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OVERVIEW
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The purpose of these Getting Down to Business modules is to provide ¢

high school students in vocational ¢lasses with an iqtroductioﬁ to the

career option of small business ownership and to the wanagenent skills
.necessary fqr successful operation of a small business. Developed under
cantract to the Office of Vocational and Adulgk Edhcatipn,ﬂU.S.‘Deparﬁment

of Education, the materials are designed to acquaint a variety of voca-

tional students with entrepreneurship opportunities and to help reduce the

high failure rate of small businesses. ’ -

~

. As the students becbmeeﬁamiliar with the rewards and demands of small
_ business ownership, they will be able to make more informed decisdions
regarding their own interest in this career possibility. It is hoped
that, as a result of using these materials, some students will enter small
rbusiness ownership more prepared for 'its challenges. Others will decide
that entreﬁrquurship is not well suited to their abilities and interests,
and they will pursue other career paths. Both decisions are valid.. The

~ materials will encourage students.to choose what is best for them.

. Thesé Getting Down to Business modules are designed to be inserted
into ongoing high school.vocational programs in the seven vocational dis-
ciplines——Agriculture, Distributive Education, Occupational Home Econom~
ics, Business and Office, Trades and Industry, Techmical, and Health.
They will serve as a brief supplement to the technical instruction of
vocational courses, which prepare students well for being competent
employees but which generally do not equip them with ski}ls related to
sfiall business ownership. The modules'apg self-contained and require a
minimum of outside training and preparation en the part of instructors.

“ Needed outside resources include only those types of materials available
to_all students, “such as' telephone directories, newspapers, and city maps. .
No special texts or referemce materials are required. .JFor further optional
 reading by instructors, a¢ditional references .are listed at the-end of the
Teacher Guide. An annotated Resouyrce Guide describing especially valuable )
Eﬁtrepreneufship-related-matérials is also available. ’

t

- The purpose.of this module is to give students some idea of ‘what it is
like to own and operate a servi%e business. Students will have an oppor~
.tunity to learn about the kinds of activities and decisions a service owner
“{s involved in every day. While the module is not a complete "how-to”
mapual,'the individual lessons provideé your class with the Fhance to prac—

" tice many of these activities and decisions. .

Today, ' owners\of small businesses face-hapy‘problemg-—some minor, some
ot so:easily taken care of. ’ These problems are reflections of the changes |
our society is going throtgh. While this fiodule cannot address itself to
‘all of them, the discugsion questions at the end of each unit are designed
to give’stddgn;s an opportunity to explore pbssiblg solutionss

-
o ~

.




-~ You may want to presen; this module after comp}eting Module 1, Getting
Down tofhusiness° What's It all About? Module 1 is a 16=hour program - '*
_covering a more in-depth approach’'to owning any small business. The terms
introduced in Yodule I are used in this moltule with a restatement of their
definitions. Also, the -forms uged are the same, with some minor, changes
to fit service businesses specifically. Module 1 provides an introduction
to owning a small business in addition to some skills and ac;ivities that,
due to their general .nature, are mnqot covered in this module. .

N Conten? Organization
. , e
: Each unit of.the module contains the following:

1. Bbivider Page--a 1ist of what the student should be able to do at
the end'of that unit.

.’ ’ | ’_
2. Case Study--an account of a business: owner in the field.

3. Téxt--three to four pages outlining business management principles
introduced in the case study but/ focused more on the sstudent.

-

4. Learning Activities--three separate'sections, including: p

a. Individual Activities--finding information given in the text
or applying information in the text td new ‘situations.

.

b. Distussion- Questions--cohsidering broad issues introduced in
. the text; several different points of view may be justifiable.

c. Group ACtiviti-%taking part in a more creative and\action- .

N oriented activity; some activities may focus on values -
clarification. ) . SN
.o " 6enera1 Notes on Use of the Module ’ ’ .

Instructional Each unit’™= 1 class period; total class periods = 9
Time: Introduction, quiz, summary \ =1
’ Total instructional,time = 10 class periods

~

.

The case\study and text are central to the program s content and are
based on the instructional objectives appearing inathe last section of
this Guide« Learning activitiés are also linked to these objectives. You
will probably not have time, however, to introduce all the learning activi-
ties in egbh unit. Instead, you will want to select those that appear
most related to course objectives, are most interesting to and appropriate
for youf udents, and aré best suited to your particular classroom set-
ting. in learning activities may require extra claséroom time and
may be usedqhs supplementary activities if desired.

‘s
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‘ _ Before presenting the module to the class, you should review both the
Student and Teacher Guides and formulate your own personal instructional

approach. ending on the nature of your classroom setting and the
’ shts' abilities, you may want to present the case study and text by
iﬁbtr&ctional_mean3~that do not rely oh students' reading--for example,

through a lecture/question-answer format # Case studies and certain learn— <
, " ing activities may be presented as skits or fj}e:playing situationss.

s No parficular section of the module_ié designaggd as homework, but ydu'
may wish to assign certain portions of the module to be completed out of
class. You may want students to read the case study and text in prepara-

“tion for discussion in the next chass period, or you may want them to

A review the material at home after the class-discussion. You may also .

prefer that students read the material in class. Similafly; individuall
activities may be completed in class or for homework. Discussiqn-questions
and group activities are specially intended for classroom use, 'although

some outside preparatfon by students may also be needed - (for example, in N

the case of visiting a small business and interviewing thg‘owﬁer).

