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Benefits of Fair Shake Membership
Bridges to working and networking in today's electronic world

The Member area of the website is exclusively for formerly incarcerated people and exists to provide access to 
and training in useful technological tools that can build opportunities. It ncludes free online tools such as a 
Personal Web Page, data storage area, and a Personal Resource Directory with tutorials to learn more about all 
of the above.

We recommend you engage in every way possible to demonstrate skills and knowledge you have acquired 
before, during and after incarceration. We believe that if you embrace this section of the website you will be able 
to put your best foot forward to demonstrate your intentions, your organizational skills, pride in your work, and 
commitment to the course you are now taking. We also believe that by utilizing these tools you can help others 
succeed! 

Fair Shake offers the following FREE Benefits:

Personal Web Page: Your Personal Web Page is a comfortable environment to disclose the information you 
would like to share with people you permit to visit. Here you can introduce yourself, list your skills, your 
education and work history, show your photograph, link to your documents and provide relevant and important 
information not requested in many job applications.

Some people assume the worst when they hear you have been incarcerated and make incorrect judgments. 
Your Personal Web Page lets others learn about you at their leisure and provides an opportunity to make a 
personal connection in a non-threatening way.

Your page is password protected; you decide who has permission to visit. You can change the password at any 
time to control the amount of people that can view your page or have access to your documents such as your 
resume, identification, and certificates in education or specific skills. 

Data Management: On the Data Management page you can upload documents and photos for storage. You 
will also see how much of your storage space remains available. 

Personal Resource Directory: The Resource Directory is available to everyone, but when you are signed 
in to your Fair Shake account you can save resources to your own account, and thus create your own Personal 
Resource Directory. All the contacts you have saved and searches you have performed are here for your quick 
and easy reference. From this page you can review, delete and print. Printing makes these resources available 
to you while you are away from your Fair Shake account.

Tutorials: If only the world had a user's manual! This area is full of tutorials that will help you understand how 
to use your electronic tools. Tutorials we have written explain using all of the tools we give you within Fair 
Shake, and we also provide links to other tutorials on popular programs you may have access to.

Member Testimonial:    
Fair Shake helped me to land the job I currently have. My boss was highly impressed with the array of resources 
I had at my disposal.   What I like best about Fair Shake is that the member tools are restricted solely to inmates 
released from prison.

Potential employers see the information collected and displayed by and through your site and it gives them just 
enough pause to consider us as people. And for people like me, that was all I needed. I now have my own place 
to live, my own job, and I'm getting along just fine. Your site definitely played an integral part in this process.

      ~ Cody R. 

www.fairshake.net  "Benefits of Fair Shake Membership" from the Fair Shake Reentry Packet



Fair Shake’s (large and growing!) webpage for you: 
  (I hope you will help me build it and make it more effective!) 
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Educate Yourself!

The Internet can be used as a powerful tool for growth; you can teach and learn many things by yourself! 

Education serves many purposes, among them: to help us understand things and also to understand 

ourselves, to help us make connections and decisions, to show others we are capable; to name but a few.

Basic academic education is not the key to knowledge. Knowledge involves many facets to learning: academic,

experience, learning about yourself and your values, listening, learning to live in society, and more. The key to 

knowledge works when we integrate all of the aspects to make decisions and set goals.

Fair Shake brings together many free, online self-directed education resources for you to engage in education!

Knowledge is power. Information is liberating. Education is the premise of progress, in every society, in every 

family.        ~ Kofi Annan

Khan Academy: offers a library of over 3,500 videos which covers K-12 math, biology,

chemistry, physics, the humanities, finance and history. Each video is approximately

10 minutes long. All materials and resources are free.

GCF Learn Free: Provides quality, innovative online learning opportunities to anyone

who wants to be successful in both work and life.  They believe there’s freedom in the

ability to learn what you want, when you want, regardless of your circumstances

Massachusetts Institute of Technology’s free courses include materials from

more than 2,000 courses, presenting virtually the entire curriculum of the

Institute.

Coursera is an education platform that partners with top universities and organizations

worldwide, to offer courses online for anyone to take, for free.

