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= ' OVERVIEW .
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The putpose of these Getting Down to Business modules is to ptov1de
high school students in vocational classes with an introduction to the
career option of small b#siness ownetship and to the management skills
necessary for succeéssful opetation of 'a small business. , Developed under !-
contract to.the Office of Vocational and Adult Education, U.S. Department
of Education, the materials are designed to acquaint a variety of
wvocational students with entrepreneurship opportunities and to help reduce
the high failure yate of small businesses. .-

As the’'studenfs become familiar 1th the rewards and demands of small
business ownership, they will, be able sto make more informed deciSions
regarding their interest in tfis career possibility. It is hoped
that, as a result of using thes matetials, some students will enter small
business ownership more préparéd for ,its:challenges. Others will decide
that entrepreneurship is not/well suited to their abilities and interests,
and they will pursue othe;)éateet paths. Both decisions are valid. The
materials. will encourage students to choose .what is best for them.

These Getting Down to Business moduleé are designed to be inserted
into ongoing high school vocational programs in the. seven vocational
disciplines--Agpicultuté; Distributive Education, Occupational Home
Economics, Business and Office, Trades and. Industry, Technical, and
Health. They wi)l serve as a brief supplement to the technical
instruction of vocational courses, whith prepare students well for being
competent emp}oyees but which generally 'do not équip them with skills
related to small dusiness ownership. The modules are self-contained and
require a minimum of outside training and ptepatation on the part of
instructors, Needed outside resources include only those types of
materials avgilable to all students, such as telephone directories,
newspapers, and city maps. No special textsTor refererfce materials are
requived. For further optional reading by instructors, additional
references.are listed at the end of tHE Teacher Guide. An annotated
Requtce Guide describing espec1a11y valuable enttepteneutship-telated
materials is also available. -

“

The .purpose of this module is to-give students some idea 6f what it is
ike to own and operate a day care cénter. ‘.Students will have an
pportunity to learn about the kinds of activities and decisions 4 day

care center owner is igvolved in enery day. While the modulé is not a
complete "how—-to" manual, the individual activities will provide your :
class with the chance to ptactice’many of these activities and decisions.

.., Today, owners of small bu91nesses facesmany problems--some minor, some
not so ea31ly taken dare of./ These prpblems are reflections of the changes
our society is going through'. While this module éannot address itself to
all of them, the discu991on‘questions at the end of each unit are de91gned
to give students an opportunity to explore p0881b1e solutions.

-
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You may want’ to present this module after completing Module 1, Getting

Down to Business: What's It all About? Module 1 is a 16-hour program

- covering a more, in-depth approach to”owning any small business. The terms -
introduced in Module 1 are used in this module with _a restatement of their
definitions. Also, the forms used are -the same, with some minor changes
to'fit the day care center business spec1f1ca11y. Module 1 prov1des an
introduction to owning a small business in addition to some skills and

© activities that, due to their genetal nature, are not covered in this

-

module. . \ . .
LS ' .. ‘
Content Organization.: .
. ¢t " ~ . - *
Each unit of the module contains the following: : .

~

1. Divider Page——a list of what the student should be able to do at
w

the end of that unit. Lo N . :
*
2. Case Studz—jan account of a business ownet‘in the field.

3. Text-—three to four pages outlining business management ptindiples
. © Wgtrodyced in the case study but focused more on the student.
5 .

4. “Learning Activities——three separate sections, including:
. . N . }
a. Individual Activities--finding information given in the text
. or applying infafmation in the text.sto new situatiodgy
.

b. Discussion Questions--tonsidering broad issues introduced in

}v the text; several different points of vieg‘may be justifiable.
’ ) j "* 4 . ‘ . 4
c. Group Activity--taking part in a more creative and action-
) _ oriented activity; some activities may focus. on values
clarification.
L] * "
- » 1y N N .
. LT o General Notes on Use of the Module- ) .
. Instructional Each unit = 1 class period; total class periods = 9
Time: Introduction, qqg;, summary e =1

Total instructional t1me = 10 class pet1ods

, » . -
The case study and text are central to the program's content and are
based on the instructional objectives appearing in the last section of
this Guide. Learning activities are also linked to these objectives. Yot
will probably not have time, however, to introguce all the learning
activities in each unit. Instead, you will want to select those that
appear mast related to course objectives, are most interesting to and
“\ appropriate for your students, and ate'bestasuited to your particular

classroom setting. Certain learning ,activities may tequ1te -extra -
classroom time and may be used as supplementaty activities if desired.

ERIC! -
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. Before presenting the module. to the ~class, you should revni beth t:he .

. Student and. Teacher §uides and formulate your own petsonal lnstructxonal .
’ approach. Depending on the natﬁte of your classroom setting and the
students' abilities, ypu may want” to present the case study and text by .

N instruc tional means thdt do not rely on students' reading--for example,
, through a lecture/questfon-answer format. Case studies and certain

‘ : learrung activities may be pregented as skits or tole-playlng sltuatlons.

