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APPLICATIONS SHOULD BE TYPED OR HAND PRINTED CLEARLY TO ALLOW PHOTOCOPYING

Please return application along with your C.V. to: Peter Mc Donald, SBMS Membership Officer,
1 Waiktun Cres, Mount Waverley 3149 Tel. 9807 3323  Email: petaks@bigpond.net.au

Please visit www.sbms.org.au and read important information under the ‘New Mentors’ tab before you complete this application
Note: We use the non-confidential parts of this application to prepare your CV for the SBMS website if you are offered membership

Surname: First Name:
Preferred Name: Spouses Name:
Address:
Postcode
Postal Address: (If different)
Postcode
Email Address: Date of Birth Answering Machine:

Telephone: (BH) (AH) Mobile

MAIN FUNCTIONAL EXPERIENCE: e.g. financial management, costing, business planning, marketing, sales, general management

INDUSTRY EXPERIENCE: e.g. retail-food, manufacturing-hardware, printing, building, electronics, etc.

EXPERIENCE IN SMALL BUSINESSES: what experience do you have in the management of small businesses?

MAJOR STRENGTHS: e.g. where can you help businesses most?

TYPE OF REFERRALS DISLIKED: e.g. financial distress cases, new product launches, etc.

PROFESSIONAL QUALIFICATIONS:
if any

CURRENT OCCUPATION or CURRENT ACTIVITIES:

LANGUAGES: other than English
HOW MANY DAYS A WEEK ARE YOU WORKING IN BUSINESS?

MAXIMUM TRAVEL DISTANCE: | Hours KM’s AVAILABILITY: e.g. days or months WORKLOAD PREFERENCE:
to a customer, e.g. X Hours, or Y not available e.g. max. number of new assignments per month
kms

CLUBS/ASSOCIATIONS:

Business and/or Employment background

Business Nature of Business Worked From/ To Position held
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Sb I I I S experienced business mentors

Declaration:

The Small Business Mentoring Service Inc. (SBMS) and the Department of Innovation, Industry & Regional Development (DIIRD) require answers
to the following questions because SBMS work involves the handling of confidential business information requiring a high level of personal
integrity and trustworthiness. An applicant’s background and character are pertinent to determining suitability and eligibility for SBMS
membership.

a. Have you ever been convicted of any violation of law punishable by imprisonment of longer than one year? O Yesd No

b. During the past 20 years, have you forfeited collateral, been convicted or imprisoned, or placed on parole, for reasons other than in question a.?

OYes O No
c. Are you now under any charge of violation of law? OYes O No
d. Do you have any alcoholism or drug use problems? OYes O No
e. Have you ever been the manager, owner or director of a business which has failed or ceased trading owing money to creditors who were not fully
repaid or been bankrupted? OYes O No

‘ ’

If you have answered yes to any of these quest i akesand cipcunwstarices
(for questions a. b. and c.) and/or ttegent undertaken (for question d.) by attaching an additional sheet.

f. Are you working in a business, or employed for more than 2 days per week? OYes O No

g. Are you looking for employment of any kind? OYes O No

I agree that as a member of the Small Business Mentoring Service Inc. :

1. I am volunteering to mentor small business persons without any claim to anyone for compensation of any kind. | understand

I will be reimbursed by the client for an agreed ‘out of pocket’ expense fee while on SBMS business. OYes 0ONo

2. | agree not to seek or accept consultancies or engagements from clients who have been referred to me by the Department of Innovation,
Industry & Regional Development or by SBMS Inc. O Yes 0ONo

3. | agree to promptly pass on full payment received from clients to SBMS Inc for each and every mentoring session that | undertake on referral
from SBMS and/or DIIRD. O Yes 0ONo

4. 1 have read and will comply with the provisions of the SBMS Code of Ethics which I attach to this Application Form, and will also comply with
other rules for members. O Yes ONo

5. 1 will undertake and satisfactorily complete an SBMS orientation and briefing session as well as the necessary website and Mentor training
needed to fulfill my role as an SBMS Mentor O Yes 0ONo

