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WELCOME TO THE INCUBATOR! November 2009 — October 2010

Who and Why Participate

Incubator provides a forum for dialogue and exploration of break-through thinking, innovation and growth in
our self employment/entrepreneurial community. Itis a “Call to Action” for individuals who want to work from
home, Entrepreneurs & their enterprises.

According to a publication from the National Business Incubation Association, research has demonstrated that
80-90% of businesses are still operating after 5 years where the founder has received entrepreneurial training
and continues with a peer group of entrepreneurs, as compared to a less than 10% success rate for those who
did not receive training and support.

Our Services are specifically designed for individuals to become self employed superb entrepreneurs; small
business owners who plan & build successful careers & ventures! The services are applicable for:
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Incubator helps you maximize your potential and return on your investment in your business and in your life as
a Whole! While on your journey to become superb entrepreneurs, leaders, and managers, our constant
challenges are:

“Do | want to grow and change personally and professionally while launching my business and taking it
through its life cycles?”

“How can | continuously build strength in my company?”

“How do | learn to manage the “both and” (paradox) of DOING the business and WORKING on the
business simultaneously, not the “either or” of running my business?

“How do | build a support team where the entrepreneur creates and manages Vision, where
management creates Systems and Processes and the technician creates the Results?”

For Participants you will:

+

+
+
*
+
+
*

Develop relationships & resources with peers for shared learning, mentoring and support

Create and implement strategically focused plans for building strength in your company and your life as
a “Whole”

Lead and ignite the entrepreneurial spirit of passionately seeking new opportunities in your business
and your life

Focus on business, professional and personal growth & development strategies for leadership,
innovation and entrepreneurial peak performance

Develop and implement the essential leadership skill of DISCRIMINATION, focusing on vision, business
model, business consciousness and end game strategies

Switch your thinking from “either or” to “both and” thinking, through Action Learning —a time
structured environment and accountability to work ON the BUSINESS

Develop management systems & processes that support the growth of your business

How Incubator Works

Incubator is dedicated to supporting the growth and development of self employment, entrepreneurs and
their companies through Action Learning Group training & education, coaching and consulting.
Our Service Delivery Model_demonstrates five milestones:

1)

2)

Self Assessment

“What do | want to do when | grow up again?”

“Do | have the ‘preneur’ spirit?”

“What path should | take — self employment and entrepreneurship, employment or a combination of
both?”

Self Employment/Entrepreneur Action Plan

Orientation Workshops or Incubator’s “Get Ready, Get Set, Go!”

Cost: No Charge or up to $50.00 per person

Initial 1:1 Consultation provides the opportunity to explore your specific needs and the needs of you
business or career by initially discussing the following 3 questions:

e Isyour business or career where you want it to be? Why or Why not?

e What are your 3 greatest challenges or fears in your business or career?

e What do you want your business or career to look like in the next 3-5 years?
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For Self Employment/Entrepreneurs & Start Ups, we will:
e Help you determine if self employment is right for you.
e Explore the self employment continuum including business ideas for start ups, acquisition and
franchise opportunities.
e Review and provide constructive feedback on initial feasibility studies and business plans.
e Determine your entrepreneurial learning needs and create your action plan.
Cost: 1% Hour, no charge
$200 per Hour

3) Training/Education, Resources & Coaching
After completing Step | Clarify & Focus Your Vision, you and your instructor will help you choose which
Road Map (1 or 2) will work best for your goals and vision.
Each course includes 1 hour of individual coaching.
Cost: See Action Learning Training Groups Descriptions

4) Implementing Your Plan — securing your First Customer and launching your business.
5) Continuous Support — this is a combination of on line/in person telephone and/or monthly meetings
Cost: Monthly meeting $25 per person

Consulting/coaching $200 per hour

ACTION LEARNING TRAINING GROUPS

ROAD MAP 1 Working For Yourself
Self Employment/Entrepreneurship for Freelance Work, Independent Contractors & Multiple Income
Streams
Required Courses: (see Descriptions below)
U Step 1 Clarify & Focus Your Vision
U Step 2 Feasibility Study & Analysis
U Step 3 Business Success Plan & Analysis — “How will | know when | have made it?”
U Step 4 Monthly Round Table
Total Cost: $2485 per person, includes 11 Monthly Round Table meetings

