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SECTION 1.0  

WELCOME MESSAGE FROM CHARLES HORTON  

 

 

 



Dear District Manager,  

Thank you for filling a key role at FastBucks. It's a pleasure to have you on the team. Our 

organization relies on dedicated individuals like you to strengthen our brand,  supervise store 

managers and CSRs, and enhance day-to-day customer service.   

We know you'll need help along the way to effectively do your job, and we're here to provide 

that support. Our objective is to provide you with a work environment that is constructive to both 

personal and professional growth. With that in mind, we've designed a Manual to function as a 

regular resource for any questions that may arise. This Manual provides information about 

working conditions, benefits, and policies affecting the District Manager position. The 

information contained in this Manual applies to both you and the employees that you supervise. 

Please note, in some instances the language about certain policies may be slightly different from 

what is in the Employee Handbook. This manual does not supercede the handbook, but is 

intended to be used in conjunction with the handbook.  

Following the policies described in this Manual is considered a fundamental part of your role. 

When every District Manager understands his/her mission, and plays by the same rules, we can 

accomplish great things together. A satisfying work experience is just the beginning. The ability 

to properly enforce policies and procedures also can affect career development, promotion 

opportunities and compensation levels in your position.   

Keep in mind, the contents of this Manual do not represent a guarantee of employment. The 

Manual is simply a summary of policies and procedures affecting your position. This Manual 

also supersedes all previous employee manuals and memos that may have been issued from time 

to time on subjects covered in this Manual. You are responsible for reading, understanding, and 

complying with the provisions of this Manual. No individual supervisor or manager has the 

authority to change policies at any time.  If you are uncertain about any policy or procedure, 

speak with your direct supervisor.   

On occasion, the information included here may change due to business needs, employment 

legislation, and economic conditions. We will notify all employees of these changes by using 

suitable lines of communication, including postings on the company bulletin website, company 

meetings, and/or notices sent directly to you via email or the US mail.  Changes will be effective 

on the dates determined by the Company, and after those dates all superseded policies will be 

null.    

   

I wish you much success and happiness in your role as District Manager at FastBucks.  

 

 

Sincerely, 

 



Charles Horton  

CEO, FastBucks  

 

 
SECTION 2.0  

2.0 Company Operations     

FastBucks is a financial lending company, offering short term lending for individuals, including 

payday, title, and installment loans.   

We operate stores in California, Colorado, Idaho, New Mexico, Nevada, Oregon, Texas, Utah, 

and Washington. We also provide online services through www.fastbucks.com.  

               

2.1 Company Vision                                                           

 To establish a company that provides an honest and needed service.  

 To appreciate shareholder value to its maximum potential  

 To foster and grow employees to their fullest potential  

 To develop the "Master Mind," which may be defined as the coordination of knowledge 

and effort, in a spirit of harmony between two of more people, for the attainment of a 

definite purpose.  

 To enable any person who surrounds himself with advice, counsel and personal 

cooperation of a group of people who are willing to lend wholehearted aid, in a spirit of 

perfect harmony an opportunity to create economic advantages for themselves.   

2.2 Corporate Voice       

What's a corporate voice and do we have one? The answer to both is "Yes."   

   

Our Corporate Voice is the story we tell about FastBucks. It influences how we see our company 

and how we conduct business every day. We "echo" that Corporate Voice on our website, in our 

emails and PowerPoint Presentations, and in our advertising and marketing efforts.  Customers - 

returning and new - will recognize the Corporate Voice by the way we address them. It informs 

them, or reminds them, that we're in business to help them solve a problem, and we do it with 

respect for their time and needs.  



Our Corporate Voice must be unified. One voice. Not many. The language we use must be clear, 

strong and consistent. It must be evident in our communications with our customers as well as 

with all internal communications.   

                                                     

2.3 Organizational Chart       

To access the corporate organizational chart on this site, click on the Home tab and select Org. 

Chart below.  

                                                  

2.4 Company Directory                                                          

To access the company directory on this site, click on the Home tab and select Directory below. 

You will have the option of viewing the Corporate and District directories as well as an 

Employee List.  

 
SECTION 3.0  

3.0 District Manager Job Profile     

BASIC FUNCTION:  

A District Manager reports directly to the Regional Manager or to the Vice President of 

Operations. The District Manager is responsible for establishing and maintaining outstanding 

customer services, oversees and is accountable for the operation of the stores in his/her district, 

ensuring that sales and profitability goals are met through marketing and managing operating 

costs. Most importantly, the District Manager must support the staff of each store by vigorous 

recruiting and retention. The District Manager must be able to perform the essential functions of 

the job outlined below. In addition, the District Manager must be able to perform the tasks and 

requirement for all other store job profiles.  

WORK SCHEDULE:  

FastBucks District Managers customarily work a flexible schedule, requiring daytime, early 

evening and Saturdays. A District Manager is expected to be available to work any hours 

Monday-Saturday. Requests to be scheduled off for a specific day requires advance notification 

to the Regional Manager or the VP of Ops. The District Manager works the hours necessary to 

ensure all required daily tasks are completed satisfactorily. Travel whenever necessary is also 

required. The District Manager position is an exempt position. In addition, vacation is prohibited 

in December. 

 



PRINCIPAL RESPONSIBILITIES  

Achieve budgeted revenue and expense budgets  

 Achieve and exceed each store's monthly budgets, goals and objectives  

 Increase district book each month by continuous marketing  

 Ensure that the bad debt in each store does not exceed 12%  

 Achieve and exceed the store's monthly goals and objectives set by the Regional 

Manager/Vice President of Operations  

 Go the extra mile towards the end of the month to meet/exceed monthly goals using a "do 

what it takes" attitude.  

 

Hire and train Store Managers  

 Recruit and hire the best candidates for our store positions.  

 Ensure all new employees receive full and complete training.  

 Coach and counsel employees, while fairly enforcing company policies and procedures.  

 Ensure completion of Company Training Program (Videos and Tests).  

 Train and reinforce understanding of financials and KPIs (Key Performance Indicators).  

 Host weekly 1:1 with each Store Manager to review KPIs and develop action plans.  

 Hold productive and motivating weekly district conference calls.  

 Motivate and coach employees to achieve goals and objectives.  

 Follow and administer Company's Red Alert Store Policies.  

 Provide personalized training based on individual needs.  

 Keep hiring funnel full.  

 Administer corrective action as needed.  

Assure the highest level of customer service with training and monitoring  

 Hold District-wide Weekly Conference Calls to include inspirational and educational 

elements.  

 Hold District-wide Monthly Meetings to include inspirational and educational elements.  

 Handle any customer complaints.  

 Assure all stores are continuously open during posted operating times.  

 Maintain customer confidentiality.  

 

Provide a base for a positive and rewarding work environment for employees  

 Maintain a positive attitude at work.  

 Support and encourage competition in Company bonus programs.  

 Recognize Positive Performance in Conference Calls & "ALL" Emails  

 Understand "6-needs." Work to fill top 3 in each Individual and work to fill all 6 in your 

district.  



 Demonstrate respect for co-workers, direct reports and customers.  

 Lead by example to promote outstanding customer service.   

 Motivate employees to achieve monthly goals and objectives.  

 

Ensure compliance with all Federal and State legislation governing Payday and Title 

Lending  

 Be active in State Association.  

 Audit Stores Loan Accounts.  

Ensure compliance with company policies and procedures  

 Fairly enforce all company policies and procedures.  

 Monitor cameras and perform unannounced store visits to ensure stores are open timely.  

 Approve store schedules and audit accuracy.  

 Limit overtime and acquire VP approval for any overtime.  

 Maintain standardized store dress.  

 Maintain proper dress code.  

 Train policies and procedures.  

 Ensure store openings and closings per policy, to include providing personnel coverage 

where necessary.  

 Ensure ethical standards are met by performing cash balances upon arriving at stores, 

audits, etc.  

 Make non-home store visits the minimum required days a week.  

 Red Alert store coverage is necessary 2.5 days a week minimum.  

 Maintain a clean and functioning store; be aware of store's presence both inside and 

outside.  

 Ensure all equipment needed to run a successful store is in working order (i.e., fax 

machine, copier, telephones, computers, etc.) and provide IT assistance when needed.  

 Review all supplies ordered at the store.  

 Protect and safeguard company assets.  

 Make sound business decisions that will affect FastBucks.  

 

Communicate corporate values and news  

 Communicate the Company Vision, values, and news, and demonstrate consistent and 

strong communication skills.  

 Replicate culture with "the Chant" and excited attitude.  

 Stop any gossip.  

 Relay news from VP Conference Call & Corporate Meetings.  

PHYSICAL JOB REQUIREMENTS  



 Ability to work varied hours/days to oversee district operations  

 Ability to process information through computer system  

 Ability to communicate effectively with both co-workers and customers  

 Ability to read, count and write to accurately complete all documentation  

 Ability to drive to needed locations daily  

OTHER JOB REQUIREMENTS  

  Ability to work extended hours when needed  

 Ability to effectively teach/develop others to next level  

 Attend mandatory company meetings, which may include a weekend stay and out of 

town locations  

 Assess our competition to assure our prices and products are competitive, and be alert to 

possible acquisitions  

 Any other responsibilities to be assigned by the Regional Manager or VP of Ops  

EXPERIENCE REQUIRED  

 Previous multi-unit management experience  

 Strong collections experience a plus  

 Excellent customer service skills  

 Proven computer skills   

ACKNOWLEDGMENT:  

I acknowledge that I have read the Job Profile for the District Manager and that I can perform 

these essential functions of the job. Any accommodations to the above essential functions should 

be in compliance with the Americans with Disabilities Act.  

SUBJECT TO CHANGE:  

Management reserves the right to add or change the duties of this position at any time.  

SIGNED COPY  

A copy of the District Manager Job Profile must be signed and submitted to your supervisor.       

                      

 

 

 

3.1 DISTRICT MANAGER DUTIES  



Success is a planned event. It comes when we are mindful of our duties as we continuously 

uphold the Company Vision.  

 

To maintain an effective workflow and timely results, we have created a list of weekly, monthly 

and annual duties for the position. These duties relate to the primary function of the District 

Manager's position: keeping us in business and triggering growth. 

        

3.2 Weekly Duties    

Weekly - Set and keep your appointment (post on calendar)  

Weekly Store Manager 1:1  

 Review KPI - Weekly performance, trends, and forecast vs. budget  

o Revenue  

o Bad Debt  

o Expenses  

o Marketing  

 Develop plan to close the gap  

 If under budget  

o Develop plan for next week to close the gap, if any  

 Review agreed-upon actions from previous week  

 If over budget  

o Determine what next steps are most appropriate.  

 Review previous week activities for completion  

 Recognize achievements/actions  

 Developmental feedback  

 Balanced feedback (what can I do differently to help?)  

 

Hold District-wide Weekly Conference Calls to include inspirational and educational elements. 

 

3.3 Monthly Duties  

Monthly - Set and keep your appointment (post on calendar)  

 

Hold Monthly Store Manager 1:1  

 Review KPI - Monthly and YTD Performance vs. Budget  

o EBITDA  

o Revenue    

o Bad Debt  



o Expenses  

o Marketing  

 If under budget  

o Develop a plan to close gap with a Performance Development Plan  

o Communicate Corrective Action and develop Corrective Actions. Place Manager 

on Corrective Action or next step of Corrective Action if:  

 All managers on Red Alert list with over 3 months tenure will be placed 

on Corrective Action as follows:  

 VERBAL WARNING  

o Store Managers must achieve, within 30 days, <20% bad 

debt, as well as 75% of budgeted income or they will 

proceed to the next step (written warning)  

o Store Managers achieving <12% bad debt and break-even 

net income for one month will be released from Corrective 

Action  

 WRITTEN  

o Store Managers must achieve, within 30 days, <20% bad 

debt, as well 80% of budgeted income or they will proceed 

to the next step (probation).  

o Store Managers achieving <12% bad debt and break-even 

net income for one month will be released from Corrective 

Action.  

