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INTRODUCTION °
' I4 \ »
How are you-going to use your job skills after you finish : .
school?

, “ i = .
Have you ever thought about starting your own constructiom | ;
elec}rician business? . . -
'This. module describes people who have started and managed a -+ v
construction electrician business. It gives you an idea of ’
what they do and-some of the special skills they need. » ! ‘
You will read about ; ' ' .

planning a construction electrician business ’ L,

+ choosing a location . . . -

getting money ‘to. start . ' .

. * “being in charge ~ . )

organizing the work \ .

setting prices ’ . :

advertising and selling T : i % '

keeping financial records . 3 ¢
’ keeping your business successful

" You will also have,s chance to practice some of the: things
that owners of construction electrician busfhesses do.
Then you will ‘have a better idea of whether a career as a -
consﬁ;aﬁf?on electrician business owner is for ydu.
7Before'yqu read this modgle,_&ou miéht want . to study Module 1,
Getting Down to Business:, What's It All About?
. * (S e L,
When you finish this module, you might want to read . :

. Module 31, Getting Down to -Business: Auto Repair Shop;

Module 32, Getting Down to Business: Welding Business:

Module 34, Getting Down to Business: Carpentry Business;

Module 35, Getting Down to inesst Plumbing BusiTiess;

Module 36, Getting Down tq”Business: Air Conditioning and

Heating Servicd: ; - . N
A Al ’ a ’
These modules are related to other. programs in trades and
industry. i ] PRR -
: ’
. s? .ﬂ [}
!

he
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Goal:

UNIT 1 ¢

Planning a Construction Electrician Business

-
w

v

» . .

p
-<

To help you plan a small business as a construction

electrician.

L4

-

Objective 1: Describe the services, nustomers, and
competition of a construction electrician business.

Objective 2: List three personal qualities the owner
of a construction electrician.business should have.

~ . A

Objectivé 3: List two ways to help a construction
electrician business "stand out” from its compe- -
titidn. . /

. s
.

Objective 4: List. two special legal requirements for

running a business as a construction electriciad.

b

-~
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, . RICHARD AND JEFF PLAN THEIR . .
* CONSTRUCTION ELECTRICIAN BUSINESS , S

e -

.
) i :

Richard Novotny and Jeff Shimus met when they were:both
. construction electricians working for someone else. They
. decided to start their own electrical subcontracting busi-
oot . nhess as partners. e . . ’
. , A Y . . . \
Richard had worked for five years 4s a construction
*electrician for an elgctrical contractor. He set up and
. drew the diagrams for electrical systems for new offﬁces
and factories. He supeﬂvised the workers who installRQ *

these syste‘ .
’ . Jeff had Been @ salesperson and-then a sales manaéer. ’
for a large hardware store. He had also done construction .
: work for several shome builders. He was especially good at
the electrical work. . .

v T

*
i

Richard and Jeff both"got licenses as electrical con-,
- tractors. They opened a shop in Rosewood and naméd it R-W

‘ : Electric. They install electric Wiring afid machiuery'in

. buildings ,during cogstruction. The business also sells

" electrical supplies. at a discoynt to people who are doing

: their own electrical work.

0 . .

) - . -

Rithard and.Jeff enjoy running their own business., "We

7, use all our electrical skills and knowledge. We've learned
- | » how to manage our own business besides,” says Richard..

- v . .

. ) Selling also appealed to the partners. ' So they added
. ” " |. -the sale of Supplies to their buginess, even though some
o 4 . friends advised against it. "You'll cut into your own
' business by helging do-it-yourselfers,” they argued.
. ' "' Richard and Jeff did not agree. “We contract mainly
’ - ' for electrical installation in new offices and plants.

But we sell supplies mainly to do—it—yourself homeowners.
So we can really expand our market by adding discount

7=,

o~ ‘ . sales. Now we get the best of both worlds. We work®in
i commercial construction and sell supplies for home’repair'
- LT , and- remodeling.” .
. . . ’
~ ] A * !
’ r
) = N ’\.
. —‘ . /
s f h ¢
-® g
o . .
- %
— ~ \5

N '10 L7 ‘— ‘ N




. Y .
Planning a Construdtion Electrician Business A

3

There are many, many small businesses in America. Small businesses -+ *

can have as few as'one worker (the owner) or as‘many as four workers. A
small business owner is "gelf-employed.” Often a whole family works
together in a small business.

‘ \

Richard and Jeff have thought about four main things in planning
their construction electrician business. (l) They have thought about
< their sgrvices, customers, and competi?lon. (2) Tfiey have decided their -«
personal qualities are right for the business. (3) They: have decided to
of fer special setrvices so they can compete well. (4) They have learned

+ about legal requirements for running their busidess.

——
-

» - {
")
t
v *

Services, Customers, and Competition
Servicess Construction electricians install and connect electric
wires, switches, and other outlets in new buildings. They.also wire and

install electrical equipment sych as lighting and heatipg‘systems-’
. 1

~

. ] . ),
Construction electricians use plans and blueprints\fe‘decide ogp the v

placement of electrical systems: They mend, fit, and fasten conduit-~
that is,‘}éhing-—to inside partitions on walls. They pyll wires or cahlea
.through the tubes,’ twist the ends together with pliers, and cover the

ends with'connectors. They then test the circuits for proper connections

.and grounding. .
" .

. . .
l o . . .
av .

\ Self-employed construction electricians'uauelly become electrical
: ontractors. They may subcontract the electrical work on a building pro-
(f\EECt from-a. general contraqtor. Or they may start a business of their own,
doing repairs and remodeling or installing special types of machinery or

> equipment..

[}




The consfruction electrican trade is a serv1ce occupations

[}

struction electrici

and equipment.

1

~

Customers.

—~—

of customers depend

(4

Some con-—

ans, though, move into. sales of electrical supplies

. 3 .

[N i
1

A construction electrician businessAhas different types

Ve ,

ing on the servicgs or products offered. Customers

1nclude build rs, general contractors, and owners of homes and offices.
A constructiod electrician who 'sells supplies, like Jeff and Richard may

even have other pénstruction electricians as their customers." !

N 2 ) /,'

. o They'must be able to measure and properly Kface conduit, switches,
' and electrical, egui/ment.a Ty ' . )
. o, In remodeling and repair-work, they must be able to install new

[

3 . i , - ‘

4.

&= . .- -

Competition.

Competition in electrieal constuction and contracting

is high in most_urban areas.

During periods of - heavy buzlding, the demand

for services rises.

‘can do good work.

Then there may be enough business for everyone who

"may need to offer different products o dervices to stay succesg ul. .
. o ] r\g 3 .

When buildiné drops; competition increases, and you

¢ - . ‘ ’ W o

®e

Important Personal Qualftieé ] ' . . -

VN LY .
} . § ‘ i .
Self-empioyed construction electricians and elecérioal contractors

who do “their own electrica} subcontract work need good skilfg in elec- .
' = . e .

tricaltconstruction. - Co T

-

° They nust be good at using tools. ,
' -They must be able to read plans and bluepriﬂts .

. They must know how to decide the amount of materials tha} are

s

needed for- each Yob.

»

é

3

- wiring on equipment Quickly, neatly, and safely. -
Construction electricians aﬁbo fieed to be physicalby fit, able to

—

~
4 N
work in ,Cramped or high places, and able to use sHarp tools and power\\
equipment. . ‘ . ) ’

' -

. ] ..
. 2 ‘ - ) ‘

. s .
 ® - ’ . ° «
4 » ‘.
.k ' . ’ B .
. *
’ 3
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\. To become a good electrical cbntfactor, a construction electrician . .
g . needs other qualities, for example: ' i ' e )
. e -to be able to get along with developers, homeowners, one's own . ' ‘ .

employees,'and workers in ofther trades,

e to be careful and have patience for® all the details of marfaging a

~ N

jobo ’.":‘ \ \. . X . . ;., .
) to be willing to work different hours, qften switching from long \ )
hours to p&riods of little work

f }

e to be a good manager of people, time, work, and money--as you )
~ : NN '
» - . »will see in this module.

) “How 'to Compete . .

' - & co

N 'Contractorsﬁﬂepally-compéte for every joh by bidding at the lowest
price that'will let them do the work and still'uake'a profit. .Thgge
are also other ways to stay ahead of the competition. -These are some

. s
examples. . . N . - "

* L R .

Offer a service for which there is high demand. When new building Lo

\goes into a slump, many electrical contractors do more remodeling and .

b ' repair work. - Rising building costs and changing lifesters will increase .
- . L340
' - the Jeed to remodel or put additions onto &ld buildings. Construction

. t. electricians -will be needed to do th€'electrical*Work for thése projects. RS a

»"!

- * . . e 'n:‘
.

-t
Locate in an area th&t needs the services ‘you offer. In the next *

e oA BN i
|

unit you will learn more about the importance of location for & construc-

tion electrician business. : -t - '
e '
.,':'}.:;s" °

Build a reputation for doing good work on time. Owners or general

contractors can lose a lot of money if electrical‘contractors do not

4
C . deliver on their subcontracts. Maybe .yqur-bid is the same as, or even a
é\ bit higher than, another electrical contractor's. In this case, havi

good reputation can help you get the subcontract for the electricalXwo rk.

! 1




3
. .
- r
. - L - B .

Have m ny tontacts._ To get jgbs, you need” to know people who either

need work=done or know people who have work to be done. Having fr1ends

and re#stiv?s in’ the construction business is a big help. .Iijou refer

customers to peopfe in oth@r specialty traqes, they may do the .same for

»

e ] e ’

. Leggal Req

rements oo . .t
T s i t . &
o * i 0
§ \ . X [ ¢ R
Compared'to most other construction trades, eiectricians have a

higher perchntage of apprentice —trained workers. To become an aPprentice

you must bg tl least 18 years old, and you probably w111 be required to

hHave gradua ed Erom high school’ or vocational school. Apprenticesth

réquires

everaf years of on-the-job training. A certain number of hours

of related classroom instruction is also requi;eﬂ
L \ |
" Bonding is often required of specia%§y contractors to work on public”

construction jobs and other large jobs. - The owner (or general contractor)

requires a ‘bond, which is a fixed. aqg:nt of money, to protect against the
spec?alty contractor's failing to deliver. . ol

- ' e

Bonding companies write'bonds for'qucialty contractors if their
k] ( '
yearly revenues are high enoluigh. A construction electrician who bécomes

an eleotrica} contractor musﬂ?firstfsucceed on smaller contracts that do

not require bonding.

become bonded for -work.on larger contracts.
2

s

* »
Thetvthe contractor would have a better chance to

|}

o

.

. o’ -
‘ # ' In gome” areas you musg.belong to the local electricians union before

you can subqgntracc“for any of the work on a large construction project,,
. A contTactor 8 liéense is required in some states but not in others.: You
need several years of experience and must pass a state test to get a con-
tractox ‘s lickpse..

5 TS B : 0

s 4 - _'." o ‘ ¥

You must also have proved your -financial soundness.

e
N
52

ERIC

EaN

\.

. License requirements differ from state to state.’

Contagt the licens-

°*

‘"ing agancy in your- state to learn what is required where you live.

. - -

« o 7

. .
9 N \
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You will ,ysually need a city business licehse also. Having: a business

» ' licenge protects §ou'from not being paid for work you have done. You :

P

. will have * to £ind”out exactly what the 1egal requirements are in’ your . |

tocal area. * " -

® ' . .
. > , . -
- 3 ’ . \
- - . j
. . .
'
.

iy . - _. < ~—
T s . As a self—employed construction electrician you. can do the electri- .
cal work for new construction, repairs, and remodeling for homeowners,
builders,, and deVelopers.‘ Some construction electriciang who work for .
themselves. do small jobs that require only electrical work. - Others
,subcontract electrical work in larg‘ér construction jobs from construc—
1} ) tion owners or general cbntractors. stf1l others become general
contractors and subcontract ‘other work’ while doing the eleetrical work
themselves. You need .good’ ,:construction skills and managerial ability-to
sugceed. Competition is heavy, but having a speci'alty“!that is in demanci,
being located in an active area, and having good contacts and a good .
reputation will help you compete. Apprenticeship, bonding, and l,icensing -
. w;;(“are common legal requirements to be able to work in the constructic;n / ,

businessd. - ) . - : . .

- LY.

.
.
-,
!
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., Individual Activities

. .«

1. List two common legal requirements- for a fonstructiop electrician to

‘be in business for him- or herseif.
' v

-
.

Do yéu think you would like to use your training in construction

electricity to become an electrical contractor? Check."yes" or "no"
L 4

N

for each item below. .

Yes ' No a.,’ I prefer to'worﬁ'steady hours. -
Yes No ©b.*® I must have a neat, quiet place to work.

Yes

- No co 1 like to deal only with othesﬁtrade

workers. ’ :

———
—
[y
¥
”
———

Yes d., Once I get started on a job, I don't like

~ilaving to change it. . .
~A .

pe3 - (: ‘

L .

Explain why physical endyrance is more important than strength for a

-~

constyxuction elgctrician.

.
. ) .

:
\ ..

& Y 5

v

Ligt two, ways to compete-if you are an electﬁfcal contractor with-a

construction background)

. . ‘ ‘
Look up "electrical contfécﬁors" in the service directory of yoér’.

L)

local newspaper's classified section or 'in the Yellow Pages of the
telephone bogk. List the different typeszﬁf gservices and speclértieﬁ

mentioned. ° oLt
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Discussion; Questions . . .

3 “ .
H
- .

