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Dear Facilitator, 
 
Congratulations on your sponsorship of the Profit Mastery University® program!  We believe it to be the 
finest financial education curriculum offered today, and hope that you will find it to be an important tool 
as you work with your clients, employees, or franchisees. 
  
This Administrative Guide, “How to Conduct a Successful Profit Mastery® Program,” is a companion to 
the Facilitator’s Guide, and is intended to provide you with the tools you’ll need to conduct a successful 
Profit Mastery workshop, whether you’re planning for the full curriculum or just one module.  Here 
you’ll find information about A/V requirements, suggested seating arrangements, a suggested timeline, 
some sample promotional materials, and tools we’ve used over the years as we’ve conducted programs 
all over the world. 
 
If there is something you need to know that isn’t covered in this manual, check our webpage  
https://www.profitmastery.net/cftools (for Certified Facilitators and their staff only) or you can to 
contact us at (800) 488-3520 or info@profitmastery.net. 
 
Our goal is for you to be successful, and for those who attend your event to have a positive experience 
and leave with tools that will enhance the success of their businesses. 
 
Warm regards, 
 
Pamela Leadbetter 
Office Manager 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Profit Mastery | PO Box 219 | Hobart, WA 98025 | 206-284-5102 | pamela@brs-seattle.com 
  

 

https://www.profitmastery.net/cftools
mailto:info@profitmastery.net
mailto:pamela@brs-seattle.com
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You will find order forms, worksheets, and more, on the Certified Facilitator Tools website: 

https://www.profitmastery.net/cftools (for Certified Facilitators and their staff only)  
 

For additional tools, the Roadmap, and blank worksheets, visit the Profit Mastery Toolkit on our website here: 
www.profitmastery.net/toolkit 

  
  

https://www.profitmastery.net/cftools
http://www.profitmastery.net/toolkit
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Securing a Venue 
 

There are two primary considerations when choosing a place to conduct your workshop ─ cost and the 
size of your group.  
 
In general, several issues apply regardless of cost or group size: 

• Is the location easily accessible?  Is it convenient to an airport if folks will be coming from out of 
town?  Is it a location that’s convenient for in-town attendees? 

• For out-of-town attendees, are there hotel rooms which are convenient to the venue? 
• If you are planning an event, where meals/snacks will need to be a consideration, can the facility 

provide food and beverage onsite? 
• Can the venue accommodate the A/V needs for the workshop? 
• Are there restaurants nearby? 

 
Let’s talk cost.  If you have a suitable conference room available to you through your company or office, 
your out-of-pocket costs for presenting the workshop can be significantly reduced.  In a hotel where 
they are providing food, you can expect to pay about $70 to $160 per hour for the use of the venue. 
Rather than charging by the hour, some mid-range hotel chains may charge roughly $250 to $300 for the 
day ─ the food and beverage service (F&B) for a full day will run approximately another $70 per person.   
 
However, please consider that the 
room should readily accommodate 
the number of attendees and the 
furniture needed for them.  It should 
also be a room that is free of 
interruptions (sometimes difficult if 
it’s in a location where everyone 
works) and one that is relatively 
noise-free.  You don’t want frugality 
to undermine the quality of your 
event. 
 
Room size is critical.  If you’re like 
most people, you’ve already thumbed through this guide and seen the room setup diagrams. There are 
really only two setups that work.  One is classroom style – generally set up in chevrons – and the other is 
half-rounds (round tables set up so that everyone is facing the facilitator).  If you’re using classroom 
style, we strongly encourage you to use 24”-30” wide tables. This allows attendees room to spread out 
the many papers you’ll be asking them to take out of their Participant’s Guides and work the case 
studies that are so integral to Profit Mastery training.  Hotels and other conference venues are excellent 
at knowing how many folks a room can accommodate set up as a classroom.  Your facilities manager at 
your office may be less exact.  If you want 25 people to attend your event, make sure the room will hold 
them as well as the tables and still allow enough room for A/V equipment to be set up and for you to 
move freely about the room to interact with attendees.  The chart on the following page will provide 
you with a formulaic way of approaching the tricky business of room size. 
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Room Details 
 

 
Room Set 

 
Space Calculation 

 
Classroom – 18-inch tables 
 
Classroom – 30-inch tables 
 
Theater 
 
Banquet – 60-inch rounds 
 
Banquet – 72-inch rounds 
 
Reception 
 
 

 
14-15 Sq. Ft. per person 
 
17-18 Sq. Ft. per person 
 
9-11 Sq. Ft. per person 
 
12 Sq. Ft. per person 
 
13 Sq. Ft. per person 
 
10-12 Sq. Ft. per person 

    Taken from The Complete Idiot’s Guide to Meeting and Event Planning. 
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Audio-Visual Needs 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You don’t need a lot of A/V equipment, but you do need to make sure that what you have is in working 
order and suitable for the room. 
 
Here are the basics: 

• A projection screen suitable for the size of the room 
• An LCD projector hooked up to your computer 
• Internet access in order to access Profit Mastery University (PMU) online 
• A computer/laptop which has the capability to run streaming video 
• Good quality speakers (do not rely on the speakers on the computer) 
• Be sure your PMU online access is ACTIVE – not expired 

 
You should test the video playback system before the class starts.  Make sure you can control the room 
light or external light from windows that can spill onto the video monitor or screen and wash out the 
image.  You will, however, need enough light so that participants can see their workbooks and notes.  
Remember that when you set the audio levels, the room will not be as quiet once filled with people.  
Make sure the sound is loud enough so that everyone – even those seated away from the speakers –  
can hear the program clearly. 
 