Academic Earth provides access to a world-class education and includes curated

links to over 750 online courses and 8,500 individual online lectures, giving

students of all ages unparalleled access to college courses they may otherwise

never experience.

Codecademy is a great place to get started with programming! The lessons are very

rewarding as your progress can encourage you with medals or allow you to post your

progress on social media websites. The lessons are free; tests that offer                        

certificates are available for purchase.

Acámica es el futuro de la educación superior en línea. A través de lo que llamamos

microaprendizaje ramificado, ofrecemos cursos de calidad, accesibles, dinámicos e

interactivos, que pueden ser tomados en cualquier lugar, en  cualquier momento.

www.fairshake.net “Educate Yourself” from the Fair Shake Reentry Packet



CLEP offers 33 Internet-Based Testing exams in five subject areas at over  1,800

college test centers, covering material taught in courses that you may generally

take in your first two years of college. By passing a CLEP exam,    you can earn 3

to 12 college credits. Exams cost $80. There are text exams   for you to use to

prepare. 

List of CLEP Exams: Match with OpenCourseWare Classes! 

American Literature 

Analyzing and Interpreting Literature 

College Composition and 
        Modular English Literature 

Humanities Foreign Languages 

French Language (Levels 1 and 2) 

German Language (Levels 1 and 2) 

Spanish Language (Levels 1 and 2) 

History and Social Sciences 

American Government 

Human Growth and Development 

Intro to Educational Psychology 

Introduction to Psychology 

Introduction to Sociology 

Principles of Macroeconomics 

Principles of Microeconomics 

Social Sciences and History 

History of the United States I: 
        Early Colonization to 1877

History of the United States II: 
        1865 to the Present

Western Civilization I: 
        Ancient Near East to 1648 

Western Civilization II: 
        1648 to the Present 

Science and Mathematics 

Biology 

Calculus 

Chemistry 

College Algebra 

College Mathematics 

Natural Sciences 

Pre-calculus 

Business 

Financial Accounting 

Introductory Business Law 

Information Systems and 
        Computer Applications 

Principles of Management 

Principles of Marketing

www.fairshake.net “Educate Yourself” from the Fair Shake Reentry Packet



    THE DIFFERENCE BETWEEN FAIR SHAKE AND A PROGRAM 
Fair Shake; the Un-Program Most Programs 

 
 
 

Build community 

 
When I receive questions from individuals, I turn 
to the 4000+ incarcerated newsletter readers to 
share their suggestions, reflections, ideas, and 

experiences. Each of us holds a wealth of 
information! We can look to each other for 
solutions, critical questions and support. 

 
Programs address one ‘need’.  

They rarely support people outside  
of that one area and almost never 

build community between areas and 
among the incarcerated or  

formerly incarcerated. 

 
Encourage 
feelings of 

agency and 
self- 

determination 

 
Fair Shake provides opportunities for people to 

pursue their own goals. We offer support to 
everyone to meet their universal human needs, 
including the need to understand themselves as 

a person-in-society vs. a person alone. 

 
Many programs are created to address 

‘criminogenic needs’. Many 
participants ‘go through the motions’ to 

get the certificate or check the box. 

 
Build knowledge 

base with 
incarcerated and 
non-incarcerated 

alike 

 
I ask incarcerated people what they need to 
properly reintegrate into society. I share their 

ideas with all readers…for example, we built our 
free books, higher education and pen-pal lists 

through newsletter contributions! 

 
 

Programs tell people what they must 
do. They then provide ways to check 
to see if the participants are doing it. 

That's how they determine  
if it 'worked'. 

 

 
Understanding 
and addressing 

complexity 

 
Fair Shake offers a unique blend of 

interdisciplinary education opportunities 
 Including: building capabilities, helping  

others, understanding ourselves, ways to 
collaborate, and leveraging community  

knowledge to address today's challenges. 

 
Programs mainly focus on fixing  

or addressing deficits. They target 
single aspects of a person, not  
the whole, messy, integrated  

person-within-community. 