6. 1 am prepared to contribute 20 hours per year to assist with SBMS administration and to attend a minimum of four (4) General Meetings each
year. O Yes ONo

7. 1 may withdraw as a volunteer at any time upon written notice, and | understand that my SBMS membership may be withdrawn if | fail to fulfill
my SBMS responsibilities and/or requirements. O Yes ONo

8. My initial appointment to the SBMS is for 12 months, and thereafter may be reviewed annually by the SBMS Committee of Management to
ensure that all members remain active mentors. O Yes ONo

9. 1 will accept a minimum of 6 mentoring assignments in a 12 month period. O Yes [ONo

10. I will maintain a PC-based email facility at my residence or place of business to enable communication of agendas, minutes, directories,
statistics and reports with SBMS and DIIRD using Microsoft Office and | will advise in advance any unavailability to accept mentoring

assignments. O Yes ONo
11. | agree to supply the standard Mentoring Record & Action Plan to all clients after each session with a copy to SBMS and DIIRD which will be
audited as part of the mentoring quality assurance system. 0O Yes ONo

12. | agree that non-confidential details about my business experience, knowledge and skills as contained in the SBMS Directory of Mentors can be
made available to the public in hard copy form, and on DIIRD and SBMS websites to assist clients to choose a Mentor.
O Yes ONo

CERTIFICATION: | certify that all of the statements made by me are true, complete and correct to the best of my knowledge and belief and are
made in good faith.
SBMS APPLICANT (sign & date): Day Month Year

Please print full name of SBMS member/applicant Signature of SBMS member/applicant
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Sb m S experienced business mentors
SBMS Code of Ethics: SEPT 2009

The performance of SBMS activities involves a community service and public trust. It is important that members conduct
themselves accordingly in their public contacts and in their relationships with other SBMS members. The fine character and
outstanding dedication of SBMS members and the resultant high standards are a source of pride to the membership.
Provisions —

1.

SBMS members shall at all times during the performance of their services, conduct themselves in such a manner as
to not discredit themselves or SBMS.

2. SBMS members shall not mentor two or more competing clients at the same time without the full knowledge and
approval of all parties. SBMS members shall not accept or participate in SBMS mentoring or other activities which
creates a conflict of interest between their mentoring or other activities and their or their family’s outside business or
financial activities or interests.

3. SBMS members may withdraw from a case or other assignments only upon advice to the source of the assignment ie.
the Department of Innovation, Industry & Regional Development.

4. SBMS members, because of their unpaid volunteer status, will neither charge nor accept fees, honoraria or things of
value as payment for individual mentoring, mentoring or other services on behalf of SBMS except as agreed
otherwise by the Committee of Management.

5. SBMS members shall neither charge or accept fees or things of value for assistance in the preparation of loan
applications, nor accept so-called “finder’s fees” for the location of lending sources.

6. SBMS members shall not accept fees, commissions, “kick-backs” or things of value from third parties as a result of
recommending any services, equipment or supplies, nor shall they recommend the purchase of goods in which they
have a direct or indirect interest, financial or otherwise.

7. SBMS members shall at all times protect business information relating to their clients which has been obtained or
furnished in confidence from unauthorized disclosure.

8. SBMS members, when advising clients about obtaining professional or other services or goods shall identify several
sources from which the clients may select.

9. SBMS members shall not advertise, solicit or propose the use of their outside businesses in the course of their
mentoring and/or other SBMS activities. SBMS membership is not to be used as a source or basis for developing
business contacts for personal or family financial gain.

10. SBMS members shall not directly or indirectly become officers, directors or shareholders in, or provide funding (by
way of investing, loans or otherwise) to, a “for-profit” business organisation which has sought mentoring or other
assistance from SBMS or has received it at any time, unless approved by the Committee of Management.

11. An SBMS member assigned to mentor a client may not become a paid consultant for, or accept other employment by
that client without the approval of the Committee of Management.