We at Profit Mastery are not technology wizards – quite the opposite, in fact.  When experiencing 
technical questions having to do with the information above, we suggest contacting the tech folks at the 
venue where you are presenting.  If that is not a possibility, we can certainly try to help you.  Contact us 
at 800.488.3520 or info@profitmastery.net. 
 

Again, always test out the equipment well in advance of your program! 

mailto:info@profitmastery.net
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Catering Agenda for a Full-Day (or Two-Day) Workshop 
 

 
If you choose to use an outside facility as your venue, the facility will need a timeline to arrange for 
breaks and lunches.  As a general rule the day should follow this basic structure: 

1. Room is ready one hour before the start time 
2. Continental breakfast served a half hour before start time 
3. Mid-morning break with coffee refresh 
4. Light lunch in a separate room – suggest salad or sandwich bar.  Try to avoid pastas or other heavy 

entrees.  Have them serve dessert from lunch as the afternoon snack in order to reduce costs 
5. Afternoon break with coffee refresh and cookies or brownies (or lunch dessert) 

 
You should prepare a menu agenda that you can submit to the event manager for the venue. 
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Sample Letter to the Event/Catering Manager at Your Venue 
 

The following letter can serve as a template for your communication to the venue event manager.  
Please feel free to copy and paste it in your email. 
 

 
Dear Event/Catering Manager, 
 
Thank you for your help in making arrangements for our upcoming workshop.   The purpose 
of this letter is to confirm the guidelines for the program.  The following details are 
particularly important to us, and we would appreciate prompt notice should you encounter 
any difficulty in meeting them. 
 

ROOM SIZE 
 Lecture room should comfortably hold ____ people classroom style.  
 
LIGHTING/ACOUSTICS 
 Adequate light for reading and writing; room should not be located where it will absorb 

distracting outside noise. 
 
ROOM SETUP 

Either classroom style with 6’ tables AT LEAST 24-30” WIDE, or the room can be set with 
half rounds (5 maximum per table).  Please see attached diagrams. 

 
EQUIPMENT 
 Power strip and extension cord, screen, internet access, LCD projector, audio hook-up, 

lectern, and a large flip chart with self-adhering pages or masking tape 
 
MEALS 
 Please provide lunch in a separate room, with round tables, if possible. 
 
SCHEDULE 
 Please call me to discuss the schedule for the day. 

 
As soon as I receive your menu, I will select the meals.  Please confirm these arrangements 
and the total fees for the rooms and services.  Thank you again for your help; we're looking 
forward to conducting our program at your facility. 
 
Sincerely, 
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Program Marketing 

At Profit Mastery, we believe that every small business owner or manager should take the Profit 
Mastery program (and we hope you feel the same way).  Nonetheless, those who are not familiar with 
the program sometimes don’t see it that way.  As our clients market the program, they hear objections 
from business owners that have become very familiar to us:  “I can’t take two days (or one day, or in 
some cases two hours) away from the business”; “it’s my busy time of year”; “I have an accountant who 
does this stuff for me, don’t I?”; “the business is going great – I’ve already got it figured out”; and on and 
on.  As a result, as great as this program is, it requires a coordinated, effective marketing effort. 

You should begin with a marketing meeting to kick off your effort about 12 weeks prior to the date of 
your workshop.  Invite anyone who could potentially be involved in marketing the program.  This could 
include anyone who has contact with your client base/franchisees/management employees, etc.  The 
purpose of the meeting is to educate everyone about the reasons the organization is hosting the 
workshop.  

Here is a sample meeting agenda: 
• Discuss the workshop. 
• Will it be a two-day course, or in single-module segments?  Please refer to “Teaching Schedule 

Options” document at the end of this guide (pages 27-30) to see how to break down the Profit 
Mastery curriculum into smaller timeframes. 

• Explain why the program is being held. 
• Discuss how the organization will promote the workshop. 
• Discuss the staff’s role in promoting the workshop. 
• Define expectations in the form of goals. 
• Set goals per person: 

o Number of contacts (emails, letters, calls) 
o Number of attendees they are expected to close 

• Establish a weekly accounting process to monitor registrations. 

Within very short order, you should develop a marketing plan.  Some elements of this plan may be: 
• Identify the target audience for the workshop materials.  Ask each meeting attendee for a list of 

clients/prospects/franchisees/employees to whom the workshop should be marketed. 
• Send a letter/email to each potential attendee along with a brochure with program details. 
• Make follow-up calls within ten days of sending out letters (five days of sending out emails). 
• Devise an incentive plan that fits with the organization’s culture (e.g. reward the person who 

records the greatest number of attendees). 
• Create an online registration capability on your website. 
• Market through the service clubs in town:  Rotary, Kiwanis, Lions, whatever you have.  Market 

through the Chamber of Commerce if that’s a possibility. 
• If there are large companies in town, market the workshop to them.  Organizations that have 

done this successfully have encouraged top management to think of department heads as small 
business owners.  It provides the corporation with a common basis for understanding finance 
and making it work internally. 