Recommended Course(s):
Step 5 Small Business Growth & Development
U Strategies for Business Success Online
Cost: $695 per person
U The Four F’s of Financing & Financial Management
Cost: $495 per person

ROAD MAP 2 TRADITIONAL BUSINESS
Entrepreneurship for Start Ups, Acquisitions, Franchisees, Intrapreneurs & Social Entrepreneurs

Required Courses: (see Descriptions below)
U Step 1 Clarify & Focus Your Vision
U Step 2 Feasibility Study & Analysis
U Step 3 Business Success Plan & Analysis
U Step 4 Monthly Round Table
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Total Cost: $2485 per person, includes 11 Monthly Round Table meetings

Recommended Course(s) Step 5 Small Business Growth & Development
U Strategies for Business Success Online

Cost: $695 per person
U The Four F’s of Financing & Financial Management

Cost: $495 per person

COURSE DESCRIPTIONS
ROAD MAPS 1 & 2 Step 1 Clarify & Focus Your Vision
THREE 5-hour sessions and ONE 1- hour of individual coaching for those who are seriously considering having
their own business. You will begin to experience the entrepreneur's inner journey, the entrepreneur's Big
Picture outer journey and create the foundation for your company's major strategies for success. You will:
e Complete 2 Inventory Tools: Creatrix® to assess your innovation orientation, creativity and risk taking
drivers; Entrepreneurial Leadership to assess your entrepreneurial leadership competencies.
e Create a professional development plan.
e Explore, clarify, define, and describe your personal & company's Vision, Purpose/Mission, Core Values
and Gifts & Potholes.
e Examine the importance of goal setting and peak performance.
e  Write 3-5 year goals in the following areas: personal, relational, business and career, professional
development.
e Examine your type of business, end game strategies and corresponding business models.
e Define & experience the strategic thinking/planning process.
e |[nitiate a business mission statement.
e Complete a personal financial statement & 1-year personal budget.
e Present your company and personal learning for peer review & constructive feedback
e Assess your resources — time, energy & money for your business.

Key Decision Points

1. What are my gifts/talents and challenges as an entrepreneur?

2. What are my vision, purpose, and core values?

3. How does my business provide better solutions for its customer's problems and needs?
4. What resources are available for my business?

Cost: $695 per person

ROAD MAP 1 Step 2 Feasibility Study & Analysis
FOUR 5-hour sessions and ONE 1- hour of individual coaching on assessing your career; translating that to “The
What,” “The Who” and the “Value Proposition” of marketing; introductions to market research, marketing, and
forecasting including a forum with a marketing expert; power networking; creating a 1-3 year marketing plan,
the foundation and outline for your business. You will:

e Conduct market research for your business.

e Document industry, target markets, competitive analysis and trends; create a customer profile.

e Identify your market niche, and USPs (Unique Selling Propositions).

e Create 3-5 key open-ended questions and interview 1-3 potential customers.

e Develop a 1-3 year marketing plan with key marketing strategies and tactics.
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¢ Identify & define practical, high value marketing tactics of social media, affiliate selling and
collaborative marketing.

e Complete a 1-3 year financial forecast, including start-up costs.

e Demonstrate “Power Networking.”

e Determine the company's milestones of break even and profitability.

e Write & present your Feasibility Study for peer review & constructive feedback.

Key Decision Points
1. What are the company's target markets and who are its customers?
2. How is the company different from its competitors?
3. Does this make sense financially?
4. s this congruent with my goals?