12. SBMS members shall not discriminate in any of their SBMS related activities against any person because of race,
colour, national origin, religion, gender, age, marital status, disability or citizenship.

13. Members shall seek advance advice from the Secretary about the propriety of any action or inaction which he/she
may have reason to believe may be, or may lead to, a violation of the Code of Ethics, before he/she or others engage
in the activity or fail to act.

| agree to abide by the provisions of this Code of Ethics signed on this day month 200
Please print full name of SBMS member/applicant Signature of SBMS member/applicant
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QUALITY EXPECTATIONS

By its nature mentoring is personal. Mentors and clients are all different people and behave
individually. So the mentoring process will véirgm Mentor to Mentor. Thimakes settinthe
attached guidelines difficultbut nane theless important.

These notes should be read as expectations, not edicts. They should be read as the spirit of
expectation, not the mathematical minimdinese notes represent the norm of expected
performance and behaviour, only to be bypassed in unusual circumstances.

SBMS receivelainding from the Governmeahd as such is required toee agreedquality

standards and client satisfaction levels. These are measured annuatty emslre they are
achievedexisting members are asked to read these notes carefullycaodtheir intent.New

members will baskedo sign acceptance of these expectations. In ultimate circumstanses the
expectationsvouldf or m t he basi s for r eviirerglatiantoqualityp er s o
issuedo remain a member of SBMS.

To assist in improving the glity of service provided, a whole new range of products are being
developed, supported by specific templates, checklists or guiddliles.s  wi | | make t
job easier, broaden the Mentor’'s skilTheseand
will be briefed to members in the near future and will tie in wWigwebsite.

In addition clients willsoonbe providinganonymougeedback t@stablish adatabaseon the
quality, relevance and helpfulness of the mentorey have receivedhis will enable us to
measure our own progress towards improved quality.

Outlined beloware our Quality Expectatiors for all Mentors

ON BECOMING A MENTOR

Conflicts of interest

Under the “New Mentor Standards” an applicant is required to declare their business interests and
involvement in consultancies or organisations that may potentially be in conflict with SBMS, or
which may affect the Mentor’s ability to give impartial advice to a client.

Included within SBMS’s Code of Ethics( above), is the requirement that a Mentor can not privately
consult or contract to an SBMS client. It is also stated categorically that SBMS must not be used as
a springboard into consultancy. As such, a Mentor may not work for, or consult to, a client within a
minimum of 2 years from the end of their last SBMS session to that client. Beyond 2 years the
Mentor needs to apply to the CoM for approval to work in a consultative capacity outside of SBMS
and this approval will be at the absolute discretion of the CoM, in consultation with Small Business
Victoria.

As an organisation it is wise and acceptable to restrict potential conflict of interest. It is not the
intent to restrain the ability of Mentors to work, nor to restrict the ability of Mentors in creating a
living. SBMS deems a conflict of interest as being where

a) the Mentor is offering the same or extended services to a client introduced by SBMS.
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b) Where a mentor takes on, or is offered a consulting role by a client introduced by SBMS.
c) Where the Mentor takes on a role that is available to the Client through SBMS.

Computer literacy

Businesses we deal with are generally run by younger, more computer savvy people than SBMS
Mentors. No Mentor is expected to be a computer expert. However all Mentors need to be more
than just “familiar” with Word and Excel. If a Mentor can’t set up, format and write a well
presented report in Word (not the SBMS web report), or set up an Excel spreadsheet, formularise
and format it, they may not be able to use the new templates and tools being developed.

Recognising this, these templates are starting to come with tutorials on how to use them aimed at
both Mentor and client. The expectation is that Mentors need to have the literacy to use, explain and
modify the templates being provided to the client, not simply pass them on without comment.

SBMS has extensive training tools on both Word and Excel on the members’ section of the website
at Training Facilities/Manuals. In addition, training on both a “one to one” basis or in groups can be
arranged on request.