• If you are not with an ASBDC office, market the workshop through your local Small Business 
Development Center (SBDC).  They have contacts with local business owners, who may benefit 
greatly from the program.  To find your local SBDC office, go to:  https://americassbdc.org/. 

https://americassbdc.org/


©BRS/Profit Mastery – updated 10/13/2022  How to Conduct a Successful Profit Mastery Program 11 

If you are a bank sponsoring this workshop, there are some additional marketing tools that we 
encourage you to put into place: 

• Include a flyer and sell the workshop any time you close a business loan.  Make Profit Mastery a 
part of the culture of your bank.  Might you even offer it at a reduced fee/no cost to new loan 
customers?  You show the client you care about more than just their ability to pay back the loan; 
you care about their success in the marketplace.  Your goal, after all, is to gain a marketing 
advantage within your business community.  What better way to do it than to offer this value-
added product? 

• Put a plastic brochure holder at the merchant teller’s window.  Encourage the teller to promote 
the workshop and pay her/him a commission for each person they sign up.  Should your primary 
merchant tellers attend the marketing meeting? 

• If your bank has an advisory board, its members should attend and bring friends and key 
members of their own business teams. 

• Within your own bank, think to include trust officers and credit card service staff.  They have 
many contacts in your business community that would benefit from the training.  Should they 
attend the marketing meeting? 

 
Following are several templates which can be used for marketing purposes.  We’ve also included two 
pages of testimonials from previous Profit Mastery attendees, which you can use in your advertising 
material.  
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Money Back Guarantee 
 

Cancelations: 
Cancelations made less than 7 working days prior to 

the seminar are subject to a $50 cancellation fee. 
 

Profit Mastery® 
Creating Value and 

Building Wealth 
 

Driving financial performance in your 
business — for many business owners, it’s 
their Achilles heel.  Profit Mastery, a Seattle-
based company, delivers today’s most 
powerful, effective, and sophisticated 
financial performance tools in plain English, 
laugh-out-loud live presentations, break-out 
sessions, performance groups, benchmark 
reports, and an online streaming video 
series. 
 
Using case studies and a down-to-earth style 
— with just a bit of humor and a touch of 
motivation — the program includes all the 
material from Profit Mastery’s 
internationally-acclaimed two-day program.  
The presentation will be facilitated by 
_________________________,  (who has 
been trained by Profit Mastery) who will 
shepherd you through this remarkably 
powerful program.  You will never look at 
your financial statements in the same way!  
Be sure to register early for this important 
workshop.  

 

Register by DATE ……   $____ 
 
Register after DATE …. $____ 
 
$50 tuition reduction for the second and subsequent 
registrant for the same firm (please submit together) 
 
Registration includes workbook, materials, continental 
breakfast, two lunches, and reception. 
 
You may pay by: 
    Check (payable to Organization Name) 
 
    Credit Card (Visa or MasterCard) 
 
Card # ________________________________ 
 
Expiration Date ______________ 
 
V-Code __________ 
 
Name _____________________________ 
 
Company __________________________ 
 
__________________________________ 
 
Address ___________________________ 
 
__________________________________ 
 
Phone # ___________________________ 
 
Fax # _____________________________ 
 
Email _____________________________ 
 

 
 
 

Send registration with payment to: 
 

Company Name 
ATTN:  ___________________ 

Address 
City, State, ZIP 

Phone/Fax Number 
 
 

Your logo here 
 

Presents: 
 

Registration Form 
Profit Mastery®: Creating Value 

and Building Wealth 
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Who Should Attend 
Business Owners, Key Managers, 
Entrepreneurs, Business Advisors 
and others whose decisions have 
an impact on your company’s 
financial performance.  This Profit 
Mastery program is designed to 
enhance the financial 
management skills of all business 
people. 

 
 

PROGRAM SECTIONS 

SECTION 1:  PROFIT MASTERY INTRODUCTION 
Seven Steps to Building Value 
Errors and Omissions Check list 
Biz FIT assessment 
SECTION 2:  FINANCIAL POSITION 
Evaluate Financial Performance using Ratios 
Using the Scorecard and Road Map 
Complete a Profit Mastery Assessment 
Case Study and Practical Application 
SECTION 3: PRICE - VOLUME - COSTS 
Understanding Breakeven Analysis 
Using Your Income Statement as a Management 
Tool 
Understanding the Impacts of Changes in Price 
Volume and Costs 
Case Study and Practical Application 
SECTION 4:  CASH FLOW 
Create a projected income statement and 
related cash budget 
Forecasting the Future 
Projecting Seasonality in a Business 
Apply Management Efficiencies to your Forecast  
Case Study and Practical Application 
SECTION 5: MANAGE GROWTH 
Calculating “Financial Gap” 
Sustainable Growth Rate 
Case Study and Practical Application 
Section 6:  BANKS AND TRANSITION 
Dealing with Banks & Bankers 
Alternate Sources of Funds 
Planning for Business Transition 

 
 
 

Where and When 
 

Location 
 

Address 
 

Times 
 

Dress comfortably 
and bring a calculator! 

About Your Facilitator: 
 
Text here. 
 
 

 

About Your Instructor: 
Steve LeFever, Founder and Chairman of 
Profit Mastery, is a national leader in the 
development of practical financial 
programs and training for the 
independent business community.  His 
dual role as a successful entrepreneur 
and as a commercial banker gives him a 
unique perspective on financial analysis, 
business management, and practical 
business decisions. 
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Letter to Prospective Attendees 
 
 

(MAIL WITH ONE BROCHURE) 
 

Date 
 
Name 
Company 
Address 
City, State Zip 
 
Dear _____________, 
 
Organization name would like to take this opportunity to invite you to attend its presentation of Profit 
Mastery®:  Creating Value and Building Wealth, the internationally-acclaimed program for business 
owners and managers. 
 