Methods that' enhance student-interest in the material and that empha-
size student participation should be used as much as possible. Do not
seek to'cover material- exhaustively, but view the course as a brief intro- -
duction entrepreneurship skills. Assume that students will obtain more

.job training and business experience hefore laiunching an entrepreneurial

career.
' : The quiz may be used as é'foma} evaluation of student learning or as
) a self-assessment tool for.'student’s. Answerg to learning activities and
the quiz are provided in a later section of this guide.: r
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SUGGESTED STEPS FOR MODULE USE

C, , -
- 2
P

Introduction (10-15 minutes) . R Y ‘

I. In introducing this module you will probably want tao find-out what:

stwdents already know about the variety~aﬁd types of service busi-
nesses people have started. ) ~ -
@ Ask about the types of service businessés students kpow about.
\ s . ) roe \ LR N
o Ask if ‘they know about any small, independent service owners.
e Ask them what they think the advantages of oWning their own
"service business might be.’ ’ ' . .

A 4 I3

X Ask them what disadvantages thei,sger”

—

II. Discuss small businesses briefly. Over 90% of all businesses in
‘the United $tates are small businesses. In this module we will be
dealing with very small businesses, meaning a self-employed owner
working alone or with one to four employees. Often small busi—
nesses are owned and run by mémbers of a family.

Y d

III. °Discuss the purposes of the module: .

0 -

. “ o * ' ' ‘
N To increase students' awarehess of small business ownership as
. . © . '

.a career option. .
. To acquaint students with the skills and personal qualities
service business owners need to succeed.

]
-

. . [
“x e - To acquaint students with the kind of work small business
owners do in addition to using their vocational skills.
’ e To expose students to the advantages and disadvantages of
o " small business ownership. . . .
. \ 4 ’ . " . '

IV, Emphasime that even if students think they rack manaéement apti—
tudes, some .abilities can be developed. If students “turn on" to
the idea of small business ownership, they can work at 'acquiring
abilities they don t have. - . .

¢
n, ~

Also, students who work through this module will have gained valuable
insights into how and why busind®ss decisions are made. "Even if they later
,choose careers as employees, they will be better equipped to help the
business succeed because of their understanding.

»
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Unit 1 - Pfanning a Business and Personal Service (1 class period) ’

.
Pl i

I. Vocabulary: decorating ‘° potential occdpancy
. ' independent  distinctive ° fictiticus
- o limousine- - reliable : .
) Qytoring 1nspe€fipn ’ :

.

. v

Case Study: The services and tustomers of(the %urpie Thumb Plant
*  Service are described. The owners describe how they
got into-this business and‘howftheir business has
’ grown and changed.

~
Text: Whatr Is a Service Business? .
. . Who Are Your Customers? .. . «
Is There Room for Youy -
How to Compete Well, or Seryice Is the Name of the Gage
Getting People to Come Batk to You' -

Starting Your Service and the Law oo .

Points to Consider: :

» .

v~  e» You may want to tell students that anyone can open a’'service
business—-if they haye the mougy and time--but they. may not -
like it. They must have certain personal qualities in order

to ‘compete successfully inm this business.
’

e - -Different states have different. 11cenéing’and legal require-~
" ments for opening and running a service business. There may
-also be local (county and city) laws to consfdeq. You may
& “want to get’/this information from your state and local licens—
' "ing agencies and make a detailed 1ist of these requirements
for your students. . : )

v

x° >

II. Responses to Individual Activities ’ ' .
N — - S .

1.* Student responsegwill vary, depending on their familiarity
with the business community and the types of services and
businesses the; bavé'encountered. Service businesses .fulfill

N real needs by providing specific services people need but lack
. . the time, know}edge, or .interest to do,them§elvgs.

2, thege are no right or wrong aaswers to this question, although
some skills and personal qualities are probably irrelevant.
This activity is an opportunity for students to evaluate their
own interests and styles. Responses will reflect the business

. interests of the students. / -l :

3. Student responses will vary, dependirdg on the type(s) of ser-

vice businesses that interest them. .

¥ . LY

N B 10 . .
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" III.

Responses to Discussion Questions

Y

1.

' . *

LIV,

‘For one reason, people are beconing very specialized in their

Group Activity L

: . . ®
For a home-based service business, your operating costs and ' .
expenses may be 1ess, so‘you may be able to charge less .for, .
your work and get a "competitive edge" over your competitionm.
.¥You will also be able to give your customers the Hsfsonalized
attention and service they. appreciate, which will make_them
want to make use of ybur services again.

i —
Service businesses are increasing rapidly for many reasons.

abilities apd interests. This means that they need to-hire
others to help them in areas of their non-expertise. Also,
with the rise,of working couples and single parents, many
people are seeking help.with child care, tdusework, and food
preparation. Finally, many people today have discretionary
income that they can spend on themSelves. .This means that
they’ are willing to pay for certain services that they prefer
not to do themselves (e. 84 pet grooming or gardeming) or that -
make their life a little more enjoyable or luxurious (e.gs,

home decoration and beauty consultant services).

. " -

concerns,

) ‘ .
tﬁfzgiroddce students to tBe

experiences, and ‘types of planning strategies that go

The purpose'of this activity is

- into setting up a service business.

N

the guest speaker arrives.\ You may wish to divide thq class into
! "small discussion groups for this activity.

- , .
— ’ *

Students should prepare their questions during class hefore

When students have v -

completed their lists of questions, have students shafe their
9 : .1lists and compile one list of questions. .

