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) The Entrepreneurship Training Comenengs are based on
' information frommany sources. Special acknowledgement
is due the Small Business Management and:Ownership

- - 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.
Special thanks are owed the entrepreneurs who shared their
experiences during the preparation of this module.
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) . INTRODUCTION

.

’“ ' B

How are you géing‘to use your job skills after you finish

school? * ' : ]
* ‘

" Have you ever thought about starting your own secretarial
service? . )

“ «

This module describes pgbple who have started and managed a
secretarial service. It gives you an idea of swhat they do
and some of the special skills they need

* ~— .

LY

-You will read about /
planning a secretarial serv1ce'
choosing a location
getting money to start
being in charge y

’ y o

orggnizing the work & -

setting prices )

advertising and selling’ *

keeping financial records ) 3t
keeping your business successful

You will also have a chance to practice some of- the things

_that secretarial service owners do. .
\ \ : .

Then you will have a better idea of whether a career as a

secretarial service owner is for you.

.

Before yodu study this module, you might want to read
Module 1, Getting Down to Business: What's It All. About?

&« .
. .
" s

-

When you ‘finish this module, you might want to read -
¢ Module 17, Getting Down to Business: Answering
~ Service; ’ o .
Module 19, Getting Down to Businegs: Bookkeeping
. . Service; : o
«. Module 21, Getglgg Down to Bu31ness' Word Processing
Service.

These modules are related fo other buéiness and office
ﬁiggiams. ‘ ' "y

»
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UNIT 1_ X

-

Planning a‘Sécretgfial Service

. . [ .
,

To ‘Belp you plan your secretarial service.

Objggtive 1: Describe the services, cdients, and
competition of a gecretarial service.

Objective 2: List three personal qualities a,
secretarial service owner might have. .

Objective 3: List three ways that a secretarial
service might be special,

‘Objective 4: List two of the legal requirements
you might have to consider before opening. .
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TERESA GETS STARTED
. Almost everyone who 'starts his or her own secretarial
* service was at one time g

and had regular hours. Why would someone leave all this
for the problems and headaches of owning a business?

‘Teresa Scully is‘one person who did it. Err6‘ ree

secretary for someone else. Then’
~ the person got a steady paycheck had one or “more bosses,

Secretarial®Service is her baby. She has been in business
for four years after being a secretary for six years. She

says: .

" "The difference between owning a secretarial
service -and being a secretary is like the differ-

* ence between night and day. .Oh sure, I still type,
and'I still take dictation from a tape. But it's
not the same at all. For one thing, I don't have a -
boss. I am the boss. I'm the one who tells my. °
customers when I can have it éézay ~If someone has
lousy handwyriting,.I tell him or her the typing
will cost more money. I feel like a prbfessional,
and it's great. S .

.

’ ’

: b
"I like working alone. The office scene just
wasn't for me. I worked for &n insurance company.
Most of the people in charge were men. Most of the
secretaries were women. Need I say more? Striking
out on your own is scary, but now I make business
decisions, and I love it. - »

’

"I had someone come' in here the other day. He
- kept thanking me for making his magaziine article
: look good. If I were still a secretary working for
someone else, I would mever have seen that article,
and believe me,, I never got thanked ‘like that.

"Typing can get boring-~everyone knows that.
Here I do so many different kinds of things, for so

‘ Z; many different people, that I don't get bored the

‘ qgay I used to. There are definitely disadvantages,
1§ “to owning your own service, and it's ndt for every-
i bodys but even if I had the greatest boss in.the .
world3=% would rather be here. , I guess I think I'm
) 3 /-8
my own greatést boss." .

v

3

¢

-
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" o Planning a Secretarial Service

, A S
There are many small businesses in America., Small businesses_can
have as few as one worker (the owner) or as many as four workers, A ﬁS
small business oMner is ' se1f-employed " Often a whole family works

. together in'a small business., ‘

N L . o
) What Does a Secretarial Service Do? . . ‘

. * . ~

. .. . ‘s . . L
~If you wanted some typing done and couldn t do it yourselﬁ, you
could take it to a gecretarial service. A secretar1a1 service types
letters, resumes, manuscr;pts,‘reports, Financial statements, dictation, ,
etc. A good secretar:.al serv1oe also offers stenography (shorthand) ‘ ‘
But shorthand 1is becomlng a thlng of the past. Most.secretarres use

dlctatlon machlnes.-

» “ . . 3

) e ‘ ;
. Many secretarial sérvices do other things as well, such as: , ‘

e ‘word processing--a 31mp1e term for a highly computerlzed

typewriter. It can do many more things than an ordinary \
typewtiter. . ' : E .
cl " N ¢ .
. - o e direct maflin -=this is sending out large amounts of mail, You

may need an Qddressing mechine and/or a‘gostal meter,

providing notary public services—-in this caée, a certified
; notary assists in the 31gnléL of legal documents, o v

® ¢ telephone answerlng—-some érvices set up a: "call director" and
. y : - .

. provide answering services for their clients. .

<

, . » . ' .

o
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Who Will Come to You? - L S -

..
- ‘ ot ) . -

-~

‘Anyone whz/needs to.B;ve something typed could use yout services.

Teresa had thése clients in one week: .

e - a student, who needed her 250-page master taesis Eyped"

imnediatelys o, . !
A

y o dlaw firq,who needed a legal'briefibylthe néxt'day, but. its

secretary was overworked;

»

. an accountant with eight ﬁInanc1a1 statements to be typed, g?d‘
s 2 proﬁessor who wanted Teresa to typé a rough g;gft of a speech

v f >

Some secretarial services have long-standing contracts/with

government agencies, hospitals, and businesses.

. N : o .
~ . . * .
Is There Room for You? +7, k’c

4

~ o 1 . R "

Your competition could be a single person working out‘@f ‘his or her
“home or a big service empioying several_typibtsi In most -cities where
there arélsmall businesses or callegest there will be room for you. ¢
Many businesses {iad it cheaper ,to use a\secretarial service than to pay
a secretary, since tha? involves providing Vacation time, sick-leave
pay, and medical benefits. While th2re is competltlon,—thls is

definitely a growing industry. . : B . .

{
Are You the Type?. ° - - : ‘

Skilis: You(will'haVe to: - 1
e type fast w&thout making mistakes; BN

.. o “use the English language well (this includes being a gooé

' spe}lef: knowing gfqmmar, atd understanding Sentence structure);

o use references like the dictfbnary, @ grammar manﬁal and a

style book that tells you about good word usage; and

. know how to run-a small business. -~

* ?
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Experience. You can get all the éxperience you need by worklng as a

secretary for someone else. You .should have experlence before ydqhgo

into business for yourself. Another way to get experlence_la to,yqu

o

for a temporary employment seryice that hires out secretaries far short
-,

jobs. That way you'will be ‘able to learn_dhat lots'of“diffe;ent

(V3

companies® want. , , .

~

g

- .
- . .o

Personal qualities. Even if you have the skills and experience to

do other people's secretarial work, you may not like it. Or you may pot

like ‘the business management parts of the JOb ‘He:e's what some /

I

secretarlal service owners have to say.

"I like doing this work because I'm'good at it.
people the right way to type their letters.
some resumes and made them look beautiful."
"I don't think I would talk anyone 1nto this bu31ness.
Either you like te type, or you don't. Can you imagine

I've shown
1've taken

oing this if you didn't like to type? But I like it. At
the end of day, I have a stack of things that I did, and I

fogl as'if I've produced something."

.

.

"I think you have to like making decisions, having
pressure, and coping with mistakes. You also have to like
using erasers and liquid paper. You're d01ng,{he work for
you, not for some -company that doesn't care about you."

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

"
3

People will choosé»yourﬁsegvibe if you have something special to

offer.  Students look for discount rates on'term papers. Doctors and-

lawyers prefer people.who know _medical and legal words.

like to have a copy service‘nearby.

Some people

In some areas, pickup and delivery
.

service will bring in business.

In others, being willing "to go to an

office for dictation will get $ou clients:

doing, and think about how you can be the

13

See what other serviqes are

"right" service for your. area.

-
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Getting People to Come Back to You i -

-
Vo8 ~ . ,
> N iy -
P4 . - . ., -
L -

& . .
You have to be letter perfect. Any business Ehﬁt'offers to do a

¥

service for people,.rather than sell them a product, must do the/gob

~

well to get people to c'ome back to them. Tﬁe,trxpmg .must not have

mistakes. The margins and copy must be.correct. The ma'nuscrip't has to .‘,cb
. be on good- paper and look as if you'te proud of“it. ’ i o

. A - 0 . ' . ® e *

. N . s

9.

LI .. N R . -
You hgee to deliver on time. Everyone wants his or her work gione ..

"yesterday."" You havef“tozbe realistic and tell people when they can’

expect it, You mu:st have it ready when. yoG said you would, Some , \ )
. . - N -
secretariaﬁ#servdc‘es'-hine people from temporary employment agencles when
wé . N
they have too much work. . . ,
C S g - 4 -

You have to b mice about it. _No one likes gr.‘umps. Even if your 7

§

work is perfect and done on t1me, if you act as 1f@ou dla someone a big 7.
f‘avor by doing 1t, that person 1sn 't going to come back. You don't Have °* " i

o tell someone how rotten hlS or her handwrltl,gg is. Correct mistakes

P A

.at . nb charge. All this is part of getting people to come back. . ' -~
, . , ‘ - . ‘e
. g - . " . "
ILe&aL, Req_fxirements 6 ‘ ' ‘"
’ ’ s . T " L ~ 7 .

. , . . A\ »

- There are no special legal requirfments for owning a secretarial
N !

service, but as a business owner,\§ere are forms to fill out and
a

licenses: to get., Contact your st 'lfzensing agency to find out what. . '

. » v .“

you must do. - . . ” y .

P ’ " N 4

o v e
A * &
" R S p . €- -
- © - =
Summary . . . R . .
o /s . , .
. - - > L . - .
‘ . ¢ : . N r - . B 3 =

..l o o . . .
It fis ufiportant: to plan before starting your business. You now know

- « ¥ . . 2 M
some things to:consider. X . . -
1 .

v
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- Put an X by those that would ;not matter. Put an D by those that

\ ! .
‘17 I// . . — L J
- *‘ '.’ . . P g ‘
< ' . - Leatning Activities ' ) .
. " ;
. Individual-Adtivities ' '
1. Which services is a secretarial service likely to provide? - -
a. Aypjng manuscripfs for a playwright
'b. Typing a financial report for a stock brokerage firm .
D . . . - . - ¢
c. Sending out direét mail for a shoe store =~ :
. . L ! ‘ &, . - ’
. d. Computing a tax, statement for a dentist
. - . ¢ . ¢ P
' . W ) . ’ ' I . . )
2. Name two job skills yau shouid have to open a secretarial service.

L]
bl . -* ‘ . ' R
LN

.

M N 3 - 3 ) . .
+ How is being an owner of a secretarial service different from being
1] N

’ .
’

. a :secretary? . g e T
,
hid > < ’ B
. [ M - N
Name two ways-.to get secretarial experience before‘y‘ou‘open your own’ h
: co 7 . : ‘ . -
business. : e 4 :
# .
‘ £}

’ N 7

Here is a list of skills and personal qualities. Put an XX by those

you think ‘would be helpful'in owning a small “secretarial service. ,

moyld probably’ not be helpful.

: : 1

. a.- ‘Need to be outdoors o\ 1. Need a lot of other '
B _» by Neead to'have someone  tell ’ people 'a‘xjound‘ »
A Q: you what to do . __" je Neéd to ‘be on‘your own .
. Cu ‘ﬁeing organized ___ k. Need ;mplgyee benefitg\\' »
- d. ’QAbl‘e to talk well. o __1.¢ Need clyfet . :
—_ €. Being tall, ) ___m. Being p.atient"
~ ___ f. 'Being.physically active ____n., Like to do paper work
8. Able fo write well ., ___ 0. Need to be the center
', h. Able to’ work under R of at erition <. '
: . ‘press{xre o . b, Need to tfgvel e ’
‘
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__. q. Having good eyésféhﬁ{ ‘ __lav. Need "specific schedules L
—_ T. Able to set up a C T and timetables N
good filing g&stém . —_ W. Need Spec1f1c assignments
— S+  Able to work we}l with‘§ X Need to be creatlve at ‘
- figures o work .

t. Like to solve problems Ve ’Bein§1!h§sica11y attractive
u. Like to be in cﬁafge of z. Like to be helpful A
other people .

« . .
-

6. Now underline those that apply to zoﬁ. How many XX8 do you ’

have? ' How many 08 do you have?

N ) : : v

Discussion Questions_ . = ) .

- o -

0
.