This practical, "hands on" workshop deals with action steps for improving profitability and efficiency to 
keep your business strong and competitive. 
 
Hundreds of business owners and managers like you have attended this dynamic program. The program 
answers key business questions such as: 

• How can I get more useful information out of my financial statements?  How can I use them to 
manage more effectively? 

• How can I avoid cash crunches in my business? 
• How can I manage growth (or recession)?  How much can I afford to grow in good times?  How 

can I survive bad times? 
• If I need financing, exactly what does my banker expect of me?  How can I make sure the bank 

understands my business? 
 

Because you are a valued customer/client/employee, we wanted you to be among the first to know 
about this upcoming program.  Enrollment in the workshop is limited to ___ to facilitate casework and 
discussion on a personal basis.  And because we believe so strongly in the value of the program, we are 
offering it to you with a 100% money-back guarantee. 

 
The enclosed brochure provides complete details about the workshop.  The workshop will be conducted 
here in City on Date.  Please call me at Number for more information about this important management 
program.  We want to help you get and keep that competitive edge for success. 
 
Sincerely, 
 
 
(You may wish to include in this letter testimonials from local attendees of previous workshops)
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Letter to Past Attendees 
 

 (MAIL WITH TWO BROCHURES FOR UPCOMING WORKSHOP) 
 

Date 
 
Name 
Company 
Address 
City, State Zip 
 
Dear __________, 
 
As a graduate of our financial management program, you have a clear picture of how important financial 
control is to the success of the independent business community.  That's why we're asking your help in 
spreading the word about the next session of Profit Mastery®: Creating Value and Building Wealth. 
 
As part of our ongoing effort to serve our customers/clients/employees and the needs of the City or 
Town community, Organization Name is again sponsoring this internationally-acclaimed program on 
Dates.  
 
The response to this program locally has been outstanding ─ and many of you asked for information as 
soon as the next session was scheduled.  We agree with the evaluations from previous sessions:  this 
workshop is dynamic, practical ─ and enjoyable.  We're hopeful that you will pass the enclosed 
brochures along to as many partners, associates, or business acquaintances as possible.  
 
Please call me at Number for more information about the program.  Thank you for any help you can 
provide in passing along the word for this important management program.  
 
Sincerely, 
 
 
Please note:  This letter can be used after your first workshop.  You will find that prior attendees are 
your best marketing tool. 
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Sample One Page Flyer 

Company Name 
Presents: 

Profit Mastery®:  Creating Value and Building Wealth 

Date/Location 
 
Driving financial performance in your business — for many business owners it’s their Achilles heel.  Profit Mastery, 
a Seattle-based e-Learning company, has been successfully providing business owners, key managers, and those 
who advise them with the information and tools that can move attendees from Profit Mystery to Profit Mastery.  
Using case studies and a down-to-earth style — with just a bit of humor and a touch of motivation — this 
streaming web-based program includes all the material from their internationally-acclaimed two-day program.  
The workshop will be facilitated by ____________________, who has been trained by Profit Mastery to shepherd 
you through this remarkably powerful program.  You will never look at your financial statements in the same way!  
Be sure to register early for this important workshop. 
 
In this hands-on workshop, you’ll cover: 

• Overcoming common business problems 
• Understanding your financial position 
• Using tools to take active control 
• Making effective pricing decisions 
• Evaluating cost patterns 
• Making your business bankable 
• Avoiding cash crunches 
• Planning for transition 
• Putting it all together 

 
T A K E  A C T I O N  N O W . . . E n s u r e  t h e  F i n a n c i a l  S u c c e s s  o f  Y o u r  

C o m p a n y  T o d a y !  
 

The seminar fee is $395.00 and includes course materials, continental breakfast, and lunch.  Class size is limited to 
60 participants, so reserve your space today.  Simply complete this form and send it with your payment to: 

Company Name 
Street address, city, state, zip 

Attn:  name 
Phone and/or fax 

PARTICIPANT NAME METHOD OF PAYMENT 
(please check one box)  

PARTICIPANT NAME  
 Check Enclosed in the amount of $____________ 

COMPANY NAME  VISA    MasterCard    Debit my Bank Account 

ADDRESS  
Acct Number: 

CITY/STATE/ZIP  

PHONE NUMBER                                                           FAX NUMBER 

Authorized Signature: 
E-MAIL  

Insert testimonial(s) here. 
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 Testimonials from Previous Profit Mastery® Attendees 
 

“Profit Mastery is the "Rosetta Stone" of deciphering the language of business.  I always felt that I was 
missing the link from collecting business data to reading PL & BS when it came to making business 
decisions.  I now have the tools to speak the same language as my banker, ask specific questions of my 
accountant and tracking data specific to my industry.” 
 
– Gina Tyhuis, Owner, Echo West Fresh 

~~~~~~~~~~ 

“I consider one of the best professional development training decisions I made is to bring you out to 
train my entire staff. I virtually saw light bulbs going on over their heads as they were grasping the 
different concepts taught in Profit Mastery.” 

 – Casey Jeszenka, Network Director, Pacific Islands SBDC, Mangilao, Guam 

~~~~~~~~~~ 

 “This class should be required for every person who is considering opening a business or is currently 
running one!” 