Do you think'tnat Richard and Jeff have a good combination of -skills

1.

4. for success as electrical contractors?

.- e

Wh;, or why not?’-é‘t

£y

What are some problems and benefits to working for yourself as a

-

construction electrician as oppased to being a regular employee of a

2.

construction'company? v . '

» y

When an electrician subcontracts for a construction job, he or she is

making a commitment to do certain things. Discuss what these things
v A\ 2

are. OR

¥+
Group Activity

@
o« In groups of two or more interview an independent construction elec-

trical contractor to £ind out how this person chose this ‘work. -
. - R N vy
1 .

(1) How did you get
(3) What

Develop a set qf questions to ask for example:

yourwtraining? (2) How did you decide what to specialize in?’

“do yom‘like most about this type of work? )

Take notes on’the person 8 answers,,and make a report to the class.

N

-
.’\
s .

b

S 7

.

W

at




Choosing a Location

To help you choose a, location for a construction
electrician business.

[y

Objective 1: List three things to think about in
deciding where to locate a construction electri-
cian business. - »

ObjectiQe 2: Pick the best location for 'a construc-
tion‘electrician business from tpree'choices and
‘explain your choice. - :




)

ﬁICHARD AND JEFF LOCATE THEIR BUSINESS

Richard ‘and Jeff lived abodt 30 miles apart. They Wad

. each been doing work out of their homes. The entire area
in which they lived was built up and still growing. They
agreed 1t was 4 good area to start an electrical contract-,
ing business. But they were not sure about the site for
their business. ) ’

"Maybe .to save money we can both keep wérking out of
our homes at first,” Jeff said. "We can divide up the work
of running\the business.. Then I can handle my part at
home, and you can too. We'll still be together when we're
at the job site.” -

Richard thought they should rent a business location __
right away. "As. partners, we'll have to plan and make deci-
sions together,” Richard noteds “And we can't 'sell supplies
unless we have a store location."

- x

Jeff saw the point. Both Richard and Jeff began check-
ing commercial rental spaces listed in the papers in their
home towns. >

b,

o

*

Py . - . %’ "

Af ter much looking, they found a JEOOO~square foot
building .renting for $600 a month. It was located about
halfway between their homes. . o

-
+ o

Richard and Jeff checked out the building site very
carefully. They made a 1igt of -the changes that were
needed. The landlord agreed to-pay for materials if t¢hey
did ‘the work. - SRS - )

Six weeks .and lots of hours of hard’&ork later,
Richard and Jeff opened their electrical business in its
new location. '

v

o,

~
-

2
i
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-, . Choosing a Location - s
’ " e . ’ .

4 “ »

.

Importance. of the General Area You Li*g‘In
. ® ‘ * \ - +

A

: ’When congtruction electricians start their own businesses, they must
first oecide-what area to service. Before starting &n electrical con- °
tracting or supply- husiness, you should ask these quesﬂﬁons.

e Is this an area where I want to live?

.

¢

e What's the tompetition?

Ad
.

® Are there enough Customers in the area who need my special
services? ’ '
A
o (

“You should read trade magazines to keep up to' dgte about building

<

trends in your area. For example, right now in the West, contract elec-
trical business for commercial and manufacturing construction is going
down- (it was high when Richard and Jeff.started their business, though).
Erectrical construction for institut;onal building and one—familz housing

. e

is gding up.
. ; ( N ‘ » .

The hoosing'mix and income level of the aréa are also important forra
construction business. Older homes have more need for repair and remodel—
ing, for eiample.' Pepple who own hooses in a higher economic area can
also_afford to pay for more expensive remodeling. The- houses are of better
quality and design. . The remodeling work will be more interestiqg and will
need careful finish WOrk. .

‘\\ . . 1

. The amount of competition in the area will affect your chance of suc—

cess. If you locate in an area where the demand is .high, there may also

be many other electrical contractors in the area. Then you must compete
J .

_effectively. -

- )

\

Being familiar with an area helps you compete. 1If you are new to the

area, you will need to find outy about building codes and common practices.

You will need to find out what un¥ons consttuctionﬁelectriciani belong to

8

. :
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‘. What You Need from Your Business Location

.

- - \ - N

. and whéther contractors hire nonunion workers or workers who belong to

RN -~ v
only certain unions. :

¢

-

-

Having friends or relatives in the construction industry is a good way

.to find out more about the area. It also helps to read the newspaper and

find out where building and remodeling are gaing on. ‘ N

o -

.

‘  TFor the most part, a construction electrician works at the job\site.
So if you start your own,business as an electrician or slectrical contrac-
tor, you may not ‘even need a business location. Before you decide to use
your home or rent a shop or office, you must thinw‘about what you need.

_ Generally, a self-employed construction electzician or electrical contrac-

-

tor needs-to think about five things. , . N

§ o Where will *pu store your tools and equipment’ You may keep your .
tools and equipment in your car, in your home, or in a locked stor-
age area. If you are ‘on a large job, you may be able to storg your
tools and equipment ih a building or storage shed at the job site.

. ° Where will’ you handle your bookkeeping and’keep your- £inancial

records’ When you.are in busines$ for yourself, you need to keep .

”

14 o« e

your own business recordsh pay bills, etc. i
' You should think about your own needs for keeping records .and
% planning Do you want to have boqks on electronics and elect;icity
' handy? 1If 80, where will you put them? Can your workbench serve ’

as a desk, or do you need a desk or eVen a separate office?
‘You will probably-want to keep a balanée'between a workplace
.that is large énough to do'many different kinds-of work. and ane’
that is not too expensive to maintain. . - 4
e How will customers find- - you and contact you about work? If‘you
run a store or rent an office, people will know where to ‘find you
at any time. If you work out of your home, this is not sgo easy.
~ . How will you advertise? Electricians and electridal contraetors
. should stay in touch with people in the building and houding 7

.trades. If your business is in your home, yod must use adver— : e

;/ ’ tising andﬁpeesonal contacts to remind people of your services.

MU
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- o 'y How will you.getkgew business? A telephone is a must. When yqu
. T are out on a job someone must take ' messages. A family member or

employee can answer phones for you. When ﬂ%m%ne is home, you can
1 * -

/ : _ .. use a phone minder bo record messagesoor,haye an answering service
p R « ’ .,
take ypur_galls. a N . g .
- > . ‘ ;. -, R : . . ~ ' Tt ¢ . .
P v N T . ‘. . -
- . . . 2% R \~ ) .o . ' 4’:‘4‘ o .
_ . . N i A K - . , {
Paying for a Separate Business Location -« . :
N M \& . 2 -
7 3 »

Many electricians and electrical contractors have a separate business

-

location. This makes their businesg more vislble. It helps them keep
some space\betzeen work and their personal life. Having a separate busi-

~ o—

ness location is also a good idea when there \ls more than one owner. You
. . ¢ ’ - .
can split the‘cost, and you have a place to wprk together. Whether you

decide to rent, lease, or buy a business location depends on your ‘own

personal and business needs. L .

. Lo ' Sm
N e > ‘,‘

Before you decide to rent or Jlease a space, you- ghould check the avail-

$

~r

- able business sites {n your area. Electrieians and electrical contractors

. need industrial or commercial spacew Most newspagers list available space

. for rent in the classifi®¥ ads. Reading the ads will give you a better .
idea of!what you can afford in your general atea. ) :‘. < .
® T If you do decide tb rent or lease .space, you %hould_check the sité o

carefully. It should be in good condition. It should give you the room

you need for work and storage. It should also be convenient for your, cus-—

. T v
+

, tomers to visgit to arrange or check on a job. o
" . SRR E
. , 2 s
- / : . -
Summary R ' ! Cee . o

An electrical construction or contracting businéss needs to be losated
in an area where the ‘demand for its services is fairly high and where there!’5
i8 not top mich competition. Of course, you should also be in an area
e " - where you lrt:\fg'live and work. Whether you 'work out of your home or pay

for a business site, you need roonm fo storage, managing the business, and

staying 1n touch.with people who need your . services. ot E .o
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-Learning.Activities

A ' A %
+ Individual Activities x . ‘
’ . .9 J
1. List three things to think about in deciding the general area in = ¢
which to locate an electrical construction or contracting business.,
’ * ~ ! e ~)

. .
-

g
2. List two wéys you could find out whether your 'area would be good for

a new electrical contractor specializing in one-family residential

-
N v

\construction.

N M z.;() - ’
- 5 - . /
3. List three things §QQ would like to have in your own place of

’

business. < ’ _ . R

v -

¢

. 5
. —

N ~

4., Two ads in thie paper list commercial property for rent. “A" has 625

square’feet for $250/month. "B" has 1,200 square feet for $840 a .

. \ .
month. Calculate the cost per -square foot to see which property is a
- /,. - . . . .
better buy. . - t: . e T
o N

- ~

,5.‘ LooK in the glassified section of the neWspaper for, commenpial and -

List the features in the -ads that\you
3
would like ‘to have in an electrical contracting business location.

b A a\“‘ / .

3 ug‘;-‘, y % .

industrial property for reant.

3

.
- . EN

Discussion Queetions'r ' - . . .
A . PR

.

Get a map of yoor own community. Decide on three places in different

: parts of the commun¥ty where a conat;uction electrician'might be wise

to locate hig or hér businessa Explain why each is a good, choice.
@ / .

%

£

£
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2. Suppose you want to be a self-employed construetion electric}an but
do not 1like city Aliving. Discuss yhat services you:couid cffer to .
have a successful business in a rural area. . Re

- 3. Discuss the pros and cons of using.ycur home for your electrician

- bus ss vs. renting a business site.
: g [

- -’tup Activity .’ ‘- - e R ‘
t
' Assume that you will open a construction electrician business' in yod?
-area and dq the followinga ~ . 3 ’ _
" 1. Use the information you found in the indiyidual Activities‘tq
_ ‘ decide what geographical'aree youf service will cover. You can
Ve e ‘do this in the folIBwing way. ‘Take iﬁlccal map. Logate the
'constrﬁcfion electrician businesses in your area on the map.
Draw a boundary around the area that includes these}pl§%es. e
2. Discuss possfble locations_for your business.‘ Use your knowledge
' ‘ of the area's business, and résidential patterns as well as devel-
-\(_‘ oy oping’areas. Discuss the advantages and disadvantages.of’each. .
~" 3. Decide on the. best location. . T
4.” Discuss what kind of an office to look for (or state why you haye

chosen to' work out of your home). :
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' ~ . Getting Money to Start
' Goal: To help you plan how to borrow money to start a
o construction electritian business.
K . - , .

- .

Objective 1: Write a business description for a’

! ) construction electrician business.
) . T Objective 20 Fill out. a form showing how much money
-, . you need to borrow-to start a business’ as a con-
‘ struction electrician.' . - - ¢
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JEFF AND RICHARD GET MONEf TO START THEIR BUSINESS

Al v - ! T
3 . 3 , A,

T Jeff and Richard knew what type of business they wanted
. . * | to start. They had tﬁeir location. The next step was to
be sure they had enough money to get started.

S Richard and Jeff each agreed to put in $1,500 of their
- . own money to start their electrical business. Ron Taylor,
o " an accountant, helped them write up a statement of fipan-
cial need. Thé statement listed all the expenses they -
. would have in the first: three months. "It also listed the

money Jeff and*Richard had on hand for getting started.

) Jeff and Richard found that their start-up expenses
S would probably be more than the money they had on hand.-. So
' they decided to request a loan from the credit union they
0 ‘Ybelonged to. ’
nl - . R ~Fo get- ar;oan you heed a complete business descrip—
- - ) tion,' the 1657 officer told them. :

‘ R ' So Richard and Jeff wrote dewn their plans for R-W
, . Electric.' They explained that'they -would offer both elec-
’ trical contracting services and electrical supplies for
sale. They described the competing businesses and how they
thought | they could meet the competition.
el - The credit union loan officer reviewed their statement
N of financial need and business description. When Richard
4+ called, the loan officer said they could get the loan: And .
.- the iﬁs;fest rate was lower than any bank's™ interest rate.
—~ T . Richa:d talled Jeff right away. "We've got the money
to start, partner!” he-yelled happily into the phone* Then
‘they went out to celebrate. '

R . \ : . . ) :' r'e " 7
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. . Cetting Money to Start >

Purpoge of a Statement of Financial Neéd ' -
A statement of financial need helps you make sure you have enough

money before you start' a.businegs. Many small businesses fail because

they do not plan well and start out with too little money .

v
.

1

.

©

9

Besides helping in yé/; planning, your statement of financial need

helps other ‘people decide whether you are a good risk.

you are, a good judge of costs and earnings.for a new business. .

. ‘
n v .«

-~

-

N / , L |
What a Statement of Financial Need Includes -

°

A}

y

It shows whe ther

The statement of financial need.ahows money on hand dﬁﬁ the expenses

~

you expect your business to have in the first few months..

The statement of financial need for Jeff‘and'Richard's electrical

-

business is shown below. M a
. - - k/ -
) . ‘v STATEMENT OF FINANCIAL NEED '
Expenses (fot first three months) iwhoney on Band. -
o Salaries -~ '3'9 -0 Investments - $ 0
. Building & Property. . ' 1,800 Personal Loans 0
Repairs & Remodeling 200 Jeff Shimus, Cash on Hand 1,500
JT" Equipment & Fuiniture 300 Richard Novotny, Cash on »
Inventory or Supplies ‘2,000 Hand> 1,500
Advertising 400 "TOTAL $3,000
. Other (phone, license, ' '
\gnsurance) 300 i
. TOTAL ' ; $5,000 . TOTAL STARTING EXPENSES $5,000
. . B TOTAL MONEY ON HAND 3,000
- oo i . TOTAL LOAN MONEY NEEDED  $2,000-
} e : :
\"'\é" " \ . 5 .‘ 24 . ~
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S

. from home, start—up expenses will be less.

