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The Entrepreneurship Training Components are "based on

information from many sources.
-is due the Small Business
materials designed and ‘téste

Special acknowledgement
agement and Ownership
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 du;ing the preparation of this module. Ayt
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- - . INTRODUCTION "~ *

N . ~ é
“ o, . -

. ' How are-you g01ng to-'use your Job skllls after you flnlsh
RS school’ :
’ < .' T T he ‘ L
s - Have you evér thought about startlng your ‘own bookkeeplng
serv1ce< . . . - .
S , ‘ L, - .
. . \' This module describes péople who have. §tarted and managed
bookkeeping services., . It gives you an idea of what they do
- . and-some of the special sk&lls they need. . .
- ‘Yoli.will read about = - ~ ’ .
, - plannlng a bookkeeplng service ’
‘. ~choosing 4 location® ) .
L getting money to start i '
* being in. charge .
T " organizing the work - L 2_:
‘ . setting prices ;" .ot 0
advertising and selling , -
) keeping financial records .

*  keeping your business Suctessful

’

o
- . that bookkeeping serv1ce owners do.
LR -
Thien you4w111 have 2 better idea of whether-a career.as a
bookkeeplng service oxner is for youv . L '

\ \ A o ‘ .
v Before you. read this module, you mlght want to study
, Module 1, Getting Down to Business: .What's ‘It All About?v

. : -

oy : o e .

When you finish this.module, you mlght.want to read
Module 17, Getting Down ‘to Bu31ness. Answer;_g

Service; :
Module 18, Gettln& Down to Business: Secretarial
£ Service; .. ~ . -
. . ﬁbdule 21, Getting own to -Business: Word Processing
' . Serv1ce. . LN

' ' These ﬁodules.are related to other business and office

’ ' programs. . . '
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You will-also-have a chance to practlce some of €he things
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) , Planning a Bookkeeping Service
~ .
A
¢ ' < ’ M o )
Goal: To help you plan your bookkeeping service.
, - . ’ ) ’
. Objective 1t Describe the services, clients, and
. competition of a bookkeeping service.
/ Objective 2: List three personal qualities a
i bookkeepihg service owner might have. .
‘ . / o .
. Objective 3: List three ways that a bookkeeping '
‘ ‘ _service might be special. o C
. Objective 4: List two of the legal requirements you ’
h might have to consider before opening.” . " . i
‘ . ' T . .
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WHY GO INTO BUSINESS FOR YOURSELF?

-
N -

Maybe you know the stereotype. for bookkeepers. They
are quiet, shy individuals--usually women. They don't take
- any risks in their lives--have their noses in dull ‘green
ledger books, and relate bett2r to numbers than to fun. -
How about the stereotype .for good businesspersons? They
are aggre381ve,-tugged 1nd1v1duals, usually men,| who know
how to wheel and deal. They're not afrald to puft down
their last $5,000, on a new machine and ‘can fire soméone at
the drop of hat.
\ »

If you met Susan Haskell, a woman who opened her own
bookkeeping service, Wou would know that these 'stereotypes
are 'definitely on the ‘way out. Independent Bookkeeping
Services is Susan's baby. ‘She started it after doing book-
keeping for three years for Wesson's Auto Body.® Here's how
she sees it: )

"I remember realli well the day that I decided to go
into business for myself. I was sitting at my desk at
Wesson's. 1 was really depressed. I thought abouit some of
my friends who had gone into business for themselves. They. .
,were excited, busy, and sometimes. frantic. But they had
interesting lives--and always had something to talk about.

4 1 never had anythlng to talk about. My job was pretty much
the same all the time. I got a steady paycheck and looked
at the clock every half-hour. .

"I just wapt to be my own person, ‘'independent,’ ,live
or die," 1 said. "That's how Independent Bookkeeplng Ser-
vices was born. I just went out and did it step by step.
I've never regretted it--even when I have to borrow maney
To pay my bills, even when I work 15 hours a day during tax
season,

‘ &
. & -

\ "I've always liked bookkeeping, even though it has its
dull méments. But now I get to meet' lots of people and can
get involved in the core of many kinds of businesses. What
I've liked most is learning how to be helpful to people.
People have very strange feelings about money. They want
it, are scared of it, and are worried about it. If you '
want to b€ the owner of a successful bookkeeping serv1ce,
you have to be somewhat of a counseldr, too. I can't tell
you how many 2:00 a.m. phone calls I've received: Susan,
do you ,think I'm gondg to balance out this month? -I love .
it. This year I'm opening up a second office in Bunnyoak."

2
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Planning a Bookkeep{ng Service .

.
- ’ « - e -

N N -
~ .
°

\ 3 . . . .
There are many, many small businesses in Ameriga. .Small. businesses

. can have as few as one worker (the owner) or as many as four workers. A

sdill_business owner is Uself—emplqzed." Often a whole family works
together in a small business. ’ ’
‘

- ' -
- .
. N Al

v
v .
« N
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What Does a Bookkeeping Service Do? )

L] A . .

- 1

Let's say Pete Sargént wanted to oben'a beauty shop. -He knows a lot
about \,perms and waves and fri.zzes,J but be doesn't know accounts payable

from accounts receivable. He thinks petty cash i8 anything less-than - °

$5.00. «He needs a bookkeeping servigce. -
. . y . .

’ . . — ‘ V.

3 M . - o

A bookkeeping service is<an.indepandent,busiheés that records all

LY

the money transactions of other businesses.  Many bookkeeping- services
do income'taxes and personal financial consulting. (That means giving

help to people who think budgets are only for state and .federal

-

. éovernments. Usually, these people run up their credit cards and can't

pay their bills.) As the bookkeeping service owner, you will "want’ to
have some technica’l knowledge about aud1t1ng, dost accounting,

gounwrc1a1 law, finance, and insurance.

- * v

¢ . - .

There are more "extras" 'that bookkeeping serviceg might offer. For
examplel a bookkeeping service owner mighf be a notary public, Therf he
or she would own a stamp to use in conflrmlng “that a document is legally

slgned. The stamp costs $10 a year, and_you must be bonded for °$10, 000

i
- .~

et -
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- Who Will Come to You? - o ' Y ]

. —
- v s . -

The people who use your services are called youf clients. The .

wonderful part of upening your own bogkkeeping service is that every

business that doesn)t-want to hire a bookkeeper and doesn¥t want to do

its own books can be your client. As a bookkeeping service owner, you . N
- \ . L
X will have a wide variety of people using your service. Here is a list
of the clients Susgn saw in a couple of days: . .
e a tree surgeon who _came to]pick up his inc%ue tax returns; - '
-® a pa1nt1ng contractor who wanted Susan to do h1‘lpayr011 .
accounts-~he was an “old friend, and they had a long talk;
' ® "a ceramic artist who was opening his first shop au9/w§nted Susan
/////i to set up his whole bookkeeping .system—-he didn ¢ know anything
. . and wanted Susan to handle -it 811 '
' e a young cpuple who had.run up $4,000 in credit card debts and .
.wanted her to make out a financial plan for paying them
. . X
‘ ' ‘off--they were clearly nervous and Scared;
‘ » .
e a small corporation’ that makes frozen foods wanted Susan to
. . .
train its secretary té do the monthly postings so Susan would
have to do just the quarterly statements, and’ .
c . e  a woman whose husband had just died came in crying and wanted . ~ "
+ help in figuring out his business records. ' )
p ) o ' .
» 4 i 3 ’
hY \ ,
. C ) KN N
Is There Room-for You? * . ‘ T " .o
\ ‘- i > . . . . .
» . .
Most of your competltlon will be other bookkeeg&ng services.® Your
) compet1t1on could ,Jbe a single person working out of his or her home or a
b1g servxce employlng several bookkeep rs. Some of your work is 81m1}ar .
" to that of Certl?led Pub11c.Accountants (CPAs), so they are also
) eqmpetition, - '
N 1
>
y, The United States'is vexy record-conscious, -Most people realize
' ‘ that just dooking in their cash register is not a good way to figure out ) ’
) fis their business is ﬁhowing'a profit. And many businesses realize that: .
. just "throwing the receipts in a drawer" until tax tike is a Bad\idea. "’
- o /- .

R . , © 7 11 . S
\‘l‘ - ’ . : -
. ERIC 2 . ~
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Other small businésses knod:that they don't have enough work for .a

¢ fuljitime bookkeeﬁer but don't want to.do the books themselves. While |
. : there is codipetition, this is definitely a grewing industry. .
- ~ . . r\
. ! ! 4 ‘ ) : - N
Is Running a Bookkeeping Service for You? . ' ‘
’ Tt \ PR i . ‘ v !

. All the 8kills you need to open up.a boékkeepiné seruice.you can
acquirel You would.have to know how to: i " . '§§"
\ / e be able to keep books on-all the_mdney transactions of a )
‘ business or person--thisids commonly called %he do ejentry

system; ) ‘ ?

-
.,

¥ . ¢ compute tax return statements and be able to use dlfferent tax

schedules if you do federal and state taxes; and
o run smalL bu§1ness yoursel1f (while mos?\of this you would
a1ready know, you would have to learn how to find a docatlon,

" .attract c11ents, and buy equlpment; for example).
b -~ . o,

,

. a
fou can get all the e xgerience you, heed'efther hy working in an
already established bookkeeplng firm or by working in a business whel'
you are able to; do all of the bookkeeping dut1es. At 1east three . years
_experience is nmportant. You should have experlence in making adjysted

entr1es, in trial balances, and 1n'3reparatlon of varrous financial

,‘ = . 0
reports. R ) e ¢ . .
v N ,
— .\ ° . 3 . '
- « ™ > - -
. ™ Personal Qualities--Will You L1ke}ff? (
- L] '
v % .
Y . You do not need to wear glasses and have a pr1m and proper iTlle to

be a bookkeeper. You do need a sense oilhumpr and an ability to deal
.wlth rush Jobs. Here is what.other owners of bookkeep1ng serylces s?ve
sa1d about the1r work: I don't th1nk I would. talk anyone into this
Uﬁsiness, but I love it You have to be able to deal w1th pe0p1e who

*  feel stupld because they don t, know the flrst thing about money. You

- have to care when your clients are having a bad'month. You have to be

-

: 4
. ‘ é 1 8 - .
\)‘( . ' e x D - R 12 ’ N
“ERIC - oo ~ v
i | . w ' . : ) . - - .

. . - o . . ,

, both sympathetiqggnd businesslike. Obviously, for the bookkeeping”
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part, you have toc like working with numbers--going over your work--

’

finding the ten cents that is driving you crazy! And you hgve to like
pressure! But for the*business part, yop-have to like working with

people. You have to like being interrupted by thé phone and‘thé

"doorbell with quescions and pfoblems. People are funny\ibout money.

Most people want more”of it, and I'm the one who sometimes tells them
they have less of it. You've got to be a counselor." ¢
2

How to Compete Well--0Or, Service- Means Service

-~

People will choose to come to you because they heard about you from
N . A
a friend, they saw your name in the Yellow Pages, or they know you. But
will they come back to you? And will they tell other people’ about you?

Here's what it takes to offer a GOOD bookkeeping service.

.

» &

You have to be number perfect. " Businesses or people who come to you

are dok&g so because they can't do their own bookkeeping themselves.

They ar\paying you to take problems off their hands. If there are

\

mistakes in your ‘work, -you are no longer providing good service..
. N

.

‘ A
"You have-to deliver on time. You need to be prompt, especially .,

around tax time. If you don't complete tax forms yourself, the people

will need to have their balance sheets and profit/loss statements so
) . . R Y
they can have their taxes done. This means you shouldn't take on more

« - o
businesses than you can handle. ' -

Ll

.You have to be nice about it. No onme likes grumps. Even if your

~ [}

clients-are frustrating, you can't act as if they are complete idiots.

So what if ‘they handed you a box of handwritten recelpts and a checkbook

3
- that was barely readable? You might charge them for the extra time, But

*you still have to be understanding. - . ’ .

Your lips must be sealed. That sounds awful, and>difficult! But .~

what, it means is that you must, under no circumstances, ever, ever talk

A

aboit your ¢lients' business. to other people. Even -in {?ur sleep. Even
. : T, - -

s . " 9 -

13 o
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.if youethink ,it might be okay.

' the monkey that hears no ev11

' 1aWs’regarojng a Ytax, preparer's licénse." *

:.you need to be bonded and to pay a fee.

° Y
°

A obofeasional bookkeeper must be'like

sees no. evil, You

.

uﬂl khow about the money transactlons of many thple.

and speaks no evil,

T , must be
1gh to

Whoever pays for your services owns his or her records.

able to trest that you won't ever talk about them, even

anyonetelse.

Not even a close frlend wife, or husband should get information about

your client Trom you. o . . : .
. - L] .
- L4 .
L3
! N . ., ' "
Legal Requirements . ) o’

¢ . ’ _ _ .

L

-~

All iSates have laws regulatlng certain levels of public accountlng.

Since they are all dlfferent, you w111 want to write to the State® Board

of Accountancy in your state. Chetk with your state,government.,
L ) - 4 - )
w . /'\ . ’ B R i
If you prepare tax returns, you will have to obey state and federal

In Ca11fornla, for example,

B Y

°

N . o
Ny

‘ ) * W N

- . . . IS

' . I3
- e

.+ If you notarize ddcuments, yqu also have to pay a fee, pass a test,-
and be bonded. . .

