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: OVERVIEW _

- The purpose of these Getting Down to Business modules is to provide
high school students in vocational classes with an introductidn to the
career option of small business ownership and to the management skills
necessary for successful operation of a small pusiness. Developed under
contract to the Office of Vocational and Adult Education, U.S. Department
of Educatidn, the materials are desigped to acquaint_a variety of voca-
tiondl students with entrepteneurship opportunities and to help reduce the
high failure rate of small businesses. o e

’

As the students become familiar with the rewards and demands of $mall
business ownership, they will be able to make more informed decisions
regarding their own inte;Esﬁ in this career possibility. It is hoped

that, as a result of using these materials, some students will enter small
business ownership more prepared for its ‘challenges. Others will décide
that entrepreneurship is not well suited to their abilities afid interests,
and they will pursue other career paths. Both decisions are valid. The
materials will encoyrage students to choose what is best for them.

These Getting Down to Bisiness modules .are designed to be inserted
into ongoing high school vocational programs in the seven vocational dis-

'/ciplines-—Agriculture, Distributive Education, Occupational Home Econom-

ics, Business and Office, Trades and Industry, Technical, and Health. »
They will serve as a brief suppilement to the technical instruction of
vocational courses, which prepare students well for being competent

emp loyees but which generally do not equip them with skills related to
small business ownership. The modules are se¥f-contained and require a
minimum of outside training and preparation on’the part of instructors.
Needed outside resources include only those types of matérials available
to, all students, such as telephone directories, newspapers, and city maps.
No gspecial texts or reference materials are required. For further optional
reading by instructors, additional references are listed at the end ofﬁﬁhe
Teacher Guide. An annotated Resource -Guide describing esTecially valuable

entrepreneurship-related materials is also available.

-
%

The purpose of this module is to give students some idea of what;it
is like to own and operate a plumbing pusiness. . Students will have:an
opportunity to make the same decisions that the owner of a small plumbing
business makes. While the module is not a complete "how-to” manual, the.

. tndividual act{¥ities will provide your ¢lass with the chance to do many
of the planning and daily activities that small business owners do.

Today, owners of small bisinesses flace a multitude of problems——-some

"minor, some that threaten their véry existence. These problems reflect
the constant changes that our society 1s-going 'through--economic, cultural,
. and technical. While "this module cannot hope to address itself to.all of
them, the discussion questions at the end of each unit are ‘designed to give
your class the opportunity to discuss them and develop, on a hypothetical

basis, solutions for themselves. R
A .
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" The purpose of these Getting Down to Business modules is to provide
high school studeants in vocational classes with an introducticn to the
career option of small business ownership and to the management skills -
necessary for successful operation of a small pusiness. Developed under
contract to the Office of Vocational and Adult Education, U.S. Department
of Education, the materials are desigfed to acquaint a variety of voca-
tiondl students with entrepreneurship qpportunigies and to help reduce the
high failure rate of small businesses. . - *

“ ‘
: As the students g;come familiar with the rewards and demands of Small _
business ownership, they will be able to make more informed decisions .

. regarding their own interest" ih this career possibility. It is hoped
that, as a result of using thgse.materials, some students will enter small
business ownership more prepared for its challenges. Others will d&cide -t
that entrepreneurship is not well suited to their abilities afid interests,
and they will pursue other career paths. Both decisions are valid. The
materials will encoyrage students to choose what is best for them.
These Getting Down to Bisiness modules ,are designed to be inserted
J;into ongoing high 'school vocational programs in the seven vocational dis-
ciplines—--Agriculture, Distributive Education, Occupational Home Econom- .
ics, Business and Office, Trades and Industry, Technical, and Health.
They will serve as a brief supplement to the technical instruction of S
vocational courses, which prepare students well for being competent
employees but which generally do not.equip them with skills related to
small business ownership. The modules are se¥f-contained and require a
.-* minimum of outside training and preparation on the part of instructors.
Needed outside resources include only those types.of matérials available
to, all students, such as telephone directories, newspapers, and city maps.
No special texts or reference materials are required. For further optjonal
reading by instructors, additional references are listed at the end ofkﬁhe .
Teacher Guide. An annotated Resource -Guide describing especially valuaBle
entrepreneurship-related materials is also available. T .
, ‘ ~rr
The purpose of this mbduie_is to give students some idea of what, it .
is like to own and gperate a plumbing pusiness. Students will have:an
opportunity to make the same decisions that the owner of a small plumbing
business makes. While the module is not a complete "how-to"” manual, the,
« individaal actiﬁities will provide your é¢lass with the chance to do many
of the.planning and daily activities that small business owners do. .