– Jeffrey Loudin, Territory Business Manager, Oreck Franchise Services 

~~~~~~~~~~ 

 “The participant feedback from our customers and prospects and the CPA's in attendance has been 
nothing short of overwhelming. I do not think that I have ever seen a seminar generate a more positive 
set of written participant evaluations ever.” 

– John E. Trial, Senior Vice President, Commercial Banking, Compass Bank 

~~~~~~~~~~ 

 “I am writing this letter to inform you about my satisfaction, no my delight, with the Profit Mastery 
video seminar program. I was not sure what to expect with video based training. I had heard only praises 
about the live Profit Mastery seminar from attendees I spoke with in our network, but was not sure how 
that translated in a video format. After going through the facilitator training and experiencing using the 
facilitator guide and attendee workbook in a real workshop environment, I can only say that you met 
and exceeded my expectations.” 

– Terry L. Chambers, Training Director, Washington State SBDC 

~~~~~~~~~~ 

 “Steve LeFever is one of the best speakers I have ever seen, and the best by far on this topic. I 
recommend you run ... don't walk, to sign up for this outstanding program.” 

– Larry Cassidy, Vistage Chair & Cope Award winner
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“The Profit Mastery tools and components were instrumental in helping us educate our franchisees on 
the critical issues they need to focus on to build their businesses. Your unique style mixes powerful tools 
with an amazingly effective combination of motivation and humor, and was responsible for getting our 
franchisees involved.” 

– Gigi Harding, CEO, Kwik Kopy Printing 

~~~~~~~~~~ 

 “Profit Mastery is, without a doubt, the most effective and valuable program we have ever delivered, 
and we are delighted that the Profit Mastery financial curriculum is now available online as a streaming 
video.  

Profit Mastery has positively impacted the Comfort Keepers network in a major way, and we thank you 
and your team for that. We are a significantly better system for our work with you.” 

– Jim Booth, CEO, CK Franchising, Inc. 

~~~~~~~~~~ 

 “After taking the Profit Mastery course, my finances improved. As my top line shrunk, my bottom line 
improved, and it was the best year on record for my business!!” 

– Jeffrey Cripe, i9 Sports 

~~~~~~~~~~ 

 “The best presentation I have seen in over 40 years in business of getting the owner's attention to 
understand the need of acquiring knowledge of and use of financial statements.” 

– Ray Kimball, Solano College SBDC 

~~~~~~~~~~ 

 “I have had so many people tell me how much they enjoyed your presentation style, particularly your 
sense of humor. Some were absolutely amazed that they could have a financial address delivered in 
such an entertaining fashion. Even now, some six months after the event, I still hear Convention 
delegates singing your praises.” 

– Paul Waite, Chief Executive Officer, Australian Newsagents' Federation 

~~~~~~~~~~ 

 “The Profit Mastery seminar gives you the tools to analyze the current health of your business, as well 
as giving you the ability to be prepared for change within your business. It allows you to analyze what a 
particular situation will do for your business as well as to your business. It helps you to manage sales 
growth and/or increasing cost by building profit plans and budgets using financial forecasting tools.” 

– Leah Pinheiro, Play It Again Sports, Milton, Ontario 
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Sample Press Release/Email Blast 
Profit Mastery®: Creating Value and Building Wealth 

 
FOR  IMMEDIATE  RELEASE 

 
 
CONTACT NAME: _________________________ PHONE: ____________________ 
 
 

On (DATE), (ORGANIZATION NAME) will sponsor "Profit Mastery®:  Creating Value and Building Wealth," 

an internationally-acclaimed program for owners, managers, and advisors of small businesses.  It will be 

held at (FACILITY). 
 

The program is designed to help owners and managers of small businesses better understand financial 

management and increase their chances of success in today's difficult economic times. 
 

"Statistics show that over half of all businesses that fail each year do so despite reporting profits and 

record sales.  The most successful businesses have found that the key to long-term success revolves 

around effective financial management.  (ORGANIZATION NAME) is committed to the long-term success 

of the small business community in (CITY) by providing this kind of education," said (ORGANIZATION 

DIRECTOR/PRESIDENT’S NAME), PRESIDENT/DIRECTOR of (ORGANIZATION NAME). 
 

This two-day workshop will include presentations on financial statement analysis, cash flow planning, 

planning for growth, cost, volume and pricing issues, and determining the right kind of financing for your 

business.  Participants will practice teaching points by using case studies and discussing real-life 

examples. 
 

For more information about this workshop, contact (NAME) and (ORGANIZATION) at (NUMBER). 
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Program Registration 
 

Keeping track of, and taking care of, your attendees is an important part of the process.  Please read through 
the following details, as they will help you organize the registration process.  It is important that the person 
handling the registrations is in contact with the marketing people.  Their efforts should be coordinated. 
 
Start with a database of attendees; this is important for:  keeping track of numbers, sending confirmations, 
creating a class roster, etc.   
 
AS REGISTRATIONS ARRIVE 

• As registrations arrive, send out a confirmation ASAP.  Sample letter follows. 
 
THREE WEEKS PRIOR – ORDERING FACILITATOR-LED REGISTRATIONS — AND OPTIONAL HARDCOPY 
PARTICIPANT’S GUIDES (please use the order form — item #3 at https://www.profitmastery.net/cftools). 
 

