual revenue for 2019. In 2019, there was an increase 
in sales of 38% to this client over the previous four years. Prior to 2019, 
KVV’s average growth rate was 13% over the previous four years. 
Wellbridge/Nexcare continues to open divisions and facilities, and have 
become a very important business partner for KVV.

Calculations on next page . . .
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Gross Margins: 

2017 - $619,701

2018  $638,306

2019  $663,243

Growth Rates:

2016 – 24% (First year in current location)

2017 – 2%

2018 – 3%

2019 – 11%

Immediate Loss:

2019 March Sales:  $83,044.63

2019 April Sales:    $92,755.21

          $175,799.84

 

2020 March Sales:  $65,435.31

2020 April Sales:         $2,559.39

                          $67,994.70

 

Income Loss:                 $107,805.14

Additional 13% run rate:  $14,014.66

 Loss including run rate:   $121,819.80
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