The same applies to use of Email which is now the standard methods of communication. It is no
longer sufficient to be able to just send and receive Emails. Routine tasks, such as the use of
attachments, how to correctly reply and forward, how to amend a received Email etc are also a
minimum requirement.

The website is the backbone of SBMS’s operation and Mentors must be familiar with its entirety,
know how to download and print from it, be able to swap Mentors and refund clients, upload data
etc. SBMS has extensive training tools on both Email and the website on the members section at
Training Facilities/Manuals.

Screening for these minimum competence levels will apply to all new applicants. Of necessity they
must apply to all existing members who otherwise would not be able to carry out their role
effectively. Those needing help to “get up to speed” are encouraged to contact the office for
assistance. A number of Mentors are also able to offer guidance and support on these matters. Apart
from training the short term provision of a “computer buddy” may also be available.

Expense claims

SBMS’s reimbursement policy is attached at Appendix 2. Where there are claims outside of the
standard payments facilities outlined in that appendix, a Mentor will need to submit a manual

claim. Claim forms are available in the Mentor area of the website. Mentors that are required to
visit clients in locations where an overnight stay and meals are necessary must provide a claim form
with accompanying receipts. Mentors are expected to be realistic, responsible and timely in their
expense claims. SBMS policy is to reimburse all reasonable expenses incurred, except the Mentor’s
time which is given voluntarily. As a general expectation, claims should be sent in to the office
within 14 days of the mentoring session. Claims over 3 months late will be disallowed, unless there
are extenuating circumstances, as this can materially affect SBMS’s accounting responsibilities.

THE MENTORING PROCESS

Unavailability

It is the Mentor’s responsibility to maintain accurate unavailability dates and to avoid extending
them without notice. Many clients are prepared to wait for their preferred Mentor to become
available. However they will be frustrated if the Mentor then extends their unavailability period. In
addition, the VBCs are unable to do their job efficiently without the unavailability’s being accurate

and up to date.
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Acceptance of a client

The cab rank rule applies - if you are available you are expected to accept a client unless your CV
specifically excludes this. It is inappropriate to operate on a pick and choose basis unless the
Mentor feels there is a lack of expertise in the specific areas being sought by the client or there is a
known incompatibility.

The Mentor should confirm to the VBC acceptance of a referral within 48 hours of receiving the
request.

Receipt of a Referral Letter

The Mentor should contact the client within 48 hours from receiving the emailed Referral Letter.
The Mentor should explain the purpose of the Diagnostic checklist and email it to the client to
complete and return before the first session. Diagnostic checklists are expected to be sent to all
clients as a matter of course.

The first session
The Diagnostic checklist should be studied before the session and thought given as to how the
program might best be structured.

The first session should be held within 2 weeks from the first client phone contact unless otherwise
indicated by the Mentor to the client before acceptance of the referral

The first session should be held at the client’s business premises to better gauge the nature of the
business. The Mentor is responsible for actively encouraging this and should not avoid such
travelling just to suit their convenience. The client may of course choose to meet elsewhere for
reasons of confidentiality but experience suggests this is infrequent.

The length of time spent face to face with the client is expected to be 1'% to 2 hours. This is what
clients are paying for. See Appendices 3 and 4 for a summary of the mentoring process and
procedure.

Quality of mentoring

It is nearly impossible to set a quality expectation for what happens during a session. How the
conversation is structured, how it evolves, how the chemistry between client and Mentor work all
affect the quality of mentoring. But every Mentor will know whether it was a good session or not. If
the session ends with the client enthusiastic about the direction and keen to progress the Action
Points, it’s a win. On the other hand if the client is reluctant in these matters, it’s a loss. The best
measure of quality is whether the OUTCOME of the session is good for the client and the business.

While the aids and templates available to Mentors are becoming increasingly more sophisticated,
these should drive the outcome and not be an end in their own right

Sometimes it is necessary to spell out to a client comments that the client may not agree with or
would prefer not to hear - the business might be beyond saving, the direction seems to be heading
into trouble, the client might be just buying himself a job. Mentors faced with such situations are
expected to recognise and handle this with delicacy, the desired outcome should be one of client
gratitude rather than disagreement or resentment.