 PROBATION  

o Store Managers must achieve, within 30 days, <20% bad 

debt, as well as 90% of budgeted income or they will be 

terminated.  

 If, in any one month, for a period of six consecutive months of being 

released from Corrective Action, the store once again goes over 20% bad 

debt, and/or negative EBITDA, the Store Manager automatically will 

move back to Written Warning, skipping the Verbal Warning stage.  

 Update and send in monthly Staffing Report  

 Recognize achievements/actions  

 Review previous month's commitments  

 Set Personal Goals  

 Developmental feedback - Review Dimensions  

 Personal Development Plan  

 Balanced feedback (what can I do differently to help?)  

 Hold District-wide Monthly Meetings to include inspirational and educational elements  

3.4 Annual Duties  

Annually - Set and keep your appointment (post on calendar)  

 Review Annual Performance  

o EBITDA  

o Revenue  



o Bad Debt  

o Expenses  

o Marketing  

 If under budget  

o Develop plan to close the gap with a Performance Development Plan  

 Recognize achievements/actions  

 Review previous year's commitments                  

 Set Personal Goals  

 Developmental feedback - Review Dimensions  

 Personal Development Plan  

 Balanced Feedback (what can I do differently to help?)  

3.5 Overview of Other Job Areas                                                   

In addition to your financial responsibilities, your role also covers recruiting, hiring and training 

employees. We will cover these topics (and more) in upcoming sections.  

 
SECTION 4.0  

4.0 Financial Role      

Each District Manager serves in a high-impact position, capable of contributing significantly to 

the success and growth of both the district and the company as a whole. As the 

chief entrepreneur in your district, your role involves leading your team to greater productivity 

and higher profits.  

 

4.1 Standard Tracking Sheets 
 

District 3  

   A  B  C  D  E  F  G  H  I  J  K  L  

M

  N  O  

P

  

1  

District 3 
numbers                          Month  

Awa
y 
fro
m                 



2      Goal  
Ope

n  NL  FFB  

B
D 

ou
t  BD in  

P
O  

Endin
g  

Gain/Lo
ss  Goal  %     

De
c-
09  

Ahead/Behi
nd     

3   Alb 1  170  140  10  32  6  13  44  131  (9)  (39)  

-
23
%     127  4     

4  Alb 2  187  157  13  61  2  7  66  160  3  (27)  

-
14
%     141  19     

5  Alb 3  233  203  26  58  15  30  59  213  10  (20)  
-

9%     205  8     

6  Alb 4  190  160  11  43  3  15  42  160  0  (30)  

-
16
%     166  (6)     

7  Alb 5  132  102  15  8  6  16  18  97  (5)  (35)  

-
27
%     75  22     

8  Alb 6  233  203  11  37  3  15  35  204  1  (29)  

-
12
%     166  38     

9  Espanola  397  367  25  79  9  26  85  369  2  (28)  -7%     

36
6  3     

10  
Farmingto
n  391  361  21  28  11  17  28  376  15  (15)  

-
4%     320  56     

11  Gallup  337  307  21  35  9  23  15  334  27  (3)  -1%     333  1     

12  Internet  116  86  14  3  3  35  23  48  (38)  (68)  

-
59
%     69  (21)     

13  LVNM  197  163  15  33  5  17  37  162  (1)  (35)  

-
18
%     196  (34)     

14  
Rio 
Rancho  203  173  14  39  1  13  41  173  0  (30)  

-
15
%     184  (11)     

15  Santa Fe  214  180  14  31  3  18  35  175  (5)  (39)  

-
18
%     213  (38)     

16  Total  3000  2602  210  487  76  245  

52
8  2602  0  

(398
)  

-
13
%     

256
1  41     



17

                                                   

18

      

Bad 
Debt 
Goal  MTD  

Differen
ce  

% of 
budg
et                                   

19  Alb 1  

$ 
1,400  

$ 
1,140  $ (260)  -19%     -                             

20

   Alb 2  

$ 
1,600  

$ 
1,713  $ 113  7%     -                             

21

   Alb 3  

$ 
2,200  

$ 
6,40

1  $ 4,201  191%     -                             

22

   Alb 4  

$ 
1,900  

$ 
7,54

2  $ 5,642  297%     -                             

23

   Alb 5  

$ 
1,000  $ -   

$ 
(1,000)  -100%     

no 
repo
rt                             

24

   Alb 6  

$ 
1,600  

$ 
1,80

5  $ 205  13%     -                             

25

   Espanola  

$ 
5,100  

$ 
6,80

7  $ 1,707  33%     -                             

26

   

Farmingt
on  

$ 
5,100  

$ 
3,174  

$ 
(1,926)  -38%     -                             

27

   Gallup  

$ 
2,100  

$ 
(556

)  
$ 

(2,656)  -126%     -                             

28

   Internet  

$ 
1,000  

$ 
2,47

7  $ 1,477  148%     -                             

29

   LV NM  

$ 
1,600  

$ 
3,10

4  $ 1,504  94%     -                             

30

   

Rio 
Rancho  

$ 
1,400  

$ 
2,47

2  $ 1,072  77%     -                             

31

   Santa Fe  

$ 
2,600  

$ 
4,29

5  $ 1,695  65%     -                             



32

   Total  

$ 
28,60

0  

$ 
40,3

71  $ 11,771  41%                                   

33

                                                   

Book  

   A   D   E   F   G   H   J   

1   

Book 
Growth 
Calculator                    

2  Store  Current  May  Gain /Loss  Percent  
Avg 
Amt  

Lift 
average  

3  ABQ1  
$ 

55,750.72  $ 58,414.38  (2,663.66)  -4.6%  
$ 

425.58  

$ 
(24.42)  

4  ABQ2  
$ 

66,078.87  $ 65,493.58  585.29  0.9%  
$ 

412.99  

$ 
(37.01)  

5  ABQ3  
$ 

100,487.64  $ 100,889.98  (402.34)  -0.4%  
$ 

471.77  $ -   

6  ABQ4  
$ 

69,422.98  $ 74,502.85  (5,079.87)  -6.8%  
$ 

433.89  $ -   

7  ABQ5  
$ 

36,625.15  $ 40,168.77  (3,543.62)  -8.8%  
$ 

377.58  

$ 
(72.42)  

8  ABQ6  
$ 

76,114.98  $ 74,597.76  1,517.22  2.0%  
$ 

373.11  

$ 
(76.89)  

9  Espanola  
$ 

210,295.10  $ 211,510.70  (1,215.60)  -0.6%  
$ 

569.91  

$ 
(30.09)  

10  Farmington  
$ 

221,958.86  $ 213,105.31  8,853.55  4.2%  
$ 

590.32  $ (9.68)  

11  Gallup  
$ 

135,774.33  $ 124,356.27  11,418.06  9.2%  
$ 

406.51  

$ 
(43.49)  

12  LV NM  
$ 

53,531.61  $ 52,213.84  1,317.77  2.5%  
$ 

330.44  

$ 
(119.56)  

13  
Rio 
Rancho  

$ 
65,503.86  $ 62,698.78  2,805.08  4.5%  

$ 
378.64  

$ 
(71.36)  

14  Santa Fe  
$ 

76,078.38  $ 85,235.79  (9,157.41)  -10.7%  
$ 

434.73  $ -   

15  Total  
$ 

1,167,622  

$ 
1,163,188.01  4,434.47  0.4%  

$ 
448.74  $ (1.26)  

16                       

17  Internet  
$ 

13,212.20  $ 27,222.69  (14,010.49)  -51.5%  
$ 

275.25     

18                       



19  

Grand 
total  

$ 
1,180,835  $ 1,190,411  (9,576)  -0.8%        

Revenue  

   A  B  C  D  E  F  G  H  P  

1  Store Name  Today's 
Fees  MTD  Average 

Daily  EST Monthly  Goals  Away from 
Goal  

Bad 
Debt %     

2  
Albuquerque I  $ 409.88  $ 12,839.13  $ 713.28  $ 19,258.69  $ 25,339.00  

$ 
(12,499.87)  8.88%     

3  
Albuquerque 
II  

$ 
1,199.91  $ 15,163.18  $ 842.40  $ 22,744.77  $ 26,636.00  $ (11,472.82)  11.29%     

4  

Albuquerque 
III  $ 127.15  $ 20,463.07  $ 1,136.84  $ 30,694.61  $ 35,668.00  

$ 
(15,204.93)  

31.28%  

Late 
night 
tonight  

5  

Albuquerque 
IV  $ 158.24  $ 16,537.36  $ 918.74  $ 24,806.04  $ 34,510.00  

$ 
(17,972.64)  

45.60%  

Late 
night 
tonight  

6  

Albuquerque V  $ 134.31  $ 8,854.34  $ 491.91  $ 13,281.51  $ 13,003.00  $ (4,148.66)  
0.00%  

Late 
night 
tonight  

7  
Albuquerque 
VI  $ 593.82  $ 18,271.88  $ 1,015.10  $ 27,407.82  $ 31,671.00  $ (13,399.12)  9.88%     

8  

Espanola  $ 
1,804.59  $ 38,772.56  $ 2,154.03  $ 58,158.84  $ 70,322.00  

$ 
(31,549.44)  

17.56%  

Late 
night 
tonight  

9  
Farmington  $ 

2,830.26  $ 46,259.61  $ 2,569.98  $ 69,389.41  $ 79,609.00  
$ 

(33,349.39)  6.86%     

10  Gallup  $ 600.17  $ 28,970.39  $ 1,609.47  $ 43,455.58  $ 48,313.00  $ (19,342.61)  -1.92%     

11  

Internet  $ 165.85  $ 3,887.26  $ 215.96  $ 5,830.89  $ 13,376.00  $ (9,488.74)  
63.71%  

Late 
night 
tonight  

12  

Las Vegas NM  $ 237.98  $ 11,781.48  $ 654.53  $ 17,672.22  $ 18,062.00  $ (6,280.52)  
26.35%  

Late 
night 
tonight  

13  
Rio Rancho  $ 595.85  $ 16,507.26  $ 917.07  $ 24,760.89  $ 30,748.00  

$ 
(14,240.74)  14.97%     

14  

Santa Fe  $ 117.30  $ 17,724.98  $ 984.72  $ 26,587.47  $ 32,878.00  $ (15,153.02)  
24.23%  

Late 
night 
tonight  

15  
SUBTOTAL  

$ 
8,975.31  

$ 
256,032.50  

$ 
14,224.03  

$ 
384,048.74  

$ 
460,135.00  

$ 
(204,102.50)  15.77%     

16              

This 
column  

This 
Column is  This column  

Must 
be     



17              

Estimates 
where  

Your 
Corporate  

Say's how 
far  
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18              
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away  OR     

19                    from your       

20                    goal        

21  

Bad Debt 
over 16% 
you work 
one last 
night                          

22  

ad debt 
over 20% 
you work 
Saturday 
until 5PM                          

Sheet 4  

   A  B  C  D  E  

1  Albuquerque I  409.88  12839.13  713.28  19258.69  

2  
Albuquerque 
II  1199.91  15163.18  842.4  22744.77  

3  
Albuquerque 
III  127.15  20463.07  1136.84  30694.61  

4  
Albuquerque 
IV  158.24  16537.36  918.74  24806.04  

5  Albuquerque V  134.31  8854.34  491.91  13281.51  

6  
Albuquerque 
VI  593.82  18271.88  1015.1  27407.82  

7  Espanola  1804.59  38772.56  2154.03  58158.84  

8  Farmington  2830.26  46259.61  2569.98  69389.41  

9  Gallup  600.17  28970.39  1609.47  43455.58  

10  Internet  165.85  3887.26  215.96  5830.89  

11  Las Vegas NM  237.98  11781.48  654.53  17672.22  

12  Rio Rancho  595.85  16507.26  917.07  24760.89  

13  Santa Fe  117.3  17724.98  984.72  26587.47  

14                 

 

 

4.1 Financial Reports          

Using reports appropriately and consistently gives you a clear assessment of the state of each 

store and your district as a whole. This section will show how each screen can be used to 



determine what is happening in a store. They can be used to lead you down a specific path in 

FastTrack when responding to an issue.  