&Yy

.

No particular section of -the module is des1gnated as homework, but: you,

. may wish to assign cepitain portions of the module to be complet:gd aut, of
“  class. You may want.students to read - the case st:udy and_text m‘ Sl
preparation for d1seuss;pn in the next class perlod, or. you nay’ wanc ;hqm. v
to’review the material at home after the'class discusgsion.: Yoy mey “algp |
ptefet that students read the material in class. 'Simllarly, ﬁadWﬁaf
activities may be completed in class or for homework. Dwoqs&.wﬁ L e
. questlons and group activities are specially intended fdr clrdsgw ,d#, ;
A although some outside Etepatatlon by students may also hpne ei 1%”"

- - example, in the case o visiting a small bus:mess &nd m%ét'v bwi"ﬂ

.owner). et e .-.'M(&- NRA

Chs M N TR A
.":nf., "‘”‘pt by

Methods that enhance student interest in the matenal and ‘Ehat: o RSP ‘
emphasize student participation should be used ae"much as p0831b1e. bQ
‘not seek to cover material .exhaustively, but' view the course as a brief '

introduc t:1on to entrepreneurship skills,

Assume that students will obtam

more job training and business experience befqre l‘aunchmg an

,'/‘

entteprengunal careet.

s

° * ° ' .
. ‘ The quiz thay be used as a formal evaluation of student Ieatning or as. -
S a' self-assessment tool for gstudents. Answers to learning activities ‘and: .
'( the quiz are ptov1ded{;1 a later section of thlS guide. ’
i .
f : - ~
~ .1 “ . -
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. SUGGESTED STEPS FOR MODULE .USE

: . \
o R
* ". ‘o' p . .‘ 0] ) . . . . ‘
, + Introduction (15 minutes, or integrate within first hour of Unit 1)
¢ ) -

_I. In-introducing thisémggule you will probably want to flnd out what
: stuqents already kn about day care cepters. . .

II.. Discuss small businesses briefly. Over 90% of all businesses in
R the United States are small businesses. In this module we will be
‘dealing with. very small businesses, meaning a self-employed owner
working alone or with one “to four employees. Often small busi~
nesses are owned and run by members of a fam11y.

III. Discuss the purposes of the modue: . )
_ e To increase students' awareness of small business ownership ‘as
a career option.
f . . . N H N
Jfl To acquaint students with the skills and personal qualitiés
. day care center owners need to succeed.
e To acquaint students with the kind of work small business
. _+ owners do in addition to using.their vocational skills. ,
o o To expose students td the advantages and d1sad9antages of
small business ownership. ™
IV. Emphasize that even if students think they lack mﬁnégement
- aptitudes, some abilities can be developed: If students "turp on"
to the idea of small business ownetsh1p, they can,work at
acqu1t1ng ab111t1es they don't have.
» . = . ° *
. klso, students who work thraugh Eh1s module will have gained valuable
insights into how and why bu31ness declsxogs are made. Even if they later
. choose careers as employees, 'they w111 Jbe ettelf equipped te help the
business succeed because of their understandlng. ? .
7 Unit 1 - Planniﬁg*A'Day Care. Center (1 class period) L
I. Case'éfﬁdz: Annie Green is thinking of opening her own ddy care
. - cénter,  She thinks about her personal

e - chatactetlstlcs‘and considers what she ‘has leatned
about child care while wdrking as a baby81ttet.

.
. .

\ - . : !

. 8 - J

‘ Text: Services, Customers and Competition
Personal Qualities and Skills :
How to Compete Well .
- Special  Business Image ) .
' Legal Requirements . ) ,
. g . . . '.
, ~ 4 .
s iy . 4
a had [
v ¢ .
y ~%
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II. Responges to Fndividual Activities - i’ ' o .t

1. a. infants e e ) .
b, pteschool children . .
c. older ‘children ‘alrveady 1n school . s

2.' Answers will depend on students’ reseagch: For accdtacy check
-fellow Pagés listing. ! .

1
®

3. Students will have checked items that apply to them.

4, Any response that suggests a specialty of the day care [
. services offered is satisfactory. - o
@ L 4 ’ ? } '
\ 5. Answers wi11 depend on-location. *s . ' )
III. Respomsds to Discussion Questions PN T N

1. Discussion should fotus on care and development of children
- outside the family home, the need for supervised play,
educational programs and exposure to/othet chilﬁten. .. ,

2. Discussidn should focus on the increase of women going into

the workforcg today. Almost half of American mothers with '

children under 18 hold jobs .outside their homes.. In

California about one—th1f’\of the mothers of preséhool

youngsters work part time or full time. The number of

employed pneschool moms will. teach 6.6 milfion in 1985 Other

factors contt1but1ng to the rise in the female work force is, ~

the rising divgree rate and the number of households now

headéd~by women., -

3. Discuss Annie's expetlen e as a babys1ttet, her_ attitude and

: personality. She loves chil'dren and doesn't mind hard work or
long hours. Also stress her educatioh. and®credentials in °
teaching a?d directing for early childhood education. o

y

'
~

IV. Group Activity . N o . ’
3

This activity is designed to” acquaint students with a
real-life day care center owner., The pt1n¢1p1es in the text
regardihg the characteristics-and responsrb111txes of ‘a day care
cénter owner should be te1nforced by students petson&l contact
with such a petson.

