Activities Book — Disclosure: Using FDDs

Maintaining Franchise Disclosure Documents and keeping accurate records of when they were sent and
signed is often complex and time-consuming, and if there’s a dispute, you’d better be able to show your
records. That’s a big exposure point if you're keeping those records by hand. You can maintain, send
and track signatures through FranConnect, and stay on the right side of any dispute.

This book gives you the steps to take action to set up and automate your compliance with franchise
disclosure requirements.

We invite you to use these instructions, to submit questions to training@franconnect.com, and if you're
really really stuck, we invite you to schedule a 1:1 session with us to help you through these processes.
You can schedule that time using this link: https://tinyurl.com/677y7tz8.



mailto:training@franconnect.com
https://tinyurl.com/677y7tz8
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Franchise Disclosure Document

FDD is an acronym for Franchise Disclosure Document. It is a legal document sent out to the franchise
users and contains information of important clauses outlined in the franchise agreement.

FranConnect lets you automate sending your FDD to prospective franchisees. To do that, you’ll need to
upload a copy of your disclosure documents into FranConnect.

Note: To successfully upload a copy of your FDD, it cannot be password protected or have secure
permissions. The FranConnect system will be unable to read the document if it has
security restrictions.

Setting up your FDD and Item 23

Adding your FDD

Franchisors use the FranConnect system to send an agreement to franchise users for obtaining their
signature electronically. This disclosure document is secured with login credentials which will expire if
the franchise users do not login to view the FDD within the stipulated period. To add your FDD, follow
the steps mentioned below:

ADMIN

Users
&  Access Control

Area / Region Management

g

Brand Management
Franchise Location
Configuration

Sales

FDD Management

Site Clearance

Opener

1) Select Admin using the “gear”icon at the top right of your screen.
2) Select FDD Management from the Navigation Panel.

3) Select FDD Management.



@, Note :
Provides a quick view of the details regarding your FDD(s) and how many leads / franchisees they have been sent to.
FDDName  Version Type
Active v
FDD MANAGEMENT ftems 1-60f6
3 3 . Issuance Amendment Expiry & s
FDD Name Version States / L onv SenttoLeads Sentto Franchisees Action
Date Date On
01 54 01/12/2021 01/01/2020 01/31/2022 22 29 v
11 1 01/07/2021 01/07/2021 01/31/2021 8 $v

4) Click Upload FDD.

UPLOAD FDD INFORMATION

== e ==

=
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5) Enter the FDD information, as described below:
a. Name and version: Enter the name and version of your FDD.

b. Date of Expiry: Enter the expiry date of your FDD.

c. ITEM 23-RECEIPT (Sales) and ITEM 23-RECEIPT (Info Mgr): ITEM 23-RECEIPT permits the
leads to sign your one-page receipt document electronically. Select the appropriate Item
23-Receipt from the drop-down.

d. Countries: Select the countries with which the FDD is associated.
e. Associated with: Select the associated States/Provinces.

f. Upload File: Click the Choose File button to upload your FDD file.

6) Click Add FDD.



Sending the FDD

Franchisors can send FDDs only to those leads which are present in the FranConnect system.
There are two ways to send a FDD, as described below:

From Lead Management:

1.

2.

Primary Info Aefelosacni City: Fairfax | » Associate with the opportunity

Select Lead Management from the Sales module.

Click on a Lead from the Lead Summary page to send the FDD.

PRIMARY INFO Modify | Send Email | Log a Task | Log a Call | Add Remarks Morg Action:

Candidate Portal

Back to Search Results Q A{ » Change Owner
Co-Applicants
CONTACT INFORMATION » Send SMS

Compliance » Send FDD Email
SMS Opt-in Status Salutation “

» Add To Group

Documents .
Inquiry Date: 07/06/2021 01:46 PM First Name : Michael » Mail Merge

{‘[» » Add Another Lead

» Associate With Campaign

P | Profil . ;
i Last Name: Stone ® Address]: 341 Main Street

Qualification Details = [Z] » view Detailed History
Country: USA State / Province : Virginia » Viewin Map

Real Estate Zip/ Postal Code : 30301 O » Kill Lead
» Delete Lead

PlscaveryDay County : » Send Document for E-Signature
bQual Preferred Mode of Best Time To " » Opt Out from Email List
Contact Contact » Associate Co-Applicant

Cost of Sales

» View Tabs on Top
\Work Dhone - Work Phone R

From the Primary Info page, click the More-Actions button and select Send FDD Email.