1., Teresa Scully has lots of reasons for 11k1ng having her own
Secretarial serz:ce. What are some reasons for not liking it?
» - o
‘ M s

2. Thirty-eight percent of the secretaries in a recent survey said they
would choose another career if they could doJ;t over again., How do
f

“Secretarial services?

you think‘this willyaffect the success rate

~

>
' -
v "

. b
3.- st owners of secretarial.services are women. Do you think this

would be an advantage. or disad¥antage to a man wantlng to start a

secretarial service? . * v .

. . -
o

’

Group Activity
# . “ - ".“'

- « R \

- 3 N e
¥

. . X
Invite an owner of a secretarial service to speak to your class.
What questions would you like him or her to answer? List at least 15

questions thag?would help you decide if :this business is for- you.
b" .

. \ . . i
These topics may help your thinkingi getting the business started; - -

’ money; best timesj hard‘ times; h1r1ng people, runnlng the bu81ness, and

. - " £
advice, 2 ‘ " -

’

. a ‘ 3 ' ) . » N

11 . n .
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Cheosing a Location
r .

! .

°

To help you choose :a good location for your service. ~

-

. "I . . .
Objective 1: Ligt three things to think about
in deciding where to locate your business.

Objective 2: Pick the best location for a,
secretarial service from three locations.

Objective3: Decide whether ygur city
or town would be a good location.

PR A 17cx provided by ERic
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WHERE TO LOCATE . e

Teresg describes how she chose her office. "I guess"
you could say that there are basically two decisions to
make when you think.about where you're going to open your
business--first, which city? And, then=-where in that city?

"Well, which cityswasn't a very big decigion for me.
I've always lived here, and unless there's a natural »
disaster, I always will. Maybe I can say that because I
knew I could open up thy secretarial -service here. There is
a small four-year college close by: There are lots of
banks and small businesses. And then we have the drug .

~companies here, too. )

P \

>

“MAt first I started out in my home. As the business
got bigger, ] thought about getting an offjce.

"Convenienée is a big word in this business. I found
that out the hard way. My first office was on the second
"floor of a building a couple of blocks away from the main
street of town. I thought that was a fine location.
Another secretarial service movéll in one block. closer to
town and on the ground floor. After about a month (when
its advertising started coming out), I could feel the
*.crunch, . T .
e ,

¢

"Also, I thought people would walk. to my place and park
in the lots behind the stores. People just don't walk
anymore~-not daround hexe anyway. I moved to the ma1l
street, on the ground floor, with parking in back. Now I
have three parking spaces that are all mine. " Business has
picked up considerably. ) e

"I don't give advice much, but if I did, I'd tell
people to be centrally located and easy to get to."

~.

Fa
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Choosing a Location

You Come First :
?

.

You“can start a secretarial service in almost- every kind of city.
‘7

But the city’you choose must fit your personal requirements. You have
to think about weather, family, friends, housing, and recreational
facilities. 'If you're not happy living in or close to that eity, you,

won't be happy ‘having a business, there.

’
N

Next, Comes the City
- Cw : %

.

. i o
What maKes a particular city a’%%qd place to open a secretarial

-service? The important thing is that it have people who.need you.

.Many times you have to be a detective and get out your spy glass to
find out if a particular city will be a good locétion for yqu. Here are
some ideas, ‘ . i. A | ’

o Cﬁeck the local'want ads. See if there afe a lot of businesses

i looking for clerk:typists, secretaries, gpa'administrativé .
aésisqanfsﬁ_ Mény times if ‘people need 4 seéretafy“or typist,
they could use you.' ’

° \Check out the temporéry employment agéﬁpies in the'area. Lf-the

. temporar§ employment’agencies are doing well, it means the
- 7 businesses cannot handle the paperwork, This is another clue

that you would fﬁpd customers.

N b e Check o&t the other secretarial services ;n gh; area. Can ydu
. » - tell if rhey've been expanding or seem overworked? } .
g" T ) . Lobk,qt the types of businesses in the area. Cerﬁa%n Busihesées
7‘(. . o are "ﬁ"ér freaks." Insurance companies,. research firms, banks,
. c ' stock companies, and colleges and universities all generate lots
” by < | .

(A

¢ . - 16 19
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o of paper.‘ Don t overlook tbe number of small businesses and

‘services. :These people can t afford a secretary full time but
8till need to have thlngs typed. T

e Talk to other bu31ness people in the ‘area. Talk to, the people

° * who will "be your "neighbors." What do jthey think your chance of

success is?

Y

. - - »
e Go to the Chamber of Commerce. It ha list :of Businesses in

v

your comnuniry. See what information ypu can get by talking

. with successful business people.
» There are some locatioris that should be avoided:

. . - . . . s
® places with so many secretarial services that the competition

would be too great; and
e comunities that are so small (less than 10,000) that you may

have some-very slow times.
-

square feet", and you'll need a%out 200 square feét.

don't deserve ‘it. :

Last, the Right Spot within That City “’)

X
You need to be close to the people who are going to use your

services., Where is the business district or the university? That's

‘where you should be, é .

~You'll need a small office at first, Office space is*measured in

If you are
planning to expand right away, this won't be b1g enough for more than two
typists. But most people start out small-many times in their home or
apartment; and when the business expands,;they move to larger quarters.,

Ypu'll need to have available parking. Having only a few spaces in

frdgt that are dsually taken is not adequate. If your customers are

frustrated looking for parking, they will blame you, even though you

.
.

2
L]

Also look for a copy serv1ce nearby (w1th1n one block) Lots of

1 want several copies of what you do. 1If you have a copy
» . 4

people w

: | ' Y . /

Tl - o i?() ‘ F
- ) .\’ ; [y ° l:;

~N
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i - N " .
service nghrby, you can offer to have it copied for them without wasting
» ~ L f

much of your time. .

’

-

Having a Eost\XEfice close is an advantage., chur customers will

+°

4 like belng able to mail the letters you have typed without extra dr1v1ng.
If you can afford it, a g;ound floor location: is good. Being v erz
visible to street trafflc is not essential, but it does bring in some °
customers. h
@ H
i L]
» & . ] ) °
Here is a list ‘of things that qould be a problem in certain -areas: ..
e poor street conditions; )
e poorly maintained bulldlngs, and .
. hlgh crime rates. . p
* -
* .
* Summar T . \
- Most peoplé will tell you that choosing a logatiomfor any business
is probably the most important decision you have to make. Check odt a
- -3 lot-of offices. When you've narrowed the £1e1d dowm to a. few choices 3
hang out near them for several ‘hours on a couple of drfferent days.
*You'll get an idea of whe;her that ldbatlon is for you. i ,
- - . . ‘ ¢ - g‘,' s
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3.

4,

Discussion Questions

-~ . -~
[ "~ ¥ -~ » '
~ - : s . \
v
',/' t - hd ~
<
Bi -
e . s -~ ’ .
Y . Vo o
. Learn1ng Act1v1t1es r o7 -
e ¥ -
» o A )
- o _—
. o A " =
Individual Activities . . ) -
- ¢ \ . & . .
k-
1. Whlch sentence is most true? . e o . , '
- ~ d
. a. Being near a bus or subway line is essentlél. !
‘ —o - )
b. .Being near the business district or unlversmty\ls esaentlal
o N
c. Being near the post office is essential, B . £
< e ] . * »

AY
-~

_Why is checking the want ads a good way to find pﬁt if a partigular-

-3

a4

comunity would be good for your secretarial seryice? .-

4 . . .

- L} . ’ -

Name some types of businesses ;hat.hse a lot of paper.

What population would you need to support a secretarlal serv1ce°

a.

At least 3,000

b. At leae!t 10 000

Coe

At least 20 000

1.

thgﬁe questiorns about these areas.

.
b

’

@

Choose three towns or areas that ate close to your: school

! .
Answér

a., How many people live  there? - ., .
b. How many secretarial services does each one have{'ﬁ N
- - »
c. 1Is the area growing?, How can 'you tell? ’
=, -
d.

Are there many small service businesses in these citiés that

would use a secretarial service?

-




s «\ . .
2. Based on wilht you found out, which city in your area would be the ‘
, best one? If none of them is very good, tan you suggest ap'other
~ ’ city you know /abcpt'? &
.=
- .~ . 2 ) -
Group Activity . ) ) L
. ) ) . Ps ’
. ‘ , Here is a list of fac‘tors to think’ abou t wher; choosing a city. Rate

them in order of ’impertance (from 1-10). There is no "correct" answer.

o’
Difcuss with the class the reasons for your rating. Try to come up with

-~

a class ratipg. P— .
. . a. Number of secretarial services in the area
b. Easy to reach-—transportation ava‘i.lableX

. v
«Ce Population of towyt and surrounding area

-

-

. d. Personal factors--personal preferences, family and friends hearby
. 5
e. Growth of the area
. o . f. Income of populati‘G‘t‘i ., / \ ’
- . g. Weather (climate) . . ' ‘
/ ° h. Advertising media-available , ° '
. i. ~ Nature and prosperity o;f }m&ustries ' )

j. Typ-e of community--urban, rural, suburban, f;?m, 'industrial
\.)\ h - o

r .
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. UNIT 3 .
\ ~ o
o Getéiﬁg Money-to Start . d -
g N . -
- . oy,
— e *
' Te— & N -
Goal: To help you plan how to get money for your business.
Objective 1: Write a business description for )
your business. '
| o Objective 2 Fill out a form showing how much
_money you will need to borrows
o -
& & ) -
. ) *
. ’ . Y ¢ b ,
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" dictating equipment.

"Secretarial Service was born, \

y TERESA NEEDS MORE MONEY

Teresa describes how she got money to. expand her
"business. ) .
) r
"Thank goodness, this is an easy business to get into.
I don't mean being a good typist-—I mean getting the money .
to open up. You just don't need a lot. If you did, I
don't think I would have been able to begin.

"All I started out with was a.good typewriter., I used
the kitchen table and my home ‘phone; later I Bought used
1 posted a few signs around the
college and at the copy shop-—that's how the Error-Free

3

3 N .

"As the money came in, I expanded. I got a Yellow
Pagés ad, business cards, and fliers to sends' I took out
ads in the newspapers. When ‘the kitchen table was °
beginning. to look a little like the storage bin for the
local paper<drive, I decided to get an office. By this
time I knew I was going ta be in’this business for a
while. It really fit'me to a 'T.' .

. Yy .

"Getting an office takes a lot more money than a home
bperation does. I didn't need a lot of money, but for the
office and furniture I wanted I needed at least $3,000. 1In
terms of most businesses $3,000 is peanuts. But it was
more peanuts than I had. ® - :

. "I went to my personal bank just to feel things out. I
wanted to know what I had to do, I really didn't have any
idea. The loan officer kept asking me why I would want to

_go from "my nice; comfy house? to a "big cold office" where

I'might not be able to make'the rent payments. He had no
idea how successful my business was or how good my service
was. I wanted to shove my profit ‘statements under hlS nose!
"I went home and typed a very profess1onal tetter Y
telling the bank president how I had been treated. Then I
canceled my account and went ta another bank. ;his time I
wrote a business-description .and brought in my record
books. I had very healthy profits from the last two years,
and my tax statements proved~it. I won't say getting the
money was easy--but I got the loan!" .

éa ]
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Getting Mopey to Start '
w [ N
EFu ’ » N

v eq . - ] , x = «
. The Business Descr\iption o ' ,\

. & . . -

. " ' / .
, Anyone who is going to lend you money must believe you are a good

investment.. The lénder will want to find out these things.

3

’ ‘. . . .
® 1Is there a need for your secretarial service in your .comnunity?
e Can y8u attract people to use your services?
® Do you have the skills to get the: job done with the money you

h'ave asked for?

3 v e v )
That's where your business description comes in. The business descrip-

tiop #nswers the first' two questions. . ’

-

~

o

. 5 Y b ’ - . . ™
N ) ’ The Business-Description That Got Teresa Herjoney ' < T
‘ DI _ - -
- Here is Teresa's ‘written busi.ness> plan. ;She wrote it "outline . ‘ »
AR mz:sty].,e" o that it would be easier to read, ' - ) - °
- . . | : - v’., N l-~
’ Name of owner: Teresa Scully . " . ‘ A N
e oL V . - ’ R
. *  Name of secretarial service: Error-Free Secretarial Service“ " )
) " - : : ST N - .
N .Type of service: Complete typing and dictation’ servige. All forms ‘
)“f ; of lettérs, manuscripts, and reports-—mgdical, légal, and,staélist%{tg.a-l ‘ -7
. . ! 3 ) ’ CL
. typing. . - J ) . ‘V.': ‘ .
* Location:.- 4496 Oxnard.® This is a small 15'.:.by 20"'of,fi.vce one block . .
~ off'Cg;llege Avenue, the heart of ‘thé business qj:striéé. I chose this Tt l
_ location because? . - ™~ . ’
. ) o I am with‘in walking dista:nce of many sfn‘all buginesses‘; e .
| \*. -, e :a copy servic:e and post office aré nearby; and . -
: : : Y ° )
~. Q9 s ( i 2 26 ’ \ ’ Y
. . " ’ " : ’ R 4 - N
S Y v S Ly




. A S C . . T
N ‘ 0 ‘ ’
< . * o * " °
. 1] | .
‘ ° 7 " although theré.is another secretarial service nearby, I have a
- . large clientede from my home business; the other secretarj.’afl
\ . * ‘ - e i
” ., service does not handle medical or legal work.

