




















































































































tifOW TO PREPARE A LOAN PACKAGE 

www.sba.com 

So You Think You Need a Loan 

Getting a business loan is an age-old problem. Most entrepreneurs find it to be one of the 
greatest struggles they face. While the process can be time consuming and even frustrating , 
your chances of being successful are greatly increased, if you are informed and well prepared . 
Being informed means doing your homework and understanding the borrowing process. Being 
prepared means putting together a meaningful loan package that addresses the most common 
questions a lender will ask. Questions such as: What is the specific purpose of the loan? How 
much of a loan are you requesting? When and how long will you need the funds? How will the 
loan be repaid? What collateral can be used to secure the loan? Will you provide a personal 
guaranty? Answers to these questions, as well as supporting documentation are essential to the 
lending decision and will shape your lender's response. Let's look at each of these items. 

Loan Purpose 

Clearly defining the purpose of a loan request is critical. A lender will review your financial 
requirements based primarily on two types of capital infusions, working capital and growth 
capital. 

-Working capital is used to meet fluctuating needs that will be repaid during the 
company's next full operating cycle, generally one year. 

-Growth capital is used to meet needs that will be repaid with profits over a select period 
of time, usually not more than seven years, although some financing options may 
provide a longer loan maturity. If seeking growth capital , you will be expected to show 
how the money will be used to increase profits sufficiently to repay the loan in the 
agreed-upon time frame. 

Loan Amount 

How much of a loan do you need to support specific business needs? This is the question you 
should address, NOT, how much can I borrow? Clearly defined business needs should be 
tightly aligned with the amount of financing you are requesting. How accurately and convincingly 
you speak to this will often determine your lender's interest in your request and set the tone for 
further dialog . Remember, 100% financing is not an option and never ask to borrow money you 
don't need. 

Loan Maturity & Terms 

A lender will want to know how long you need the borrowed funds. The reality, however, for 
working capital or asset-based loans is that the loan maturity will be tied to the amount of time 
needed to satisfy specific cash flow issues or the life expectancy of the asset being purchased. 
For instance, working capital loans or lines of credit would have short-term maturities, typically 
less than one year. An asset-based or equipment loan, perhaps to purchase a business vehicle 
or machinery, could have a maturity tied to the lifecycle of the asset. This type of loan typically 













CERTIFYING AGENCIES 

Office of Small Business Assistance 
(OSBA) 

SBE Certification 
50 S. Military Trail, 
Suite 202 
West Palm Beach, FL 33415 
Phone: 561-616-6840 
Fax: 561-616-6850 
Website: www.pbcgov.com/osba 

Office of Economic and Small Business 
Development 

DBE Certification 
115 S. Andrews Avenue, Room A680 
Ft. Lauderdale, FL 33301 
Phone: 954-357-6400 
Fax: 954-357-5674 

. Website: www.broward.org/econdev 

Office of Supplier Diversity 

State of Florida 
MIWBE Certification 
Florida Dept. of Mgmt. Services 
4050 Esplanade Way, Suite 380 
Tallahassee, FI 32399-0950 
Phone: 850-487-0915 
Fax: 850-922-6852 
Website: www.osd .dms.state.fl.us 

School District of PBe 

MIWBE Certification 
3300 Forest Hill Blvd., Suite A-106 
West Palm Beach, FI 33406 
Contact: Michelle Andrewin 
Director, Office of Diversity in Business 
Practices 
Phone: 561 -434-8508 
Fax: 561-434-7405 
E-Mail: 
michelle.andrewin@palmbeach.k·12.fl .us 
Website: www.palmbeach.k12.fl.us/mwbe 

City of West Palm Beach 

SBE Certification 
200 Second Street 
West Palm Beach, Florida 33401 
Contact: Aisha Darrough 
Small Business Compliance Specialist 
Phone: 561-822-2103 
Fax: 561-822-1564 
E-Mail: adarrough@wpb.org 
Website: www.wpb.org/procurement 

South Florida Water Management 
District 

Small/Minority Business Development 
Initiative 
3301 Gun Club Road 
West Palm Beach, Florida 33406 
Contact: Sandra Hammerstein 
Phone: 561-682-6446 
Fax: 561-682-5446 
E-Mail:_shammer@sfwmd .gov 
Website: www.sfwmd .gov/sbe 