If the Mentor is unsure how to handle a particular client, one good approach is to say it is SBMS
policy to involve another Mentor’s opinions before reaching a final viewpoint in cases such as
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these. If this is necessary, the second Mentor’s cost would be met by SBMS on prior approval by
the CEO.

Client Assessment

The ultimate measure of the quality of mentoring is if the client’s businesses become successful as
a result. But this is impractical to measure because “success” will vary from client to client
depending on their expectations and reasons for going into business. The satisfaction of the client,
however, is measurable and is a relevant yardstick.

SBMS will be establishing a simple, confidential, procedure to gain assessment from all clients
shortly after each session. This assessment process will become part of the normal routine of the
diagnostic / session / report / action plan sequence so it becomes an automatic part of the client-
Mentor partnership. This will provide SBMS with a more immediate, comprehensive and
actionable source of guidance on quality improvement compared to the procedure currently in
place.

The detailed methodology, questionnaires and responses will be developed as part of the new
reporting and assessment process. Mentors will be trained on how to successfully involve the client
in providing feedback and improving quality.

First report

The session report should be despatched within 1 week from the session date. The report has a
number of purposes which means it should not be a few short, sharp notes. It is an opportunity to
summarise an objective view of the business, which may not be the way the client sees things. It is
a means of reinforcing or emphasising what was said in the meeting - what the Mentor said and
what the client heard at the time may well differ. It is an important reminder to the Mentor of the
issues and details of the client’s business which are otherwise easy to forget over time and when
handling a number of clients. It is valuable to the incoming Mentor when swapping Mentors.

So the length of the Background and Meeting Notes sections should together be between one and
two pages long, excluding the heading data. The report should be written and typed by the Mentor.
Making notes for someone else to type into the web report is not acceptable. Grammar, layout,
clarity of expression, quality of content and sensitivity to the client should be of a standard that one
would expect from a professional business director. The report should have numbered Action
Points and a specific time, date and place in the Next Meeting Section.

An example of an acceptable, though not outstanding, report is attached at Appendix 5.

Ongoing sessions

Ongoing sessions can be held at a time and place mutually agreed by client and Mentor.

The length of time spent face to face with the client is expected to be around 1% hours. This is what
clients are paying for. If the Action Plans are so well completed not to require this, there would
undoubtedly be other things to help the client with.

The report should be despatched within 1 week of the session date and be of the same quality as
the first report except the length of the Meeting Notes paragraph alone should be a between %2 and
one page.

Full program delivery

Too many clients are giving up before completion of their full program and we need to work at
encouraging client programs to last to full term. It is a Mentor’s responsibility to ensure, to the best
of their ability, that all programs last full term and to deliver the full number of sessions initially
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booked and paid for by the client. To achieve this it will help for the Mentor to paint a picture
during the first or second session of how the remaining sessions are likely to develop.

There is no obligation on a Mentor to encourage or discourage any refund of unutilised sessions.
Mentors should take every opportunity to encourage clients to take additional or extended sessions
provided this is likely to result in a better outcome for the client’s business.

AGE AND MENTORING

Here’s an even more difficult issue! It’s a bit like sex in Victorian times, not talking about it doesn’t
make it go away! Qantas pilots are compulsorily retired at 60. Surgeons know when to put the knife
away and become consultants. We are all 100% certain WE are the good drivers and it’s the other
fools who are the problem. But we also know our abilities, hearing, eyesight and reaction times are
reducing and we adjust our driving to our changing circumstances.

So when to retire from mentoring? How does SBMS manage this issue? Clearly we don’t want 85
year olds with zimmer frames and no knowledge of up-to-date business practices representing
SBMS. And clearly at some stage between being a 60 year old, alert, aware, business person to
becoming Mr Zimmer it will be time to hang up the boots. The right time will differ for different
Mentors.