Competitiof: There are six secretarial and typing services in this
coummuty. thle this may seem hke a lot, all of them are overworked.

- 1 Speclahze in a few areas that the others don't handle. e

g M
P -
. . P
- - 3

- an expert in medlcal and legal typlng. "1 heve checked with

_',,'-_,...... .would be pleased to try a d:.f,ferent service from t:‘ne one" they are

- o< 2.2'?:-”‘"‘
usmg. I‘“ﬁh‘“ﬂt“t’hzs mdlcates that the other services cannot meet the
needs of these professmns. ' < %

v ..

Al
Potential customers: ~

" 1} A check with the Chamber of Commerce indicates there are over

p . N 3 . . . . 3 e
200 "paper businesses'" .in this immediate community. This
‘ ' includes electrénics firms, research companies,. insurance:firms,
: ’ . and savings and loan associations.

2.. \W21e this is not a big fonvention city, there are four
c

SR ventions held here annually, andv I plan to opetrate a free
: , delivery service to the hotels for those business peovéle‘.s_
. . 3. Many college students ‘pass my location, )
e
. ., Strategy for success: . ' st R
‘ 1. My service is truly "error~free." I will retype or redo any of
, the work I have'bEen paid for: uni:il the customer is completely
L satisfied. This is the type of serv1ce people want.
2. I am personally hand de11ver1ng a sample of my work to all the
businesses in a 10-block radius to announce my new locatlon.
_‘ . 3. I .am-giving a $3 discount to all my opld customers in
ST = °. ) .eppreciation of their sum;ort. o oA
=T : . : ‘. Y N




a

Business License $ 25--475

a

Just How Much Money Will You Get?

. A
The answer to that question is a combination of what you want and

°

what you need.

- Eguigment. You need an electric _typewriter with a carbon ribbon.
Look for these things when you choose your typewriter
Self-correction--you still have to make the corrections, but the“

typewriter does all the work--no erasing, fluid or erase papers.
Like many wonderful inventions, it's an expensive feature.

“Changeable type faces--this allows }ou to offer your clients dif-

ferent type styles. ] - .

Dual Eitch—-you can also offer them different type sizes (pica or .
elit!) )

15" carriage- ~you can do different kinds of reports because the‘

-

typewriter can handle large paper. ' .

-, ’ - -
-~

You will also need a dictating-transcribing machine. The mini-

cassette is probably the best, since most businesses uge this kind of
dictation.

.

Your costs will probably include all-of the following:

a
, ne
 Item Range Comments

Rent fog office $300--$600 . + $0 1f in your -own home.-
(first and last month) A

-

. Security deposit .7 $100--$200

Utility Deposit $ 50--$200 '$0 1f 1in your own home
(including telephone)

«

Typewriter(s)’ " $800-$1200 each (to buy) You need good ones. The
. $ 3p-$50/month (to rent) price depends on the
. features you want.
Office Furniture $ 0--2,000 . "$0" means you are good at
and Other Equipment scrounging, begging, and
' borrowing.

°

28
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.

.

oo

N

, Item i

*

- Paper and Office Supplies

Legal and Accounting Fees

.
. .
s -
R
»

Decor {carpetsy plants,
pilctures)

\\ndvércising_(Yeliow Pagés $100--$1,000

ad, newspaper ads, etc.)

}Employee salaries until _

o

money comes in

Owner 8 pay during ‘
planning

N

Fudge Factpr ’
VA

.

Summatz

%

’
L 4

You will need a written business description and a’list

- "‘9

e

$100--$400

$ 50--$450 .°

$ 0--$500

.

$ 0--$4,000

$ 0--$3,000

%
v

$ 0--81,000

If you need to borrow money, you must prove you are a good investments.

. .absolute necessity. -

© to get set up. -

At least one visit to a certi-

fied public accountant is a
must.

You will be ependingﬂa lot of
time here. The place should '
make you- happy.

A Yellow Pages listing is an

-
o

-

It takes at least one month

on

Money for emergencies

¢

of expenses.
[ -

4
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. Individual Activities: ;-
v T ‘N
1. Write a written deBcription of your business. It can be short, but
really think about‘gQat kind of secretarial service you want to
“have. Use your town or city. Put-down a real place where it might
be, locateds Includes - ‘ !
Name of owner
Name of secretarial service
 Services prov1ded -
~ Location (reasons why this would be a good location)
Competition (names of other secretarial services and a brief

~

summary on how you are unique)

-

, Potential customers (who will use your service) ‘
Strategy for success (describe- your specialty and your adver=~

tising plan) .

. . o 5 .
2. Now that you have a business description you can begin to write a
statement of financial need. It is simply a list of the money you
will need, Here are .some questions you will need to answer.

ax Will you rent or buy your equigment? A

b, Will fou-rent office space or.work out of your home?

c. How much will you spend on advertising (see Unit 7)?

’ -
»
[
-

Use the'figures given in this unit "to £ill in the statement below.

Use your imagination to decide what kind of business your gsgretarial ;
service will be. List the amount of money you have from -personal -
savings' (total money on hand) and ghen figure out the amount you'll need,

to borrow from the bank (total loan mouéy needed).

E

’ . o

»*

Al
g
(2]




' STATEMENT OF FINANCIAL NEED SN

] . ’ .\ Item ° il - ) \\Amount“
. Reﬁtibeppsit ’;3 ) ¢ ‘$\
. - Security Deposit ™ -
Utinlity Deposit . . .
~ Business Licénse o ’ AN )
Officg Furniture ©: 3 : _____j? ’
Paper and fo%ce Suppiieé= .
ﬁegal dnd Accouﬁtiné Fees . N - .
i Dééor ' __
) Advertising -
. Owner's Pay 6uring Planning .

Fudge Factor
) ° TOTAL STARTING EXPENSES §
TOTAL MONEY ON HAND
., TOTAL LOAN MONEY NEEDED

dl

o . ‘
- . . ‘. 9.
. . . ’ %
. ‘ . Discusgsion Question ‘. ’

“

. Tai Williams is.thinkiﬁg of opening her own secretarial services }

She needs $8,000. Tai's uncle will give her $2,000 at 10% interest. _He

wants to.be pafid back within six months. The bank will give Tai as much
as she needs at 14% interest. She will have three years to pay it -~
back. "Tai has saved $5,000 in'%‘the past five years. i~

Where should Tai get her money? Should she use her savings, her
uncle's money, etc.? A Discuss your reasons. ]

®
B

. » -~ ¥ ' .
. ’ .. ’ ? N . \
.Group Agtivity -~ - \
. . . ¢
- "‘ S - . . ] . .' \
e Many .people become flustered when thinking about going to a loan

officer. What are some ways to prepare for your interview? Role play
’ 4

-your loan interview with the bankekr. One student:.should take the part
¢ + of the bysiness owner, and one student should be the loan officer.

‘ ' Afterwards, discuss how each student played his or her’ part.

\
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FullToxt Provided by ERIC.

UNIT 4

. . Being in Charge
-

&

b3
>
,

Goal: To help, you .chqose the people who work for you.-

) Oﬁﬁective 1: List the ipformétion needed on
a job description. .

Objective 2: Choose the best person to work at
* your service from a list of three.

Objective 3: List one quality of a good boss.

N

‘s«

-y .
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N : . , ! WHAT IT'S LIKE TO BE THE BOSS'

"Teresa also had ﬁo.learn how ta hire workers.
"Everyone hires dlﬁferently--that s for sure. You
probably think that in hiring for a.secretarial service
you'd give everyone a typirg test. That s obvious, right?
( Well, not really,

- "Part of Whp:\%fi:f:imi2;;;/§brking for other people
\>\V -was the general of ere. Sometimes the other
secretaries drove me muts; sometimes it was the boss.
Either way, I couldn't stand most of the places I was a
secretary.“If you don't get along with the people who are
around you elght hourd a day, you don't exactly look
forward to going to work.
"When I finally decided I did need someone to work
. part-time, I wanted someone who would fit into my style.
. ~ As you can tell, I'm .not exactly the formal type. I wear
j> jeans to work and haven't had high heels on since my high
& school prom. Luckily for me, there are lots of people who
/// type. I'm not so sure I would be so pickyuig good typists
\
\

were hard to find.:

Al

.  "Interviewing people was hard for me. ‘I know the
applicants feel uncomfortable, but I feel uncomfortable

- too, I can't stand the feeling of people checking me out.
’ The people asked ‘questions 1 couldnst ‘andwer. How about
sick leave and vacation pay° How did I §§b1 about people
‘coming in late? I kept saying, 'I don't know.' That's not
. vexactly a terr1f1c way to have an 1n;ervgéw. -~

» "Needless to say, I made migtakes. For example, I
hired David, a typist who had no experience doing student
papers-—mastev s and doctorate theseg. And that kind!of

| .work is important for my serv;ce. He just couldn't handle
T the blg words and the* footnotés. He also got very nervous.
. < ‘ L. ﬁF1r1ng people wasn 't easy elther. A&bglrsi I gave two
C weeks". notice. But then the peaple ‘I wantdd to ‘get rid of

3
A
":‘t{:;

<R

oo had to stick around for two ‘more wgeks, and I felt gullty.
o o . The morale in the office went way déwn. Now I just give
e L ) two weeks' severance pay. They, st111 get the money to hold
- ‘ . them over while they look for a Job, and I can get on with
K ) flndlng a new person," \
. ? -~ . EN
33
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Being in Charge

Hiring People to Work for You=~a Big Change

. BN

M£ny successful secretarial 'services are run by just one person.
People operating out of their homes usually do it this way, with no
employees. But if your service has been very successful, you will find
that you spend more and more time away from the typewriter. You will be
ordering supplies, dealing with customers, organizing your advertising J
campaign, and ﬁoing the paperwork for taxes and insurgnce.

-
.

There is a lot more to think about when you become a bossjof other
people. There's more paperwork: social security, income tax forms, pay
checks, etc. Also, you have to learn how to "be in charge." You have ‘

to determine hours, wages, and benefits.

[
»

Most secretarial services pay employees by the hour. The pay ' .
usually depends on experience. Benefits are up to you. While you ean
get away without paying sick leave and vacation pay, these are no longer

v ‘e

considered "extras." You may want to wait for a trial period to make '
LY

-

sure a new person will work out.

»

Then, of course, you have to establish an empldye:-employee
relationshkp. That's different f;om being friends because you, and only'
you, are the one respon81b1e for the success of the bu81ness. When

. someone does a pooriﬁgb, you have to be able to tell the person. It's
hard to do that if you see the two of you as "frlends. "

r S ’
You have to deal with sqhe people asking for raises, others

quitting, and others being late too often. Employees handle these

~ isjsues differently, but how yoi do it can make a big difference. : .

Y




‘Here is the completed job description that Teresa wrote:

t

Communication Is the Key ' oo S

. )

v -

4
> e [N

Communication is nothing more than talking and listening. It

shouldn't be much of a problem aith just a few employees.

’ LN

‘ v, & L . - .
Many employers find it helpful to get together regularly with ‘their

workers rather than leaving communication to chance. § ideas for

t
establlshlng regular communication are?

1. weekly meetings; - . .

W 2. a bulletin board; and / . oo
3. a "well-done" list (a little appredﬁ%tion can go a long way).

M ~
s . L

*

What Do You Need? _ v ;

s
a

The first step in hiring someone is to write a job deseription. o

Listing the qualities you want in an employee is a good way to begin.

This is the list Teresa made when she was finding a replacement for

David: :

1. must type accurately at 60 Wpmj-

4

2. ﬁusq have some experience.working with term papers and theses
forms; - -

3. must be willing to take a course in medical te inology; and

M 3

4. must be willipg to.work in an "informal" office.

A

“

& ’ POSITION AVAILABLE FOR TYPIST™

Duties: . Type manuscrlpts, student papers, medical reports, and
* general correspondence. 4 )
e N - . «

Requiremenie: Must be able to type accurately at 60 wpm.

i Experlence with student papers helpful. *° ~ *. .
Personal: ,Mustgbe. prompt and reliable. Must like an "informal" * - .
) offi%e situation. ) j
. . _

Py .

i,
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A

Salary: $6.00 per hour starting pay < e

Hours: ~20 hours/week - flexible times.

s -

Teresa Scully ) B

Error-Free Secretarial Service ;
462-0304 .
R

Eeny-Meeny-Miny WHD?