Cost: $1195 per person

ROAD MAP 2 Step 2 Feasibility Study & Analysis
THREE 5-hour sessions and TWO 2- hours of individual coaching on market research, marketing, and
forecasting including a forum with a marketing expert, creating the foundation and outline for your business
plan. You will
e Conduct market research for your business.
e Document industry, target markets, competitive analysis and trends; create a customer profile.
e |dentify your market niche, and USPs (Unique Selling Propositions).
e Create 3-5 key open-ended questions for your customers & interview 1-3 potential customers.
e Develop a 3-5 year marketing plan with key marketing strategies and tactics.
e Complete a 3-5 year financial forecast, including start-up costs and capital expenditures.
e Determine the company's milestones of break even and profitability.
e  Write & present your Feasibility Study for peer review & constructive feedback.

Key Decision Points
1. What are the company's target markets and who are its customers?
2. How is the company different from its competitors?
3. Does this make sense financially?
4. s this congruent with my goals?

Cost: $795 per person

ROAD MAP 1 Step 3 Business Success Plan & Analysis
TWO 5-hour sessions and ONE 1-hour of individual coaching on business associations and legal issues,
insurance, proposal writing, and accounting systems that include a forum with a small business attorney,
Certified Public Accountant and banker. You will:

e Discuss various forms of business associations, legal issues, tax and non tax implications.

o Define, review and read financial statements — balance sheets, income statements and cash flow.

e Review accounting software options, payroll and tax liabilities.

e Understand the key ingredients of proposal writing.

e Create 1-3 year cash flow projections.

e Examine the need for insurance and explore options & resources.

e Explore the foundation & importance for a strong banking relationship.
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e Write, at a minimum, a 3 page Business Plan and present for peer review & constructive feedback.

Key Decision Points
1. How much cash (working capital) does the company need to grow and operate?
2. What are my personal & tax liabilities as a sole proprietor?
3. What are my personal and business insurance needs?
4. How does the company deliver its products/services?

Cost: $595 per person

ROAD MAP 2 Step 3 Business Success Plan & Analysis
THREE 5-hour sessions and ONE 1-hour of individual coaching on business associations and legal issues,
insurance, 3-5 year operations plan, financial plan and accounting systems including a forum with a small
business attorney, Certified Public Accountant and banker. You will:

e Discuss various forms of business associations, legal issues, tax and non tax implications.

e Select a business association for your company.

e Define, review and read financial statements — balance sheets, income statements and cash flow.

e Review accounting software options, payroll and tax liabilities.

e Create 3-5 year cash flow projections.

e Finalize start up costs and capital requirements.

e Examine the need for insurance and explore options & resources.

e Write and present your Business Plan for peer review & constructive feedback.

Key Decision Points
1. How much cash (working capital) does the company need to grow and operate?

2. Does the company need debt and/or equity financing? How much and for what?
3. What are my personal and business insurance needs?
4. How does the company deliver its products/services?

Cost: $995 per person

ROAD MAPS 1 & 2 Step 4 Monthly Round Table Meeting
TWO hours per month for shared learning amongst peer self employed entrepreneurs, addressing the
following questions;
1) What has been your latest strategic home run?
2) What are your key issues?
3) What do you need help with from the group?
You will:
e Monitor “plan” versus actual performance of your business.
Identify critical issues, and create 30 day action plans.
Build business and critical thinking skills.
e Continue to organize, plan and manage the company.

Cost: $25 per person per monthly meeting

1600 University Avenue West

Suite 401

Saint Paul, MN 55104

612-850-0836 A.C.T.I.O.N. Road Maps For Entrepreneurs



Step 5 Small Business Growth & Development
Strategies for Business Success Online
This is FIVE 3-hour sessions & ONE 1-hour individual coaching for participants who are actively participating in
the course. You will:
e Complete an inventory of your current online presence.
e Qutline your personal and company's Core Values and translate them to Guiding Principles for Online
Activities.
e Examine different successful strategies and determine which strategies are best for your brand and
goals.
e Experience and evaluate the use of metrics for tracking online success.
e Assess financing and management options for online projects and campaigns.
e Assess your resources — time, energy & money for your online presence.
e  Write and initiate 3-, 6-, and 12-month plans in the following areas, as applicable: social media,
website, ads, B2B, e-commerce.
e Present your company and personal learning for peer review & constructive feedback.
Pre-Requisite
Each participant must have at least ONE of the following:
e  Proof of successful completion of the Incubator, Inc. Step | course
e Aclearly defined business plan, that has been reviewed by the instructor
e An established “brick and mortar” business
Key Decision Points
1) How do | conduct my business, no matter what the environment?
2) Which strategies are aligned with the nature and brand of my business?
3) How much do | need/want to do myself? What can | delegate or ask of my customer community?
4) How can | start now?
5) How can | best track my results?