\.'

Unit 2 - Choosiné a Location (1 class period)

P
. K

[}

’ . \'

Bl

I. Vocabulary: gradually Metective deductions |
"o faulty thriving frustrated_ ) -
o merchandise assistahce transportation '
h recreatjounal Chamber of . convenient
' . facilities Commerce\\ ’ . .

Y

7

.l »”
Text:

‘Case Study:

4 s
' Emma Fried owns and operatas ,a service business busi-'
ness called The Surrogate Wife. Housewifing is
important and essential work. Emma enjoys doing 1t, , X
\73‘? apd getting paid for it. . v -

P S

You Come First
Next, Comes the City ..l
Finding the Right Spot within That City ) o ’ g r
- . ‘ )
hS - r
e ' T H =~ ‘
L % li . .
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Responses to Individual Activities . . ' P . -
. 1. -Checking whe want ads is one way of fihding out if there is a °~ Cos
N need for your services-in the community. - ﬁ\\

.

v

IV._.Group Activity

T

”Additional Points to Consfd@p' - e

1. You may want to discuss other general factors-in selecting a ™
location: the commdnity, make-up of the population by age ks
groups, labor conditions, and. nature and prosperity. of indus-

X ries. _— . N .

2. Some of the-points to emphasize in discussing a store locag%pn
are zoning restrictions,- rents; insurance rates, Qnd——if y ’
rent a store or office-—the appearance of existing buildings,
position of location within the block, etc.

b

3. This unit describes a Very-simple markKet analysis approach to
) use in opeaing ‘a -seryice business; There are many ways'of
conducting market research amd analysis, and there are profes—
_ gional businesses .available to perform thege tasks. It may be
_ helpful to -leadva,class discussion on the(types of information
Ithat a market analysis Can provide and how this ian&mation
.can affect business decisions., -

& S

N [

2. The type of service business will often determine location
choices. Students may also mention a particular city, refa-
tives, available recreational facilities, transportation,
visibility of 1ocation, -and~so on. ' -

4 -
A

3. Students may identify any of the following sburces of infor—-
mation:
want ads* —
temporary employment agencips
. advice from neighbors asd other businesses - . ¢
‘ Chamber of Commerce information

Lo 2 - _\
\ .

\ v M -
III.\,Responses:to Dibcussion Quesfio;L . . ik
~~

¥ <

1. étudent responses to this questipn will vary, dependihg on the

characteristics and location of your school ‘and community..
. .

]

2. Student answers will reflect the information.they gathered ]
and conclusions they reached in response to the preceding
v question. AnY‘reasonable response is atceptable.
3. Responses will vary, depending:on the personal qualities and
interésts of*the individual student.
s * -

» A
3 3

. Y

As described in the Student Guide, theré are no right or wrong
answers to this activity.’ Students should be encouraged to think

4
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critically about the teﬁ.faetors listed and to consider seriouslx -
how important these factors are to them. . . '
Expect student responseé to vary. Discuss why sftudents came up
with different ratings and priorities. Have st&ients present

* their reasons for their ratings. .

-

Unit 3 - Gett¥ng Money to Start (1 class period)

I. Vocabulary: overhead * agency
. investments management

initial inventory installation

Case Study: “Mouthptece" is the name of a business that wiL&J{;ke
' care of all your complaints for you. In this unit
the initial investment and costs for operating Mouth-
plece are déscribed. ’
Text: The Business Plan
‘ Starting Expenses

‘XHditional Points to Cover: -

1. A personal résqgﬁ/will have to accompany the business plan and
the statement of financial need. You mgy want to bring in
examples of a resume and discuss how to write a good one.

Many small businesses fail because they are "under capital-
ized."” You may want to discuss the importance of having
sufficient reserve capital to cover operating expenses for two
years——until the business begins to show a profit (it usually
takes this tong). .

W N ¥

. Lending agencies are generally very conservative in their
investments. As a rule of thumb, they prefer the loan appli-
cant to contribute at least 50%Z of the capital needed to start
the buqineés, andlthéy will provide a loan for the remainder.
If a loan applicgnt is turned down by one bank, he or she
should mgke'an‘appchationgtofansegond bank, - wh

tration 18 another source of money for the pfospective snyall
business owner.

Responses to Individual Activities

Responses will vary with the student. Expen
nesses are ohes that require a nice office, heavy equipment,
etc,

Total starting expenses tells the bank how much you'll have to
spend to “open the doors" of your service; total money on hand
telis the bank how much you petﬁéﬁally can put into the busi-




‘w

- . ness total loan money needed tells ﬁow much you.want to .
: ; bor from the Bank. M . . .
a °® > - \
III., Responses to Discussion Questidns~' . . - )

4

. %.‘ The lender will want to know about how you plan to attract Lot
) ., .your customers-—your promotion and advertising campaign—-and .
- wﬂy,you think this kind of aervice business would- be a good ¢

»

investment risk.— i . Y] <’

L]

* I3
-

The 1endef will also want to know whether you are a gaod .
t 1nvestmene risk. Are'you responsible and reliable, and do you
-whave the*types of experience that would make you able ‘to oper-
ate a’successful business? « s ’

..'\ 4 ‘ , ‘ -7‘\

2. A business plan will help you plan catrefully fdr your busi- .
ness, anticipate your needs and the business risks, and plan ‘ «
- your strategy for success. It will help &Pu idenify business
strengths and weaknesses. d v

5 - ve T . .« 5 e

,

iV. Group Activity ‘ w ‘

¢ - ¢ M . o
LT Student responses will vary. Encourage stddents to be as | e
precise-and as detailed as possible in formulating their plans. ' . &
Make sure all the main points listed in the Student Guide are .
addressed.® Any reasonable and well stated response is, acceptable. »

. . ,.' - / v " ‘ R
Unit.4 - Beirg in Charge (1 class period) ~ . ” o )
\I:s Vocabulary: expanding discipline well—qualified .
N management - social security reliable )
: organizatipn supervise personal references . .
: . establish ] * pompetitive impressions
criticism ' benefits | communication
. . ! appreciation .