Richard and Jeff needed supplies not only for their own contracting
The cost! of purchasing sugplies and
he

but also to sell to store customers.
their rent raised their total Start—up expenses to the point'that

needed a business loan. Some construction electricians are able to start

their ‘own businesses more cheaply. If you have your .own tools and work -

v
e
¢ P .

v .o

Purpose of 'a Business Description

J

Writing a business description takes time.

)

But it is good to have

for these reasons:

A ) It forces you to be clear.about what your business will be like.
Ig makes you think through some hard questions before you start,
such as’, What is my competition? What will I do to compete sucs

J cessfully‘& ‘ .

. s \'\
A business description helps others decide whether your ideas azxe

“v  worth backing. Richard and Jeff's description made them and

It helped convince the credit union

v

tPeir business sound good.

that the loan would, be used wisely. .
LI -
WhaC'agBusiness Description Should Include 1 ) . -
'ﬁt 1 o T .

Your business description turns “your idea into something real. It
should include the following information. - )
l. State the type of business you plan to go into ‘and your buSiness

b
B

'name if you have.one. Richard and Jeff.described R-W Electronics

as providing both goods and services for electrical construction.
\ ‘.

Richard and

Jeff explained that they would do electrical subcontracting for

Describe the products or services you will provide.
commercial construction. They would also sell electrical sup-
plies to homeowners doing their own remodeling or building.

3. !Describe your business location and ﬁhy you.chose it. Richard.-

and Jeff showed that-they knew the kinds of construction needs

" that were high in their area,

o,

" They explained how and why they

°

£




‘'The business description, ghOuld also include’the points -below.

and Richard's description of Rrw Electronics explained each one in detail.

>

chose the shop they did.

done to get it ready.

R4

-

They explained all the wqu’they had -

.

/
Jefﬂ,

4. State who your customers will be and how many you might serve.
5. Describe your-competition. ' .
6. unique services, your business

Outline’ your plan for cqmpeting

image, etc. > < -

. o~ ' /
ﬂSigcuss-your plan for running the business and keeping it suc-

cessful.
rd
4 r
With a statement of financial need and a business description, you

are ready to apply for a ldan if you need, one. Some banks and credit

The Small ’

)

unions set money %side to help small businesses get started.

Busimess Administration (SBA) will help finance new businesses if others

Tefuse to do so.

>

The SBA is a ébod source of information about how to

get a loan. " ., s \ ’ i s
.- ,You may also borrow money from frignds or ask ‘people to invest in . l
your business. In this case, it is wise to have a lawyer check your plan: &
before §ou go ahead. ’ S . ,

—. L

Summary ) . ¢

s
’

Before youvstart a business you need enough money to cover'ygur start-
uﬁ expenses. Your statement of kinancial néed shows the total expenses
of getéing started, the: total méney on hand, and the total business loan 1
ngeded. Your business desc;tptipn puts your plan fh writing'and helps

'you get the loan. . s . . ~

26
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Individual Activities £

- 4

s -

1. List the,advantages‘and disédvantages of borrowing money from friends

. $
to start your own business 48 a construction electrician.
] »

2. List three things that a business description for a construétion i

electrician should include. ,

E}

-

- -

3. What are the problems and benefits of+borrowing money versﬁs using

only your own capital to start a businessgas-a construction elec-
P > :

trician?

-

s

List two reasons for writing a statement of financial need for a new

business even if you do not plan to request a loan.

°

- Discussion Questions ) ‘ ' .

.

~ 1. Except for rent and buying'supﬁlies, Jeff and Richard were able to

» keep their start—up expenses fairly low. Discuss how new electrical

. contracting business owners could kéep down the start-up expenses of

"repairs and remodeling, equipment and furniture, and salaries.*

4
«

2. Suppose’under "Potential Customers” the business description for R-W

: Electric simply said "builders in this area.”  What else.should it

Gt . say? ¢ . )

-
-

-Lucy‘Black is a skilled construction efectrician. She asked for a
-$10,000 loan to‘start an electrical contracting buBiness bqt'was
‘ ’ turned down at the bank. Her statement of financial need included

. - 27 )
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$5,000 for rent and remodeling of the shop in a chéice downtown
lchtioni 'biscuss how Lucy might change thﬁafinansial requirements

of her location to increase her chance of getting a loan.

Fd

-~

_ ’
Group Activity

% ~
In groups of three to five students, write'a business description for
Richard and Jeff's eléctpical business. The business descriptionbsho7fa

. be at least 500 words long.

h]




Goal:

Being in Charge

.
v

To help you learn about managing work and people in
a construction electrician business. .

Objective 1i Decide how to_divide the work of &~
construction electrician business among several
people. . ‘

N

-

Objective' 2: Pick the best person for a specific
job in your construction electrician business.

Objective 3: ' Describe one kind of training.
construction electricians might give their
ezployees.

LS




RICHARD AND JEFF SHARE BEING IN CHARGE

AY v

Richard and Jeff knew before they started R-W Electric
that they got along well with each other. But they still.
had some trogyble dgciding how they could work together best.
They wondered ‘who should run each aspect of the business.,

Before they hired any employees, Richard and Jeff
made of the decisions together. They set up the supply
store together. They talked.often about how to increase
business. Richard and JefMset up a recordkeeping system
they both liked, and they‘both made regular:entries.

On small contracting jobs, one:partner, did the work f
while the other stayed at the shop. But then they could
not share the electrical work, which was why they had
become partners in the first placié

"Wé'need an employée to help run the store," they
decided. "And for larger jobs, we need to hire other con-
struction elgctricians to work with us."

After a while, Richard and Jeff worked out a way to
share some parts of running the business and divide some of
the work. Jeff managed the supply sales. Jane Foreman was
hired to do secretarial work and to act as clerk in the
store. Jeff supervised Jane. .

Richara did most of the estimating for electrical con-
gracting jobs. *He also hired construction electricians
when they needed help on large jobs.

Jeff and Richard kept working together on electrical
work and recordkeeping. They also spent a lot qf time
talking things over. "Two heads are better than one when
it comes to making the big decisiomns,” ! Jeff and Richard.
agreed. - '

1
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Being in Charge -

; . -

What It Means to Be in Charge

49 2
You are "in charge"” when you own ;your own bugfness and work fot

yourself. Beihg in charge means that you must make your 6wg deeisions.
. To be in-char§e you need‘self discipline. -No one makes'you work or tells
you what to’do: For someone who is-used to takigg orders; learning to be
’ in charge may be one of the herdest tasks of small business-ownership. ‘ .
Learning to be'in.charge takes\discipline ané'bersistence.' But you
ust also become skilled in directing your own w%rk and the work of - Tt
. others. If you go into business with e‘partner, you have to work outye » \
way of sharing decisions. Sometimes you can inide the job of r&nﬁihg .
things between you. ) . . - ’ ‘
> . i .

. . ?

Dividing the Work ) K \ \ .

Many difterent kinds of ﬁork need to be done in a construction elecr

. *  trician business. The person in charge makes sure that they all get done.
1f you are a self-employed constnuction electrician, you may ‘do all the

. electrical work and.manage the bnsiness yourselﬁ: If you hire people to
work for you, you have help. But‘then it is up to you to deeide who does
what. The owndr of an electrical conMpuction business must divide up
both the construction work and the work of managing the’ businéss. The -
work ca%§be‘divided among you and your partners, if you ﬁaveaany,;and

people whose services you pay for.

-

N ‘ ’ Y
H . 9

In Richard and Jeff's business, they decided they would both do the
.. bookkeeping tgipselves. First they had to agree on the information they

.needed. Then they designed "forms and agreed they would both fill the .

)

v ¥ R
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fprms out the same way. If one partnfr'was 111 or out of town, ‘the other 'j'
- A "‘ ’ * -~ «
partner was able to keep the records'up to date. ., . , . .
) . - . Y

3 -

If you have more than one person: keeping books, it helps to have

everyone meet once a month to check your records ana bring them up to -
’

date- . 4 - "

N -

« o
. .t - .
B

o

Partners Aust alse make major business decisions together.: Sometimes
p ' 7

one-person will get the information and.recommend hat should ¥e done.
For exampie, Jeff usu§1f§ suggests toiRichard when they:shouid add a néw
‘product to.their sales line.. Since Jeff\handles purchasing of supplies,
_he knows when a change is'needed.' But both partners have to agree before

-

they make any big changes. : “ . .

Paying for Services o ;

Many small business owners pay independent agents to help them manage

thelr businesses. Such agents are not regular employees, because they

("sell their services to other businesses besides yourss ' N

¥ L.
Y
’ <

A small business owner may pay for‘many services. Some gervices,

3

like bookkeeping and accounting, help ‘the owner make decisions about

-

money . The owner may decide ‘to pay.for other services, like phone

. .ansWering or typing, to get the day-to-day work of the business done. -
Jeﬁf and Richard pay to have a janitorial service‘clean-their store once
" . ) - ' .

a Weﬁko ' i P h '

What to Look for in Hiring Employees

An electrical cogtractor or self"employed construction engineer may

. have regular employeeé or may hi’e\peop.e as needed to work on‘éach qpn—
trac? Either way, you should hire good people. They should have good

skills, and they should show up when they are supposed to. Your own suc-.

cess depends on good work from employegs. You must also pay them enough

x
* v

vt * . h )
B
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¥;::;"to keep them‘working for you.

-_—

L3

k2%

You have to strike a balance between keep~
ing salaries low so you can keep more of the revenues yourself and keeping
your employees happy. As a boss you must:

' select employees who can do the work you need to have done;

) e decide what, to pay them; N
. supervise their work; and
_ e train them as needed. . S ’
Supervising and Training Efployees -
.0 3 (l' \

To be a supervisor you need to get a oné\with .employees. You must

make sure they do a good job but :not make them feel stupid or put too

2

much pressure n them.

- 1

¢

Richard nd Jeff supervise employees differently, depending on their
l}ills and their personal’ needs. They prefer to hire ‘people like Jane
Foremay who dont need much supervision.*.But they still Have to be there

when gn employee has a question. The owner also has to check the

emplpyee's work to see if it is getting done and. getting done right.

R «

A business owner often finds people who want to'work and are easy to

" get along w /}th but who need more sgkills. Then it is your_ job to help

-

train them.

o

»
[

R

Training someone well may take a lot of time, but it is rewarding to,

pass on your own skills and experience.
&4'\

And you add to your own sugcess
when you train someone to do a better job. . v ﬂ

° : ¢
.

You can'do some training on the job. Working closely with employees
on tasks that are new to them or that are compléx is an important part of
“training. You can.also give employees books to read and have them observe ,

you or other skilled workers.

-~
v
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Electrical construction business owners .need to define all the impor-

tantegob? that must ‘get done in their business« They must decide which

jobs to'do themaelves, which ones to contract out, and which ones to hire

~
employe;s to do. Before hiring an employee, you should decide what per-

sonal qualities and skills the person needs to do the job. As a boss you
must also provide training to help each employee do the best passible job.

a
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yourself.

Y,

&

1. List two possible benefits.and two possible. proble s of hiring

2. Ted Wong 18 a self-employed construction electrician who does elec-

trical wdrk,for home jobs.

His brother Robert wantg-to work-.for him,

';7\ but Robert has only taken one shop course so far.

prert could‘get treining,so he couf% help Ted.

-~

List

0 ways

1
3

You want to hire an

PN
’ P ) , . - - ) .
. 3+ You are an electrical contractor with your own business—-wiring .
~ ’ lighfing and heating systems. for new homes.
. emﬁzftee to help you with all aspects of the electrical work.

- your dhoice.

A

Lee Jones

e

Completed apprentices
in electrical construc
tion

P

4

'Lynn Jenks

N

Has learneé\widemrenge
of electrical skills in
a vocational program,

Decide

which of the three job applicants described below to hire, and explain

Ray Summer .

' ~

Some on-the-~job "
training in elec-
trical giring{‘ °

-

Very serious, quiet

Fun to work with,

Eager %5 learn, .-

person . easy-going hardworking, °
‘ Wants top salary In the middle of the ' Will start at :
) pay range you had in. ninimum salary
R . mind . ’
. - B v -
» oo [
v Ve

o -39 R
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e
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e ]
v 4, Llist three ways you could‘handle bookkeeping for your electrical con- -
. o L
“ tracting business . - ’ s = - S
. FANE N , ‘y *

a

“jp You want ,to hiré someone to install electrical equipmint for.a big
constrdction job you .contracted for. List three personal qualities
- “or 'skills™y you will look for in the’ person you hire. Why 15 ‘each one
3 . : a-

important’_ T

-

Discussion Questions
. : : , .
- 4 - '

- Y 1.. Discuss ways that electrical contractors could find out about people o

¢ \ who mfght want to Work for them das construction‘electricians. 9
~ ] R o ) S -
* t '._ v 2 ! . N

2. Discuss the advantages and disadvantages of having a partner in

making decisiohs for your own electrical contractitg business.