>Lead Summary > Primary Info > Send FOD

SEND FDD Recipientsin Tovil receive separate emal, Fieids marked with* a2 mondatory

From /Re

*FDD Email Temp

Seller Name(s):  Default r *Franchise Seller Name" if not available in list Select

o: nickmecozzi@franconnect com

&«
Send “Subject: NewFDD Email Template
t: B Send FDD to Co-Applicants: [
File- Edit- View- Insert- Formal- Tools~ Table
* | Formats - Verdana 11pt B 7Y A B EEITEIWRE - E- FBEe6 lLLm

2 H OO -Q— %A

? franconnect

We are pleased to send you an electronic copy of SCLIENT_NAMES Franchise Disciosure Document (FDD) via our FDD portal

SURL_TO_ACCESS FDD$

Username: SUSERIDS

Dear SFIRST_NAMES,

Password: $PASS

Select an email template from the FDD Email Templates drop-down.
You can choose the version of FDD you want to send to leads. There are three options
available as described below:



FDD registered with Lead

Which version of
the FDD should | @ FDD registered with Lead [O Alternate State O Let me select
be sent ?:
Seller Name(s): Default Seller Enter "Franchise Seller Name" if not available in list Select

*To: nick.mecozzi@franconnect.com

*Subject
. New FDD Email Template

&

Send

Attachment: [§ Send FDD to Co-Applicants: [J

Select this option if you want to send the FDD which is already registered with the lead.

Alternate State

Which version of the FDD - @
! ¥ b O FDD registered with Lead ® Alternate StatefO Let me select
should be sent ?

Send Alternate State FlpEisSountry: USA S State / Province : Select State v
Seller Name(s) Default Seller Enter "Franchise Seller Name" if not available in list Select
& “To nick.mecozzi@franconnect.com
Send “Subject: FDD Email Template
Attachment : ! Send FDD to Co-Applicants: [J

a) Select this option if you want to send the country and state specific FDD to the lead.

b) Select the Country and State to send the Alternate State FDD.

(c) You can also send a Division Specific FDD to the lead. For this, you need to contact
FranConnect support and get the Division setting configured for your system.

After getting the configuration done, select the Division, Country and State for which you want
to send the Alternate State FDD.

Let Me Select

Which version of

the FDD should O FDD registered with Lead O Alternate S!ate

besent?:

*Select FDD ;| Select

Type & Enter }

Seller Name(s) : ter "Franchise Seller Name" if not available in list Select

Select All
FDD specific

Seller Name(s) ;|| O All States FDD 2020

)
)
2 ) Interim FDD Arizona
“To:
& supjec]| O Allstates FOD2021
Send 3
10

New FDD 2020

a) Select this option if you want to manually select the FDD from an existing list of FDDs.



b) Select the required FDD from the Select FDD drop-down.

(c) You can also send multiple FDDs to your lead by getting the Multiple FDD option enabled
from FranConnect support.

After getting the configuration done, select the required FDDs from the Select FDD drop-down.

Seller Name(s) Default Seller => Enter "Franchise Seller Name" if not available in list Select

Type & Enter A
“To nick.mecozzi@franconnect.com

] SelectAll
*Subject : FDD Email Template

] Alice Bronowski

. > (J AreaManager CST(RU)
Attachment: |3 Send FDD to Co-Applicants :

() BartV
] Brad Brand(B)
File Edit View Insert Format Tools Table ) .Brad DBrar
(] CBO Executive
Formats - Verdana 11pt B 7 Y A A EEFIE TN S

CCO Executive

= B OO -Q— LA

Dear $FIRST_NAMES ,

We are pleased to send you a copy of our Franchise Disclosure Document (FDD) , Set forth below is a Username, Password and Website information for
accessing and downloading our Franchise Disclosure Document.