Cost: $695 per person

The Four F's of Financing & Financi al Management
This is TWO 4-hour sessions & ONE 1- hour individual coaching for participants who are interested in learning
about the options for financing their business. You will also learn about the investor/lender’s viewpoint in
analyzing your company’s financial performance. You will understand what it takes to obtain financing and
what financing strategies can be used to help ensure your company's success. You will:
e Demonstrate an understanding of the financial function and the environment within which it is carried
out.
e Evaluate the firm’s past and current financial performance, including an assessment of financial
performance relative to industry averages.
e Develop and/or enhance Pro-Forma financial statements.
e Evaluate principle financing strategies available to the finance manager.
e Understand the importance of current asset management to the firm’s financial success.
e Given a firm's capital structure and its need for additional funding, compare and contrast the
advantages of using the primary sources of financing available to the firm.
Key Decision Points
1) What is the financial health of my company now?
2) What do | want to do to move my company to the next level — and what financing is needed?
3) What are my financing alternatives?

1600 University Avenue West

Suite 401

Saint Paul, MN 55104

612-850-0836 A.C.T.I.O.N. Road Maps For Entrepreneurs



4) How do | prepare for a discussion with a lender about my business so that success is achieved?
5) Whatdoldoif | don’t get financing?

Cost: $495 per person

CUSTOMIZED TRAINING PROGRAMS: Available upon request

About Incubator

Founder’ s Background & Team Resources

Over the past 7 years The Incubator has been a guide & trusted advisor to over 1000 individuals and
companies in entrepreneurship and small business growth & development. Jeanne Larson, MBA is the founder
& President of The Incubator. She has been a serial entrepreneur and intrapreneur for over 25 years and is
experienced in all business stages, mergers and acquisitions, and joint ventures/strategic alliances. She has
worked with all sources of financing except public offerings. She has managed over 1000 employees nationally,
and negotiated international trade agreements. She has conducted numerous presentations and workshops on
such topics as entrepreneurship, self employment, independent contracting, multiple revenue streams, and
innovation. The Incubator has a team of “trusted advisors” that specialize in all areas of small business growth
and development. They include but are not limited to experts in sales & marketing, attorneys and counselors at
law, accounting, insurance and investments, banking, equity investors — angels and venture capitalists.
Incubator has been featured in several Minneapolis/St. Paul publications, and on National Public Radio -
Market Place

Instructors

Mary Herfurth, MBA Finance has over 20 years’ experience in banking, finance and education. She is successful

in evaluating market conditions and using data to make business decisions that balance risk and reward;
developing and executing strategies that result in revenue growth with excellent small business planning and
leadership skills in the following: Strategy Development, Risk Mitigation, Profitability Analysis, Revenue
Generation, Market Positioning, Conflict Resolution, Cross-Functional Team Leadership. She is the
instructor/facilitator for Step5¢ KS C2dzNJ CQa 2F CAYlIYyOAy3ad g CAYlIYyOALl ¢

Jim Reid, BS Marketing is founder/President of Bottom Line Business Advisors, Inc. (2003) and has over 25
years experience in sales & marketing. Jim’s Marketing career began in Minneapolis when he was recruited
here by Target Corp. with an assignment in their Marshall Field operations. In addition to Target Corp., he has
headed business units for Hallmark Cards, Jostens, America’s Doctors of Optometry, Walman Optical and
Qwest Communications. Currently, he works with Small Business Owners that want and need better ways to
market their products and services; implementing growth strategies quickly improving financial performance.
He is an Incubator Alumni and the instructor/facilitator for Road Map 1 Ste@ Feasibility Study & Analysis
Step 3Business Success Plan & Analysis, and Step 4 Monthly Round Tablen#eeti