~ LS .
\‘~ Y ! ) c‘ T N { P
3. Disclss how you could find out what additional training 1s needed by \
R . . a new employee you hired to assist you‘with electrical contract work.
. N ) B 5 . "
» . : 4 N . . ’ » N ? -
° e « Al -~
Group Activi : Lo - Lo
wt . : . - > ) s i "
. roup ctivity . B ) . &
- « y ’ ] ’ P -

Suppose you hired a construction electrician tb work for you and the

.. . “person turned out to do véry poor work. As a class, Writé a 1ist of Dos .
- - ; 3
. and Don'ts for how you would fire this person.’ Think about such things
o ag giving notice, giving termination pay, and talking it overd - . -
» . ~ . I
. ‘ aﬁ o ’ ) ) =
e o s . N . ' ‘ : “"2:.“.‘”
. vt
- ‘) -
. ‘ ’ . ' \ )
Y - A ! "
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. ° . . Organizing the Work s -
. ., Goal: Yo help you orgariize the work of a construction
' ‘electrician business. .
’ /. . . .
o - Objective 1: On a work order form, list what needs ’
e Coe e to be-done for a customer. )
5 ” ’ - ‘ . N <
. o ," .- Objective 2: Plan a work schedule for an electrical :
BN ﬁ"“*“m * *sv  contracting business owner or’'employee.
- % . \\ Vol ' 3
. . v . - @
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HOW WORK IS ORGANIZED AT’ R-W ELECTRIC .

*

.- ~
’ *

Thursday was -a busy day at R-W Electric. Richard went
to estimate the cost of electrical wiring and installation
for a factory being bui%t in’SouthQHills.

When Richard returned to the store, he wyrote up a *bid
for the factory job: He knew that other electrical con-
tractors planned to bid on the job. So he-.added less
profit than usual to keep the total cost down.

Meanwhile, Jeff was doing some rewiring and installing
of extra lighting in a welder's new shop. Jeff had hirad
an electrician, Joe.Smith, to help on this job. The work
order showed each part of the job an® who was to do it.

~

There had been a delay in getting the conduit needed

for the welder's shop job, so Jeff checKed his work sched-
_ule. He decided to spend some time trying to pick up the

conduit from some suppliers he knew. "Since Jo€ expected '
to work today and you can't use him, I'll have him help me
on. another' job,"” Richard told Jeff. " 4
\ e

Richard took Joe to help him connect a new pilece of
equipment in a nearby shoe factory. When they fiinished, he
hutried Jback to the store. "Jane had asked to leave early
that day. SQ Richard took over the customer she was wait-

‘ ing on. He reminded himself to stay latgr tonight to bring
‘ the books up to date.

S ¥
.

"And I'd Qetcer be sure to check with Jeff in the
morning .about ordering supplies for the Sullivan job." He
made a note on his schedule so he wouldn't forget. It was
closing time, so he closed the store. Then he went to the,
office and kept working. ’

v N -

. v . »?

[T
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~¥ Organizidg the Work .

.

q
Making an Estimate

Richar& and Jeff first make an estimate before they agree to .do elec-
trical work for a buildiﬁé project. The estimate takes into account the
cost of mater%afs and labor as well as other price factors. .

o

When more than one ;lectrical‘contractor competes for the job, each
one submits a bid. The bid .states a price for which they agree to do ‘the
work. Because Richard and Jeff do only the electrical work of a construc-
tionhbroject, they are subéontractorsx "The general contractor usually
awards subcontracts to the person in each specialty trade who submits the
lowest bid. Sometimes a higher bid is accepted if the contractor promises

extra erk ot to deliver faster.

Work ‘Orders ’ W e

Sometimes a\self-employed construétion electrician or electrical con-
tractor accepts a job that takes more than one person to do. If it is a
very large, complex job, like wiring for a Ihrge factory, a superintendent
may be_hired to assign. work as the job proceeds. ' On smaller <jobs, .the

_person in charge can use a written work order to assign work.

(O » o

-~ ’ v

The work order records the agreement between the general contractor
and subcontractor and requests workers to do work. When Jeff and Joe did
the electrical work for the welder' shshop, they useéed }he following work

-

order.

-

’

14
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R-W ELECTRIC, ELECTRICAL CONTRACTORS
- License #123457

' 109 Bark Street, Rosewood, OH S
,Customer Order No. . Date:
s - i
Customer Name ’
Adgress
Job Order # . ,
Description: ébwire shop for 225 amp power and install three:

' .

- - drafting lights

\

Ref: Your Plrchase Order 5662002384

.Person(s) Estimated . ﬁescription of Work

Doing Work . Time ) -

‘Smith 5 hours ' Insféll'race&éys and wiring

Shimus b 1 hour Install switches and circuit
' *  breakers - | '

Shimus, Smith 3 hours - Install'3 drafting 100FC

lighting fixPures

-

. Woxrk Startgd On*
Work Finished On:

3/6
3/7

LABOR (9 hours @ $30) 270.60
MATERIAL '300.00
TAX (5%) . -

15.00
TOTAL ' $585.00

ot
a

v

4

-

- 4

The work order gives the customer a record of the work to be done.

It also reminds the electricians who will do the work to schedule time

for the’ job.

s
Au
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{ Scheduling Work

. . -

Careful scheduling is important in construction and)remodeling work
for at least two reasons. First of all, you are expected to complete the
. Jjob on time. Unless each task takes place as planned, you can get far
_behind. Second, certain jobs-must be done before ‘others can be started.
For example, you must install conduit llnee'beTore yeu can thread the

. wiring and conmnect it to d(ieuit breakers. ) ) . -

a

- 4 .~ . -
., Besides needing to do tasks in order, you must also plan your schedule

.to fit with the tasks of workers in other épecialties. For example, a

.

construction electrician on a house remodeling job—wilixﬁéye"to do elec-

J ¥
trical wiring after the carpentry crew constructs .the frames and before

-

they put in drywall. ro . N

’

?
A work schedule helps you assign people to tasks and make sure the
tasks all get done in the right order. You can also use a written sched-

ule to remind youfself of points during a job when other cons;ruction‘
! . . -~ R ; ;

workers need to come 1n.’

2

‘ “

(The 8chedule may be changed mani times to.keep workers busy in spite
of delays. If supplies for one job Have not arrived, the electriCal con-

" tractorisfy reschedule workers to begin another job.

- . e .

»l
Y

.

K
-~ Because there are 8o many unknowns, the schedule for a job must be

A
flexible. The most important things for the contracEgzng’ﬁubcontractor-
to keep in mind in scheduling work are to:
. e estimate the total igngth of time in which you can do the job,

e taklné into account- possible work steppages, delays 'in delivery,.
T etc e} ) .
N A7 '
A e _ arrange tasks in an order that will allow you to assign workers

quickly to other tasés,when they finish one task or when they 34

- ' must wait for someone or something to, finish a task;

e - make sure you know workers' personal schedules so &ou can quickly ‘ -

* replace people or reschedule to keep the work moving; and

. .
.
5
. .
A Y
: : -,5
¢
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" Time Planning

‘of the moswuseful is to list all the “things you want to do.

‘'unexpected.

¢ make sure the people who work Eor you pr whoe must coordinate with

you know your personal “schedule. A worker or the general on-
tractor may need to get in touch wdth you-ouickly. You can Sost

your daily schedule at the worksite or leave it with the person .

who answers-your phone when you are out.

! N . * [ ~
N ’
L 4 / ' N R N t \

’ o ’

k4

’

A maﬁor problem for most small bdsidess owners is planning their own
time. Owners tend to work lopg hours, especially when they start the
business. There are a number of ways ‘to improve your use of time. One
Then rank
them in order of impo{tance and do the mést important ones first.

.

Having a written daily sghedule also helps you plan your time. It is
important to make reasonable time estimates and to allow time for the

Try to allow time for dding the things that you enjoy doing
as well as for things you have to do, Try to group tasks and set aside

regular time periods for all the necessary- ones.

. ; .

Often a person will find that there just ien't time to do everything.
Thep you must’ make choices and accept thp fact that- some things on your
1ist won't get’ done. At that point, you may ne€ed to talk to other people
and change agreements on getting some things done. Or “you may need to :

&
delegate some work to others so that you have more time for management tasks.

2
1 A}

. R ‘ E
Summary . ~ Ct . L
=. L. : . : 4 - ) .

’ e

Making an estimate and bidding on a Job is the first important part
of organizing work for an electrical construction business. On most jobs
you may use a work order to assign work.

ﬂ
are important whether you work aione or with others. . :

«Séheduling and ‘time planning

. . e
s ] e
’ N >
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Learning Activities’ ) . o ‘

— ,

, Individual Activities
]

~

1. List three things you will usually Find -on a work order for an ebec-

trical contracting(?usinbss. - - | o

P L4

o 2. Jeff Shimus ',c"onnect.ed a vapor degre‘as'er.and installed a battery

= charger for a computer manufacturing company. He[ id $200 for the

" materials plus 5% tax. He spent nine ﬁoura doing the work and
charged $30 an houzl. Fill out the work order below for this job.

Person Doing Description of Work ‘ .
Work '

Ay
- 7
) LABOR
MATERIALS
' =
. ¢ TOTAL COST ~ -
-
e T 3. Today Richard has four jobs he must do and three he would like to do . ‘
) if he can. Fill out a daily work schedule for him using the follow- d '
" 1ing information. : AN
- . . . o
. . N N .
| C . . Must Do: . Estimated Time: °
Complete warehouse, lighting installation ‘ 2 hours B
Pick up supplies for factory wiring - 1 hour
,". Egtimate work for departmeﬁ; store construction ' 3 hours \
! j ' . s ' ;
r : ‘@
;. 1Y [ )

4 - \4647 ' "c-

B




8
9
10
11
12

4.

Discussion Questions

o

E Like to Do: ) Estimated'Time:.
Visit dentist ° 1 hour -
Order new business cards 1 hour,
*Get car radiator fixed 2 honrs
..‘ . . -
Morning Afternoon
- 9 1= 2
- 10 ’ 2-3
- 11 3-4
- 12 \ | 4 -5
-~ 1 _ Lunch ] . S5-6' = .
List two reasons for keeping a written daily schedule if you own an
electrical contractingpousiness.
A work- order may not be enough to assign work for very large jobs.

List two other ways an electrical contractor might assign work on

especially large jobs. .

.

1.

e

2.

c;3n‘

y

Look back at the daily schednle you filled out for Individual Activity
#3.

-out., L ;

Discuss yoq{ reasdns for leaving out the task or tasks you left

. - N
. ’ - .

What problems could arise 1f you did not use a work qrder but just

told your employees-wnat jobs to do? e
\

.

Richard Novotny loves doing electrical work, but since he and Jeff
started their electrical contracting business he spends less time on
Does this mean‘pe made

‘
» Al

electrical construction jobs than he used to.

a mistake? Why, or wny not?

.

i » ’ ’ . i




Group Activity
.‘i#k \ » ' : L4 ‘

Cindy'Jackson\is a self-employed éonstruqﬁion electrician. She starts

~each day early, doing the boeks and answering phone messages.® Then she

-

looks at suppl& catelogs and ad§ in the paper for sales on supplies. Then
she goes out on repair and remodeling j;BE. But §he usually finds that

. . the day ends before she gets as many jobs done as she ﬁromiéeg.

As a group, come up with three or more ideas on how Cindy can improve

her use of time. - :
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Goal:

A

To help you decide how to set priceg-fdr a construc-
tion electrician business. -

.UNIT 6

-«

Setting Prfces

-

€

-

@

*<}.

)

W

.
.

>
.

@

o

Objective 1: Pick the best price for one of the
services of a construction electrician business. -3

.
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- HOW PRICES ARE SET AT R-W ELECTRIC

K

When they started, Richard and Jeff had to bid on most
of their electrical contracts.. So they had to make a/mery
careful estimate of costs. They tried t6 add just enough
profit to make money on the job.and still bring in a low
bid.

-

all the materials needed for the job,~their cost, tax, and
the total cost. It listed all the steps in doing the work,
the total hours of labor, and the total cost of labor. .

In setting his labor price,‘Richard tried ‘to stay in’

“line with his competition. Electrical contractors in the

area-eharged from $25-$35 an hour. Richard tried to stay
in the middle of the range——at $30. He could do this and
still make a/good profit if he could keep his operating
expenses ‘down. «

» ) Q '

: In pricing parts to be sold, Jeff also had to figure
- . the cost of parts and sales tax. Then he added a "markup”
to cover operatﬁng expenses and profit. *Jeff was able to
sell parts and supplies at discount prices because he
bought them at even lower wholesale prices.

. . . .

Ricﬁard and Jeff knew .that their business success

tise.their services. But if
would not meke a profit.&ﬁ

much; people would no
charged too little, t

To maKe 'a bid Richard filled out a bid form. It listed °

depended on how well g:;y set prices.- If they charggd too.-

‘
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" for construction or remodeling jobs.

Settirg Prices '

~ .

Pricing is important in an electrical business. First you must set *

your hourly cﬁarge for labqp #hd operating expenses. Ihen'you mnst decide

how many hours a certain job will take. You also have to decide on the-

Finally,
\ .

materials you'll need for the job and hoﬁ‘much they'll’édst..

you must decide on how much to add for profit. ,»

‘ e

. . 4 v
If you set your hourly rate too high, -you'll lose%buginess to yoyr

competition. If iéfs too.lbw,,your profits will 'suffer. If you make a
ningne'in figuring out ygnr needs for & certain job, you'll also have
proﬁlens. Good‘pricing sense is essential to earning your "bread”and
butters" ) ' . ) ‘

v i . > N
Factors That Determine Prices ° . .