A year ago, SBMS proposed that Mentors should offer themselves annually for reinstatement as a
mentoring member after 75. This would have allowed for flexibility to handle different levels of
ability while providing an automatic review mechanism so individuals didn’t feel they were the
only ones being singled out for attention. This was not agreed so it has to be up to each individual’s
conscience to ask whether or not it is time to hang up the boots. If this doesn’t work, it leaves a “tap
on the shoulder” as the only other way to ensure SBMS’s mentoring quality is not compromised by
the inevitable ageing process common to us all.

Non-mentoring members are encouraged to remain within the organisation as non-mentoring
members. There are many opportunities to help run and contribute to the organisation and
attendance at General Meetings remains a right.

QUALITY ASSURANCE

Quality Assurance Panel

Most issues that might arise from a member falling short of these quality expectations can be dealt
with easily enough and unofficially by the CEO or President. But just occasionally an issue arises
which requires a more formal review mechanism in which case a Quality Assurance Panel would
then be convened to act as referee. The Quality Assurance Panel would comprise the CEO, the
current Membership Officer of the CoM, and the most recent ex President plus the most senior
Emeritus member available at the time. This Panel will adjudicate on any dispute between SBMS
and a member in relation to matters of quality behaviour and performance. The Panel would
investigate the issue, the member would have an opportunity to express their point of view and the
Panel would make a recommendation to the CoM. The CoM would then take whatever action it
deemed necessary.

General quality

It may occur, just very occasionally, that a Mentor chooses to behave with disregard to these
Quality Expectations in such a way as to “bring the organisation into disrepute” to use a phrase of
other organisations. Such a serious lapse in quality of performance is not restricted only to the
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mentoring of clients. Quality of performance can extend to the relationship between a member and
SBMS’s office bearers, the Government or other stakeholders.

Under such circumstances it needs to be borne in mind that members are volunteers not employees.
SBMS has the right to decline in the first place admittance to an applicant deemed to be
inappropriate. Similarly SBMS reserves the ultimate right to disallow membership in extreme
circumstances such as described above where continuing membership would be inappropriate.

Should such a situation arise the Mentor will be asked to show to the Quality Assurance Panel good
reason why they should be allowed to remain a member of the organisation. Failing to do so would
result in membership being withdrawn from that person.

Emeritus and Non Mentoring Mentors

All Members of SBMS are responsible for presenting SBMS in its best light. The Rules of the
Association and these Quality Expectations are standards not only for those that are delivering
mentoring services, but also for any member of the organisation.

SBMS recognises the service given by its Emeritus members and values their ongoing contribution.
Equally those that act in a non-mentoring capacity are required to live up to the high standards
outlined in this document and to seek opportunity to advance SBMS wherever possible.

Sign Off:

Quality is the responsibility of all Mentors. SBMS is committed to providing a service that is seen
by its client base as being both low in cost and high in quality. To assist in this aim all Mentors are
asked to read and sign this quality standards document along with the Code of Ethics at Appendix 1

Signed: Dated:
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APPENDIX 1: EXPENSE REIMBURSEMENT

Cost to Clients for Mentor travel

l

T

Previously clients had to pay Mentors for travel beyond a certain distance. This was a
disincentive to clients and an embarrassment to some Mentors. It also disadvantaged clients
in the country.

With effect from 1% January 2009 clients no longer have to pay for travel by Mentors,
regardless of whether the client is based in Melbourne or in country Regions.

Mentor Reimbursement

T
)l

The standard reimbursement to both Melbourne and Regional Mentors is $55.00 per
session.

Mentors living in Metro Melbourne (see later for definition) and mentoring a client whose
business is based within Metro Melbourne have travel costs covered within the standard
$55.00 reimbursement.

A detailed analysis has been carried of every session conducted over the past 2 years to
ascertain the average mileage travelled between Mentor and client. The average is well
covered within the $55.00 reimbursement due to the swings and roundabouts of client
locations, some being closer, some further away. Therefore additional travel costs are no
longer relevant for Metro Mentors with Metro clients. The clients region will be added to
the referral letter to clarify whether a business falls within the Metropolitan area. If the
region showing on the referral is Metro, no claim for travel is applicable.