: 4 - . -

_ Case Study: Alice needed to hire an employee to assist her in the. b ‘
. :5;:;: _ production line of her To—Go Sandwich catering ser— E

" nicess -She advertises for the job and interviewed a

: number'of applicAnts before she found James.

4 .
i o ‘Text: W%en You Start to*Drown in Your WOrk ‘ \ ~
Going It Alone = : .,

_Hiring People to Work for You
1 Hiring the.Right People
_Training the New People >
And Then the*Ogre in You Comes Out. . .

f , Communication Is the Key _ . : . l\\\\\




Additional Points to Consider: ‘ _ K

] 1.

b4e

ou may want to talk to your students about classified ads,.
public and private employment agencies, and bulletin boards—-—
how to use them and how they can help you.find the right

.people. .

N . . -
. ¢ ~

There. are many other "aspeéts of the employer/employee rela-
tionship that you may want to cover--e.g., dealing with
employees asking for railses or for time off, You may want <o
role play thesebsituations- ~

.. P

You may’ want to- discuss the importance of good commﬁhications
and generate a list of ways good’ communicatians‘can be estab-
lished and maintained: . :

.

A pexsonal interview 15 an important part of hiring the right
person fotr a- job. There are.some qualities that might show up
im an interview and not on an application form. You may want
to lead a discussion or role play a situation on good inter—
view techniques. e ' ‘

Responses to Indiviaual Questfons .

X

II.
lﬂ
*" ‘Q
2.
~ 4.7
III.

Ce

-Responses to Discussion Questions

2 : ) . . * -~
False; a good employer should take certain key responsi-
bilities in the business~-such as hiring, advertising, and
long-range planning. Other tasks such as actually- per-
foming the sefvice and bookkeeping can be delegated.

A
.False; teo hire, you will need to know a lot about your
employees, and a good way to get this information is
through job applications.

e

b.

You may ‘look for evidence of reliability, a consistent work
history, evidence of increasi responsibiIity in preGious
jobs, good personal references, and go’'om.. Student responses
will 'vary. Any resonable response is acceptable:

.

! -She could have placed an ad in the local newspaper or with a <:"

private employment agency, or she could have placed a .'Help
Wanted” sign in her'window. Any reasondble response is
acceptable..

’

Responses may includer®

a.- uneasiness with people . - -
b. 1inability to communicate well .
sloppy appearance

-~

1.

'Student respordses will vary.

- d . t

.. f )
* - -

However, students' suggestions

should. indlude a careful evaluation qf the employee's perfor—
mance and a subsequent discussion with the employee’ The

s
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Unit 5 - Keeping Track of Supplies and Schedules (1 class period)

1v.

.

2.

Group Activia

~ lacking.

. formance

4
*

employee might think she has been doing an outstanding job.
In other words, employee/employer communic:&ién has been

-~

Wher: you work alone, you can get your own schedule and "do

your own thing" as long as you get the job done. Since you own
the business and are aware of profits, you'll probably be o
highly motivated to do a good job. When you are an employer,
you mugt turn over some of your responsibility to your émploy-
eess You must also supervise your employees and motivite thenm
to do their best. It is easy to overextend yourself when you
work\aloné. ’On the other hand, there are more responsibili-
ties and paperwork for an employer.

You should think twice about hiring this person. If he is
exceptionally well qualified for your business, and if he;is

only one of number of employees, you may consilder hiring him k/
on a trial pasis. However, you should be looking for employ~ )
ees who arg reliable as .well 8s qualified, because their per-

111 seriously affect the success of your business.

A

. by
g

. The purpose of this activity is to.sensitize students to the

responsibilities of the eleoyer in firing an employee. At the
conclusion of this exercise, have students discuss what they have
_learned from this exercise. Each group should develop a set of
"exit" guidelines for the employex—-types of feedbdck to give when
firing a worker, suggestions’ on how’'to be sensitiye to the

employee's feelings, and so on.

-

-~
~

. L.

Vocabulagz! proportion ° asgoclated
logging magtq‘koa}d
gy stematic prompt
. enthusiastit discount < - ‘
efficient » ) » g
Cage Study: Carol Silverman found that it took.too much time and S -

effort to keep an accurate count of inventory in her
Frame—Up Shop, so she invénted a simple system that
met her needs and was good for her store.

Text: Invenﬁory >

The Source of All Things

Keeping Track of Purchases

Keepiné Tight Reins on Your Inventory
Filling Out a Work Order Form

Who's Going To Do It, and When?

3

11
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~Additiopal Point to Consider.: R ' ‘
Good organization comes from 'experience. . You may want to dis-
cuss with your students how it is possible to let poor organiza-
3 . tion, paperwork, and small details run your life-—leaving the
‘business owner with ne time to run the buiiness. In order to be’
successful, business owners must learn to manage their time and .
responsibilities effectively and efficiently. .