 
 

Multi-Stakeholder 
Approach 

 
Fair Shake is the only organization that offers 
free information for many stakeholder groups; 

providing a platform for us to all work together to 
build mutually-beneficial success. 

 
Programs are encouraged to work 
collaboratively but very few do so 
without funding that will support it. 

 

 
Educate and 

Leverage staff 

 
I share ‘best practices’ among the state and 

federal institutions, who have no opportunities to 
learn from each other. I strongly encourage 
prison staff to provide tools that returning  

citizens need for reentry success. 

Many programs rely on staff. They 
rarely, if ever, focus on problem-

solving with corrections to improve 
outcomes or usefulness. 

 
 
 
 

FREE benefits 

 
• Free of cost to anyone. • Free software for prisons and jails • DIY: no need for staff or supervision • Free to use and explore as you like! • Free National Resource Directory • Free from data collection and algorithms 

 
 

“Free” of financial costs for “Clients”, 
but often paid for by the government 
to address 'needs'. Many resources 
are offered on ‘referral’ basis only. 

 



 
 

Fair Shake Technology Tools     
 

Do you need to learn to use a computer?  How to navigate websites?  Or just brush up on your skills? 
 

Check out our Computer Basics tutorial! 
 

We cover these topics: 
• Mouse 
• Keyboard 

• Hardware 

• Computers and Your Health 

• Desktop Environment 
 

And you will learn these skills: 

• Mouse Articulation 

• Keyboard Hand Placement 

• Creating Files and Folders 

• Storing Data 

• Healthy Computer Use 
 

Ready to expand on the basics? We offer more information in these areas: 

Using computers: Desktop, Program Menus, Recycle/Trash, Keyboard Short Cuts and Printer information. 

Internet / Storage: 
Internet: Web Browsers, Internet Connection, Fair Shake Technical Tools 
Storage: Hard Drive, Internet Storage, Flash Drive 

Software: Software, Word Processor Programs (to write documents), Spreadsheet Editors (for making a 
calendar, schedule, budget), In The Cloud Programs, Email Software (including our Shake web mail) 

Be Careful: Save Your Work, Internet, Downloading, Updating and Uploading 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

FREE Personal Web Page! 
Personal Web Page: Your Personal Web Page is a 
comfortable environment to disclose the information you 
would like to share with people you permit to visit. Here 
you can introduce yourself, list your skills, your education 
and work history, show your photograph, link to your 
documents and provide relevant and important 
information not requested in many job applications. 
 
✔ Members differentiate themselves from    

     other applicants! 
 

✔ Members share information easily. No need  

     to carry documents; they can be located,    
     downloaded and/or printed from the page. 
 

✔ Shows dedication to reentry success and 

provides a place to demonstrate interest in 
taking a proactive approach by sharing skills, 
character traits, and intentions. 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      Looking for Guidance? How-To videos?   
You might want to check out  

                SUPREME GURU TECH 

                  www.youtube.com/c/SupremeGuru/videos 
 

      How-To Mania!  She’ll help you add apps of all kinds! Delete apps of all kinds!  iPhone and  
      Android!  Plus how to email, change font size, find music, tips and tricks & lots more.  
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(When we write in ALL CAPS) 

 
 

 
 

 
 

Search for Fair Shake 
 

www.fairshake.net    

        Search: How to Use a Cell Phone      

Zoom In  

Discover 
    Resources  
   & Information!     

Search 
Through  
Fair Shake  

2
. 
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1
.

WHERE CAN WE LEARN HOW TO DRIVE A CELL PHONE?! 

Don’t fall in the 
 “Rabbit Hole”.  
Use the search bar!  

FAIR SHAKE ON YOUR PHONE 
     It’s an application, but it’s not an APP (That’s right…you get info while we don’t take your iinfo! ~ : )  
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                                                  EDUCATE YOURSELF!  
 