Mentors living in Metro Melbourne and mentoring a client whose business is beyond Metro
Melbourne will be reimbursed by SBMS for travel over the 50km allowance.

The cost of travel for Regional Mentors visiting a client beyond 50Km return will be
reimbursed by SBMS.

Travel costs will be reimbursed at the taxation department approved rate of .69cents per km
(or .76 cents with GST)

Mentors enter the total number of kilometres travelled in the KM box on the client report.
This figure will then automatically have 50km deducted and a claim will be registered with
the SBMS office.

Reimbursement for Experts in Residence programs is automatic and is dependant on the
Mentor writing a report. Mentors attending on the day will receive a payment equivalent of
2 sessions.

Where there is an agreement for Mentors to be paid to attend a briefing or training session,
payments will be automatic. The SBMS will direct deposit or issue payments according to
the agreement in the week following attendance.
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APPENDIX 2: SUMMARY OF THE MENTORING PROCESS

Unavailability
9 Maintain accurately at all times and avoid extending without notice

The Referral Procedure

1 Respond within 48 hours to a VBC’s request to accept a Referral

9 You must accept a client unless your CV specifically excludes you.

1 Telephone the client within 48 hours of receiving the Referral Letter to:
Arrange a meeting, ideally within the next 2 weeks
Ideally at the business premises
Explain and email the Diagnostic Report

The first meeting
1 Before the meeting:

Read through the Diagnostic Report

Look at their Web Page — it will tell you much about the business
At the first meeting go through the standard introduction, see Appendix 4
Mentoring session — duration 1 % to 2 hours
Agree the Action Plan and arrange the next meeting time, date and place
Within 7 days email the Report, 1 to 2 pages long

= =4 =4 -4

Subsequent meetings

1 Mentoring session— approximately 1% hours

1 Agree the Action Plan and arrange the next meeting time, date and place
1 Within 7 days email the Report, %2 to one page long
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APPENDIX 3: FIRST SESSION INTRODUCTION PROCEDURE
This sheet to be reviewed with the client in the first 10 minutes of the first session

What is mentoring

Mentor - trusted guide - sharing their experience - help reach your goals.
Listen to hopes and problems - sounding board - fresh perspective.
Motivate - process to achieve the outcome - encouraging persistence
Plan for tomorrow not today - work on your business not just in it.

Today's meeting

This introduction

A few minutes about your Mentor's background
Time expectations from the client and the Mentor
What mentoring can and can't do

First session Understanding your business
Review of the Diagnostic questionnaire
Confirming the key issues you’d like help with
Confirming the client is satisfied with the session
outcome
Agree the Assessment and Action Plan and the next
meeting date

Subsequent sessions Evaluating the options
Helping to reach conclusions
Putting a plan in place

Mentor’s responsibilities
To provide the best help to achieve the client’s objectives
To write a summary report within a few days after each session

Client’s responsibilities

Take notes through the session
Read the report, complete the Assessment (explain) and undertake the Action Plan (explain)

Making a difference, not just going through the motions

Working at the Assessment and Action Plan is important

Completing the programmed number of sessions is important

Hands-on assistance available from your Mentor through Extended sessions
Maintaining the relationship with Ongoing sessions to keep you on track
Swapping Mentors to help the client
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APPENDIX 4: HYPOTHETICAL SESSION REPORT

Sb I I I S experienced business mentors

Session Report

Booking Details:
Referral Number: 2009-05-29-md-JB-BAP4

Mentor

Name: Joe Blogs

Mobile: 0414 000 000 Tel(BH): 9879 0000
Email: joeblogs@hotmail.com Tel(AH): 9879 0000
Client

Name: Marjorie Downs

Mobile: 0413 000000 Tel(BH): 9852 0000
Email: md@optusnet.com.au Tel(AH): 0413 000 000
Business

Name: Rockabye Baby Bedware (RBB) Tel: 9852 0000
Email: md@optusnet.com.au Fax: 0413 000 000
Address: 303 Maroondah Hwy Postcode: 3105

Suburb: Bulleen

Session 29-05-2009 Session: 1of4 Claim: True

Date

Place: 303 Maroondah Hwy, Bulleen

Present: Marjorie Downs and Joe Blogs

Background:

Marjorie has a background in retail sales and while working for a major fabric and manchester retailer
believes she has spotted a gap in the linen market. She has formed a sole director company to
manufacture and market manchester to infants.

