*

M - - . . e
~ ' Na

: . C o, e DOCUMENT‘FESUME
" ED 211 768 _ - - coe <L CE 031 052+ .
- ) . . N N
AUTHOR - Rassen, Rachel L. . o L :
TITLE: -« Getting Down ‘to Business: Business and Personal-
Service, Module 12. [Student Guide]. Entrepreneurship |
-9 Training Components. = ° . —~
" INSTITUTION - American Inititutes for Research in €he Behavioral °
T Sciences, Palo Alto,:Calif. . . .
SPONS  AGENCY Office of Vocational and Adult Education (ED),
L ’ Washington, D.C. <0 . )
PUB DATE Apr Bl B . :
CONTRACT % 300-79-0535 e L.
NOTE . ®.  89p.; For related documents see CE 031 026-101 and CE
. 031 324. ’ oo . .
_ AVAILABLE FROM Wisconsin Vocational Studies Center, 964 Educational
go . Sciences Bldg., Madison, WI 53706 (Order No.

X ETC100Vl, $6.00. 25% discount on 100 or more of same - °'
-, .. title. Complete set-- ETC100--$200.00). ‘ ;
; , ‘ -
‘  EDRS PRICE MF01/PC04 Plus Postage.
DESCRIPTORS Admihistrator Role; Advertising; *Business
> Administration; *Business Education; *Business
‘ Skills;'Financial Support; Learning Actjvities;

. Learning Modules; Money Management; Recordkeeping;
Salesmanship; Secondary Education; *Service * ) :
. . Occupations . .‘
IDENTIFIERS *Entrepreneurshipy *Small Businesses L
. (‘5 \ —

ABSTRACT . .
e This module on owning and operating a busihess.and
* personal service is one of 36 in a serie$ on entrepreneurship, The
_introduction tells, the student what topié% will be covered and
" suggests other modules to read in related occupationis. Each unit
includes student -goals, a case ‘study, and a discussion of«the unit
subject matter. Leafﬁigg activities are divided-into indit¥idual
activities, discussion{questions, and'a .group activity. Units (and"
subject matter) irn this module are planfing your business '(what is a
_.service business; who are your customers; competition; repeat
#“customers); choosing a location (finding the right spot); getting
. money to start (business plan; starting expenses); being.'in- charge
a (going it aloné; hiring staff; "training employees; employer-employee
‘relationship; communigation); setting prices.(break-even point;
things that make prices go up and down); advertising ang;:elljﬂg
(advertising methods; ‘qualities of a good.ad); keeping fhnancial .
records (collecting'thé.honey#ﬁdredit; daily cash sheet); buying and
keeping track of supplies (inventory; suppliers; purchase, -orders;’
N inventory.control; work orders; work, schedules); and keeping your >
business successful (keeping track-of profits; net profit;- : .
-profit/expense ratios; how to raise profits). A summary and quiz
complete the document. (A teacher's guide is available for this °

b Qv

.
.

2

e

module.) (CT) . ' - >

***************************}****;**************************************
. Reproductions,.supplied by EDRS are the-best that can be made *

* . from' the original -document. .. *.

***************t************%**ﬁ*********************************t***}*,
- - t .o - .

~ <
>, N

. -
L4

v
-

~
rs s




»

Business and

Entrepreneurship. Training Components

2
1

‘

US DEPARTMENT OF eDUCATION

men " Ol

»

1 3

AT

~

'

.

’

BERRY

v

-

.

Vv

v
¥
b
b
t e
oy

Personal Service

avr

ll‘

LT e

-

e T

<A

" ‘Amer;caﬁ\ lnititlutes for‘ Research




~
-
.
r L]
« e
Y . A\
' N
. -
\ .
-, ~y
.
/. e .
N \)
. p
P *
\ i -
- k4 . rY .
. .
¢ EY
+
4
P “ £, .. ’
. = 3 /
i
. ¢ “/
14 -
. . . b
: i
. ¥
, .
«* . . 1
N
4 ) . af O
o . N L
- N - ' "
‘ y < et
. J
o
< ’ & f-’f
- - 13 v
'.' :
» . - ¢ M
.
. » "
. ’ - [ I
, . it
' o
) - ' . (48
\ X ¢ » i
L -‘J
o
< [ )
‘ ' : .
3 - .
H
: . ¥ Y 4
#
- . f i
-~ . A R 2:‘-% K
- _ t
f
P < v
. A ‘
\\ . i
. . 4
e o pE
Y i,
IS

“E

é . Y R N . . {[gi'?' ’
The information reported herein was obtained pursuant . ) ’ g
_— . to Contragt No. 300-79-0535, Office of Vocational and e
. . . Adl}lt’ Education, U,S. Education Department. Contractors sf',;
. N undertaking such projects under fovernment sponsoqshi’p i o
- ‘are encouraged to document indformation according to 7/ to RO
. . Lt their observation and professional judgment. Conse- ° . ,
N - " -+ 1 quently, information, points-of view, or opinions stated’ {r o
‘ do not necessarily represent official Education Depart- 3% S
‘ .I. ment position or policy. et N
’ Lo , . - ‘ . ] . . J— - ":f, ‘ .
. - . ) v ‘?
- 2 - * .
O ' ¢ .. . ‘ . .
N,C - : ’ .~ "é- ’ . ! ' "~ .
. > M o N . >
. o : L . . N ’ . , . ¢



Business and Personal Service

‘. 1/

" Rachel L. Rassen

-~

April 19€1

y

Developed at the American Institutes for Researth
* under support from the , .
Office of Vocational and Adult Education.
U.S. Education Departmént




‘Y

The Entfepreneqrship Training’ Components are based on
.information from many sources. Special acknowledgement
is due the Small Business Management and OQwnership
materials designed and tested by CRC Education and
Human Development, Inc. for the U,S. Office of Educa-
tion's Bureau of Occupational and Adult Education.
%pecial thanks are owed the entrepreneurs who shared their
experiences during the preparation of this module.

L)




TABLE OF CONTENTS ,

“

- &

Introﬂuction e o © o 8 8 8 8 8 8 8 8 8 8 8 8 o o s 0 0 1 ’

* . ‘ Ty, 2 \
Unit 1,

Planning a Business and Personal Service + +« + + o+ « » o ~ 3
Learning Activities » « ¢ « o+ ¢ o o o o o s o s o o o oo 11

Unit 2 . : ¥ ’ o
Choosing & Location « o « o o e ¢ o o o s o o o o o o o & 13
Learning Activities « o o o % 4 ¢ o o o o o o o o o & Je 19

- . w

Unit 3- ° :
Getting Money to Start + o+ o o ¢ o ¢ o o o o o o o o o0 21
Leatning Activities « o « o o o o o o s s o o v oo o o oo 28

Unit 4 . .
Beirlg in Charge L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] 29
Learnirlg Mtiviti’es L] L] L] L] L] L] L] . L] * L] L] L] * L] L] L] L] L] .. 37 '

Unit 5 ~ ,t ) ' A
Keeping Track of Supplies and Schedules « + + « ove o o s 39
° Learnirlg Mtivities L] * L] L] L] L] [ ] L] L] L] L] * L] * L] L] L] L] L] 47

Unit 6 ) 2
Setting Prices « « ¢ o o o s o o o o o % S e e e e e e 49 .
X Learning Activities « « « o « 4 o o o o o o o e 0 0 0 0 56
Unit 7 o : .
Advertising and Selling « + « « ¢ o ¢ ¢ o ¢ eve o o o o 57

Learh‘iu ktivities’ . 2 L] . L] L] L] L] .( L] : L] . L] * L] . L] .. 64 ) A I ’

. Unit 8 . _ ’ ~ \ ) S
Keepjing Financial Records . © o o o s s 8 e s 8 s.0 s e 67

. Learning Activities « o« ¢ o ¢ 70 o o o o 0 0 0 0 0 0 0o 74
S Unit 9 .. . '
Keeping Your Business Successful .« « « « v o Hpe v v 77 S
Learning Aetivi 1€8 ¢ v o o o ae et e v 0 s s 8 s e o 85
. . R . ‘
* SUMMATLY ¢ o o o o » o o o o o o70 o o o o o o o v o oo 87 - .
< M .

:Qli‘z . .l o o '0' . LI ] .} e o e 8 8 8 8 0 8 8, 6 o o 0 o 0. .. 89




# INTRODUCTION

N

; [
. How are you golng to use your job skills after you finish
school? '

~

. @ =

l
Have you ever thought about starting your owii business and
providing a service to businesses or private individuals?
- : \

This module describes pecple who have started and managed
service businesses.. It gives you an idea of what they do
and some of the special skills they need.

You will read about e
planning a‘service business

choosing a location

getting money to start

being 1n charge ’

keeping track of supplies and schedules
setting prices .
advertising and selling —

keeping financial recoyds -
« keeping your busines successful

\

. You will also have a chance to practice some of the things
that owners of service businesses do.

Then you will have a better 1ldea of whether a career as a
service business owner is for you. -

Before ;you read this module, you might Want to study
Module 1, Getting Down tp Business: What' 8 It .All About?

~ - .
When you finish this module, you might want to read

\ Module 7, Getting Down to Business: Apparel Store;
V! Module 9, Getting Down td Business:: Travel Agency;
» Mqdule 10, Getting Down to Business: Bicycle Store.

u s
R * .

' ese modules are related to other retail businesses.

SO R
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| . UNIT 1 /
- )
Planning a Businegs and Personal Service \
. ‘ . .
goalz'fTo help you plan your service business. . N —
Objective 1: Describe the services, clients, and
competition of a service business. ‘
Objective 2: List three personal qualities an owner
! of a service business might have., o
. R \
Objective 3: List three ways a service buginess
might be special. .
o . : t ' Y .
Objective 4: List two of the legal requirements you
. might have to consider before opening a service ‘
business. ‘ . ]
’
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. THE PURPLE THUMB PLANT SERVICE
N - .

A

hd v

Just four years ago Judy Koff and Dorcothy Witherow were

. two ordinary housewives looking for something to do+ Their
children were grown,. and their households were well organ—
ized» They both “liked gardening and decorating: the idea
for the Purple Thumb Plant Service was a naturall “How many,
times have you walked into a bank or business office or sat
in,a doctor's waiting room that was dull, colorless, or -
filled with plastic plants? -That type of decorating makes
the whole place seem tacky and upfriendly. And you wonder ,
why they don't do something abqut it!™ ’

The service Judy and Dorothy offer is a plant ¢are and
dec6rating service. When they first started out, neither of
them had had much experience ¢aring for indogg plants. .But
they ‘started by reading books. Then they walked into a- medi-
cal building and offered their services. For $15 a month,
they would decorate one room (the maid offi e) and provide
weekly care (every Wednesday) for the three plants ‘'rented”
by the office.” And so their business’ begang . « - " Four
years later their prices are a little bit higher (it's $45
for five plants), but’ their schedule is the same. Every.
Wednesday they make the rounds of their clients ‘and their

"rented” plants. . -

-

¢

-

"We do banks, offices, and & lot of professional places.
They don't want to know about the details of caring for
plants. They just want £o have good-looking plants and not
have.to worry about them. Whemwe viSIQ'Qur customers, we
water and trim the plants. If a plant's not doing well, we
bring in another., It cuts- down on our expenses to get the ~
right plant into QEQ,rfght place. When we first started we
made a lot of mistakes. But we learned. . 2

" ?

. “We deal directly with our customers-—they all know us,

- and they really like the personal care and attention we give
them. 'If they like our service they tell their friends about
us. We've never advertised--all our business comes in’ through
personal recommendations." B ,

. ’
.

Judy and Dorothy are successful/entrepreneurs who operate
a part-time, home-based business. They work.only one day a
week. ~ They will only take clients who are located within 35
miles of their homes. Gas and transportation costs are
minimal, and there are no advertising expenses. For their
efforts and work they take home (after ‘expenses) about $1 200
per month! - ’

~ . .
’ P
“
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Planning a Business and Personal Service T

‘ N\
N 4 ) . »

£

There are many, many small ‘businesses in America. Small businesses
- can have as few as one worker (the owner) or'as many as four workers: A h "
small business owner is, “self-employed.” Often a family works together- .
B . ‘ - .

in a small busiﬁess. . ' . " .

- L

. A}
v e [ N
N . ¢
- . h -

What Is a Service Business? ) - o S

] Service businesses help businesses and individuals who dolnot have TN
the time;vihterest, knowledge, or equibment t6 do certain tasks. Bugi-
. ness se}vices 49 bookkeeping, delivery, and conference pianning for other
businesses and.fill many of t.:heir’other aeeds. Personal services help . ‘
individuals with beauty-care, housecare, home decorating, gardepiné,
repairs, and so on. There isg no’limit'to the kinds of business and ¢
personai services that are in demand. -Opportunities are-endless!*'
. LI - . hd

\ Services businesses-are_mostlj small, independently owned businesses.
Many of them are home—based abd run by the owner only, wiFh no. paid
eqployees. What these businesses have in common is.that tbey provide -

quality services to their customers. . U ..

-

A

Many service businesses are started as hobbies or as part- time ways
of eérning money.- The Purplg Thumb, Plant Service is one example- But :

from part-time’home businesses that require Yittle money and time they

. o

+ can grow to successful full=time businesses. ‘ .7
- ' - ! :
. 1 .
e
T 11 ’ ®
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~ ¢ * ¢ — .
¢ -6
S , »



A ~

Who Are Your Customers?:

A
( ‘ ‘
. .
. .
- . ~
.