N list of samplg questions for the v191t0t is provided. Be
-gure the the speaker knows the.kind of questlons hesor she should
address at least a week before the visit. You will probably want .
to allow questions and answers after the presentation. You may
also want to have a brief dLscu931on of what the class thought .Y
about the presentdtion.
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Unit 2 - Choosing a éocation (1 class period)

o~ e ‘

i I Case Study: Annie finds a location: for her day care center ‘but.

' ’ discovers that thevlocatlon is not in the right zone
for a day care care' center.' Anmnie decides to rezone
the area for her business.:

Things to Think About in Deciding. Where to
Choose a Location * —

Zoning Rules and Regulations

Number of Families with Young Childgen-

Need for Child Care Services v

Income of Famililes 2

‘Character of the Ne1ghborhood

,Choos1pg a Location )

~

Responses to Individual Activities

“

' s .
1. Find out if the area of -interest logatioQ 1s zoned for a day
care center. )

?

A location between a tesfdehﬁialland a commercial district.-:
a. medical or dental eTinics

b, apartment projects ) .

c. multifamily housing . . *-“P\

Responses will depend on each student's research. Thls
actRV1ty should provide informatiod on the need for day care
seérvices in an area of interest. .

! -

5. and 6, Responses will agaln depend on each student's
research and comunity loeation.

v
!

Responses to Discussion Questions

)

1. Responses“IOuld be base\ on the number of existing day care °
*centers (the higher the number, the higher the risk)y zoping
tegulat1ons, family income and the number of children 11v1ng
in a ‘comnunity, ) P .

2. *Discussion should focus on the“need fOt.serv1ce, the

: chatacter1sx1cs of the ne1ghborhood or community, the .
percentage of young families in the area, whethet the families
in the area are transient, and if the center is 1dcated near a

™' main thoroughfare, .

Group Activity

1 rs

The purpose of this apt1v1ty*1s to give students the
opportunity to evaluate the actual site for a day care center.
doing so they will be applying.witat they learned in thls unit,

V4
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.Unit 3.~ Getting Money to Statt (1 class petiod)

S

- I3

l .

. L €
N I.-.Case Study:” Annle makes a llstgpf her starting. expenseg apd Vi
’ R . " determines the size of the bank loan she will need. '
. Then she decides to apply for a business loan from ? .
S . - ‘ her' local bank. ., . R T
o x . . -~ s ) L
Text: Personal Background Information (a Resume) i N .
- . Business Description :
¥ Statement of Financial Need .y °
{ AN Sfarting Expenses ~ - ' | ‘ ‘
N . . .
I1. ReSponseéito Individual Activities )
1 -
. .1. Her ompetition and her - strategy for Succeq§§” ,5 -
2, $12,500 < X s - L .
"o -3, §32,500 - -
- 4, $6 000 o . b.’ . ’
5. $26,500 : . . b
6. Utilities and phone dep051os, licefse and permits, -
legal expenses” j? surance, pr otlon. )
7,
o STATEMENT OF \E“\’NANCIAL NEED .
- o - R
' Startlng Expenses (5 Money on Hand
Salaries $10,000 Cash ‘on‘Hand - $ 6,000 .
Building Expenses 600, . Gifts or Personal Loans
Repairs and Rénovations " 6,000 Investment by OtHers
Equipment and Furniture 4,000 ’ . TOTAL _ . $ 6,000
Inventory or Supplies 3002 N -
Advertising .and Promotion - 425 : .
Other . (see ‘below) 11,175 o i N
-~  TOTAL $32,500 ‘TOTAL STARTING.EXPENSES $32,500
: SRR - TOTAL - MONEY ON HAND 46,000 |
Other: . ' TOTAL LOAN MONEY NEEDED $26,500 r
Utilities & phone, =~ ™= - ' .
license and permit, $ 1,175 : of
Legal expenses, insur- o -
. ance, operating c¢apital 7. . ’
~ for first six months 10,000 .
’ v $11,175 - C ¢ .
III. Respomses to Discussion Questions ° , .
l. Annie's desctlptlon did not include 1nformat10n about hey. ° ‘
- competitidn or her strategy for success. A lender would. ’
R probably have que tions for Annie and may ask for a mpre. -
. detailed desctlptlon of her plan. ' . "
’ 2. a. Personal background information (resume)
R b. More detailed information about, Annie's current financial - .
d situation, e.g., the debts.she may owe.’ . "
- . ) 3 ’ N - ’ B e
. ‘ - ’
€ * v At LIPS o
) ’ T N »

e
.
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~

c. More information about Annie's chances for "success and
. stratégies she might use. :

- ‘.