Target market and competition
The target market is affluent young mothers and grannies/aunties particularly with babies under 2 years.
While there are many other baby retailers they all have a wide range and do not focus on the infant
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market which has special needs.

Source of product or service
She does her own designs and operates from a small factory in Springvale using part time seamstresses
to manufacture high quality sheets, pillow cases and blankets/ bunny rugs for infants up to 2 years old.

Sales, distribution and marketing

Distribution is through 3 commission agents who represent RBB to local Victorian haberdashers and
fabric shops. RBB does not sell to chains or franchises as she feels that they will restrict her on margins
and price and she cannot supply their volume needs anyway. Marketing is limited to word of mouth and
a website.

Financial

The business has been operating for 12 months and is marginally profitable, after taking a wage for
herself equal to her previous income as an employee. Her accountant tells her she needs higher prices
and more turnover. Although she feels she is profitable, she is always running short of funds.

Key issues for mentoring
Marjorie wants help in growing her business, getting a better income and being less financially
constrained.

Meeting review notes:

We examined the costings and ascertained they had not factored in any allowances for waste or rejects
nor used the correct formula for trade margins (mark up used, not gross profit). These need to be
updated.

RBB purchases raw materials on a 30 day account and pays within terms, although her customers are
generally only paying between 45 and 60 days. She pays her commission agents each month, generally
before she has received payment for their sales which is a cash flow problem.

We worked out an approximate cash flow and ascertained that RBB will need more capital to finance
any growth, and that this will be a major factor in building the business. We agreed that RBB should
raise prices after the re-costing, as the market is price flexible. We also discussed getting more agents to
service country and interstate areas or her doing some representation herself.

Unless RBB gets more volume at increased prices the business will remain marginal and Marjorie
cannot increase her own income. However Marjorie should consider carefully whether increasing her
income is the priority right now or whether it is to get her fledgling business more soundly established
first and take a higher salary later.

Marjorie has a friend who has shown some interest in the business and would like to be involved;
Marjorie is unsure if the involvement should be financial. Having a “partner” friend in the business
would enable Marjorie to carry out some country representation while the friend supervised production.
This is an important decision and should be taken with due thought. Partnerships can work well or can
become a problem. Also, the friend would probably require some form of remuneration which would
put further financial pressure on RBB unless she was also offering a capital injection.

We discussed the various intertwined issues, some financial and some directional, and agreed Marjorie
should carefully consider the strengths and weaknesses of the business and its priorities and then write a

Business Plan.
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Gave her a copy of the “Plan to Succeed” Brochure to assist in her writing a business plan

Action Plan in order of priority:

1. Write a Business Plan incorporating items discussed above and listed below. There is a template
for a Simple Business Plan on SBMS website, click on Business Tools > Information Sheets >
Business Plans. Call me if you need assistance.

2. Renegotiate agent payment timing — possibly offer higher commission to compensate for
payment delayed until retailers pay.

3. Consider the involvement of your friend in the business- investigate the benefits of a partnership
or shareholding in the business structure.

4. Re-cost all products. There is a Standard Costing template on SBMS website, click, Business
Tools > Information Sheets > Standard Costings . Reprice with better margins and an allowance
for higher agent commissions.

5. Monitor cash and debtors daily and work on tightening up payment by the trade debtors.

Next meeting date, time and location:

3.00 pm Tuesday 15" July 2009 at 24 Landale Street
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