.
- ©
~ - -~

Ag the owner of a service business, your customers will differ .
depending on ‘the type of business and personal service you get into.

Here are\some examples of the differeut ‘types of business\and personal

'services people have opened: . .
. ( R »
e a limousine service; ’ : N 5 B
e P ox 0 ®
e a document delivery service; MR .
. a house caretaking service for homeowners on vacation; >

e & pet-caring service for vacationers who wish to leave thelr pets
at home rather than a local animal;hospital,

° a consumer, advice service, ' »

AN

e a sandwich catering service for picnigs and meetings; and

- a fashion consulting ‘business on how to "dress for sut eesa.

.

1s There Room for You? . o

L4 . -
K . . . N

1]

. You may be cgmpeting with otheTr small setvice businesses or with «
othey la?%er and more established companies and stores that offer simrlar

services.. For example, The Purple THumb Plant Service competes with the

-

established plant and-flower stores in the area that offer the same\\
service. ) - )

\ Ll

4 '

If your service is~home-based aﬁ&‘has no employees; your operating'
expenses, will be quite low. You will not have to charge extra for office
spate and employee salaries. he able to pass on these savings

to your cdstdmers. You will also be able{to give your customers the per—

sonalized attention and service that meets their exéct needs. It's those

small details that count and that wilF keep you in the competition. £

‘Are You the Jype? . . ad '

] . Qf P ad
‘Even 1f you have.all the skills, experience, and time,tqg set upga -

service business, you may pot like running your own business.

-

-
LY
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Before you rush off to set up your own ﬁusiness, you should stop ard
ask yourself: 1s this something I really waut to do and that I can do?

The following questions will help you decide.,

Y -

1. Your potential:

%do I want to do? - N 4 .
H I had any pést experiences doing this kind of work? ’

Am I more interested in selling a service than a-product?

) -
How much money do I want to earn’ :

- Am I outgoing, or do I tend to feel shy around strangers’ ’
Do I have anyone who will work with me 1f I need help’ ‘

Do I like being active and involved En my work? ,

1

’ .
e 24 Selecting the best..service for you:

Do I think I would iike to sell things?
Do I like to cook? Garden? Work with people?
- Do I have any:teaening or tutoring skills?

3. Your competition from established businesses and stores:
Is my‘business practical?
Is there a need for my service in the community’
How many potential customers are there in my ‘area?:
Is my serviee«a one~time service, or will my customers, be

coming back for repeat sernices? ’ i

Have I figured out what priées I will have to charge to

cover.my expenses and still make a profit?

-

How to Compete Well, or Service Is the Name of the Game

A name "tells and sells.” Your business name should be chosen very

carefully. It should be simple and- distinctive. If it 4s "catchy” then

people will remember it better and longerr

People will choose your gervice if you have somethingcspeciel to

N offe?The most special thing about the service business is the personal

6ns you establish with ybut customers. The fact that you are there
’

13« ° -
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8

)




§ -

N
N ‘{\
v
.

. !

~
.

-

, ‘.
o

~

and willing tp meet yoQr customers’ exaet”ﬁeeds will make people want to-

come to you.

s
[y

» . Q v »
Check out what other services and businesses are doing.

»

N .
.
¢ N
. .
- v’

Do some

‘thinking 6n your own.to see how you can .make your service stand out. See

how you can be the "rjght™

.

§
.

’
.

s .

<

gervice ‘for your customers. .,

Getting Pegple‘to Come Back to You , s
. ,'\

Any business that sells-a eervice to people has to:be good to get

people to come‘back. If people know they can'depéhd on you, then they.

" .will come back when they are in need of your service again. . .

~ . * .
m N
‘ = : T , > -
Show your customers that you are copcerned. Even if your work is

’

. ﬁerfect and done on time, 1f your’attitude is wrong, customers aren't

_geing to come back. If you, “went out of your way to do something very -

special for your customers, let them know what you did, but don't com-—

All this is paft of getting people to come

plain or ask for extra’ money.
A b

bac%::

. .

- . . N
. -

‘A

Starting Your Service Business and the Law - -

]
&
. .

& . .
There are no special legal requirements for starting a service busi-

L]

¥ - -
ness, eyt as a business owner there‘are forms to fill out and licenses to

get.
£

e

.;.

>

~

14

. * ]
1f your business is home-based, you should know whether there are.any

In Palo Alto, California, for example,

teside?tial.zoning laws to obey.

these are the requfrements for running a business in your home:

no out-

‘side signs,.no employees except yourself, no noise, no more ‘traffic than

v

usual, and no more than 25% of your house &ay be taken up by your busi- -

ness. These‘zoniﬁg restrictions exist to protect the community and'yout
neighbors. - o
» * '
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, ) If you decide to open an office, some ‘cities require a "use of occu~
'pancy,certiiicate.“ It.costs around $10 and involves a health and safety
., ’ inspection of your office. Yoh may also have to be concerned with other :
. . local and state iaws that require honest labeling and advertising. a ¢ SR
your service fhvolves food pf8duction (for example, a sandwich catering
Vsetvide), you may have to be concerned with federal and local health and

Y i

safety laws. . . : .
. . . ’ » . x -
. . \' @ . . . RY . . '. f‘»
.‘ . ‘

Some people uee'their own names for their businesses. If you make' up ‘

.

o . a name, _ you have to file a fictitious name statement” with the county. *
If you plan to use a trademark, you may wish to register it with the ' ‘o

: . patent office in dashington, D.C.

<
4

Doing some advance'homework on what 1is requfred to start a service
busginess may'cost you some time and money now. But this homework will ~

Y
help you avoid mény finaq‘ial and legal problems that could come uﬁ’in

‘ -

=~ the future. . . .
I s . : ,

Business and(personal services are risky to get intb. ' Make sure you
, know enough'about\the gservice beﬁzre you get into it. Your competition N
will be tough. You can give yourself a competitive edge through the

. special~persona1 services you offer. There are legal requirements for
operating a service business- But don't let this stop you. Doing plag:‘ﬂ
ning and advance homework will help you avoid problems and build a busi-\ -~

ness that will meet the n%eds of your clients and community.

~ * > -

R




{

Learning Activities

%

~

Individual Aptivities -

[
>
~

1. 'Give specific examples of some business and personal services you °
know of. Why do you think peopie use these. services rather than

.doing the ,work themgq}ve;? - ‘ '

Choose a particalar business or pe;sonal service xou'd like to start.
Put an XX Py the pe}sonal qualitieé you think would be helpful in
owning this kind of small bgsiness. Put an X by those that would not
matter. Put a O by those that would probably not' be helpful. -

. -

- i need to be outdoors _______tiee’d a lot of other
( need to be organized . people around
. able to talk well 7
being‘tall

need to be physically active need a quiet wérkspace

oo a—

need to be on your own

E

need employee benefits

~ab1e§Fo write well having patience

able to work under ;.:LE__like to do paperﬂwork

pressure . ' )_:___peed to be the center

having good eyesight ’ of attention

able to set up a good ’ - _____need to travel

filing system :_____peed specific schedules

like to problem solve and timetables ‘
_____able to ;ork.well with ;__;_pged specific assignments
figures . ' . = mneed to be artistically
like to bg‘in charge of - creative at work .
other people ' _____ being physically attractive

like to be helpful

Y .~

16

11.

B}
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- Discussion Questions - . \

3. . Think up a "catchy” name for—ths—tfpg of buginess and personal ser-

vice you would 1ike to open.

03
[3

3 v

. *® 4
1. How can small, home-based business and personal.service businesses -

compete successfully againstjlarger firms?
\ . N . -
2. Why_do you suppose that the number of service businesses is incre%f-

ing more.rapidly than any other kind of business”in the U.S.?

Grsup Activity

. »
Y
i 4

Invite an owner of a business and personal service to come speak to

’

your class. What questions would you like him or her to answei?i Write

down a-list of at least 15 questions that would help you decide if_this

- busineSs Ji8 for you. Here is a list of topics that may help yon} think=-

ing: types of customers and services; planning the business and getting
it started; getting a loan; hiring people; running the business daily;

s

advice on how to succeed; problems. vt e

» e,

o 4
.
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« UNIT 2 ‘ .

) Choosing a Location

Goal: To help you choose a good locatlon for your service.

L 4

¢ -

o .
Objective 1: List three things to think about in
~ deciding whére to locate yogi_busin%ss.

| Objective 2: Pick the best location for a service
business. . -

dbjeczive 3: Decide whethed your city or town would

be a good location. ; !
! ¥ ]
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THE SURROGATE WIFE*

-

7/

Emma Fried is what every working woman needs: A‘good
wife. She-operates a business called The Surrogate Wife.
'She has made a business out of housewifing.

She will clean out hall closets, deal with plumbers ‘and
repalrpersons, pay the bills, balance the checkbook, water .
the plants, walk the dog, and drop th®& kids at school. She
will buy a presengkfor your six-year-old niece, visit your
friend in the hospital, help at dinner parties, be the charm—
ing Hostess, and wash the dishes. &

Emma Fried's service is unique. She {s neither a glori-
fied Girl Friday nor a cleaning lady. “I take a personal .
interest in what I do, just as 1f I were--a housewife.”

Emma Fried started her businéss four years ago. She sees
housewifing as important_ work. Somebody has to do it, and
not only does she do it well, she enjoys doihg it--and getting
paid for it. | : .

[N
-

" Emma started thinking about this businéss while working
as a secretary for a film producer: His office was-in his
home. Gradually she found herself doing houseﬂbld chores for
him as well as the secretarial work. She paid bills, decor-
at®d rooms, arranged furniture, and general * found herself
dealing with all the details of his household. She figured
_there must be other people with the same need. "

-

. 4 Emma was right. She took out a small ad in the news-—
paper, and the calls started coming. Now, however, most of
her work comes from word-of-mduth--one client telling another,
about her work. .- : »

"1 really get wrappedyp in the work, just as 1f it were
my home, my family. I argué with painters for a better
price, exchange faulty merchandise, bid gt auctions. I run
households while pebple go on vacations.\” And believe me, I
love every minute.of it." What better testymony from a happy,
service business gyner—~a surnegate wife who really 1likes
.what' she 1s doing “u .

*Condensed from an article in the Peninsula (California)
Times Tribune, 5/9/804
() ‘ /

P
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Choosing a Locatio(j\' . !

You Come First - ’ '

1 - - )
You can open up a sérvice business in almost any city or town. But

the city youd choose must fit your personal requirements. Where do you
want to be located? Think about the weather, friends, family, housing,
and recreational facilities. "If you're not happy living in or close to

that ty, you won't be happy having a business there.

-
. . .
.
N . .

X Next, Comés~the City ) . ) !
< [
< .
What makes a particular city a4 good place to open,a service business? '
—_— It must hav people who need yoQu. Theég—;eople will be your customers.,

When _you are looking for a place to start a service bnsiness, the oy
most impbrtant thing to consider\are the needs of the community. Is the . .
service you offer really in demand? Will people be wjlling to pay for .
your service? What about your competition? Many'times a little bit-of ) ;
detective work dili help you decide if a particular area or city will be
a good location for: your business. Here are some. ideas.w
1. Check out the want ads. See if there are a lot of people or
L ‘ businesses looking for the type of service you could offer. If
" - ‘you can provide a specific service that many businesses and indi-,
viduals*could ,use 'but ck,” you are assured of a successful \ .
e business. If you seef:tiot of ads for the type of service y.ou
provide, the% there 1s a need for you in this location.
2. Check out the temporary employment agencies in the area. If they °’
are doing Well find out which typei of job requests are phoned

in the most. This 1s another clue you can use to find your cug- ‘ .

/ tomers. JYou can use this Lnformation\to'find the needs of the

A

' s 16 ‘ \
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community and figure out the exact nature of your service busi:
ness. For example, .Emma Fried's business is located in a‘big
city; most of the community are working people and professionals.
\She founo that there was a strong demand for housecare assis= "
tance. Mos} people simply did not have the time to care for
.their homes themselves.‘ She was able to provide a service that
was needed. ’ * 7 \
3. Talk.to'other businesses. Talk to your neighbors-_ Find out about
' the types of things they are ‘forever vishing that they could find
-someone else to QO for them: Let them»tsll you ii there 1s a
. negd for your service business in the comddunity.
4. Go to the Chamber of“Comnerce. it has a 1list of busihesses in
the community. See what information you can get‘by counting the
- number of other similar service businesses and by talking with
« successful business people. ) .
There are also some locations.that should be\avoided'
1. places that don't have a need for your service; and .

o

1 2. communities or towns that are- 80 small (less than 8, 1000 people)

-

that you may have some very slow times. s
. ‘. i o .
. ) . ~ .
Finding the Right Spot within That City had )
* . f‘-\ ’

vy

Many of the service businesses described in this module can be home-
L 1

based. Until your business starts growing-and expanding, there may be no*

real need to rent office space. Running a budiness frem your home‘lets

you take advantage of special tax &eductions-

S * +
Sonie home-based businessesgmay require ; special room Or area-, Judy,’
from the Purple Thumb Plant Service (Unit 1), foundrthat having a back~-- -
yard and the space to -build afemall greenhouse added to the success og
the business. However, Emma Fried (?he Surrogate Wife) does not have
this need. .Emma goes wherever customers need her. Many home-based busi-

nesses like The Surrogate Wife require only a desk and a telephone.