448
.

- *

-

Selecting the right person is a matter of exp€Pience.

. should be based on information you get from.

-

.e the application form,

e your, interview with "the applicant; ‘?

-

£y

-~

L)
Your decision

. thgkpyplng test (but remember,,some very good people freak out

during tests); and -

a

. v
¢ checking work references, °
- ) ( L
Training the New People ‘
Once you've chosen someone, the training process begins. You need
to tell new employees about: Lo . . .
e ° the location of all supplies, reference _books, and mail; %
¢ + employment information--for example, the hours, wages-and .

benefits} and

- N s
s

<

e procedures for handling customers and doing the typlng.

What kind of work should you give your new emplqgees’ Don't, atart w1th
your most difficult medical report or the most compllcated stat1st1cal

job. Give them something simple, don't check their work’ too often,_ and

talk more about accuracy thdm Most people learnebést by doing

speed
something rather than listeni;g to a description of how to do it.

Y
- - . -

- {. ‘ ;

| | . "36
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-
business,

-
'

Although being a good boss is onlydone of\a business owner's
ye8p6n31b1L1t1es, it is central to success.

s
v ¥

]
Wheﬁ you are a good
emgl yer, you'll d1scovq; the Eersona rewards of having your own

-
.
-
«

H1r1ng and training youf employees are important parts of being (in

charge, Wr1tten job §@§cr1pt1ons help you hire the rlght people. Train
new workers carefully, and communicate clearly with them.

‘.




Learning Activities L . ~

: Ny } o
Individual Activities. :

& »

1.. What are some of the other act1v1t1es besides typlng that you have
tor do as the owner of a secretarlal service? o - )

n -
By

2. Téresa sent her job description to the local college and the st%te

employment agency. Name two other places where she could have sent

it. N -

. D \

-—

3, Teresa d1d not put her address on the Job descrlptlon. Do you think

this was a good idea? Why, or why not?.
. \

o

.

4, One of the things listed to te11 a new person is the 'pereonality"
of your secretarlal service. Do you feel this is important? Why,
or why not? & |

5. Here are the applications of three people who applfed for a job with

Teresa. After she spoke with each one of them, she 'wrote down what

[

she learned in the interview.

If this was all you had to go on,

thom would you hire?

Give reasons for your choice.

4

. N e
Name: : Winter Burns’
Address: 4446 Cisco Drive , ;

. Y Blossom Hill, TX =,
Phone: 340~8897 . . !
Education: - Graduated from Blossom Hill ngh,School .

Work ‘experience:

%

Typing: \
Comments:

Completed 1) years at Hillsdale Jr. College
English major

One year--receptlonlst, Acme Insurance Office
One year--assistant chef, Burger King
90 wpm, three errors

Interest&d in writing; likes to read.
shy. Wants to go to school part-time.

Rather

L3
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' ) .
Name: " John Olmstead ..
Address: 6668 Main, Street )

. * Blossom Hill, TX :
Phone: 349-7793 :
Education: | Graduated from Union High School =
. - Ma jor: Business Ed : — )

Work Experience: Three years~-sales representative for sporting
goods stores -

Typing? ° 45 wpm, 0 errors . -t
. \.Comments: T Has had health problems; still looks s1ck1y
) ) .
I 4 L -
i - Name: *'Martha Sanchez N
Address: 44°%9 Holiday Way
. . Blossom Hill, TX
Phone: 349~7306
Education: Graduated from Los Feliz Junior High
- (needed to work)
Work Experience: Ten years--nurses' aid in hospital
Typing: 70 wpm, three erroys
Comnents: Typing good but says she can t spell well.
’ : Wants a full-time job. -

N

Discussion Questions

1. In the past, most secretarial services h1red only women~ because
there were few male secretaries. As an owner, wquld you”be willing

" to try out a male “typist? Why, or why not? - -

4
4

~
.

2. How would you keep your employees happy on the Job? What do you
11ke as an employee’ What are your ideas about good working

condltlons, proflt sharing, salaries, etc.? - .

-

3. Tony Romero works for you and iere'good typist. He has asked for a

raise because he thinks.éhe other typigts oofing around and not
working as hagd as he is. He has don§¢ more work than the other

typists lately. What should you do? : -

. -

=4
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- How would you fire someone ? "Good-bye" is usually not enough. Many

-
! - . # . N |

’ |

. v L) ~ . i
e N |

‘ 3’ . ¢ Te _q:J? . -
Group:Activity " @ ‘

people ha‘\% realized, after they have let someqne go, that they créated s

r . .3 A
a lot of bad feelings when they didn't have to. As a class, write-a
' list of "Dos" and "Don'ts." Here are some questions for ideas. What S
) . . 5 . .
would you do about termination pay? How much notice would you give? L
¢ y ‘
Would you tell the person.why he or she was being fired? ' .
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) Goal: To help you . organize the work of your secretarial -
‘ . service, ! »
; Ohjecti,vg l: Fill out a customér work order form. { "
) +  Objective 2: Estimate how long a typing job will . -
h . N : ) ) t&ﬁe‘. N 4 . o v -

. ) N ,) ‘ 4
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“done, and thén stayed up all night.

perfectly and done now.

HOW TO MAKE THINGS GO SMOOTHLY .7 .

Luckily, Teresa loves to organlze. ‘She does a lot bf
organizing at her offlce every day. ‘ :

"In this business everyone works;hard! This is, .
probably-true in all service businesses. Service is our
onlg product.” Everyone wants his or her work done .
All clients think you have no work

but theirs. -

-
%

"People who come in here want to know how»ducg it's

going to cost, when it's going to be done,’and what happens -

if there are mlstakes on it, I don't blame them., My
customers—are paylng money for me to. do somethlng for © .
them. I'm not running much of a service if 1 can t get
30mething out on time without any errors. And ‘Sorry
Ma'am; it will be $20 more than I thought,' doesn't get
Teturn customers for. <you. ‘ .

+ "At first we just,took work in, said we could get it
You can only do that
S0 many ‘times before you're measuring your speed by
mistakes per minute instead of,words per minute. Now I
hdve a mork scheduie for my typists and customers. . It's
klnd -of like a beauty sh0p appointment book., Instead of

"eut and\perm,' we have "type and edit." I. also ha%;’
chart on how long it. takes to type different kinds Of
documents of different lengths. That helps a'lot. \ -

"We have a rule around here--overtime for life and
death situations only! I often call temporary employment
agencies when I'm'swamped. I make a littlé less money, but

they send someone.over, and we all go home at 5:00. Life ¢
is too short to work all ghe time, - , i :

"When ‘I hired my typists, I had to develbp a_style"
sheet and awork form. , It 'seems "that every colleée and .
secretarial school has a different way to-‘type Letters.
Some indent the paragraphs, some don't. Some are-

R

“"comma~crazy." ' Others never use them at all. I bought
five identical grammar books and developed a style’ sheet;
now our work is more consistent.” A

k] - - . ’L 4
'43'-
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- . Organizing the Work - .
° ‘ . . . . .
When the Work Comes In . .

. |

All zyﬁgﬁé that comes into a secretarial service;is,called COpY.

There are many different types of copy.- Some .is ﬁandwrltten, some is

' typed. You get copy with single and double spaclng.‘ Some people print
with all capltal letters. Therefore, the first form you should develop
is a letter to your customers telling them the. best wby tq ptesent their
copy. Your letter can tell them anything that makes your work easier.,
Here is part aof the poster on the wall behind Teresa'g desk,

rd i *
"Here are some ways to present typing and word process1ng work to
Efror-Free that w111 make your bill smaller and our 11ves happier« - - .

(Follow1ng these rules w111 make us smile 1nstead of frown when we see

» . !

. you coming. ) . s ) ‘ }
® Always write in pen--DO NOT USE PENCIL.
‘e Never use yellow paper. White lined paper of‘heavy stock is
L o o bed@ Legal-sized paper does not fit on our,typ1ng stands.,
) ® Please double space your ink-written work when posslble.
® Leave a one* or two-inch margin at the bottom'of all pages.
‘o Upper- apd lower-case handwr1t1ng 1§ easier to read than all.
caps. - ==
« o Call to alert us ahead of time when posslble Lo make sure you
 ean get your work when you need it. - ;-
e Please let us know if your work has already been edrted or if
. you want us to edit it as we go along (correcé spelling and
. grammar, etc.). . ’ ' i J »
® Please proofread your work, We will proofread only if you

Y

. N spec1f1cally request this serv1ce, and we are human.‘

T A

-

¢
R A

)
- L

|
|
|
|
|
|
1

-t

[ 4




a

Completing the Work OFder Form

. - .
Here is the work order form from Exrror-Free.:
. - J

- - . .

Error-Free Secretarial, Service

"Qur Name Says It All" -

4

o~ M N . .\
.

) Name ! :

! Address. . _ , . '
Teléphpn; 3 . ) Date/Time Rec'd -
Final? __ *  or Rough? ’ ‘ ‘

. * '
Spacing:  Single - Double - . Triple

Paragraphs: Indented or block? C

~

£
. - =

Type Style:

- N . - x

Margins: ) ’ . S o

Proo%read?

Underline or Italics?

Y

In
g
r

SPECIAL INSTRUCTIONS:

]
~ -

- -

Signature

. - . -

- D
-

The work order form for yk:: business may be different. Develop one -
that meets your needs and elimMatés costly "érrors in communication.
The signature at the bottom means that the ‘client has read over the form

and approved your ‘instructions. You have a fighting chance of doing a

-job cerrectly if you at least agree at the beginning.

-~
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Who's Going to Do It?’

s

A work schedule helps you organize. As werg comes in, you can look
t the schedule and estimate when four tybists will be free to do it.
It will also force you to figure out how long something will take. Your
time. estimates w111 start getting closer to reality as yéu begln to
write them down. A work schedule is usually a chart of the hours you
are, open and the typiste who are working for‘you. Each’ time you get a

job, you fill in the right squares. For example, Teresa use%ua'schedule

-
\ .

like this for each typist:
L L} s

»
o

-

. 9a.m, 10 a.m. 11 a.m. 12 p.m. 1 p.m. 2 p.m. 3 p.m, 4 p.m.
Shelidra . . '

As the boss of your secretarial serv1ce, you w111 have to decide
which worker gets which johe. ' Some services like to have thelr typists
specialize. One pereon does most of the" letters and straight reports,
another does.all the student work, etc. The advantsée is that you have ;
people who are experienced at each Kind of Go;k; The disadvahtage’is .
that if the typist'wﬁb does one job is sick-or;quitg, you have to train
" someone to take his or her plece. Most owners spend a good part of ,

their time traiging all their typists to do the dlfﬁﬁrent kinds of work

~

that come 1n.

&

And Finally, . .

. [
.~ - ’ . . %

~ Get the books‘?ogf typists will need” for style, grammar, or spelling
‘ ﬂqueetions. Each typigt should have a dictionary and a grammar book.
Choose modern, easy-to-read college level books. For your office you'll

need books like these.

£

e A Manual For Writers by Tura%iaﬁ, from Chicago Press;

- ® Form and Style by Campbell & Ballou, from Houghton leflln, and
‘e The Elements of Style by Strunk & Whlte, from Macmlllan.

~

"? o . '-, ‘ | 46‘455

~~




‘ : . Sometimes you'll have clients who don't know vhat they want. Have a o
sample notebook with the basic styles of letters, bills, reports, etc.

Then they can just point and say, "Like this one."

- - -

. . Summary -
-
. .
. &
‘ . You will need to organize your work. Using work orders and - - -
schedules will help. ‘
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Learning Activities
! %

Individual Activities

3 -

1. Which of the #Sllowing statements is most true?
s 8¢ Yellow paper makes things easier to read. )
b. Upper- and lower-case handwriting is easier to read than all
capital letters.
c. It doegn't matter to typists whether they're typing from single-
or dopble-spaced copy. )
2, Why does Teresa ask customers to sign the wor order form?
3. Fill out the work order form in thé text for Dr. JiIm Marcello, 5549

Tree Lane Drive, El Paso,'TX, 896-8849. He wants his work by
Thursday, May 4.

May 2..

Error-Free recelved 1t at 4:00 p.m. Tuesday, -
It's a flnal copy of a medical report be1ng written for the

)
state hospital. He wants it single spaced with indented para-

graphs, He wants san serif elite type. The footnotes should be at

the bottom of each ‘page, not at the end.. And the marglns should be

10/70. He'll do his fwn proofreadlng. A11 under11ned word s are to

be italicized. If, there are any questlons as to style, he wants to

be called.