N / / ) \‘,

When you prepareJa bid for an electrical job, you must think about

§

three things:

and profit.
Buy them.

cost of materiale, cost of labor and operating expenses,

For materials, you will charge the customer what you paid to
For labor, you will charge a standard -hourly rate multiplied
«The “labor”

covers money paid for salaries; rent, utilities, and other operating

by the number of person-hours needed to do the job. rate
- i

expenses[ You must also add a certain amount for profit.

<

$ota1.materials. This 1s. the cost of the electrical supplies needed

This is’also called cost of goods

éold: fnr example, to wire a new house for electricity you would use .

plastic—coated wire, circuit breakers, and transformers.

» AY

id .

o ’

A skilled electrical contractor can figure out in advance how much of
each type of material a job will take.

clans pust use theJmaterials carefully to avoild mistakes and waste.

+ %‘ ‘ » . -
. .

Once the “job starts, the electri-

-




e ~

The sost of materials may vary. It depends on which supplier you

wa

{
use, whether you buy a large or small amount, and whether supplies ‘are

scarce or’ plentifﬁT’”t that time of year in your local area. N

. .

A
' .
. » . : <

Since materials costs rise rapidly, it is important to ensure that
- the prices suppliers quote you today will be the same next week or month .

when ,you're ready to buy If you think prices will change, you should ‘N ’

add gomething to your ‘estimate to cover the expected increase. -

A +
¥y
-

In some states you must pay‘sales tax on materials you bu¥. You need’
! . .
to know what percentage of sales tax to add to the cost of matdrials.

LN
»

Then you can add it to the estimate.

Total labgr. This is the hourly cost for electricians and electri- ..
~oods 2a99r <

( K .
cians' helpers on a construction job plus operating expenses. To figure

out your hourly labor rate you meed to know the hourly wage you pay each

worker. Hourly wagee fqr electricians and helpers may be fixed by the
.:local eled¢trical workers' lunion. If you use nonunion labor, you may be
able to pay a lower wage. You must add payroll taxes, fringe benefits
_ (such as medical coverage and sick leave), and insurance. Next you must

.

add a percentage to cover your other operating expenses--for example,

&

rent and electricity for your office, repair and depreciation of equip-

ment, office supplies, and advertdsing. ' g

.

®

- In estimating the number of hours it will take to do.a certain job, ¢ P

you must know: - , , - . “

-

® which workers you will need for each part of the job; and

-

¢ _the number of hours you think each Worker will reed to work on

thejob. . § / S : .~ '

, Wi,
A o 4 -

£y

You must take into account possible delays due to bad weatherﬁ~late ' ’

delivery of supplies, etc. Electrical contractors often add a certain

amount of:. hours or weeks to the labor estimateﬁtb cover such problems. . .” e
When yo have decided the number of hours the job will take, multiply : 4
' this dgmber by your standard hourly rate. Include this total in your bid °

to the customer. - Lt R ¢ ' 19*




Profit. This is the amount you add to, the price of the job beyond

what it will cést in materials, worker salaries,{;nd operating expenses.

Out of the profit you pay your own salary and ma®® improvements in-the

‘)
business. For example, you may buy a new truck or more tools or remodel
Al

your office. Profit isg the owner's reward for running the business anq;
taking the risks.  » ) .
"A typical profit margin in;the constryuction industry is 10% to 15%-

: However,_the percentage of profit on a job can differ dependlng‘onshow
much the estimafor‘thinks the customer will accept. Electrical contrac-
tors try to put the profit fee at the highest possible level, that allows
them to win the bid. Deciding the percentage of profit is one of the

most important parts of estimating each job. -
' b

.

ez,

On small jobs a fixed percentage may be added to the h0urly labor
charge to provide for profit. "On large jobs the profit fee is added to

the cost of materials and labor. s .
Y

AN Y

®
‘

'Other'Factors That Affect Price*

.

Competition. The prices your competitors charge also affect what you
—-—

-

can charge for construction and remodeling work. This is because custo-
mers often get more than oné estimate when they want ‘a job'done and com~

pare prices. Everything else being equal, the customer will usually pick
the “lowest bidder."* ' v

£
3

» . If you do -work of better-quaiity or work faster, you may be able to ,
get business even though you charge more than the competition. But most -

customers take*their“business to the- person or company charging the léast.

,
4 ‘ .
' o s

Demand. -Demand ,for your,séfvices will also affect what you can

charge. " Certain kinds of work have to be done, 8o the demand for them

stays high e prices‘rise.%'For example, if the wiring in a'home has
been damaged, it muét be;repaired before the house is sold. But suppose
that a‘cOupie wants to have thedr kitchen rewired so they can install a

N

39




mlcrowave oven. If they find that this will cost too much, they may ' y
simply not have the job done. The demand will be higher for necessary

work than it is for work that people can live withoutws K ’ h
- "\ - ‘ -

Demand can also depend on your own-reputation. "If you b;come khown

for good, fast, honest work, more people will bring jobs to you even if

you charge a bit more ‘than someone else. N - . ) .

Summary * . o , . >

In setting prices for electrical work you must.take into account the

cost of materialsland the 'cost of labor. Included in labor Is sglaries, -
other operating expensds, and profit. .The dmount of compétiton and the

demand for your services also affects what you can charge.

- A
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Individual Actitvities o ‘ .

1.

_—

-
-
.

What are the advantages to the electrical-contractor of providing

v
-

‘free estimates for electrical construction {cbs? What are the advan- .

tages’ for the customer? . .
R . . - SRS

. T - . - "

List three things that are in®luded in ‘the hourly labor rate for an

electrical comtracting business., | .
L] ' ' -
) # ’ 4 1 .

. fe

You just opened an electrical contracting shop and somebne asked you

to estimate a job. .You think the job will cos§ you about $40 for‘

_ materials and tax, and $¢5 for salaries and other operating expenses.

2.
»
."“
" 3.
’
L
- N
\,'," 40
‘\.-
-,
< 5.

_Your competifion has estimated the job at’$105. Which price should

you chiarge? ) : ¢ 5
. $85 L s \
b. $100 o ' @
c. '$125 o L -
. . .

.

In making an estimate for an electrical installation,. Richard Nvatn&
figured that materials.plus tax would cost $5, 000 and that salaries
and operating expenses would cost $5, 000. He wanted to makg lOA
profit., How much should he estimate for the job?

» N
~ € .o

Saeug w ’

kY

L A 2 . . A
The price of electrical supplies has gone up by lOszince last year. '

Jill Travers decides she fiust either raise\her-prices or cut donn on
* her number of .employees to keep—her electrician Business from going'
into debt. Liét one, problem that doing each of these things could

cguse. : - ’ . ‘

Y
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‘ . Discussion Questions - . '
. . 1. An.electrical contractor who runs a business with %egular_employees_

t ~ . .

has to take into account some fagtors in setting prices that an elec~

- triclan working alone does not. Discuss such factors,, L.
7 . e ! Sy iR

- -
»

! 3' 2. "Richard Novotny would save money by not making an estimate on each . b
job, because he would not have to spend time traveling to the job
site and making the est;mate. Discuss what is wrong with this

: statement’ . -~

1

3. Discuss ways that you could increase the demand for your electrical '

services. ‘ o .

- v

"Group Activity - ' ' .

. 4

’ IS e

pe ]

(s

. » In pairs, Tole play a discussion between Richard Novotny and. Tim - .

-
e

. ‘ ] Watson, who needs to have the wiring’ in an old factor;y replaced because

g of damage. Try to come to an agfeement. - N
a : - -~ oy . !

. . t o ,
) /a . Richard's point of view: Does not want to give a firm estimate . .

. /" . because he does not know how muéh damage there is. Would 5ather p

charge for materials actually used and time actually spent.

rs

s -

Tim s point of view: Wants to”know. how much the job will cost

. before he gives a go—ahead on the work. If 1t costs® too much,
. he would prefer to wait dntil he can save more.money.

- 2 N
’ . i
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-

To-help you learn ways to advertise and sell the
services of a construction electrician business.

Objéztiye 1: Pick’one way to advertise a con-
struction electrician business. '

"Objectiye 2: Write an ad for a construction

electxician business. ,
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RICHARD AND JEFF'S ADVERTISING AND SELLING METHODS

. -'f' kY

. . o N

In the area where R-W Electric was located, there,was a
lot of competition., There was also a'lot of .demand for'a
good electrical subcontractor and supply business. When
they opened their business, Jeff and Richard set aside”
“$1, 000 for advertising. They had business cards priated
and got forms and’ stationery printed with thé same typeface.

- i ) . . .

They also had’ the phone company make up an ad for.their
business to put in the Yellow Pages. When the Yellow Pages
came out a few months laterl the ad for R-W Electfic was-

there in the'sectlon for °

'Electric Contractors--Industrial

tion for '

and Residentialo"

'Electric "Supplies—-Retail."

Richard and Jeff

The- business was also listed in the sec-

felt that having. a good- reputatign would bring them more
business. So they tried hard to satisfy their customers.
They tried to be polite ‘with everyone they dealt with .

Jeff founé that his electrieian's experience‘was a big-
help in selling Supplies. He was able to help customers
pick out supplies, he cou¥d also.explain how.to do electri-
cal repairs or ‘installations _to people who had never done-
such things before.” .. S

.
‘e

:As time went on, Richard and,Jeff both got to be good
with customers' questions. They also made it a point to

train their sales ‘clerks so that they were good in dealing-
with customers too. » ' . '

Building good,cgstomér relations took lots of time, but
Richard and Jeff enjoyed it because they both liked people.
And they knew that getting along wellswith all kinds of
\\\*33215 was an important part of their business. .

. " ,

°

-
. -~ £ ~
»
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Advertising ahd Selling

-

¢
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>Advertising Me thods
When a construction electrician starts a sybcontracting’ repair or
Advertising helps you stand out

supply businessjﬁit pays  to advertise. :
from your competition. Even more important it lets people know what
serv1ces you offer. Unless you have more.business than you want,.you
should spend at least something on advertising. 3 ‘
¢ :
good ways to advertise an electrical contracting or
T

%

~ o

supply business.

; " There are\haﬁy
For example, you can use:
People who have used your services and been-Satisfied

Word of.mouth.
Having a reputation for'good work at a,fair price and for doing fobs on .
-These qualities will als6 bring

~

l/ ¥
will pfbbably tell other people about you when they need those services.

time will help bring you new business.
your old customeérs bagk again. ‘
. .
Your bisiness card is a good way to tell people
You .can have a large number of cards printed at a~”
<

a
-

A business card.

v

about-yOur business.
Then you can hand a card to each customer, supplier,
It helps.to have a special design on -~the

. fairly low price.

and other people whom you meet.
card 80 people think of your business as sooncas they see it.
Printed forms and‘stationery.\.Some business owners use standard forms
Others think it is

~
.

ecauserthey cosgt less.
eir own businesd name printed on the forms
{

o
and plain paper and énvelopeg b
worth the extra cost to:haveith '
and stationery the; use. If you have a business logo, it can be printed
~ on your stationery and formg too. Suppos€ you did a job for someone three :
In checking;his files; he finds your work order with your
This could make the ‘

years &go.
‘business name and phone number printed right there.
difference between his calling spomeone else or bringing more business

back to you. ;
-




I

The Yellow Pages. People who are”looking for building, remodeling,

-—-——or- home repalir services may ‘turn to- the—¥eiiow Pages~in ‘the phone book.
'You should have a one—line listing of your business name and phone number
under "Electrical Contraétors—-Industrial and Residential," or, in another
section that describes youfgvusiness better.‘ Fér example, you‘might have
a listing under iElectric Supplies, Wholesale," Electronic Equipment
and Supplies——Repairing depending on the type of gpecial service you~

.

want to provide. : . “ N

. . L/ ’ &
A special ad inithe\gellow ?a%gz costs,more'than a simple one-line

_ listing, but it helps readers see what is special about your business.

If you offer special services or if YOu simply want to stand out from the

.competition, an ad-can nake the differencé in getting ‘extra business.
- ‘ . ~

N o °

- 7

Newspaper ads. Ads in the'ldcgl papers reach large numbers of people
at- a fairly low cost. <Newspaper°ads are a?good Qay to build up new busi-
ngss or to advertise sales. They are also useful for introducing a unique

NI . - -

‘> - & - -
product or service. ) . . ) %

.
kA —
+

+
[

Most city newspapers have a section in the classified ads that lists
peoplé in different trades who have services to provide. If you are

willing to take on a variety of small or odd jobs, this may be a worth—w_

twhile way to advertise. . : . ’ - .

- ~ D .

Your vehicle. If you use a truck or van fgr‘your business, you m&y

€

(. o . ¢
want to paint your business name, etc. .on it. ‘This helps attract new
- .

customers and gives a professional image to your business. *

N ¢ -

’

Other methods, You’cguld‘advertise your business in still other ways.

For examgle, you could uge direct mail, radio, or TV. butdoor advertising

- should include a sign on the.building.where your business isflocated. It.

. could also include billboards or bus ads. The advertising medium you use

N

depends on the kinds of customers you wante~to attract and how much you )

want.to spend.

4




What Makes a Good Ad?

Newspapers and”TVibroadcasts are full of ads. What makes one catchs

your ;ttention? Here are some general rules o6f thumbe” S O

7 ' - N
.