!

_Group‘Activity’ \

, ’

’ I. Damon's expgnses would be lower than Annie's since the day.
e T care center,.is fully equipped. .His 'starting expenses would
probably include all-the same expenses that Annie has listed
with the exception of educational supplies and equipment and
maybe repairs/remodeling.” Since Ramon's day care center will
. only accommodate 20 children, his, fodd costs (if he offers-. -
* meal service) will also be lower. “ Q\\\\\;;_~>

-
.

2. Damon would need to.apply for a loan. since he has not gaved
any money., He would need to provide background information, a
* description of his plans, and a statement of financial need,’
just as Annie did. RS _ ‘
3. Ask students to give their feelings about saving money' toward

, starting expenses, based on what they have learned .in this
unit, ' . )

]

b

Unit 4 - Being in Charge (1 class periodﬁ

At e .
»i\'
i

i

I. Case Study: Annie knows the number of staff she will need to ",
: LN handle 36 children. She develops an application form
‘ : and a list of interview questions., Within weeks
v Annie has hired her staff. . ’

Tasks T

Selecting Job Applicants_ Lo .
. Detailed Application .
Personal Interview ' ‘
Personal Réference ) .
Keeping People Happy :

IT. Responses' to Individual Activities,

T PN » Ny » o . -
, l.- a. supervise.ch&ldreﬁ‘égg/{;;ir activities )
o ~ b. ‘interview parents .’- j B -
¢. plan programs .. - . ° ' ,
) d. work out schedules ' - : ' v,
- e. interview and hire new employees e C s o
- f. serve meals or snacks . . ’
" g. asgist with teaching ' . .

I
‘
| [

! .

Students may come up with other ans%ers that are valid. -

-~

‘ Lo
. I




h . N~ . S
v ‘ e ° 2. Anmy ‘thre€ of the following:' L o Ly e
» 9 - . . . * .
. ., 7 a, friends and acc‘iuaintances’ .
o - b, ‘employment agencies .
¢ o ¢. newspapér advertisement -
. o ' d. personal apphcat:.ons N, -
- e N N
¢ 3. a., fill out a detailed application i .
- ' . ‘.. provide personal® references i . .
. = *c. have a petsona]: interview , .
. . . . T
: 4. A teacher must be 18 years or older and have complet:ed «or be
. ; working toward, 12 college semester units in early ehlldhood
o eduqatlon. L .
. AN v ’ . . ) .
. 5. A teacher's aide must also be 18 years of age.and have a high
. ¢ school. d1ploma at the time of employment. A person may also
i . ' " be hired if she or fie has obtained two years expenence in
‘. g, U group ¢hild care. - oy )
' N .o .
y e 6. Person-to-pet‘son'because they are ﬁthed most reliable source of
. “information about the applicant. ~ » .
’ , , vy - \ 7. a. previding good petsonal‘telat:.ons with your staff N
t ; ’ b. offering special services or benefits- ;o

.

. . ¢. clearly stated business®olicies e

. * Students may have other answers that are also valid. .
¢ : L w ’ .
Tk .o | * ! >

III. Responses to-Discussigon.Questions’ - P

°

v 1. Discussion should focus on Alice's experience as a babysitter and
her present courses in college. .Since Alice 'hasdhad qnly one

year's éxperience im'group-child care and is in her first year of-

ar

‘ ' . ch11w¢1on,,aAnn1e would probably hire her as a teachet 8
. _ aide. : s .
B . "oy ' *
M 2. Discussion.should focus on the personality and attitudes of a day

‘ care emplqyee--e.g., ‘patience, warmth,, and compassion. :

- 3. D1scu881d‘n shou],d ‘cUS on the need to hire staff who -are patient
- - with children. People who are easily upset are not good
cand;.dat:es ~for day care employment.

hl M .

. IV. Gtoup Apél.vn:les

-
&

A . The purpose of these tole-play1ng activities is to allow

| ‘sat gn’elementary level. Simple situations aré the basis for the
‘& 7 role-playing act1v1t1es. ‘The expected outcome of the activities
bt <. is that students will have ,a clearer understanding of what is

‘ e ol involved in these "t\elng-ln-chatge',' skills and of what .it feels.

.

A . 7o povided vy eRic: . ’ 4 -
5 . - ‘, . -

. . students to practice interviewing and personnel management sl% L

$
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2 4 . +
\
[
-+ ‘like to be the person in charge and/or the employee in’ possible

true~to-life situations. -

. ¢

The activities can be done in small or' large gtoups. Have
c . studénts volunteer to role play but make sure that everyone has a
*  turn. Read each situation and briefly discuss with students any
questlons or comments that make the situations more vivid. Then
‘have each pair and group of three role play the situations. Ask
each how they felt in their role and solicit ideas on alternatiyve
apptoaches. :

.