The Main Screen  

Imagine your FastBucks district as a happy, growing community. This screen offers a look at 

how things are going on "Main Street" in that community.  





  

 

User name: fastbucks  

Password: fastbucks  

 

 

Menu Screen  

You have a menu filled with options for getting exactly what you need.  

                                        





  

 

 

ACH Success/Return Rates  

This menu options allows us to determine is a store is "ACH-ing" just to ACH or if the process is 

actually making a difference.   





  

If the money is not there, do not deposit or ACH the account. Instead, move the account into Bad 

Debt. A deposit or ACH just to move out of Bad Debt only prolongs your collection time. An 

amount collected properly will yield the funds.  





  

 

This screen illustrates a significant difference between a hypothetical Store A and Store B. Store 

A has 2 ACHs returned within a specific timeframe. Store B suffers from ACHs returning faster 

than they can be posted.   

While this is an extreme circumstance, it shows you what to look for; in normal circumstances, 

returns should not dip below 65%. Even that level would be considered a bad average.  

 

Call Log - Customer  

This report will help you understand what to look for when auditing bad debt in a store. It can 

also help when you see a store's debt slipping.  





  

Here's a sample call list for a one-week period. You can do the same by looking at full week, 

Sunday-Sunday.   





  

 

This report is an example of a negative bad debt store. The list shows each call made to the 

customer, references, bank, etc. Notice while this list is complete, only one reference call was 

made in those seven days. This may be correctable with a simple phone call.   

Overall, look at all the accounts in the store for a specific timeframe. Look for consistency in the 

calls. Look at the bank call and ensure they are being made first thing in the morning. Notice the 

timestamp. Pay attention to the clock to see if the time seems off. Do not assume the time is 

always right. Also, look for other items that seem out of place. If you notice any anomalies, 

check the accounts one by one.  





  

 

In the call log above we see an example of an employee who has become misguided. This store 

had extremely high Bad Debt. Can you tell why? 

 

Store Calling List  

Notice the call frequency in this report.  





  

 

 

Revenue - Discounts - W/Off District   

This report can tell you where to look for problems and identify patterns when writing off 

revenue. For example, if you wrote off $2000 in late fees, consider how that would affect your 

bonus.  





  

 

Declines  

Ideally this is what your Declines report screen will look like on a typical day.  





  

 

 

Past Due District  

See the impact of past due customers on your district. Train your staff to enforce collections on a 

customer's due date, not simply after the due date.  





  

 

 

Active Loan Count 
This live running report allows you to see how many active loan counts each store has—at any 

given time.  





  

 

 

New Applications by District  

This is a Key Performance Indicator. Compare new applications in a store to the amount of new 

customers. A good store will have more new loans than applications.  

 

Please note, activity at the Call Center affects this number. You will be able to tell exactly how 

many applications came from the Call Center for each store. 

 





  

 

 

Paid Out Expense District  

This report shows who paid what bill and how much was paid.  





  

 

 

Referrals by District   

This report shows you the number of referrals per method.   

Note, in this report the highest number shows "None" as the method. That means the customer 

did not choose how they heard about FastBucks. Train your staff to select a method other than 

"None."  





  

4.2 1-2-3 Plan                                    

While financial reports are in place to give you a clear assessment of each store, we have 

developed a 1-2-3 Plan to help you guide each store above the million dollar mark.  

 

 

The first chart illustrates the growth from adding one account per person, per store, per day.   



  

 

 

The following chart illustrates the growth from adding two accounts per person, per store, per 

day.   



  

 

 

The next chart illustrates the growth from adding three accounts per person, per store, per day.   



  

 

 

The final chart shows the average monthly income necessary to become a MILLION DOLLAR 

STORE. 

 

 



  

 

 

4.3 Store Expenses  

Store Managers may use store cash (or cut a FastTrack Check) for certain small expenses. These 

approved expenses are:  



 Bank fees for cashing checks  

 Window cleaning  

 Small emergency office supplies (office supplies must go through Staples/Office 

Depot/Walmart)  

 Postage  

 Candy or donuts for customers, occasionally ($50 Monthly Limit)  

Other personal, non-store related expenses must be charged on a Company Credit Card (DM and 

above) or submitted on an expense report.  

 

No one may take money out of  a store for any expense that is not directly related to the store. No 

personal expenses may be paid from the store, with examples featured below.  

Example of Personal Expenses  

Mileage: Mileage will be paid from your assigned store for bank runs, door to door collections, 

and marketing visits. Mileage is not paid from your home to your assigned work location. If you 

are issued a company car, you may not expense mileage. However, you may expense fuel, 

maintenance and car cleaning expenses to the company.  

 

Meals: Meals will be paid if you are on overnight trips. Limits are as follows: 

 

Breakfast        $8.00  

Lunch            $10.00  

Dinner            $15.00  

For employees, meals within their own city are not reimbursed. For District Managers, you may 

expense meals in your cities for purposes of conducting interviews and providing occasional 

store rewards.  

Lodging: Lodging is authorized if you are out of town on business trips. "Out of town" is 

defined as 50 miles from your store or office of record. Lodging expenses should be limited to 

$50 unless the market demands otherwise. As a guide, you may use Hotwire OR Priceline.com 

quotes as best-priced 2-1/2 star hotel if you need to go above $50.  

FastBucks maintains a house in Albuquerque, NM for use of our employees. Lodging within 50 

miles of Albuquerque is not reimbursable unless the house is full.  

Liquor: Liquor is never authorized as an expense.  



 

Airfare: Commercial airfare is limited to $300.00/person per round trip. Flights are to be 

scheduled at least 2 weeks in advance and several airlines need to be consulted to determine the 

most inexpensive airfare possible. Direct flights are allowed. However, if other options are 

available at a lower price, those options are recommended. Any variations of this policy must be 

approved in advance by a corporate officer. 

 

Employees are authorized to accumulate airline award benefits for personal use.  

Employees may not expense airline upgrade costs.  

If your plans change, you may expense the change fee, limit $100.  

Alternative Travel: If an employee refuses to fly for personal or medical reasons, mileage will 

not be paid. An amount equal to the airfare may be expensed to cover fuel, car rental and lodging 

expenses. Paid time off would not be granted. Only EXEMPT employees may drive on company 

business out of town.  

Car Rental: Base car rental rates are limited to $38/day (tax not included). Add-on insurance is 

not reimbursable nor are any other optional charges.  

Expenditures over $500: For expenditures over $500, please refer to the Purchase Order Policy 

for additional instructions.  

                            

Other Policies:  

 District Managers may expense store promotions, store contests and local advertising. 

This is limited to $500 per month without advance permission.  

 Other expenses must be submitted to the corporate office by the vendor and reimbursed 

by corporate office check.  

 Using the FastTrack Software to cut checks for store expenses must be approved in 

advance by the CFO, except for those limited expenses mentioned in the first section.  

 For authorized expenses where store cash is taken or a check is cut, the ORIGINAL 

detailed receipt must be attached to the stores daily balancing.  

 Other expenses must be submitted on an expense reimbursement report. ORIGINAL 

receipts must be attached to the expense report. This includes charges made on a 

company credit card.  

 No detailed, original receipt means no reimbursement. If cash has been taken from the 

store, the store manager is responsible for replacing it.  

 Expense reports are to be submitted through your chain of command on normal pay 

cycles. Expenses not submitted within 60 days are not reimbursable.   



Expensing non-business related items in the store or on a company credit card is subject to 

immediate termination.  

                                  

4.4 Balancing Issues          

 

HOW TO MANUALLY BALANCE 101  

   

The key to manually balancing a store is the Daily Transaction Detail. This report is essentially 

broken in to 3 parts: New Loans, Pay offs, and Bad Debt.    

New Loans run from the first Principal column, to the Pmt Form Column   

Pay offs run from the second Principal column, to the Pmt From column   

You then have Write-off, Bad Debt, and BD Payment columns.   

Here is the break down of the boxes on the balance sheet, and how to verify against the 

DTD.We'll start with the cash side and go down, then with the check side and down.   

Note: Some features are not implemented currently, these will be noted as only in effect for 

version xx.xx.xx.xx.    

Beginning cash: This is what the store was closed with as actual cash the working day before. 

This should match the actual cash on the closing BS the day before.   

Cash In From Bank: This is used for stores that do not print checks for new loans, in the event 

that they must withdraw money from the store's bank account to issue loans. This should not be 

used for any other reason at this time.   

Checks Written: The dollar amount of all checks written for loans. This should equal the total of 

the Checks column on the new loan side of the DTD.   

Cash Out Loans: The dollar amount of new loan principals. Total of Principal column on new 

loan side  

Money Order: Daily Cash Summary report total for Money Orders should equal this box.   

ACH: Daily Cash Summary report total for ACHes should equal this box.   

Continuing Fees (Late Fees): Late Int column on pay off side  



Rebated Fees: Add up Rebate Int column total and Promo Int column total   

Buy Backs (Include Ext.): Total column from pay off side, add Rebate Int column and Promo int 

column if correct from previous step.    

Bad Debt Collections: equals BD Payment column total (ONLY WORKS FOR 05.03.16.01 

and higher)   

Write Offs: Write Off column on DTD  

Office Expense: No report currently generated; verify with store that amount is correct.  

   

CHECK SIDE:   

Beginning Checks: The Inventory amount from closing the day prior  

Cash Out Loans: Should match Cash Out Loans on the cash side   

Continuing Interest: Interest column total from New Loan side of DTD   

Sub Total New: Cash Out Loans & Continuing Interest boxes OR Total column from New Loan 

side of DTD   

Buy Backs: Should match Buy Backs from cash side  

Bad Debt Write Off: Bad Debt column on DTD   

Returned Loan/Returns From Bank: Returned check amounts, these two boxes should always 

contain the same number. This causes them to cancel out, and not change the expected checks, 

because nothing has been done on the inventory.    

Write Off: Null box, rarely used. Don't worry about it. 

 

4.5 Deposits           

The DM is responsible for verifying the accuracy of daily bank deposits and daily revenue 

reports.  

             

4.6 Audits (Internal)  

On occasion, a representative from the corporate office may audit a store in your district. The 

audit may be a response to a specific concern or for general purposes. The audit is used to to 



evaluate the validity and reliability of financial records within a particular store. If an error is 

discovered, the function of the FastBucks auditor is to provide assistance or instruction in ways 

to correct future errors.  