° & - *
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' ’ s :
. ‘Here are some other things to c;:zéder aboat locating your business.
1. You should be located near yeour customers. In some service busi~’

nesses, like-the Purple Thumb Plant Servige and The Surrogate -
Wife, you fas the~owner will travel to your customers. Yqu should
K . -think abo t\how loné it will take,gpu to get from four office to
where your customers are located. -You need to be able to get to
them quickly because custoimers do not like to Be‘kebt vaiting.
Also, you wog't want tb use up all, your profit on gasoline bi}ls.
If your customers come to you, they will have similar concerns.
2. If yo;r customersg come to you, a ground floor location is good if

you Lan afford it. BeAng very visible from the street is not

essential, but it does bring in customers. )
3. If'yozz/gervice bcsiness is cnebin whicp your customers come to

you, ¢hen parking should be provided™ If your:customers are
frugtrated looking for parking, tpey will blame you even though
‘you dortt deserve it. .

> »
.. N
.
' * .o o

- . \

Suﬁmasz : : . . v

*

© A little logic and some advance detective work will go a ,long way
when you are looking for the best community and 1ocation for opening your
bugiuness. Keep in mind the type of service you are offexing. ‘Who will
your. cugstomers be? - Where do they live? Will they have to come-to you,
or will you go to them? Choosipg a location is-a vet§ iﬁportant decision
. you will have to make.’ Your success will depend on having~the right ser—
\_ vice, for the right people, at the right place. ’

o
v
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Learniﬁg Activities

F ‘ .

Individual Activities
' ' - . Loy
1. Why is checking the want ads a good way to pick a community.in which

"to locateyour service business?
~ '.’ . \5.

2. List,four things to éonéider in chdosing a community in which to

.

locate your service business. . ' { . .
/,
3. :jéé two wagys to get information about a citiiin which you might wanf

locate. '

¢ LN

_ . - @

Discussion Questions . . ‘

v \ \

1.  Choose three towns or areas close to your school. Answer these ques~ ./

tions about those areas: . -
a. How many people live there}
b. Is the area growing? How can you tell? -

. ! ¢
c’ Are there many small service businesses in these areas? How can

you tell? 4 )
d. What types service businesses are the most ﬁopular and most in ™~
demand?, Why? ‘ Lot

-\‘ - Y

- v

2. Based on what you fgund out, which area.would be’ the best ome to open
a service like the le Thumb Plant Service? In which city would a
.- gervice like The Surrogdte Wife be most successful? If none of them

is very good, can you suggest another ‘area you know about?

-

&
3. Consider the type of service business you wo&?d like to start. Which .

city would be the best one for a service like yours?

-

L

‘.




Group Activity . . ) - ,
: . ) )

A
. * -~
Here is a list of factors to think about when chooging a city in
which to locate your service.business. Rate them in order of importance
N ] - .. .
(from 1 to 10). There are no “correct” answers.. iDiscuss the reasons for

your ratings with the class. N ' ) - RN

a. Number of service businesses like yours in the ‘area
b. Easy to .reach-—trangportation available ' )
c: Population of town and the surrounding area ° ., oo
~_ d. * Personal factors—-personal preferences, location of family ana
friends ' _. ’ R
" e. Growth of the town |\ N
f£. Incopeléf the population ‘
g+ Weather—-climate .
he egvertizif? media available ' ) . '
i. Number ndustries end companies and their prosperity
* j. Type of town--usban, rural, suburbaff; city, farm, industriak area ‘

4
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) / . Getting Money to Start )
N/ . ' v
' r ' . - . ] - ’ ) ;,\\;
" “Goal: To help you plan hg to get money for your service
- business. _n : .
' .
. v ’ . , .
’ Objective 1: Write a business description for your )
. service. ) ,
~ ~ —\\
~ Objective 2: Fill qut g fomm showing how much money '
. you will need.
t
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she realized, ‘I complain better than anyone else."”

ODD JOBS THAT ADD UP TO EVEN MONEY: MOUTHPIECE * R

<
>
-—

(
Thew idea for Mouthpjlece was born while Donna Kennedy was
a high school 'student in Chicago., She returned merchandise
for her best friend that she had bought on an-impulse. In

return, her friend took Donna to lunch or to a movie. When a
friend asked,her what she considered to be her -best skill,

. . *
Donna is outgoing, talkative, andg.not easily pushed ;

around. You can hire Donna to return damaged goods, compari-
son shop for bargains, gomplain about dills, wait for delivw"

‘erles, and so on. 1It's a business that requires a lot of

nerve, and not much money; plus it allows you to choose your
own hours. \/

.
-

Donna works out of her own home. :When she first started
Mouthpiece she had \to pay a $33 fee with the county clerk and
file for a business identification number with the.IRS. For,

".a total initial investment of $200, she also got an extra »

phone, file folders, stamps, business cards, and stationery.
She was' in business. o

Donna's business expanded rapidly. With supplies, taxis,
business lunches, an answering service, and the services of a
tax accountant -and a lawyer, it now costs her $100 @ month to
run Mouthpiece (not including $300 to:register her trademark).
Within the first six months, Mouthpiece netted $1,000-~not
very much, but not bad for working 10 to 15 hours a week. %g:
And she hasn t yet adtﬁftised her servicea

e So far, 30% of Donna's assignments have been sorting out
complaints. Fees depend on how hard the Job ih, how much:
money it will take to do it, and-~to some extent—=the custo-—
mer's ability to pay. "Because it's a new business gpd it's
unusual, people are ihterested." Donna's business is unique--
takiog on-other people's fights and dealing with the day to
day hasslés that most people don't want, or don t have the

.time, to handle.

e o ! .
*Condensed from Entrepreneur Magazine. «
. " ' v
v E4 = 7 .
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»  Getting Money to Start

-

.
-

All new businesses need money to‘get started. Your own savings, and
loans from your family or friends will probably:.be important sources of
* A

money to start your new business. ’ -
. N I ‘ - *
Most of the busirdesses described in this module are home-based. If
you st&%t these kinds of businesses, your money needs will befgifferent
from other businesses since your overhead and operating expenses are
less. You may not even have to ;nvest in an initial fﬁventoryl Howéver,
if you plan to rent office space or need to get special equipment for
your service, your money mneeds will be greater.

«

' If you don't have enough money to start on your own, you may have to

- borrow some of your "star capital” from'# -bank or government agency.
ﬂInvtﬁis unit you/yill 1 arn s mething about how to apply foi money to
start your business. v )
. ) ) ‘ A
The bank will want to k@ow'a lot about yodﬁand your business'plan
. Before it will lend you money. You wili hqye to show that you are a good
business risk. You will be asked to-provide the fsllowiag information:
1. persgnal background information (a résumé); ’
- 2. a description of your busingss (business plan)} and L
| 3. a statement of financial géed. .

<. N . - N
B
*

. N
. . .
o . ~
b . ~

. The Business Plan , s

& . \

Donna Kennedy started Mouthpiece with an-investmént of‘ébout $200.
,The starting costs.of the Purple Thumb PlantiSeryice were about $300.
" The cost of starfing The Surrogate Wife was SPF price of an ad in the
y ' . , . T A
. ~26




- ’ *
newspaper. These businesses did not need to borrow, more money in order

to start. : p

" om

Other service businesses may cosf much more to start. If you plan

.to open a photo lab or studio (Unit 9?, you will need to invest in an,

enlarger, developing and priﬁting chemicals, and darkroom space (if you
don't already have it at home). If you start a picture framing seince .

(Unit 5), you will have to rent work space and provide customers with
t

cutting tools, matte boards, frames, glue, and other ejuipment. All

. these investments add up to greater costs. You may not have all the

money negded to cover these costs.

When you ask for a loan, the lender-will want to know what kind of
service you want to start and how you plan to run it. The lende; will be
looking at how carefully you have planned your business.

To put it simply, the loan officer at the bank, Bnd anyone ;lse who
1s going to give you money, must think you have "done your homework."
Anyone who 1s going éo lend you money, even if it's your mother, has to .
believe you are_; good investment. Lenders will want answers to these
questions.

Is there a meed for your service in your c{éégpity?

‘Can %ipu attract people to use your s'egvice? .

Is your business well planned sotif will gucceed?

. . ]
And vou have to know the answers. That's where the business plaun comes
y .

in. s ‘\ \

Your business plan should be clearly aﬁq simply written. You should
include the following* information:

1. the kind (and name),of the business you want to start;

2. the services you will provide; ‘ '

3. the location of your business and Why you chose it;

4, the target customers (the mark&) you wafh to attract;

5. your competition in the ;;éa;

6. your management plan and strategy for success; and

7. the number of empioyees (1f any) you plan to hire,

25
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Star.:ting Expenses s ' ‘

L ‘ . ) . » . '
If you apply for a‘ loan, how much money will you get? The answer ) °
Mo’ N N
to this qu’es/r_ia.n/‘is a combination of what you want and what you need.

2

First, figure out how much money you have on hand. ‘'How much will you
.. need to start your business? How much‘nare money will_you have to get?
. o
Unlike other retall businesses, most service businesses do not
usually have ‘to have a lot of money to .buy an initial inventory. You and
* ypur setvices gse your inventory. )

. If your service is hone—based, you will not have to pay to rent an
ofgice or workspace. This is another expense most businesses have, but
you won't. ' In additionmn, you will ‘actually®°be saving money. You will be
able to write off your home—based "office” on your income tax forms. On
the other hand, ifsyou need to rent office or additional_workspace, you. ‘
may have to pay rent. The rent you pay willedepend largely on theoloca-

tion you choose for your'business and the amount of-space you need. ‘

0

<
. >

. Another expense you may have, dependingr on what kind of gervice busi-
ness you.open, s furniture and equipment. If your service is home-based,
this expénse may be small. If you rent an office or workspace, -you may
have to take this expense into consideration. If you need equipnent, you
may consider either buying or renting those items:/ Renting equipmentﬂ'and‘ £
furniture may help keep st?rt-up costs low, but rex‘iting may be more

14 7 .
expensive in the long run. .

- A ,
V4 3 ’ R N
Other expenses, that may come up are: fees to register your business
and file for a business identification number from the Internal Revenue
Service; installation of a second (business) telephone in your house, the

cost of- arranging for an answering service to take your calls; business

supplies (file folders, stamps, work order forms); and the cést of adver— '
tising your-’s ‘rvice. You may even consider making up your own business

stationét‘y and busisness cards. These things will add ‘to you‘rcstart-up . '~
expensesg. B . ) /

®
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This is a simple financial statementfform that you can use to list
your expenses when you,sp;}t,planning your service business. There are

many differeﬁt kinds of financial statement forms you can use. The items

. 1]
listed may not include all your needs. Fdr example, you may want to list

phone costs and the costs of an answering service separately on your form. .

——

« -

STATEMENT OF FINANCIAL NEED

& .
3
Starting Expenses . . Money on Hand .
Salaries $ Cash on Hand - $
Building .Expenses @ifts or Personal Loans
Repai;s and Renovations * Investment by Others
Equipment and Furniture . TOTAL '
Inventory or Supplies :
Advertising- - -
Other '
TOTAL $ TOTAL % TARTING EXPENSES $
' T0TAL MONEY ON HAND  ___ °
TOTAL LOAN MONEY NEEDED $
Sumary - f

When you apply for a loan to stér£ your service business, you will
need to provide a business plan and a statement of financial need. 'A
business plan gives you a'bath to'follow,and tells your bankers the
details of your business. The bank will need to understand your situa-
tion 1if it 1is to lepd you money. The exact amount of money you will need
to start a service business will depend~9n the type of service you offer,
your equipment and office/wotkspa;e need§, initidl inveﬁtory (1f any),
and the cash.xou have available. These figu;es differ for different

tjpes of service businesses. . ‘ ) *




) . Learning Activities
. o o

Individual Activities o )
)

1. .List three service businesses you can' think of that would probably (

> 'requii'e over }l0,000 to start. Explain whysome service businesses

. -

- are cheaper to start than others. ‘ _ |

. » 2

) 2. List the three main totals listed on the statem.ent of financial need.

What do these totals tell the bank? ’ o

)

Discussion Questions > !

1. What do you thin@ loan officer at a bank would be most interested &8 h ,
in finding out about your service busines.s? About your person'al \ ‘
- . ’ ’

qualifications as the owner? .
' |
' 2. How can.a business plan help you ‘start your business? Or, if your

. b‘usiness‘is already started, how can a business plan help you improve
it?

.
»

Group Activities

LG .
.
» - k
é -~

+ Write a description of your business. It can bg short, but it should

e
g

start you thinking about what kind of service business yo{x woula like to -~
start. Put down d& real place in your area where youi‘ service might be
ﬂ‘located. Here 18 what .you should include:
Name of your business and services provided
Location and why chosen '
Competition .

Potential customers 3 1 . ‘

Strategy ‘for success




Goal: To help you choose the people who work for you.

Objective 1: List the information needed on a job

deglption. -
Objective 2: List the qualities of a good boss.
1
« .
; -
\. . * -,

UNHTI&‘

Being in Charge _

‘<
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e
TO-GO SANDWICH CATERING SERVICE ¢

»
b
L]
.

When Alice first set up her To~Go sandwich service out
of her home kitchen, it was a very low—key operation, and
she_didnit expect much business. Organizing the food sup-
plies and the production line in her kitchen wds easy. But
as her business started growing, she found that even though
she was wéll organized, she couldn't keep up with demand.
She needed to hire someﬁ%e to help her in the productiéﬁ
line. ‘ "

4

The customers for the To~Go sandwich service were mostly
workers at the nearby industrial park. Alice's sandwiches
were very popular at lunchtime. Alice knew she needed to
hire someone to work in the morning so she could get her
sandwiches together in time for the lunch crowds.