BUSINESS RESOURCES 

AGENCY SERVICES PHONE WEBSITE 
PROVIDED 

Center, for Entrepreneurial' institute 56.1.4'78.233'1 , www.ceoventures.org 
Enterprise I program tI1at Jilrovides easy 
0~portunit~ I aCli:ess to in-h0use general 
(<i:E0) formerl}\ I and specific subject matter 
Business Loan I experts at low or no 1i:0st to 

I ,Fund of the Palm the business customer. 
Beaches I Areas of expertise include, 

I ' but are not limited to, 

I ' accounting , business 
management, business 1 I development, relationship 

I marketing, branding , " 
customer service, business \ 
structuring and strategy. I 

CONSUMER Investigate, negotiate, and 561 .712-6600 WWW·l2bcgov.com/l2ublicsafet 
AFFAIRS mediate consumer ~/consumeraffairs 

complaints against 
businesses with a goal of 
avoiding any future conflicts 
and misunderstandings. We 
protect consumers and 
businesses from unlawful, 
deceptive and unfair trade 
practices by the 
enforcement of existing 
Ordinance laws and 
regulations. 

IllEPARTMENlT Licensing and regulating I 850.487.1395 www.Mvfloridalicense.com/d 
OF BUSINESS businesses and 1Qm: 

: ,AND pr0fessionals in the State of I 
PR<i>F,ESSIONAL. Pl0rida , such as 

: IRE6ULA:JiICDN €0smetologists, 
(IllBPR) veterinarians, real estate 

agents and pari-mutuel 
wagering facilities. 

Florida Licensing for security firms, 800.435.7352 www.freshfromflorida .com 
Department of plant/agriculture industry, 
Agriculture and food industry, etc. 
Consumer 
Services 
GLOBAL I Business Coaching and 561 .894.4500 www.globalbusinessdevelol2 
BUSINESS WorKshops, Leadership mentcenter.com 
IllEVELOPMENi!" I Sales and Service Tra ining, I 
<i:ENi!"ER Virtual CDffice and j Administrative Services .,. 



--
Palm Beach State Assist small businesses 561.862.4726 sbdc@!1almbeachstate.edu 
College Small with financial, marketing, 
Business production, organization, 
Development engineering and technical 
Center problems and feasibility 
(SBDC) studies. Special SBDC 

programs and economic 
development activities 
include international trade 
assistance, technical 
assistance, procurement 
assistance, venture capital 
formation and rural 
development. 

r 'Paragon FIL Raragiin services inc;;lude; 561.282 .1888 I www.!1aragonfl.org 
bl!Jt a~e not limited to, 1 fimanc;;ial assistance, t001s, 
suppert alild adv.0cacy for 

I I lDl!Jsinesses from 
umeersewed I 

I 
c0mmuriities. I ~ 

PBC Planning, Roadside Vendor Permits, 561 .233.5000 www.!1bcgov.com/!1zb 
Zoning and Certificates of Competency 
Building for Specialty Trades, 

Contractor Certification, etc. 
:'IPB€'IDepa'rtm'ent Bends, 6~arits , Leans, 561 .23(3.3600) www,!1bcgov.com/des 
of Economic I liaxes, 8rogram 

I. 'Sustainabilitv (!)'eerdinatien , ,etc;;. 
PBC Tax Business Tax Receipts 561 .355.2272 www.!1bctax.com 
Collector (Previously named and select 4 

Occupational License) etc 
S(f;ORE Smalll business advice, 561'1.BB3.1€l72' www.score.org -

business mentoring, 
1 resou r.ee"t0els templates, 

State of Florida State of Florida business 850.245.6052 www.sunbiz.org 
Divisions of filings. (i.e. LLC, Inc., 
Corporations Fictitious Names) 

liEIllI'(f;enter. I Teehnic;;al suppom, 5611 .26§.3790 www.tedcenter.org 
Infermati0n 11iechn0Iogy, I i ~eal IEstate [)evelepment, , 
liraining, Business I 
Nefwerking arne Access to 
F;,unein'o, I 

Department of General tax administration 800.352 .3671 www.Dor.m~florida,com 

Revenue and property tax oversight 
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