You should be aware of an audit by Corporate when it's in progress. Train your staff to notify 

you when an auditor is present.  

Short Audit Form  



  

 

 

Store Audit Form  



  



  



 

 





  

 

 

4.7 State Audits  

As a part of a highly-regulated industry, FastBucks is subject to state audits routinely. State 

auditors evaluate our business practices and financial records to ensure that we're adhering to 

state laws and operating fairly.   

A state auditor is allowed to visit a store anytime during regular business hours to conduct the 

audit. Train your staff to notify you when a state auditor is present. Also, train your staff to first 

confirm the identity of anyone who claims to be a representative from a state agency before 

allowing that person to have access to any financial records or material. Confirmation can 

include a phone call to the auditor's office as well as obtaining a photocopy of the auditor's ID 

badge.  

Once the state auditor has begun reviewing material in the store, your employees should be 

prepared to answer all questions to the best of their ability. If an employee does not have an 

answer to a particular question, the next step must be finding someone who does have the 

answer.  

 
SECTION 5.0  

5.0 Marketing Role          

Marketing the FastBucks stores in your district is imperative for successful growth of each 

individual store, the district as a whole, and it affects the growth of the entire company. 

Marketing help is provided on the website under Resources in Forms - All. Scroll down to 

Training Manual and click on CH. 8 - Marketing Your Store.  

5.1 Marketing 101            

A basic principle of marketing is identifying key needs of your clients and providing products 

that suit those needs. Effective marketing means less "selling" by an individual because the 

product is so well matched to the customer, it sells itself.  

The 4 Ps of Marketing  

1. Product - our loans  

2. Price - our fees and conditions  

3. Place - our stores  



4. Promotion - our means of reaching customers  

5.2 Strategies       

At FastBucks, we employ a variety of marketing strategies to reach customers.                   

 Postcards  

 Direct mail  

 Flyers  

 Pens  

 Signs  

 FastBucks employee shirts  

 Radio advertising  

 Personal contacts    

 Trade associations   

 Yellow Pages  

 White Pages (cold calls)  

 Store decoration (for special occasions and holidays)  

Current customers are another resource for continuous marketing efforts. Encourage your staff to 

make note of birthdays, anniversaries and mark those special occasions with greeting cards. 

Personal attention can help create effective marketing partners out of those customers.  

Other potential Marketing Partners:  

 Banks  

 Extended-stay hotels  

 Grocery stores  

 Restaurants   

                                     

Train Store Managers to develop an effective, reliable marketing partnership with one local 

business at a time.   

 

5.3 Marketing Supplies 
As a District Manager, ensuring your stores have a sufficient amount of marketing materials is 

vital.  

 

Another duty of the DM is controlling costs in the district and in each store. With each new 

order, first confirm that the store manager has taken a personal inventory of what supplies are in 

the store. In some cases, the manager may discover the necessary supplies are already on site, but 

may have been misplaced.  

 



Misplaced marketing materials are gathering dust instead of gathering clients. It's important to 

remind store personnel that marketing materials are vital to growing our business every day. No 

supplies should be missing or unaccounted for at any time.  

 

5.4 Approved Marketing Materials 
FastBucks allows only approved marketing materials to be distributed. The use of materials 

created at the store or district level that are not approved is prohibited. 

 

You and your store personnel are welcome to submit ideas for new marketing materials at any 

time. Submit any ideas in writing, with accompanying images if you have them, to Corporate 

Attorney Steve Solomon. Steve will forward any qualified submissions to CEO Charles Horton 

for review.  

 

5.5 Tracking                                                                   

Tracking the results from each strategy is important as market conditions vary. Based on data 

collection, we can see what methods are getting us the most customers in a given period. 

 

To access this information, click on the Home Tab, then Reports. The login is 

fastbucks/fastbucks. From here, click on General Reports. Scroll down to click on Referral 

Methods Monthly, Referral Methods YTD and Referral By District. 

 

Here is a sample of Referral Methods YTD with the dates of January 1, 2010-July 31, 2010. 

 



  



 

 

 

   

 
SECTION 6.0  

6.0 HR Role  

Successfully recruiting and retaining outstanding employees is a vital part of our business. This 

section outlines specific duties that pertain to accomplishing that goal. While the Employee 

Handbook contains a comprehensive look at employment policies, this section of the Manual 

highlights some key areas to pay especially close attention to.  

              

6.1 Recruiting      

Recruiting top-notch employees is an ongoing task for the District Manager, and how you 

advertise a job opening depends on who you want to attract. In some cases, posting a “help 

wanted” sign in your store window or placing an ad in your local newspaper gets the word out. 

For specialized jobs, consider targeting candidates with ads in trade magazines, on-line job banks 

and employment agencies. Word of mouth also may help so let friends, neighbors, vendors and 

present employees know you're looking for the next great employee.                  

            

Market and Location 

It is important to be familiar with the needs of each store and its clients. In some cases, a 

candidate might be better suited to a different store than the one he or she is applying at. A 

bilingual employee is an asset in areas where a large percentage of clients are Spanish-speaking. 

Have a clear understanding of the unique needs of each store when considering potential 

candidates for employment. Knowing the characteristics of the store can help you determine the 

demographic and hire appropriately. 

 

6.2 Hiring Procedures            

Each candidate must go through a multiple step process in order to be offered employment.  

 

 1 on 1 interview  

 1 to 3 interview (panel)  



 

Conducting A Panel Interview 
Step 1: Develop the panel 

            Ideally your interview panel will consist of the hiring supervisor, another supervisor in 

the same district, and one person outside the direct chain of command. 

            This external view is very useful when trying to evaluate an applicant's personality or 

attitude. 

 

Step 2: Involve the Panel in Screening Applications 

            Sometimes only the person doing the hiring screens the applications. For the best results, 

form your interview panel prior to selecting job candidates for 

            interviews. Have the expertise of those on the panel help you screen the candidates.  

 

Step 3: Preparation Time 

            You will not always have the luxury of time, but at least a few weeks is needed to gather 

together the members of your interview panel, develop interview 

            questions, and discuss panel roles. 

 

Step 4: Develop Interview Questions 

            Consider the applicant's resume and/or job experiences when drafting interview 

questions. Involve the panel in developing the questions. 

 

Step 5: Discuss Panel Roles 

            Decide ahead of time who is going to lead the interview, who will ask which questions, 

and make sure each panel member is clear what their role will be, both             before, during and 

after the interview. 

 

Step 6: Give the Interview 

            Make sire each panel member smiles and makes eye contact. Where possible, standardize 

how the questions are asked. Each panel member should read the             questions slowly and 

clearly, and allow the same amount of time for the applicant to respond to the question. 

 

Step 7 Make an Offer 

            Discuss the job candidates amongst the panel. Be candid about how well each person 

meets the technical qualifications of the job, as well as how their 

            personality and work style may or may not fit the company. If you are the hiring 

supervisor, objectively listen to the other panel members opinions before 

            making a decision. 

 

Step 8: Draft New Interview Questions for Future Use 

            Develop new interview questions immediately after you have conducted a round of 

interviews while the process is still fresh in your mind. These new 

            questions will prepare you for your next interviewing experience, and save you time 

when you are ready to fill the next opening. 

         



6.3 Store Manager Profile     

There is not one formula for hiring the right person for every store. It is important to find quality 

people and equally important that each new hire is a good match for that particular store. 

 

Key Responsibilities:  

Store Managers work towards meeting personal and location sales goals and customer 

satisfaction standards by maximizing the customer's experience. This person manages all phases 

of store operations to ensure maximum sales and profitability. Important areas for focus include 

key business initiatives, store presentation, marketing execution, inventory management, loss 

prevention, payroll management, risk management, and daily operational cost control. 

 

Summary of Experience:  

A Store Manager must be organized with attention to detail and proven follow-up skills. Store 

managers should posses the ability to manage multiple priorities with demonstrated management 

skills to include; coaching, training, recruiting and communication.  

              

6.4 CSR Profile 

The Customer Service Representative is our immediate contact with the customer on a daily 

basis. It is important to find quality individuals who are well-suited to the tasks and the 

environment in which they will work. 

 

Basic Performance Expectations 

1. Delight customers with service that is professional, cheerful and thorough, anticipating the 

customer's needs and responding quickly and responsibly 

2. An understanding of all company policies and procedures 

3. Able to be trained in all necessary equipment to complete the job effectively 

4. Able to effectively address the needs of an angry or frustrated customer in a caring, 

professional and responsible manner 

5. Willing to actively participate in any opportunities for continual learning and skill 

development 

6. Able to work and communicate with others at all levels of the company as a member of one 

unified team 

7. Able to work overtime and take on additional duties as delegated by the Store Manager 

 

6.5 Aptitude Tests  

You may administer aptitude tests to determine a candidate's ability to perform a specific job. 

Such tests may be given to candidates for job changes and promotions, as well as used for new 

applicants. Test results will remain confidential.  



One popular tool for measuring an employee's long-term behavior is the DISC assessment. The 

assessments classify four aspects of behavior by testing a person's preferences in word 

associations. DISC is an acronym for:  

 Dominance – relating to control, power and assertiveness  

 Influence – relating to social situations and communication  

 Steadiness  – relating to patience, persistence, and thoughtfulness  

 Conscientiousness  – relating to structure and organization  

Each of these types has its own unique value to the team, ideal environment, general 

characteristics, what the individual is motivated by, and value to team.  

These four dimensions can be grouped in a grid with D and I sharing the top row and 

representing extroverted aspects of the personality, and C and S below representing introverted 

aspects. D and C then share the left column and represent task-focused aspects, and I and S share 

the right column and represent social aspects. In this matrix, the vertical dimension represents a 

factor of "Assertive" or "Passive", while the horizontal represents "Open" vs. "Guarded".   

  

 Dominance: People who score high in the intensity of the "D" styles factor are very 

active in dealing with problems and challenges, while low "D" scores are people who 

want to do more research before committing to a decision. High "D" people are described 

as demanding, forceful, egocentric, strong willed, driving, determined, ambitious, 

aggressive, and pioneering. Low D scores describe those who are conservative, low 

keyed, cooperative, calculating, undemanding, cautious, mild, agreeable, modest and 

peaceful.  

 Influence: People with high "I" scores influence others through talking and activity and 

tend to be emotional. They are described as convincing, magnetic, political, enthusiastic, 

persuasive, warm, demonstrative, trusting, and optimistic. Those with low "I" scores 

influence more by data and facts, and not with feelings. They are described as reflective, 

factual, calculating, skeptical, logical, suspicious, matter of fact, pessimistic, and critical.  



 Steadiness: People with high "S" styles scores want a steady pace, security, and do not 

like sudden change. High "S" individuals are calm, relaxed, patient, possessive, 

predictable, deliberate, stable, consistent, and tend to be unemotional and poker faced. 

Low "S" intensity scores are those who like change and variety. People with low "S" 

scores are described as restless, demonstrative, impatient, eager, or even impulsive.  

 Conscientious: People with high "C" styles adhere to rules, regulations, and structure. 

They like to do quality work and do it right the first time. High "C" people are careful, 

cautious, exacting, neat, systematic, diplomatic, accurate, and tactful. Those with low "C" 

scores challenge the rules and want independence and are described as self-willed, 

stubborn, opinionated, unsystematic, arbitrary, and careless with details.  