’ / £
' A good ad needs to 'be simple so that people who hear it or see it

junderstand what it is about. : e

-

~

The ad shoﬁid stand out. It should catch people's eyes or ears s¢

)

they wi’\ pay attention and will remember what was said. -

t

Your ad should be easy to recognize so that it makes people think
about *your business. Having a special jingle, tune, or slogan could help
people tune into a radio ad for your business and recognize it the next

time they hear it. Having a unidue design in a printed ad or on your

o

stationery, signs, 9nd van will do the same thing.

“The ad should give people important information ebout your -business.
For example, your location,:phone number, services offered, and whether -

you accept credit cards, are items that will help people decide whether to

'bring their business to you. - ) ) !

: Theﬂad should slso make people sant‘tc buy &our products and ser;
vices. For example,.the Yellow Pages-ad for an electrical contracting
business could mention that it is a full service cdnstruction and main-
tenance firm that provides ‘24-hour emergency service. Or it could state

that.ypurqusiness does lighting design. Customers with' these special

deeds will probably notice ydﬁr’ad more than the others. -

e

Selling Your Services ‘ ;//}/ .

-

Once you have atfracted customers, youw must "sell” them on using your

services. Here are some examples of how to do this.




t

Do safe and attractive work., Customers expect the electrical fixtures

and equipment in their home or work place to be safe, lasting, and neatly

installed. If you use cheap materials or do a sloppy’ job, you may—save—a

>

little on materials or labor. Buteypu often lose more -than you save by

not satisfying your’ customers or by haying complaints later on.

5"

Treat customers with respect and care. Besides being polite, you

must be prepared to give the customer attentiod'and information.’ A "hard |
sell will turn some customers off. On the other hand, you should not
expect your services to sell themselves. You must explain what you have

fo'offer and what the choices are. Try not to push customérs, but if

, ¢
N 3

they ask -for helpiin deciding, be ready to respond. —
/e

Be businesslike. The way you.conduct"yourself is part of being busi-

&

N

nesslike. You should . )
. 1. greet customers and talk to tEEm abo\t what they need;

2. explain the products and services:you offerz/’ﬂ\\ '
3. answer questions and explain why a job cost§ what it does and

take the time it do€'s; and 7 —
4. get an agrEement“in,writing as’'to the terms,of the sale and when
4 the job will be paid for. '

Being busfnessliie also means having a business area that is attrac-

tive. You' want to impress your customers with the neat, attractive work

v

you can do. So it helps if you and your employees are dressed neatly,

keep your vehicke and tools neat and orderly, and clean up the job site

PRSN

at thes end of each day

. “

.' ‘a . ¢ 0
Care about your community. The work of your b;:iREss and other con-

struction businesses has a'major impact on your community.. Your work

‘afzects the appearance of bpuildings in'the area, and in the construction

business you need tp be concerned about buildingacodes and living

- +

patterns.

N
" ¢ , & .
%

' It is also important to hdave a good re1ationship'with other businesses

in your community. If you é?nnot meet a customer's needs'or cannot safely




. . - -
~ . N ‘
take on a'certain contract, you should not ;écept\éhe work., Ideally, you
would kpow of someone better to do the job and refer the customer to that
person insteéd. If you have time, you miéht also help with worthy com- i ‘

e — e e e = B — - -

B e

-

mudify;projects 11ke>éponéoiing a Boﬁlingrtééﬁ or donégiﬁg materials for

' an auction.

L . Lo

. I,, i ‘ \A )
Summa rz ‘/j - / . ’ . -~ R -
r . » ’ ' . ’ ! .
. ’Advertising lets people know what services your business has to offer.

‘' There are many ways of advertising, depending on the types of people you .
want to attract and how much you want to spend. To "gell”™ your business
you must meet people's needs, deal with them in a helpful way, and be a
" good community member.
. \ : .’
A ) ‘
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S - e it — - e
" J , . '

3

Bics

,. \)‘ ‘ '
o E MC ' ‘ ' : * ‘ ' * N
o . N ' . , - "




bl

A WLt

Individual Activities

.

. 1. List three ways to "sell! your construction electrician services whe.n
. you deal with homeowners or builders. ' . .
~ 2. List ‘three things thaf a good ad for your business should do. . .
~ 3. Match the advertising medium on the left with the statement that fits
it best. _ ' ) ‘
' Word of AMc'aut\h " a. Easy to keep handy NN
N ____ Newspaper Ad b. Reaches people wh;) want to buy
‘ \ __.__‘ Yellow Pages - ,- ‘ .but don't know whom they want
‘ ; . l;usiness Card A to buy from . N R
v ' " ¢. Doesn't ‘ci;st‘ anything N
! ] B d. Good for advertising a sale
° . - o S : ' . » .

4. People hire an eiectricai .contractor to do work in their homes for
‘many reasons. Check which customer needs you think Richard and Jeff's

“+ " ‘electrical business appeals to and list one way if dppeals to each . -

-,

" Security or safet§: .

‘(- “ need you checked. , . .o
) N N : v - . .
) Coufort: - ) . PR B p
. Convenience: oL . o N i
i 4 _—» ., ! & a4 . «
’ . Pride or 'status: R <
- . . . 2 Y ~
" ‘ Saving money: - \ o

.

v
1]

p]
op)

. ‘. - ' . . . . - -
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Discussion Questions . > - . i .
- [ v H : L . . ~ .
. - ° 7
- 1. Discuss ways in which you,could advertise your owh electrical -build-
S e - L] —_— . * ;4)"/ . .
N ing or repair business on a regular basis and reasons you would
’ N R . N B .
o s choose or wnot.choose each ¢one. . ¢ . L.
- ) { — * . v
hY .’a ' ~ / N .
¢! . . .

: 2. Can an ad be lfked by some customers’and not by others? If,you owned

a.fehodeling business, what.could you do about that? - -
"\ 3. Josaph'Raincldud jnst became a licensed electrical contractors He .
“lives in a rural area and wadig—t; speciallze in doing ;lectrical )
+ work for rémodeled farms and omes, Discuss the pros and cons of
. ' advertising his new business dith:',(aj skywriting; (b)'televiainn;_
' :and (c) direct mail. . . :

Group Activity

x - i ¢ ’
.o . . .
. *+ o
B
. . 2 B
Iy . . .
- - . E . - > . N -
»

. Working 4in groups, design-a printed ad for Richard and Jeff's elec— ! ‘

trical business. Decide whether you want the .ad to appear in\tgg Yellow

Pages, local newspapers, or a flier to be mailed to people 8" homes. The

< ~ad, should include: (a) a headlinej (b’hcopy, (c) an illustration, and
—(d)_inf_qmal:mn_idﬁm_iflwlgctr_i_c___ T T _ {
. > E) Vd . . -, - N * f
v ' ! L'
v « * ! - .
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~ ,Keeping Financial Records

B

»
. -
S Lt -
e .
- .
. * P
s

. , : N
- +Goal: To help you learn to keep financial records fof3%
> construction electrician business.

. e . v

Ny
i

g

~ Objective 1: Fill out a customer-billing form for
) * the services of a construction electrician.
Y .gr( .
> Objective 2:. Fill out a daily cash ‘sheet for money a
construction electrician receives and pays out 1ofy
one day.
h\* [

. ‘-




Y

‘ . RICHARD- AND JEFF KEEP FINANCIAL RECORDS

. - H ‘» N Iy
« With the help of Jeff's cousin Tom, the owners of R-W
* Electric set up a good recordkeeping system.
Tom was an actountant fot a number of general and spe-
| «cialty contractors in the’ construction trades. He suggested
a: recordkeeping system based on the percentage of work com-
pleted on subcontracting jobs rather than on cash received.

. "This gives you a better-sidea of trye profits or losses,"

Tom explained. "“And you can use it to bill the contractors

you work for each month rather than waiting until each job

is finished."™

3 . @ )
Richard and.Jeff still found it important to use a

daily cash sheet to keep track of the money, coming in and

go%hg out each day. With two partners and several store

cletks handllng cash, checks, and credit payments, this

: seemed to be a good idea.

+#

By :the end of each month they billed contractors for
-the percentage of the job they had completed that month.
For some JObS that they finished in less than a month, the
percentage was 100%. But some jobs were spread out over a
long time because the electrical work had to follow differ-
ent phases of the.carpentry or other craft work. In this
case;_they decided how much of the total -job they.had fin-
ished--30%, for example; then ‘they billed .the contractor
for 30% of the total bid price.

Richard also suggested keeping a record to compare the
"actual amount of labor needed fpor each job with the origi-
nal estimate. This helped him improve his estimates on!
future bids. . .

~«
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-have done so far. ‘Unless your records tell you this, you cannot make

" wise decisions about the business.

Keeping Kinancial Records

The Importance of Good Financial Recordkeeping -
LY . : .

To succeed in business for yourself you not only need to be a good
electrician, but you also need'to keep track of finances and make money
decisions. Whether you do your own bookkeeping or "hire someone to do it,
you'wiii need a system that works for you and gives you the information

you need to run your business. ’ |

You need separate financial records  for your business. These are the

purposes of financial records.

3

3
-

They help you keep track of rEvenues, which is the money coming intq

the business. Money will probably come- into your business in the form of
cashy checks, and credit payments. It may gome in for work to be done,
work just. completed, or work for which the customer owes you on a number

of different jobs you have done-or are still doing: You nee& to keep

track of all these forms of revenues. K

-

They help you keep track of expenses, which is the money you must pay

out. Money must be paid out for supplies, overhead, employees galaries,

- and other bills you pay ,to keep your business going. Good financial

records show how much and to whom you paids

3

] PR

Financial records help'you'write.business reports. Business owners

[
must prepare financial reports for tdx purposes or to get a loan‘//Good
records make it much easier for you to prepare -reports when you need to.*

-
" .

Finally, financial records help you uake business decisions. To - .

improve your business or raige your profits, you need ‘to know how you )

:

70
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" Planning Your Recordkeeping o
o : *

. ' °

To. prevent recordkeeping from becoming a burden, you must decide who

~+ will do it and how to do it. jhe type of~gystem yQu use may be very dif~

ferent, depending on the size and type of business you have.’ Keeping
financial records for an ice cream store, for example, is quite dif ferent
} " from keeping records for a building contragtor who does several hundred

/ thousand dollars' worth of business eachgyear; . -

4

P '

-

\\/1 * Many smaii.business owners hiré someone to help them with.bookkeep-
ing, which is finaneial recordkeeping, and with accounting, which is
making financial decisions. But the owner must work-with the bookkeeper
or accountant. ’ - | ) ‘

- N -

%

\\\ﬁ{ The owner must explain the way payments are made, the amOunt of money
coming in, whether credit is given, etc. These things affect the type of
financial records you keep. In turn, the records must be in a form to
give you information needed for making decisions about your business.

For example, 1f credit customers owe for a kong time, you may need a new
credit policy or payment arrangement. ILf your expenses exceed your
revenues,.you need to change your business in some way. QYer time, the

2
accountant may also suggest changes in your procedures if _your profit/loss

-~

statement does not show enough profit.

-

HandlingACredit . ’ ' .
- Most businesses that sell costly prodicts or services, including
electrical contractors businesses, accept credit. This means that they

let the customer owe them at least part of the job price for a short time.

As a business owner, you should clearly state your credit policy--that
is, whether you accept credit and on what terms. Your customers\aiso need
'to know whether you will accept national credit cards. Some businesses
give a discount if"cﬂstomers pay quickly‘or charge extra for late payments.

+ - *
. .
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Credit sales and’payments must be recorded carefully. When you pro- ..

vide goods and services to a credit customer, it means that you ‘have spent

money but have agreed to wait for payment. You need a complete record

for your own information and to remind customers that g\ey must pay you. A
Upon payment you should record the fact that payment was received and
give the customer a copy of the receipt. This helps avoid disagreements ~

about whether you have been paid. o, e

.
-

Some businessés use a separate customer account form to keep a record
of how much credit a customer owes aqd a billing form to request pa;&entc v .
Be low ié an example of a customer billing form that R-W Electric sent to
a general contractor; the form indicates that partial payment on a sub-

contract to install electrical equipment and lighi{pg in a new fgctory’

A

has been received. . . / :
i CUSTOMER BILLING FORM -
Customer: ~Arbégast Coqﬁé%ctors .Work Gompleted 30’ :o" ’
1177 Elm ;I 7 As of Date: 3/31 .
Rosewooh X - ._Payment Due: 4/15 ‘
. s . e ., ®
, Billing Description of Amount Previous Percentage Remainder
Date .Service Charged Payment Payment . to be -] _
- Received Due . Billed -
3/31 Install lighting  $10,000 "0 3,000 7,000 N
and equipment ‘as ' . : .- .
per contract #1173 ) :
4/30 . Wovk completed -$3,000 7,000 0 .
‘ . _ Paid in Full as of
' °, Signéd: '

72
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Daily Cash Sheet

To 1list all the'money coming into and going out of the business in a
day you should fill out a daily cash sheed. This helps you catch errors : -

N

or missing money as quickly astossible.

To fill out a dafily cash sheet for your business you must first add
up all the cash sales (whether paid in cash or by check) you received '
that day.. Then you must add up all the payments received for prior work
fof which’ the customer still owed. These are called credit sales. Add—
ing cash sales aand credit sales gives you the total revenues for’your -

business in one day., '

On the other side of your daily cash sheet ‘you must’ 1ist.all the money
your business paid out for the day. These expenses may include salaries,

building or vehicle expenses, equipment and‘jpols, supplies bought, and
. o
expenses\li~7 insurance or advertising.

.

The daily cash sheet. for R-W Electric on June 18 is shown below.