Once you have learned to ask questions - relevant and appropriate and substantial questions – you have 
learned how to learn and no one can keep you from learning whatever you want or need to know.                              
                                                                                                                                             - Neil Postman 
 
You either learn your way towards writing your own script in life, or you unwittingly become an actor in 
someone else's script.                                                                                - John Taylor Gatto 
 
College Correspondence Courses:     Be sure to ask about the Pell Grant!                            
                                                                                           
Adams State University 
Correspondence Education Program                                         
208 Edgemont Blvd., Suite 3000 
Alamosa, CO 81101 
719-587-7671 
https://www.adams.edu/academics/print-based/prison-college-program/ 
 
Colorado State University-Pueblo    
Division of Extended Studies 
2200 Bonforte Blvd 
Pueblo, CO 81001-4901 
719.549.2100 
csupueblo.edu/extended-studies 

Ohio University Correctional Education 
Haning Hall 102 
1 Ohio University Dr. 
Athens, OH 45701 
800.444.2420 
ohio.edu/online/programs/print/correctional

 

Freshman Year For Free!                www.modernstates.org 
MODERN STATES and the CLEP exam - Modern States’ program: Freshman 
Year For Free, is intended to let students earn up to one year of college credit without tuition or textbook 
expense. They provide recorded courses, and the cost of testing, using CLEP exams (see below). Free 
to all who qualify!  You can start studying for the courses below now!      
 
 

Get college credit with 
what you already 
know!  

CLEP offers 33 exams in five subject 
areas at over 1,800 college test centers, 
covering material generally taught in the 
first two years of college. By passing a 
CLEP exam, you can earn 3 to 12 
college credits. Exams cost $80. There 
are text exams for you to use to prepare. 
 
College-Level Examination Program (CLEP) 
P.O. Box 6600 
Princeton, NJ 08541-6600 
Phone: 800-257-9558 or 212-237-1331 
 
       clep.collegeboard.org 
 
 

      THE FAIR SHAKE WEBSITE ALSO LISTS MANY FREE ONLINE LEARNING OPPORTUNITIES! 
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Free non-credit courses! 
College Guild 
P.O. Box 696 
Brunswick, ME 04011 

 



Freshman Year  Free™!!! 

MODERN STATES + CLEP exam 

Modern States Education Alliance is a non-profit dedicated to making a high-quality college education free 
of cost and accessible to any person who seeks one. Its founding principle is that access to affordable 
education is fundamental to any philosophy that respects all individuals, and fundamental to the American 
dream. 

Modern States’ program, Freshman Year for Free™, is 
intended to let students earn up to one year of college 
credit without tuition or textbook expense. 

Modern States is partnering with edX, the leading online 
learning platform founded by Harvard and MIT. Modern 
States has given edX the money to complete the 
development of more than 30 high quality freshman 
college courses, taught by some of the world’s leading 
universities and professors. Each course includes 
online lectures, quizzes, tests, and other features. 
Textbooks and materials will also be provided online, 
free of charge. 

The courses are designed to prepare students for the 
major “Advanced Placement” (AP)* or “College Level 
Examination Program” (CLEP)* tests offered by the 
College Board, including subjects such as History, 
Computer Science, Math, English and Economics. 

According to the College Board, more than 2,000 
traditional colleges and universities already offer credit 
to students who pass AP and CLEP tests. Students can 
take one course or many courses from Modern States, 
and then – by passing the AP or CLEP exams – can 
begin with up to a full year’s worth of credit after they 
enroll in traditional college, making Modern States an 
“on-ramp” to college. Modern States hopes to provide 
links for students to tutoring, mentoring and college 
advising groups as well. 

Modern States 
787 Seventh Avenue 49th Floor 
New York, New York 10019 

Open to Everyone 

In short, Modern States works like a global digital public 
library of great college courses. Enrollment in Modern 
States courses will be “massively open” to all people 
without regard to age, location, family income, 
nationality, prior credits or other factors. The courses 
may also provide a critical “road back” for students who 
have left the traditional US college system. Modern 
States is not in opposition to any traditional college and 
recognizes that a four-year residential experience at an 
established university is the preferred alternative. 
However, such an opportunity is out of reach for many 
people, given the high cost of tuition and other factors. 