Rosemary Senjem, BA founded her most recent venture in 2004, Hand Spun Digital, Inc., and has been a
trusted strategy advisor while providing branding and web development services to over 100 entrepreneurs
(start-up and established businesses). Prior to starting her own company, she worked with Seward, Inc. for
three years as a designer and programmer serving fortune 500 companies. Rosemary Senjem is also a seasoned
experiential educator, who has designed and led adventures that range from learning entrepreneurial thinking,
to community building, to remote wilderness travel. She has supported entrepreneurs in the following fields:
retail, manufacturing, fine art, construction, photography, cottage industry for a new product, life coaching,
corporate training & consulting, fitness, wellness & alternative medicine, writing, virtual assistant, event
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planning, journalism, music & performance, upholstery, and more. She has conducted presentations and
workshops on such topics as web design for accessibility, marketing, entrepreneurial thinking, energy flow &
cash flow, and created the one-woman show, “Joy in the Jungle: Adventures in Entrepreneurial Thinking”. She
is also an Incubator alumni and the instructor/facilitator for Step 1 Clarify & Focus Your Visi®tgad Map 2
and Step5 Strategies for Business Success i0al

Our Mission is to guide, facilitate and advise individuals and organizations in entrepreneurship & business
development through A.C.T.I.O.N. Road Maps & Action Learning:
Assessment,
Coaching change & transformation
Training & experiential learning
Implementation
On-going monitoring & support
Networking & resource development

Our Vision
“Building Communities of Superb Entrepreneurs”
Creates Healthy Communitie$ocally, nationally and globally

Our Beliefs

Superb Entrepreneurs

According to Webster's Dictionary “it is a person who organizes and manages any enterprise especially a
business usually with considerable initiative and risk.” An “entrepreneuse” is a female entrepreneur. Superb
entrepreneurs approach their business as a process that involves all the functions, activities, and actions
associated with perceiving opportunities and creating an organization to pursue it. The process is analogous to
a 3-legged stool: one leg for leadership, one leg for business skills & acumen, and one leg for innovation with all
3 legs secured by vision, mission and core values in action.

Entrepreneurship
Itis a recognized profession and career; it is a combination of art and science where preparation and
opportunity meet. Itis about leadership, innovation, managing vision, mission/purpose and values.

Crucial Ingredients for Entrepreneurial Success
An excellent market opportunity with a laser-like focus on providing a better solution for its customers’
needs and problems.
A first rate management team — internal and external to the organization.
A superb entrepreneur who seeks continuous learning, growth and innovation for themselves
personally, their team(s) and their company.

ACTION Learning Groups

Incubator’s philosophy & core value of adult learning is based on Action Learning.

What is Action Learning?

In summary, action learning brings together small groups of 3-12 participants with the following intentions;

To work on and through organizational/individual issues.

To work on real issues and problems.
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To work together to check individual perceptions, clarify the issues and explore alternatives for action.
To take action in the light of new insight; begin to change the situation.
Bring an account of the consequences back to the group for further shared reflection and learning.

To focus on learning, not only about the issue being tackled but also on what it being learned about
oneself.

To be aware of group processes and develop effective ways of working together.

To provide the balance of support and challenge that enables each person to manage themselves, their
business, and others more effectively.

What is your responsibility?
Commitment to solving the problem/issue.

Ability to listen, to question self and others.

Willingness to be open and to learn from other group members.
Valuing of others and respect for them.

Commitment to taking action and achieving success, doing the work!
Awareness of own and others' ability to learn and develop.

Why Action Learning is needed in today's world?