9

One day Teresa got these four work orders.

a. Cal-House Carpet Co. needed 12 one-page letters to overdue
: ~

clients typed.

Marsha Robbins wanted a rough draft of [a 24-page term paper

~ b,

typed. B ¢ . .
. .Dr. Susan O'Connor needed an eight- dge article typed for a
Journal It had many graphs and tables as part of- the artlcle.

Pine Cone Hardware Store needed 500 envelopes to be addressed

P
“

D
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] . .
about 12 pages in an hour of straight typing. They .can also type

about 100 envelopes in an hour. Graphs, charts, tabl'es, and

footnotes take longer because there is more work involved,
(2N ’
Estimate how many hours of typing the four jobs will take.

.
~

Discussion Questions

|
. ‘ Here's other information you need. All of Teresa's typists can type
|
|
|
|
|
|

1. John Helms has just come into your secretarial service to gick up a |
repor't he wanted typed. He claims that the margins are wrong), “even ’ !
_ though you know you filléd out the work order correctly.and the ' |
> report was typed according to” the work order. "‘How do you handle it? A l
- . . -

2. Rasty McNasty has jus't come into your pl‘ff‘ice wit'h a rough draft, C ‘

’ novel he claims is "for an adult audience." You'look at it and | ' ‘
realize it's your idea of pornography; it would offend all of yo'ur

typists, He_’says ‘there's a lot more work if you'll agree to do this
one, because he's been having trouble finding a service that ~will )

~ type for him, What do you tell him? : , ’ .

Group Activity C . -

-

a }art of your job as an owner will be to do many things.thHat Keep the
‘ business going. Here is a list of some of them. As a group, see if yoy.
can estimate the émouqt of time you would spend on.each ac tivity.
.1, Writing out the weekly payro_ll checks for foar employees B
2. Calling the Yellow Pages ad consultant about re-designing yourvmad
- . 3. Dealing with an angry customer who wants his letters re-typed
o 4. ,'i‘aiking with one of your- typists ‘who'can.lerin an hour late )
. 5. ,'Meeéing with a tax consultantl about gettingta better tax ‘b‘reak\ ~
‘ - ) 6. Reaidjng the morning mai'l--_three bills", two }-etters, and six (

-

_pieces of junk mailt

4 .




<, . ’ .

If this all’ happened in one day (which is not likely, but possible),
how mugh time wq%ld ¥you have left .for doing secretarial work? If you
were completely swamped with work, which'of these tasks could be put off

e

for another day 2
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Setting Prices

.
.

Goal: To help you set prices for your sectetarial sérvice.
’W N
Objective 1: List three things to consider in.
setténg prices for your service..
€
Objective 2: Set prices for your secretarial
" service after being given tertain "facts."
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A DOLLAR A PAGE, OR HOW NOT TO DO IT

" o N -

e

" Teresa discusses her pricing strategy.

.

"Since most of my work is by the page, it always seemed
the easiest way to charge. At first I was charging $1 a
page. Then, with inflation and all, I went up to $1.50.
Now there was no reason why I charged $1.50 a page. It was
simply the going rate. - -

"When I moved into my office, I decided to really take
stock of things. I had more expenses, and I had workers to
pay. I also had a lot more experience about all the kinds
of jobs I got. Sometimes we typed from typed coﬁy "That's
easy., I could crank out 10~12 pages in an hour, and .some-
times . But some people brought in thé*most raggedy
lookin*ings you ever saw~-written in'péncil, scratched
over, with footnotes, and with speclal spacing instructions.
In those cases I couldn’t d8 more than three pages an hour.

. - "My pricing now is based on something called*break-even
analysis, Exactly how much money do I need to break even -
and not- be in theg red or in the black?. Ohviously, if you

" want to have a paycheck too, yaqu have, to charge more than

your break-even point.

"I charge $13 an hour. And believe it or not, I'm one
of the cheaper services. I‘also gharge extra for speclal
requests,, editing, or. anything thdt takes extra time. I
give discounts to students, It brings them to my service,
and I like that kind of work.

"Some businesses just charge twice what they pay the
person who types. A lot of people don't like to do the -
figuring it takes to be ‘more exact than that. But I do.

""I like it even more when I see the money coming in.

All you.have to do is figure out how much it costs to run
your office by the hour. In our office we're open 9453 but
with lunches”and breaks we have 145 billing hours® every

‘month. You.just figuré out your monthly expenses and
, divide that amount by 145; the answer will be how much it

costs you to run your business every hour -that you're
typlng .

AT}
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- Setting Prices

) - ! ) .
: ' > .

T AllT secretarial service owners go dbout 'setting prices. for their

v’

. services in slightly different ways. Everyone, ‘however, wants to make

*n

enough money to stay in buslness and go to a movie once in a wh11e. :
These .gre the most 1mportant questlons to ask in determlnlng prices.

e ‘What are people willing to pay for ,your services? What does

-

: -/

your competltlon charge?, v
) What do you need to cover your. expenses’

e  How much 3% you want for profit?

d

e What other factors make your price go up or down?

.

. Exactly what serv1ces are you g01ng to charge your customers for’

-
. . e Q '

- - . <
. LA

What Are People Willing to Pay? &

-_— . - 3

Z

In most businesses there is.a "going rate." It is-the average that

is charged by other sécretarial services. All yoy have to do is call or
80 to the other services in your area (your competitors) and ask what

they charge for their-services. 1In big cities the "going rate" is 4 .

between $12 and $18 an hour. People who work in their.homes can
ggnérally charge less, but'they usuall&4don3t offer as many services.

-~ . N " L.
~ ’

The Break-Even Poist -

. ~

s Most secretarial services like Error-Free charge by#the hour so they
do’ not lose money when they are typing from hard-to-read copy-

S
N -

it is possible to find out how much it costs to run your office for
' .

each hour you are open,. . B . 5

" e ~
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Judt what does it éost~to keep your business open every hour? Start
with bills yod pay by the month. .. ' . \
'Ménthly¥expenses-7£he bills that come evé}y month: rent, N
electricity, phone, garbage pickup, salaries, rental charge of your
. machines, Yellow Pages-ad, cleaning :ervice, etc. When you' get the
- total for your monthly expenses ffvide by 145 billing hours in a month.
Th:t becomes your hourly expense. . . :
., Yearly expenses--these bills come every year; You have to find out™ - ﬁ
how much they cost per hour too. Insurance, taxes, advertising .
campaigns, goodwill actiyities, paper and othg{ supplies (or&ered four i

times a year), theft, bad accounts, service warranties on equipment, )
‘etc. This total has to be divided by 1740. -That's the number of
billing hours in a year (145 hours x 12 months)! ‘

N : ‘ —

Other money spent or lost--these expenSes are not exactly\"billﬁfh\

They are ways your business "spends" money every year even’though a bill
doesn't come in. They have to be counted as expenses. Examples dre

the ft, bills ghat customerg haven't paid; money lost because equipment
is gétting older (dgpreciation>, vacation time, and sick leave. This

total -also has to be divided by 1740. '

W,

‘,:, '

- Here ig a part of Teresa's expense sheet and the "cost~per-hour."-
u__L__ R p . ‘.). p'

/

-
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tlmes. This money 13 also called profit.

Ty -
' o 1\
:“, * A .. \ * ) ’ ‘\
Cost » " Math problem. Cost per hour
Rent $300/mo - 30 - .$ 2.07
; ) * o
.. Salary for $2610/mo . 2610 18.00
3 typists ) c . 145
Yellow Pages $60/mo - _60 ‘{3, 41 ¢
ad . 4 E;tu
Paper &  $1000/yr . 1000 - W 57
Supplies 1740
Insurance  $250/yr 250 o.14
. - 1740 R
- ' - : »
Bad Accounts $200/yr 200 .11
) * 1740

('Y -
. L

‘When Teresa added-up this list and all her other expenses, she came
out to $32/hour. That means thattin every ;billing hour she spen&s $32.
Since she has four typewriters;‘each typewriter must take in -at least $8
every-hour for her to break eveh. Teresa added $5 an hour for money to

put back into the business, to pay her salary, and to cover "slow

.
<

. ’»

Things That Make the Price Go Up ' .

1. You can raise your prices @ bit if you think the price you “chose

won't last»fhr leng. If‘ta\\state of the economy is such thatt~~
expenses- are constantly going up, you can add more to your current
price so that ,you won't have to keep ralslng pr1ces.

°

2, You can set h1gher prices if you are the only secretarial service in

- your area. y ¢

3. You can set higher brices if you prov&de Special services “such as,
" changing copy, d01ng layouts, or typing in another language. Thig

1quecause you probahly w111 have .to pay.more. salary to a more

'#2 eiperlenced typlst. ' . -

‘ ) : 5 ’
~ 4
< v N
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. . . . —
.
;:' ‘ " Things That Make the Price Go Down . .
R . : - ) ! ' > ~. - ,
7 W
: 1.4 Yod can charge less than what you calculated 1f you have ‘a very
] ' eff161ent method of typlng, such as prov1d1ng speclal instructions
e .o to your customers so their copy is easy to‘work from. ‘
o » 2. You should charge less if there are so many secretarialese?vices in
. " " the area ghét you will be using Priges to bfing in customers.
P 3. " You can charge lesg if you decide that you don't want your busiﬁésé

. to expand at a fast rate.

4o If you enjoy working with a partlcular kind of client, you might
<, ' >,

- charge less to get those customers to try your seryice. A

I

. " Finally, you must de?iqe on prices and develop a price

is Teresa's final‘price*list:

<

Bl
L3

'ERROR-FREE PRICE LIST

- v e

[N . ) ‘e ‘} 4 : |
’ ‘ Typlng from typed ‘copy or dictation - $13/hour-
- Rush jobs s , " $16/hour
x Editing, layout . ‘ ) $16/hour
Proofreading ‘ ) ‘ .. . $13/hour
] Statistical typing, medical reports" . $l4/hour~_ -
Hard-to-read copy $15/hour
Speﬁlal student discount for .. toe . ) )
eaSy—to-read copy ) : $10/hour .
4 : “ Correcting errors . " Free
| ¢ »* . ’ \ a B # :
. Summar . . . e . St
\' I ' L ' . . ' ¢ »

To set-priées, you must know your egpedses, the competition's

prices, your desired profit, and the demand for your .services.

I .

2a
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Individual Activities

1. Why ‘have mosghsecretarial services stopped cha;ging "by the page"?.

~ L] - -

- . ' = ¢
2, What does the term "“break-even point" mean?
]
' '. ’ .
° -~ M

3. When Teresa flnally got her cost-per-hour, it was $32. She then
divided it by four to find out her hourly break—even point, Tell -
why she had to do that. Ve

- - -
- -
.
. s . - .

4, Name two kinds of expenses that have to e counted that are not

-

"bills," - . . .

Sy

.
. . )

: ( . \
5. Why should you charge mgre for special services?

-
.

y
< . .
N
y

Discussion Questions

‘1. You have just found out that there is a new secretarial service -

"opeﬂing in your area, It 1s g01ng to give a speclal $6 an hour rate
for the first mbnth As the gwné?’of a secretarial serv1ce that

' charges $14 an hour, how do you handle that? Are you also going to
’ AN .
lower prlces for that month’ ¢ . N -

. - ’
.t . R ’

. . . -

"2, If all the services'in your area.charge the same-rate of $14 an

hour, what would you do? Q%w would¥you Justlfy asklng for more?
Why do you thlnk you m1ght charge less?

A

" - -

" . s
3. Name as many things as you can thiat might make your prices go up.

: v "1yl 56 ~ 7
58 o .
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‘ «' Grfoup Activity ' . ‘0 B
- * « © I3 B ' - . — —
Here are ggme-"facts" aboyt your business. You have two typewrlters +
) in ydur office, Each month you pay out about $1 450 tn b111é You pay

out about $3, 480 in yearly bllls. Other money you lose (through

, - depreciation, etc ) m a year is $348., . “

. a. FLgure out what each typewriter has” to bring inper hour for you
° v ‘ ' ‘

" # . to break even., ’ S
, '\n . . « .
L+ Other things to consider:are; there are lots of secretar1al .
‘e services in your area; mflatlon has been goxng up at the rate
. <, .
. A7
pf 102 per year; you've always enjoyed domg legal work because
. N P .
’ o~ .« Yyou we€re once a légal secretary; and no other service ‘
’ ’ a 7 v,
: . " specializes in work for lawyers. ‘ -
v o - . . - .
Write out a price list based on your break-even\pomt and- the other
facts listed. Explain the reasons for your final prices. .
- . - ~
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Advertising .and Selling *-

.
s

learn ways to advertise and sell your

.