-,

. . .
. 3
N : N y ‘ L4
» o : .

If you decide to open an of¥dce’ rather tban work out of your home,'

Py

JIf you work

you will probably peed a business 13cenée from your city,

out of your home, you must also check with. the city or county about

v

C o certain zonfhg laws for-qunﬁiné\ﬁ&bujéness out of your home. . :
. - N . ) [S .
. . :’ o ’ “‘, P P
. ., . - . K .
\\ k] N ‘ 3
'\ Summar v - . FR ’ 2
i y . & ) .
ey o 1t/is 1mportant to;plan ahead before startlng your bu31ness. Now el
> ‘ you %pow four thiggs to tHink about in plannlng a bookkeeplng service:
(1) dlﬁierent types of sefrvices you could provide o warious clients;
- (2) the competltlon, @3 'necessary 8 % and he1pfu1 eiional qualities;
5 _ AN
. and (4) legal requ1remen 8 for rupning the bu%ﬁzrss. . L
. . Y £ -
/\ » ™~ ] . .)‘3&"
Q . . t . . . 0 - ( . ’

“ERI

PR A riext Provided by ERC




Learning Activities

Individual Activities

a c s
[N .

1. Which services is a bookkeeplng service likely to prov1de’

-a. Doing the monthly balance sheet for a drug company

b. ., Typlng a mailing list for a shoe store
c. Comput1ng a tax statement for a dentist

d. Do1ng errands for'a beduty salon

. ¢

Name two.skills- - you would have to 1earn to open a bookkeeplng

- ¢ »

service:- . ' RN

* N - r . .
o~ . . R

ﬂew is being the owner of a bookkéeping service different from being

3 . ! 1
a booRkeeper? . , : .
- - -

© s . v . -
. N < N
° " N ® -~

4. Name two ways to get bookkeep1ng exper1eﬁpe before open1ng your own

W™ a\w
LIRS

AN
» business, R

L

.

Discussion Questions

L L' *

B

1. Susan Haskell has.lots of reasons for \gklng hav1ng her own book-

keeping service. What are ‘some reasons for-not:liking it?
4

3

- - .
® . [y

. ‘
, ! . . ! L. . c s
+ Most owners of bookkeeping servicés are women. Do you think this is

. a disadvantage or an advantage for a man wanting to open a book-
- N ‘

, -

keeping sefvice? P “

- * -

~ ) . : s rSI
One of your clients, Rob Groaner, complains and moans every time he

’

., comes to see you. ‘ The ecohomy is bad, his wife doesn't earp enough,

PPN A . et Provided by ERIC
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A2

his children want too many things. His books are easy to keep, and"

-

you don't want to lose his business. How do you handle it?
]
:

4. One bookkeeper talkdd about being sympathetic and business-like.
. - o » >
What does that mean to you?

9

Group Activity

- ' \ .
- v
Invite an owner of a bookkeeping service to come to speak to your
class. Write down a-list of at ledst 15 questions that would .help you
decide if this business is for you. .

. .. Here is a list of topics that may help your thinking.

™ .

~ Getting the business started-
- Money—making it, getting it’
-.,Best timeé i

- Hard times - ’ !

- Hiring pedple -

- Running the business ) . » \

~ Advice




¢ T

gy

.

. o
. - & .
< ’ - .
° i ' = , v - ) ¢
Nt . 4 . * "‘;S%: ‘
> R :2:: )
. . * .
~ v -
' s N s R
* i ¥
¥ . '
. . ‘ - s
. . v
: "a UNIT 20 ” X
/& . s -~ . -
Al . -
'
. - -
* Choosing a Location .
n ’ " .
. 1 1
Goal: To help you choose a good ‘locatioir for your service.
— - ‘ - #
Objective 1: List three things to think about in - 7 .
. deciding where to tocate your business.<] S -
Objective'2: Pick the best location for a ‘
& - - . b
* bookkeeping service from three locations. .
. .o ] ‘
Objective 3: - Decide whether your city or town would /’“‘
N be a good -location for a bookkeeping service. . s
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WHERE, OH WHERE, DOES THE CALCULATOR GO?

-

This is what Susan says about choosing a location for a
bookkeeping service. "Location is a funny thing in this
business. People choose a bookkeeper based on trust. They
want to know you or havé.a friend who knows you. People
won't trust their money affairs to you just because you
have' a good ad in the Yellow Pagks. So it's always best to
be in a town where you are already known. You might start
out with -one or two clients while still working for someone -
else. When you've built up your number of clients, you
take the plunge. I took the.plunge before I really had
enough clients. Abdut 20 steady clients is good for a_
beginner, I had.five.

x

"The big question when you firgt decide to opgen your
own service is whether you'll work out of your home.
Except for some filing,cabinetq&}which-can take up quite a
bit of space after a while, you“don't need much more than a
desk. It's the perfect business for people who 'need to be
"home~~parents who are taking care of small children,, or
disabled people who can't get around. .

13

"I didn't go that route. Pant of being independent was
also being independent from my apartment. I knew I was ES
going to have to spend more money for rent, but I really |,
" needed a separéte place. Also, you can attract larggr_
businesses if you have a professional~looking office in the
middle of a business district. ’

. & » 4

"I've moved around a little. I outgrew my first office
in about two years. I needed to hire a part-time person
and needed a desk for him. “When I started doing more
taxes, my filing cabinets seemed to grow like the ‘monster
~ in the movie Alien. Now I have about 400 square feet of
office space, and I'm happy." . ~

v
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«Lhoosing a Location

v 7 ’ i . ( .
. " You Come First - - 2:\. . ?

~ 2

¥ -~

You can start.a hookkeeping service in almost every kind of city. .
But the city you choose must fit your personal requirements, You have
to think about weather, family,: friends, housing, and recreational
< facilities first., If you're not happy living in or cl%se to“that city,

you won't be happy having a business there.

-

/ Next Comes thé City 4 9

[

What‘makeé a particular city a good Blace to open, a bookkeeping i
serviceJ 'A%l a city needs’ is peoplé who know you and need yous ">
) Many times you have to be a detective to find out if a particular
city will be a good locatio;‘for you. J€re are some ideas. Ty
1. Check the'Local waht ads. See if there are a lot of businesses
looking fo£ bookkeepers. Many times if people need a
" bookkeeper, they could use your service instead,
T _ "2, Check out the other bookkeéping services in the area. Can you
telk;if they've been ex;anding or seem overworked?
3. Talk to an independent public accountant. falk to the business

’péople in your area. What do they think your chance of success

e .o ig? _ r ‘ .
¢ 4, Go to theZQhamber of Commerce. It will have a list of busjnesées
o s ‘ - . in,your -community. See what information you can get by talking
\ with successful business people. ° . . }/
o . . , oL .
, - ) . o/
. . : T

* Con. 20 /-
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" There are somp locations that should be avoided: e ‘ v
1, places with so many hookkeeping services thatathe competition
. would be too great (a "rule-of-thumb" is one bookkeeper for

every 50 businesses} if there are 75-100 businesses for every

. Lo, .
public bookkeeper, the community could.probably use you); and

*

2. places that are so small (less than 3,000 peOp}e) that you'maiﬁ

have some very slow times. '
<

- ¢

And Last, the Right Spot within That City

. 3

.. The bookkeeping service that lives in your home can cause some

“ s
problems as well as take care of some.- Here are some questions to ask

A
»

yourself .i-

1. Do‘%pu have a separate space that isn't used as your kitchen; .

-

bedroom, or living room? If you .run the chance of mixing up" !

‘ s your worlﬁsheets with your child's math homework, ,you're in big

trouble.

’
IS

2, Can.you separate yourself from typlcal house d13§fact10ns° You

may enjoy a little chat w1th your letter. carrier everyday, but
& *

3 at $15 an hour, it may not be worth it. ’ <

&7

3. How do the other house members feel “about your work? If there

o

are peopTe in “the house who don't understand your work, you will’

need to educate them as to your needs before you evenonurn on

your adding machine. ' C BER ' -
P , . ~ . .

-

3

.o Obvious advantages to working in ybyr home 1nc1ude the price (don't
forget. the. tax deduct1on) and the confenience. It's one of the first
. decisions you'll have to make. : E

~ )

N \ - .
If you decide to rent an office=-you can go %mall Anyvhere that

has some parklng, is moderately convenlent to the bu31ness dlstrlct, and

is gleasant for you to be 1n is a good bet. If you f1nd a place in a’ ’ .

Y

~

‘ 1arge offlce building, so much the better. Your nelghbors may be'your .
’ i
flrst cllents. - - T8

.~ . - .

7 ‘ . ' .




When you find a few good places, visit’them for several hours on a

P

couple of different dayt. You will be able o see . the street trafflc,

-

and you will be able to deétide which .lotation could best attracpz T

" customers.

’

Summary

4

1, Whom you know in a part1cu1ar location 1s very 1mportant.
2. When choosing a location, you have to th1nk abgut three dlfferent
A
thlngs. your personal preferences; the p0891b111ty\of belng suc-

cessful «in that élty, and whether you w111 work out of your home or

€. : ¢ °
rent an office.

You should check out the local want ads and the other bookkeeplng

? serviceskin the area. You should also look at the dlfferent types
’ 'i [y . > Pl

.of* businesses in that communlty. S . .

You will need a small office that has some grow1ng room.

If you work out of your home, you will have to thirk of the working

space, the dlstractlons, and “the other house members.

You should spend t1me checkmg out the locatlon you ‘xoose. '




Learning Activities

~—~

Individual Activities

’

1, Which sentence is most true?

A bookkeep1ng service must be close to the businesy dlstrlct to

i
~

be successful \ . T a e

You may’ attract larger businesses to your service if you have an
. - A * » °
office. . .

' .
- ’ ¢

c. You can probably do your work on your kitchen table.

N
’ . [N
. ¥ . . R

N

LN : - ;
Wh hecki t. th t ad od way to find out if ¢t
y is checking ou e want ads a go ’//ay o find ou 4§ here’ is

oS

room for your gervice in-your c0mmun1ty°

e

List two advantages of working out of your home ,

|
1

What population would you need to support a bookkeepirg service?
a. .3,0(» B e ‘
b. 10,090

*'Co 3o,om

-

Discussion Questions

2.
T [} ‘ st R j

1. Choose three towns, or areas that are close to” your school. Answer

J
these questions about those aress. .

a. How many'pegﬁle live;therg? . (//

o

How m2ny bookkeeping services doe§ each area have?

AIA i Tox Provided by ERIC
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' 2. Based on what you found out, which area would be the best vone?* If

none of them is very good, can you suggest another arga you know
-~ AN .

©Le about? . .
* " ° - . t
& [ N K
Group Activity ‘ R
- q @ ~
RS N ’ il R ,
\Here is a k1st of factors to thlnk ahout when choosing a clty\\ Rate
w‘

them 1n order of 1mportance (from 1- 10) Thereﬁls‘no 'correct" answer:

Dlscuss with the class the reasons for your thigg. Try to come up with
. , - )
t . -
a class rating. . . : .
a. Number of bookkeeplng services 1n the area s J

b. Easy to reach--transportatlon available ' o
c. Populatlon of town and surroundlng area

/ ‘ d. Personal factors--personaL preferences, family and frlends %Farby

e. Growth of town \

, f. Number of personal contacts - ) - .
'y ’ : [l
. .8+ -Weather (climate) ' .
— . ¥ "
h. Advertising media available :
e i, ®Nature and prosperity of industries
¢+- - j. Type of town--urban, farm, industrial, suburban . s
\ ’ : .
‘“v o
- . * v -
§ ¢ . , 4
’ ™
, . , . . :
Al “ \-rﬂ ’
< 4
- * ‘ < M . { ° "\‘Jg
N .
. -
. : 24
. . - _
’
t * -
r 20 o .
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1 » . * v
. T " Getting Money to Start\
Goal: To help you plan how to get money to start’a book-
keeping service.
. . ’ J/ c, Y .
) ’ " Objedtive l: Write a business déscription for your
o " .business. ) .
\ N + . - * N .
! : Objective 2: Fill out.a form showing how much money

you will need to start%his: business., *~
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. $3,000.
place%’

" . A T
. . .
/- EVEN A BOOKKEEPING .SERVICE NEEDS ,SEED MONEY .

¢
‘ .

[y .
~ > S

\

. Susan descr1bes gett1ng a loan to start a bookkeep1né”\
gervice, ‘"Thank goodness this ‘is an easy business tg .
start. You. don't:need mich money, but you do need. be
able to hire an answering service, make up some buszness
eards, and get a license. A tape Lcalculator would be

1pful, but you could start with one of those anc1enc
add1ngsmabh1nes. I started my bus1ness with §ust over

That-1nc1uded first and last month's rent,on: my
You could do 1t for even 1ess; T

-~

* . "When I,moved fo my larger quarters, I decidedito do it

: the wall. :

-

* They -get nervous in the interview; fhey act clumsy,

up right, I was tired of everyth1ng being old, "tired of
cutting up National -Geographic magazines for pictures for’

I wanted some artwork andgsomé pLants. I wanted
a carpet that made people feel comfortable. - A bookkeeper
should be able ,to manage money we&&’eﬁough to afford a few—
of the nicer-things 1n life,»

"I went Eb my -personal bank tJ‘feel thi 8 out., I
thought I would'have np trouble since I was’ a bookkeeper.
Obviously, I 'was going to manage my money correckly. Well,

-even banks can go out of business and so can bookkeepers.
. They wanted to

see my business plan. Of course, L knew
1'd halped lots of others do that.
shoemaker making shoes for himself,

what that was.
sort of likea

"For post people, getting money 'As very difficult,

Man
people, mostly women, have a hard time asking for what tKey
reallysneed. 1 mean, you don't 'need' a painting on the
wall, I went into my interview with the loan officer
knowing that I needed every ong .of those .items on my finan-
cial statement, T needed my at;work as much as my f111ng§u
cabinets. I got the ipan ’ .>

L] . ~

g

It was » |~

4.
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. Getting Money to Start

.