PY -

II. Responses to Individual Activities

- 1. Student responses to this question will vary, depending on
] g their personal interests. ‘Any reasonable list of inventory
. items avppropriate for the identified service business is
" acceptable.

. . ® .
2% The area and location of the school will“affect student
s choices and responses to this question. “\ ’
3. Some serwvices complete customer work order forms because/g;~x;/
: the complicated nature of their work. They need to know what
is to be done, by whom, by what date, under what conditions/ < .
.restrictions/limitations, and so on. Having it all in writing
and "having the customer sign the‘form are ways of guaranteeing »

that both, the business owner and and the customer are in
agreement about the work to be done and the associated costs. l

~

4,

p . >

o 0

-
1

III. Responses to Discussion Questions

» -
Bl

' 1." 411 reasonable responses to-this question are acceptable.

2.  You must consider the volume of business, seasonal demands,
and customer tastes and preferences. You should also consider

\, - whether to buy "in deptht' or diversify the inventory. Most
- seryice businesses that include inventories share similar T e
> cogcerns. ’ . ‘
¥ * 4 j
- . 3. _The advantage of this system is that the owner can keep track

- ) -of what comes in and what goes out of the store on a weekly
, basis. The records will be relatively accurate and timely.
The owner will know which items are fast movers and which

. _ h items are "duds.” However, the counting is time-consuming.
v . . Checking off'on a chart items used every day may be more T
- efficient. As an alternative, tﬁe “eyeball” method could be

used as a method of inventory cgntrol.




'

>

‘. 4. The advantages of filling out work schedules are ‘that you, ’
your employees, and your customers will know who is:respon-
y ' sible for what and when. Anything unexpected can throw off a .

- work schedule-—someone can become sick, a severe storm can
close the town down, an electric outage can occur, etc.

IV. Group Activity ) ' N
The purpose of this activity is.to give students an awareness
of the need to organize work loads. Student estimates of ‘times
required and responses to this question will vary. However, in Lot
- - terms of which of these tasks could be put off for another day,
R studen® responses should reflect a sensitivity to work pfiorities. .
Thé least important task is reading the junk mail, while the
. - most important and immedihte task is dealing with a dissatisfied :
~a customer. Writing out the weekly payroll checks should be. your - 4
. next highest priority.o . ’
The bills are probably not due immedia;ely, so they, tgo, can
be put off for a while. -

Al

. You can reschedule your meeting with your tax congulfant as
well as your consultation about redesigning your Yellow Pages ad,
. i .since there is no immediate deaq}ine for either. ‘ P .

/

.
AN
. . A
. . \
. . , \

Unit 6 - Setting Prices (1 class period)

I. Vocabulary: client calculate
overhead corporations \
warranties . ' :

y _ | e
. Case Study: Christney Ozawa develops a strategy for setting .
price§ for her limoysine service. .

. Text: What People Are Wiliing to Pay . - - ‘ .
» ) . The ,Break~Even Point . ’ _
h . Things That Make Prices Go -Up .
. Things That Maké Prices_Go Down o
- - , I. LT . -
Additional Points to-Consider:

-

s
’ >

1. You probably will want to discuss in more detail the factors
that affect pricing decisions, such as '
inflation rates
S . gas—price increases
wholesale costs (including increased labor costs)
 overhead expenses, etc. .

2. You may want to discuss ways in which owners of small busi-
‘. ’ ' nesses cope until they begin to show a profit. The problems
of under-capitalization may also be discussed in the context
of pricing strategies and decisions.

v
v

- o 13 ¢ _
I3 ' ‘ f.
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. . II. Responses to Individual Activities ' .
. 3 N -
1. The break—even point refers to the point when the income from
sales is sufficient to pay for all costs (operaglng expenses, Q\\
salaries, inventory, etc.) without any surplus that can be called*® .
profit. .o ' Y
2. You may copsider reducing the selling price of your merchandise or
service if:

-

a. your mérchatdise or service is not selling (it may be priced
! o too high); ~-
. b. peoples' tasks have changed or the technology has changed; ‘or
c. You want to attract more customers to your. store. ’

' The basic purpose behind any of these decisions is to increase
- ; - sales in order to maintain or increase your profits.
- A »
v
«J+ Prices can go up for any one of a number of reafons: '

inflation;
increased wholesale prices; or . .
higher operating costs. . ’ . s

-

- Accept any reasonable response. . YF

III. Responses to Discussion Questions. “~ ' . ‘
. = AT N

»

1., All normal opefating expenses reduce profits. These include ‘sal- -

aries, redt, telephone, utilit{gs,'bffice supplies, transportation °
Y costs, advertising, etc. In addition, profits may be reduced as a
result of theft, fire, 'bad checks, etc. )
. .
2. 'In general, Christney was verxtghoroﬁgh in identifying all her -
* bagic costs when pricing her service. Other additipnal but less

important costs way include buying and cleaning uniforms{ "orna-
mental” costs for such items as carnations for buttonholes, etc.-.
. . .
Student responses to the remainder of this question will reflect
their own service business interests and will vary. Accept any
reasomable answer.l . ! %

o+

IV. .Group Activity ‘ o :

The purpose of this activity is to help students understand .
how prices are set ghd how inddvidual businesses differ in. their
pricing policies. Differences in prices noted for the same ser—
vice may result' from differences in: experience and training of
<> the person giving the gervice; type of office occupied; equipment
used; storage image ("deluxe" vs. "economy” focus); etc.