]

Pick one way to advertise your

. Design a printedfad for your service. °

‘
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I considered to be the most fun.

' contacted personally,

N

. You've got to

" except for radio and television, which are much-

¥

»

. Ct
¢ . GETTING THE WORD OUT, AND
: - BRINGING THE CUSTOMERS IN -

4

Teresa has a flair for advertising.

"Like most other small service businesses, I wse the
Yellow Pages for advertising. I worked hard on my ad. I
know that all the other secretarial.services do the same.
You put in all the goodies that make you special-—how fast
you are, how accurate you are, how much you care. You put
down all the special services you will give to your
clients. And then you try to make -the -whole thlng look 3-D
so it sort of pops out at the reader! .
. 4
"Fortunately, advertlslng was the part of the bu51ness
T love it. I try to
think of new ways to put my name out there. Whenever you
advertise, you want to know how effective it is. You don't
want to be spending your money on a newspaper -that eveqyone
uses just to’ wrap their fish bones-in, J

v

"Once I hired high school students fo do some
door-to-door selling. I gave them each a folder with
samples of our work in_it. _Then I sent them to all the
businesses in the.area. If they made a contact with
someone, they were supposed to ask for their business
card. That way 1 got a list of people whom I knew had been
If we ever got work from thoge ~
people, 1 knew it was probably due to our door-to-do
technique. Cléver, doq{t.you think?

-

"I always ask people how they heard of us., , I-keep a
tally-*Yellow Pages, the flier I sent ouf, a customer
recommended us, thé bulletin board at the Unlver31ty.
now what"s worklng.

"The good thing about a secretarial service i that,

éxpensive, you can experiment w1th all different klnds of
advertising--that.is, after the Yellow Pages. You have to
have a Yellow Pages ad."

‘-
Py

3

4
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Every service business needs clients. Until you have a number of

v " steady clients, ybu.need to spend:a lot of your %imez energy, and monéy
. get'ting the ggrd out. -Even after your businesgs is rotling, you need. to

spend some time on advertising. . ’ b

. : Wy
) o . .
¢ x\
What Kind? Where? L Lt .
ne . .
~ T s *

\ Like other businesses, you have to advertise where the action is.
Mos§s secretarial services rely on: * ° > - .
. ’ £

o awad in the YeIIOW'Pages; . - '

° d1rect malllng to and’ personal contact with small businesses;

+ 7 e . aletter or f11er on bulletln boards at unlver31t1es, copy

Yo . shops, and prlnt shops, and »,
. e goodwill, N
. 7
4] - , :. N : s - -
' Tae L, @ : ”
’ v * The Yellow Pages. An ad 1n—the Yellow .Pages is vety important~~no .-

ad in the Yellow, Pages, no secnetarlal serv1ce. Seventy percent of your
ﬁ ‘cllents will get your name that Way. Mostr §ecreta'ria1 serviceg delay“~

opening their businesses until thg few edition of the Yellow Pages has
B s . ¢ 3 4 < 9. ¢
their name in it. The Yellow Pages sales department will help yoqu ’

'desigﬂ-én\ad. But you need-an* idea of what,you want.. Your:ad should
- -] a * ‘

- 2 . . v

® -
'.

S " have the féllowing parts. ’

. -~ i
N Headline. Your headline shqnfa_attract attention, It should make

’

» pebple want to read the rest of the ad.

P
’ .

Illustration. Your.illustration should ﬁelp people remember your

4 h - » -
. 1)

service. - ' .

- ‘ .
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Copy.” This is what yéu write about yo serv1ce.
e  appeal to customefs/,ne H

&

describe your services; and

Your copy should:

° call for customer action.

3

Layout.

layout should make your ad attractive ahd easy to read.

This'is"the way you organize your 4d on the page. Your

4

Identification. Give the name, address, and phone number of your '

service so customers can contact, you.

3

What s the most 1mportant information?

. who you are'

¢

"N

Yol must tell people:

4
Y

e where you are located '

e vwhat services you prdvide; ‘ .

e what hours you are adallable, -and =" oot :
e vhy someone would wadt to choose yodr secretarlal service.

¢

;

LI 4

‘,DirEct Mail and Personal Contact ©

%

UGNV

,The ad must be eye—catching and honest.' Many companies know that
being near the beginning of Lhe list is also ‘a plus., Think of a name

that beglns w1th A or B.

& .’ ’
.

- .
- 'x

¥

¢ B ’ B |
’ N - ‘
Once you 've written your YelIow Pages ad, you can use a variation of

.it on a postcard (4" x 6") or a flier. (8%" X 11") to send to sma&l

bnsgnesses in the area. Don't send it out to every llstlng in the

Yelloﬁ Pages:, Begin with people who are probably self-employed and
could use a secretarial service occaslona11y--accountants, doctors who
“are not part of large hospitals or clinics, psychologists, and other

small businesses. Since you can expect (roughly) a 1% return on your

malllngs, you should send out between 500 and 1000 per week.,

. -
.

o

. ~ : = : - . . . - »
Personal contact always makes the most impact. It is also the most

time-consuming, and it can be discouraging. If you hear a lot of

' A 65 :.
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~

"Thanks, but no thanks" in one day, you may decide to throw your

type&riter out the nearest window. When you do venture‘out however, be
sure to plan your visits carefully gpd have a sample of your work you-
can leave with the business you call®on, Keep track of whom you see and

of what they say. You may want to follow up on people later.

: . ‘
B \ :

» - N
- - ~

The Writing on the Wall «~ ' . ,

5

Don't forget the lowly bulletin board. There are particular placee
that are perfect’ for postihg your flier. If there is a college or
university nearby, you should make a day of it. Go to every office,

every department, all the dorﬁitories, and all the general boards.

-~

Print and’copy shops usually have bulletin boards or places to leave

- v

your busimess card.

You can 3lso offer the print shop ofmers and copy

_ shop owners a sort of "reciprocal trade agreement,"

You will tell

i
¥

people about them,'if they will tell peopie about you.

o

I ’ L ‘

-

resumes ), barber shops, or even supermarkets. .

Otherﬁplaces you might check out are employment agencies (for those -

- E) . g T

D1 - -

~ ¥

To make your flier or‘poster really work? you might want to ﬂ[gure a .
v

way -for people to take your name and address with them and st111 leave

the flier posted.

These boards also get cleaned regularly, so at least .

d

~

) '1§" ! -

'L' Goodwill

once a month you should make: the rounds agaln.

-~

o

“

Goodwill means generatlng good feellngs about your bu31ness.

It is

»
the thing that makes people think of you as "that nice person over at

the becretarral serv1ce.", Everyone who thinks about generating goodwill

as part'of his or her advertlslng does it differently. Dana Street -

Se¢retarial _Service had 11tt1e key.rlng typewriters made up and gave

Y

them away. The Office Place, a very successful. secretarial service,

62
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sponsored a soccer team for a year, The owner of Letters Unlimited had

a Christmgs party. She invited all her current customers.. ”
Sometimes it doesn't seem as if these, activities bring direc
results, hut they'do. The more general contacts you take, the more .

" people will remember you when they do need an answering service.

s,

. ~

How much'agney does it take?

~
[

Here is a list of costs for some of

‘the ideas mentioned.

-

MEDIUM COST
. ' 4 .
Yellow Pages , 1/4.page 1/4 column Bold Face
» Population 14,000 $ 40/mo. $10/mo. $3/mo.
Population 110,000 $115/mo. $29/mo. $4/mo.
Population .- 700,000 $193/mo. $49/mo. .$5/mo.

Direct Mail -$.20/item~—includes printing, postage,

and handling®(your time counts)
GoodWill (for example,

$1007per~person
8 hours of free service) .

4

-

Letters Unlimited . $125
ghristmas party -
Key ring typewriters , " $.75 each_ . =
' Sponsoring a soccer team - " $1000 T
Summary, ' @ ’ & . ‘ “

Yoo, . -~

N * - . . e - v ’ N 3 .
The most successful secretarial services are ones that advertise-in .

- ’

" the Yeliow Pages and in other ways. Méney spent on advertising is not
"extra money." 1It's.as important as the motey spent to buy your

typewriter. ° , " , i -
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IR . Learning Activities, ) .
) i " .
. Individual-Activities )
) 1. What are the five parts of an ad? e ~
v Lo .~ . B
. 2. Design an ad for the Yellow Pages. - Ve
' : e Use 8%" x 11" paper. (Most people Compose the ad larger_than it
. will actually be. A special camera reduces th size later.)
' e Be sure to include all the® important information about your
~ - .
. service, o " .
e _ Include all parts of an ad. Even if your ar'twork is not
- . 7
perfect, draw a.sketch to shaw your "ideas. ,
3&%’ , 3. Call the Yellow Pages sales department in your area, Ask for a
: “price list & different sized ads. . . .
. M : - K \ .
o ‘ 4., Name three ways to inform people. of your service.
. e . - ) e . . ' .
4 . ’ ’ 2
) -.Discussion Questions | . . ’
- . ¢ . . .
;! 1. Read the Section on "Goodwill." What are ways to advegtf‘Q\Z;:r-
- . service that could come under this heading? Remember, "goodwitl" is
, anything that makes people feel good about your business.
r " i . .
- 3 - »
2. Refer to the advertising price list on page 67 and pkan a good
advertising strategy for the following two people.
P ‘a, Shelitha Johnson is just starting her secretarial service. She

.

is going to spend-$3,000 to adyertise for the emtire first

year, Plan an advertising strategy for her, Name four

) "'68 64
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’
» 1 .
. different things she can do. At least one should be goodwill,
Remember 'to multiply by 12 (months in the year) the monthly
~ amount for a Yellow Pages ad.

© v !

b. Ramon Garza has been in business for four years in El Paso,

Ha

Texas. There are several new office buildings going-up, and he

"wants to reach them before his’competitors. Plan an advertising
. ry .
- strategy ﬁor’him. He is going all out and spending $5,000.

Name three things he can'do.

Group Activity -

BusineSses use' different themes in their ads te get customers to buy
their services. They use these themes to' appeal to different human

‘needs and degires. .They may take the "no frills, no extras" approach to

*" appeal to the customer's need for basic services at a low price or. the
"in by 9, out by 5" approach to appeal to their desire for conveniente.
Or they may try to fulfill the customer's desire for social status by

resentihg a high-priced, "exclusive" image. They may also use themes
P gn=p g y

that are not at a11 related to the1r bus1ness--such as "sex appeal" or

the de31re to travel to exotk\\places-—to attract customers.

- Look at a few @ds for secretarial serv1ces (or for other related

-

bu31ness services such as bookkeeping services) and see what different ,

approaéhes‘are used;: How doy S’fefl about these? Which of these themes

would you use for your business° Which would you not use? Why?
- ’h’ - : P ) "
i N < ’ - 7
. . - s
L3 ;
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Keeping Financial Records . .
o s
i - i P - L4
4 e R ) 3 ~ e e ¢ .
) Goal: To help you learn how to keep financial records for X
' your secretarial service,
- r
. . . ‘. \\ Ll
Objective 1: Fill out ayll for a customery \
¥ B Objective<2: Fill out a daily cash sheet that
- records money coming in and going out of the -
" business. . ’ .
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.. DOING THE BOOKS - . ~

‘
v ‘. ‘
N
. . *
'
’

. . v .
Teresa likes bookkeeping and is quite organized.

"Most people” hate keeping records, writing out the
bills, and keeping track‘'of everything. For me, it's a
nice break from the hassles of liquid paper and erasers..

"When ‘you pay attention to the books, you alsé learn
where all your money is going and who your best customers
I never think of

are. I never do the bookkeeping quickly.
it as a %_ that I should rush through. I'm not, in the
business’ ito glve out free service, and unless I keep good

records,gthat s what I'l1 end up d01ng ’

p - "Unless you know bookkeeping, you need an accountant to
set everythlng up for you. When I spoke with her, I had
her explain everything to me--how I bill, how I pay my
workers, the: m6hth1y balance sheets, the cash flow charts,
everythi It was—money- well speit, and I-learned-a-lot.

"Theé®First step in good billing prdcticé-is telling
your typlsts how to record the time they spend on a

a

* more flexibility than if ¥ did by the hour.

v
»

.
]

— -
s

prOJecc.‘*We-do—rt-rn—%&-mtnute—&nterva%s——~$ha%—g&ves—us .
They put the

time spent on a 3 x 5 card that has the client's name on , .-
its I make out the bills once a month from-the index card.

- e !