~

The Business Description

-

" As you learned from Susan, y
description-—a written summar

for. This is true if

-

starting out.

won't get money without a business
of just exactly what you want the money

u've been 4in business a while or if you're just

‘homework.

“description comes in.

The loan officer at tve bank, ‘and "’ anyone else who is going to g1ve
‘you money, must thlnk.you have (sorry to put it this way) "done your
Anyone who is golng to_lend you money, even if it is your

mother, has to believe you are a good 1nvestment. The lender will want

>

to learn answers to these quest1ons. h . .

e Is there a need~for your bookkeeping service in your community?

e Can you attract people to use your services? -

)

. e Do you have the skills to get the job done with the money ypu
N + . M 1 ~
N have asked for? - R . g

4 ’ . . . i

And you have to answég}those questions. That's where ‘the business
The business description relates to the first two

items,’ . . A

- 5 B -
- N - .
. ©

Thé Business Description- That Got Susan Her Money

‘ . »

&

She wrote it "outline

.

Here is ‘Susan's written business description
go that it 'would be easier fo read. i

Rl M " .
. R ) KN
- £ . '

style"

“—

Name of owner: Susan Haskell

. v
- .

.Independené Bookkeeping Services

Name of bookkeeph g services

N . s s

4




. department. I also belong to the League of Women Voters.

. . R . >

Type of service: Complete bookkeeping service done at my office,

1nc1ud1ng state and federal tax returns, f1nanc1a1 con5u1t1ng, and
notary public services. : : o

Location: 44553 Elm Street, Oxnard;‘Californie . ¢

°

This is a small 20' x 20' office one block off Terreoe Avenue near Simon
Avenue, a retail. business center. I was formerly loeated on QOak Street
in the Pitman Building, but I have outgrown that office (15' x 10')., I
‘chose my new location for three reasons: , - ‘ & . \
l. T am within walking distance of many small businesses. There‘are an

1nsurance bu11d1ng and several 1ega1 offites within a quarter-mlle. .

2. The people are very friendly. In an 1nforma1 check of the nelghbor- tos )
hood, six people said they might use my service. )

3. ACPA three doors away, Sara Moore, has already,agreed to give me ’
her bGokkeeping overflow. ' ' '
Competition: There are six bookkeeoing services in this community "

and}eight CPAs. Whi}e this may seem like a'lotz é}g of them are’

overworked. g _ ‘. SRR ) . I Coe
Potential customers: I already have about 30 steady clients. Being

go close to Ms. Moore will add more hames to my liste - > ‘i ’ / -
Strategy for success: Most cllents come to bookkeeplng services , e e

through word-of-mouth advertising or by be1ng personally acquainted with

the bookkeeper. % am and have béen active in church affairs. I belong . -

to thk Chamber of Commerce and am a member of the volunteer fire
.;0“’

» ;

< ¢ .

Just How Much Money‘Do You Ask For? .

The statement of financial need ?é what you give to the bank along.

with your business description. It is-a list of all the money you will :
need to start your business plus money to keep you going until you ‘start

makingsa profit. Below is a list of some typical start-up expenses.

4 -

)
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Equipment

3

’

o

You can use an old-fashioned. adding~machine to do your bookkeeping,

‘or you can use a calculator with a,prlntout tape, memory, and 28-d1g1t

screen.
e
. . o Item,

Used adding machine

New calculator with

tape, memory, and screen

Electric typewriter’
(cost varies with-
different features)

* " s The Fudge Factor

-

.

-

. No ‘one can’ predict the future

is going to.die dnd aell the bu11d1ng you're in.

.new office and moving may come to $3, 000

of these kinds of emergencles.
. yourself for such calam1t1es.

yoﬁr ®Sotal s;agﬁ-up expenses.

L]

P

Costs of Opening an Office

o

]
Ttem.

RENT for office
(first and last month)

SECURLTY DEPOSIT

UTILITY DEPOSIT
‘('ncludlng telephone)

BUSINESSHLICENSE

OFFICE FURNITURE and
VOTHER EQUIPMENT- -

% . i %

There are also machines in between these two~extremes,

t- Cost .
To buyr $10-$75

. .

To, fent: $30/month ‘

. To buy: $280 . -

To rent: $30-$60/month ,
To buy: $650-$1025

3

.

You cannot know when your landlady

The fudge factor takes care
It is sort of a "tip" that you give

You just add it right -on to the, top of
. [

.
Commerits

$300 - $600 $0 if in your own home °

‘ )
*»
~

p -
$100, - $200

$50 - $200° $0'if in your own home
$25 - " 475
$ 0 - $2,000 $0 means you are good at
i scrounging, bégging, and
boq*owing..
26 '

- 29

. 4 ’

The costs of finding a .

-r
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-

ANSWERING SERVICE $30/month Very necessary!
PAPER and QFFICE SUPPLIES $100 - $400
DECOR (carpets, plants, $0 - $5q0 You will be spending a lot
pictures) of time here. The place

. . : é_shoﬁld make ‘you happy.
ADVERTISING (Yellow-Pages  $100 - $1,000 A Yellow Pages listing ad,
newspaper ads, etc.’) B i is an-absolute necessity.
EMPLOYEE SALARIES until $0 - $4,000
money comes in . .
OWNER'S PAY during =~ $0 - $3,000 It takes at least one
plannin - ’ month to get set up.
FUDGE FACTOR $500 - $1,00D "You-never-can-tell" money.

Very, very important.

o0 \

Summary

-3

You need money to start a business. You will probably have ,to borrow

from a bank or government agency. Now you know tﬁé kinds of information

© to give a, lender when you ask for a loan.- -

~

-2

3
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~ Learning Activities

Individual Activities o v

.
L4 .

&

1. Write a description of your business. It can be short, but(you
should really think about what kind of bookkeeping service you -would
like to:own. .Use your town or city. Put down a real place where it

m{ght be located.. Here is what you should include.

-

Name of owner: R

Name of bookkeepidg,se)vice: . ’ . .

Services_providedf

Locations .

' qohe or ;Qo ;easons why this would be a good location p .

Competition: - _— > ’ . ) b
Names of other -bookkeeping services _ N

@

A brigef summary on how you are unique . ‘

Poténtial customers:

s

List as many possibilities as you

¢

Who will ‘use your service?

. can. ¥

- -

+Strategy for success: -

What contacts do you already have?

¥

What is your initial plan to attract customers (see Unit 7)?
’ * ‘;é

- s

2, Now that'you have a business desctiption ou can begin to write a
you C1p y ¥ beg

@

st;tement,of finangial need. It is simply a list of the money you
will need. To help you, here is a list of sofie of the questions you

will need to answer, .

a. Will you rent or buy your equipment? 8

¢ N ,

'b. Will you rent office space or work out of your home?

¢. How much will you use on advertising (see Unit 7)? .

. ’

) 28 ‘

te
sl .. - .
‘ -
. ‘ o . .
v N




Use the figures g1ven in the previous pages to fill in is state-
. ment of financial need. Use your 1mag1nat10n to decide what kind of
. business your bookkeeplng service will look like. List the amount
of money you have to invest from personal edVings (total money on
hand? and then f}ggre out the amount you'll need to borrow from the

‘bank (total loan money needed).

- A

STATEMENT OF FINANCIAL NEED ' "

-

. T

“Item - Amount; Item Amount
RENT + SECURITY DEPOSIT $ LEGAL AND ACCOUNTING FEES

UTILITY DEPOSIT * DECOR
BUSINESS LICEN§E ADVERTISING
OFFICE FURNITURE OWNER'S -PAY DURING PLANNING
ANSWERING SERVICE " FUDGE FACTOR ’
PAPER & OFFICE- SUPPLIES
- TOTAL STARTING EXPENSES $ .

OTAL MONEY ON HAND s S

TOTAL LOAY MONEY NEEDED § ' .

3

Discussion Questions N
2 .

o
[y v

1. Amanda Messersmith-is thinking of opening her own bookkeeping ‘J
service in Newark, New Je}sey. She needs:$61000. . : ]
e Amanda's uncle will éive her $2,000 ae 107% interest, He.wants,
to be paid back within six months.
e The hank will give Amanda as much aé she needs 'at 14% ie;erest.
) She will have three years to pay it back. '
‘ ;\ Amanda has $5,000 saved up. It's all she hhs,¢and it ggok her

five years to -save+it.

.

Where should'Amaeda get her money? Shou Id she use her savings, her
uncle's noney, etc.? Discuss your reasons in c%g?s. -

) - -

[

S
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) \ ) . .
2., When Susan went to the bank to.gpp1§ for a loan, she found ‘a l%tiof .
questions .about her*'marital status." She WaS éarried once, when

she was a lot youngér, and didn't think-it was an& of the bank's

l. - ’ 3 . . .
business. How» would you handle such a situation? , g .
™ .. - N
Group Activity e : o ‘ ‘ .
« . Lo \ ". B q.,
’ P ' ' '

T

° Role play your loan intefview with a ,banker. One student should
take the part of the bdgiLess owner, and one student should be the loan

officer. Afterwards, discuss how each ‘student played his or her pért.
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Being ‘in Charge

-

’

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

Objective 1:™ List the information needed on.a job
description,

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

Objective 3: List two ways to put your new
employees at ease.

w




' v : — & Ny
MOVING TO THE BIG TIME , A :

- . N
v
-

. Susan discusses why she wanted to'hire an employee.
. "™Many bookkeeplng services are run by self-employed people .o >
- "~ who don't ever bother hiring people. They start out by “
h . themselves and gtay that way forever. When I decided to .
- hire another person part-time, it was hard for.me to figure
out why I wanted to do it. I mé&an, I was Handling all the - N
work myself and was doing fine.

"After one particularly monstrbus, tax season, I thoight

« 1t was time either to turn people away or ‘to find a > «
partner=in-crime, (That"s just an expresslon.) I decided . ¢

that this was the time--either I was going to. expand%and . P

- hire someone, or I would always be a small service.

¢ > o

"I also wan some: company. Afterefive or six hours
on the books, the big numbers start square dancing, and the ]
\ little numbers start to-disco. Just being able to -turn .
around and t to .someone is a big help.

T
. "I knew I was going
student or someone with
little 'teacher' in me.
my methods, someone who
own ways, ‘

kY from me.
each other.,

; J'I also wanted sqmeoﬁe who had an interesting hobby or

an gxotic life, something that made that person different
When you work with people, you learn a lot gbout
I surely didn't want a carbon copy of myself!"

~ -

to try to find a bright high school
some college educatlon. There's a
.I wanted someone I could teach in
wouldn't be too stuck in his or her

M

. o

.e
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Being in Charge <

Hiring People to Work for You--a Big Change . ”

R ’ .
Many successful bookkeeping services are run by just one persom. -

People operating out of their homes usually do it this way. They work -

°

.for themselves and have no employees. ' ' S

. R . ’
+

But if you find yeufself getting home ‘later .and later every* evening

and keeplng_zgur lunch to a 10-minute yogurt break it may be time to

- ’

fire someone else. , L
. [

.~

The added advantage is that you will have more t1me‘to do the kinds

of things that' ohly you, the owner, can do. You can’ go out and get more

o

clients. You can take some time to re-evaluate the work you Ve been
doing for your old clients. And, perhaps, you can take a 11tt1e vaca-
tion w1thout comlng back to a mountain of’ work.‘

]
® -

As you probably know, there is a lot more.to think about when you

become .an "employer," or a boss of other pe0p1e« - For oﬂe th1ng, theréo

"is more paperwork-—social securlty, income tax forms, pay checks,, and

hourly reports. For another, you have to learn how to "be 1n charge."

For example, you ‘have to decide what to pay for wages and beneflts and

how to handle persona11ty conflicts, - . 3

N - .

w

Most bookkeeping serﬁicep\pay by the hour. An hourly’'wage of $4-§7
is averagé for a beginning boo eeper, depending on experience. Bene-

fits are up to you. While you can get away withput paylng sick™ leave"

: y
and vacatlon pfy, these are 'no longer con51dered extras. You may want

to wait for a trial period to make sur® 3 new person w111 work out,

' | 36
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<
Then, of course, you have to establish an employer-employee.rels- \

tionship. That's different from being friends because you, and only ‘

you, aré the one regponsible for the sdtcess of the business. When

someone does a poor Job, you have to be able to te11 the person It's

~
] .
ki

hard to do tt?t if you see the two of you as,"friends." ‘ ;

You have to deal with. people asking for raises, or qulttlng, or

belng chronlcally late. Every employer handles these things dlfferently,

but

-~

Who

how 1__ do it can make a big dlfference.