. ’() * . o

»




Unit 7 - Advertising and Selling (1 class period) v
. ' \ N
I. Vocabulary: effectively imagination ~ distinctive
. " access invaluable \  persuasiyve
/ graphic inexpensive é:\'circulaﬂion ,

efficient consistent format
campaign . benefit infqormative
substitute promotion

- -~

Case Study: Marcella and Eduardo developed an advertising cam—
paign for their “Promising Profiles” dating service.
< They decided to cut a few corners ‘ifi*their advertis-
ing methods, only to discover later that they had
seriously limited their profits by their cost-saving
efforts. ' .
\
Text: What Kind? Where?
' : Qualities of a Good Ad

Additional Points to'Consider:

. 1. Thé’Federal Trade Commission (FTC) establishes standards for‘}
advertising. You may want to lead & class discussion on. how
these standards affect advertising techniques and content.

3
2. Word-of-mouth advertising 1s-the most effective form of advert
tising a store or gservice cangfidve. This can be related to '
topics in previous units--specifically, personalized sales and®
service and store image. Remind students that the most effec—
tive form of advertising is .a satisfied customeg. )
, ‘v
3. It is useful to bring fn advertising for students to look at
before they read this unit. Listening to ads on the radio can
also help.

1I. Responses to vIndiiridual Activities

1. A good ad should be informative, gimple, and truthful. It
' ghould be easy for the reader to recognize as‘well as being
visually attractive. Ds&inant Lllustrations and graphic
designs will help get p ple's attention. A ggod ad should s
show potential customers why they should use this service
business, or ™what's in it for them. *
. v
» 2+ Any student respons his activity ig acceptable. Students
should be encouraged to be imaginative and creative in’their o
designs. However; the ad must also include the name and
address of the agency, business hours, telephone number, and
go ons It may be helpful to direct their attention to using
certain themes in designing theif’ads.
M {
3. C; direct mailings can be very expensive, but they can be
_designed to address the lmmediate needs of,the target
customers. ’

. .
N .
.

15 : \
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Unit 8 - Keeping Financial Records (1, class period)

B; one of the first steps 1n opening a business 'is to list it
in the Yellow Pages. L.
L} ’

D; goodwill is the mosé effective form of ad%eréising.

4. The answers to this question will vary with the area, city, =~
and policies of your local telephone company.

Responses’ to Discussion Questions
; )

Group Activity

¥. Student responses to this question will vary. Goodwill’may”Nx
include unusual promotional:events and involvement in com-
munity activities. Some suggestions may incldde: contribu--
‘tions to charity events; involyement- in the local Junior S
. Achievement organization; discounts, give aways; demonstra-
tions; free leétures, etc. .
2. Adaily or monthly ad can get boring ower a period of time if
- it is not changed. After a while people will just look at the*
dd without reading it. Special promotions and sales can be
used to attract people's attention. Customers may be already
aware that your service business exists, but a-special event
and different advertising can bring these peoﬁie in.
3. Studeﬁt responses to this question will vary, depending on_
‘their service business interests. . Accépt any reasqnable
. respongess

@
[y
.

¢ ) .
.

. * 4

The purpose of this activity 1s to sensitize' students to-the
1mportance of following the guidelines for good - adVertising., Stu-
dents should defend their choices, using the principles presented
in the text. .

- . v

- N .

I.

[} - .
itemized dangerously convenient L
purchase guarantee repayment

Vocabulary:

. . B . .
Case Study: Norman Sandler discusses how he started his Printer
, Referral Service (PRS) and the successful outcomes
of establishing the service. - n
Collecting the Money i
. To Give or Not to®Give Credit:
about Credit Charge Actounts
Eagy Come, Easy Go-—the Daily CasM Sheet

Text:
A Word -of Warning , -

21~

16
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Additional Points to Consider:

1. This unit wég designed for use by students who have .not had -
any bookkeeping experignce. It provides a very briéf overview
of some of the basic elements of bookkeeping. You may wish to
present a'more. in—depth lesson on some of.the topics. >

) / . s
Manhy small businesses.use an accountant or a bookkeeper to
compile records for tax purposes® The sfinancial records that
the business keeps are usually basic omnes. . p

14 , ~ .
Certain smgl} business owners keep few or.no records. Such
businesses take a bfg risk "if the Internal, Revgnue Service -

. ever asks to see their books. ' oo

-+

. . Py .
II. Responses to Individual Activities' ’ ‘
, T :

/.

All credit sales should be checked -before -you give the custo~
mer e sales receipt to ensfire that: (1) the credit card has
not Jbeepn reported stolen; (2) the customer @é not going over
hiéd or her credit limit; and (3) the card is still valid and
has not expired. Co .

-

Alloying a new customer to open a credit aEpognt means taking
a rifk that'this person is reliable and will pay you on time.
Giving gredit accounts,'dh the other.hand, is a way of .
attracting new customers and maintaining relatioms with your
regular customers... ’ " Yo

s
«

<

DAILY CASH SHEET

Cash Receipts = Cash Payment's
? 1 ' . ’ .
Cash Sales $ - Rent ~ § 300
Supplies 125 °
Phone ) 80
« Xerox copies &~ 50

Total ‘$ 555.