Required Paradigm Shifts

Industrial to Information to Knowledge & Paradoxical
Thinking

ECONOMY National to Global

MARKET FOCUS

MEANS OF PRODUCTION Manufacturing to “Mentofacturing”

Our Core Values

Value #1 Wholistic Opportunities for Wealth includes but is not limited to the following:
Relationships of family, friends, partners, business stakeholders forged with trust and honesty
Networks of resources, experts, strategic alliances, and marketers
Individual & community economic growth, health and life harmony

e Continuous learning growth, improvement of self, business and life’s experiences and choices
Value #2 The Customer Intimacy Value Discipline
Incubator is committed to exceeding our client’s value expectations while meeting industry standards with
operational excellence and service leadership.
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Value #3 Continuous Innovation, Improvement and Leadership Development

e Systems Thinking

e Personal Mastery

e Challenge our Mental Models (Beliefs and Assumptions)

e Shared Vision

e Team Learning
Value #4 Strategic Alliances/Partnerships
Strategic Alliances are one of the primary initiatives for building strength in companies. They provide access to
far more resources than any single company owns or could buy. It is a relationship between/amongst
companies in which they Cooperate, Coordinate and Collaborate to provide value, a better solution to the
market — the Customer! All stakeholders WIN!
Value #5 Think Global, Act Local

e As a member of the global community, it requires 6-D or multidimensional thinking & strategies. It

requires us to value the following:

e Free-market capitalism

¢ Innovation replaces tradition

e The present and the future replaces the past

e Inclusivity, respecting the richness of diversity

Policies and Procedures

Incubator’s philosophy of learning is based on Adult Learning Principles, Action Learning and Teamwork.
The value of the program is directly related to the participant’s commitment to the group process, “doing the
work” and being accountable to themselves and each other, therefore there is no grading system and each
client “owns” their work product. Previously earned credits or prior training will not be accepted.
l. Holidays, Scheduled Breaks, Group Schedule - Start & End Dates
A. Holidays
Incubator, Inc. recognizes the following holidays:
New Year’s Day, January1 ~ Memorial Day Independence Day (US), July 4 Labor Day
Thanksgiving Day & the Day after  Christmas Eve & Day December 24 & 25
B. Scheduled Breaks
June 30 —July 4, 2008
December 22 - January 2, 2009
C. Group Schedule, Process — Start & End Dates
Stepl Clarify & Focus th&ourVision- First, Second & Third Tuesday of Each Month 9:00 AM-3:00 PM
Step2 Feasibility Study & AnalysisFirst, Second & Third Wednesday of Each Month 9:00 AM-3:00 PM
Step3 BusinessSuccesPlan& Analysis— First, Second & Third Thursday of Each Month 9:00 AM-3:00
PM
Step49 v i NB LINB v S dzbkling - LastXhhriddiyfofEactaMonth (There is no meeting in
December) 4:30-6:30 PM
Step5 Small Business Growth & Development
Strategies for Business Success iBal Mondays of Each Month, First Day 9:00 AM-4:00 PM, 2"
through 4™ Day 9:00 AM-12 Noon
¢CKS C2dzNJ CQa 27F CAgemeAtFirsyTdo FeidayEok BAdn Mddth 9:00 AMa1:0§PM
If the above days land on a Holiday or Scheduled Break, that specific session will be rescheduled by
Group consensus.
Action Learning Groups can be changed by Group consensus and instructor availability.
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Individual Consultation and Coaching: The sessions are determined at a mutually agreed upon time.
The above schedule will not apply to distance learning.

II.  Attendance
It is the responsibility of the client to timely attend each scheduled Group session. If the client is late,
they will need to “catch up” with the Group. If the participant cannot attend the next scheduled group
session, they will give Incubator, Inc. 24-hour notice. Incubator will make every effort to reschedule
the group session missed by having them join another similar group. If they miss two of the three
sessions within each Step, even after joining another group, they will need to meet with their instructor
to determine their next steps which may include reenrollment at a later date, termination or a mutually
developed individual action plan.

Il Dismissal
When a client is disruptive and the behavior is affecting Group learning and process, the client will be
counseled by their instructor and/or Jeanne Larson up to two times. If the disruptive behavior persists,
the client will be immediately dismissed.