-

<

DAILY CASH SHEET
K-W ELECTRIC
Date: ° June-18, 19XX

~

REVENUES : EXPENSES

" Cash Sales . 3,000 + Salaries
Credit Sales 3,000 ’ Buildﬁpg Expenses $ 100
' . . Tools and Equipment __200
Materials 450
Advertising 50
Vehicle Expenses 50

‘Other (¥nsurance)

. TOTKi.ﬁEVENUES 5,000 TOTAL EXPENSES _  $1,000

}




. - e

. . : «

On June 18 the total revenués‘for R-W Electric were $é,000 and total
eéxpenses were $1;000. The figures for each day might be:vefy different,
. however. Some days revenues were low 'and expenses wéré high. Some days
Jeff and Richard took in more than they paid out. Summing up their daily
cash sheets over a.ﬁonth, along with the record of the pefcentagé of
completion of each job; gave them a good idea of how their business was

doing.

The information on your daily records is periodicéiiy summarized and
organized into forms that show how the business is doing, such as a bal-
ance sheet and a profit/loss statement. You will learn about profit/loss
stateménts in the next unit. If you do éo into business for yourself, .

get the advice ,0of a bookkeeper or accountant about how to complete a
. balance sheet. . -

. -

4y r

»

Suﬁmqu . .

; 7 o

All small businesses must keep financial records to keep track of

.money coming in and going out. Good records help you write financiak
reports and make decisions about your Busiﬁess. If you accepé credit,

you need customer acééﬁnt forms and billing forms to record payments made‘

and amounts due. A daily cash sheet records the t%tal revenues and

s expenses for your business each day.

- . ) . . 2 .
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Learning Activities

B
-
. .
’ »
¥

Individual Activities

1.

AS
'3

List‘two reasons for keeping completé financial records 1if you have

your own electrical contracting busingss. oA

&

Complete the following'customer billjng form for Arbogast Contractors,

_ which subcontracted with R-W Electric to do the electrical installa-

tion for the new Diktastix factory. After the July 31 billing,
Arbogast paid Richard#and Jeff $l3009 for the 20 percent of the work

"that they had completed. By August 31, the wé:k was 50. percent com-

pleted, so they billed Arbogast for another 30 percent of the contract

cost.
‘ CUSTOMER BILLING FORM {
Customer: Arbogast Contractors ¢ " Work Completed:—507%
1177 Elm " As of Date: ' 8/31
Rosewood . ] Payment Due: 9/15 "
Billing {EscriptIBn of Amount Previous [Percentage |Remainde¥
- Date " Service - ~ Charged [Payment Payment to be
) ' Received Due anj Billed -
7/31 Electrical . . : -
Installation as{  $5,000 0 | 41,000 }| $4,000
per Contract _ L o N
#1344-G .
8/31 SAME ) ¢ $1,000
o ' i
} 2
# ’1
4
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3. 111 in a daily cash sheet for R-W Electric for August 31. On that
day Jeff and Richard received 3350 for ‘electrical supplies. They
also received the balance of $l 000 due on a job for'“Arbogast Con~

tractors. R-W Electric paid out $500 in salaries and $125 for a

’ printed ad. T . ' . Y
! : . 1
' R s DAILY CASH SHEET .
R-W ELECTRIC
f Date: “Aug. 31, 19XX h
REVENUES . 7« EXPENSES
Cash Sales ; Salaries B o
Credit Sales _ > ) Building Expenses ]
‘ Tools and Equipment ¢
) "Materials i
. . Advertising ‘ ,ﬂ
;* . . . Vehicle Expenses -
\ , Other P
" | . TOTAL REVENUES L TOTAL EXPENSES '
. . -y ,
- . !

Discussion Question

. Discuss the eonditions under. which you wOuld try to get customers to \\1

pay in cash for building or repair services andfthe conditions under which

- 0'“-

you would give credit. . - ) . .
L]

- , St

Gréup Activity
Make a Iist of the types of business decisions Jeff and Richard might

‘make fDr when they would need ‘information from [financial records. Group

) them as to whether they are wise decisions when the business is "In the ]

black" (doing well) or when it is "in the red". (losing money) .

e
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UNIT 9+

.
3

»

Keeping Your Business Successful

> . .
’

Goal: To help you learn how g construction electrician
business can stay success@@l.

-

4

Determine the net profit, profit

> : ratio, and expense ratio for-a.construction®

. Objective 2:\

bje&tivé 3:

elgctrician business. . . .

&
-

State one way to increase profits.

State one way a construction electri-

' cian business can be changed to increase sales.

Aruitoxt provided by Eic:
:
.,

<

Ay

L~
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. RICHARD AND JEFF MAKE THEIR BUSINES%_MORE SUCCESSFUL

- . - ‘
.

° A4 ° -

;2 R-W Electric was now two years old. Saturday pight
chard and Jeff had a party at the shop to celebrate.

’ Bright and early the next day they had a meeting with thelr
accountant, Tom. . et

"Here is your profit/loss statement for the fiirst two
years of your business,'" Tom said, covering a yawn," '"Your
net profit went up about 50% from Year 1 to Year 2., You’
rhave to split the profit in half, though. ~It still means

a low salary for you two." . )

" Richard and Jeff were pleased with”their profit increase.
But.they had wanted ‘more growth in total revenues than they
had gotten.

b, Y “This year 1'd like to top two hundred thousand in total

revenues, " ‘Richard said. Jeff agreed. "Now, how are we
going to do 1t?" ‘

i,
i Richard and Jeff looked at some of the other financial
breakdowns Tom had prepared. , They found that 10% of their
revenues came from supply sales and&90% came fromeeldctri-,
~ cal ‘subcontracting. ’ :

<

Then 'they compared the'profit ratio. for sales and sub-
contWact work. “We make almost 30% profit on selling sup-
plies and onl%gabvht 19% on subcontract work," Jeff noted.

The partnens agreed’ that they could make their business
more successful in.two ways. First, they would expand their
: ‘supply sales business. Second, they would raise their labor
: prices. for electrical subcontracting. : o -

‘'Who knows, Tom? If we make enough money next year, .
maybe 'we can even pay you a little more,"” Richard and Jeff
-joked. Tom said he’d be very happy if they could increase

o thelr revenues while keeping their profits high. '

. K [ . [
2

» ~

. @ “ ~ . =
' 81 78 -
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Keeping Your Business Successful

How to Measure Financial Success

-~

‘To figure®out the financial success of your business you can compare

revenues, cost of goods sold, and expenses over time.

You can also

cofipare net profits and profit and-expenée ratios from year to year.

a

The two-year profit/losg,statement for Rithard and Jeff's electrical

business 1s shown below. .

. TWO-YEAR PROFIT/LOSS STATEMENT FOR
, R-W ELECTRIC
i Year 1 Year b
$ A . $0 %
Revenues o .
Electrical Services $81,000 $108,000
. Electrical Supplies 9,000 . 12,000
, - TOTAL 490,000 1007 | $120,000 100%
Cist of Goods Sold ) 47,700  53% | 63,600 537
.Grogs Profit L $42,300 $ 56,400
% < ] 4 ‘ '
Expenses  *  ° - ‘ .
¥ " Salaries: $127000 $ 16,400
] ., Rent & Utiliries 8,500 8,800
Advertising 1,000 1,200 -
oftice Supplies 800 ¢ 1,000
Transporgation Costs 1,500 2,000
- 1 other 3,200 4,200
- ‘ -« TOT ) . |$27,000 30z | § 33,600  28%
- : - \ | . .
Net Profit N $15,300 17% | $ 22,800 ° 19%
: ¢ . 82
. .
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. .The figures in this &tatemeﬂﬁ provide some very important infoniation'
‘ " about the success of R~W Eleet'rJ::c.

. N .
i i

.
Net Ersfit %or each yéar&is found by subtracting tota; gxﬁensss from

gross profit. Was $15,300 a gbod_progid for R-W Electric's first year?

_ One way to answer this question is to ask, "Will this meet the needscof
" the owners?" In this case, the-profit is quite low. Many businesses do

\\ not make much profit in the first year, ﬁogever. Another way to answer
. this question #§ to cémpare the net préfit to the total revenues Richard

and Jeff took in. Then you can see what percentage of revendes they kepty

N

.
5 -
[
I
i
:.

ds profit. This percentage

-~

is called the profit ratio.
/

The profit ratio for R-W Elects}é);s found by'dividing each year's
net profit by total revenues for that year. For Ye;r 1, $15,300 divided
by $90,000 is .17, or 17%. For Year 2, $22,800 divided by $120,00 is
.19, or 19%. fhese r;tios are sigilar to those of other electrical con-
tracting businesses.

l\ .

Y

The expense ratio is the percentage of revenues that.a business pays

out again as expenses.' The expense ratio for R-W Electric was 30% for
the first year and 28% for the second year. So R-W Electric's profit
ratio went from Year 1 to Year 2 as the,expenée ratio went down. This

a%so suggests Richard and Jeff are doing well.

-
e

In spite of the profit growth, though, Richard and Jeff were not sat- ‘

isfied. Why? Because even with ; éood profit ratio, their total revenues

‘were not high enough to bring them a good profit.
Many business owners have a goal to~Qake their business grow a certain
amount ‘each year or to do a certain level business. - Richard and Jeff's !
" goal is to earn at least $200,000 in their third year of business. . To R
‘ . . .

reach this goal they need to make some changesfin their busine§s¢
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© 77 .\ How to Make' Your Business More Successful :
. In order- to increase revenues in an electrical construction business .
you can: . ..
i

® increase sales by providing ‘more goods or services to_customers;
1] A .

or . - . . .

B

e raise prices by charging more for your services.

. -
, ’ T
1f you want to raise your profits, you can also:

. (ol

e “keep operating expenses low; or
¢ o

v o pick(your Jobs carefully, avoiding. jobs on which you cannot make

a fair profit. i .

To increase’eales ydu may nheed to do more advertising or hire more
worhere. You may also need to change or add to the services you ‘of fer.
Richard and Jeff found that they were making more profit selling supplies
thén subcontfacting construction work. ,Soithey’decided to expand-their
_— . subply sales business. Ihey will prohably also need to expand their sub-
contracting work to reach their revenue goal for Year 5. ‘ -

¢ M . l
N B
4 & E ~ .

v -~
/

Raising prices, is a"way of keeping more of your revenues as profit\
., Richard and Jeff planned to raise théir contracting price by increasing
their labor rate. Because they had a reputation for good work, they felt
. there'would still be a ‘demand’ for their services. They decided to pay .
close attention to their financial records after they raised their prices.

If business began to drop, they might have to try something different.

-
s,
K3 - . -

4

> Sometimes you can reduce your expenses by.cutting office costs. For

' ‘ - example, you can make fewer copies of forms or use fewer secretgrial sep- . .

o

. vices. You may glso be able to cut costs for'materials., Avoiding waste

of'ﬁaterials is one way to keep these costs down.
¢ . . - R Q‘ . [ /"
. . There are many:ways to cut costs in busineSS. Each idéa may save you C

*

¢ only a litt;h, but together they can make a real differefice: : ‘ }'

. . B
, ‘ -
‘o ' - B [N - ' . e . "
) L ! . ¢ . . . LT
Lo : ’ . : . - . : -
. R v R P )
. R ' Loy ' R b - .
“ .
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- Another way to reduce expensep is to avoid jobs that you think may be o =

“losers.” Sometimes electrical contractors take on joE; that are too

- large for their business to handle. Or a job may be very hard to do. In

. . . . - .
the contract cohstruction business,+it is very important(g;miggzﬁz?ur own
limits. Successful contractors pick their jobs wisely. Some s cost -’ L;—') .
R ¢ . . - v
more than they are worth, both in money and in headaches.
. ) ) . . . ) (a

v

Getting Information to ChénggAYour Business ’ .-
: . 4 ' . ' ’ >

. ” .~

.. Small business owners must be aware of the world around, them to.stay -

successful. | Besides watdhing_thei;‘own profit, they should look for new
| products and serdices for which there is growing demand or, in other

D ’ ~ . “ /
words, a good market. o =
. . 4 . ’ L

.

- . -
. , < .
&

Richard and Jeff knew that electrical supply was a growiné market.

‘.‘/rEﬁéy read"the‘paperi’and talked to people about the decreased amouﬂt.of

,new home constrtuction and the increased amount of "do-it-yourself” heme
- repairs. They also read about a steady demand for commercial econstruc— .
tion at higher prices. Based on this information, they &ecidgd to expand

~

their supply business to homeowhers and raise their labor price to be in | -
line with o;her'prices. Léke other small businesses that succeed, R-W
Electric changed as the world around it.qhanggd.

-
e 3 ~ . - .
B » -
. r
v
. N s N s
. A
’

Profit and Personal'Satisfactioﬂ

'
:\’5 ] iy . » 5 ‘ ¢ .
- S . - b
- Wh eople go into business for themselves, they often expect to >
make more money than if they worked for someone else. Sometimes they .
do. /But many shall business owners'make less mondy on thef¥ own. ' - ﬂ
o ot L/ .- * ‘ . -

k4 . : - .~ ‘ ,’ ,0
Many people need to make a certain amoﬁht of money before they feel }_.‘:

" happy. with their success. On the other hand, saome small biginess owners’

A
¢

consider personaLJsattﬁﬁfébion more impd;tant than ﬁrqﬁit: _As long'as J//; e

they have enough to kegp! going, bhéy prefer t Qork:@pf thems'efve,s.;k

4
.