¢

Both billing forms and sales slips describe (itemize) the )
charges for all services and products, 1nciuding’tax'and other
charges. A sales slip, however, is usually used for cash
sales and is presented at!the time of the sale. “A.BTTiing,,
form-is sent out at a laterddate and indicates the number of
times a customer used your servitées (and the total* amount due)
within the billing period. ’ :

)

. L i} .
. There is a thriving market in stolen and illegal credit cards. .’

-~
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III. Responses to Discussion Questions | .

1.

2.

3.

b

IV. Groyp Activity: -,
4 . hd '

People expect businesseg #d homnor credit cards and glve credit
accounts. Despite the recent increases in interest r’!es,
credit .cards have become an essential element in buginess.
Credit cards make buying easier ‘and more convenient., If it is
convenient to do business.with your' service, people”will be
more likely to gome to you. In returnm, yo gqn't have to
worry about sending out bills or about "bad accounts" because
the ¢ard companies take gesponsibility for their ‘card carriecgs.

On the other hand, your profits are decréased, béh.¥se-you
have<to pay the ecard companies for their services..{Ilf you
have a lot of credit sales, this may limit your cash oh hand,
as you will have to wait for the card company to pay you.
There is also a thfiving business. in stgien cards. Eac¢h time
Ja credit sale is made, the card, must be checked to make sure
it has not-been stolen and is not on "the blacklist"" because
the bills- have not been paid. IfS+the sale is made. without
this check and the card is bad, then you may be responsible
for this cost, and/or the ¢ard company may deside that it can
do without your business. .
Student responses to this qhestidn will vary. A good credit:
history and evidence of' financial reliability and (e.g., full®
time job, good personal references, etc.) are the things you
should look for irma person before giving credit.

It is important to keep good records so you will know what has
been done for your customers-—-and, if there is a misuynder—
standing, error, or omission, who 1s to be held responsible.
Good financial recordkeeping means 'keeping track of sales and
‘operating expenses. These figuresg form thg'basis of the
yearly profit/loss statement, which tells you how well your
business is doing. - S /

In addition, financial>records will help a business owner keep
tax tecords, medical and health benefit records for employees,
insurance records, .puFchase and work order records, records of
all del}veties made and received, and records of all operating

expenses. - . -

z

The purpose of &h\g activity is éo encouxage students to think

- .- about real-life busine situations requiring financial recordkeep-
" 1ing and then to translate the anecdotal information onto business

forms. Students should give réasonable examples of cash payments

and receipts for their business and then list them in the proper

plgces on the daily cash sheet. . &

)

23 .
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Unit 9 - Keeping Your Business Successful (1 class period)

I.

Vocabulary: profit/loss statement credibility
revenue net profit ' -
profit ratio percent

/7 expense ratio formula *

compute donate
expand expensife
alternative cost'efffective

Case Study: Scott Hamilton describes his photography business and
how ft has grown over the years. . » .

\

Jext: Keeping Traék of Profits
What Is Net Prof#t?
. Figuring Out Your Profit and Expense Ratios,
How'to Change Your Profit Ratio’
Expanding Your\Business -

Additional Poifits to Consider:
[ v .

1. Thi§ unity, like the last, was designed primarily for use by
studen(gszyo have not had any-bookkeeping experience. It may
#fbe necessary to review some of the major topics and related
formulas presented in this godule.
~ N w . 3
Some of the deéisions business owners have to make are hard
ones, such as firing or laying off employees. But sometimes
this is necessary, particularly if the survival ‘of the busi-
ness is at stake. You may wish to lead—-s discussion on “how
to let people go=-the nice way." )

an., N

Responses to Individual Activifpies

l. Net RrofiE'is the amount of money left over after you have
subtracted all your costs and operating expenses_from your .
reveanues. Profit ratio refers to the ratio of net profit to
revenues, while the expense ratio refers to the ratio of oper-
ating expenses to revenues. Together they can be ‘used to
evaluate:the financial standing and growth of the business.

) \»,? .
Raising prices may bring in more revenues. However, 1if you
ralge ptices,” you mdy also lose customers. If your customers
know they can find the same items elsewhere at a lower price,
they may not return to your store.

If you lower prices,'you may attract more, customers. However,
you will also be reducing your profit margin on each sale you
make. ‘. -

.
-
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4. Total'expenses $ 12, 80

Net, profit $ 13,800

Profit ratio 53%

Expense ratio 47% -
> A business owner may wish to study how cost effective his or
her operating procedures are. Can the ratio of employees to
customers be increased without hurting the business' quality
of personalized service? Is the advertising campalgn appro—
priate for the customers? " Can actions be taken to reduce the
cost of utility bil1s? Does the free delivery service add to
the success of the business, or 1s this -service too costly to
maintain? And so on . . . All of these questions (and
actions) can be used to increase the profit ratio.’

III. Resppnses to Discussion Questiops

.
» ~

. N

Some businesses prefer' to remain small in order to maintain
the quality of personal service. More business means more
work, more people to supervise, and more people to manage.
And larger businesses are not necessarily more profitable.

P 4

Sales and profit may decline for a variety of reasons--
inflation (fewer '‘leisure.dollar's” to spend), poor management,
an- inappropriate pricing policy, incompetent employees, shift-
ing traffic patterns, a declining economic condition in the
area, .ineffective advertising, and so on.