Modern States was initially conceived and funded by 
businessman and philanthropist Steve Klinsky (the CEO 
of Modern States), but has grown as an alliance with the 
guidance and support of other education and foundation 
leaders. College systems with over two million students 
have affiliated with Modern States Education Alliance, 
including systems in New York, Texas, Ohio, Indiana 
and Tennessee. 

Working closely with Klinsky is Pulitzer Prize 
winner David Vise, Executive Director of Modern 
States. The author of four books, Vise was a 
reporter at The Washington Post for more than 
20 years before joining the investment firm New 
Mountain Capital as a Senior Advisor. 

Modern States is a philanthropy intended to increase 
global access to high quality education and seeks to 
partner with others who share its goals. 

www.modernstates.org 

As of this writing, CLEP tests are not offered in prisons. 

Let's change that! 

http://www.modernstates.org/


National Reentry Resources (besides Fair Shake) 
 
 

2-1-1 or www.211.org   Dial 211 or visit the website! 
211 is a vital service that connects millions of people to help every 
year. Simply call 211 or search for 211 online.  Program of United Way. 
   Services include:   
          Supplemental food 
          Shelter, housing, utilities 
          Emergency / disaster relief 
          Employment opportunities 
          Education opportunities 
          Veterans services 

Health care 
Rehab and addiction services 
Reentry Resources 
Support groups 
Safe path away from abuse  

 

Aunt Bertha: https://www.auntbertha.com/  
Search for free or reduced cost services like medical care, food, job 
training, etc. People can create profiles, connect with resources, and save 
searches...or search anonymously anytime. 

 

Positive Transitioning:   614-573-0464 or 844-392-9695    
CALL FOR RESOURCES: Employment, Housing, Education, and Legal Assistance.  - 24/7 Resources 
and Listening Line   Are you looking for resources? Give us a call!  Also sign up for coaching, enroll in 
classes and connect to a mentor or become a mentor.  www.positivetransitioning.org 
 

Help Yourself Therapy: 
www.helpyourselftherapy.com/ 
SELF-Therapy For People Who ENJOY Learning About Themselves.  Free, confidential, practical advice 
from a therapist. Everything is easy to understand and to use. Self-disclosure is never needed. 
Completely confidential. 
 

Homeless Accommodation Directory:   www.homelessshelterdirectory.org/ 
 

Transitional Housing   www.transitionalhousing.org 
 

Food Pantries and Soup Kitchens: www.homelessshelterdirectory.org/foodbanks/ 
 

Employment Related:  
Clothes For Women:  Dress For Success    https://dressforsuccess.org/ 

Clothes For Men: Career Gear     https://www.careergear.org/  
 

Career One Stop www.careeronestop.org 
Your source for career exploration, training & jobs. 

U.S. Department of Labor 
 

Vital Records   www.cdc.gov/nchs/w2w/  
Where to write, or where to go, to obtain birth, death, marriage and divorce certificates.  
 

Social Security new or replacement card:   https://www.ssa.gov/ssnumber/  

https://dressforsuccess.org/
http://www.cdc.gov/nchs/w2w/
https://www.ssa.gov/ssnumber/


HOUSING 
 Like the Fair Shake Find A Job page, the Housing Search page lists search engines to find 
housing near you.    In addition to the websites listed below, there is a lot more information in 
the Resource Directory and in Reentry Guides section below the Search Box. 
 

 

Aunt Bertha 
Aunt Bertha is a social care network that connects people and programs — 
making it easy for people to find social services in their communities. To do 
this, we’ve verified and added hundreds of thousands of programs covering 
every county in the US. 
 

2-1-1  
A phone number and a website!  Not sure 
where to turn? We are here for you. 
211 receives more requests for help 
with finding housing or shelter or 
paying utilities bills (over 4.4 million 
each year) than for any other issue. 