. f

Alice put an ad in the lqQcal newspaper for a person to
work from 7:00 a.m. to 11:00 a.m. She needed someone reli-
able and responsible~—gomeone she could depend on if she
couldn't be around all the time. Alice interviewed seven
people before she found James. Some of the other appli-~
cants were untidy, had reflerences or bad work histor-
ies, or were just looking ffor 4 temporary job and didnm't
intend to stay around long.

- .
~

Alice liked James impediately. He was a student, at the
local univergity. He nedded the money, and her schedule
fit in with his.class schedule perfectly. Today, Alice and
James run the successful and growing .To~Go sandwich cater-
ing service.

. d '
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Being ih Charge

.

/

N
When You Start to Drown in Your Work

.

A
Many successful service businesses are rupn by just one person—-the

owner. People who run home-based businesses often do it this way. They

work for themselves and.haye no other employees and they keep it that way!

v

If your business 1s successful, however,’you may want to expand it.
This is what happened to Alice's To-Go Sandwich Catering Service. She
got more bu51ness, and she llked that. However, she faurd she haa to do a
dozen things and be in a dozern places at once. She had to order sup-
plies, deal with customers,-and-do the paperwork. She was a "human

.dynamo, ' but even she had begun to fizzléT
When you feel, like Alice, that you\haven't sat down for a week and
you haven't even had time to watch your favorite TV program, it may be
time to rethink your business practices. You can:
1. cut down on the.number of jobs you take onj
2. put a‘limit on §our'"service area” and not take on jobs that are
too far away; or

L]

3. hire someone to work for you.

%

-

Going It Alone

£
One of the hardest things about being self-employed is knowing that

3

the success of your business depends on you and you alone. If your-busi-
ness 1s successful, it 1s because you are doing the right things and
making the right decisions. If your business is goling under, it is prob-
ably because you have made some wrong décisions. A wrong decision could

be poor self-management and poor organization. -

34
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*thoke jobs you know you can do. : —

1

When you set up your service business you must be thoroughly busi- <
nesslike. flfgs essential that you devote' a certain time, every business |
day, to doing your "paperwork” and planning. It's like g ting your )
homework done. You must discipline yourself, or you are bound Eo fail.
One suggestion 1is to put aside a sepatate space in your home ot apartment

just‘for business, and when you work,'try to keeo to a Schedule.
~ D \

T

As tempting as the money may be, you. should be selective in the jobs‘\-._..
you take on. Consider the .time and effort the job will involve. Consider

also how much travel time and waiting time it will involve. Take on.onlf

€

You may reach a,point in your business when you decide there's jnst-
7

too much work-for you to go It alone. You may consider taking on an

.assistant~~hiring an employee. .

Hiring People to Work for You -

lhere 18 a lot more to think about when you become anQ"emgloye%" or a
boss of other’people. For one ‘thing, there's more paperwork: ¢social .
security,/employee income tax forms, pa} checks, hourly reports, and °
employee benefits.

— A .
Id . 2 v

You will also have to learn how to "be in_cherge." Being in charge ?
involves hiring heople, managing and supervising their work, and some-
\" .
timé firing them.

~ ]

-

When you hire Someone, you will have to figure out how much to pay

amount depends on the type of work your employee will be doing and, of

tourse, what you can afford.

-

Salaries may be one of your biggest expenses. To attract top-notch, .

reliable help, the salary you offer must be attractive. It must also be

o

s

L4

- - ’

[

' him or her. Most sma services pay employees by the hour. The //_




3

competitive with the money paid by your ‘tompetitors or other stores that
of f¢r simjilar services. - . .

Benefits are hp to you. While you can get away withpgt paying sick
leave and vacation pay, these are no longer consiﬁereﬁ aextras.", You may

- want to hire someone on a . "trial" basis o make sure the person is_right

‘
s

for the job you want done.

¥

' 1.
Hiring the Right People

You should choose the people you hire carefully. You will want to
hire well-qualified and reliable people. The image and reputation of

your service business may dépend on doing'thig Job well.

Hiting decisions should begin with a detailed description of the job
you want done. A Job description will tell your %mployees exactly what

o

is expected of them. . ‘ ‘

-
-

hen.you'screen people for a job, look at their job applications agg

have them come in for an interview. Get a list of'persoﬁa} refepences’

“from them. ) . <l

’

Then talk to.the people }ou are thinking of h;ring; Try tq find out
what they are really like. This is particularly important if the job
they are expected to do involves dealing biCh people in situations in
which first impressions are éilsical. Let them talk, and when you

listen;‘consider how you would éeact as a customer.

u .' ? S e
(. <
Training the New People

<

*!agce you've hired somgone, the training process begins. What'kind‘bf
work should you'give a new employee? You certainly should not give a new
person the hardesxz work or most difficult customers. Start simple, and . ‘

explain yourself cleatly. Tell your employees what they need to do, show

6
34
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. o N
L™ . - .
. them the ropes, and give advice when needed. Also,— remember that you are

- the best teacher. Let your employees learn by watching you and the way
. you work. : ‘
Most people learn best by watching and by doing. This is often the
& most effective way of training people.

pap
e Tm,

And Then the Ogre in You Comes Ou't...
Once you hixe someone, you have to %stablish an emploier-employee
. ]
relatiopship. ~That's different than being friends, because you, and only

you, are responsible for the success of your tlusiness.

) If you hire someone who just can t do the job, then you have to be
“ able <o tell him or her. You can' t be shy when it comes to giving
: employees a little advice and crdticism‘to help them do a better job.
@ /
What are some employee problems you will have to deal with? You will
_have to deal with requests for raises, people quitting 4n the middlel of
yo;xr bqsiest times, and vloyees who are unreliable--always late or
?1hk' Every employer deals with these preblems differently. How you »

it cafi"make a big difference in how well ‘your business does. ™~

2 « ~
Communication Is the Key- *
.4‘ -

Communication is nothing ;noh..;n talkit‘:g 'and listening. It
shoudldn"t be much of a problem with just a few employees. But when you
are overextended and haire too much work to do, it's possible to forget

: P , i how important daily communication is. -

. Many -employers find it helpfu'l to pian specific.times to t:a\lk ‘id%tead
) of 1eav.i‘tfg communication to chance. 'Some ideas are: ‘
‘ 1. weekly meetings (g}'ipe sessions);
2. 4 iaulletin board;-}“and

%
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3. a simple ngte or word that tells the person "well done” (a
little appreciation can go .a long way!). .
~ . ' . ‘ »

. Smmnasz ' x -'.

If you work alone in service business, then you are your own bosg
If you hire people to work for you, then you become their boss as well.
It is your responsibility to gupervise and manage their work, &nd to give
them training and words of advice when neceagary: When the people who

work for you feel good about their work, your business will run more

\

smoothly and you'll get personal rewards as well.
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’ Learning Activities .

< . . -

Individual Activities

1.

2.

Discussion Qﬁes{fgls

/

The following statements are either true or false. In the blank

before each statement, put T if the statement is true and F 1if it is

-

falses

a. The. owner of a service business showld delegaté the difficult
responsibilities to employees and do\what is left over.
b. Peoﬁle who work for small service b:;inesses d; not need to
f out job appl%cations.
. - * . - “
List some of the qualities you would look for in an employee for your

service. _
— / '.’ —.
An owner of a bookkeeping service sent a job description to a local

college and the State Employment Agency. Name two other places to

which she coﬁ}d have sent 1it. . ‘ .
v

List three negative qualities in a job applicant that could show up
in a personal interview but not on 'an application form. <.

nl.

2.

‘One of your employees has just asked for a raisee

I

.
R}

F

/ .

.

Her work has, been
good, but it has not been outstanding. What woul% you do?

13

How 1s beidg your own boss different from being an employer? Describe

some of, the responsibilitiés and concerns of a one~person business

owner. Compare them with the responsiPilities and concerns of some-

one who employs other peoplé. . ] N

’ A - + *
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)

3. You have just interviewed a person you are thinkihé of hiriag -to.work
Qith you. Your impression is that he is well qualified for the job.
However, one of his veferences tells you that he is nof,yery reli-
abie. He often comés in”late and calls in sick. What should you dB?

R .
. ' o S T
Group Activity . | *

* N~ *
.

How would you fire someone? "Goad-bye" is~ﬁsua11y not enougﬁ. Many
people have realized, after they have let someone go, that they created a
lot of bad feelings whken theyqdidn't-ha?e to. Write a Idst of "dog" and

"don’ts.” Here are some questions to give you ideas.

‘\\ 4

What would you do about termidation pay?

-

How much notice Would you give? . ; .
~ . M .
Would you tell the person the real reasons why he or she was being

A

fired? ' ) = 'r

-~ ® p .ot

o
-

- .

v

"
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Keeping Track of Supplies and Schedules
r . .
Goal: ﬁb help ypu plan how to buy supplies and how to
- provide your service.
Objective-l' List two forms that help you buy and
: keep ttack of your inventory and describe how
. they're used. .
Objective 2: List two forms tﬁat help you organize
. “ your work and employees, and degscribe how they're
used. -
- , b
. S o -
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inventory control system.

-_

THE FRAME-UP SHOP .

N

A business under'glass——that's frame making. More and
more, people want to decorate their homes with paintings,
pictures, photos, and diplomas. They are turning to frames
to display them attractivély.

The framing business 1s an ideal business fqt-beople:q,
like- Carol Silverman who have an eye for colar and propor~
tion, a talent in graphic art, and an interest in people.
After 10 years of teaching, Carol left San Francisco and
moved into a small but growing community and opened the
Frame-Up Shop. It was a big step, but it was in the direc~
tion she wanted to go. o ,

In cities, a custom framing job costs over $30.00. But
the same Job, if done by the customer (with assistance and
loving guidance from Carol), costs only $10.00. Most of
that cost is for the materials. The basic materials are
simple—~-frames, matte boards, glass, and backing cardboard.
And, of course, cutting téols and a good supply of glde,
hammers, and nails are also needed. ) v

At first, Carol tried to keep track of her Suppliigyby
logging the materials in a sales book and marking items off
as they were sold. But she was going°crazy! The inventory
changed almost every day! Sometimes the wood frames were
bad, sometimes she cut the matte board wrong and had to
throw it away, sometimes she checked off the wrong items.
All%of these thingg seemed to work against a systematic

3
- 5

. “Now‘I kéep\&harts by my desk. When the second to last
sheet of board or wood frame-is used, I simply make a note
on the chart and order more from my suppliers that week.

. That. way I ‘know what comes in and what goes out and what my

customers are buying. I also dp a total count of what's in
my store once a year. I place orders with my suppliers ’

. about once a week.

\

"My suppliers all know me. Good personal relations aﬁii
service are the key words-in choosing and keeping suppliers:

‘But it's a two-way relationship. I have a good credit

ratihg, and I pay my bills on time. In return,. they're
really up front with fie and reliable.” .

.
“

41 . “
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Keeping Track of Supplies and Schedules

—

In some gervice businesses, like a frame shop or a®photography studio,
there is a product associated with the service that you provide-~for
example, a picture frame or photograph. When there 18 a product involved
? with the service, then you must be concerned about how to sélect, manage, .
' and ‘control your inventory. In other kinds of service businesses, like
The Surrogate Wife, there are no products involved. What you are selling
- are services only. You will have no inventory worries, but you will have
to learn how to organize your work. In this unit we will learn agout

inventory management and organizing the work.

- Inventory . : )

- | o ®
Inventory is thg raw materials you need to have on hand to provide

gervice to your customers. JIn a frame shop, your -inventory needs are

ve}x simple. Yo; will need a good supply of matte boards, frames (woodeq

and metal), and glass. The_impoftant thing is to plan ahead so you don't\

run out of anything. Disappointed customers are not likely to come back.
Héte‘age some-tips for‘bu§ing inveﬁtory. You should buy: in the

right'qudntity (but not too much that will take up too much gpace); of

the right quality, at the best prices; and from reliable suppifers who

will give you the best service and ‘prompt delivery.

y

The Source of All Things

R 2 -~

¢
]

You will be buying your inventbry from a supplier. Wheén you find a
suppiier for your service business, there are three basic ,things to con- '

sider: when the merchandise is to be shipped, how much time you have

< 42 L ' _
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\f ¢ :)- -
' - before you pay the bill, and the amount you. will have to pay. Look for

‘ special prices some suppliers offer if’ ‘you pay them before a certain day

~ ’ and if you pay in cash.

. Ydu often will have to p;y for the shipping of inventory from the
supplier s warehouse to your store. Study shipping methods and rates to
choose a' method that won't be too expensive and will get the goods to you
on time. You may consider delivery'by trucks, ‘the Postal Service, United

_Parcel Serviée, rgilway, or air expréss--but renember, you pay for these
costs. It's easiest if you look for suppliers who are close to you. If *
the distance isn't too far, free delivery service may be included inVthe

<

supplier's terms.

»

3 ; ’ :
Delivery times will be different depending on the type of inventory

you need, the shipping point, and the delivery method-

Some deliveries

will take only a few days.

Others, especially imported, items, may take

/N

weeks or months. YQJ will have to plan ybur -buying ‘schedule ¢arefully to »
avoid running out of inventory or having too, much inventory taking up o

.

room in your office.

Keeping Track of Your Purchases

[N . . )

When you order merchandise from a supplier, you should keep careful
~ records of what you have bought and when. This way ypu can check whether R
you get wnat you want wnen you want it. A purchase order 18 a way of

keeping track of what you have ordered from yonr supplier, how much you
have ordered, how much it will cost you, and the delivery method and due
date. On the next page is e sample purchase order form. The form you .
use may be slightly‘different. The important thing is that ysu keep

records of what you buy and the money you spend.