*

Listinf)}he gpa&ities you want in an emploYee is a good way to begin.

Will Fill Your Needs?—-writingithe Job Descfiptien
. - *

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

* o

.This is Susan's list -of what she was looklng for in part-t;me help:
e must know the fundamentals of bookkeeplng, such as postlng
checks and’ receipts (Susaﬁ didn't wyant to begin at "ground
zero." She wanted the people who applled for the  job to have )
some éﬂba that they at least liked bookkeeping. She didn't want .
to have to teach.them the importance of accuracy and about
different types of records.), '
e must be good in math;, ‘ ‘
e ' must have neat hjﬁdwriting ané want to be accurate; and .

e must be friendly and outgoing.

~
Here is the completed job description that Susan wrote.
- ;:
‘ . x
. b - . ¢ '&
. e 35 ‘f -
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h PART-TIME POSITION AVAILABLE FOR BOOKKEEPER'S ASSISTANT
— ’ ! ' .
© _ Duties: Do daily postings. Additional responsibilities with
‘ ' training. - -
Requiremgnts: Must have some knowledge of bookkeepiﬁg. Must be
s "+ good in math. Must have néat handwriting and be s
accurate. ‘- . » : .
N——
Personal: Must be prompt and reliable, Must like a frieany
i office. - . ,
Salary: $5/hour starting pay.
Hours: 20 hours(week--flexible ' ®
< Susan Haskell . . .
Independent Bookkeeping Services ‘ - <:£§/
| 398-8896 - ) . » .o
—_— s~
- : \
Eeny-Meeny-Miny~-WHO? . N

v b »

Seleéﬁing the right person is a matter of experience. Your decision

*-should be based oﬁlﬁnformation }ou'get from: ) ‘
1. the application form; %

2. your interview with applicaunts;

3. a math test (be careful--some very good pegple freak out during

,  tests)j and . . ~ : )
e .

4, checking theiE work references. > »

. e

: e
* Training the New People ’
ekl =—Lr .

v ?
-

1f you cah.remember what it's like to start a new job, you probably
will be a good boss. If you are like most people, you were slightlf (or
* more gﬂén'slightlyl) nervous. It seemed as if there was too.much infor-
matigq to remember, and too much time to fofget it. You had a lot of

questions and feit a little silly and stupid asking them.

~. - . 38
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. Sometimes you can make the first day for your new worker go a lot

better just by telling him or her not to “orry, to take his or her time,

and to ask questions. A good or even bad joke wouldn't hurt.

!

. . . N .
G]‘the person something simple to do, not work from your client

with the worst chicken scratchinp. Don't breathe down your new em-
. O

ployee's neck but make sure you—check his or her work., 'The first day

- talk more about accuracy than speed.
+

.

r” .
-
I d

‘

A Last Word

Although being a good boss is only one of a business owner's respon-
sibilities, it is central to success. When the people who work for you

feel good about their work, you'll discover the‘personal rewards of

béing &n employer. -
Summary » -
~

‘ - As an owner, you may fird yourself overworked and need .to-hire an
- employee, To find the right persor, you will need to write a job .
description that includes duties, requiregents, and salary. Selecting:
the right person comes from experience. You will need to look at the
interview, application, math test, and work referenceQ., Y;u will

probably_be a good boss if you listen well to your-employées and if you

’

can find ways to put them at ease. ‘ -
x . !
J \(-\ .
- ) \ -
. -
@ '
= * 37
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Learning Activities

Individual Activities *
& . :

1, * What are some of the reasons you mlght want to hire another, person? .

What are some of the disadvantages? - . . /

-3

Susan sent her job descrlptlon to the loéik*hlgh school andrto .
junior colleges because: she wanted to work with young people. Name

three other places you can advertise an available position, l

® ‘ [

. . C T
Susan did not put her aﬁdress on the job description. Do you think .

this.was a good idea?’ Why, or §h§ not? :

!

-

- =
- o

4, dne of the things listed_on~fherjob description is "must like a
friendly office." Do you feel this is importait? Why, or why not? -

o “ L |

’ ‘ e ’ R 3" 7
Susqn sajd she wanted someone with an "1nteresting hobby or exotic
11fe." Would chls be umportant to ygu vhen hiring a person to work
for you? Why do you thlnk thls is 1mportant to Susan?

§ L3

3 . ..;

I

Here are the applications of three people who applied for the job
with Susan. After she spoke with each of them, she wiote down what
she had learned ig the interview. If this was_all you had Eo go on,

whom wobld you hire? Give reasons for your choice.

©
N




‘Name: Sid Shésta ~

Education: °Graduated from Union High "School

¢ -

. Business ma jor, one'year of bookkeeping '

Work Experienceé: . One year: sales clerk in a hardware store

<
One year: busboy in-a restaurant

Math Test: 82% -

€3 - - a

Pérsonal;Chaiacteriét%es: Very outgoing. Likes to do gourmet

» . ‘

. , *  cooking: ts $6/hr.

Name: Roberta Rosmarin

"~Education: Graduated from Union High School
. . Meth'major, A average ’

) " Completed one year of Junlor college
Worﬂ Exper1en¢e.\-None_ ] ’

v

'-Mgﬁﬁ“resc., 96% \

Personal Characterlﬁg;cs. Has had two classes in bookkeeping,
p A

o no work experience. Very eager to

T .N’leafn.»uShy. Good handwriting. Uses

wheelchair. Has lived in Argentina,

speaks three languages.

Naqp: Sue Chow

Education: Semior at Union High School
. % Math major Lo
Work Experiepéex,'fa:t-time”éhshier enq bookkeeper's assistant
. E in’small clothing store for two years ”
-y ! 8 y :

Math Tests 1002 '¢ * ﬁ

- o

Pepéonal Qharae;eristics:,_Missed 20 days of sc¢hool last year

I

:due'to illness. Sfill looks sickly.

.

Good handwrltlng. Paints porcelaiﬂ

flgurlnes. .

bt

’




Discussion Qudstions ‘ ‘

1. Your new employee is doing a éreat'jobi “You have noticed lately .
that he particularly likes one of your clients. He keeps asking you

about her. She also seems to be interested. in him. How do you

handle it? =

- .

3

2. After going over some of the work of your new employée, yép notice
.several large mistakes., She is just about to leave for the day, and

. } you know- that she has an important date that evening.. How do you

' ) handle it? o

E *

Group ‘Activity . .

By

~ S
BSw would you fire someone?»‘"éood-bye" 1s usually not enough. . Many
people Hgve realized, after they have let someone go, that they created

L. a lot of bad feelings when they didn't.have to. As a class, write a
A list of "Dos" and "Don'ts."  fflere are some questiods for ideas. What
« would|you do about terminatiom\pay? w much notice would you give?

. Wpur& you tell the person why he or sﬁe‘Was being fired?

. ’ > .

Y

@
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Organizing the Work

L4
To help you organize the work of a bookkBeping

service. .

R .
Objective 1: Fill out a customer work order form.

Objective 2:
jobs will take.

.

b .
. ~
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‘Estimate the amount of time particular
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YOU D& IT. MO, I'LL DO IT. NO, YOU DO IT.

- . \ .

This is:what Susan says about keeping books for a
number of clients. "Sometimes I feel like a yo-yo, or
" maybe it's more like‘an octopus. In one day I might do, 50
.or 60 little things. Or I may spend five or six hours on
just one thing. I get interrupted by the phone, by the
doorbell, by the °street cleaners who don't care that I'm
Eheckihg the same work for.the seventh time!

"Keeping .books for one company is so diffézent from
running a service for many customers. At one company you
might have to organize things once and then reorganize a
year later. But in running a service, each client you have
does things differently.. I had. one beauty shop owner who
wouldn't so much as count the money at the end of the day.
Then I had one natural foods store that kept -triple-entry
books--TRIPLE! And, if you can believe- this, I had one
client, an old man, who had two checking accounts. He used
one for a week and then the other the next week. He did .

“‘that so ohe could 'sit still,' as he put it. He never did
overdraw; but what a pain that was for me.

"So, besides organizing your office, you have to
organize your client's office. You' have to show. clients
how to keep their records straight--and that's a Very

+ tricky business. They may not want to put all the infor-
mation you need to have on their invoices.

"Another big problem is getting used to the .dead-
lines. You know that in February, March, -and especially

this in Deéember. In January it's the W=2 and W-4 recon-
«Y ciliations that are going to drive you crazy. June ends-

the fiscal year. 'The only other big months are the ends of
«~ the quarters--March, June (again),. September,,anghngembgr.

"August and October are usually times you can put your
feet up for a spell, But not for too long-~a monthl
balance sheet doesn't come out once a year!" '

_/

b

April, you're going to be a loony. You start preparing for -

‘uhi 13 ’ .
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Setting up Your Clients

- s

- LI

The first time a client comes to you, you have to play "20 ques-

tions, He or she may just want you to do the quarterly and annual

statements. A new businesg owner may want_you to' design and set up the

entire bookkeeping operatign. Susan was asked to design.a potter's

whole system and then teach her husband® the system so he could do all
the posting. . v
.~ . -

You'll also need to find out what-the client‘wants his or her book-

' keeping system to do. Does the person want a cost analysis and deta11ed

profit ratlos, or does the client Just want to satisfy the Internal

Revenue Serv1ce (federal taxes)’ o . . .

. : * L
«*

-

. The system you set up must be adequate, easily understood, And

adapted to the needs of the client. ;You can never have enough!tact when

-

‘presenting your new system. ) c f . :if’k o o
. ‘ oY ‘. I . Y - N .
- Here are some quesfions you will have to ask your new clients.
7
1. What are abi the reasons you wipt g bookkeeping system?
2. Do you pay by check or by invoicé? i ) . SR
. ' 3. How do you record 1ncome7 by bank stateﬁent’ by receipt? _
» 4. Do you -have employees?, Co
5. What different ‘taxes dg you have’ to pay? . .
2 . . &y o" ) .
. ) . EY
~ < - N
N ¢ ': < ’
T ) -
‘ ’ . , o ;
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» . Setting up Yourself t .

~, . - ~ }

b , ¢

Almost all bookkeepers agree thaty the time they put into organizing ’ -
. thelrjbfflces is time they get back in triple by not having to look for
’ things. .Here hs a list of helpful hints. ) .
e. As much as possible, use the same forms and the same ‘kinds of
) ‘ recordkeeping pooks for each c11ent. ‘fﬁé ) : . s
® Keep a bogkjof'all-forms'designed for your own as well as for ‘
‘ _ your clients' usef: Each form should be numbered. * Put down the ,
name of the printer, the price you paid, .and the quanﬁity‘of
each form you bought. '
® Set up a file of accounts (with numbers for each account) Then
you can design a master chart as the groundwork for any new sys-—.
tem and ¢ nge it to fit in new clients.
® Keéep time cards on the edrk you do every day. Your money comes
from doing a little’for this client and a lot Jor that one. You
‘ . : have to know vhich is which. If there's a fire, sWve these .
féeords first. _ vy

.

,‘» ’ v »

Re . N . . \ . - .
o ] . o . ) . , R '

B Setting up Your Workers ’ \\\\\

e ) 3 ) ¢ -

If your employee has to ask ydu to f1nd every\set of books that is nd ]
- / -
being psed, you are losing money. . .
X © o~ - ' L I
’ . : - ‘ -t
w Within the first week of employment, your new worker should be able
o, to find almost anythlng he or she mneeds. Employees.should all have
- * - > ' ‘
- their own' equipment and, if possible, their own phonej, N
. . i ]
& . ) . ]
. - -' ) N\ ) )
ie . & N /
S - ’
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What Work Comes First? . .
& o N : M

. E

Almost all bookkeeping work is ''deadline" work. . And while. that

seems'héctiﬁP you do get used- to it. i

Most bookkeepers will: tell you that they organize their work by
demand. If Sara Doctorow is calling every other day for her P/L state-
ment, you do that first. If Ira Jacques is pestering you for his pay-

roll and he screams louder than Sara, you do.that first.

hd -
LY
.

Luckily, all-your clients won't have the same deadlines. Some like
their statments on the first of th; month, some on the 15th. After &
while, you will probably get into a set routine with your mbnihlyj .

clients. Those who come in only at the quarter or for taxes will be

squeezed iﬁ between them. And most bookkeepers just know that in March

pngbxbril they will probably put in 10~ to 12-h8ur days (if they are
lucky) . _ 3 ’ S . )

5

1

Keeping Track of It All

%

The all-important time card is a must. At first, you should

. . . / .
probably make it more detailed rather than less detailed., Here is a
‘copy of Susan's time card for March 4th, : to.
- \
. .
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..