-

Al Aol

H

Unit, 5 - Organizing the*Work-{1 class period)

I. Case Study? Annie's business is doing well, .but she has trouble
R finding time to get everything done. To do
, ‘ everything she has- to keep track of the daily arrival
o ' . of each child and schedule her staff's hours.
. B . . ¢ o7 A A

Text: Keeplng.Ttack ofs the Ch11dten '
: Work Orders

< 1 Work Schedule \ -
1 > ., . t
\ II. Responses.to Individual Activities. ° ' ) :
. - ’ L T - »
- 1. . ""\ 1Y
. ' ) WORK ORDER FORM
, (Number of Children Enrolled Daily)

. . (. - o : ‘ ~
Full-time/" j D ) ' . Time Totadl
Part—time | -Date Child's ‘Rame Arrival-Departure - Hours

FT Today - Deanne King 8am -~ 5:30pm 9-1/2
FT _Today - John Martinez 6am - -3:00pm 9
FT Today Lisa Swartz * 9am = 4:00pm 7
PT Today Maureen Chow 12pm - 4:00pm {1 4
PP . “Today Arthur Llorenz . 1llam - 3:00pm 4
) ot ‘Q '2L ’ ' - ) '
. WORK SCHEDULE 5
Date: ‘October 13 ° ) . Q ’ .
: ' _ Shifts , '
Employee 6am - 3pm 3pm - flpm 'liﬁm - 6am Ho&EQTWotked‘
Barbara Cook - 5 3 ) I
Lonnie Griffin 5 | 2 ) v 6
Vance Smith 9 . . 9
- ’ ? - -
‘ ~
| | DI E A o
10




‘ ) I1II..” Responses to Disgggsion Questions > R

1

;;3'@ 1. The owner of "Tinker" Day Care did not organize his work "
P4
& properly. He may have undercharged or oVercharged the parents
i by not keeping accurate records of payments made by parents.
He may also have encountered problems when parents asked about
' their/billing. Students may have other answers.
3 ' » »
/‘){’ 2. Discussion should focus on thenumber, of children that might.
S * arrive daily, Annie may expe® all 36 children and only 15
. R i show up for the day. Discuss the possibility of a vacancy
factor.
N .
) IV. Group Activity i . v .
} ; L _ . :
The purpose of this activity is to improve  the students'’
knowledge of real business operations in _your area. The purpose
\ is not mastery of use f each form. It is merely an introduction
to the importance of keeping good records of all kinds. ..
. ‘ j
\
Unit 6 - Setting Prices (1 class period) b
) 1. Case Study: Settirig prices for. a day care center involves
) understanding competitors' charges. Annie
o decides what she will pay her staff and how much
' . she will charge for-her services.' L
. ) . ' ’ .0 0%
Text: Competition - : ‘*
Operating Expenses .
Profit . ‘ * ¥
II. Responses to Individual Activities .
P , \ .
ﬁ . 1. Responsés will depend on student research. ) X .
2. a. Second child--$85.00 T '
. - b. Third child--$90.00 B .
'3, §98.00 . ' ~~/
4. $6.75 - '
5. A rate that offet,s l'o}'let rates to patente who cannot afford
the full charge. v - ;
-~ III. Responses to Discussion Questions ) . . v '
¢ ‘ - . -
) 1. Digcussion should focus on the cost for: !
K . ‘e pickup ,B¥d delivery services (high cost for gasoline) R
" e increase in utilities such as_t'alectricity and heating
' oo 11 :

* ‘ ‘ . ‘1 6 I ,
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Unit 7 - Advertising and Selling (1 class period)

s

e ircrease in salaries - ‘ N
o' increases in food costs '

2. Discussion:should.focus on the income of the parents or
compunity being served, and the competition in the area.
‘Since Annie has dec1ded to serve low-income -parents this was

aprobablx a wise decision. Parents can afford the cost,

~—

Group.Activity ~

The purposé of this activity is to give students practice in
analyz1ng pr1c1ng methods in different income levels. By com-
par1ng various income levels -and types of day care services
* students will get a clearer picture of the pricing methods used in
estab11sh1ng fdes for a day care center.- Students should ask
questions on fees as if they were a potential 'customer. Studen
should avoid asking quest1ons about prof1t. Not everyone wants to
give out th1s 1nformat1on, especially over the telephone.

[

+ I

Case Study: Anmnie advertises her day care center in the Yellow v
Pages and in the local newspaper. She uses other
forms of advertxs1ng, too, to contact parents in the -

area, ..
.Text: . Brochure T ’ D
"Advertising -+ . ' ;
. Promotion : .
L .o
Responses to Individual Activities - -
1. Develop a'brochure. wé%,
2. The brochure describes your program, costs, hours and staff.
The brochure can be kept on hand to mail or give to parents
* asking about your services, ~It's a form of advert1s1ng or (i
te111ng parents all abait your services, - -
3. ReSponses will depend on students' creativity and ki ' *

‘

imagination. Use brochure content listed above fom' ormat.