2.,




Aruitoxt provided by Eric

‘n

PURCHASE ORDER
DATE:

PURCHASE ORDER NUMBER:
REQUIRED DELIVERY DATE:
SHIP VIA:

Quantity Description Unit Cost | Total Cost

TOTAL

Stgnature

e

J’ieeﬁing Tight Reins on Your Inventory °

Keeping track of your present inventory will help you plan for what
.you will need to buy in the future. You will be able to see which of
your inventory items are\fast-movers and need to be reordered. You will
be able to see which ones are the slow-movers. . You may not want to

<

reorder these items.

One weyﬁto keep track of yéur inventory is to ceunt your stock or to
add up the numbers of items sold or used. Here is a sampie'form you can
use. It may not exactly suit your needs. The important thing is to keep
records' of how much mevchandise comes in and goes out. A good inventory

\control system will help your business run’ smoothly.

i
il * "
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e

s
Item g i

INVENTORY CARD

Supplier

Reorder Point

Reorder Amount .

-
v .
s

. AMOUNT RECEIVED AMOUNT SOLD AMOUNT REMAINING
Date Amount Date ~Amount = ‘Date Amount
r -t Y
Filling Out a Work Order Form ’,

If you perform services for your customers that require several steps

4 >

_or several workers, you may want to take down the work orders in writing.

Then you will have something to refer to when xou arg doing the job-or if

there are questions after the work is done.

useful to you.

The following form may be

. WGRK ORDER ¢ i
FROM: DATE: )
} WORK ORDER "NUMBER:
. 4} “ORDER TAKEN BYT
JOB FOR: .
' . START WORK ON:
TERMS OF PAYMENT:
Person .
Doing Work Description of Work Materials® | Labor Total Cost
} - 'I .
’ 1 -
p : .
|
- N e !
* le PR |
. 1
|  WORK STARTED: TOTAL MATERIALS |
WORK FINISHED: . < TOTAL LABOR
. TAX °
. " 20TAL COST
iy ',' . - * o
’*
. ’ Ve -
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Who's Going #o Do It, and When?

Y?{fyou work alone, you may not want to use a work schedule. Whenever

you finish one ng,-ybu can just.go on-to the next job.

But a work

schedule comes in handy if you have other people working for you and you

have %,}ot of jobs to do. A work schedulg usually has a list o6f work

days and the people you have working for you.

you £111 in the
Took like:

>~

hd

Each time you get a job,

ght squares. Here is what a work schedule chart can

«

Work to Be Special ., Date Completed
Done Requirements Duej, On .
) i L
"Susan L. - ,J
Bruce C. /’rﬁ
Laurie S. \
. \
Summary

¥

:In this section you learned

about keeping track of supplies and

schedules. For some businesses an inventory is required. It is impor-
Jant to find reliable suppliers and keep track of your inventory. It is
also important to be organized in your work so that you can:give your
customers reliable servi;e. Filling out purchase order forms, invento%y
cards, work schedules, and work order foims are all ways of keeping on

top of your work so chatizaur business will be Bqécessful.

47 -
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Learning Activities

Individual Activities

1.

‘ -

Consider the type of service business'you would like to open. Will.
you need to invest in an inventory? If so, make a list of the types
of inventory items you would include. ¢

2 : ‘

Check the Yellow Pages and list some of the sﬁppliérs you would con-

tact to purchase your initial inventory.

o
.

List the reasons why some services complete customer work order

forms. Why do many ask for a customer's signatﬁre on the form?

.

* Match the business forms in Column 2 with their uses in Column l.

]

To record services requestéh Purchase Order
\

by customers ° -
Inventory Card

To request inventory from a .
supplier P Work Order Form -
To figure out how much mer- Work Schedule
chandise you ‘have -on hand .
. Sales Slip
To organize several jobs and

several employees -

-~

Discussion Questions

4

»
Y

1. Brainstorm a list of service buéinesses that sell-products as well, as’

perform services and that would require an inventory. Brainstorm a

second list of service businesseq that require no invendory.




~ Pd

«

i- What are some of the things to consider in deciding how ﬁuch inven-
tory you need to open a-‘Frame-Up Shop? Do these same concerns apply
to other service businesses? Whj or why not?

3.~ The frame shop owner counts all inveﬁtofy and fills out inventory
cards at the end of each week for all items sold and used. at are -
the advantages and disadvantages of this inventory control gystem?

What other systems could be used to keep track of inveitory? < .

.

4. List the advantages of organizing your employees and filling out a
' work schedule. What kinds of things could happen to throw this
schedule ‘off? =~ . '

Group Activity . ’ , : .

Part of your job as the owner of a service business will be to do o ‘
many of the following thir;gs in a. day. As a__‘g}oup, see 1f you can \esti-) - .
mate the améunt of time you wgpld need to spend on each of them:
o writing out the weekly-payroll checks for four employees;
. ' caliIng_the Yellow Pages ad consultant about redesigning your ad;
- ‘0 dealing with an angry customer wﬁo.is not satigfied_with your %
service; 7 X
e - meeting with a tax consultant about getting a better tax break; ‘
and - . . 2
e reading the morning mail——fhree bills, two letters, and 8ix .
’ pleces of junk mail . - e L.
) ¢ ) . 4‘ . -
_ If all these needs came up in one day, héﬁ much time would you have
left over for doing business? If you were complé%ely swamped with work,

which of these faskgczguld be put off for another day? .

- .
¢ —
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Setting Prices — )
- ~a ° ~
Goal: To help you set prices for your service business.
Objective 1: List three things to cons in .
* setting prices forc?our gervice. * B
[
[ » v
‘Obfecg:iv 2: 'Set prices for your service after
beigg#Biven ceftain "facts." .o
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LUXURY RIDES TO PROFIT

L}

Christney Ozawa found a waj to mingle with the wealthy
and make money at the same t¥me--by starting a limousine
service. .

The limousine service is booming! "About half of my
customers are businesspeople or entertainers, or are very .
rich. But the other half are just ordinary people like you
and me. of times they hire the limo for "something
special=-=-a m, an anniversary, or just for kicks. Are
they impressed when I get out dressed in my uniform and rum
around to open doors for thein. They really don't expect a
woman chauffeur!” : )

Christney leased her first limousine for $425 a month.
As HMer business grew, she hired other drivers:.-to help her--
all women. She checked with the state drivers' licensing
agency and found that most limousine companies paid their
drivers between $4.50 and $5.50 an hour. Christney went
for the best and paid her drivers $7.25 an hour., And the
tips from passengers often double thhf basic salary!

How much should be charged for a limousine service?
Christney found that the average price for a limousine ser-
vice was $29 an hour, but it sometimes went as high as $50 -
an hour. Thexe was the ever increasing cost of gas to con-
sider, as well as the charge for the-driver's travel time
to and from, the passenger. In addition, there were the
basic operating costs for mechanics, office space, and
garage space. She also had to consider the cost of a tele-
phone answering service to  pick up incoming calls and make
passenger arrangements. R

Christney's prices for renting a chauffeur-driven
iimousine for a special occasion are higher than her com~
petition's--about $35 per hour for a minimum of two hours—-
buthpeople come to her because she is reliable and because
people "get a real -kick out of sipting in the back of a

limo being driven by a woman chauffeur, of all peoplel”

$
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' * Setting Pt/(é~ -

»

- 4 - ’
' -

’

' Busineps owners go about setting prices for their service‘businesses
differently. Pricing 1s basically a matter of striking a balance. You
y ' want to make enough money to see that your costs are covered, that you
are matching your competition, and that you can stay in business and
still go to a movie once in a while, ’ e

These are the four most important questions toJask in setting your
- -

prices. . Y ' < . vt \
1." What'are‘people willing to pay for your éervices?
2. What 18 your "break even" point te cover your expenses? ' g
3. How much profit do you want to make?

! 4. What 1s your competition charging? - ) . ‘

What People Are Willigg to Pay ' N
3 " In most businesses there is usually a "going rate." It is the aver-.
age price your competitors charge for the same service- :1f you want to’
learn what the going rate 1s fot your business, just’call your c,Speti-
¢ tionm in the area”and ask what those businesses charge.. This is one of °
the things Christney did when she was/geciding what her prices would be.
. . . 4
. If your business is home~based, your expenses will be less because
you won't be renting‘office space. You.may be able to afford to charge
less for your services. If you need to invest in equipment, supplies, or
.facilities, then your rates will have to go up. All these things affect

the prices you set for your-sgervices. a

-~ \ B

) ' D2
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. The Break-Even Point

L 4
Service businesses may charge by the hour or may charge’'a set price

-

for their services. There 1s no trféﬁ“and true rule to follow. It
depen@s on the type of business you're 4n.' The key heré is to charge

* enough to cover labor, expenses, and profit.
. ' ) . o

-’ You can find out how much it costs per hour to run your business by
keeping records of all your spending and income for a month. On paper

Hyneou:'

1. Your investment in time: Labor is one of the biggest expenses for

"service businesses. Try to find out what your time is worth per hour

for each kind of task.® IncluqF this as part of your price. = ~N

L]
- . L4

2. Your expenses: Even if you work from your home, you should count

rent, electricity, and heat as part of your costs. Include costs for
' office supplies, phone, gasoline, etc. If ydi use an answering or

bookkeeping service, jou should also include these costs.

.
4 .

Wgen you get the total of your moqghli expenses, diyide by 168 hours
b3 in a month (if you work full-time). (This equals 8 working hours/day

times 21 days, the standard number of working days in a month.) That

M
becomes your hourly expense.

9 ! .
 Then add.a certain amount to this cost'to allow for: ,

.
&

3. Profit: Find out what percent profit.other services like yours make.

: , Add a similar amount onto your price. - s

<« ' ®

.
< -

Things That Make Prices Go Up ° . &

~ N - -

N

You can charge higher prices if you think the pricﬁ you settled on o

‘ . (‘won't last long. If the state of the economy is such that expenses are

constantly going up, you should consider addiﬁg more now to your prices

- . -~ N
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so that you won't have to keep on rais;ng prices (and upsetting custo-

N -

mers) later. : ‘

v
»

You can charge higher prices if youtr serviceris unique--for -example,
if you are the only all-wqmen limousine service in the area. fou can
cﬁgrge high Qrices if you provide more services than your competition.
This 18 because you will probably have o put in more time and effort in
order to getcthe job done. : ,

You can also charge higher prices if your operating expenses go up.
For example, Christney takes into coﬁsideration the rising costs of gas
and auto repairs. As these prices go up, so do her prices to her cus-—

Fl

tomers. . - —

2

Things That Make Prices Go Down

4  fp K -
,You may consider charging a lower price than you calculated if there

are many services like yours in the area. You will be using your lower

prices to attract and bring in customers.

3
You ‘can charge less if you decide you don't want your bdsinese«ta e
expand at a fast rate. If you like thinée the way they are apd a large
profit is not absolutely esésentia] for yod, you may lower your prices.

If you enjoy working with a particular kind of'cusxomer, you might

charge less to'get the client to try your service.' For example, Chr}stney

will give hotels and certain corporations a‘speciai deal qﬁ limousine.

service-‘g.order to get and keep these customers. . -

M [}

You may lower your prices if you are able to cut your .operating
expenses or if' you can figure out a ﬁore efficient way of providiﬂé your
service. When Christney added her own mechanic to her staff to do all

.the regular maintenance on her limousines, her maintenance and car repair
costs went dod%*~and so d¥d her prices. g

. - i
v

a
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p - Here i3 a picture of the factors'ﬁou must‘consider when setting

. prices.

LY

: '\'\NC? R,
Oqe o!"\‘> ETI% .5‘%

<5

Summa

Pricing is mostly a natter of finding the right balance between costs,
your competition 8 prices, and desired profits. There are many ‘factors
to take into account when you are setting prices. You'will lose your
customers 1f your ptices are too high. On the other hand, if your prices
are too low, ydu may. not be\able to stay in business long.- Setting prices

is a very delicate part of a successful ‘service businéss-

.

<
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Lea;:ning Activities . \ . '

Indévidual Activities

1. - What does the term "break-even” point mean? .

. £

. 2,’ ﬁsscribs two situations in wyhich you might qonsider reducing the'’
. v . :
selling price of your services. Why?: - ) .

\ 4o
~

> 3. Name as many reasons as you can for raising your prices.™
. ¥
(3

Discussion Qusstions

- . A ° !

-

.1l. List and discuss the expenses a service business owﬁenumight have

that will affect his or her profits. .

) 2. T:\\ke a goad look at all the factors Ch;istney thought, about when she .
was deciding on prices for her limousine service. Can you think of
any other facts she should have included? Think ab&ht a service o«

- . %usiness you would like to open. List all the things you should find ~

out and .take into consideration in deciding what prices to charge.

v

'> 3 p\

34 . » - o ’ e
! -, .

Group Actiwity ' %

v
-

.

As a group, choose a service that you or your family pur: ) - -

chases regularly. Or you can choose a service that you perform as a part- -
.o 2 . :
. time job. Examples include gardening, babysitting, and dry cleaning. » -

M%ke a list ‘of the prices chargea by diffeﬁent individuals or businesses

* for the~same service. Compare thesé’figuﬁes and makera.list of reasons

s

“why they are different. Here are some things to consider: ",

® customers;

- e type of equipment and facilities; and ‘ ’

additional or "extra” services.
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Goal: To helpryod learn ways to advertise your business
and bring customers in. .