: Date: March 4 \\\\\\\‘““"’ Susan
7 - -4 L 3 -
Billable Time - .- “
| Time = Time . - Description - )
Begun  Ended Client of Work » Form Time -
) . { - ‘
. -} 8:30 , 9:30 . Gross Food Market Ent. Daily Sheet 1 hr,
9:30: 10:45 Pamela's Sportlng Reconciled bank’ k 1% hy
" . Goods S statement$ enter
i ) unpaid invoices
2 10:45 12:45  Simon's Flower Post ledger ’ BS-3  2-hr!
Shop -Trial balance PL-3
1:30 3:45 Handy Hardware ° County tax returns 910 2% hr.
" 911
. 4145 5:15. 2br. Howard Graves Telebhojt conver- % -hr.
. - sation
) 'Non-billable Time _ o : S
3:45 4345 4 . . Redesigned Yellow - ‘ N
) - Pages ad -~ x
- * ’ ) ’

And Finally... Your Library

, 1 : - s - : ~

- ‘

- A modern up-to-date library is. necessary. For those questions that
you can't answer, or for those ‘times that you need to understand some
. 11;t1e-used form, you need a modern bookkeeping library. Fo; all your
tax work, you will probably subscribe to a tax service that gives ymu
" up-to-tne-secdnd changes in the tax laws. There are many standard ;ths
on bookkeeping and accounting that will save yon time. You will

probably want to hava§some books on. buslness management and financial

,plannlng.

i
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1. Wheg you get a new client, you w111 want to spend some time with her
..~ or him to set up the right system for that particular bu31ness. :
27 You'll save time by organizing your offiée.and the forms you use as .
carefully as possible, - ! g
‘ -
3. Your employees should also understand how-your office works. Yo
4. Work is usually done according to when it is due.
. R .
5. You must keep track of the time yoii spend on a cf{ent's books. The .
- '
. . « e . . . ] ‘
time card 1s divided into billable and non-billable hours. )
E . hd - - - a -
6. You will also need a bookkeeping library. ) o= 2 -
. . .
N\ _ _
’ t )
~ ¢ ., V. -
.. e . L ®
. . ? * = . ’ . ‘ﬁ
. 3 - . \ : .
& * » - - -
C L be ‘ ¢ ‘ ¥ g .
) I * ,e " A b F:’ —_— , ,
& . B
\ o : o Qa ~ © % > * @
: . . ’ g & v - )
s ’..7 N > 8
- .~ _w : . {:C.‘/ AN R o R s -
‘e ‘. <
. ) s @ 9(,,‘! NP }\# . ~ N,
B A . < - -
— . -2 “Y .
. $oe N ’
. g twr oo _ i
. ) . %‘! ;‘- . ;
- L R A 5 o ’ S
e
e P e o s
A . . . ; "’ . }
! ! * &, o . ‘- '
\ - ] ,
» ! ‘ < * R .
. \ s o 4
S . .
L]
. N % . ,
A .
3 - — Y . . . .
—— e ’
~ e ®
' -
. , 50 L
. 4
- 48 ' ’ *
e <[.' *
: >
* ’ . - L . . s ’
. o . .




Learning Activities

v .
Individual Activities
¢

2

1. Why should each client be treated individually? Do you think that

kes your work easier or more difficult?
’ ¥

i

2, Susyn keeps a time card for each of her ,workers and for herself.

L]

Why do you think she divides the time into '"billable" and '"non-

~

.billable'" hours?

-~
‘s

<

3. Most bookkee;? agree‘\that they would rather havéﬂa lot of monthly.

t

clier{ts, rathe than quarterly or yearly clients. Why do you think

-

this~is so? .

’
Discussion Questions
1. Joan :Stealwell has come fo you to do her bookkeeping. Everything is
gojng fine until income tax time.”” She wgnts you to add a little

here and there to her deductions. She claims that- she's never been

audited. You won't even have to sign the return. She just wants

you to play with ‘the figu%es a little. What do yqu, tell her?
- v A : ’ ' .
- J » 4
Ira Moaner complains.about his wife every time he comes in. Finally,
his wife comes in to pick up his business statements. She tells you

that he didn't have the\ﬁwg_é_gg_she is doing him a favor. How do

‘you handle it? ® .
-




Group Activity

°
. — -~

.Part of your job as an.owner will be to do many things that keep,the
business goin%{. Here is a list of some of them. As a‘group, see if you
can estimate the amount of time you would spend og each of them.

1. Writing'out the weekly payrcll checks for four emp;oyeés

2., Calling the Yellow Pages ad consultant about redesigning your ad

. 3. Dealing with an‘upset client whose.profits are declining -
4. Talking with one of. your workers who came in drunk - ,
v -

5¢ Meeting with a CPA about the new tax colirse offered at a junior
college ) ‘

6. Reading the morning majl--three bills, two letters, and six

pieces q& junk mail - -

If this happened all in one: day (which is not Iikely, but possible), how
much t1me would you have left for d01ng the boqkkeeplng work? If y ou-
were completely swamped with work, whlch of these tasks could be put off °

for another day? < ‘ ‘ .
*~ PR v - .
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’ Settinﬁrices
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Goal: To help you decide how to set pr1ces for your book~
keeping service,
/Obgectl.ve 1: List three things to consider in -
. .setting prices for your service. ~—
;. Objective 2:° Set prices for your bookkeepmgfseM
b, after being given certain facts
\ - ~
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JUST WHAT IS A BOOKKEEPING SERVICE WORTH?

.

> .

Susan tells how she decided on her prices. "Whenever
people ask me about pricing, I tell them to work at “if for -
six months ‘and ,then to start éhatglng! You just can't tell
what's fair. ; “ :

.
3 ot

"Before I set my prices, there was sort of a tennis g
match going on in my head. .'If I ask for §12 an- hour, égey
won't come back. If I domn't ask for at least $12 an hour,
I won't make my rent payments. Back.and forth it went.

"Some people don't charge by the hour. They think it's
too much of a pain. When they get a new client, they. do
his or her work for a month or so.and §ét a monthly fee.
Every month the client is charged the same fee. I suppose
one could do it that way. 1You'd have to learn not to
complain during tax-.season when the client was still paylng
you the same amount.

"You also have to, figure out what your bookkeeplng
service is [/worth.' There really is no one prlce. When
Alan came to see me, he had hardly any money and wanted to
try to set up a usgd bookstore., He knew he needed a “book=
keeplng service but didn't have much-money ‘to pay me. I
decided I wanted to have him as a client and watch his new’
business grow. It feels good to be a‘part of that. So I
charged him less, We agreed that as his business improved,
I would charge more. It was worth taking the risk: :

. e . .. .

"I temember the  first time I did my,break-even analysis
(that means how much business you have to do to paj all ofu 9
your bills at the end of the month). I was really surprised
to find out that 'I had close to $1500 a month in ‘expenses.
It made me think a little. I couldn't take on as many uaed
bookstore owners as I would like to!" -
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- . The Questions to Ask . : ) ‘ con |
e - " \ ' . . ° o i
4, < )\ ' A .~ . © '
L. N ) B
; .  People go about sett1ng prlcés for the1r bookkeep1ng services in
Lt Y . - :
v slightly dlfferent .ways. EVeryone, hOWever, wants fo make enough money t
i %' to stay 1n buslness and go to a movie once in a wh11e. These are the
5, . mosf 1mportant questlons to ask in determ1n1ng pr1ces" ) ' .
N . N L ¢
S - What do others charge’ ; : s .
- ] . - - .
RO ~ What is your break-even pointgto cover .your expenses’
Y %{ . . How fich profit do you want? N . :
- - will you charge an hourly rate or a flat fee? ) o
4 . .
- What factots will make your pxices go up or down’ '

y ’ How will’ §ou arrange a pr1ce agreement w1th your client?

A -
.
.
’ @ v . ’.
¢ »4
% , . 3 - . . .

o ' Yoo ‘

o . . 1 >

.. . L. R N N
. .

What do others charge°“ In.most businesses there is the "going

Lo ’ rate " It is the average that is charged by other bookkeeplng -
: . “‘ serv1ces.' All you have to do is ca11 or go to the other serv1ces in
e . your'area (your compet1tors) and ask what they charge for their ser- ’
v vices, - In big cities the ' golng rate" is between $12°and $18 an\hour.
- People who ;ork in the1r homes can generalfy chargé less. N -
. L ) !

3 - s -
h . . L .

.

The break-evén point. Most bookkeeping services charge by .the hour
v so they do not lose,}bnef'when a- job takegh}onger,valthough some client?

may have a monthly fee, .- It is~possib1e'to.find,out how muchyjt costs to

P L

.L . N » " ‘ »
. "y run your office for each:holr you are open. , . o f
" i, -, . ,' <, < . . - %'
e Just what does it cost to keep your business open every hour’ Start :

“with bills you pay .by the month., Monthly expenses are the bills that

[y

come every month: rent ‘electrlcity, phone, garbage pickup,-'salaries,

rental charge for ydﬁr mach1nes, Yellow Pages ad, cleaning serv1ce, and .
)”. ’ - anSWErlng serv1ce. When you get the total for your monthly expenses, - .
< o . A - - \
R ] v t;‘:w"' . . ..)D‘ - v
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divide by 145 hours in a month. That b&comes your hourly expense.

~

(There are actually 168 working hours in a month--8 working hours/day x

21 days/month [21 is the standard number of working days/morth]. .

However, you have to allow time for cof%ee breaks, talking on the phone,:

1

and "socializing" among employees.. Therefore, 145 bours is a good

estimate to use for the number of money-making hours per month.)

. r

~ Then think about your yearly expenses--these are.bills that come

once a year, You have to find out how much they cost per hour too.

year), and a service
1740. That's the numbe
by 12.) . o " T

’ . . LR

of hours in a?&gar! (Multlply 145 hours/month

+ g » '

- 2 . 3 o .
There will also be other money spent or lost. .These 1tems are not

Lot

exactly "bills." They are ways your business loses money every.year
even though a bill doesn't come in. They have to be counted as gxpenses
too. Examples of these types of expenses are theft, bills that
customers haven't pald, money lost because egu1pment‘!?’gett1ng older
(depreciation), vac;tioﬁ time, and sick deave. This has to bé divided

by 1740 also. ° - ¢

: R R N * A f .

Here is a part of Susan's expense sheet and the "cost-per-hour" of

each expense. . - ;

’ .

=

Item -Cost Cost per hqur
Rent » $300/mo ~ . 5206 |
Salary for $2,610/m ~ , 24610 © - s18.00 -
145 . .

2 Employees - - .

& o
Yellow Séﬁ/mo > 7t\ %%% $ .4l
*.Pages Ad . . 3
_ ,
- .\ 55 o - '«
2 .
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Paper &~ -$1,000/yf - 21,000 : $ .57

. >4, 000/yx 1,740
Supplies ., - - . ¢
1

. ¢ B L5
Insurancé $250/yr S 80 $ .14
. Y . 1,760 .
Bad' . $200/yr > T%?%‘ S § .11
Accounts ’ i .

N -

[ 3
N

When Susan added up these costs and her other expenses, she came out -
to §10 per hpur, _not nncludlng her salary. For her to break:even%gshe
needed- to make'at least $1450 a month (145 hours” X« $10/hour). That

doesn't count eating, paylng her own, renton her apartment, oraany of”

Y

her Other personal bllls.

Usually you won't be ab1e to get enough custe@ers at the beginning

to f111 up all your billable. hours and break even. - You can't charge the

customers you do hive supe%—hlgh rates, either, _to make .up the differ-

.ane. Eventually, however, yoi'll need to bring 1n an attractive proflt
every month té make it a11 worth your t1me. Think of this, too, when

setting your prices, and add in a few. dollars, an hour for profit. For

.example, Susan could charge her c11ents $12 an hour,

i -
. 1

N Y ey, ‘ . . .

P . \

4 .
-

© Charglng by the Hour or by the Month. Only_&”perience_andﬁtime will

\

tell you vhich.way is best’ for " you. For now, -you should Know the-
dlfference between the_;wo.- o .
. . .. ) . A V',’ - . .

T

sz the hour~—You keep a t1me card of a11 the time you spend d01ng
any 'kind of-work for each client. You te11 the c11ent your fixed

-rate per hour. At the end of the month, you glve your client a bill

v . f-forNtheanumber of hours you worked - Lo ¢ ‘

Advantages—-You .never work:; for "free'" because you told & client .

a: pr1ce for the month and thén worked too long for the amount

° s

you told h1m ar her.

i
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Disadvantages--You have to Eeep track of all tﬁ; hours. Your

billing system is more complex, because each bill will be
different.s o ) ’ .

L

—

By the month (also called flat fee)--Yod charge a clieﬁt one price

every month to do whatever is necessary to complete his br her, books.
Advantages--Your client doesn't get any surprlses. Most small
busLnesses like that, They know that for $50 a month their

bookkeepirig is handled.

Disadvantages--It is much more difficult to set a fair price for

yourself. You have to be good at knowing how long’someone's
books are going to take. You have to decide exactly what‘xour-)
client ‘wants, and you have to decide whether to include any tax
work. (If you don't, April can léave you feeling very hungry

and very overworked!)

~

N

More on riding ‘the price elevator. Going up--You can charge more 1f

"

you have prestlge and a good reputatlon.‘ What thlngs give you prest1ge7

Having your own office, for one. It makes you seem more profesé1onal.

So-while it costs more to rent, you can charge more to your clients.
T

”

Offering a complete serV1ce, 1nclud1ng taxes, systems design, and per-

sonal financial consultlng will also g;ve;you prestige. You get a good

reputation by offering honest, accurate service.. To put it, another way,

-

[N
trust_1is worth money.

, ’
-

Going down--If there are lots of other bookkeeplng serv1ces in your

.

area, you may have to lower the price. If you work out of your home and

haYe fewer bills, you can lower the price without citting into yodY,

’ .
- ? -

-profits, v . . . .