7. You can associate a franchisor with the FDD from the Seller name(s) drop-down. If the
franchise seller name is not available in the list, you can manually enter it in the Default
Seller text field.

8. Enter the email address of the lead to send the FDD. Also, provide a Subject for your
email.

9. Enter the required text in the email body and then, click Send.

10. A Confirmation page appears displaying the status of the FDD. Click the Confirm button to
send the FDD to the lead.

11. Click Close.



From the FDD Lead Summary Page:

@ SALES

Home

Lead Management

Franchise Opportunities

Groups

Search
Campaign Center
Workflows

FDD

Tasks

1. Click FDD from the Sales module.
2. Click the Send FDD button.

3.  Youcan narrow your search to select some leads to send the FDD. You can search using n
name, address, city, lead owner, rating, etc.

4. To send the FDD to a Lead, click the corresponding checkbox and then click Send FDD Email.

5. For sending the FDD, follow the steps 4-11 described above.



Tracking the FDD

You can track the status of FDDs sent to leads with the help of FDD Reports. To view these reports:

1. Select Reports from the Sales module.

Sales > Reports

@ | REPORTLIST

[ Lead Count Reports

i Lead Status based Reports

il Lead Owner based Reports

i Lead to Franchise Conversion Reports
il Lead Source Reports

il Activity Reports

i Candidate Portal Reports

i@ Killed Lead Reports

il Campaign Reports

il SMS Reports

I i@l FDD Reports I

2. Click FDD Reports from the Report List.

3. There are two types of FDD Reports, as described below:

FDD Reports

FDD Tracking Report
This report provides a quick view of the details regarding your FDD(s) and how many leads they have been sent to.

Prospect Tracking Report
This report displays FDD tracking for all Prospects whom FDD email has been sent.

FDD Tracking Report

This report provides the details of various FDDs and displays the number of leads they have
been sent to.

Prospect Tracking Report

This report displays the FDD tracking for all the Prospects to whom FDD email has been sent.



Creating an Email to Manage FDD Expiration

*+ FDD Management

> FDD Management
Upload a new FDD document, modify or
archive an existing FDD document.

> FDD Email Template summary
Configure FDD Email template sent to
prospect(s).

* ITEM 23 - RECEIPT Summary
View and manage ITEM-23 Receipts.

> me"'i;ure Email sent Prior to FDD Expiration
Configure content of intimation Email sent
prior to FDD Expiration.

FDD displays the inclusive information about the franchisor and the franchise organization. Manage FDD documents, FDD Email
templates, ITEM-23 Receipts and other related details.

» FDD Configuration Settings

Configure FDD Settings.

» Configure FDD Welcome Portal

Configure FDD Welcome Portal /
Acknowledgment of Receipt Content.

> Can?igx.re Email sent Prior to FDD Email

Configure content of intimation Email sent
prior to FDD Email.

» Configure FDD Complete Page

Configure content of FDD Complete Page.

1) Select Admin.

2) Click FDD Management.

3) Click Configure Email sent prior to FDD Expiration.

CONFIGURE EMAIL CONTENT SENT TO USER

Lo ¢ Bl L =

The FD $F00_NAMES wil exgire on SEXPIRY_DATES,

ST TGN THAT WILL CO OUT TO THE USERS PRIOR TO FOD EXPIRATION

4) To notify users through an email, click the Yes radio button corresponding to Send Email

Notification.

5) Edit Email Subject, if necessary.

6) Enter the number of days before the FDD expiration date you would like to send a reminder.

7) You can use our email editor to create content for sending reminder by email.

10



8) Click Configure after composing your email.

Adding the Renewal Item 23
1. Select Admin using the “gear” icon at the top right of your screen.