                                   

6.6 Credit Investigation  

Following the requirements imposed by the Fair Credit Reporting Acts, FastBucks conducts a 

pre-employment credit check on all applicants who are offered and who accept an offer of 

employment. The employment of those you hire is conditional upon review of the information in 

the credit check. FastBucks reserves the right to conduct this credit check at any time after an 

employee is hired. 

                                  

6.7 Drug Testing                    

                 

Prospective Employees  

FastBucks reserves the right to test prospective employees for the presence of illegal drugs and 

alcohol. Applicants tested must successfully pass these tests to be considered for employment at 

the Company.  

Random Basis  

FastBucks reserves the right to conduct random drug testing of all employees. Employees may 

be selected at random by an outside drug testing company. A representative from the drug testing 

company may come to FastBucks to collect urine or blood specimens. In those cases where a 

randomly selected employee works off-site, the employee will be notified that he/she needs to 

report to FastBucks for testing.  

Other Than Random  

FastBucks reserves the right to screen current employees for illegal substances and/or alcohol 

under the following circumstances:  



 When an employee has given a supervisor reasonable cause that he/she may be under the 

influence of drugs or alcohol  

 Periodically, after an employee has successfully completed a substance abuse treatment 

program  

 After an accident or any other negligent conduct while working  

6.8 Dating  

Under no circumstances may a District Manager date anyone who reports directly or indirectly to 

you, including a Store Manager, an Assistant Manager or Office Support Personnel. If a romantic 

relationship does develop between you and a subordinate, your employee must be immediately 

terminated. If you are aware of a romantic relationship between a Store Manager and his/her 

employee, either the Manager or employee must be terminated or reassigned to another store, if 

possible. 

 

6.9 Employment by Competitors  

We are protective of our company's proprietary information. Hiring someone who shares a 

household with an employee of a competitor is strictly forbidden. If, during the course of 

employment, an employee's spouse, significant other, or closely-related family member is hired 

by a competitor, your employee must be informed that his/her position at FastBucks has been 

compromised and he/she must be terminated.  

6.10 Confidentiality         

Confidentiality of an applicant's information, as well as personal information of an employee 

who's been hired, must be strictly enforced.  Train staff to refrain from disclosing any personal 

information of FastBucks team members to anyone without prior authorization.  

 
SECTION 7.0  

7.0 Training Role    

New employee orientation effectively integrates your new employee into our organization and 

assists with retention, motivation, job satisfaction, and quickly enabling each individual to 

become contributing members of the FastBucks team. In some cases, you will be responsible for 

the orientation. In other cases, you will delegate that duty to a Store Manager.   

 

7.1 New Employee Orientation         

A thoughtful, consistently applied orientation program will accelerate the productivity of new 

hires. Orientation is a formal welcoming process that is designed to make the new employee feel 

comfortable, informed about the company, and prepared for their position.  New employee 



orientation is conducted by a Human Resources representative, and includes an overview of the 

company history, an explanation of the company core values, vision, and mission; and company 

goals and objectives.  In addition, the new employee will be given a overview of benefits, tax, 

and legal issues, and complete any necessary paperwork.  

   

Employees are presented with all codes, keys, and procedures needed to navigate within the 

workplace.  The new employee’s supervisor then introduces the new hire to staff throughout the 

company, reviews their job description and scope of position, explains the company’s evaluation 

procedures, and helps the new employee get started on specific functions.   

             

7.2 Employee Handbook          

Due diligence involves ensuring your new employee receives an Employee Handbook and 

carefully reviews each and every section. This will give him/her a clear understanding of our 

philosophy, employment practices, and policies as well as benefits and the conduct we expect. 

Instruct your employees to refer to the Employee Handbook first when questions arise.   

7.3 Benefit Products        

FastBucks offers a competitive benefits package to full-time employees, and provides limited 

benefits to part-time employees. These benefits include:  

 Dental Insurance  

 Disability Insurance  

 Life/AD&D  

 Medical Insurance  

 Medical Insurance Continuation (COBRA)  

 Vision  

To help your employees understand the benefits available, refer them to the Benefits Summaries 

available on the corporate website.  

                                                          

7.4 Introductory Period         

The probationary period for your regular full-time and regular part-time employees lasts up to 90 

days from date of hire.  During this time, the employees have the opportunity to evaluate our 

Company as a place to work and we have our first opportunity to evaluate the employee.  During 

this introductory period, both the employee and the Company have the right to terminate 

employment without advance notice.  



   

Once your employees successfully complete the probationary period, you may provide a 90-

day review and commence with the benefits package. All employees, regardless of classification 

or length of service, are expected to meet and maintain Company standards for job performance 

and behavior.  

                                      

7.5 Compliance Training      

Instruct new employees to visit www.learningcast.net to participate in web-based Compliance 

Training. On the home page, they will click on "Members Classroom." On the registration page, 

everyone will use the same Member Number: Fastbucks123.  

Employees will input name and email, and create a username and password, and click on 

"register." They will be taken to the online classroom for training.  

 

Training includes multiple courses, and each one varies in length.   

 Sexual Harassment: 11 minutes  

 Diversity: 33 minutes  

 Violence in the Workplace  

 Workplace Ethics: 20 minutes  

 

In addition, District Managers take a managers course. 

 

The system allows your employees to take a single course, take the test, pass it and then log off. 

There are three post-tests. Your employee must pass each with a score of 70% or higher. When 

the test is completed, a certificate can be printed. You will want to complete the certificate and 

send a copy of it to Human Resources.  

 

All training in this area must be successfully completed within 90 days of hire.  

It's also recommended to revisit this Compliance Training with any employee in violation of 

conduct in any of the aforementioned areas.  

                                      

7.6 Sexual Harrassment Prevention - Supervisor's Course                           



Supervisors are recommended to take this course once a year while employed by FastBucks. 

 

7.7 Store Security Procedures     

Expect the best, but prepare for the worst.  

These words are the ideal way to approach store security at FastBucks. Here's a guide to help 

your employees to remain prepared.  

1. Look "poor"  

 Never count money in front of customers.  

 Never discuss cash.  

 Keep cash hidden.  

 Limit drawer to $100.  

 

2. Be aware of surroundings  

 Take note of people lingering outside when you arrive or leave.  

 Take note of the vehicles they're in.  

 Take note of the people in your store.  

3. If uncomfortable about open/closing or operating the store during business hours, contact the 

local police and ask for a courtesy drive-by.  

4. Check the doors to ensure they are locked when appropriate.  

5. Leaving the store to make a bank deposit is a time to remain watchful and cautious.  

 When banking, your employee should observe the surroundings outside the store to 

ensure safety between the store and the his/her car.  

 When driving to the bank, your employee should maintain space between the vehicle in 

front of him/her to reduce the possibility of a "bump and rob."  

 Once at the bank, your employee should park close to the bank's entrance.  

6. If a store is robbed, your employee(s) should cooperate fully. The safety of each employee and 

our customers is the top priority.  

 Once the thief is gone, the store must be immediately locked.  

 The employee should first call 911, then you, the District Manager.  

 The employee should write down any details related to the robber, such as a physical 

description and anything spoken during the incident.  

 You will call senior management to report the incident.  



 

It's important to use common sense at all times. While we don't discriminate based on race, color, 

religion, national origin or sexual orientation, we do reserve the right to refuse service to anyone 

or who is interfering with our ability to conduct business.              

 

Security Codes and Alarms  

A District Manager keeps the list of all codes related to the store, including codes to safes, etc. 

 

The District Manager should be on the list of contacts for any store with an alarm system.  

 
SECTION 8.0                   

 

8.0 Employee Development 
 

Purpose of Employee Training and Development Process  

Reasons for emphasizing the growth and development of personnel include  

Creating a pool of readily available and adequate replacements for personnel who may leave or 

move up in the company  

Enhancing the company's ability to adopt and use advances in technology because of a 

sufficiently knowledgeable staff  

Building a more efficient, effective and highly motivated team, which enhances the company's 

competitive position and improves employee morale  

Ensuring adequate human resources for future expansion  

Research has shown specific benefits that a small business receives from training and developing 

its workers, including:  

Increased productivity.  

Reduced employee turnover.  

Increased efficiency resulting in financial gains.  

Decreased need for supervision.  

Employees frequently develop a greater sense of self-worth, dignity and well-being as they 

become more valuable to the firm and to society. Generally they will receive a greater share of 

the material gains that result from their increased productivity. These factors give them a sense 

of satisfaction through the achievement of personal and company goals.  

 

8.1 Training Future DM 



Looking for advancement within the company means training your replacement for the day you 

are promoted. Identify quality candidates at any level in the company, and help them develop 

their attitudes, beliefs, behaviors, best business practices, knowledge and skills. With your help 

and guidance, and the ongoing support of the Fastbucks family, your protégés can be groomed to 

move into new, exciting and challenging leadership positions.  

 

8.2 Training Future Store Manager 

When seeking a potential candidate for the Store Manager position it is the DM’s responsibility 

to recruit certain individuals with the necessary qualities needed to excel. Candidates for the 

position will show great leadership skills as well as be highly motivated and driven. You want to 

choose someone that has proven they are dependable and trustworthy. Also someone who has the 

self discipline and level of commitment it takes to succeed. Look first within the company to fill 

these valuable positions. Remember we should always hire and train for our replacement – so 

choose well!  

 

1. Provide the trainee with their new job description and review it in detail with the trainee. 

 

2. Discuss in detail the rewards and bonus potential available to all store managers. 

 

3. Discuss with the trainee, the expectations on the store manager as laid out by corporate. 

(subject to change or update) 

 

4. Review the expectation of how the store appearance should always be and how continuity 

between stores is crucial. 

 

5. Provide and review with the trainee the complete “Daily Checklist” (open to close). Explain 

why it is so important that this guide be followed. 

 

6. Discuss in detail with the trainee all marketing expectations, internal and external. 

    A. The “Three Foot Rule” in regards to marketing 

    B. Discuss the who, what and where of marketing 

    C. Role Play with the trainee to help them gain confidence. 

    D. Offer to ride along the first few times to help the trainee get the hang of it. 

 

7. Review in detail with the trainee the importance of understanding the P & L backwards and 

forwards.  

    A. Provide previous months of P & L’s as examples and use it as a teaching aid. 

    B. Reinforce the expectation of what the P & L should look like and what the outcome is if the 

trainee can successfully manage their P & L. 

    C. Review “controllables” and what impact that they can have in the monthly numbers. 

 

8. Introduce and review in detail the “Tracking Sheet” that is used on a daily basis. Explain the 

importance of it’s accuracy and make sure the trainee understands exactly when it should be sent 

and to whom. 

 



9. Provide them with the necessary tools needed to provide you with the EOD numbers you’re 

requesting. 

            EX: If you request that the EOD numbers are emailed to you at the close of business – 

provide them with the format you need them in. As well as thoroughly             review it with 

them to ensure they fully understand how to complete it and what you expect to receive. 

 

10. Browse and review the corporate website with the trainee, and pay extra attention to the areas 

of the website that are most used by a Store Manager. Encourage them to explore the corporate 

website whenever they have down time. 

 

11. Review in detail the Manager abilities in Fast Track. Such as the Manager Button, Creating 

Checks, Voiding Payments, ect.. Ensure they are confident in utilizing these new tools. 

 

12. It is imperative that all Store Manager Trainees have viewed all training videos in their 

entirety. These videos set the foundation of a lot of the FastBucks terminology and ways of 

doing business. 