\
4., Word of mouth, because.personal references are usually weri
received. . Other parents can describe f1rsthand experlence in

-~ the type of services they rece1ved.~ . .. R
5. a. ,Yellow Pages ': ) .
b. newspaper ads - ‘

c., direct mail

v

4
6. The ad should include:a headline, some information about the
day care center, owner's name, address and phone number. .

o \ 12 .1‘7.

L4
.
-
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~

1.

“3 ‘5

Students' ads should include this information. All other
information is optional. e :

-

Responses to Discussion Questions . T

a

Discussion should focus on cost of ads. Ads are usually based -
on colum inches, with the h1ghest for mett0p011tan dailies
and lowest for weeklies. Since Martha has only a-limited
amount to spend for advettis1ng, the wgekly rate wouﬂd

probably be her best selectlon at this time.

- e
-

The purpose of direct mail is to send your message to an -
individual by.name. It is the most personal of all
advertising. Billy should have addressed each flyer to the
person by name. Mail addressed "occupant” is ysually
discarded unread. This was the best means of gdvett181ng had
Billy properly addressed his flyers..

Group Activity

<
The purpose of this activity is to expose students to
different types of ads and to help them see the chatactet1st1cs
and the advantages and d1sadvantages of each.

° < ’

Unit 8 - Keeping Financial Records (1 class period) .

-I.

Case Study: EinancialltecOtd! are the basic records of a

.business. Annie uses.two: a parent billing form and

> 2 5 a daily cash sheet. ‘
. &
Text: Customer B1111ng Form -
! Daily Cash ﬁheet R : )
\\# iI. Respghses to Individual Activities L ' ' e
P LK
— b 1' . —_—
s . SMALL"FRY - Parent Billing Form
Parent: Mrs. White '
Child: Willie White . .
e . 5 - Amount Payment, . .
Date Dates of Service Charged . Received Balance Due
July 12 July 7 - 11 p $25 $12.50 $12.50
- ; - .

2, The daily cash sheet is a way of recording the cash sales

(parent payments) for each day. It also lets the owner know

how much money*he or she has' taken in*and paid out each day.

These fecords are used to find out what your ptoflt and loss

is at the end of each year. .
s .

The daily cash sheet includes the following information:

-~

13

~ 18
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Cash Receipts (money taken in) \
a. cash sales :
b. credit accounts
. Cash Payments (money paid out) ’ (
) a, salaries -
b. building expenses ’
¢. equipment and furniture .
d. inventory or supplies
e. advertising
f. other expenses
\3' * * Q
7 +DAILY CASH SHEET )
» Cash Receipts Cash Payments
Cash Sales $1200 | Salaries B $700
. Credit Accounts Building_Expeﬁses N

.
.

-

) Equipment and Furniture

Inventory or Supplies’ 135
Advertisiﬁg 10
‘| other %ood) 80
TOTAL CASH RECEIPTS  $1200 POTAL CASH PAYMENTS -  $915
III. Responses to Discussion Questions % - ) ’ p
1. Discussion should include items such as: - B
s S, }

e invoice from supplier and services such as printing, \
supply sources, lawyers, acttountants and insurance agents

K ﬁurchase order forms for suppliers . T )

e checks and check stubs A’** .

' ‘ . i ) "o
e income tax and other government forms . ////

»

e time cards for employees \ . T
- rf' -

2. Discussion should focus-on the service business needs. A
°  restaurant owner wouldiprobably need credit card ‘forms and
receipts that a day care center migfit not use. ’

P

3. DisLussion'shpuld be directedsto include at least the
' following points: - : ‘ .-

. ® - -

- 1y

. DN
"o
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™ ‘ ..
. _® The need to know how the business is doing for gurrent and
R " future planning (including dec131ons on pricing, services,
c and profits) e
v - v

s e The need for accurate records for accounting and tax

. purposes and for banking (e.g., for establishing a 11ne of

gredit and obtaining loans)

16.5 Group Activity —
¢ \

N
The purpose of this activity is to expose students to
: J.different types of flnancla%\ecor:dkeepxng forms and to help t:hemé
\ see (the similarities and differences in their format. N

1

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

I. Case Study: The business has been opetating‘fOt a yéat. Annie
takes a look at its peg@ormance for the year and
plans changes to make it more profitable.

Text: Keeping Track of Profit ‘ .o
. Two~Year Profit/Lbss Statement W
iy Improving Net Profit ., .
. Changing Your Business to Increase Sales
. r .

II. Responses to Imdividual Activities

1. a. Make sure you have enough money on hand 7—) ‘ s

b. Keep profits up and costs down.
c. Make changes in your business whenever necessary.