- f

. y _
Objective 1: List some of the ways you can
. effectively *fadvertise your service.

‘ ]
Objective 2: Design a printed ad for your service.

’




PROMISING PROFILES

>

»

Promising Profiles is a new development in the electronic

and computer matchmaking service business.

is not a “"dating service;’

it is a singles'

Promising Profiles
organization that

N

uses the most advanced form of communication available today--'
television. Each member has a photograph, a brief biography,

and a videotape interview on file.

Members maylook d% the

files of other members and arrange a meeting.

The result-—-

instant friendships!’

. Three years ago Eduardo Solis was living in Los Angeles.
He was having a hard time meeting people he liked. He found
himself seated before a video machine at the L.A. Promising
Profiles Office. Eduardo saw and later met Marcella; within
a year they were married. They were so convinced of the
value of Promising Profiles that they worked out an agreement
to set up an extension office-—a franchise of Prdmising Pro-
: files in northern California.

It cost a lot of money to get into thé business, more
than they had expected. So they decided to cut: a few corners.
Instead of locating themselves in a San Francisco mall area,
they rented a small space in a business office in a smaller,
industrial city. ‘Instead of placing a large graphic adver-
(“ - tisement in the Yellow Pages, they simply listed the business'
name, address, and phone number under the Dating Services
listing. And*so one..

i » ) g - ‘
o, Eduardo and Marcells made some mistakes starting out,
o ¥ espbcially in under-advertising. .But because they had opened

a franctiised business that already had-a.good reputation and
a lot of publicity behind it, they succeeded. Within a year
they had grown enough to move into a larger office within the
- same building. They.are now planning to move Promising Pro-
files into a more utban setting with easy freeway access to
- . many of the larger cities and towns in the area. And now
they run a large graphic ad with illustration andvcopy in the
Yellow Pages. .

. - . . §
Their services have also grown and ‘expanded. Now, not

only does Promising Profiles offer video yiewling, but it's.
started organizing rafting trips, travel adventures, picnics,
. baseball games, and dances for ‘their members. Their hard
h work has paid off. Promising Profiles, has a membership of .
‘ over 12,000 people and 1s a growing bysiness.




Advertising and Selling

v

Everf sérvice business needs clients Until you have a number of
steady customers, you need to spend a lot Qf time, energy, and money just

gettihg\gpe word out.

Y
'

Advertis%ngﬁis very important in attracting customers. Advertising
is a quick and efficient way of telling peopie why they need your service
and why they should come to you instead of going to one of your competi-
tors. Of course, the very best form of advertising is word-of-mouth.

But people will start talking'about you and referring frieﬁd§ only after
your business and your reputation are established. So, first things

first-—how are you going to advertise your business?

»" . . <

What Kind? Where?

.

»

What are the most effective ways of advertising your service? » Like

anfrother business, yod have to advertise-where the action is. Take a

. good look at yourself, your business, and your customers. Then*sk your-

self these questions. ‘ ‘ '

What kind of service do I sell?

v

How is my service different from my competition's?
Who are my customers, and what are their tastes? ot

Where do'théy live, and what media will reach them?

) Hexe are a‘few ways you can advgrtise your ﬁgrvice: )

e an ad in the Yellow Pages; - N

e direct mailiﬁg to ydqp customer;

0 a letter or fliefnon ;s many bulletin boards as you can find;

e small display advertisements and classified ads in local news—
papers or shopping guides; and o

e goodwill. - 54
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The Yellow Pages 1s one of the first places people will turn to find

a prodact or a-servicei Eduardo and Mafcellaffound that a two-line ad
for Promising Profiles with‘justJtheir name, ddress, add'telephone num-
ber listed cost them $30 a.monthj; A larger ad would have attracted even
more attention and would have helped Promising Profiles stand out from

its competition. ’ ) N

What's the most -important information to put in your ad? For many

service busfnesses, a phone number is more important than the address.

Your ad should also tell people: ’

i ' s

. who you are;

° where you are located;

Y

what services vou provide;

. what hours you are available, and

N

e why someone would want to choose your: service.
The ad must be eye—catching and -honest. Many businesses know that being

" near the beginning of the 1ist is also aNplus. Think of a name that

-

begins with A or B. . -

'
»

Many services are listed in more than one telephone book. The price
of an ad in the Yellow Pages depends on how big your ad is and how big
N . s . or
the city is« For example, Eduardo and Marcella found that a 2"x 3” ad in

the focal phone book would cost about $300 a month.. ] ) —

-
”

-

Direct mail advertising is another way of advertising your services.

Although this kind of advertising can do a 1arge part of your § iﬁg job
for you. The most effective direct mail adve{fis ng cqmes ‘Frém having a

good mailing list. . Lk

-
0 -
Developing a list of your customers ‘s 'ong of the keys to success in

a service business. When customers use your service, be sure to get
thelr names and‘addresses. Then, when you have a new product or an addi-
tional service to announce, you have a number of people you can contaqt

" who-already know you and your work. This lis} is invaluable, since

people who have already bought from you once will probably be interested

Y

in what you have to offer.




-

>

.
3

-~

A b
- .'
- .
‘

Bulletin boards are places set-aside for fliers, notices, and busi-

néés cards. Malls, print shops, copy shobs, laundries, grocery stores, .
and universities are places where there are often bulletin boards. Other
places you can check are beauty shops and barber shops, employmeﬂf agen—

cles, and -other storefronts. If in doubt, always ask before posting your

ad . . - &

Remember that any printed advertising‘you use reflects yoﬁr business. ¢
You should be careful to use dnly the finest quaiity paper, printiné, and
design. If your fliers and printed advertising look cheap and sloppy,

your, customers may have a poor impression of your service. ’ - . i

. A}

Classified ads in.newspapers and shopping guides are often used by

R v N .
service businesses. Prices will vary, depending on the newspaper's cir- e
culation and the size of your ad. Although newsﬁaper ads have relatively

_'short lifespans, they redch a lot of people. And, given the number of

people you reach, the cost is relatively inexpensive. Newspapér and
shopping guide ads can be easily and quickly changed. You can also decide
to place them in particular sections of the paper if you want to reach a ""'

more select audience. .

Goodwil]l means %etting people to feel good about' your business &nd to
tHLPk of you wpen someone'ask? who 1s good QF doing a particular job. >
Everyone who uses goodwill to spredd the-word about his or her business
_does it different%yﬂ Goodwill refers to a wide'rangz of special tquches. .
and community services that are not expected. Lt ' _<§/ﬂ\&

. W

K ’ .

Sometimes it doesn't seem’as 1f the effort that goes info goodwill
brings any results, but it does. Your special toudhes will help people’

remember you when they arg in need of your type of services.

-~

o ~

. N

_ Qualities 6f a Good Ad

-

We've described some of the different types of advertising and promo-

" »
tion you can do. Here are some tips you can use when you begin to work ‘

61
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up#your ads.
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Make your ads simple, informative and truthful, as well as

attractive and iglaginative.
Make your ad y.to recognize.

° Give your ads a style of their
R ' .

own. , .

e Use illustrations and pictures to tell people about your business

“ and the services you are selling. i .

e Show the benefit to the reader. Customers want .to know, “What's
in it for me?”

e When possible, give a price or range of prices. If prices are

low, tell people why:

-

P N

.tional activities, etc.

<

‘because of sales, special events, promo-

-

o

Ads that call for prompt action are effective.

Use terms your reader

will understand. Get right to the point and make every word count. Dis-
tinctive aefion advertising will help bring customers in, -
Summary ' - .

. - .

Whatever way you.choose to advertise your service business, and your

advertising campaign should be: 1

\

1.
\'2'
3.

. o

well planned;

distinctfve,)and

-

cons}stent with the image of your service business.
There are many ways to advertise and eell your: business.

busIness in the Yellow Pages 1is the most common method.

Listing your -~

Money spent on

Advertising is a means to an end-—a way

advertfsing 18 not wasted ﬁoney.

of telling people about your business and'selling your services.
A -

PN
Y

Ty
-




Indi

v

vidual Activities

1.

2.

>

3.

4.

&

~describing it;

List at least four qualities of an ad that gives it

1

. Learning Activities

Pa

a

Think about the service business you would like to open.

ad for the Yellow Pages.
want to put into your ad.

a sketch to show your ideas.,

.

Even if your artwork is not Petfect,

~

“selling punch.”

14

Design an

~Inc1u§e all the information that you would

draw

]
3

Match the advertising medium on the right with the phrase best

Expensive but persenal

Good for reaching people who
are already in need of your
service and looking to buy

Effectiveness is often indirect
‘\and not obvious :

3o

company .

the price of each.

°

\Discussion Questions

1.

Read the section on goodwill.

your group, brainstorm ideas that would come under this heading to

advertis your business.

. S

d.

Newspaper
Yellow Pages
Direct Mail-

/Goodwill

-

"Call the Yellow Pages advertising department of your local ‘telephone

Find out the various sizes and. types of ads you can get and

Choose a service business and, with

&

[]

=

‘
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- ¢ -
‘ e .

8s the advantage of advertising speciél events and promotional

+

activities as welf as doing daily or sonthly advertising.

Brainstorm and list examples.of advertising techniques that can be

used to tell people about a serg}ce‘business. Consider the following

types of promotional techniques: i .

° services;
e demonsgtrations; «
. 5 . -
° discéun;s; and - .

e displays.

L3

Group )ctfv‘ity

3

~ ' /‘

Look at several ads For the same-type of service in the Yellow Pages.

N . . .
Which one do; you like betten, and why? Share your opinions with the
) -class. ' ’
~ — s
- ! , ¥
s .7 ’ \
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UNIT 8

Keeping Financial Records

. . ¢
Goal: To help you learn how to keep finamcial records for
_your service business.

n

v

‘Objective 1: Fill out a sales receipt or a bill for
a customer. .

Objective &: Fill out a daily cash sheet that
records money coming in and going out of your - ’
business. ‘ :

"
.

N a -




’

‘three different businesses in the

~

. EOPLE WHO LIKE PEOPLE: ,
. FINDING THE RIGHT PERSON FOR THE JOB ° g

-

‘
v

It's hardly a new idea—-people helping people find the
best sources of goods and services. Some time ago Norman

‘Sandler wanted someone to design his business cards in

Boston, Massachusetts. The list printers in the Yellow
Pages was endless. There were names, but there were no
personal recommendations or appraisals.

Norman sterted the Printer Referral Service (PRS), a
telephone hotline that consumers could count on for reli- -
able information about qualified printers and graphic .
artists: Printers and artists who want to be included in
the referral service pay an annual fee of $150 so the ser—

vice can be free to the public. But before a company or.
siness is added to the liet, PRS thoroughly investigates

s
UUO‘.&L\—OO ANV GV W W WAL e - - e
The

its credentials and history. annual, fee entitles the
listed member to be a participant in PRS's coopetative
advertising plan. Each month the service features two or
newspapers and ‘on radio
and television. : . ,
. : ] : .

Now 14 months -after starting up, the job of answering
100 telephone calls each day ocqu five employees. At
present PRS has 340 members. In"1981, it collected $39,000°
in membership fees and spent $30,000 on advertising. The
gservice 1s run out of Sandler's house. .Iwo of the five
part-time employees work on.a commission-only basis, bring-
ing in and screening new gservice members. The other three
employees are paid $5.00 an hour for answering phones and .
for general office work. . The business has gotten off to a

good start. N
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Keeping Financial Records

Keeping financial records is a must for any service business. As a
business owner, you must have_a way to keep track of- your income and

expgnses. Good recordkeeping will help you plan and manage Jour business’
we&1:

; In this section you will learn how to bill your customers and how ta
use sales slips. You will also learn how to complete a daily cash sheet
that records the money cofiing in'and going out on a given day.

4
“ v \ * .

. R a . - N

Collecting the ‘Mondy Y . ‘

- 2

. . . - '{. . : N >
You 'should fill out a bill for every "charge"” gustomer you serve.

v

Then, you'll have a record of what you did for whom, how much money
you've been paid, and how much the customer still _owes you. Itemize all

bills; that is vrite down the‘feason for every chgrge and a description
- ——
of the service you gave. : - )

» -

. - ) ‘ @
. .

" Here is an example of a customer’billiné form."’

a2 W . o ;&
: L . \ ‘
S : . " CUSTOMER BILLING FORM, “
Customer: - . . T
Date * , ﬂDescriPtion of Sale o é:??:g; ;:EZT:E; Balance Due '
. = ; : - !
.AL > Q I d ‘
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ST

. charged for your service or how much your customer

S G S

-
~—

. Forms like this are particularly .\;s:ef{xl if you have many regular-Tus-

tomers who use your service. This way, every time you provide a service
& ; Y .

Y

. ~
to that, customeér you write down what you_have done and how much you

awes you. Every time

the customer pays the bilf, you , just write in the amoint in the "Payment

. ° *

Received" column. !
) : L <

¢ hd
’
. 3

L e ,
You may consider setting up a credit account for your very regular

customers. Giving credit means that the customer doesn'tv have to pay

© N N ~ —~
each time he or she uses your service. Instead, you send your customers -

bills every month té tefl them how much they owe you.

’ r

- > "

; For cash séleq;? you may want to use sales slips to keep track of

things. A sales §lip 1is ustia%.y filled out at the time of sale when the

- customex hands over the money. ) ke

ﬁ"""", LTI -

]

The sales slip 'is the "pfoof of purchase.” This proof of purchase is

._x necessary in case ihe_c ustomer wants to return the . product or complain

about the servic ( tov

~ ©

- »

r

Here is an example of a saléyslivr- The sales ;iip you use for your {“‘

sérvice business may be different, depending on the type of service . :g. ..