2. Select FDD Management from the navigation pane.

2 Franchise Location
#;, Area / Region Management
International Management

# Configuration

i FDD Manage%ent

™ Site Clearance

Info Mgr

3. Select Iltem 23 — RECEIPT Summary.

==

FDD Management

FDD displays the inclusive information about the franchisor and the franchise organization.
Manage FDD documents, FDD Email templates, ITEM-23 Receipts and other related details.

» FDD Management » FDD Email Template summary
» Log on credentials duration » ITEM 23 - RECEIPT Summary
» Configure Email sent Prior to FDD » Configure Email sent Prior to FDD
Email {F_n) Expiration
Back To Top

4. Click Add ITEM 23 - RECEIPT.

11



o

8.
9.

ITEM 23 - RECEIPT Summary

)

Title Description

Input a Title.

Copy and paste the text of your Iltem-23 receipt into the Item-23 -
Receipt text box.

Input your business details.
Click Preview.
Click Save.

ltem 23 - Receipt Summary

1.

2.

Select Admin using the “gear” icon at the upper right of your screen.

Select FDD Management from the navigation pane.

2 Franchise Location

#, Area / Region Management

International Management

#= Configuration

FDD Manageqp_:;nt

™ Site Clearance

Z  Info Mgr

12

3

. Select Item 23 — RECEIPT Summary.



+*+ FDD Management

FDD displays the inclusive information about the franchisor and the franchise organization
Manage FDD documents, FOD Email templates, ITEM-23 Receipts and other related details

» FDD Management » FDOD Email Template summary
» Log on credentials duration » ITEM 23 - RECEIPT Summanry
= Configure Email sent Prior to EDD + Configure Email sent Prior to FDD
Email {:, Expiration
Back To Top

4. Click Add ITEM 23 — RECEIPT.

ITEM 23 - RECEIPT Summary

L

Title Description

5. Input a Title.

6. Copy and paste the text of your Item-23 receipt into the Item-23 — Receipt text box.
7. Input your business details.

8. Click Preview.

9. Click Save.

FDD Management

1. Select Admin using the “gear” icon at the top right of the screen..

2. Select FDD Management from the navigation pane.

13



%  Franchise Location
#, Area / Region Management
% International Management

& Configuration

i« FDD Manager\r%am

= Site Clearance

Z  Info Mgr

-

3. Select FDD Management.

i+ FDD Management

FDD displays the inclusive information about the franchisor and the franchise arganization
Manage FDD documents, FOD Email templates, ITEM-23 Receipts and other related details
= FDD Management « FDD Email Template summary
» Log on credentials duration » ITEM 23 - RECEIPT Summary
= Configure Email sent Prior to FDD = Configure Email sent Prior to FDD
Email {:, Expiration
Back To Top

4. Click Upload FDD.

FDD Management Uplnat:bFDD

FDD» Name Version Brand Associated 5tates |

14

5. Input the FDD Name.

6. Enter the Version.

7. Input the Date of Expiry.

8. Select the appropriate Item-23 Receipt (Sales) from the dropdown.

9. Select the Countries to which the FDD applies




FOO Nama

Drate of Expiry

Courtries

All State FOOD
oF i3 am7 x|

South Kores
Thalland

United Arab Emirates
United Kirgdam
LA =

Version

ITEM 23-RECEIFT {Sakes)

ITEM 23-RECEIFT {Pnfia
Mgy

2.0

ITEM 23 = RECEIFT

Select

10. Select the States to which the FDD applies.

Associate with

# Select All USA States | Provinces

# Alabama o Alas

# Arkans Califirr
il eCticy ¥ Delaware
Ll ] ¥ Ceorgia
¥ Idaho ¥ linal
o+

*

o

-

& &

# Mew Mexico

¥ Morth Dakota

* Oklah o Orégor
Puerto Rico ¥ Rhode ::.[.1- i
¥ kot ¥ Tennessee
* Vermaont
Virginia ¥ Washingtor

* Wisconsin

LU Y

U S R N SR R U

11. Upload your FDD by selecting Choose File.

12.