2¢ Net profit is. the amount of money left over from your gross
profit after allpyqpt business expenses have been padid.

s

L 3
\ ’ '
% B - *
- < 3} .
g o
, \ ; ‘\'-:‘ .
{ .
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) ) .3° - ‘. ) ) S . . .‘\ 3
‘ . TWO-YEAR PROFIT/LOSS STATEMENT . . . - @
. . : ° . Year 1 - L Year 2 ' -
' 1 s 2 $ 1
Revendes ~ L ’ - ’ 1 IR
* | © cash sales 20,000 [ - | 85000 |. . ¢ L
Credit Sales - N D N i ’
. toraL . | _70,000 1002 85,000 " 100%
\ Expenses IR . - i '
1 salaries - , 35,000 39,000 | -
Rent and'Utilities 7,200 |, 9,000
: Food and Supplies | ’ 8,000 —f _9,350°
Advertising | __800 1,400 .
Other T _4,%0 | _s000 | ot
. TOTAL _ 552900 " “Expense 63,750 Expense
Ratio = . " Ratio = ‘ ’
. _80% S T 4 ‘ 4
g8 ' Profit - — . | profit . V"
. ' - Ratio = « " Ratio = .
% . . Net Profit 194,100, 20Z 21,250 ' _252 - ‘
- S~

4, The second’ year--it had higher ptofu:s and a higher profit

rativ,
5. a. increase services - . S
8 - . b, raise prices .o _
) ¢. reduce expenses, * .
) \l ' N ..’..
. € siudents may come up with other answers that are valid.
. *, . - N ’ F -
. » ¥ £
. III. Responses to Discussion Questions
. ct ., 1. Annie wanted ‘a successf@.\mnesé. Even_though she. st:111 had
profits, she was_concerned about a downtrend.. Full-time ‘o
enrollment .assured het Pf-a certain profit. - -

LN » ES]

2. Discussion should focus on the follo‘wing.
. i
,~as -Cut back employee hours or day care hours, 13 C
b. ~Cut back on'number of children you..are ptesently serving.
c. Offer additional services, RS
i d. Offer a credit card payment 8ystem. °~ ° - :
“e. Charge for extra services presently given, ‘

.

. . ‘-
R , ] 3 ‘ . " L] . /‘:\\81 - » -
- © 16 C " f %
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K B . . ;, ., v
LY . °° % - o ‘F“ g . ° . h
. - 3. Discussion%hodld' focus on the follgwing: ' o
: . e [ reduced demand for services . " . c é/
) ! . o families with c¢hildren moving out of" t:he drea
. ’ . o inability of parents to afford Bervwe I
) ) ¥schools close® down in the are& 22 e, T )
’ ‘ - o Tret A/\‘
. IV. Group Activity . - SN W -
r] N . ’ L4 ',,4 _' .*".I- ~‘}\"” ~
- . " The urpose of thls act1v1ty 13 to- ;:evmw some- of the’ major‘ . s
points/discussed in this module with respect to plannlng, opening, A
and operating a successful "day cgre ceRter. £ This exercise will ) e
) help students 1ntegtate many of the facts, prgcedures, and
v problems ‘encountered in opetatxng a day ¢are renter. It will help

v

RS

-y

ol

s

«

them review t:hen- owh personal J.tltetgst m t:he day care business.
"The content out:lme of . t:h:.s module,ﬂi.ll be useful .in

developing the°list of actnvines that ‘students -will then' rate.’ ,

! At the conclusiop-of the exetca.se you ‘may wish to lead a class
discussion to -dge shether . ‘studeits’ feehngs about‘qwning and . °.
operating-a day gare centev ha"v@’chaﬁged as a result: of studying
the module., ALY

" R e

L( . . o L N -ut:‘,\‘:f)q
Summ. atz (15-30 mmut:esj '

If desired,’ ;he Quiz may be g1ven,.9rmr .t:o. aumatxzmg “the module and
doing wrap-up ac,t:nuhis. - > A P

The Summary section of.the. Student Guide covers the main pomts of the
module. You may wish to &1scuss this °br1:ef1y 1n class t:o remind students ,-
of tr_]or module topics. o . . . "

L

o e

- N . ', Y
o |

: Remmd.students that. their pattlclpa‘tlon m this module was 1ncended R
as an awareness’ ac t:ivu:y go they could consider. en»t::;epreneursh:.p as a’
career option, Them introduction to the skills required for successful
small business management: has been drief. -Theéy should not’ feel that they
are- now. prepared ‘to. go out, obtain & loan,. and begin their own business.
More train:.ng and. experience are necessary. You ¢an-suggest at least

these ways of obtaining t:ha:\iagenence. one’ wdy 1s to work 1n the — °,
business: area in which they would eventud\.ly want to have their own’ ’
venture; another is to go to school (comnum.t:y colleges are statung

pffer AA degtees in enctepteneufshn.p) L v o N E

e.‘-
.