Setting up the price agreement. If you charge by the hour, tell
your client your hourly Fee at your firstvmeeting. The flat fee isn't
usually decided on Unt1¥ a’ three-month.trlal perlod has passed at léast
ln ‘the beglnn1ng. Later you will probably be.able to quote monthly fees

“ ’ . more accurately -the first time atound, ’
* , :

o
I

Kc

Full Tt Provided by ERIC.
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But no matter how you charge, you have to agree on what amoynt of -

bookkeeping will be done for tha, amount of money. Will it include

taxes? payroll? all posting of daily stransactions? Will you do profit
ratios? or just P/L statements? As you will find out, "doing the books"
can mean lots of different things to your clients. )

’ - ’ ".

. N "

-
.

A Final Note--Tax Season !

4 P
. .

~

* Tax season, that wonderful time between December and the following
Aprihk can get pretty ‘crazy. Susan had a séparate price list for doing .

4 . L
taxes. Here is what she had to do in preparing a tax return. . -

-

'
%

Study tax laws

Prepare th'e return ,

h

o Maintain her tax information sérvice .
Go to tax lgw classes
Carry, an extra work load during this season - ‘
’ ..-'~ [ : .
* . . v
. This is Susan's standard price list. " T ;
e ) - -
' Straight bookkeeping *$12-$18 an hour
. Monthly fees (vary; they are fixed . ' .
~ after a trial period of three months) L . . oL
B _ Taxes . S T e
. 1040 (short form) $18 and up .
1040 (long form) _ , ‘ $40 and up, ‘
Income averaging ‘ $15 and up#;
c; ’ K ’ . ‘ ‘ '
- . {" . -
. Summar . S ‘
. . [ LN g B
- - J .«

///47 . b, what'your'break-even point and‘iodp @rbfit oal are;

1. -Setting pricing depends on:

a. what others charge;

k)

c. whether you will charge -an hotrly rate or a monthly rate;

- .
-
] \

’ f— 5 9 *.::
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o

your of(\ﬁgice; -and', .

e. the price agreement you set up with a client.’ v,

filled "out during tax season.
' ']
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«-—other factors such as reputation, prestige, and the location of ’
. - ’ ." "’a *
2.- Most bookkeepers have ‘_special rates for the different forms to be : ? .
L} o - - ®
. “ &
< o - . "
> v
- - e - - ’ )
” 3 ‘ %’ ’ -
* ‘ i ,'.
* o
- -’ v -
, ¥ i [N .
« Al N
¢ £ . N )
w - e T .
¢
- H - - ’ =8
- L]
; .. ’ j ’ "
. . N ) , ©
©
L3
) I ¥ £ :
B e et ¢ - « "
. " * A :
° 3 " s
a ® : — od
N o ¥ c -
. ’ [l -
m‘ ¢‘&
. .
: 38 )
- L] N4 ‘. )
s F
e-‘\' ' ' '
Y ’ . ‘
- ) s
- .
59 6_01 ’
) ! ’ -




e e ot . —
. C
1 )
' « * ’ o - - =~ N
- . Individual Activities . .
N e R . .}é
. - 1. What does the term "break-even point" ‘mean?
L 4 [ h Y
) . 2. Why can a serv1ce that is run out of the owner's home charge less
without méklng less Eroflt . ¢ : .
PR ((
L 3. Name two kinds of expenses that have to be counted that are not
‘ "b ]‘tl 13 . " ‘ - A4
N v N
s% - - 3 ~ ,
ﬁw ’ : « "
4. ~Why do mbst bookkeeping- services charge d?fferently during tax .
. Gn ” e o 4t e R - Wwoe v - -
. season? . .
- - 3 -
“ s . - H
. b Q
) 3 .
Discussion .Questions s )
. N £y * .
-
1. -Many people, especially women, have a hard time charging what they
| feel’ their service is worth., * Why do you think this is true? Howz
. can this be prevented? .,
5 . *
. N .« - " ' . . ’
2. You have set up your serv1ce w1th a beglnnlng fee of $13 an hour.

.
(=4

After figuring out your break-even point and #dding more for profit,

you feel this-is a fair prlce. Harold-Whltewall comes to you as a

new c11ent. HlS books w111 probably be easy to do, 31nce he already
has a good system set up. He tells you he is w1111ng to pay you §11
an hour for three months to see if he likes your work. What do you

tellt him? ' - :

o




s -
< . . - »
® ’ e
W "3 There is a new bookkeeping servicde in your small town. The owner, a
- w .
i man named James, is charging ouwly $9 an hour. You're not sure there”
are enoﬁgh clients for both of you. Are you going to change your
rates? Why, or why not? * . .
. -~ -
/ .
Group Activity . R : ; R .
Here are some "facts" about your business. Each month you pay $560 .
o . ) - \ . - -
in bills. Each year you pay another $1,680 in yearly bills. OQther .
amounts you lo§e thrpdgh depreciatf&n, bad accounts, etc. amount to $420. -

Figure out “how much you need to‘make per hour to break even: Remember,
- there are 145 billable hours in a .month and 1740 billable hours in a -
. \
year. Other facts to consider are: you are just starting out and have

had only five real clients of your own since you opened .your:business.

’ - ts i

61 °
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Advertising and Selling
- =
To help you learn different ways to advert;se and ’
sell your bookkeeping service. v
Objective 1: 'Pick a good way to advertise a new »
business given a set of facts, — -
Objective 23 Design a printed ad for your .
bookkeep1ng service for the Yellow Pages of a - .
telephone book- ) ' \ .
' o
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ALICE SAID YOU WERE GOOD, SO YOU MUST BE GOOD

- >
= - . o

“« ’ «

+ Susan describes advertising and promotion. ™This
business isn't like having a‘dry-cleaning business or even
‘a plumbing gervice. People don't. turn over their financial
records to strangers. For the most part, they don't Jook
up your name in the phong book and then call--not unless’
they are very new in town and don't.know anybody. '

7T -

"™Most people will ask their friends or their business
acquaintances. The butcher will ask the baker,, .'Say, who
does your books? 1Is that service good? Do you trust the

-~ owner?' ~Then-the baker, who is your client, recommends _you.
- "Now, of course, comes the questlon, how did 'the baker
come to mé in the first place?* Well, in her case I knew
kher from our being on the volunteer, fire fighting squad
together. That was three years ago. Besides the butcher,
she has alsp sent me her brother, a halrdresser, and her
mother, who runs a caterlng service. That's the best -
advertising there is. 1It's called 'word of mouth.'
However, »eu can't depend on word of mouth to brlng in
business in the beglnnlng. . . -

-

.

<+ "I'11 never forget the First day 1 dec1ded to go out
and find new£;11ents. I was sh111 in the. planning stages--
' I-had put down the first and last month's rent at .y offlce,

“and T had arranged the ad in the Yellow Pages. It was t1me
to go aut and meet people. : ~

"I had bus1ness cards, ‘of course, and I kept a sma11 ad
in the weekly newspaper as’a reminder. I went door to )
door, _ I told all the bus1nesses I went into that I was
open1ng an office*in the nelghborhood. I told them tha:\T\\~
did taxes and all bookkeeping services. I told them.I
would notarize documents free for the next four months., I

.~tried to be friendly and te11 people'a-litble‘about myself,

iy L4

."Sometimes, I think T came on’ too strong., I was so
. exclted about leaving my job and so scared: that. I'm sure I
" sounded weird. Eveptually, though, about five of the people
I saw on that first day became my clients.’ Not bady’ “for
somegne as green as I was." .

v

Y4
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Advertiging and Selling

K} -

N

Every service business ndeds c11ents. Unt11 you have a number of

steady clients, you nped to spend some of your time, energy, and money

getting. the word out. ‘Even after your buslness is rolllng, you may want

to continue to advertise in various ways.

A Bookkeeping Service Is Different

“ »
. »

Bookkeeping services are fot like hamburger stands. You can't go
‘out -and advert1se that you have cheapér,.faster, or greasier service.
There is an air of*p;ofesslonallsm and ethics about a bookkeeping setL
vice. You are more like a dentist or a psychologlst. You may spend a
_lot of time advertising §ourse1f, but you’will probably do it more .
quietly. . You.will most likely get the word ‘out by.

1. mallang out announceménts for the Openlng of your serV1ce,

2.’ having an ad 1n the Yellow Pages; X . o

3. maklng calls oh other\hesrnesses, and ‘! ' i

. 4. being an active member of community projects that interest you.
o ) .

>

-

Tell Everyone—-Even Your‘Mother

-

The flrst step in your advertlslng campalgn will be to tell everyone
you know that you ‘are going into business. Design a small card with the
name of -your business, the address, and telephone number announcing the

opening. You can say, other things on it, but it should look profes—

sional. Day-glo colors are pwobably notthe best 1dea.'

°

4
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. . < 4
Send it to everyone you know--old high school .buddies, your piano -

teacher, members of your old scout troop,-your barber, gnd your
. brother's old girlfriend, Most people will be pleased to see that -
you're doing something worthwhile. fhey will also be glad to know a

. \
¢ bookkeeper so they won't have to go to a stranger.

3

Get a Yellow Pages Ad

[e

.
-

~ The Yellow Pages.sales deportment will help-you design an ad. But .

. . , e ES . R
you need an idea of what you want. Let's consider the parts of an ad.

A -

, What's the most important information to include? For a bookkeeping

- . . ~
service, both your phone number and yogr address are important. fop
. must tell people: ) - ~

o who you are; .
k)
| e vhere you are located; s N s

e what services you provide; .
e vhat hours you are avallable, and’ . o -

° whz someone would .want to choose your bookkeeping service.

-

The-ad ‘must be eye-catching, simple, and honest. . .

Al

Go Out and Meet Potential Clients ~ : .

N '
«

. $
There 1s no better way to get clients than to go out and meet them.

You should étartrin the bugfness district nea;est yoqr offlce and knock

. on people's doors. ess to say,. you can't wear your Jogglng *shogs,

-
-

even\’nough you may walk a lot. ‘ ) .

N

.
o

What you can't do. You can't offer to be cheaper than a business's

present beokkeeper. . Good bookkeepers don't start out by ' steallng
oléénts. It doesn't speak well for their honesty. You also“can t do a

hard-sell approachs That means that yop .can't come on like a désperate

. . . - » «
used-car salesperson., .

L — . \ . . o
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What you can do.” You can introduce yodrself,-tell these potential

ustomers about your service, and leave a card.

You should be frieddly

. *dnd open. .
. s - ; ‘s h N -
i R T - N . ° * ’
B ."" / ¢ ) ) : o .
t - e ) o T :".°' ~ l«
. 'Get Out and Get .Around Y , : o7
0'1/ i . ., .

’ * l‘ - .

{ £y
. You don't have to be_a com ulsive "joiner." You don't have to col-

/ P J

.;_',EKIC.' e

/ lect for every charity or be on every election committee. You should,

. / however, be v131ble._ Do some "indirect" “advertiding. You should join ~
NS K a few'groups that interest you. Many business deals used to be made on
J the golf-course. Now they are also being made at cooking clubs. The
/' more people’who know you, the more people there will be who will think
;- .
A of you .when they want a bookkeeper. \ .
/ ,.
/ ) ’ . - ” “t
/o .
{x‘/ x P
. ~ ) ’ 'ai: 2’ '
Summary -
. LN
" 5 X . L B o = { - e A \
3 . . 7
B l. A bookkeeping service needs to get .the word out im a professional
~ ] . , . ! ' .

- . way. . . <

- 2; You shouldhannounce the opening of your service by telllng everyone.

3. You will also need to design an ad for the Yellow Pages.

4. You %illk have to go out and 1ntroduce yourself to the bu31nesses
) t
nedr you., " ’ . Lo . o7 .
~ . B - ® " » - »
.You should join clubs and groups’ that interest you. , N
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Individial Activities - L . . . ' ;

¥

2.

<o

Design an ad for the Yellow Pages.

o Use 8%" x 11" paper.

(Most people use paper blgger than the

actual ad‘will be.

A special camera

~

e Be sure to 1nc1ude the five parts of
headllne—-the largest letters should

. 141u§tra;10n-ﬁa,draw1ng; -
copy--wonqg you use to describ; your
'layout—-hﬁh you :arrange your ad; and
1dent1f1cat10n--yan business' name,

o Ihélude a11 ‘the - klnds of 1nformat10n

. Even if your artwork is not perfect,

ideas. )
- v
. . ‘§ /"

Ca11 the Yellow Pages sales department in’

prlce list on dlfferent-31zed ads.

Wrergeret e v T

°

-

¢ - .

reduces the size later.)
an ad:

be eye-catching;

(V] -
.

service; L K
phone number, and address.
described on page 67.

draw a sketch to 'show your.