"

Today; owners of small businesses face a multitude of problems—-some
"minor, some that threaten their véry existence. These problems reflect
the constant changes that our society is-going through--econémic, cultural,
. and technical. While 'this module cannot hope to address itself to.all of
then, ﬁhg'discussién-questipns at the end of each unit are designed to give
yphr class the opportunity to discuss them and develop, on a hypohhetical

bas'is, soluqiohs-for themselves. N a R
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. ' You may want to present this module after completing Module 1, Getting
Down ;z! Business: What's It All About? Module 1 is a l6-hour program ‘
C . covering a more in-depth approach to owning -any small business. The terms - d
’ \\ introduced in Module 1l are used in this module with a restatement of their

definitions. Also, the forms used are the same, .with some minor changes
to fit a“plumbing busines$ specifically. Module 1 provides an introduc-
t ion _go bwning'.a small business in addition to some skills and activities °

. " that, due’td their general nature, are not’ covered 4n.this modyle.
A - s " Content Organization '
* -

'
, ' ) ¢ *

Each unit of the module contains the following:
- -t . ~ 't
- . [ M ’

D 1. Divider Page——a page listing the unit's goal and objectives.
! . 2. Case Studz——an account of. 2 plumbing business owner for a more inti-= .- IS
.- ,mate view of owning this type of business. . (‘ .

3. Text--three to four pages outlining business management pr1nciples

introduced in the case study.

. - > ¢ . Lo
4. LearningrActivities-—three‘separate settions, including:
ad Individdal Activities—-finding information given in the text or

o applying information in the text to new situations.
!

~ -

. : .b. " Distussion Quest-ions——considering broad issues intrdduced in the .
: M text; several different points of view shay be justifiable.

c. Group.Activity——taking part in a more creative and action—oriented
. ao;ivity;'some gctivities may focus on values clarification. '
. ] \ ) .

1+
]

s ~ ’ General Notes«on Use ‘of the Module’

.
.

Instructional. Each’/nit = 1 class period; total class periods ='9 —
. " Tinme: . Introduction, quiz, summary . =-1 “
' .o . Total instructional time = 10 class periods ' -
The case study and text are central to the program s content and are
based ,on the instructional oBjectives.dppearing in the last sectioh of this
‘ Guide. Learning activities are also linked to these qbjectives. You will .
probably not have time, however,d;%ﬁlhtroduce all the learnxti activities

- in each unit. Instead, you will t toﬁigiect these that appear -most , .

-

related to course objectives, are most intresting to an appropriate for
) y ~your students, and are best suited to yofr partitular classroom setting.
R ' Certaln learning activities may require extra classroom time and may be
- - . used as supplementary activitigs if desired. :' ' . »
vBefore presenting the module to the ciass, you should review both the
Student and Teacher Guides and formulate your own personal instructional '
approach. Depending on the nature of your classroom setting and-the stu-"’
. . dents' abilities, you may want to present the caggrstudy and text’ by
. instructional means that do not rely- on students’ ading—-for example, ‘&

-

-

W ’ . :