 

13. Thoroughly review the “hiring” process with the trainee. In almost every case the District 

Manager will be the individual hiring a perspective employee, however, it is crucial that the 

trainee be well versed on what it is that we are looking for and what are the key indicators for 

finding that “Long Term” FastBucks employee.  

 

14. Review in detail with the trainee the steps that are necessary when completing a New Hire’s 

paperwork. 

      A. Re-visit the HR section of the corporate website and explain the order and procedure to 

follow in regards to the intake of  new employee. 

      B. Review “How to Drug Test” with the trainee and make sure that they complete their 

certification for performing the drug test. 

      C. Discuss with the trainee that the entire process of bringing a new hire aboard should be a 

stress free and fluid experience. Teach them the “Let It Be Easy!”               mantra of our 

company. 

 

15. Thoroughly review the “Corrective Action” protocol and paperwork with the trainee. 

Repetitively remind the trainee that a Great Store Manager always “corrects” in private and 

“praises” in public. This is key to the continued morale of the employee in question. 

        A. Role Play with trainee different  scenarios where a employee may need to be corrected. 

        B. Role play a verbal warning. 

        C. Role play a written warning. 

        D. Role play a hostile and combative employee and the importance of them keeping a level 

head. 

        E. Show the trainee how to properly complete the corrective action paperwork off the 

corporate website. 

 

16. Discuss with the trainee in detail how to properly “manage people” and to do so while 

reinforcing desired behavior and eliminating or correcting undesirable behavior. 



        A. Again, Praise in Public and Correct in Private 

        B. Teach the trainee the importance of “Following-up” 

        C. Point out to the trainee that they must create a development plan for their CSRs so that 

they are able to improve, empower and then promote the individual.             Employees who 

have a Manager that takes an active role in their success and future are much more likely to 

retain a constantly high level of morale. 

        D. Explain to the trainee the importance of understanding that they should always be in a 

state of mind that dictates that they must be training that individual to be             their very own 

replacement. Onward and upward is the expectation and complacency is the downfall to watch 

out for. Always encourage both yourself and                 your CSRs to strive for greatness and 

want something better. Everyone must “Focus on what they want” in order for them to get it. 

 

8.3 Off-Site Training and Development  

Continued training and development of our employees is a key part of the success of FastBucks. 

At times, training sessions will be held within your district. On occasion, our CEO hosts 

extended sessions at his home just outside Dallas, Texas.  

Identifying Training Needs  

Training needs can be assessed by analyzing three major human resource areas: the company as 

a whole, the job characteristics and the needs of the individuals. This analysis will provide 

answers to the following questions:  

Where is training needed?  

What specifically must an employee learn in order to be more productive?  

Who needs to be trained?  

The Training Process  

The model below traces the steps necessary in the training process:  

Organizational Objectives  

Needs Assessment  

Is There a Gap?  

Training Objectives  

Select the Trainees  

Select the Training Methods and Mode  

Choose a Means of Evaluating  

Administer Training  

Evaluate the Training  

 
 

SECTION 9.0 

 



9.0 Performance Incentives      

FastBucks offers a variety of standardized, performance-related incentives to employees as well 

as incentives to customers.  

                        

9.1 Referral Fees            

Train your Store Managers to encourage customers to bring in referrals in exchange for a referral 

fee, per current standards.             

9.2 CSR Contests/Bonuses                                                     

Refer to current company policies before approving any bonuses to hourly employees. No cash 

bonuses may be given. A temporary bonus per hour may be given to a CSR based on 

performance. 

 

9.3 Presidents Club  

A successful District Manager will set a goal of reaching Presidents Club status within the 

district and at each store. 

 

Set a goal to help each store in your district reach Presidents Club in 41 days, just like we did in 

Gallup. 

 



  

 

     

DM Presidents Club  

By achieving DM Presidents Club status, the DM can expect to bonus in three areas based on 

three criteria - (1) Revenue Growth (2) Bad Debt Maintenance 

and (3) Income Before Overhead Growth 



 

(1) Revenue Growth - If revenue grows as little as 1%, the DM can qualify to receive a bonus of 

at least $200. If revenue growth is above 12%, the bonus is equal to .25% of total revenue for all 

stores in the district in the previous three month period - these amounts can be significant. ( Just 

based on the latest revenue numbers, had the Districts with the largest and smallest revenue 

number were in the PC, the DM's would have received $2,750 and $670 respectively - for this 

one area) 

 

(2) Bad Debt - By maintaining bad debt below a certain percentage, the DM PC could expect to 

receive at least a bonus of $100. If the Bad Debt falls below 8%, the DM receives .25% of 

Income Before Overhead. Based on the previous examples, if the same two districts had bonused 

in this category with less than 8% Bad Debt for the previous three months, they would have 

received $1,475 and $250, respectively) 

 

(3) Income Before Overhead Growth - If IBO grows as little as 1% compared to the same three 

month period from the prior year, the DM can expect to receive at least $200. If the IBO growth 

meets or exceeds 10%, the DM could expect to receive .50% of total IBO for their district for the 

last three months. Continuing with our example, if the DM's  with the largest and least revenues 

had bonused in this area, they would have received $3,000 and $500 respectively. 

 

The DM can make at least $500 if he achieves the minimum requirements and bonuses in each 

category. Based on the prior example, If the district with the least volume had reached the 

benchmark percentages in each category, they would have received over $1,400 in bonuses, 

where as the district with the largest volume would have received over $7,000 in bonuses. 

 

Presidents Club (for managers)  

Presidents Club is open to full-time store managers who, during the previous three months, have:  

 Averaged $30,000 per month in revenue  

 Averaged 50% IBO (Income Before Overhead)  

 Attended all company meetings  

 Passed company audits and Mystery Shops    

 Maintained a 12% increase in revenue over last year  

 Maintained bad debt consistent with the chart below  

 

Membership Benefits:  

 3% monthly Bonus of Profit  

 Weekend Trips  

 Cash Bonuses plus PTO  

 Additional benefits available at levels 2, 3 and 4  

 Additional benefits after 5 years of employment  

 Greater flexibility in making loans and in bad debt requirements (DM-level access up to 

$2500 limits phased in by management)  



 

Additional Levels: 

Level 2  $45,000 Revenue  

Level 3  $60,000 Revenue  

Level 4  $83,333 Revenue (MILLION DOLLAR STORE)  

1. At these levels, store managers are eligible to get 15% of their increased profit or their 

regular bonus (whichever is greater).  

2. At these levels, if IBO is over 60%, there is NO Bad Debt Requirement.  

3. Minimum income with bonuses at these three levels are respectively $50,000; $65,000; 

$100,000.  

 

Additional Benefit:  

Company car: PT Cruiser or equivalent.  

This includes fuel, maintenance and insurance, an annual value estimated at $8,400.    

                     

9.4 Other Incentives  

Upon reaching 10 years of interrupted service, a FastBucks employee will receive an extra week 

of vacation, airline tickets for four to Hawaii, use of the condo there, and $1000 cash.           

 
SECTION 10.0  

10.0 Disciplinary Action      

At times your position will require you to take disciplinary action against an employee. It is 

imperative that your assessment of the potential company violation is completely objective. You 

want to be able to carefully evaluate situations and come to a clear, definitive conclusion before 

moving forward with a course of action.  

                                                       

10.1 Evaluating Violations      

Violations of company policies may come to your attention in two ways:  

1. The violation is reported by an employee to you.  

2. You witness the violation.  



 

In the first case, your immediate response must be to identify the validity of the report.  This may 

involve one or more of the following:  

 Interviewing the employee accused of committing the violation  

 Interviewing any employee with information pertaining to the apparent violation  

 Checking any company records that may support the claim of a violation                           

   

In the second case, you must immediately follow up by collecting evidence of the violation and 

meeting with the employee to discuss suitable Corrective Action. 

 

In any interview regarding potential disciplinary action, HR should be present rather than 

conducting a 1:1. You may opt to have an auditor present or a third party can be present while 

watching on camera.  

10.2 Violations Subject to Disciplinary Action  

Occurences of any of the following activities, as well as violations of any FastBucks rules or 

policies, may be subject to disciplinary action, including possible dismissal. This is a partial list.  

 Unsatisfactory or careless work; failure to meet production or quality standards as 

explained to an employee by you or another supervisor; mistakes due to carelessness or 

failure to get necessary instructions.  

 Leaving work before the end of a workday or not being ready to work at the start of a 

workday without the approval of an immediate supervisor; stopping work before time 

specified for such purposes.  

 Sleeping on the job, loitering or loafing during work hours.  

 Use of company telephone for personal calls.  

 Leaving a workstation during work hours without permission of an immediate supervisor, 

except to use the restroom.  

 Violation of smoking policy.  

 Creating or contributing to unsanitary conditions.  

 Posting, removing or altering notices on any bulletin board, web site, or email on 

company property without the permission of an officer of FastBucks.  

 Failure to report an absence or late arrival; excessive absence or lateness.  

 Failure to immediately report damages to, or an accident involving company equipment.  

 Soliciting during work hours and/or in working areas; selling merchandise or collecting 

funds of any kind for charities or others without authorization during business hours, or at 

a time or place that interferes with the work of another employee on company premises.  

 Failure to maintain a neat and clean appearance in terms of the standards established by 

the Company; any departure from accepted conventional modes of dress or personal 

grooming; wearing improper or unsafe clothing.  

                     



10.3 Nine Steps to Effective Discipline           

Nine Steps to Effective Discipline  

By Lauren M. Bernardi     

Progressive discipline is an effective management tool.  

Progressive discipline means applying increasing levels of discipline to employees who 

repeatedly violate workplace rules. If the employee does not respond to discipline, the last 

violation becomes the "culminating incident"--the point at which you no longer need to tolerate 

the misconduct and may terminate the employee for just cause.  

Progressive discipline helps correct employee behaviour and bring it within acceptable standards, 

ensuring a productive and satisfied workforce.  

The goal of discipline is not to fire someone--it's to make them a better employee.  

Although repeat offenders may end up losing their jobs, the goal of progressive discipline is not 

to enable you to fire a misbehaving employee (although that is commonly what it is used for), 

rather the purpose is to:  

* reform the employee and bring his or her conduct within acceptable standards  

* deter other employees from engaging in similar conduct; and  

* maintain control over the workplace as a whole.  

The Essential Steps:  

Step One: Don't avoid it  

Managers frequently avoid discipline in the misguided hope that the problem will go away if 

ignored. But it doesn't. In fact, more often than not, problems that are ignored only get worse.  

Although it's difficult and stressful to discipline someone, you owe it to your organization and 

the individual in question to do so. You don't do anyone any favors by allowing them to persist 

in behaviours that ultimately make you want to terminate their employment.  

Step Two: Establish your expectations  

Let your employees know what you expect from them. That way they can monitor their 

behaviour themselves and make efforts to meet your expectations. Most employees want to 

comply with the rules but need to be told what they are in order to do so.  



One important way to establish expectations is to educate your staff about your organization's 

policies. You can do this by discussing policies at staff meetings, paying close attention to those 

policies that your staff doesn't seem to understand or be following. For example, if lateness is a 

problem, outline the policy on absenteeism and lateness.  

Step Three: Investigate an alleged rule violation before you impose discipline  

Before imposing discipline, you must investigate the alleged incident to determine whether a 

breach of a workplace rule has occurred. This involves:  

* giving the employee notice of the alleged violation and an opportunity to be heard  

* investigating the offence immediately after you find out about it; and  

* not imposing discipline if you have insufficient proof of the offense.  