Facilitator-led registrations are the purchase requirement for each attendee participating in the class.  You 
have the option of duplicating the downloadable materials (located through the PMU online access) for each 
PAID attendee — or purchasing the optional hard copy of the Participant’s Guide (Note:  All orders/invoices 
must be paid PRIOR to shipping materials and/or registering attendees).  Participant’s Guides are shipped 
shrink-wrapped and three-hole drilled in three-ring binders.  Three or so weeks out (allowing time for 
payment and shipping transit time to receive materials), you should place an order for your registrations/ 
materials by filling out the order form (located above) then send the completed form to Profit Mastery that 
includes the following information: 

• Shipping address ─ where we will ship any materials 
• Number of attendees/Facilitator-led registrations needed — and other optional materials 
• Facilitator’s name(s) – if co-facilitating the class, all Facilitator’s names must be included 
• Date(s) of workshop(s) 

 
TWO WEEKS PRIOR ─ SENDING CONFIRMATIONS 
Two weeks before the workshop, send a re-confirmation letter to all participants; please include the 
following (see attached sample):   

• Time / Location 
• Reminder to bring calculators 
• Instructions to dress comfortably 

 
ONE WEEK PRIOR ─ OBTAINING NAME TAGS, TENT CARDS 
Prior to the workshop, please provide each registrant with the following: 

• Nametag (Leave Blank!!) DON’T FORGET THE INSTRUCTOR 
• Tent Cards (Leave Blank!!) 
• CREATE A CLASS ROSTER - Complete the PMU Registration Template (found under item #1 of the 

website) with the required information for each attendee  
Note:  Attendee information is confidential and only used internally by Profit Mastery for the purposes of 
attendees’ online PMU registration — as part of their participation in the class.  The option to “opt out” of 
any other Profit Mastery related correspondence is included in their evaluation form collected at the end of 
the class by Facilitator. 

 
FACILITATOR NEEDS (for Facilitator Admin) 

• If the Facilitator is from out of town, arrange accommodations for them.  It’s very helpful if 
accommodations are close to (or ideally, the same as) the event venue.  Notify the Facilitator of 
these arrangements.  

• Provide them with a class roster upon arrival. 
• Provide name tags and tent cards. 
• Make sure there is someone to introduce the Facilitator on the day of the workshop.  They should 

provide you with a written introduction.

https://www.profitmastery.net/cftools
https://www.profitmastery.net/cftools
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Sample Confirmation Letter 
 

Date 
 
Name 
Company 
Address 
City, State Zip  
 
Dear _______________, 
 
Thank you for registering for our workshop, Profit Mastery®: Creating Value and Building Wealth.  
Check-in will begin on Day and Date at (TIME) and will include coffee and continental breakfast.  The 
facilitator will start promptly at (TIME)! The overall schedule is: 
 

Day, Date, Time 
 

A sample schedule might look like this: 
 

7:30 – 8:00 – Check in and continental breakfast 
 

8:00 -12:00 – Workshop 
 

12:00 – 1:00 – Lunch (provided) 
 

1:00 – 5:00 – Workshop 
 

Your facilitator will be ______________________.  All class materials will be handed out at the first 
session.  Please BRING A CALCULATOR AND PENCIL to each session.  Having one will allow you to work 
the case studies.  We recommend that you not use your cell phone as your calculator – they can be so 
tempting when they ring.  Please dress comfortably (business casual) and know that hotel conference 
rooms are often chilly. 
 
The workshop(s) will be held at: 
 

Name of Venue 
 

Address 
 

Phone Number 
 

We genuinely believe that this will be the best thing you do for your business this year. 
 
See you on Date.  And feel free to call our office with any questions. 
 
Sincerely, 



©BRS/Profit Mastery – 10/13/2022  How to Conduct a Successful Profit Mastery Program 22 

Sample Re-Confirmation Letter 
 
 
Date 
 
Name 
Company 
Address 
City, State Zip 
 
 
Dear _________________, 
 
The date for the workshop you registered for, Profit Mastery®: Creating Value and Building Wealth, is 
rapidly approaching.  Below is a reminder of the day’s agenda and the particulars of the event.  Check-in 
will begin on Day and Date at (TIME) and will include coffee and continental breakfast.  The facilitator, 
_________________________, will start promptly at (TIME)!  The overall schedule is: 
 

Day, Date, Time 
 

A sample schedule might look like this: 
 

7:30 – 8:00 – Check in and continental breakfast 
 

8:00 -12:00 – Workshop 
 

12:00 – 1:00 – Lunch (provided) 
 

1:00 – 5:00 – Workshop 
 

All class materials will be handed out at the first session.  Please remember to BRING A CALCULATOR 
AND PENCIL to each session.  Having one will allow you to work the case studies.  We recommend that 
you not use your cell phone as your calculator – they can be so tempting when they ring.  Please dress 
comfortably (business casual) and know that hotel conference rooms are often cool. 
 
The workshop(s) will be held at: 
 

Name of Venue and Name of Room 
 

Address 
 

Phone Number 
 

We genuinely believe that this will be the best thing you do for your business this year. 
 
See you on Date.  And feel free to call our office with any questions. 
 