.through a- lecture/question-anSWer format. Case studies ana certain

learning activities may be presented as skits or role-playing situations.
No part{cular section Of the module is designatqg as homework but
you may wish to assign certain portions of the.module to be completed ‘dut
of class.” You may want students to read the case study aad text in pre-
paration for discussion-in the next class period, or you may want them to
review the material at home after the class discussion. You may also
prefer that gstudents read the material in class.’ Similarly,.individual
activities may be.completed in cl r for homework. Discussion ‘ques- '
tions and group activities are spedially intended for .classroom use,
although some outside preparation by students may also be needed {for
example, in _the case of visiting a small business ‘and interviewing the’
owner). ’

-

- ' bR ‘
"Methods that enhance gtudent interest in the material and that empha-
size student participation ghould be used as much as possible. Do’ not
seek to cover material exh stively, but view the course as a brief intro-
ducgtion to entrepreneurship skills. (Assume that students will obtain
more job training and businéss experience before launching an-entrepre-
neurial career.)

3

The quiz may be used as a formﬁl evaluation of student learning er as

. a self-assessment tool for students. Answers to learning activities and

the quiz are provided in a later section of this guide.
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SUGGESTED STEPS FOR MODULE USE
o .

N ~

Introduction (15 minutes, or integrate within first hour of Unit l)
o //‘—\..
[y
’ I. In introddcing this module, you will want-to find out what stu-
) dents already know about the plumbing bpsiness. Points to cover

include: . ) . .

. Discuss the’need for plumbing’ services in your local area.
’ Ask students, What services are needeld? Who needs them?

. Ask students if they have had plumbers come to their home or
< * apartment to do repair work. Have students describe what the
) plumbers did..

. . { !
[ I Ask students if they know of :anyone: who operates his or ‘her
// 6wh plumbing business. Have the students describe what the
owner does.’ . .
© II. Qiscuss~§mall businesses briefly. Over 90% of all businesses‘in

~ the United States are small businesses. In this module we will be'

dealing with very small businesses, meaning a self-employed owner
.- working. alone or with one to four® emp loyees.- Often small busi-
nesses are owned and run by members of a family.

-
—

III. Discuss the purposes.of the module: ..
¢ ' To increase studentst awareness of small business ownership as
a career option. T

e To acquaint studenss with the skills and personal qualities
. plumbing business ownérs need to succeed. .
' 2 S - .
) ¢ To acquaint students with the Wind of "work’'small business
, owners do in additidn to’ using theirfvocational skills.

. . *e To expose students t}'the advantages and disadvantages of
| small business ownership.

-~

1V. Emphasize that' if students think they lack management aptitudes,

< some abilities can be developed. . If students "turn on” to the .
idea of small business ownership, they.can.work at acquiring
abilities_ they don't have. , - C

’
I

Also, students who work through this module will have gained valuable
- insights into héw and why businéss decisions age made. Even_if they later
choose careers as emgﬁoyees, they will be better equipped to help the .-
business succeed because of their understanding.

4
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Unit 1 - Plaﬁhing_a'Plumhing'Bus&ness (1 class, period) - I . ’

« I. Case Study: Walt Powell ig starting a small_pluhbing Business.
‘ ' ‘ He has .an appropriate background, knows what service * ¢
. . ) ' he will provide, ‘and is ready to learn~what he needs - .
’ . to know. . . . .
-— _‘,,‘.-‘_,. - ) . .~ ~ - — . -
.Jext: Services, Customers, and Competition- °* o i
. ) Personal Qualities " > ' -
h ", How to Compete Successfully ) : . ’
. : Legal Requirements ) ST ;-
" II. Responses to Individual Activities SN £ . ’

vl . 1. Typical services will fneldde: new construction, remodeling, \
cleaning drains and lines; servicing septic tadks; repairing
, ‘sinks, toilets,’ tubs, showers, diSposals, water heaters, -and-
- dishwashers, selling parts.

oo . 2. Cu@tomers: residential property owners,»apartmentqnan@gers,‘
. © Co ercial/industrial property owners or managers. ' ¢
' ) 3. Special services, specialties, or strengths might include:

'2+—hour service; radio’dispatched trucks; no extra charge for
overtimé; electric- sewer and drain cleaning, copper re-pipe .
) work; 'undergraund water pipes, etc. . ‘. n
b All five qualities are desirable. "Emphasize that if they do
‘ AN not have these qualities, they can do things,to develop them. .

