
Success Story Writing Guide 
 
The value and impact of a well-written success story is powerful. For this reason, we have developed this 
guide to help you write engaging and persuasive success stories.  
 
Format 

Frequently, the story that is submitted, whether it is with semi-annual reports or sent via e-mail, will look 
exactly the same way when it is distributed to stakeholders.  Therefore, success stories submitted must be 
able to be photocopied for distribution, and:   

 
• Must be on your MCSC’s letterhead or masthead; 
• Should include client pictures, images, logos, or other graphic elements; and 
• Should feature client quotes about their positive experiences with the MCSC. 

 
In general, success stories should be formatted to address the following: 
 

1. Background information about the client 
2. The problem(s) the client faced 
3. The assistance and help the MCSC provided 
4. Outcome and impact of the assistance 

 
Required Information 

 
1. Contact Information 

a. Name of business 
b. Name(s) of business owner(s) served 
c. Address, phone number, email and website for business 
d. Name of consultant(s) who worked with the client 
e. MCSC Center Name . 
 

2. Narrative Description of Success 
a. Company Profile:  1-2 paragraphs about the company (what they make/do, any relevant history) 
b. Challenges: 1-2 paragraphs detailing specific problems/challenges the client experienced at the 

onset of the relationship with an MCSC Consultant. 
c. Actions Taken:  1-2 paragraphs detailing the specific topics/areas addressed with the consultant.  

Also include if the client took any MCSC trainings. 
d. Results:  1-2 paragraphs on the measurable successes achieved (obtained loan for $55K, 

expanded to second location and hired four new employees, increased sales 23%, etc, etc.) 
e. Client Satisfaction:  An actual quote from the client—a sentence up to a paragraph. 
 

3. Client Picture. Picture of the client (at their business or with the MCSC Consultant who assisted them) 
Digital photo of the client should be of no less than 240 ppi (to yield a clear 5x7 print). 

 
4.  Additional Success Story Guidelines 

a. Success stories should be no more than one page long. 
b. Be as specific as possible about assistance given to the client and the results produced. 
c. The client included in the story should have received counseling/consulting assistance in the year 

being reported. 
d. The client should own at least 50% of the business.  
e. Make sure you have a signed release from the client. 
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Additional key points to focus on: 

 
1. Jobs created, or retained 
2. Increase in/new sales 
3. New markets penetrated 
4. Use of multiple MCSC services (i.e. TAP, international trade, educational programs, etc.) 
5. Financing obtained 
 
 

Questions to Answer to Make for an Interesting Story 
 
The questions below offer the kind of information that would make for a good success story. Please do not 
write your success story in direct response to these questions. 
 
Characters 
• Who are the small business owners? 
• Where do they live? (suburban area, big city, rural location, etc.) 
• What did they do before they became entrepreneurs? 
• Why did they decide to become entrepreneurs?  
• Why did they select the particular type of business? 
• Is there a client quote or comment about the MCSC? 
 
Conflict 
• What challenges/obstacles have been overcome to start/grow the business? 
• Was the entrepreneur turned down for loans? 
• Did a first business fail? 
• Does the entrepreneur face physical, financial or other obstacles? 
 
Content 
• How did the person hear about the MCSC? Who referred them? 
• How did the person decide to open a business? 
• How long did it take? 
• What is the basic chronology of events? 
• What is the MCSCs involvement? What type of assistance was provided? 
• What other resource agencies helped (DCED, SBA, etc.)? 
 
Conclusion 
• How did MCSC consulting make a difference?  
• How much growth (employees, sales, new locations, etc.) has the business experienced? 
• What are the contributions the business and entrepreneur make to the community? 
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