- ' -

C - - ) ’ | | )E;zz.t.;&

4
e
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Some people who start?tﬁgir own businesses find that the 1oné hours -
and ektra worries are not worth'it, even if‘they make a good profit. But
many small business owners.find that: they really e¢hjoy the freedom and

challenge of being their own boss.’ Tﬁey wouldn't go back to being an

« -

enployee,

"no matfer what."

Smak1 business owners usually look at success in terms of person£1

sablsfaction as well as ‘profit.

lets you see whether your business is successful.

you need to increase revenues, de

your products or services.

Comparing yearly profit/loss statements

tfeése expenses, or change or improve

N

Tp keep it’ successful,

. N
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: 1‘ Learning Activities : e "
. \ . ' . ‘ o

.

Individual Activities . .

~

A -

. « [}

l. List two ratios you can calculate Efom a profit/loss statement and

explain what each one tells you. - ) l . 5

.
’ .

A 4

-

2. List three ways to increase the profits of an electrical: contracting

- -

business.

3. Coumplete the two-year profff/loss statement belowafof Waramatsu Elec-

trical Contractors, Inc. \ .

/ . * _ ' <

TWO-YEAR PROFIT/LOSS STATEMENT

Waramatsu Electrical Contractors, Inc.

Cost of Goods

Gross Profit
Ex ses -
Net Profit

o

Sold

50,000 °5o%
$.50,000

$ 30,000 %

$ %

75,000  50%

$ 75,000 .
$ 45,000 %
$ - T %

. Year } Year 2
I S A STERAN §
. ¢ . '
. ReVenues. $100,000 100% | $150,000 100%

£34
pas

4  year.

+

4. Calculate the profit ratio and expense ratio for Waramatsu for each

Is the business staying successful?

.

A

5% }1st two ways an electrical contractor can keep down .office expenses

to increase pfdfifs;

[ - [

»
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Discussion Questions

)

LY

1.’ If you were trained as a e°n§truction electrician and begam your own ’

electrical contracting business, would you be more concérnéﬁ'with

profit or personal satisfaction?
sty .

? @ +

2.
‘““”*beycnd—aﬁcertatn“teve1"“*Can you give soune

3

e

€480

¢
Some electricians or contractors do not want to increase their gsales

g for this?

.-

Discuss the reaspns why -sales for an electrical contracting business
_might go. down. - .. . T
. . .
.-_\ \ . , . -a
Group Activity : . ©T
LN 4K 2 : . -
. ., T . v, . .
Invite a successful construction electrician business owner,in your . .

town to come speak to you

vclass. Make up a list of questions ahead of

time to ask your guest.

The following are sample questions.

Why did you start

our busingss?

~

Wha$ kinds of tasks do you do as a businer'owner?
What special abilities hust a good small business owner have?

“How do you judge the success of your business?

What changes have you made in your business to make it more.

" guccessful?

vt
/

t
<

LN
-




'This module has .described the types of sﬁhll businesses

you can o;Fn with a background as a construction electrician.

2

Such businesses may involve electrical installation, repairs,

or maintefance in new or remodeled residential or commercial *

They may also involve the sale of electfical sup-

- q’
. . e-

If you have experience in the electrical construction

buildings.
plies'orJEquipment.

trades, good mapagerial skills, and the personal qualities

tnat make for success, you might consider epening yaifr ownt

business as an electrician or electrical contractor.

-

. .

Starting a busine$s§takes careful planning and enough
money to pay all your expenses. You must be wellaggganized’

to handle ﬂhe many tasks of running a business. Good money

management is also a,must.. ‘ - . ) R

—
’ 3

B -~

s
]p order to own and operate a successful business you

need training and experience. You should take 8ourses and‘*
get on—the-job experience as a construction electrician. You
can'learn business skills through classes, reading, experi-..

ence, and uging the advice of people who have succeeded in -
busigess. T ‘ .

" 3 3 3
. ! - “. i .

Many small business'owners do not make a lot of monéy.

s But they ‘have thé persaqnal s;tisfaction of using all theiv

skills and making their own decisions. ¥ou’ must decide for .

yourself how important these factors are for you. Perhaps °
starting a small business based on" a background as a con—

struction electrician~will bg a good ‘careér choice for you.

. - * . . . 5 o
. : o v 86 - »
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;1. An glectrica[i contractor who .opens a business needs to )
know the basics of ) i : . P
. ) ] - ; )
£, PO ¢ a. home rental. >
b 1b. construction. ~ ‘ ‘ . ; N
. . c. real estate. , . . - .
- . . . - . .
2. E ’ ~de reﬁi’l selling. )
. o ' :
. ’ (‘ R . . * ‘ L
. el 2 .
*2. An electrical contractor needs to ‘be able to read
a. foreign languages. ) -
. . b. 1license plates. L
c. blueprints. . c
Y ad" want ads.: .
‘ . «3. In order to Eombete as a construction electrician in busi-
L .+ ness for yourself you should o
- ° P - - \
a. work qf\ly on remodeling jobs.,
b. work onl'y on new cons.truction jd{s,(;_ .
o ¥ N \ -,
< i c. offer services that are in demand. ' *
. . : d.” work only’ for contractors. ' . ., IR
. 3 .
) . o To get a'contractor's' license you must f. ! ) i
.« a. pass an exam. ‘ T oL ' a
. © bt -maké a certain amount 1n yea'rly ‘revenues. R . -
) : . . . N
* 8. ',_; c. take a contrg\cting qourse. o o - '
“ . - 'c o ' ’ ’ ol .
e - . - d. Ccompléte severalﬁ,uildfngs. ' -
. “- + 5. Most of a construction electrician's work ié"donq : N -
. ’ . a. a't home. v < ' _ -
- v “*, . b. at t!he job site. . - . : )
- . ° : ) .2 S PR . -
. . * ¢y inan office. s ) ‘ ) . cO
. ‘ . ) d. -in a vehicle. ° ’ : : .
'v 3 | 4 Iy . N - R d
A3 ) " - . .

4 “ . < . * » -
| %, P A , o 4
[mc S L R -1 | Y A

E .
J‘ — % T .- I NN - . A . s '
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o 6. Which of these areas is best for loCating an electrical
contracting” business specializing in electrical work for
.- a remodeled home's? to-
- ! .{!. A ruraJ. area .- ‘ LN
, _ tb. A-large, old city
! c. A'newly incorporated.citf - N
- 4+ An area_’o,f_high::ent_apax:tments
. ) )
7. A.business descriptign is most important to help a.con-
; ) structionoelectrieianrh > .
a. attract customers. l v
b. advertise. )
. - c. ' get a loan. ., JV ) T .
. S d. bny gfpplies on credit.- : . ¢
L . ‘
8. "Money on hand" for starting a business may, include
' N a. a pank loan. , - : :
’ b. inventorx. . B f ..
- c. personal savings. o o7
| ) d. 1insurance. 1 . . ) Ve .
l 9. Hiring a bookkeeper means that the construction electrir.
','; cian who owns the business L i f )
’ . & does not understand money matters.’
- b. wants help in keeping good financial records.
- ) Ce will not haye to keep traek of expenses. )
’ u d.- 1is more intérested if profit than in electrica} work.
E ’ . 10. What 18 the bestnway to*find:out.wnether:a person &op
- o —_ " might hire has good electrician skills? A 2
l;“f . a. Watch' ﬁhe person do some electrical workb \\\ .
v o S b. Talk to the perSon 8. vocatinnal education teacher. .
ﬁf”“?w" T e Ask - ‘to see the person s high school transcript {
¥ , .d. Ask the person to describe his or her experience.
=/ - o




»

4.
1

» , . ) . . . j

11. List two ways you could, help train a new employee to

install wiring dn a factory.
a. .
bo * -

‘. .

’

12. ‘List twos amounts that are recorded on a work order in a
— -

k2

».4

;;E RIC

JAruitoxt Provided G

Pe

cqonstruction electrician business. s
a. . . ~ . I

b } coe, .
13. The most important thing to keep in ﬁind when electrical
business owners make up their own schedule is ’
a. the amount of profit they want,
. b. what their employees prefex. C )
c.' the importanoe of each task: ’

. <
d. what they enjoy most.

14, LisF two factors that affect the price of an electrical

copstruction service. .
.an - » o . a
s PG F

bo.' - . . ’ : N 2 (S

A L T

.

15.’,A Yellow Pages ad is a gqod way- for a construction elec-
trician to - - . ) . fg . v -

aw _ attract new customers. . . .
) b. "announce special sales.

Ce. -raise‘prices. .

d. advertise free. " B

- . L . .

s 4 ”

« .

oz -
l6. Printing your contractor' 8 license~number on,yout business

' 4~fforms probably appeals most to your customers need for

.
‘\ -

. a. pride or status.’ “ _ . .

. v

. sgonomy . N . -
c. comfort. : L
A ) 3 N x .
d. security. . ‘ ' . f.
. . . . « . o. .o
. ’ '

L 1 ¢ :
. .- » : - -§\C
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. ’ * . ’ ” ' e // ‘ . 3
- - - 17. A good way to gell your electrical services is to . o
. ' B . .7 ¢
‘e _ a. treat c'{stomers well., - : . . L.
— _ b. lower quality. _ ) e . . . '
’ .c. do any job fhat.a customer requests. ' A
-‘ " . ' d.‘ -hire more emp\lo;ge\ . o ) » N « cr ce
_ 1 A Pustomer_billing_fm—is_used_when_the_qusj:omer o '
\L . ' a.’ gives you a downpayment. ' Nl S Lo » o
i c b. pdys on credit. - IR - 2 ) ’ ’
. ' ‘ * ’( -
c. pays in cash. ’ ' . ’ "
. y e ® . . ‘ - . ‘
LI d. getg a discount. ® ’ L © 3 * o, .
\ ‘ : . - g )
o, - p - . ' Ve
7. 19. A daily cash sbeet for a qonstruction electrician business" '
" .~ shows the ) S / . -
/" a. amount of profit, . o o T <
. . ‘ ' 7 - ' o °
bs. -outstanding debts. _ : < T L ‘
N » - : . . ]
. c. monthly rent. S . ’ ‘ :
«© d. cash sales. o C - y .
* 2. ' - ] H’ - o
) 20. Taking the difference between gross profﬁ: and expenses - ‘ .t
.. ' for the year gives you the - . < L "Y ®
© o a. profit ratios . - . . TR S o
. b. expected profit. . o .- N . - T
¥ ..c. net profit. P ' g - ' - .
d. «expense¢’ watio. . .o SR )
& . ‘o!:— - . & : Q °
] . Y . Vv e . .
. 21. List two ways to increase profits for an electfical - . .
. X . bUSiness. . " N A e P f . ’ ,a . ~—
r' - P . s ; - R * .
- ‘13, - . . ‘\_ .- " .
jbo L - R \
, E N . - ‘ -~
- .- ¢ ~ . i
- 2 B ] .
o 32 A gaood way to increade sales fovr an electrical business ’
‘ Y - ‘ -
s o, is to . : ) i 7
‘ N "a. find a cheaper stippliel'. ) \
A ' ' . . -, LR
) + b. remodel your‘ office. . t. . Y : : -
' - Ce g jl new products. - ) , - — . "
. s d. 1 services for which competltion, is high. e s .
fLe, ’ ' . LA 4 -~ B
. g 94 . o,
Q" s @031981:791-797/313 .. o A 90 . -
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o
Y
‘ Entrepre}\eugsnﬁ Traininzg Conmponents Y
- a [ VY - i . -
R Vocational Discxplxne/.a Module Number and Title )
> i . . - 3
. General Module 1. - Getting Down to Business: What's It All About?
. -~ 4 - I -

! Agriculrure Module 2 - Farm Equfpmént rRepair N

{ . Module 3 =~ Tree Ser‘v}ce . . AN

' Module 4 =~ Garden Center
N ’ - Module 5 - Fertilizer and Pesticide Service
R /' N r Module 6 - Dairy Farming » .

Marketing and Module
. Distrisuzion

7 - Apparel Store '
Module 8 =~ Specidlty Food Storé
. . < Module 9 -~ Travel Agency
- i Module 10 - Bicyvle Store '
. ’ Module 1

Module 1}

- Flowér and Plant Store
<t
- Bus:iness and Personal Service

- . . ) . Module 13 - Innkeeping .

- / Healtn . Module l4 - Nursing Service -~
[ . g
L X ) Yodule 15 - Wheelchair Transportation Service

. . ' . . .. Module 16 - Health Spa .

Bu.s;ness an‘@ Mocule 17 - Answering Service ' .

Office ’ .

Module 18 - Secretarial Service T . “

. ‘e

: T . Module 19 - Bookkeeping Service
‘ Module 20 - Software Design Company

. . . Module

‘ Occup.a:‘lonal dule 22 - Restaurant Business ?
- . - Home Econamics y
» .Wtule 23 - Day Care Center -

M J . -
*\ . Module 24 - Housecleaning.Service
. . —_—

[ Module 25 - -Sewing Service

l - Word Processing Service

N ) - Module 26 -~ Home Attencant Sérvice ¢ - ’

. e | '
Technical ¢ JModule 27 - Guarg Service
Module 28 - Pest Contrgl Service -
L4 ﬁodule 29 - Energy Specfalist Servxce&m.

Trades ang . Module 30 - Hatr Styling “Shop . L .
' fndusery ¢ Module 31 - Auto Repafr Shop & . .
: .. Module 37 - Welding Shsiness N - p‘a ' ’
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