-

your area. Ask for a

3. Name three ways to 1nform\peop1e of your serv1ce. . . s .
. ’ e .
“ * < P e
Discus$ion Questions . . g . e .
. - . -~ . .~/ ~ . ’_-«‘
“1.” It has been sa1d that, }ndependent publixc accourdtants, lawyers, bahk
credit offlcers,-and insurance salespeople are good peOple for -
bookkeeping -service owners to know. Discuss why thlq ig true., y
- . . .
( .
¥ . & ._/
. S ) } g
-~ . ‘ Y
B . : - e
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2. Discuss a good -introductory advertising strategy for the following : ‘
- i ’ g . ) .
. new bookkeeping service owner. . .
N - - L
Q:f . . ~. - "
Mark Weitz wants to open a bookkeeping service. His wife just '
y . : - .
accepted a position as an 'intern at a hospital in a town where Magk’
» I3 : * " - ‘“ J
knows no one. What should he do to.get the-'word out.that there is-a .
. . 2 H ‘ “ - -
. . . . . 3
new bookkeeping service in town? Can you think of any special v
. - %
. things he could do because his wife works at a hospital? ‘
\ . N . - ’ “
. - - . . -
. N ot N . ~ ’
£ . . * . o
Group Actiwity . ¥
‘ * . .
G o . .
e S . . ‘ ., . ’ ‘ . -
.Many dentiste are beginning to- advertise in newspapers offering A :
special, discounts. The practice is frowned upon by other dentists, who
. ’ ) »
do not consider it "professional.! Whatdo you,think of using the same -
1 -
kind of flashy advertgsing for boqkkeeping services®: : . ‘
N . . .
- N pLe
LI LN S . > * on ' -
- Think of some community activities that you could get involved in .
that would be "professional” but would increase yqur "visibility," '/ -
N 4 .;:‘r ’ € »* .3
Li . : : o A T .
T . \ ,
. . N ?" e . .
) s N
. L - .
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UNIT 8 ‘ ' :
L Y 3
Keeping Financial Records -
H Iy , R ‘ ! o~
13 /‘\\ tg. .
Goal: _To help you learn how to keep financial records for t '
a bookkeeping service, :
) Objective 1: Compute how much a client owes you and » ¢
fill out the bill. .
oy \A/ - N
Objective 2: Fill out a daily cash sheet that
records money coming.into and going out of the .
business. . “ )
. G
; > g V . - . -
- * *
- ‘ &
. 0‘ g":; . i
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. . THE DENTIST'S TEETH HAVE TO LOOK GOOD,
AND SO DO THE BOOKKEEPER'S BOOKS

.
.
o .

. P A
Susan discusses how she keeps her own books. ''There's
an old saying that the shoemaker's children often go bare-
foot. For some bookkeeping services this is true, too. I .
know a few bookkeepers who a1way§~turn in their taxes
late. All their clients' files are in good shape, while
. theirs are g mess. ,
3 L
_— "In the beginning, I had so few clients and was so
A exc1ted about doing their work that I often-left mine for '
. last. There was a month or two that I just forgot* about
. mine. It's ridiculous. 1It's sort ofrlike a doctor smoking
P cigarettes. He or She is telling other people what' to do
and”not following that same advice. Now I do my books on b

time. How else am I going to know how the business is
doing?" : ) -

~




Keeping -Financial Records

.
.

’

If you are already a student of bookkeeping, th}s unit will probably
seem very simple to you because §oﬁ.have already been introduced to cus-
tomer billing forms and'custémer account forms. It is included here for
those people who H@ve not yet had -any bookkeeping at all.. It will giGé

them a chance to "keep the books," if only in a'simplifiéd'way.
. ! .7

o, ‘ .
? . p)
How to Bill . > . -

« . .
- . , "
.

How your bill® looks depends on your method of pricing. Every client
should’ have 2 bill so that you have a record of what yog.?ave done for’

that bu31ness or 1nd1v1dua1 ' T (

.
e

‘A bill should also be itemized. You need to write down ‘the reason
for every charge. There will be some clients &ho don't ming "Services
rendered.........($75.00." But thére will be others who w;nt to knowlif
this charge is for doing the payroll, for various tax forms, or for

quarterly, statements. B - k. -

.

Keeping Track of the Work
{

Each client will need, a customer account form. The daily time card

- ~
~ .

* stating the time spent on each client must be transferred to'"Accounts
'Receivable." Every c11ent has his ‘or her own page with all the charges

'

and time spent clearly entered. - . K

-

He;:\is a.montﬁly bill for Simon's Flower Shop. This is an old
account of Susan's. The owner has a set monthly fee. Susan also does

all of his_tax forms,-and he pays for, that separately.

74



. CUSTOMER ACCOUNT FORM
Customer: Jtmwm-’a/ 4,4&10/ J,A)d/ K
- M ‘ * _a
Rate: ﬂéoé'mmdé é;_/ Payment Due Date: Lol /
. i 4 .
‘ : ) Amount' | Payment Balance
Date " Description Hours | Charged | Réceived Due
,A_;-— N ug -
§
L6 %AAMM_&/ 3 . )
Y28 | Duant. olalomant (_ |9e0( 19 Lo
3/28 € 110 (Frioat )
T . Stpea) 42320
0" | FBgpant chek = 44/ ¥ 60 ¥

\ ] b >
The Daily Cash-Sheet--More Practice '

Another form that you might want to practice with is the-daily cash
sheet. .It is filled out )at Ehe end of ‘every-business day. A sample
appears on the ne;ct Page. On August 14, Su‘san received a total of
$3§5.00 i;x cash. She recei’ved checks in the ma_il fof $91, $39, and $105

for past work. She also made out the foilowing checks:

. : . | : - ‘?z

. Sally Woodsmith (landlady) $300.00
: - . )
Wholesale Office Supplies ° 125.00 L
. . . M 9 )

University Book Store : " 80.00 -
Theé Copy Shod - ' 50.00 -

" Total ' $555.00

£
Q ¥ .




J B DAILY CASH SHEET oy

)

. . L4
. Cash Receipts Cash Payments

.

Cash Sales

$ 355  Salaries $
Credit Sales 235 Building Expenses . 300
Equipment and Furniture ‘
. \_ Books,and Supplies 205
Advertising -
’ Other (printing, insur- —507
- ance, etc.) . :
TOTAL CASH RECEIPTS $ 590 $_ 555

TOTAL CASH PAYMENTS

et

LY

If you look at this, it doesn't seem as if Susan made much mopey. As
you know, most businesses do not léok at their profits on a day-to-day

basis. For that, Susan will have to look at ger monthly and, yearly
.profit/loss statements. That.is discussed in the next «unit. She will
‘use her daily cash sheetg'to help her keep monthly and yearly records.
7 l s
Another record Susan fills out from time to time is the balance
. . i

sheet. This also helps her see how her business is doing. If you do go

intp business for yourself, you will need to complete a balance sheet at

least once a year. - * o ]
. .

Summdry “
. N . -
1. A bodkkeeper should not, let his or her own books wait. .}
2. All customer bills should be filled out monthly~—~and itemized.

' TheJdaily cash sheet should be used to ré!ord each day's cash

receipts and payments. _ '
v -
' . 1
. . 73 3
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: Learning Activities .

Individual Activities ‘ ‘

-

-~ ~

.

-

~— 1. Even though Susan charges Simon"s Flower Shop a monthly fee, why do
you suppgée he keeps track of the hours per month she works for

him? She's not going to'get any more money if she works more hours,

-
.

2. Susan told Simon to write out a separate check for his tax work
. rather than lump it all together with his monthly fees. Why do you

think she asked him to d'o.this? ‘

»
. .
L3
L

A N
3. Here are the money transactions Spsén had for May 1l6. ) .
Checks received - ’ . - \*
« . -
Willy Smith ‘ $426 .00 " -
. Pau;gla Weisse ‘ : 78.00
* Al Fukawa .o ‘ 455,00 Y i

*

.

Checks paid

. . 3 )
A.R, ﬂpewriter Service $560.,00 . . . ) b

All-Farm Insurance - v .- 83.00

£




te

HA |

. . - ’
r "]
9 L]
Fill out the following-daily cash sheet. o '
. . . . ‘
. N DAILY CASH SHEET
/ Cash Receipts « Cash Payments - <“

’ ° 3
* Sales : $ Salaries .8

Building Expenses
Equipment and Furnjture

Inveﬁtory or Supplies

i 'Adve}tising - .
' A
B Other
\;J L
TOTAL CASH RECEIPTS $ oL TOTAL CASH PAYMENTS $

L

Discussion Questions .
.

T

l. Many bookkeeplng services w111 sign checks for their clients. Others -

Al

-- P * refuse to-do thls. They w111 make out the check and wait for their

client to sign it. Why do you think bookkeeping services do this )

»

. 3 a2 . )

differently? What are the advantages and disadvantages of. each -
system? | - é '

v .

b
2. Tight ﬂéllyanever offers credit. She wouldn't care if you were

" David Rockefeller. She claims that the bad 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. .
Where do\you fall? What would be the things you would look for in a ° .

person that. would make you decide to offer him or her credit?

i L4

Group Activity ’ . )
7 . ' ,

. Many times people are given credit or not given credit based on

o ‘ people's prejudices. Women and minorities have had a partisula?ly hard - '
) L ',.timg getting credit extended to them. What effect do §ou think this has .

. -on éhe people who ‘are refused credit? . ' v

| L ;3 ri B , ‘ |
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. .

Goal: To help you learn how to keep your business "in the”
black." ’

3

Figure out the'net profit, profit
ratio, and expense ratio after being given a

specific business situation. ' ’
. M ° '

Objective 2:

Objective 1:

.o

Tell at least one way to increase .
profits in a business that is losing money. :
AR .

ObJective 3: Tell a way to learn more about advap;ed
bookkeeping. . - .

3 3
t

7~
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YOUR- MIND IS YOUR ONLY PRODUCT
. 4

¥ .
. L e

b - .
o i

. .This is what Susan says about business growth., "In the
beg1nn1ng I would ,set up 11tt1e,goals for myself I'd say,
'I want. to have 20 monthly clients by Christmas\, 'eor I'd.
say, 'This- tax season I want to do at least 30 returns.,'®
I Just thought about hav1ng more c11ents, not about doing
more for them, I didn’ t think about changlng the kind of
service I was offering. Growth however!, doesn't always -
mean getting ¥igger. It can also mean ge) t1ng strohger or
gettlng more efficient, T .o~

©

1- "I remember: last year's tax season very well, 1
decided to JOlS a computer ‘tax service. I thought, ,'There
go my proflts.’ The computer service charges $14 a “Form.
~That idea ended .up making me money! I supplled the
numbers, and the.tax service checked: my math.and filled out
the forms. I spent much legs time typing, and that gave me
more biliable houws. .What I thought was going to be a b1g
expense and cut into my profits has turned out to make me
more efficient., I'll take on about 100 clients this tax

— season, as opposed to the 70 I used to do, -,

"I'm also takldg c1asses to expand my bu81ness. When
Cyou offer a service, your 'product' is your brain. If you
" want to offer a betéeg product, you have ta improve your
—— brain a little, : If you can study advanced recordkeeplng,
- the principles Y smgll bus1ness management, or economics,
ffer more and better advice, to your

. you will be-able to

¢ clients,

Junior collgges, state colleg

all offer courses on these topics. \
9]

4

-

"My first experlen e of stepplng out of ' str1ct1y
—~ |~ bookkeeping' work was.for a young couplé who came to me
——with family budget problems. Were they a pess! They
— hardly kept track of their checks, and they used, their
.credit cdrd as if it were «a library card. Now
16 clients a year Just~ or personal budgetlng.

e

y and universities

~
P

cy,

- have about

]

’
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. Keeping Your Business Succegsful N
» * . ‘ a - .
. . .. - o .
-~ - . . & <
. t
AJ‘. - [ 4

As you probably already know, it is your profit/loss stat.e&xg_evnt thdt

.18 _the measure of whether you are financially successful. Hopefully, if d
’ you decide’ to start a bookkeeping service, ‘'yours will just be a profit ' .
) statement and not a loss statment! ’ f -
- - ' ‘ : ! . .
) The Profit/Lossy Statement : . )
o . If you already l;now what a profit/loss statement §s agxhow to fill
one out, you should probably skip this ,section. If you are new to book-
keeping, this sectior{,. like the one on the cus:tomei" billing form and ~
daily cash sheet in Unit 8, will give you an idea of exactly what work .
the bookkeeper doe;. , - ) , & . b L ' :
AL - | X N
' &

« A profit/loss statement includes the following information: how

s+ much money you received from your clients (this is cdlled revenues); and

.how much you pa1d for different bills: (thls is called exgenses) The

. " profit/loss statement also shows how much you had left over after your

expenses were paid (nmet Broflt).- .
s . .

M& ( .- “ ’ et .
What Is Net Profit? R . L ,

14
: /It would be wonderful if you could look at all your revenues and
/
call that your profit., But you can' t.~' O”e you. pay all your bills, you,

. - might have made nothing -or even have lost money. So businesses also

e

¢ ' have to flgure ou’tgthen' net proflt, whlch is the money left over after

expen.ses have been paid. = - : s

O

-
«




v f . o

' * 7 Net Profit = Revenues - E}épenses - .
R or

Income - Bills.

: Figuring .Your Profit Ratio ,

£y

Once you know your net profit, you have one more math problem to do e

--What .

‘ perceﬂQ of .your income ended up 4? profit, and what percent ended up

. 7 - -
before you know just how successful your. business really.is.

going for expenses’ Let's look at. Susan's profit/loss statement, compute
~ L4

hér profit ratlo and her’ expense ratlov and compare all her figures for

the two yeass. !