, ‘'business you're in and the type of products (if any) you sell. | Lt
* ‘. - ot ! N
: « SALES SLIP- .
. L Date ) N A - R
— - . ¥,
Customer, 4 . ..
, 2 D
- . DESCRIPTION OF SALE -PRICE .
’ , ~N .
’ N .
, ° - ..
- = ’
) - )
L .o -
£ ~ .
Le Q‘ .
. , ®
. i . .
N » ~ +
Cash [::] - Subtotal
N Charge [ ] Sales Tax
. ) TOTAL

71
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To Give or Not Give Credit: A Word of Wernihg about Credit Cherge

_Easy Come, Easy Go-~-the.Daily Cash-Sheet
) 7

Accounts ‘ . -

,If you're just 'starting out in your business, you. should probably

think twice about opening your own charge accounts. To open and uperste

charge accounts in a small business requires a lot of work and effort.

You will have to apprOVe charge accounts for your customers and will be

responsible for billing, bookkeeptﬁ§, and collecting payments. However,,

until the time the customers pay their bills, you may find yourself dan-

gerously short 'of ready cash. ( :
o
To avold these problems, some small service businesses honor major \
credit cards like Visa and Master Card.  Credit card companies screen,
applicants, proyide catds, and take responsibilfky for" billing the cus=,
tomer. The major credit card companies "guarantee” payment of bills.
This means'the credit card company will\pay the bill in full\ whether\or

not the customer has pald the charges. This credit'pian usually costs -

the business something to use. fBut in" return for paying a percentEge b
(usually 3%-4%Z) of charged sales to the credit card company, the business:
receives immediate repaymenb. . ) ¢ -

. ‘ 5% N
(1) it is

convenient service for the customer, (2) it reduces your risk, of giving

The obvious advantages of this credit system are that'

credit, and (3) your money 18 not*tied dp in debts and unpaid-bills.
4

4
W

N i

‘ send you checks in the mail after they receive their bill.

v T

\\ N - \ g\ (\.“' 4
Hopefully, you will be receiving money every day that you are open.
Others will

Keeping a .

/

Some people will pay cash when they receive your service.

daily record means that you '11 know exactly what\you receive in cash

saleg. and in payments from past credit sales - 4

.
B . i
. «

[~
-

LU . . . R




A daily cash sheet like this can be used to keep track of money coming
into and going out of your, business every day. It does dot tell you about

profits, however.

-

The profit and loss statement does that (see Unit 9).

DAILY CASH.SHEET
.' ' s

Cash Payments -

LCash Receipts

Cash.Sales
Credit éales

Salaries

l

Building Expenses

[y

Equipment’ and Furniture

.Inventory or Supplies
Advertising
Other

TOTAL CASH RECEIPTS $ TOTAL CASH PAYMENTS

To fill out tais form, add up_all the money you took in that day:
the'checks,‘césh; ;nd credit sales. Enter these figures on the lgft side
of the form.

Thenxlook at the bills you paid out that day: for rent,

for business suppiies, gas, etc.

‘'side. |

You probably know that theTre
this. You also-have to complete

forms, aqdwothérs.‘ Keeping good

List these and add them up on the right

is much more to keeping records than
employee records, payrolls, income

‘records—-rather than maKing Yyour life

T

harder~-is supposed to make it easier.

0

Summa

Keeping good'financial records is an important part of owning and
operating a service business. Your bookkeeﬁing system will be based on
the sales slips and customer billing forms ;;ﬁucggplete. Keeping daily
records of sales (money in) and operating expenses and bills-(money out)
will help yﬁu keep t}ack 6f your cash and will help you plan for the

success of your business.




2

Learﬁing Activities

-

Individual Activities

>

Why should you“be’cautious about giving credit and opening charge
accounts for first-time customers? Wha® are .the adbantages and dis--

t

advantages of offering your customers credit?
Using this informéfion, fi11 out the following daily cash Sheet.

June 6 . 4
Cash Sales:, Dr. Goldberg $91
Amy Johnson $39

s
Leo Roberts $105

Sally Néwcombe (rent)
Office Supplies
Telephoné Company
Copy Sﬂop

~

DAILY CASH SHEET

Cash Receipts ) . Cash Payments

Cash Sales Salaries
" Credit Sales . Building Expenses
' Equipment and Furniture
Inventory or Supplies
Advertis}ng

. Other
TOTAL CASH RECEIPTS $ TOTAL CASH PAYMENTS'
o L — .,
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3. How are customer billing forms and sales slibs similar? How are they

different? ) T

s

Discussion Questions

‘ .

1. ore and more people expect businesses to accept major credit cards.

<
Y TR

+ _Some claim‘it is’ “éasier” for them to write one check at the end of

the month. Others say that they are “short of cash.” Discuss the

-

" advantages and disadvantages of having lots’ of credit accounts.

~

2. Tight Tilly never offers credit. She wouldn't care 1f you were David

Rockefeller.- She claims that.the added bookkeeping and the rotten

~

account's are not worth it. Loose Larry givgé credit as if it were

water. He says it makes people feel good' about themselves and brings

in a lot of.bqginess. Wheré do you fall? What would be the things
you would’look for in a person in deciding whéther to offer him or

LY

-her credit?

3
o

3. What kinds df records are kept'ﬁy:service businesses? ‘Why should

these be kept on a regular basis? -

-

- -

Group Activity :

Pick a service business you;are interested 1in. Supposg you are the
owner. Write a short case study describing the financial activity that
took place on a certain day in this busimess. For example, tell how much
came in from Mr. Gfeen in cash sales and how much Mfs. Peacock paid on
her iastlhpﬁfh's bill. 'Also degcribe'certain specific péymentg your

service made that day. ‘Then fill out a daily cash sheet.

14

by




UNIT 9

’ Keeping Your Business Sgcceésful .

- ,‘ - . 5 -

" Goal: To help you learn how to keep your business "in the
" black.” - - . .
: N : ¥
" Objective 1: Figure out the net profit, profit
ratio, and expense ratio after being given a
specific business situation.’

" Objective 2: Describe at least one way to increase .
profits in a business. ’

Objective 3: Suggest a way to change your business
to increase sales.

. . P
I.J
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SCOTT HAMILTON, PHOTOGRAPHER

Scott describes How he started his own photography
studio. "When I finighed college, I went to work im an ad
agency in its businesp department. I didn't know a thing ..
about -cameras, and.I“really wasn't interested. I took some
basic photography courses at the community college, and it
began. to-fall in place-—~the design, the art, and everything
else. But when I.-decided to go back to school and study
design, my family decided I had finally gone bananas.”

That was 10  years ago. .Eight years ago Scott Hamilton
opened his own phétogtraphic' studio and 1ab in the garage
behind his house. "At first I did some advertising. For
instance, I sent out coples of my photos as postcards, with
a short written message. But mostly I got jobs by taking
ny pictuge pactfolio to agencies and publishing companies.”
® When Scott started his business, he did all the photo
shootings and lab work (developing and printing) himself.

The decision to hire an assistant to do the lab work was a
major turning point in his business. Now his assistant
develops and prints the film and worries about delivery
schedules. .

Many photographers open their own'storefponts, but Scott™
was never tempted. "I love working at home, and I think my
customers like it #oo. They can relax in the backyard,
wander around, ®nd do pretty much what they want. And
besides, therepg no extra rent, sO my overhead is lower.

-

"1 usually charge the marRet price for my work. You
shouldn't undercharge, begduse|that works against your
reputation. But my prices™Wil] have-to go up this year due
to inflation and”because the dost of film has gone up 25%

to 75%. My expenses are higher, and 1'll be passing this
on t0 my customers. And I'm always upgrading my equipment. '
Photography is a very expensive business to get into. 1It's
also a service. It"s great work if you like working with

- people.” A\ .

B ‘ ‘ ’ te

/
K
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Keeping Your Business Successful

+ o

Every business owner wants to be financially succe%sfgl. This is
. obvious. But how to be successful is not always obvious. In this umit
you will learn how to judge whether your business is suctessful. If no
one has called or visited you for two weeks, you know you're not doing
very well. 1If this i’s the case, you may want to try to change your busi-
ness practices to increase sales and show more profit.

5 -

Keeping Track ¢f Profits )

Profit -is the reward for your hard work. When you add up ali your
income and expenses over the whole year, you will come up with a profit/
loss (P/L) statement. A P/L statement will tell you your income and
exPenses, and how much profit you have made over the year.

A P/L statement includes égis basic information:

' e how much people paid you in caih and credit sales (revenues); and

' e _how much you paid out for goods sold to .the customer and =

operating expenses. .
- ‘ }

What Is Nét Profit?

L] v - 4

) It would be great if you could call all 'the money you made during the
year profit. But thi%{ES'not so. Net profit is the money left over after
'you've paid all you} cos;é and expenses from what you took in. To find

- out how much. profit your business made, you have to do some simple ﬁa%h.

P Net profit.= revenues - (cost of goods sold + expenses), Or .

"income - bills"

\ o T
. 15 ;
80




-

Figuring Out Your Profit and Expense Ratios

Let's assume you've made a_lot of money during the year. Once you know
your net profit, there are a few more math problems to do before yop know
how successful your business really is. You will want to know what \percent

of your business ended up as profit, and what percent went to expens

. . Net Profi . Expenses :
Profit Ratio = Net Profit Expense Ratio = =Xpenses
Reyenues ) Revenues

To get the information you need to compute profit and expense ratios,
» .
you should first complete a P/L starehent. This is what a P/L statement
looks like. Scott estimates that ‘over two years his photography studio

made and paid. out the following amounts of momey.

3

. TWO-YEAR PROFIT/LOSS STATEMENT.
Revenues o . - $90,000 ' v $100,000 3
Cost of Goods Sold 45,000 ,_50,000
Gross Profit i $45,000 $ 50,000
- \ o
enses ' : : ,
" Salaries . $ 12,000, $ 14,000
" Building Expenses 2,000 N 2,500
Supplies o 4,000 4,5004
Advertising 2,000 - y .2,500
Other ' 10,000 . . $10,500
TOTAL $ 30,000 $ 34,0000
Net Profit : $ 15,000 $ 16,000
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/ Here are some of the equations for figuring odt Scott's profit and - ‘

expense ratios for Years l and 2: .

.

, Year 1 . Year 2
’ . . _ Net Profit _ ‘15,000 _ ... 16,000 _ .,
Profit Ratio = — 0 ves 90,000 ~ 1743 160.000  L0% )
) . _ Expenses _- 30,000 _ ..o, 34,000 _ .,
Expense Ratio = gouc ves 30,000 . 3% 100,000 ~ 4%

Fs
As you can see, Scatt had more income and profits in Year 2 than in

Year 1. However, the ﬁ}ofit ratio in Year 2 went down a little. If he

had héd the same profit fatio as he did in Year i, his profits would have

been even better. What happened? Scott's expenses went up faster than
. his fevenues in Year 2. In fact, in Year 2 every one of Scott's expenses
increased. When the inflation rate of the economy is high, this is gen-

erally the case.

+ Profit and expense ratios vary‘bith the type of business you have.
Comparihg these ratios from year tg year in " your -own business, however,

dr with businesses of the same size and type will help you see how suc- ‘

cessful you are. - — .

?

How to Raise Your Profits

_There are four yvays you can make your profits Eigher:

e increase your number of customers and sales;

. . T
® raise your prices; )
. reduce your expense&l; or
e ,” expand your services. o N
. . Each one of these takes a lot of thHinking and ofEen means taking some
: risks.
s,

:
. 2
Your profits-may be low for any one of a number of reasons. You mQ§Ez/

S

" find out why your sales are down before you cap decide what to do.
. -~ + '

<
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‘ ’ Increasing youy number ‘of customers probabfy means more selling and
more-advertising. This is an example of spending more monéy in order R
.make more money. Take a look at how your customers learned about your

- service so you can put more energy and money in those areas of adver-—

tising that were most successful for you. .

. { It would. seem that raising prices would be the quickest and easiest
way to raise your profits. But it's not always that easy. If you sud-

. denly become more expensive than your competitors, you will find your

“

customers dropping off.

“Reducing your expenses 1is another way of increasing profits. To do
- this, you will have to look at each and every expense——particulariy the
big ones——a:h figure out where you can 'cut corners' without lowering the
quality of your service. When you start thinking about,ways €0 lower
your expenses, here are some questions you can ask. °
1. If you are planning teghire new workers, can you hire them for less
‘ money without hurting the kind of quality service you are g1v1ng"
Or, can your business do w1thout those add1t10na1 employees7 Can *
you keep raises of your present workers down? (All of these are
quite difficult to do if you want good employees.)

2. qu much are ybu.éaying for supplies and e&uipment? Do you rent
your equipment or do you own it? In the long run, would it be-
cheaper to own or rent your equipment?

' 3. “Do you really need a big office or work space? Could you get by
with,a‘-—?ller space at a different locatlon that would be less
expensive to rent? Can you maintain your busingss as a home—based
service? ' ) g

4. Are your advertising methods cost effective? Are these efforts

.

bringing in customers7

5. 1Is there any way you can cut down on gas/transportatlon, travel,

ts? )
and delivery costs -

»*
6. If you hire an accountant or lawyer to assist you, is* there any
way you can do some of the bookkeeplng and legal work yourself?

' 7.. Are you wasting electricity or water? -

s
3
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ﬁxpanding Your Services . .