 
  

Homeless Shelters and Service Organizations: 
National list of homeless shelters and other services  homelessshelterdirectory.org/  
 

Find the Housing Authority Near You!  A nearly-complete list. Some others are 
located on the Fair Shake website under State and Local Reentry Guides. 
https://www.hud.gov/program_offices/public_indian_housing/pha/contacts    
 

Section 8:  Frequently Asked Questions  
What is Section 8 Housing? 
The actual name of the program commonly known as “Section 8″ is the 
Housing Choice Voucher Program, a federally funded program that 
subsidizes rent for eligible participants. It is designed to assist very low-
income families or individuals. A housing subsidy is paid directly to the 
landlord on behalf of a participating family/individual. 

  
How do I apply for Section 8 housing? 
Contact your local Public Housing Authority. 
 
For further assistance, contact the Housing and Urban Development office nearest you. 
 
Does my criminal record ban me from public housing?  
There are only 2 convictions for which a PHA must prohibit admission: • If any member of the household is subject to a lifetime registration requirement under a 

State sex offender registration program; and, • If any household member has ever been convicted of drug-related criminal activity for 
manufacturing or production of methamphetamine on the premises of federally assisted housing. 

https://www.fairshake.net/employment/
https://www.fairshake.net/reentry-resources/search-for-a-resource/
https://www.auntbertha.com/
https://www.211.org/
http://www.homelessshelterdirectory.org/
https://www.hud.gov/program_offices/public_indian_housing/pha/contacts
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/pha/contacts
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/pha/contacts
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/pha/contacts
https://www.211.org/
https://www.auntbertha.com/


 Write Your Business Plan!  
        This text is from the Small Business Administration website: 
                 https://www.sba.gov/business-guide/plan-your-business/write-your-business-plan  
 
Traditional business plan format:  When you write 
your business plan, you don’t have to stick to the exact 
business plan outline, but it would be wise to use the 
sections that make the most sense for your business 
and your needs. Traditional business plans use some 
combination of these nine sections. 
 
Executive summary: Briefly tell the reader what your 
company does and why it will be successful. Include 
your mission statement, your product or service, and 
basic information about your leadership team, 
employees, market and location. Include a brief 
financial summary and plans for growth, especially if 
you plan to ask for financing. 
 
Company description: This is where you will share 
detailed information about your company. Be specific. 
Describe the problems your business solves. Describe 
the consumers, organizations, and businesses your 
company plans to serve. Explain your competitive 
advantages. Are there experts on your team? Have you 
found the perfect location for your store? Why are you 
so passionate about the product or service to see the 
project through to become a solvent business?  This is 
the place to extol your strengths. 
 
Market analysis    You'll need a good understanding of 
your industry, what is instore for the future, and your 
target market. Competitive research will show you what 
other businesses are doing and what their strengths 
are. In your market research, look for trends and 
themes. What do your competitors do? Why does, or 
doesn’t it work? Can you do it better?  
 
Organization and management: Describe how your 
company will be structured, who will run it and how it 
will be managed. What is the legal structure of your 
business? A C corporation, S corporation, B 
corporation, a non-profit corporation? Will you have a 
partnership? If not, will you simply be a sole proprietor 
or possibly a limited liability company (LLC)?  Consider 
all options before you file with the IRS or state 
regulators.  
 

Use an organizational chart to lay out who's in charge  
of what. Describe the qualities each team member will 
bring to contribute to the success of your venture. 
Consider including resumes of key team members. 
 
Service or product line: Describe what you sell or 
what service you offer. Explain how the product or 

service benefits your customers and what the product 
lifecycle looks like. Share your plans for owning your 
intellectual property, like trademark, copyright or patent 
filings. If you're doing research and development for 
your service or product, explain it in detail. 
 
Marketing and sales: There's no single way to 
approach a marketing strategy. Your strategy should 
include the reception for your audience and your 
advertising outlets. It should also include flexibility 
should your product, service or messaging need to 
change slightly. How will you attract and retain 
customers? Where and how will you sell your products 
or services? Be clear! You’ll need to refer to this section 
later when you share your financial projections.  
 
You'll refer to this section later when you make financial 
projections, so make sure to thoroughly describe your 
complete marketing and sales strategies. 
 