IV. Group Activity
The purpbse of this activity 1s to summarize the contents of

this module. The individual units can be used by .students as
resources to generate their list of adtivities, which they will
then rate. At the conclusion of the exercise, you may wish to
lead a class discussion to see whether students' feelings about
owning and operating®a service business have éhanged\as a result
bf reading this module. @,"

Students can do this activity individually or in small groups
and share thejir results with the class. ‘This activity can also be
uged by the .students'as a self-assessment tool to evaluate thow
interested they are in service businesses now that they have been

introduced to some of the “ins and outs. -,
%

v
Summarxﬁ(15—3b minutes) f D
P S
If desired, the Quiz may be given prior to summariziﬂg_the module and
doing wrap-lm*/ctivities.

L4

-

. Remind students that their participation in this médule was intended as
,ANn awareness activity so they could consider entrepreneurghip as a career
option. Their introduction to the skills required for successful small

3
"

L
~
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‘ ’ ' ]
business managemént has been brief. They®Rshould not feel that they are
§9w prepared to g8 oyt, obtain a loan, and begin theiglown business.” More
training and experience are necessaty.
of obtaining that experience:  one way is to work in the business area in
which they would eventually want to have their own venturej another is- to
go.to school (community colleges are starting to offer AA degrees in
entrepreneurship). . :
Thidy is a_good time to get feedback frod the students as.to how they
would rate their experieénce with the module® Could they identify with the
characters portrayéﬁ in the case studies? Ho% do they feel about the
1earn%dg agt{vitias? ~ > ) i
. ¢ . .
You may Yant to use a wrap—dp~activity. If you have already given the
quiz, you can go over the correct ;answers to reirforce learning. Or you
. could ask class members to talk about owning a small business and whether
* they will follow thrs\option any further. (\- ,
: . - : ’ v o, C

* . *
. \ 3 .
‘ggiz.ﬁminutes) *
’ - -

The qutz may be used as an -assessment instrument or ag an optiomnal-
vstydy tool for students. If you wisheto use the quiz for study purposes,
duplicate and distribute the answer key to students.
gtudent achievement may be assessed by evaluating “thequality @f students'
participation in module dctivities.

-

- 1

Quiz Answer Key
1. ¢ -
' N . ; - j}'
2.°d ’
- 3- C - * » /
3 -
% ’ -
4. a SN #
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7. ¢
' ° !
8. B - v _ ?
\ 190 a ’ & ’
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In this case, ™ o

You can suggest at least these ways °
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11.

12.

" 13.

. 14,

15.

16.

17.

18.

20,

Y

Student responses may include:

P
. ¥ :
v

as

Jb'

Ce
d.

b

a.
b.
Ce
d.
e.

a

b

a

as

b.

Co

(o

a.
b.
Ce
d.

30,000 _

~

description of items purchased
quantity of items

costs )

date of purchase

date of delivery

method of delivery

what people are willing to pay
operating expenses .
desired profit ‘ ’ v
competitors' prices”

direct mailings - '
Yellow Pages '

newspaper/classified ads

‘radio )

goodwill/promotional events

‘$3o,ooo

150,000 - 20 )

120,000 '
_—2 L =t .

150, 000 80% -A

SN

lower prices

raise prices

do more advertising (bring in more customers)
change or expand your services

.
M
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: . GOALS. AND OBJECTIVES . /
‘ ‘ 3 - ’ ﬁp
o - . Goal 1: To help you plan youf service busipess.

Objective 1: Describe the services, clients, and
competition of h service business. . ‘

Objective 2: List three personal qualities an owner

- -of a-service business might have. . .
. e 0 Objective 3: . List three ways a service business ’
- , might be special. J : °
= . ~ Objective 4: List-two of the 1egél requirements you

might have to consider before opening a service.
business-°

7 N B

Goal 2: To help wou choose a good location for your service.

, . g . e
° Objective 1: List three things to think about in ‘
. - deciding where to locate your business. .

M N

- Objective 2: Pick the best location for a service
business.
:‘ObEéctive 3: Decide whether your city or town would -
be a good location.

. . ¥

i
*
Al >~

Goa1‘3: To help you plan how to get money for your seryice

, business. .
Vg - . . :
* 'Objectivwe 1: Write a business description for your '
service. ‘

Objective 2: Fill out a fomm showing how much money
you will need. .

. " o . y ‘ < ., -

S '

29
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he people who work for you.

hY

Goal 4: To help you choose t
\r

Objective 1: List the information needed on a job
description. - o

Objective 2: List the qualities of a good boss.

—

. -

Goal 5: To help you plan how to buy supplies and how to

provide your service.
| B A .

~

Objective 1: List two forms that help you buy and -
keep track of your inventory and describe how
they're used. .

Objective 2: List two forms that help you org;nize
your work and employees, and describe how they're

used.
-

Goal 6: To help you set prices for your serw¥ice business.

o

3

Objective 1: List three thingé to congider in
setting prices for your service. - :

Objective 2: Set ﬁricés for yéur service after
being given certain “facts.” *

Goal 7: To help you learn ways to-advertise your business
and bring customers in«" .

Objective 1: "List some of the ways you can
effectively advertise your service.

Objective 2¢' Design a printed; ad for your service.

‘
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Goal 8: To heip you learn how to keep financial“records for
‘your service business. ‘
. -»
. Objective 1: Fill out B sales. receipt or a bill for
‘ a customer.
b Objective 2: Fill out a daily cash sheet that
- records money coming in and going out of your
. business. .
. 3 L
. Goal 9: To help you learn how to keep your business "in the
blaCk'" t
) ‘ 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.
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