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Before (to help the team prepare)

Do a blunt, honest assessment of the strengths and weaknesses of each team member. You have a lot more experience than you think you do. Make a list of your skills. 

Set Up for First Meeting

a. Spend ten minutes introducing yourselves and asking the entrepreneur to tell you a bit about themselves and their families/backgrounds. 

b. Explain the purpose of the consulting--- working with them over the next three months to help them move the business forward by working with them to address key needs and problems. Indicate that it is an honor to be able to work with them and learn from them.

c. Indicate the consulting begins tonight and ends on December 10. Explain that you will learn as much as you can about their business, the market, competitors, costs, and other key issues affecting business success. You will agree with them on the priority needs and on a set of deliverables.  You will work with them to address these needs and help produce the final set of deliverables.  Deliverables will be shared along the way and they will receive a final consulting report explaining details how to best use the deliverables.

d. Explain that you will first produce a business model capturing the essence of the business, and that the engagement will have three stages:

· Analysis of the business situation, the opportunities facing the firm, and key needs and priorities (outcome: complete the business model and prioritize deliverables);
· Working with the entrepreneur, produce the major deliverables (outcome:  major needs of the business addressed, such as a marketing campaign, a simple bookkeeping system, or a website);
· Write up the deliverables and work with the client on implementation issues (outcome: final consulting report and presentation)

Then transition into the questions, explaining “we first want to get some more background on your business and would like to ask you some questions”. 

Sample Questions to Ask in First Meeting (decide who will take the lead on which questions)

1. Is the business up and running or still in the planning stage? If not already operating, when do you plan to launch?

2. Why did you (or do you) want to start this business?  What are your motives?

3. What is your vision? Where would you like to see the business in 3-5 years?

4. Are you working another job while working on the business?  About how many hours a week are you able to spend on the business?

5. Is the business registered?  Do you have a business bank account? 

6. Have you written a business plan for the business?

7. Do you work alone in the business, or do family members help? Do you have any employees?

8. If you are currently operating, what are your monthly sales (approximately)?

9. Could you tell us a bit more about your products and services?  Which do you think are (or will be) the bigger sellers (or generate the most revenue)?

10. How do you go about attracting customers—what is your marketing approach?


11. What are some of the biggest challenges that you are dealing with when it comes to the business? (probe on this—try to pull more out of them).

12. Tell us about your market—who do you see as your primary customers?

13. What do you see as the key areas where you could use some assistance? 

Closing

Pick a contact person on your team and give the client your email address and phone number. Then ask the client to confirm the email address and phone number that I provided you for them. 

Be sure to set up the time for next week’s meeting --- tell them it can be at 6 pm, 7 pm or 8 pm ---but do this with your second client in mind.