V. Refunds/Cancellation — “Buyer’s Right to Cancel”
The initial 1-hour consultation assists the potential client and Incubator in determining if Incubator can
meet their needs. If the potential client decides to participate in the services provided by Incubator,
the Client Information/Registration form is completed by the client and dates are explored and
confirmed to begin the self employment/entrepreneurial process. Both the client and Incubator will
sign the Client Information/Registration form and a copy is given to the client therefore notifying the
client and Incubator of acceptance/rejection in the program. In the event a client is rejected, all
tuition, fees and other charges will be refunded.

e This refund policy is not linked to any client conduct policy and any promissory instrument shall
not be negotiated prior to the completion of 50 percent of the course.

e Written notice of cancellation shall take place on the date the letter of cancellation is
postmarked or, in the case where the notice is hand carried, it shall occur on the date the
notice is delivered to Incubator. The date of execution of the enroliment agreement shall be
presumed to the date of delivery of the notice of acceptance; and if delivered by mail, the
postmarks date of the letter of acceptance.

e Any notice of cancellation shall be acknowledged in writing within 10 business days of receipt
of such notice and all refunds shall be forwarded to the client/payer within 30 business days of
receipt of such notice.

Resident (In person) School

a) Notwithstanding anything to the contrary, if a client gives written notice of cancellation within
five business days of the execution of the agreement or the day on which the client is accepted,
then a complete refund is given regardless of whether the program has started.

b) If a client gives a written notice of cancellation after five business days of the execution of the
agreement or the day on which the client is accepted, but before the start of the program by
Incubator, then all tuition, fees and other charges, except 15 percent of the total cost of the
program (15 percent not to exceed $50.00) shall be refunded to the client.

c) If aclient gives written notice of cancellation after the start of the period of instruction for
which the client has been charged, but before the completion of 75 percent of the period of
instruction, then the client is assessed a pro rata portion of tuition, fees and all other charges
based on the number of days in the program plus 25 percent of the total program cost (25
percent not to exceed $100.00).

Distance Learning (effective July 1, 2010)
a) Notwithstanding anything to the contrary, if a client gives written notice of cancellation within

five business days of the execution of the agreement or the day on which the client is accepted,
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then a complete refund is given regardless of whether the program has started.

b) If a client gives written notice of cancellation after five business days after the date of
acceptance, but before the first lesson has been serviced by Incubator, the client is assessed 15
percent of charges (15 percent not to exceed $50).

c¢) When a client has been accepted and gives written notice of cancellation after the first lesson
has been serviced by Incubator, but before the completion of 75 percent of the program, the
client is assessed pro rata portion based on the number of days in term as a portion of the
charges plus 25 percent of the total program (25 percent not to exceed $75).

V. Invoicing/Payment
All Steps/Courses costs include all materials, inventory tools and guest speaker fees. Clients will be
invoiced after first day of each Step/Course. Payment can be made by cash, check or credit card. We
accept Visa, MasterCard and Discover credit cards.

VI. Complaints
When a client/participant is dissatisfied with the services offered by Incubator, Inc., the first step the
participant needs to do is to schedule a meeting with Jeanne Larson to discuss their issues. At this time
we will explore alternatives to resolving their issues and determine the course of action and next steps.
If the client/participant is still not satisfied, they are encouraged to contact:

Minnesota Office of Higher Education
1450 Energy Park Drive, Suite 350
Saint Paul, MN 55108

FOR MORE INFORMATION, SCHEDULING YOUR INITIAL CONSULTATION AND ACTION LEARNING GROUP
REGISTRATION
PLEASE CONTACT:
Jeanne Larson, MBA
1600 University Avenue West
Suite 401
Saint Paul, MN 55104
Telephone: (612) 850-0836
Fax: (651) 632-2145
Mobile: (612) 850-0836
jlarson@incubatorinc.com
www.incubatorinc.com

*The Incubator is licensed as a private career school with the Minnesota Office of Higher Education pursuant
to Minnesota Chapter 141.21 to 141.32. License is not an endorsement of the institution. Credits earned at
the institution may not transfer to all other institutions.

1600 University Avenue West

Suite 401

Saint Paul, MN 55104

612-850-0836 A.C.T.I.O.N. Road Maps For Entrepreneurs
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