Funding request:   Your goal here is to clearly explain 
your funding needs for the next 5 years. How much will 
you need?  What will you use it for?  Demonstrate how 
your profits will keep your business fluid while you’re 
able to pay off a loan. Or would you prefer to take on 
investors? Give a detailed description of how you'll use 
your funds. Specify if you need funds to buy equipment, 
materials, cover payroll or other specific bills. Include 
your strategy for paying off debt or selling the business. 
 
Financial projections:  Here you want to convince the 
reader that your business plan is stable, will remain 
solvent and will be a financial success.  List the 
collateral you will put up against a loan. Provide a 
prospective financial outlook for the next five years. 
Include forecasted income statements, balance sheets, 
cash flow statements, and capital expenditure budgets. 
For the first year, be very specific. Use monthly 
projections if possible. Make sure to clearly explain your 
projections, and match them to your funding requests. 
This is a great place to use graphs and charts to tell the 
financial story of your business.   
 
Appendix: Use your appendix to provide supporting 
documents or other materials were specially requested. 
Common items to include are credit histories, resumes, 
product pictures, letters of reference, licenses, permits, 
patents, legal documents, advertisements from 
competitors, trade news about your product, materials, 
or services, any contracts you may have now or which 
are on the table. 



Tips for Writing a Business Plan 
 
What is a business plan and why do I need one?  
 

A business plan describes the strategy that the creators of an organization plan to follow as they build a new 
business…for instance, what steps will you take to start the business, and then what steps will you take to grow the 
business?   The plan includes a description of the products or services that will be offered by the business, the 
customers, location, competitors, anticipated expenses, profit margin, plan to bring in employees, licensing or other 
special requirements and details specific to each industry, such as product shelf life and or cost of training staff. It 
should be written as a 3-to-5-year plan that includes short term and long-term goals.  A business plan includes the 
mission statement and the vision for the organization.  Use them to guide your structure and strategy.  Business 
owners who need funding from another source to start the business – whether loans, grants or investors – will need 
a business plan to convince the grantors, lenders or investors that the business is a good investment.   
 

                   A BUSINESS PLAN IS USUALLY REQUIRED TO OBTAIN  
                       FUNDING OR ATTRACT BUSINESS PARTNERS. 
 

Is a business plan good for anything besides applying for funding?   
 
Certainly.  A business plan will guide you through the beginnings of your business.  It will serve as a guide to get 
started, a measuring tool to keep you on track and a tool box notice problems and address them when they arise.  
 
A business plan helps you monitor your cash flow, time and production rate to help you capture all of 
the aspect of creating your goods or services.  It can be helpful in securing employees so you can 
attract a team that clearly sees and embraces your vision.  It also provides a vision for potential 
partners or complementary business relationships, which can grow your business, or improve the 
environment for your business category.   

 
If you can, incorporate graphs, charts, and visual displays of research, statistics and projections. 
They help readers stay engaged and visual descriptions appeal to different learning styles. They 
can also provide quick references.  
 

Be prepared to make changes as the business develops! 
 

   Business Plan Basics:  
 

     1. Executive summary  
 

     2. Company description 
 

     3. Market analysis 
 

     4. Organization and management 
 

     5. Describe your services or products 
 

     6. Marketing and sales goals 
 

     7. Request funding 
 

     8. Financial projections 
 

     9.  Appendix 
 
 



EXAMPLE of a 

FUNCTIONAL Resume’ 
Maurice Sprewer 
414.874.1657   (list the BEST contact number you have) 

Maurice.sprewer@dwd.wisconsin.gov 

      (be sure that your email address is professional) 

Production Worker and General Laborer Committed to Safety and Quality 

 (personal branding statement - describes position and a quality that makes you great at it) 

Summary of Skills: (make sure the skills are relevant to the job you are applying for - usually found in the job description) 

 Sorting, grading, weighing, and inspecting products, verifying and adjusting product weight or measurement to meet

specifications.

 Observing machine operations to ensure quality and conformity of filled or packaged products to standards.

 Monitoring the production line, watching for problems such as pile-ups, jams, or glue that isn't sticking properly.