’ "The one-tlme-only customers have to pay when they pick
up their work. I ask new clients if they think they ¥ill
return during that month. If they say yes, I tell them
that the next time we can establlsh a credit system if; they °
want tos Credit billing takes tlme and costs you money,
but big businesses expect that service." - .
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.l ""g— Keepmg fmanclal record,s *ig8 a must fpr any secretar:.al serv:.ce. In
A e, ~
. o,
T this secthmydu w1L1 learn‘éhow to b;Lll your customers sd you can get )
oS T pa*d for the work you do. You w111 also fearﬁ. how to complet:e a cash
— J;‘.’. (
RS - "'~ sheet that records the money commg \1%&d ’Q&bllls paJ.d.\on a g:.ven day..
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- How Ayour bill 1ooks depends on your method of pncmg.

customer shou’ld have a bill, even if he or she pays'you in cash over, the

count:er. 3Tbat way you'll have a record of what you do for whpm.

A bill o
-, . “Should also be 1ten.uzed That meanS‘ that you Should write down the .

Every m

= | °o
) reason for every chg;_ge; Here is Teresa 's billing form. . .
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Easy Come, Easy Go-——the Daily Cash Sheet

E

Keeping Track of the Work

Whe:{Bp&ai began to-do Jim's medical report, she checked the files

for a 3/ 5°card on hlm. Since he didn't have one, she made’ one up.

. Thls is what his can{ looked dike when she finished the _report.

¥

-Jim Marecello ) >

"5549 free Lane Dnge ' . -
* . El Pago, TX \ ' . ' .
' 896-8849 |
Date :"Werk - Time , Typist Comments
s ¢ _ —~ s
5/3 Med: Report - 2-hr. Desai . Careful with
22 paées « ’ . medical words

If there are any questions, Teresa can check wi%h Desai. The column

for comments is to alert Teresa to any problems so she can serve her

_clients better. . '

- . 'b-

Jim paid-for the medical report when he picked‘it up becguse it was
his first°time at Error-Free. Since he liked ‘Teresa’s work, he came in
twice more. Teresa then set up a credit account for him. Having a
credit’account means ‘that Jim doesn't have to pay each time he has work

done at Error-Free.

L 4

!

-

Hopefully, wou will be receiving money every day that you are open.
Some people will pay when they pick up their wbrk. Othérs will send you

checks in the mail. Ke%ping a daily record means that you'll know -

3 -

exactly what is going on in your business.

On the other slde, you will also-habe to pay your own bills.’ Wh11e
you may not do thls every day, you will be doxng it throughout the

- N @

L 7570
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month. Yourxé;iephone bill will be due pne day, while your rent will be

due on a different day. .
@ ‘ . ' \ N s, 7

The daily cash sheet is filled out at the end of every business

.

day. ¥You éléar out the money and checks inyour lecked’ drawer, get your ’
) ‘s
business checkbook in hand, and fill "out the cash sheet. One day Teresa

received $355.00 in cash and $235.00 iq checks for a total of $590.00.

' ¢

L ' .
These are thé checks she made out for the day’. , .
_Sally Newcombe (landlady)’ - . $300.00 -
Lad Wholesale Office Supplies 125.00
The College Book Store ) 80,00
: °
The Copy Shop " 50.00
Total . - | $555.00
This is what Teresa's cash sheet looked like.
-~ #
| o DAILY CASH SHEET )
“*
" Cash Receipts . Cash Payments -
Cash Sales $355.00 "Salaries
Credit Accounts 235.00 Building Expenses $300.00
. Equipment and Furniture -
« Supplies 205.00
. Advertising ! .
. - Other (copy gervice) 50.00
TOTAL CASH RECEIPTS. $590.00 - TOTAL CASH PAYMENTS $555.00

Y

-

If you look at this, it doesn't seem as if Teresa made much money.
Most businesses, however, do not look at their profits on a day~to~day
basis. .For that, Teresa would have to look at her yearly profit/losg

' statement. That is in the next unit. She will use her daily cash sheets

*to helﬁ her keep monthly andfyearly records.




You will also want to fill out a balange sheet every year. If you go
into business for yourself, get the advice of an accountant about how to

. ’

complete your balance sheet.’

There are lots of other records to keep, too. You will have to com-
plete employee records, payrolls, income tax forms,. and others. Keei)ing .-
good records--rather than making your life harder—-should mﬁ? it easier.

v
- 3

. .
Custoler bills and daily cash sheetd can help you keep clear financial . ..«
records. ' . . o ¢
- b .
/
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Learning Activities

-

Individual Activities :. . ) .

. ’
° .

1. Why.do you think-Teresa doesn't give credit accounts: for first-time -
v , Y ¢
customers? -

s
°

. = ’
2, Why does Teresa record time in 15-minute interyals? I1f she were
charging $14 per hoqx_‘, "how much would 15 minutes cost? } .
. M \ ! - . '
3. Here is Teresa's 3 x 5 card for Luis Santo, ) .
. - ’ : ‘
i ° S
. Luis Santo . ' .
449 UnivBrsity Way . ’ _ ‘
El Paso, Texas . "
489-6637 ’ ’ ) : - :
Date Work Time ~ _Typist ‘Comments L Y
. 5/4 Masiter's 6.5 hr, - 'R.D. * - Some single
. - spaci?g R
5/5 " Master's . - 7.0 hr. R.D. - .
-5/8 Master's 5.5 hr. R.D. -

» N .-

Fill out a customer -billing form for Luis. Use Teresa's billing

form in this unit.

s




4. 'Fill out Teresa's daily cash sheet for May 16.

Cash received $400.00 .
‘Checks received '
;' Willy Smith ' 26.00 '
Norma McCurdy 78.00
? Al Fukawa 455.00
Checks paid out »
' A.R. Typewriter: Service 560.00
Desai Armitaj (salary) 400.00
All-Farm Insurance 83.00 /,_\\‘
! b «
PR DAILY CASH SHEET .
Cash Receipts - Cash Payments
Cash Sales " Salaries
- Credit Accoupts *° "~ - Building Expenses

.
» 12
h .

TOTAL CASH RECEIPTS

Equipment and Furniture

Inventory or Supplies

Advertising
Other
TOTAL ‘CASH PAYMENTS

-]

. . 0
Discussion Questions

-

LY

hkuw secretarial services charge a $5 00 minimum fee. That means that

. even if’ they type for only 15 mlnutes, they will charge $5. 00. From

-

’ what, you know about keepifig records, why do’ you think this is so?
’ W

Q
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2. Lately, more and more people have been asking Teresa for credit

accounts. Some c¢laim it is "easier" 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 hawing lots of credit

accounts. : -

3. Tight Tilly never offers credit. She claims that the added time
spent on bookkeeping-and the rotten accounts are not worth it.

Loose Larry gives credit as if it were water. * He says it makes
people feel good about themselves and brings in lots of business.
What do you think? What would be the things you would look for in a

person in deciding whether to offer him or her credit?

Group Acﬁivity /

@

-

Many\times people are given credit or refused credit based on
people's prejudices. Women and minorities have had a particularly hard
t@me'getting credit extended to them. What effect do yqﬁ think this has
on the people who are refused credit? What can these people do to

establish credit?

-
)

L
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R UNIT: 9

o)

-

Keeping Your Business Successful:

To help you lefrn how to keep your business "in the
black."” ‘ :

-

Objective 1: Figure out the net profit, profit
ratio, and prense ratio after being given a
specific buginese Situation."

R

Objective 2: State one way to increase profits in -
g business that is losing money. .
, p -
Objective 3: State one way to increasethe number of
clients yéu have by changing or ‘improving your -

service. -,

Y

"

N
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PROFIT AND LOSS: THE NAME OF THE GAME

Teresa admits she loves making money.
"You know, it's very exciting getting that first ’
check. No matter how small it is, you have a feeling that
you're successful--that your -business is going to make it.
_And if your typists are busy, if you're rushing to meet
deadlines; you never stop to think about whether you're
making a~profit,
"Profit,is a strange thing. You can type a lot of

papers and be busy all the time and still not make a
profit. ~What's worse, you may not even know that you're
losing money! Hdrd work does not guarantee a successful
basinéss.. -

*

"About a year ago I was working like crazy; the
business was bringing in lots of money, yet I was barely
meeting my expenses. My profit/loss statement showed me

. why.- Every single one of q(.expenses was slowly going up.
The landlady raised my rent the cost of paper was going
sky-hlgh, and I.had given everyone g raise because Iy
thought- we - were doing#so well! .

JAlso, when I calculated the cost-per—hour of running
my shop, I thought I would be on a typewriter most of the
time. . But between bookkeeplng, advertising, and dealing
with the customers, I could type only about fiveshours a
day tops. I was losing $15 a day just because of that!

"Most: people thfi;ythat you have to raise prices to
make- mpre mopey. But there are lots of other things you
can dojbesides that. I took a very long look at .my
expenséS. I vowed I would cut each one of them down some
way. I looked at the ‘types of clients I was
‘attracting--perhaps there was more.money there. Belng a
good business person is more than just raising prices."

. '

~

S

L

9
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- BN -Keeping Your Business Successful

L

v

o - N
¢, - N .t

. o \
In this unit you will.learn how to* judge whet:her your business is

financialiy successful. ' .

The Profit/Loss’Statement . : e
A profit/loss statement shows: how\r:;:ch people paid you in cash and

. credit sales (revenues); how much you pald for paper (cost of goods sold); .

and how much you paid out for different bills (expenses). g

‘
»
L

-~
7

It:#ould be -wonderful i't“you‘could look at all the money you made and

call that"'your profit. But you can'f. Once you pay all)our biils, you '
might have made nothing or have even lost money. You must look at: your
net it, which 1s the money left after you pay your expenses. Net:

'profi 18 revenues minus™ost of goods sold and expenses or:

) a -

Net prof fit = grods profit - expenses.

- | ' -

- Figuring Your Profit Ratio - - . -

" To knoy how successful your business really is, you should look at
your net profit ag some important ratios. Ask yourself, "What percent o,
of my, inc§pe ended up as profit, ‘and what percent ended up gp.&mg for

expenses?' Look at Teresa's profit/loss statement for the first two

QO

years. Then compute her profit ratio and expehse ratio. . -

8 - ° . : =

T vy N L . . ~J




. PROFIT/LOSS STATEMENT )
‘ . Year 1 Year 2
Revenues $80,000 $90,000
Cost of Goods Sold 2,400 2,700
Gr?ss Profit $77,6OQ\ 4 $87, 300
Expenses
Salaries $27,650 $32, 400
Rent & Utilities 4,100 * 5,000
Equipment‘Repair - .
and Depreciation 2,000 - . 2,000
.Supplies 2,000 . 2,500
Advertising o 2,400 . 2,700
Payment on Loan Debt 2,000 . 2,000
Other \ 1,450 ) - 2,000
TOTAL , $41,600 $48,600
Net Profit $36,000 $38,700

_expenses incredsed

&

These are -the equations for figufing.out Teresa's profit and expense

ratios. .
L h 7' Year 1 *Year 2
_ _"Net profit 36,000 _ ., 38,700 _ .,
Profit ratio "EEGEEEEE‘ 80,000 - 4% ‘ 50,000 - 4%
_ Expenses 41,600 - 48, 600 - &9
Expense ratio 3 g tchues ~ ° 80,000 - 2 90,000 ~ 4
- - 2\ ' - >

)
.Teresa's business brought in more income and profit dollars during
o

the second year,‘bqt her profit .ratio was lower. This was because her

t. She enjoyed the,extra profit, but decided she

should work on rais her profit ratio a bit too.

¢ 85
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How to Raise Your Profits ¢

There are four wéys to make your profits and profit ratio higher:

(1) increase your number of customers (sales); (2) raise your prices;

(3) lower your expenses; or (4) expand your services.

w~, .
= N <1
. -
w

Incgeasing your mumber of clients means doing more selling and
advertisingﬁand probably investing more money. You may join civic
‘groups, do doér;to-door selling, or send out more fliers. You will have
to look at how each of your clients found out about your, service in the 0

. first place and put more energy “into those areas of ahvertising that .
were most successful.

Raising your prices may seem the easiest way to raise ydur profit

ratio. It's not that gimple. JAf you become one of the more expensive

. secretarial services, you may lose customers,

3

- Reducing your expenses can help. Look carefully at each expense and

-dgcide where you can save.

3\

s . . St . .
Expanding your services can help. Decide what new services you can

offer. .

° Do any of your typlsts know a foreign 1anguage° You could/offer

to type copy in different languages. X

<@  What type of businesses are in your community? Can you focus on

one spgcial type?- In Los Angeles and New York, for example,

- " many secretarial services do movie and TV scripts. ,
- e cCan yoﬁ offer pickup and delivery service? Then some people i
; - ﬁjli-ﬁse»your service just out.of convenience.  *
e \\ . e Do you know someone whg does bookkeepfhg? Can ﬁhat person refer
.people to’&ou?" ‘ .. ) s .