Make sure that you separate the investigation and the imposition of discipline. This means giving 

the employee an opportunity to defend him of herself and then taking some time to consider the 

evidence before deciding what discipline to impose. If you impose discipline in the same 

meeting in which the employee explains what happened, it will appear as though you went into 

the meeting with your mind made up and didn't actually give the person the opportunity to be 

heard. This is a legal no-no.  

Step Four: Consider the seriousness of the offense  

If an offence has occurred, you will need to consider how serious it is before handing out 

discipline. The type of discipline you impose should correspond to the seriousness of the offence. 

For example, things like lateness or personal use of company computers are generally considered 

minor offences whereas fighting or insubordination are more serious offences.  

Step Five: Consider all of the prevailing circumstances  

Consider all other aspects of the situation, including:  

* the employee's previous record of incidents (which must have been brought to his of her 

attention)  

* whether you have condoned the behavior in the past the employee's understanding of the 

violated policy  

* provocation, i.e., if the employee was provoked, you may want to impose a lower level of 

discipline  

* whether there is a credibility dispute  



* whether you have firsthand knowledge of the facts and have thoroughly investigated the 

incident, including speaking to witnesses; and  

* whether you can prove the facts surrounding the incident.  

Step Six: Decide on the appropriate level of discipline  

Your next step is to decide what level of discipline is appropriate.  

Sometimes managers treat two employees differently for the same workplace violation. For 

example, a top performer may be given a slap on the wrist for insubordination while an average 

performer is given a stern written warning for the same behaviour. This can create unnecessary 

conflict and may result in claims of unfair treatment or even discrimination. It is fat better to tie 

the disciplinary measure to the offence rather than the employee.  

Many organizations use a traditional progressive discipline system that utilizes verbal warnings, 

written warnings and suspensions. Another approach that is gaining popularity is a three level 

system. Under this system, the first level is a Level One warning, which is used for minor 

offenses. A Level Two warning is for more serious rule violations or for repeat violations. The 

final warning is a Level Three warning. This is for very serious matters and for repeated rule 

violations for which the employee has already received a Level Two Warning. This is the type of 

offense which, in a traditional progressive discipline system, typically results in a suspension.  

When you give a Level One or Two warning, provide guidance to the employee on how to 

improve his or her performance. Meet with the employee regularly to ensure that he or she stays 

on track and understands what you expect. It is also important to explain the seriousness of the 

matter and the need for immediate improvement.  

Regardless of which progressive discipline system you use, you must ensure that the employee 

understands that he of she is being disciplined and that there are consequences for their actions. 

To facilitate this, all discipline should be in writing and included in the employee's file.  

Step Seven: Complete the discipline notice form  

Before you meet with the employee, complete the discipline notice form/ memo. Be as specific 

as possible as to the nature of the offence and the results of any investigation you conducted into 

the matter. It is also critical that you note the consequences of further violations (e.g., "further 

violations will result in discipline, up to and including termination").  

Step Eight: Discipline meetings are difficult--be prepared  

When you meet with the employee be very clear about why you are imposing the discipline, 

what rule has been violated and what will happen if they do it again.  

To make the discipline meeting work more smoothly:  



* Conduct the meeting in a neutral location so that you can leave the room (it is more difficult to 

get an upset employee to leave).  

* Choose a private location that avoids interruptions, inconvenience or embarrassment to the 

employee when leaving the meeting.  

* Include a suitable witness in the meeting.  

* Do not enter into a debate with the employee or appear to waffle on your decision.  

* Make notes of the meeting and include them in the employee's personnel file.  

Ask the employee to sign the discipline notice. Tell the employee that this signature only 

confirms that you have explained the discipline to him or her, not that they agree to it. If the 

employee refuses to sign, write "refused to sign" and the date beside the signature line.  

Provide a copy of the discipline notice to the employee and place the original in his or her file.  

Step Nine: Continue to monitor the employee's behavior  

If you see an improvement in the employee's behavior, tell him or her. If there is no 

improvement, proceed through the discipline process. This may ultimately lead to the 

termination of the employee but if that is the unfortunate result, you will at least have met your 

legal obligations and will have reduced the risk of legal liability.  

If there is an improvement, be sure to tell the employee that too. That way you are reinforcing 

the improved behavior, which increases the likelihood that it will continue--and that benefits 

everyone.  

 
SECTION 11.0  

11.0 Separation from Employment        

A relationship with an employee may come to an end in a variety of ways. Your response to each 

circumstance will be different, guided by the desired outcome.  

11.1 Layoff & Recall        

In the unlikely event of a reduction in workforce, you may be asked to lay off employees. The 

criteria for a lay-off will pertain to an individual's skills, abilities and performance.  If the skills, 

abilities and performance of two employees are equal, seniority will be the deciding factor in the 

lay-off decision.                    

                                     



11.2 Resignation             

At times an employee may choose to voluntarily end employment with FastBucks. You may 

conduct an Exit Interview to allow the employee to share insights about his/her employment. 

After the employee's departure, he or she is eligible to return and apply for employment again if 

the terms of the departure were positive. But, he/she must be processed as if he/she was a new 

employee, subject to credit investigation, drug testing and all other conditions of employment.  

                                                                                        

11.3 Dismissal                

Employment with FastBucks is "at will" in that an employee can be terminated with or without 

cause, and with or without notice, at any time, at the option of either FastBucks or the employee, 

except as otherwise provided by law.  

If your employee's performance is unsatisfactory due to lack of ability, failure to abide by 

FastBucks rules or failure to fulfill the requirements of the job, you may notify him/her of the 

problem. If satisfactory change does not occur, you may terminate that employee. Some 

incidents may result in immediate dismissal.  

                                                           

11.4 Automatic Dismissal        

Occurrences of any of the following violations, because of their seriousness, are enough for you 

to dismiss an employee without warning:  

 Malicious gossip and/or spreading rumors; engaging in behavior designed to create 

discord and lack of harmony; interfering with another employee on the job; willfully 

restricting work output or encouraging others to do the same.  

 Willful violation of any company rule; any deliberate action that is extreme in nature and 

is obviously detrimental to FastBucks' efforts to operate profitably.  

 Willful violation of security or safety rules or failure to observe safety rules or FastBucks' 

safety practices; tampering with FastBucks' equipment or safety equipment.  

 Negligence or any careless action that endangers the life or safety of another person.  

 Being intoxicated or under the influence of controlled substance drugs while at work; use 

or possession or sale of controlled substance drugs in any quantity while on company 

premises, except medications which do not impair work performance and are prescribed 

by a physician.                    

 Unauthorized possession of firearms, weapons or explosives on company property or 

while on duty.  

 Engaging in criminal conduct or acts of violence, or making threats of violence toward 

anyone on company premises or when representing FastBucks; fighting, horseplay or 

provoking a fight on company property; or negligent damage of property.  



 Insubordination or refusing to obey instructions properly issued by your manager 

pertaining to your work; refusal to help out on a special assignment.  

 Threatening, intimidating or coercing fellow employees on or off premises - at any time, 

for any purpose.  

 Engaging in an act of sabotage; willfully or with gross negligence causing the destruction 

or damage of company property, or the property of fellow employees, customers, 

suppliers, or visitors in any manner.  

 Theft of company property or the property of fellow employees; unauthorized possession 

or removal of any company property, including documents, from the premises without 

prior approval from management; unauthorized use of company equipment or property 

for personal reasons; using company equipment for profit.  

 Dishonesty; willful falsification or misrepresentation on your application for employment 

or other work records; lying about sick or personal leave; falsifying reason for a leave of 

absence or other data requested by FastBucks; alteration of company records or other 

company documents.  

 Violating the non-disclosure agreement; giving confidential or proprietary FastBucks 

information to competitors or other organizations or to unauthorized FastBucks 

employees; working for a competing business while a FastBucks' employee; breach of 

confidentiality of personnel information.  

 Immoral conduct or indecency on company property.  

 Any act of harassment, sexual, racial, religious or other; telling sexist or racial-type jokes; 

making racial or ethnic slurs; making threats against another person.  

 Obscene or abusive language toward any manager, employee, customer; indifference or 

rudeness towards any of the above persons; any disorderly/antagonistic conduct on 

company premises.  

 Conducting or participating in an illegal lottery or gambling on company premises.  

 Violation of any Fair Debt Collection Practice Act or Gramm - Leach - Bliley Act 

disclosing consumers' confidential information or FastBucks rule in regards to 

communications with customers.  

 Conviction of a Felony or a Financial Theft-related misdemeanor.                     

           

11.5 Exit Interview     

The Exit Interview provides an excellent opportunity to listen to an employee and hear his/her 

perspective of the Company. The conversation is also a way to gather information about ways to 

assess potential needs of other employees and enhance the operation of a particular store.         

 

11.6 Termination Checklist 
A Termination Checklist must be filled out whenever an employee leaves the company, 

regardless of whether the separation is voluntary or involuntary. Find this form under HR in 

Misc. Forms.                               

                               



 
SECTION 12.0  

12.0 IT Support                                                                          

While our business is customer-focused, the reliability of the technology used to conduct daily 

business is of the utmost importance. That is why we have a dedicated IT Department at 

FastBucks, ready to respond to the needs of your stores in a timely manner. The IT Department 

oversees the operation of computers (hardware and software), phones, modems, fax machines, 

copiers and printers. It is important to ensure all employees are properly trained to follow all 

instructions from the IT Department in regards to maintenance  of existing equipment and the 

installation of new equipment. Proper maintenance, combined with the appropriate use of 

equipment, are necessary to minimize the expense associated with repairing or replacing due to 

damage. 

 

12.1 Identifying Issues                                                                  

When an employee in your store encounters an issue, establishing the significance of the 

problem is essential. If the issue prevents the store employee from conducting business as usual, 

the issue must be addressed immediately. If the issue is minor and does not affect workflow, then 

it can be addressed at a later time.    

12.2 Steps to Follow      

Your store employees should follow these steps to rectify an IT-related issue.   

1. Determine the significance of the issue.  

2. Determine if the issue is related to human error or equipment malfunction. Human error 

can often be corrected without moving to the next steps.  

3. Document everything related to the problem, including any error messages on the 

equipment.  

4. Submit the issue to the IT Department using an A/R form.  

                                                          

Access to problem-solving techniques is available on the corporate website. However, if the 

system is down, access to these instructions is no longer an option. Make sure a hard copy of 

computer-related instructions is posted nearby to save time.  

12.3 A/R Forms                                                                     

On the employee site, click on IT, then AR Submit. Do not submit multiple AR forms for the 

same problem.  

 



SECTION 13.0  

13.0 DM Forms                         

This section contains a quick reference to a sampling of the forms used by a District Manager.   

                                                       

13.1 New Hire Forms                                                                     

The HR tab is a one-stop source for all forms related to the hiring process, including an 

Application, Employment Reference Check, and a Code of Ethics. 

 

13.2 I-9 Form     

The I-9 form serves as Employment Eligibility Verification. Each new employee must submit 

one, and it can be found under HR in New Hire Forms.  

                       

  

 

     

13.3 Employee File Checklist  

This checklist contains the names of all documents that must be filled out by the employee and 

faxed by the Hiring Manager to HR. It also contains the names of forms to be filled out and 

faxed by the Hiring Manager.  