 Attaching identification labels to finished packaged items, or cut stencils and stencil information on containers, such as lot

numbers or shipping destinations.

 Stocking and sorting product for packaging or filling machine operation, and replenishing packaging supplies, such as wrapping

paper, plastic sheet, boxes, cartons, glue, ink, or labels.

 Packaging the product in the form in which it will be sent out, for example, filling bags with flour from a chute or spout.

 Inspecting and removing defective products and packaging material.

 Starting machine by engaging controls.

 Removing finished packaged items from machine and separate rejected items.

 Counting and recording finished and rejected packaged items.

 Stopping or resetting machines when malfunctions occur, clearing machine jams, and reporting malfunctions to a supervisor.

 Removing products, machine attachments, or waste material from machines.

 Transferring finished products, raw materials, tools, or equipment between storage and work areas of plants and warehouses,

by hand or using hand trucks.

 Packing and storing materials and products.

 Helping production workers by performing duties of lesser skill, such as supplying or holding materials or tools, or cleaning work

areas and equipment.

 Counting finished products to determine if product orders are complete.

 Measuring amounts of products, lengths of extruded articles, or weights of filled containers to ensure conformance to 

specifications.

 Following procedures for the use of chemical cleaners and power equipment to prevent damage to floors and fixtures.

 Mixing water and detergents or acids in containers to prepare cleaning solutions, according to specifications.

 Loading and unloading items from machines, conveyors, and conveyances.

 Operate machinery used in the production process, or assist machine operators.

 Placing products in equipment or on work surfaces for further processing, inspecting, or wrapping.

Relevant Production and General Labor Experience 

General Laborer (Position while incarcerated) year - year 

State of Wisconsin / Badger State Industries / FBOP (whichever applies) City, State 

Previous Relevant Employment   year - year 

Previous Employer City, State 

Other Experience 

Previous Relevant Employment   year - year 

Previous Employer City, State 

Education 

Relevant Education (Relevant Degree / Diploma) 

Created by Maurice Sprewer   Employment & Training Specialist / Reentry Coordinator
DWD / Job Service   4201 N. 27th Street Suite 602    Milwaukee, WI 53216 
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Employment - Workforce Development
3315 West Truman Blvd., Room 213
P.O. Box 504
Jefferson City, MO 65102
573-751-9691
573-751-4135 fax
E-Mail Diroffice@dolir.state.mo.us
http://labor.mo.gov/

Employment - Workforce Development
If you have lost your job, want to change careers,
or are new to the job search, how do you decide
where to start the job hunt? Were here to help!
https://jobs.mo.gov/jobseeker

http://labor.mo.gov/


Interview Questions for You to Ask

In an interview both you and the employer are finding out about each other. Asking these 
questions will show general interest in the business, and the team you are applying to work 
with.  These questions show you care about the position and how you might fit.  Asking 
questions will also help you understand if you think the environment is suitable for you.  

Please tell me important information I should consider about working with this company: 

• On average, how long do people keep the position for which I am applying?

• What strengths and skills do you think I should have to best fill this position?

• What employee qualities are encouraged here? 

• Is this a friendly environment or are people pretty serious?

• Would you tell me about the challenges I might find working here?

• Which companies, products or services are our competitors?  

• Is there an opportunity for promotion from this position?

• How often will I be evaluated?

• What are the businesses strengths?  What aspects need improvement? 

• What will be expected of me in the first 3 months?  6 months?  Year?

• Are we encouraged to participate in things outside of work, like a softball league?

• In what ways does the company recognize and honor work that has been done?

• Will I have an employment agreement?

• Will I work with alone or with a group?

• Who will I report to? What kind of person are they? 

• Are we anticipating any major changes in the workplace?  

• How many applicants do you have for this position?  

• What training do you provide?  

• Does the company provide or support higher education or advanced training for 

employees? 

• Is there anything else I can provide you to help you make a decision? 

• How soon can I expect to hear from you?

Not all of these questions would apply to any one position.  These questions are just 
examples to either pick from or open your mind to asking questions that will help you make 
sure the job is acceptable for you!
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