" stax season. in the hecond ‘year.

e M 'L .‘,
' .+ TWO-YEAR PROFIT/LOSS STATEMENT
o ‘2l -
Year 1 Year 2
L% I
&
‘ Revenues ' - 4 $20,000 . $30,000
} s ] ) ’ v‘ ) ¢ )
. Expenses, . : :
. aries* bl
- Salgrleg\ e . 0 i&g . $ 5,000
. ) ngldiqg Expenses o 00 4,500
. " Supplies . ; 1,300 1,500
N .. Advertising - 1,800 ° 2°,000
, Other =~ * | 1 _2,%00 4,000
) P -_—
. . TorAL .C T . $1o,oooq &’ $17,000 -
J . \)' tr Q v . . * L
. ] . Net Profit R $10,000 ' $13,000
- N . . . §" * |’ ' - .
% o o 'i;‘ * s
K o LI ; '
3 . ' * Susan had no, employees during her first year and one assistant. durlng
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- _These {dre the equations for figuring ‘out Susan's profit and expense .
L . ratios. o c n
I3 N . < . 1 o ] .
¥ ?' .‘ "' v v
B v . . - Year 1 '+ JYeary2 ,
' T . 7 Newprofit . $10,000 . - $13,000 o C N
. - Profit ratio = —= —— —— = 50% =2 = 43%
. , | Profit ratie = Revenues  $20,000 - °%*  $30,000 ~ °
v N . . - ‘ [ . i
e e . Expenses . $10,000 _ .,  $17,000 _ ..
v ' .- Expense ratio = . = 50%" T = 57%
e < pense o Revenues ? $20 000 g $30,000
. e [ . - : . *0
w?,)‘; « ) ~ v .;: - v .' B n”' ¢ R 4
o . P . “a ‘
SR How -Carn More Revenues Sometimes Be Less Profit? . .
. 4 .- L. R . s .o 4
' Susan's business def1n1te1y made more money in the second year. . . )

-

$10 000 is a nice Jump in revenues: Her net proflt also went up $3,000.

-Susa«n wantf:d, ker profit r_at_::Lo to-be about ‘the same every, year. 1In Year 2, -

/ however, her profit ratio.went down. - ° * ’ - N
s ° . g -
o ‘The quest10n xs, why Susan'-s expenses rose more quickly than her .
. revenues.’ Th1s is becduse Susdn, dec1ded to expand "her business. She N .

. tookqnore cLasses, hlred a part=- tme bookkeeper, and *joined “the computer L

~ %

’ serv:Lce.‘ Even though her prof1t ratio suffered, this was a good move for

. /— ber in the long run. As her new worker ‘becomes even better trained, ,and

as she puts her new knowLedge to-work, she can expéct to br1ng in more -

clients and make even more money from those added expenses in the futdre.
- . > ,* . . ’

i . . = N . . »
. . o . : . -« e .
Is.There an R-2-D-2 in Your Future? ) .
- ﬁ ~ ‘—’ - . ' N '- .
N ~' There will always be bus1nesses that need 'garden'variety" bookkeep-
g tng services. But computers W111 be d01ng moré ‘and”’ more of the routine
1. o -
W ' - work 1n many 'bookkeep1ng serv:.ce& . w s ' -
;' i - ' . . - ‘
‘- - . Rather than seeing 15‘ as a threat you can see A computer as ydur
N ' -
e T helpmate, the Aperson" who does your'typ1ng'and checks your work. You
RO w:tli st111 be the person who gives the computer, 1nformat10n ar\d the one '
- \J
whom your ‘cliénts will trust. When you choose to, hook up with an . ‘
. ) i : ) v v ) ! . K -
~ % » ~ . = ’ .
[ * . . .
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- L ]
"R-2-D~2," you will have more time to give individualized service to your \
“. clients and will be able to free yourself to do more advanced bookkeeping
work. , ' R Lo
- 1 !
.~ 7’ ’
Summary o . )
- - o » M
l. The profit/loss statement tells you just how much profit your busi-
ness is making as compared with itg expenses. ‘ St -
7 7 2. An increase in revenue does not always mean #h increase in profit.
v . ) . s
3. You can expand your services by expanding your knowledge and by using ,
. ¢  computers. . " L . ~
*
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.o learning Activities -
L. ! 4

e

Individual Activit ies

v g -. Y -‘77 o e - ("
) l.- Here is a profit/loss statement for Wilshire Bookkeeping Sefvice.

r ,.Compute ‘the _.net:.profit (in dollars), the profit ratio (in percent), -

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

- ‘ the expénse ratio should equal 100%. -
: < .
- - :
) TWO-YEAR PROFIT/LOSS STATEMENT
: I Year'1 H Year 2
e ' $ T 1Y o
i ' ’ N ' \
\ . Revenues $50,000] . 100% |. $60,000. ]’.0012
p e . , | ] '
Expenses ‘ ’ ' ) .
L. . Salaries . o 10,000 ' 13,500
» ) ‘ -Building Expenses ) Mi ’ . L _7,000
< ( " Supplies . . . \( ~“"1,5(30 — _1,6001 ,
i Adyez!"tising P _3,500 P J 3,400
ComputerfServices, _ c 250} 1,250
poomer & T L 2,750 | zazso] ’
s .. " TOTAL ~ g2s,000f Il $30.000—————
AP N A e T R ; : IS
: ’ . Wet Prof.it,:~ / B $. ) $
. . . , R ‘ ¥
. < : : L
N . @ i
- - . p - . ,,

-~
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. 1] ‘e ) .- o
2, VWhich year was a better one for Wil#hire Bookkeeping Service?

3. Name two ways to learn more about advanced bookkeeping services.

- ~

Discussion Questions. ~ .. . . s . . o . Lo

» ’ . .

1. Many bookkeeping service owners do not want to ''go big." They don't
ping g g y

want -to use computers, and they don't want tq hire more people. Can
you give some reasons for this? ¢ o
.o e
2. Susan's father wants Susan to get out of the business. He claims -
,that since her profit ratio went down during the second year, she
isntt‘much of a businesspérsog. Pretty soon, he tellé-her, she'll
be\losing money.., What advice would you give Susanih How much does
it matter that Susan is losing.support at home? ~ R .

hd -

- - ’ ’
Groqp,A¢f1v1qy' ' — !

© ¥

¢ “

~ As a class, write-down a list.of # Jeast 20 different activities

-«

that you would have to do if you were, or were going to be, the owner of

a bookkeeping service. Here are some examples to get you started.
s 2y L ' . PY

- ' : - S /. w

Call the telephone company to get hooked ‘up
]

* Check out several places for the best location

e

S ERIC

-
Aruntext provided by enic i

L
-

Interview peopte to work for you - .
Ordet paper and supplies T - T
.- 3 ~. : L] ) v ’ = : M
. - » « . P ¢
" After you have your list, see how you feel aboult' doing éach of the . °
o a :

activities. Give yourself three .points if you wguld enjoy doing.that
v ’ . » Kl

aoghvity, two péints if §6u wouldn't mind doing it, onme point if you
would do it but wouldn't like it,._and O if you wouldn't do it, no matter
vhat! There are no "correct" answers. And the persdn-with the most-

.

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

_____kgpkkeepiﬁg.éervice might be for you. ’ 5 :
« . . —: . ; [
) . 87 ) ' . PR 4 \
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This module has been about éwnfng a bookk;eping ser-" T

Na

vice. ‘People with training im bodkkeeping can ‘start this
‘ .

PR

kind of bysiness. " . .
. R ¢ - -
To start a small business, you need to-do lots of
plamning. F1rst y.E ‘have to be sure that owning a small
business is right for you. Then you have to decide what
services to offer, how to, compete, and what legal’ require- .
- ments to meet. ) . b "
S Coom )
To pick a good location, you have to find out if cus-
tomers would use your business. Then you Have to get money
to start. That means showing a banker that your idea is a
good‘one.
// . ,... . .
.Being in charge means hiring good workers and training °* "
them. . Then you must keeg track of your worézrs' job - D .

performance’

3

. ~ . . .
‘e
. had .

-

Sett1ng prlces means ‘figuring out ‘the lowest price you . L

can charge to meet your expenses and the hlghest pf{ce you
can charge and st111 be competitive., To do this, you need .

lnformgtlon on your expenses and on Your competition's

Al

e

prices, ) ) -

. Advertising and selling ware \the ways you get customers.
The good things your businesstdoes in town are called good- .
wi}l.:w?héée are all important ways to'hélp your business i N

sycceed. . . T N ) .-

P




,iou should keep Bood findncial records so you will know
how the business is doing. Then you can decide if you can

‘ . expand yoor business or if you need to cut it back.

s

B i I;/:rder to own and Operate a successful bookkeeplng

7

. seryice, you need'rramm
and the speclal management skills we have covered in this

\ module. If you have not had. a course in bookkeeping, you'

7 in bookkeeping, work experleﬁCe, T

should take one before deciding té own a bookkeeping ser-
vice. You can.learn businéss management skills through
. bus@ne;;>claeses, experience, or by using the advice and v
example‘of an expert. ‘ - )
. N N / k ‘ ’ . / .
You may not make a lot of money by owning 4 bodk-
keeplng g!rvzce. However, you will have the personal

. satisfaction of being responsible for your business and T

things are to you 1n considering whether you should Start

your own bookkeeplng serv1ce. e
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making your own decisioﬁe. Think about how hmportaﬁt these * -
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1. - List three kinds of people who would probably use a

» bookkeeping servire. . BEN
- a. T - T T T T T T T e
b.. ) ' ,
> - ) : /
c., - .

)

. ’
.

: 1]
‘2. List three skills the'owner of a bookkeeping service

should have.-

‘a, ! - - .

. A .
b. ) -
A v

. . »
ul? .. *, .

’ ¢

3. Which of the following is probably the most important
for being chqesl¥ '

Y Having 'a good-looking offi%e

b. Doing érroé—free work - .

- ¢ Knoéing a lot of other bookkeepers

-4, Which-one of the following would a bodkkéeping service

probably do? - ° i ] ‘ . ;

" a. Do math tutpfing for an éigebra student

b. Do the payroll for a fybric stare

._¢. Type a report for a lsiyer, .
—_F A
, .
. .
. M i * . '
A 3 v -
. R
. . -
4
* . “fv . '1 .
‘ . . . , 9 1 , . a .
.~ . . = -
- . 695?*A
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5.

Which of the f0110w1ng would be a good place for a

bookkeeping service?

. 4. A small farm town that has no other
< . .
: bookkeeplng’serylce
b, A city of about 35,000 of mostly retired
T ~people _.. . _ =~ T N
c. “A city of about 25,000 with lots of small
businesses & . .

;V List at least? Eé/;z"é(ts of a business description. *

e

R

. Which of, c;& following should be included in your

- »
gtatement of finmancial/need?

N s
—— L

-

How much you made on §egr last job

a,
b. How much you'll pyy for your office
‘ # c. How much your parents make *

8.

<

°

Which 1nformat10n would - you need to put 4in a job'
523cr1pt10n9
—_—a.

.

Salary, benefits, and ﬁoﬁ;s,

Personality type, age, and sex wanted " 4

Directions to the office k b

~ .
~

.9. Tf this. were the only informag;nh you had, wh1ch

to hi

?

. !perso would probably be the best bookkeeper fbr you
P!

) ¢ ’

’hlgh school studtnt who works slowly but

' accurately ]

A salesperson who wants to be a bookkeeper

c. A married woman W1th “small children who works
. /~a .
fast but makes mistakes . .
. . ,.‘ " . ': ‘
‘-f ) e ¢
3 < 92 |
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10." Maria Carter's starting expenses for her new book- . *
keeping service are $24,000. She has $8000 of her own
money to invest and $3500 from her parents. How much

money will Maria need: to borrow?
s

~

T do

. 13, Which of the following is your most important form of

. 4 .‘;‘
14, Which:of the followingffs an example of good "indirect

¢ ek

’

4

advert%iing?

a, Word of mouth

—————a

advertisi?g' for @ bookkeeping service?

#

a. A fliesPput on cars

“

. Magazine ads

b. Radio advertising

wc

’

b. Sponsoring a' soccer team

.

.\

-

-~

:, “c. Joining a small business owners' group

-~

billing form.

¢

~

,}'

i
(¢

f

N

.3 15?“hist three types of information needed on a customer

'% fl

B . 11. List three things to consider in setting prices for a. '
» -
bookkeeping service. '
- ‘ ' .
a. *
0 * 1
c.' s
) 12. Elmhurst Bookkeeping Service has -a: new bookkeeper on ) o
o its staff. Which of these tasks should this person bex /”'
i‘f‘ . .assigned to.do first? - : . 7
. a.. Call on local business owners N i
. o . - .-
. ¥. Give customers advice on family budgeting -
. ¥ )
¢, Prefare staff paychecks
Prepare routine income tax returns.




3

16. Which gtatement is most true?
a a?\ Your daily cash sheet tells you vhat your

.credit customers owe you. .

fpent on a certain day.

c.’” Your daily cash sheet gives you a good idea

of the profit 90u are making.,

- ) ’ .

N

— Maria's— 1981 records show total sales of $50,000 and
total -expenges of $20,000. Compute the following:

a. Net profit”™ = 3§ -

v P L i

b. Profit ratio = %

c. Expense ratio = % ,

v

18. Maria's profits decrease in her second year. List™
three things shé can do to igcrease profits{

« a. .

.
- r
-

19. List two things Maria can do to increase sales.

b . - ’ . -

b. Your ddily cash sheet records the momey you *

-
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