13
14

15

15

Browse your computer for the file.
. Click Open.
. Input any necessary comments.

. Click Add FDD.




Automating the FDD Process

FDD Workflow —send a “How to Read an FDD” email

Business Need

When a lead is sent the Franchise Disclosure Document (FDD), send an email with information on how
to read an FDD.

Summary

TRIGGER ACTIONS

1) Send CAMPAIGN to the new lead

@ Lead Status Changes to
Discovery Day

CONDITIONS

o L
Step by Step
PREPARATION - build necessary templates and workflows before adding workflow
Discovery Day
Templates
Campaigns Discovery Day
WORKFLOW DETAILS

Type Event Based

When do you want to execute this workflow?

Trigger When Lead Status is changed TO FDD FOR All Territories

Which leads do you want to execute this workflow on?
Condition
All Leads

16



Perform following action(s) when this workflow is executed
Workflow
Send Email Campaign — FDD

Notes

17



FDD Campaign
Using a campaign will enable you to check on receipt, open and click rates for this email later.
PREPARATION
FDD
Templates

CAMPAIGN DETAILS

Set sender name and reply address

Send the first email: As soon as the campaign is associated with recipients
Campaign

Associated Template: FDD

Used in FDD Workflow

18



FDD Template

"3) CompanyName

Paste the text on the right
into your template and
customize the highlighted
items.

19

Dear $FIRST_NAME_33_1$ $LAST_NAME_33_18$,

Thank you for your continued interest in our Franchise . Now that
you've received the Franchise Disclosure Document (FDD), you
probably have a lot of questions. | would love to schedule some
time to review the FDD with you.

Please select a time from my calendar: INSERT LINK TO
MEETING SCHEDULING SOFTWARE

In the meantime, here are useful articles from the International
Franchise Association about the information listed in the FDD and
the key items you need to know when reading the FDD.

What Information is Found in the FDD
What are the Key ltems in the FDD

Please let me know if you have any questions, | look forward to
your response.

Thank you,

$OWNER_SIGNATURE$


https://www.franchise.org/what-information-is-found-in-the-fdd
https://www.franchise.org/what-are-the-key-items-in-the-fdd
https://www.franchise.org/what-are-the-key-items-in-the-fdd

FDD — 14 Day Holding Period Expired

Business Need

After a Franchisee is sent the FDD at Renewal, someone at corporate can be notified, via a task, that the
holding period has expired.

Summary
TRIGGER ACTIONS
1) Create Task for corporate team member to engage

Date Holding Period franchisee after holding period requirements expire.
Requirements Expire by
FDD

CONDITIONS

| a All Active

v
Step by Step
PREPARATION - edit necessary templates, workflows, web forms and tasks.
Templates
Campaigns
Web form
Task Holding Period Requirements Expired — Add Corporate Team Member
WORKFLOW DETAILS
Type Date Based

When do you want to execute this workflow?

Trigger
Date Holding Period Requirements Expire by FDD

Which Locations do you want to execute this workflow on?
Condition
Select Franchisee Type: All Active

20



Perform following action(s) when this workflow is executed
Workflow

Create Task — Holding Period Expired for Franchisee

Notes

The task to notify a corporate team member has already been created, assign the task to the team
member.

FDD Signed Workflow

I}
]

. FDDEXAMPLE 3+ Workflow Status : . Active
EVENT BASED

TRIGGER
When do you want to execute this workflow?
When lead signs FDD v
o)
CONDITION
Which Leads do you want to execute this workflow on?
B ~
(/u All Leads @) Leads matching below cendition(s)
o Select fields to filter Leads  Country, Brand Name -
o Primary Info> Country In v UsA N |
= AND
Brand Detalls > Brand Detalls In v BrandA ' |
5:'!
ACTION
4 PERFORM FOLLOWING ACTION(S) WHEN THIS WORKFLOW IS EXECUTED
bS
Change Status to FDD Calt Vs 1
Send Email FOD Signed FDD Fa [ ]

& Quick Links| -

21