)
-

s

Many service' businesses find ghat the best way to increase their
profits is to offer new services. Find out what else your customers

-want, and then figure outgghat you can do.

In some businesses, like photography, one way of ekpanding your busi-

ness is to specialize (cut down on the range of jobs you agree to take

on). This way you can-develop efficient ways of working and develop a

r
.

unique reputation for a special kind of service.

Other businesses may decide not to specialize but just try to take op .
more jobs. Adding more convenient services for customers (like free
pickup and delivery) is another way of expanding your business and giving

\ .

the type of service that brings in customers.

.

Summary

You can calculate your business's profits and compare them year to
year by recording your income énd expenses on a profit/loss statement.

To increase profits you can try to increase your sales, raise prices, or
° §

reduce your operating expenses. . e
) . » >

Today, more thap ever, price-conscious customers are buying‘EaEefully
and holding back o épéhding_until they find the right service, provided
_by the right pefson; at @B right price. But an efficient and imagina-

> © tive servicé business o hq,is in topch with customers' needs and

gﬁstes can be successful. miintaining a distinctive image and a repu-
tation for quality service, a service business.owner can usually attract

customers who need someoneé to do that "something special" 'for them.
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Learning Activities

-

n ' »
Individual Activities -

2
»

1. Define the terms net” profit, profit ratio, and expense ritio. What

these figures mean in terms of the success of your business? - .

increase your sales? .

=N . - L

3. What are the advantages and disadvantages of lowering your prices to

increase your sales? ‘

‘ 4: Heré is a P/L statement from a home-based answering service (with no

workers except the owner). No goods are sold in this business, so fo

. "cost of goods sold" is listed. Compute the total expenses (in d&i-
lars)a'net’grofit (in~dollarsi, the profit ratio (in percent), and

the expense ratio (in percent). The sum of the profit ratio and the

expense ‘ratio should be equal to 100%.

L]
PROFIT/LOSS STATEMENT ‘
19%X
, Aol
. Revenues $ $ %
- N - Cash Sales $15,600 . . 4
Credit "Sales’ ' 10,400
TOTAL . * $26,000 °* 100% | .
Expenses v : . ‘
Equipment Rental 3,200
s . “
‘Supplies 1,000 . .
Advertising ‘< . 2,000 ;- .
= . Other 6,000 ‘ .
. TOTAL a
‘ " Net Profit
. - s




"~~~ Group Activity

P

¢
.

5.. Name two ways to reduce expenses--or keep them from growling too

7

rapidly.

12

Discussion Questions

b ]

) ° ’
1. Many service business owners don't fzj;/;o-"go big."” They don't want
to take on more customers; they don' ant to hire more people. Can
. )

you give some some reasons for this?
¥

Y

2. List as many reasons as you can J‘& sales and profit in a service

business might decline.

|

As a class, write down'a 1list of at least 30 different‘act;vitiés
that you would have to do if you weré an owner of a service business.

Here are some examples to get you started.

e Call the telephone company to get hooked up

¢ Check out several plaées for the best 'location

4

° Interview people to hire

-
~ -«

¢ Order paper and sug?lies
After you have your list, see how you feel about doing them. Give your=
self 3 points if you would enJoy doing that activity, 2 points if you
“wouldn't mind doing 1t, 1 point if you would do itj but wouldn't like it,-
and 0 if you wouldn't do it, no matter what !

¢
14 ’ B . .

% 4 . . .
There are no “correct” answers. And the person with the most points

doesn't "win. It is an exercise for you to see if owning and opefating

a service business might be "for you.
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SUMMARY ) \

This module has been about owning a service business.
People with training in vdrious types of services can start
businesses to provide Jﬁese gservices to businesses or to
private-individuals. . ® .

To start a small business, you need to do lots of plan-
ning. First you have to be sure that owhing a small business
is right qu you. Then you have to decide what kind of ser-
vice to offer, how to compete, and what legal requirements to
meet .

To pick a good 1ocation, you have to find out if yeur ::7
target customers would cqme to you. Then you have to get
money to start. This means showing’a banker that your 1idea,
is a good oge-

Being in charge means hiriﬂg good qsiﬁers and training * T
them to do a good job. You should keep track of inventory so
you can buy quality g%odgcpp in the right quantity at the ,
best price. ,

. Vo :

Setting prices means figuring out the lowest price you
can charge and also the highest price. To do this you need -
tnformation on your expenses and on your competition s prices.

Advertising and selling are the w;;s you get cistomets.
Ygur business can sponsor éivic activities, such as a local
charity, to promote your business image. These are all
important ways to help your businessrsucceed;
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in considering whether you should start your own service

s

i

® -

\ You should keep good‘financia(l records so you will know ‘

_how the business is doing. ~Then you can decide if you can

expand your business or if you need to cut 1t back.

i 1
- In order to own and operate a successful service busi-

ness, you need training in the service you are offering, work -
experience, and the special business management skills we

have covered in 4his moddle- If you have nof had vocational

)

courses in the service yéu are interested in, you should take

V

some before deciding to oWn a business of this typee. You can

learn business management skills through business classes,

experience, or by using the advice ‘ahd example of an expert.

'

. -
You may nof make a lot of money by owning a service

e

business. However, you will have the personal satisfaction

of belng responsible for your, business and making your own

decisions. Think about how important these things are to you

- ?

business.

Al
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1. Which statement is most true? . .
a. Service businesses usually take a lot of money to .
start. ' ) ‘
b. Service businesses focus on selling‘ pfoducts to
customers. '. ‘ j ’ '
¢. Service businesses are often small, independently
owned businesses that are rum out of tﬁg home «
- d. Service businesses are so speclalized that there 1s
\ ‘. usuaf_ly little or no competition. !
> - .
2. Which of the following is probably the most imgor_:tafnt for
being successful in a service business? '
. a. . Having a good-looking office
. be Charging the 'lowest prices in town
) . c." Providing a service that 1s totally unique ° .
' d. Givipg quality service and persodal attention - /
/ 3. Which-one of the 'foliowing' statements 1s false?
aw ‘Zoning restrictions exist to protect the community and
' your neighbors. )
b. If you open an office, you may be required to get a .
4 use of occupancy certificates ' - | s e
c. Since -service busit}ess;es are small, no business
licenses are 'needed. . ‘
‘ # . .
& When you choose a lpcation for your service busidess, you X
. should' cons'icl:ler' first of all )
] . a. whére your cuatomers live. > h
i b. where the deluxe offices can be found. . B
‘ c., _where your supplies are located.
] 8 84 "




5.

6.

7.

4
8:

9.

v

The best location for a service business

a. 1s one cbat is highly visible from the street.r

be will 1nc1ude office space as well as additiomal work
space. \

¢c. depends on the type of service business you open.
Which of the followling would be a good place for a service
business? l ‘
a. A small farm town

b. An industrial park

‘c. An urban park i

~

1

d. “Anywhere your services arg needed

. N /
Which of the following do you need to include .in t;g /

business plan you write to start your business? L i
a. *How much money you made last year ,

b. What your last job’'was
c. How you will advertise - '

+ &
- '

K- 3
. A\ V4
Which of the follgwing would you'need’'to include in your
. statement off{financial need?’ J
a. How mucl you made on your last job- ’ ’ .

b. - How much money you can invest in yoyr business '

c. How much your parents make ‘ . -
Which information would you need to include on a job
desctiption? . . L

a. Salary@benefits, and hours

be. Personélity type, age, and sex of the pérson wanted

c. Directioms to the oﬁfice. .o \

q
~
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10. The following people applied for a job'ip your grocery
. . N .
. ___ . ghopping and delivery service. On the basis of these -

notes, which persou is the least desirable as an employee?

a. Thelma Hutton--three ‘years' experience insales, ) "
attractive apﬁearance and good listener, but his;ory ) ‘
of illness ] 1 -
b. David Mower——one year's cleric;1 experience, éood
s first impression, but a little nervousg )
c. Clarence Minor——previous egxperience as.g shipping ‘ T
.clerk, messy appearance, lb;t his driver's license for
a year \
d. Susan Barkov-—recent-high school éraduate, no work

experieepé, but outgoing and lively, is willing to,

, f:arn \ "
’ ) - o ' ‘ i
s 11." List three types of information needed on a purchase order
K form: v .
a. C ’ . ‘ .
b. ) ’ N o . -
. : /
( c. ¥
*
) - - -« . i
) 12.5 List three factors you should consider when setting prices
for your sérvice business. . .. C
as > - ;. o )
' . b. . . ) * ) s
' 'Y
€ - @ g | A |
. (o | L.
13. Which of the following would be counted as one, of your T
> expenses?' oo e '
- C ' —
. . a. The bills that customers haven tpaid .
) b." The ‘cost of, your office'supblies ’ ' a . °
* , c. A much-needed vacation for you ' ) . * ' .
N ' . I s . ¢ s . *
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13 a' .
. N . ,
4 i ' L !
. 14. List four ways of advertising your service business.
a ’ i .
b. . . »
. ¢ . , » .
~ . c L/ .
\ d .
. I
s o ' b
15, The most important part of a printed ad, is’
a. the name and address of the business. :
» . 1
the illustration.
)‘ . the prices,. ’
' d. the reason this service is better than its competition.
h* '
- : P . 14
16. When billing*a customer, it is a good idea to
? a. write down only the total amount’duwe.

b. write down a complete list of all the different

chaxges. . V/ ’ -

c. give the customer his or her bill by phone.
- \

. & =~ s
17. Which of the following information does.a daily cash sheet

« include? as T
. a. Cé;h sales and payménts . .' ’
b. Cash sales, Qaymeﬁts, and’profits ) :. ’
) ¢ c. Ca§h.sa1eé, payments, and debts ¢
d. .Cash sales, paymént, prof{ts; and depts.'

¢ e . g )
18. A service business has yearly ’sales of $150,000 and total

+  expenses ;f $120,000. (No goods are sold.) Compute the

T following: - :
o . ] ) a. Net’profit =§. ~ ¥
) , | 3 '
s b. - Profat ratio = Z s s
. - LT, - . h
' T c. Expense ratio'= Z .
. \ ' N L #
s . 4 I3 "‘ .
: LY . .
]
- L] ree
f 4 \ l ~ ' - 8 (. ) <
- . ~
d " - I RS . e *
. ° - o, . )
', P . . ®
. . "‘ -t Py . <
, ‘wr:-s" . .:’_.‘ Co et
. LI N DA . )
* . . . VRS . . B o
. ) . , L , .f. - 92 > ; ' R . )
(&) . LTy e . e

N,C : L . ' ! ) ' !
- LN . . - .
| S o . .
. . - .. ;
s N S
. ;
.

.



‘ : 19. Which statement is false?’ *

- .

a. Raising your revenues is one way to increase your- - - B
o

profits. .

b. Raising your’prices is one way .o increase your

- + profits. o . .
- R .
<
~ _c. Raising your expenses is one way to increase your 4
o - 4+
* profits. . , . Cl
. . .
. s y . ‘
t 20. List two things you can do in a service business to ,
increase revenues. .
l“ . - -
a. ) - ¢
. 0]
b. \
1 ‘
- r .
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Resource Guidegmp Existing Entrepreneurship Materials

- . P
- . \ ' .
o , PROJECT PRODUCTS ‘
L J : o N .
7T — f&—ﬁ——Entrepreneursh&%‘«raini.ng Components \
A d
Vocational Discipline , Module Number and Title !
N > R . %
. ~
General Module 1 =~ Getting Down to Business: What's It All About? .
'- -
Agriculture Module 2- - Farm Equipment Repair b
= Module 3 - Tree Service P /
Module 4 - Garden €enter
. Module 5 ~- Fertilizer and Pesticide Service .
~ o M ¢
o Module? 6 - Dairy Farming - . ’
. B .
Marketing and Module 7 - Apparel Store A
Diseribution Module 8 - Specialty Food Store ) )
-
' Module 9 - Travel Agency ’
e
‘ . Module 10 - Bicycle Store - . N
@ Module 11 - Flower and Plant Store *
“ , . .. Hodule. 12 - Business and Perscnal Service .
- . Module 13 - Innkeeping .
Health Module 14 - Nursing Service . : ~
Module 15 - Wheglchair Transporc'acion Service .
R e N L “
o " Module 16 - Health Spa . » 6
Business and Module 17 - Answering Service -
Office * Module 18 - Secretarial Service
Module 19 - Bookkeeping Service :
. . Module 20 - Séf.cware Design Company '
k Module 21 - Word Processing Service
‘; OCCupacionaal 'Hoc‘iule 22:=- Restaurant Business pS ‘
Economics ' &« . ) . .
Home . o Module.23 - Day Care Center . ;
Module 24 - Housecleaning Servicey i + . -~ '
. Module 25 - Sewing SOvicé .
N . Module 26 - Home Attenlant Service . S
i . ‘
Technical Module 27 - Guard Service °* " . -
Module 28 -~ Pest Control Service bl
. - . L
., Module 29 - Energy Specialist Serwice 5
. L4 .
. . ]
; Trades and Module 30 - Hair Styling Shop ® .
Indusery Module 31 - Auto Repair Shop
. : ModuleN32 - Welding Business
. N <
’ Module 33 - Codfetruction Electrician Business :
. " Module 34 - Carpentry Business ¢ N . : ¢
. ¥pdule 35 - Pluzmbing Business . " .t
v, Module 36 - Afr Conditloning and Hedting Service . . .
. . . 14
—— ©o . ’ .
S Related Regources i ’
. o

HBandbook on Utilization of the Entrepreneurship Training (Eanponencs

O
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