Sincerely, 
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Sample Timeline – use blanks to fill in your own agenda 
 

12 Weeks Out 11 Weeks Out 10 Weeks Out 9 Weeks Out 8 Weeks Out 7 Weeks Out 

Kickoff Meeting Create Cover Letter Mail brochures along 
with cover letter 

Start making 
follow-up calls Follow-up calls Follow-up calls 

Create Brochure Gather prospect/ 
customer names 

Contact service clubs to 
get on the agenda for 
their meetings or in 

their newsletters 

Contact major 
employers and market 
the workshop to them 

Weekly Meeting to 
report on progress 

Weekly Meeting to 
report on progress 

Secure workshop 
facility    Place Newspaper ads – 

if desired 

Confirm details with 
workshop facility 

 

 
Set up Website 

registration – if desired 
 

   Send confirmation 
letters 

Send confirmation 
letters 

 
 

6 Weeks Out 5 Weeks Out 4 Weeks Out 3 Weeks Out 2 Weeks Out 1 Week Out 

Follow-up calls Follow-up calls Follow-up calls Follow-up calls Follow-up calls Follow-up calls 

Weekly Meeting to 
report on progress 

Weekly Meeting to 
report on progress 

Weekly Meeting to 
report on progress 

Weekly Meeting to 
report on progress 

Weekly Meeting to 
report on progress 

Weekly Meeting to 
report on progress 

Arrange 
accommodations for 
facilitator (sooner if 

you know hotel rooms 
may be tight) 

Send confirmation 
letters 

Send confirmation 
letters 

Confirm details with 
workshop facility 

 
Send confirmation 

letters 

Send re-confirmation 
letters to registered 

participants 

Obtain tent cards and 
name tags for 
attendees and 

facilitator 

Send confirmation 
letters   

Order registrations and 
optional materials from  

Profit Mastery 
(Must be paid prior to 

workshop) 

Order registrations and 
optional materials from  

Profit Mastery 
(Must be paid prior to 

workshop) 

Confirm details with 
workshop facility 
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C E R T I F I C A T E  O F  C O M P L E T I O N  

 
BUSINESS RESOURCE SERVICES 

PO Box #219 
Hobart, WA  98025 

Phone: 206-284-5102 
info@profitmastery.net 
www.profitmastery.net 

This certificate is awarded to: 

Participant’s Name 
 

Issued this  ___ day of  _________ 20__ in _(c ity/state)_for 
successfully completing the (eight or sixteen) hour course 

 

 “Profit  Mastery®: Creating Value and Building Wealth” 

Sponsored by 
_____________________ 

FIELD OF STUDY:  Accounting – 8 hours (one-day class)  
or 16 hours (two-day class)  

DELIVERY METHOD:  Group – Live/Facilitated 
 

 
 
 
Steven C. LeFever 
Course Instructor Course Facilitator 
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Profit Mastery Workshop Descriptions 
 

SHORT INTRO 
Profit Mastery® is the number one choice for knowledge-driven financial management education.  Only 
Profit Mastery combines humor and plain English with real-world experience to give business owners 
and advisors the skills and tools they need to drive immediate improved financial performance.  

 

MEDIUM INTRO #1 
"Profit Mastery®: Creating Value and Building Wealth" consists of sixteen hours of hands-on classroom 
activities, which can be delivered over two consecutive days or presented in smaller segments, 
according to the needs of the client.  Workshops are all delivered in a practical, plain-English style to 
ensure the highest comprehension and retention.  A Profit Mastery-certified facilitator, using a high-
definition video presentation, will guide the pace, tone, and interaction during the workshop. 
 
You will determine and evaluate the current financial position of a case study business utilizing industry 
benchmarks and formulas.  Using the unique Profit Mastery Roadmap, you will gain the tools to chart a 
course for the future of your business – developing a strategic operating plan.  In addition to the 
program content, you will master the material through quizzes, lively discussion, guided practice, and 
real-life application to your own business.  You will leave with a process to assess the performance of 
your business and a strategy to implement change. 

 

MEDIUM INTRO #2 
As the owner or manager of an independent business, you put tremendous amounts of time and effort 
into running the company.  But how do you make sure you are not just running in place?  "Profit 
Mastery®: Creating Value and Building Wealth" will empower you to make and keep more of your hard 
earned money.  This hands-on workshop is designed to take the mystery out of the numbers and give 
you practical financial tools and perspectives to help make better business decisions. 
 
The Profit Mastery workshop consists of sixteen hours of hands-on classroom activities, which can be 
delivered over two consecutive days or presented in smaller segments, according to the needs of the 
client.  Workshops are all delivered in a practical, plain-English style to ensure the highest 
comprehension and retention.  A Profit Mastery-certified facilitator, using a high-definition video 
presentation, will guide the pace, tone, and interaction during the workshop. 
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Video 
Section 

Video 
Chapter 

Topic Chapter Length 
(minutes) 

Total Video Time 

1 1 Introduction to Profit Mastery 22 

3 hours, 55 
minutes 

 2 Quiz Review 33 

2 1 Introduction to Case Study 22 

 2 Introduction to Financial Statements 27 

 2b Your Ratio Scorecard 17 

 2c Comparing to Your Industry 11 

 3 The Completed Scorecard 18 

 4 The Road Map 34 

 5 The Road Map & Low Cash 20 

 6 The Road Map & Low Cash continued 15 

 7 Profit Mastery Assessment 17 

3 1 Starting Break-Even 36 36 minutes 

 2 Working Through Olympic Case Study 27 

4 hours,  
30 minutes 

 3 Break-Even by Unit & Pricing Discussion 21 

4 1 Starting the Cash Budget - Profit Plan 23 

 2a Building the Cash Flow 19 
 2b Continuing the Cash Flow 2 
 2c Finish Cash Flow - Lending Section 4 
 2d Graphing the Cash Flow 8 
 3 Cash Flow Wrap Up 53 

5 1 Intro. to Growth’s Impact on Balance Sheet 19 

 2a Evergreen at $900k 16 
 2b Ratios at 600k vs. 900k 6 
 3 Financial Gap wrap-up 44 

6 1 Steve’s Thoughts on Banking & Transition 28 

 

Teach in Two Days, Eight-Hour Segments 

 