This is a good time t:o get: f_gedback from the st-udent:s as to how they A o

“would rate the'ir experience with . the module. Cquld they identify with the ,

’ characters ‘postrayed in the cas% ;8tudies? How do they. feel about the T
Ieaming act1v1t1es? . . . d o

»o

" You may want t:o use_ a- wrap’-—up ac£1v1t:y. If Ou have - alteady glven the

‘quiz, you can go over the correct, answers tfo remfors:e lgamlng. . Or yo

could ask clags menibers tg talk about what chey think about owning a Small

bus;lneas and -whether they, will follow this optlon any further._ - -
g ) S .

-

e

4




Quiz, (30 minutes) / - .
. v - .
The quiz hay be used as an assessment instruflent or as an optional
study Pool for students. ‘If you wish to use the quiz for study purposes,
,+ . duplicate and d1str1bute the answer key to students. In this case,
student achievement may -agssessed by evaluating the quality of students’
part1c1patron'1n module activities, .

,/"/ 9. a1

o

-

Quiz Answer Key
4

10. b -

11, a. friends and ;Equaintances
b. employment agencles s
c. newspaper advertisement
d. personal appllgﬁtlon

- L . ] B

12, ¢ ; . /

f

e

’ 1. d \ *
. 2, a. like working with children
. ¢ .have a good personality’
. c. be patient and understanding -of others
' d. be a good judge of people
- . e. be w1111ng to work hard ard long hours v
‘ f. have a good business sense ~
: 3& a. offer babysitting service
b. offer delivery and pickup service
v c. provide gfcial fees -
d. offer scholatshlps
. e. offer a drop-in service
'4 a. _apply for a day .care liecefise )
- . xwﬁ-A\ *fire .imspector ?’
) c.  health 4Anspector’
d.‘ plumbing inspector
.. . =,
~ 5, f ’
- ~
6. d .
2 R f
8.7$36,065 -
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16.

Aruitoxt provided by Eic:

a.
bo
<

do‘

e,
£

a

Net *profit =

name. of customer (parent)
child's name

te
dates of service
amounts billed and, received
balance due

$56 ,000

Profit ratigq=  27%.
Expense ra;g; = 73%
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Goal 4:

.

_GOALS AND OBJECTIVES .

To help you plan-your day care center. ‘ ‘ .
« ’ N ~

4 .
' Objective l: .Describe the serviceg, cJ;:;;érs, v

and compgtition of a day cange center.
. . b . :
Objective 2: List threq special personal ’\
qualitiest a day care center owner needs.

»
.

Objective 3: List two ways to help foq;;éay care

center compete successfully. - )

os'

Objective 43 List "

.
el

’/

oné or more special legal

requiremeits for running a successful day care

center,

L4

hd i3

-~

[}

* To help you choose a locq;ioﬁ for y

e e

st

our day care

center., . - o -
Objective 1: -List three things -to think about in
deciding where to lecate YO%t day care center.

. . . QW ' . L S
Objective 2: P1cﬁq;he'best locft1on for a‘day .
care center from three choices. ’
@ ’ . N N % .:

<

To help you plan how to get money to ;E%rt your

day care center,

v

L

Obﬁectivé 1: Write a business'desctiption for 5
your day care certer. - -,

Objective 2: Fill out a form sﬂbwing hay, much
money you need to borrow to start your day -

care center. ™ ) E '

L)

-

To help you select and manage. the pedple with

whom. you work., ° v

Objective 1: Given the general tasks of a day
_care center owner and several emblo%&ga,
decide how to dividé the work, .
Objective 2: Seleect from a list of day care
@ center applicants those acceptablesfor your .
business. o .

- ’ .

-

Objective 3: List Ehree*ﬁgi?’to Keep employees\\\
tappy. ’

v 23 » -
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Goal 5:

Goal 6:

Goal 9:

A

2

/

-

To help you organ1ze the work of the day care

.center,

Objective 1: Given available employees and
specific customer orders, fill out work order
forms.

Objective 2: Given several tagks to do on a
particular day, develop a work schedule for

4: yourself or an employee. '

‘

To help you set prices for your day care center.

Objectiye 1: Given things to consider about the
feeg of a service, select the best prices.

¢

To help you advertise and sell_your day care
center.

Objective 1¢  Choose the best way to advertise
your day care center for a specific putpose.

“ObJectlve 2: Deve10p a printed ad for yout day
care center for the Yellow Pages or a
newspaper .

L4 »

To help you learn how to keep financial records
. for your day care servlce.
Objective 1: Given information aBout the services
performed for 'a customer, f111 out a customer

§

billing form. = -
Objective 2: Given 1nformat10n about 1ncome and
expenses on a s1ngle day; fill out a daily
cash sheet.
‘ I — —_ "/_7 . ) /‘

.

To help you learn hdw to stay successful. .

\\Objective 1:. Given some information aboéut a
center's income and expenses, figure out the
net profit (before taxes), profit ratio, and
expense ratio. o~

Objective 2¢ Given a decline, in profits, state
one way to increase profits.

.

«-Objective 3: Given a speeific problem of low
sales, suggest a way to change your center to
increase enrollment.’

»
. N ‘
N