                                  

13.4 Store/District Key Agreement 
Use this agreement when issuing a key to any store personnel. It can be found under HR in New 

Hire Forms. 

 

13.5 Time Off Request 
A Paid Time Off Request form must be filled out for any employee requesting to use PTO, and it 

must be signed (and approved) by the store manager, you as the District Manager, and HR. The 

form can be found under HR in Payroll Forms. 

 

13.6 Bright Idea Form  
Encourage employees in your district to use this form when proposing a change to a current 

method. It gives the employee a chance to explain potential benefits and a process for 

implementing the idea. Find the form under HR in Misc. Forms. 

 





  

 

 
 

SECTION 14.0  

                                                                         

14.0 Additional DM Resources  

FastBucks is dedicated to helping you achieve your goals, and this section is reserved for 

providing additional resources to support that mission.  

                                                     

14.1 The Chant                 

At FastBucks, the focus on success is a key principle of doing business every day. Use The 

Chant at the beginning of a workday and whenever necessary throughout the day, and encourage 

employees to do the same.  

The Chant:  

I feel great today!  

I feel terrific!  

I feel healthy!  

I feel happy!  

I have the power!  

Yes! Yes! Yes!  

 

Follow with: 

 

10 seconds of Level 10 State and 10 seconds of Rip-roaring Laughter.  

 

                                                        

14.2 Five Steps to Attain Any Goal  



 

1. Know Where You Are.  

2. Know Where You Are Going.  

3. Make A Plan.  

4. Follow the Plan.   

5. Expect the Best.  

14.3 Delegating Dos/Don'ts              

10 Delegation Do's and Don't's  

 From "DON'T DO --- DELEGATE! --- THE SECRET POWER OF SUCCESSFUL 

MANAGERS"   

                by James M. Jenks and John M. Kelly  

1. Encourage the free flow of information to your subordinates vs. Hoard information.  

2. Focus on results vs. Emphasize methods.  

3. Delegate through dialogue vs. Do all the talking yourself.  

4. Fix firm deadlines vs. Leave time frames uncertain.  

5. Make sure the person has all necessary resources vs. Half-delegate by giving assignments 

without the needed tools.  

6. Delegate the entire task to one person vs. Delegate half a task.  

7. Give advice without interfering vs. Fail to point out pitfalls  

8. Build controls into the process of delegating vs. Impose controls as an afterthought.  

9. Back up "delegatees" in legitimate disputes vs. Leave persons to fight their own battles.  

10. Give "delegatees" full credit for their accomplishments vs. Take all of the glory or look 

for scapegoats  

14.4 Better Teachers = Better Students                                              

At FastBucks, management style is not a "one size fits all" approach. Our successful managers 

realize that employees have different styles of learning. Identifying these styles can make you 

much more effective at leading your team. 

 

THE THREE TEACHING AND LEARNING STYLES  

HOW TO TEACH  

How many of us have asked these questions of our staff?:  



 Why isn't there more participation in this conversation?  

 Why are there only a few people involved in our discussions?  

 How come when I hold a meeting do those few people always appear as if they are ready 

to bolt out the door?  

Would you believe that this is NORMAL behavior and there is a reason for this?  

 

Why do so many employees not retain what we taught them? Sometimes, we even ask ourselves 

what helps us retain information. Why did I forget that? 

 

I think the best question to ask is, how do people learn? In this section, we will analyze the Three 

Learning Styles - or better yet, The Three Ways We Need To Teach. Ask yourself, why did I 

learn better from some teachers and not others?  

Once we learn these styles, we will better understand how to take the information we have 

learned here and share this information with our staff. We must become better teachers, and 

hopefully, this will help our staff become better students.  

We must always remember that there are different ways in which people process and learn 

information. We are that channel of information, and if we do not know how we learn, then how 

are we to teach others? 

 

VISUAL LEARNING 
 

The first learning process is Visual. These people learn by "seeing." They learn by using their 

eyes. They will be the people who sit closest to you. They are looking for visual cues and 

remember the "pictures."  

You will recognize this person because he/she will describe things to you visually. For example, 

ask for directions to the gas station and you might hear, "the closest gas station is down the 

street, on the right, next to a brick building, before the intersection."  

Visual learning requires you to provide visual aids, photos, diagrams, maps and graphs. A visual 

learner will be good at writing and perform well on written assignments.  

 

AUDITORY LEARNING 
 

The Auditory learner process information using sound primarily. They are good listeners, and 

will go back to recorded material so they can absorb the information. In your meeting, they will 

be focused on what is spoken more than what is presented in pictures or graphs.  



The best way to teach an Auditory learner is through sounds and music. The Auditory learner 

enjoys an open discussion, and will do better with an oral presentation or meeting rather than 

written material. The auditory learner is great at oral presentations and reports. Get them 

involved in the discussion and you will relate to their learning style.  

TACTILE LEARNING  

 

Kinesthetic learners are also known as Tactile learners. Some may seem hyperactive. These are 

people who may be most challenged by staying focused as they always seem ready to leave. This 

isn't always true; they are just very active people. 

 

The Kinesthetic learner absorbs information by moving, doing, acting out, and using a hands-on 

approach. Let this person sit for long periods of time and you'll see boredom set in.  

This type of learner must be given material that provides a hands-on experience. They are taught 

by putting them in front of a task and teaching them what to do. Role playing or performing 

actual tasks are preferred methods for teaching the Kinesthetic learner.  

 

IDENTIFYING STYLES 
 

Test Case:  

Imagine an employee calling with a question about the APR. The employee doesn't understand 

the concept and why the charges were different. You explain the answer by phone. Then, the 

employee attempts to explain it to the customer but both are confused. 

 

The next day you see the employee in person, and sit down with paper, a pencil and a calculator. 

You take the lead and write out each step of the calculation. The employee begins to grasp the 

concept so you have the employee pick up where you left off.   

You just solved the problem using 3 steps: you explained it by phone, showed it on paper, and let 

the employee work out the solution. The employee now understands the concept and can explain 

it effectively to the customer.  

Looking over the Three Styles, you need to figure our which category you belong in. Then, 

identify the learning style of each employee.  

Your employees should do the same with their customers. Most customer frustration comes from 

not understanding what is being explained or feeling like they are not being understood. Helping 

an employee recognize his/her learning style will help that employee deal more effectively with 

every customer.  



Do not limit teaching and learning to one style. Many of us use a combination of styles at 

different percentages.  

TEACHING ADVANTAGES  

Identifying an employee's learning style can help expand the potential of that employee, in all 

areas of the job. You will help overcome existing limitations, reduce frustration, and expand the 

employee's ability to teach others. 

 

The growth for you comes from developing a teaching method that involves multiple levels.  

 

PERSONAL ADVANTAGES  

Beyond the teaching advantages, developing an understanding of the various learning styles also 

contributes to personal development. A satisfied employee can contribute so much more to our 

company and create rewarding experiences for personal gain. As they say, success begets 

success. 

 

PROFESSIONAL ADVANTAGES 

Becoming a more effective teacher certainly has its professional advantages. We gain an edge 

over our competition with better-trained employees, more effective meetings and sharper sales 

skills.  

 

DETERMINE LEARNING STYLES  

According to available research, 65% of us our Visual learners. Roughly 30% of us are Auditory 

learners. The last 5% are Kinesthetic, or Tactile learners. Identifying key traits of each type of 

learner will help you assess which style best suits each employee.  

IDENTIFY AND TEACH A VISUAL LEARNER 
 

Visual learners prefer:  

 Magazines, books and other types of reading materials  

 Graphs, maps, diagrams, charts, highlighted notes, flashcards  

 Quiet places to study  

Visual learners may:  

 demonstrate outstanding photographic memory  

 remember precisely where information is located on a page  

 benefit from their own notes rather than printed information  

 excel at spelling  

 demonstrate detail-oriented qualities  



 demonstrate a tidy and organized workspace  

 ask for verbal directions to be repeated  

 observe instructor's body language and facial expressions  

 concentrate better with a clear line of sight to visual aids  

Visual learners may demonstrate frustration when:  

 unable to take notes  

 sitting in long lectures  

 

IDENTIFY AND TEACH AN AUDITORY LEARNER  

Auditory learners prefer:  

 presenting oral reports rather than written ones  

 debates and discussions  

 reading material aloud  

 speaking with others  

Auditory learners may:  

 talk frequently in discussions  

 learn most effectively through audio books, lectures, oral presentations and verbal 

instructions  

 consider information irrelevant unless it is heard  

 follow verbal directions better than written ones  

 effectively memorize material   

 remember names well  

 listen to the news  

 enjoy listening to music  

 sing frequently  

 demonstrate verbal skills in more than one language  

 repeat information, such as phone numbers  

 read slowly  

 demonstrate strong speaking skills  

Auditory learners may demonstrate frustration when:   

 looking at maps, diagrams or graphs  

 asked to remain quiet for long periods of time  

 

 



IDENTIFY AND TEACH A TACTILE LEARNER 
 

Tactile learners prefer:  

 action, experiences, discovery  

 concept demonstrations  

 to collect items  

 to use their hands to help them communicate  

 having music playing in the background while working or studying  

Tactile learners may:  

 doodle during a presentation  

 remember best by manipulating objects, using tools, etc.  

 learn more by using computers  

 demonstrate ability to master skills through practice and imitation  

 benefit from hands-on teaching techniques  

 learn a lot from excursions and working in the field  

 demonstrate sloppy handwriting skills  

 take lots of notes but never return to them  

 misspell frequently  

 talk fast  

 benefit from role-playing situations  

 take frequent breaks  

Tactile learners may demonstrate frustration when:  

 asked to sit through long lectures  

SUMMARY  

In summary, we are all capable of becoming better teachers. How good we are as teachers 

directly affects the potential of our employees.  

During the training period of a new employee, and in the midst of an existing employee's tenure, 

we must teach in a manner that produces the results that we desire. We must also teach 

continuously. We will never know everything, so continue to teach as you learn.   

Learn your learning style, then learn your employees style. Ask them questions that will help you 

better understand them. Once you fully understand, you will become a better teacher, and they 

will become better students.  
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SECTION 15.0  

15.0 Communication Policy  

All communications for FastBucks must echo the Corporate Mission, whether the 

communication is intended for employees or customers. This includes communications using the 

website, email, U.S. mail, and anything posted in a work area.  

                                                            

15.1 Internal Communications  

Use the website and email for official communications within FastBucks, informing everyone 

about news, new policies, changes in procedures and special events. Train staff to review email 

and the website on a daily basis.  

Only authorized employees may post company communications within work areas.   

Your employees also need an opportunity to effectively communicate ideas, suggestions and 

personal goals or problems with supervisors. These communications must remain confidential.  

15.2 Outside Communications  

Our image is our brand, and how our customers perceive us influences their decisions. Therefore, 

we are careful to develop and maintain professional relationships with our customers and the 

general public.   

Media Relations  

At times, media outlets including television and radio stations and newspapers, may contact 

stores within your district attempting to interview employees about a news-related topic. Train 

your staff to refer news media to our general counsel. Refer all sales personnel to the VP of 

Operations.  

Social Networking Sites 

While the internet policy in the Employee Handbook is clearly stated, the rising popularity of 



social networking sites, such as Facebook, presents a concern. Instruct employees to refrain from 

contacting customers through these sites, whether using company property or personal property. 

Personal relationships with customers, conducted in person or through electronic means, are 

never permitted. Please refer to the IT tab and Approved Sites if you have any question 

about whether using a particular site is permitted.  

 
 

 