 

Day 1 

End of Day 1, or Beginning of Day 2 

Day 2 
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Video 
Section 

Video 
Chapter 

Topic Chapter Length 
(minutes) 

Total Video Time 

1 1 Introduction to Profit Mastery 22 
55 minutes 

 2 Quiz Review 33 

2 1 Introduction to Case Study 22 

1 hour,  
35 minutes 

 2 Introduction to Financial Statements 27 

 2b Your Ratio Scorecard 17 

 2c Comparing to Your Industry 11 

 3 The Completed Scorecard 18 

 4 The Road Map 34 

1 hour, 
26 minutes 

 5 The Road Map & Low Cash 20 

 6 The Road Map & Low Cash continued 15 

 7 Profit Mastery Assessment 17 

3 1 Starting Break-Even 36  36 minutes 
 2 Working Through Olympic Case Study 27 

1 hour, 
44 minutes 

 3 Break-Even by Unit & Pricing Discussion 21 

4 1 Starting the Cash Budget - Profit Plan 23 

 2a Building the Cash Flow 19 

 2b Continuing the Cash Flow 2 

 2c Finish Cash Flow - Lending Section 4 

 2d Graphing the Cash Flow 8 

 3 Cash Flow Wrap Up 53 

2 hours,  
46 minutes 

5 1 Intro. to Growth’s Impact on Balance Sheet 19 
 2a Evergreen at $900k 16 
 2b Ratios at 600k vs. 900k 6 
 3 Financial Gap wrap-up 44 

6 1 Steve’s Thoughts on Banking & Transition 28 
 
 
  
 
 
 
 
 
 

Teach in Four Days, Four-Hour Segments 

End of Segment 2, or Beginning of Segment 3 

 

 

 

Segment 1 

Segment 2 

 

 

Segment 3 

Segment 4 
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Video 
Section 

Video 
Chapter 

Topic Chapter Length 
(minutes) 

Total Video Time 

1 1 Introduction to Profit Mastery 22 
1 hour,  

17 minutes  2 Quiz Review 33 

2 1 Introduction to Case Study 22 

 2 Introduction to Financial Statements 27 

1 hour,  
47 minutes 

 2b Your Ratio Scorecard 17 

 2c Comparing to Your Industry 11 

 3 The Completed Scorecard 18 

 4 The Road Map 34 

 5 The Road Map & Low Cash 20 
1 hour,  

28 minutes 
 

 6 The Road Map & Low Cash continued 15 

 7 Profit Mastery Assessment 17 

3 1 Starting Break-Even 36 

 2 Working Through Olympic Case Study 27 
1 hour,  

11 minutes 
 3 Break-Even by Unit & Pricing Discussion 21 

4 1 Starting the Cash Budget - Profit Plan 23 

 2a Building the Cash Flow 19 

1 hour,  
26 minutes 

 2b Continuing the Cash Flow 2 

 2c Finish Cash Flow - Lending Section 4 

 2d Graphing the Cash Flow 8 

 3 Cash Flow Wrap Up 53 

5 1 Intro. to Growth’s Impact on Balance Sheet 19 

1 hour,  
53 minutes 

 2a Evergreen at $900k 16 
 2b Ratios at 600k vs. 900k 6 
 3 Financial Gap wrap-up 44 

6 1 Steve’s Thoughts on Banking & Transition 28 
 
 
  
 
 
    
 

 
 

 

Teach in Six Days, Three-Hour Segments 

 

 

  

Segment 1 

Segment 2 

Segment 3 Segment 6 

 

 

Segment 4 

Segment 5 
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Video 
 Section 

Video 
Chapter 

Topic Chapter Length 
(minutes) 

Total Video Time 

1 1 Introduction to Profit Mastery 22 
55 minutes 

 2 Quiz Review 33 

2 1 Introduction to Case Study 22 
I hour,  

6 minutes  2 Introduction to Financial Statements 27 

 2b Your Ratio Scorecard 17 

 2c Comparing to Your Industry 11 
1 hour,  

3 minutes  3 The Completed Scorecard 18 

 4 The Road Map 34 

 5 The Road Map & Low Cash 20 

52 minutes  6 The Road Map & Low Cash continued 15 

 7 Profit Mastery Assessment 17 

3 1 Starting Break-Even 36 
1hour,  

24 minutes 
 2 Working Through Olympic Case Study 27 

 3 Break-Even by Unit & Pricing Discussion 21 

4 1 Starting the Cash Budget - Profit Plan 23 

56 minutes 

 2a Building the Cash Flow 19 

 2b Continuing the Cash Flow 2 

 2c Finish Cash Flow - Lending Section 4 

 2d Graphing the Cash Flow 8 

 3 Cash Flow Wrap Up 53 53 minutes 

5 1 Intro. to Growth’s Impact on Balance Sheet 19 
41 minutes  2a Evergreen at $900k 16 

 2b Ratios at 600k vs. 900k 6 
 3 Financial Gap wrap-up 44 1 hour,  

12 minutes 6 1 Steve’s Thoughts on Banking & Transition 28 
 
 
 
 
 
  
 
 
    
 
 
    
 

Teach in Nine Days, Two-Hour Segments 

 

 

 

Segment 1 

Segment 2 

Segment 3 

Segment 4 

 

 

Segment 6 

 

 

Segment 5 

 Segment 7 

Segment 8 

Segment 9  

 For Case Study Assignment 5: 
discussion can be at the beginning 
of Section 7, Cash Flow wrap up. 
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