’

--‘

| A mote on the future-~—word processing and computers. Many secre-

tarial services do just fine working out of their homes with their

electric typewriters, But computerized word processxng 1s on the way in.

L I e

T - 80.
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. &profl.t/loss statement shows you how you're doing. Keeping a small
i business successful isn't easy. ‘ .
. | ’ e ' .
gt
. ‘ ) R ) .
. . - . ~ . E
. .« -
o J . e htd
’ ! «. . ‘ ‘
# ' < R
- ) - - B .
N ) &
.
A s ! N ‘ .
ty - , . * . -
- . 4
3 \ ~\ ’ >
' 3 . ‘ e
‘ ~ g * - ' s
. . 1 v - - - ‘ s .
' . P , . ad ‘ .
. B ’ " o e
- ¢ * .
. -
- . P .. :
oo i .. ‘ " ¢
? S u,i . vt . L, .
_ N . _,. ': .ot -
. ‘ .0 f - . i
° y & - I . "‘
. - . L
! . & e - ’
of N "
RIC: ~

I
L1
PR




I ' ;;:":‘ . ‘.
. Individual Activities® )

1. Here is a profit/loss statement for Wilshire Secretarial Service—--a  ~ -
shortened version. Compute the net profit (in dollars), the profit -~
rh;io (in percent), and the expense ratio (in percent).

N

) - ' " TWO-YEAR PROFIT/LOSS STATEMENT. . : :
. g P . . 4 %"“-\ ‘5‘:}2 o
. L Year 2 - Year 3 S -
Y ( - D -
, Revenues $50,000 100% $60,000 100%
Revenues . ! ,
- « " Cost of Goods Sold e 1,500 1,800 N
Gross Profit ~t o] $484500 $58,200 s
.| Expenses N ‘ 26,000 _ 2 30,000 _ % B )
Net Profit : $ R $ 7% )

2. Which year was g better one for Wilshire Secretarial Service?

b 7 . ) - !I

. 3. Name two ways & increase your pfofits. - : ! /_'1
. Discussion Questions e :
. 1. *Many secretarial seryice .owners do not want to "go big."” They don't
- want to use word progbssing machines or to hire hore peaple. Can - !
T - . »

you give gome reasons for this?

- ! ‘ . . v

2. Teresa's husband wants her to get out of the business. He claims

o« that since her profit ratio went down from Year 1 to Year 2, ghe

o . " isn't mucﬁ of a businessperson. ‘What advicé would you give Teresaf
e . Doeg it matter that she is losing support at home? . .
: . - R 1" “ b . «
‘ J; . ':, oo L 8§ . | o . . < . e
l. —h Ta ) Y ¢ 4 A ""
I4 kAN ] » r l -~
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3. Teresa heard that she 18 losing,some money because she “"doesn't
. o dress like a proper businessperson.” What would you tell Teresa to
do? Do you think appearance counts? - .
— . . . N . _../ /
v " .
Group Activity - _ ‘ , ‘ S o

List as many different things as you can that you wouldy have to do

if you owned a secr&tarial service. Here are some examples to-get you

~ . .

started.

e Call the,tel\e;)lior}e company i;o get hooked up -

L
Frd

’ e, Check out geveral piaces for the t;es‘t location
. e Interview people to work foi‘ yoa_ s ' )

e ‘ Order paper and eupplies - L . .

Afte‘t you have yoyr list, 'see how you feel abbut doing each thing. Gi\}e
’ : . y\burselff three points if you would enjoz doing 1t, two points if you

L , Wouldn' t mind do:ng it, “oné: point 1f you would do it but wouldn't like

«

11:, and 0'4f -you woul‘ﬂn t do i.t, o matter what! There are no "correct”
°. c" 'r answers. * The- person,with‘che ‘most points doesn't "wim." The point 18
. !.for you to see 1f owning a secretarial service might be for you.
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This module has been about owning a secratarial
service., To start a small business, youﬁneed t; de lots of
planniné; First you have to be sure that’ ownlng a smalL
. bu51ness is rlght for you, Then y%u have to decide what .
services to offer, how to compete and.what legal -,
requirements to meet.

. . 1

. /
To pick a good location, you hav:/;o find out if
he

n you have to g‘t
money to start. That means showing a banker that your idea P

customers would use your business.

is a good one, .
J . .
Being in charge means dividing the work and hiring good

.. workers. Then you must keep track of jobs to be dome and

who will do them, \
» L

-

’ -4
Setting prices means figuring out the lowest price you

need

can charge to meet your expenses and the highest prige you
. § ,
can charge and still be competitive. To do thiSJwgfg

»

informatio¥ on your expenses and on your competition's

prlces}

. L

Advertisfng and selling are the ways you get
clstomers. The good things your business does in town are

called goodwill.. These are all important ways to help your

.

A . LI

business succeed. . .

’
- »>

? You should keep good financial records $o you will know

L}

how - the business is doing. .Then you can decide if you éan

3

- .
¢ -

ot expand your bi\ ness or: if yﬂ need to cut it bacR. .




T .
’ In order to- -own .and operate a successful secretarlal

serv1ce, you need tra1n1ng in secretarlal sk1lls, work

AR Y
-~

experlence, and the special business management skills -we

.

. have covered in-this module. If yoﬁ have not had a-sepre-;

secretarial servige. You can learn business management \
skills through business classes, experience, or by us%:gi“

the advice and exgmple of:an expert. :

' o - You may not make a lot of money-by owning:a secretarfal

service, - However, you will have‘the personal satlsfac on .

~

’ of" belng responsible for your business and making your own

declslons. Think about how important these thlngs are to

you in considering whether you should start your own

secretarial service. = |
’ . ) ' . M .
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tarial course, you should taﬁe\one"before*decidfﬁg“tU*DWﬁ'é“*‘“““ -
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a.

secretar1a1 service,

Qu1Z

-

i~

b,

Ce

L)

2. List three skills the

should have.

[
owner of

3 a. g
Y b, N
‘I' . '(/c. i 7 .<? _

N - for being successful’

3.. Which of Ehe followlng 1s pngably t

4
h@ impor tant

. . a. Doing error-free work

. ) b.

Having a. good-hooking office

L]

v

1. Llst three kinds of people who would probably use a

-

-

a secretarial service

Abhe

c. Becoming close friends with your cuBtomers

4. Which one of the following would 4 secretarial service

pfbbaﬁly do?

v

©

.Lay out and de51gn an adverblsxng flier

ho had an emergency

L 4

Type a resume fo; a ;aw stddent dooking for work

5. Which of the following would be a good place for a

2 <« e
c. b. Make calls for a docto
¥
Y, c.
’ . Y 3
‘}.. ’ Al ‘ .-
R ’ secretarial servicen
L
. a.

‘ ° ‘ ", . ) kﬁb'
' ;'I' : c.

L . ) service

a
-

A city of about 25 ,000 w1th a small college
A c1ty of about 35,000 of mostly retired pe0p1e_

, ,_A simall farm town: that has no other secretarial

4

[

=

.




* L
. 6. ?Liﬁt at least three of the important partg of & -

business description.:

a.-’

b. | - 2

& Iy »
< . - S

. - -7} Which of the following should be included in your
; statement of financial need? . . . \
2z : a. How much your parents make ]
b. How much you made on your Fast JOb
. ¢. How much ou'll pay for your office E ‘ ] N
8. Which information would you need to put on a job . LT
P :description? ‘ - s -

.

a. éalary; benefits, and hours

b. ?ersbnality type, age, and sex wanted
' . . ) .
c., Directions to the office . ' -

« | ~

9. “If this were the eonly ifformation you hady whlch

person woild probably be the best typist for you to

2 hire? o 4 ]

%

. a. A salesperson who pants to be a secretary

te

A . v . b, A.high,schdol student who types sloQLj‘but

[ s A4 ¢
- - . accurately ’

] ’, [y [R] ]

c. A manrled woman with small children who tgpes
g . fast but'makes migtakes .

. - - ' ~> :
- » . - .
N .

‘. ) ) 10. Maria Carter's starting: expenses for her new segreb‘ .
et tarial service aré'$2a,060. She has $8,000/6f her own : 4

money to invest an& $3a500 om her parents, ;How éuq i - '
. - ﬁoney will Maria need to bgrrowZ - ' S .

¥

\
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13.

)

.
* .
. . .
.
«

N

Which statement is most true°

a.
b.»

C.

Each typist. should have A d1ct10nary.
Zf&h typist should be a perfect speller.

ach tﬁpist should know another language besides

Epglish,

- % N . ’
List three things to consider iéhzezfiqg\gijces for
your secretarial service. .

a.
b,

c.

.

staff beSIdes the owner.
4

thls person be assigned, to do? :

d

- » ' /

Elmhurst Secretarial Serv1ce has one typist on its

Whlch of these tasks should

a. Write an-ad for the Elmhurst Tribune

b, Call a bemﬁora:y agency for extra help

Coe

-

d.-

Prepare the staff paychecks

’ \

2

advertlge your secretarial service?

a. ‘A 15-second spot on telev.ision

Al

»

Fill out work order forms from customers

>
»

-

14, Which of the following is probably not a good way to

) .

. b. A quar ter-page Yellow Pages ad -
c. Posting your flier at a pf&nt‘shOp * N
.153 Which of the following is an example of g00&wi11
advertising? ‘ S " i . "
s a. A flier put on cars - I . ’ »
'%.‘ Door-to-door selling

Ce

= . ’ ’ [}
Spondoring a soccer team »
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16. ﬁiét three Eypes of info;mation';eeded ;p a customer
' billing form. ’ :
a. _ ] ) \\\\;ﬂ_
, b - Q B p R
< 3 -
L Co ; . - .
-7 . 5 i N
17. Which stateggnt *is most true? ‘ N

e , =

a. Your daily cash sheet tells you what yqur credi

‘ «+ customers owe.

b. Your daily cash sheet records the’ money Jou too
in that $ay. ‘

c. Your daily cash sheet gives you.a good iaea of

: B
the profit you are making. N L\\\_/,—-) Y

: ¢ i . - ' -
18, Maria's 1981 records show total sales of $50, 000,
gross profit of $48,500, and total expenses of

- . $23,500." Compute the followidg:

a. Net profit = § :
ber Profig}ratiq s - - Z ) ] e v
R - Expense ratio = - 0 2 ’ a’ . ’ _ t

19. Maria's'profits decrease in her second year. List
- ¥ * '
three things-she can do-to increase profits. "y

. ae A > .

%
! -
‘ : ) ' o
be . . i ) c
,
‘

o Coe

20. List two things Maria ¢ ‘ . N

ae

b.

&, - ;
. A




Entrepreneurship Training Components ’

PROJECT PRODUCTS

goca:xonal Discipline v

General

Agriculcure

Marketing and 3

Module Number and Titl

rd

Module | =~ Getting Down to Business:

-

Module
Module

-Jbarm Equipment Repa

W N

- Tree Service-

- Garden Cenger T

. -

“Module 4
Module Fertilizer and Pesticide Service

Module

Dairy Farming

~4

Module - Apparel Store

S

Distribution

s » Module

Module

Module

. Mocule

Moaulz

. Module

B Module,

Module
’ - Mocule
Mcdule
Module

. Mcdule

. .

P Tecanical Module
3

‘. Module

.
- -

' . Module

%

. ] T:ades‘ ance Mocule

! lndusk:;‘ ’ Module

. Moduie
' . %odule
. Module
!opule

Module

As
§
6
17
18

19
20

30
3
32
33
3a
35
35

"Module 8 -

Specialty Food Store - . .
- Travel Agency
=" Bicycle sedre

Flower and Plant Store -

- Business and Personal Serv.ce

- lankeeping '

M -
- \ursing Service .o
%»

- Wheelcnair Transportation Service’

- Healte Spﬁ - .
nswering Service -

- >é;:e:azlal Service

- Bockkeeping Service .

Software Deslgq Compa?y
- Word Processing Sesvzce

.
- Réstaurant Business ®

- Day Care Center -
- Housecleaning Service °
- Sewing Service

- Home Attendant Service

*

vice * e

-0 -
Guard » .

N

e

ry

<
- Pest Control.Serv:ice

'
m?

ne;}ﬁ,épecial;s; Service .
- Hair Styling Snop \
- Auto RepafrsShop .
9 .

- elding Susiness

2
- Construction Zlectricran 3Business
- Carpentrv 3Business
- Plumoing Business’

- fir Conditioning and tHeating Service

/Se

Related Resources ‘e . /

*

‘ . Handbook on Uttilization of
. }

- - -8 7 X
Rescurce Guide of'IZ«isting Intrecreneursnip Materials r

. E

the EIntrepreneursu.p Training Components

s

N