~ 5. €heck if‘the list of reqoirements is clear.
y ) .

IIT. Responses'to Discdssion Questions ' : ¢ - ’
LW - .

1. Point out that what is an advant age for one person_ma& be a
’ ‘ . disadvantage for ‘so else. For example, one person may
/ T ) like making 4 lot of decIsjons, while someone’ elge would not. -

e more money, not havillg a boss, '
he challenge, etc. N -

A . Possible advantages: may m
‘ moré control over- the wark,

~ - DI S

Possible disadvantgges., risk of losing money, too much work,
- too many decisions and worries

- -

2. The list of users will depend on your particular area.

“* Examples include: homes, apartments, mobile homes, schools,
churches, "stores, restaurarts, office builddngs, factories,
building contractors, etc. . '

. . . " ’ [
b4 .-

3. Walt Powell does have a.good background for gtarting a busi-

. ness. He has gkills ‘of ‘the frade and also has an iaterest in
and some knowledge of business. Additional sources of inforg °
mat ion might. include a trfade:associatjon, business classes, a

.
N
R .
. — N - ) ’
<
e _— B . . ~ )
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friend who runs a business,.a lawyer, an accountant, a banker, '
tfe Small Business Administration, teachers, etc. '

™~
- 0

. IV, Group Activity o b \

>

» The purpose of this activity.is to prepare students for‘a
class visit by someone who operates a small plumbing bustness.
The visit can be made at any time while the students ate working

.on this module. The visit would be of most benefit toward the end
of the module, when the stddents have been exposed to most of the
Tssues involved. A good time woild be at the end of the modulé as
a final wrap-up activity. . . . ‘

-

) . . ) - -
Unit .2 - Choosing a Location (1 class period) f
’ - = )
1. Case . Study: Walt dectdes what area to serve and considers_what
his competition, is. He also sets up an office in his
home? T - .
Text: Customers ' o
Compet ition . }
Balance Between Customers-and Competition N
. " Personal Considerations ‘d“% ) -
belecting a Specific Location J/’ ¢
II. 'Re5ponses to Individual Activities:t': ‘ o : .
1. They should list both customers -rand competition. Specific °
résponses may include: population of the area; number of . y

competing businesses; servigeg offered by other businesses;
personal preference-—want 'to: work there; personal preference—- - -
family or friends; expected growth of town; income of the .o
area;” age.of houses; amount of new constructiod; prosperity of
industry in. the area L -
’ et N t e
2; A large firm might have a larger ad, offar more services, or
have mbre than one looation disted. A smaller business may
have a plain listing or have only a person's name listed.
s’ . .
}. Reasons could include: an indistrial area, near similar
*, businesses, nédar customers fclose to major, roads, low rent,

etc. ! ,
. Have students find the locatidns on the map. ’ ' .
5. Reasonable price for your 4drea. Desirabte features might :

include: shop, small offices, garage doors, near the free- . .
» Way, etc. J .

- .
b . Lot . ’
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Responses to Discussion Questions * ’ Lo -
LY T . ¢

.
(8 < .
% . e

° Y -, B -

1. Students should in¢lude need, such as. age of houses, and’
economic level. They should also Gonsider available ser-
vices. For ‘example, if new construction is.slow, there mayzbe
« a lot of competition for available‘jobs and lower prices.

-

= .

There is no right answer, Tite medium—sized town seems to . J

have more of a need, particularly in new construction, but it

also has more competition. Point out that there are advan-

tages and disadvantages to different situatiouns, "and some- .

times it is not clear what the best choice is.

The first. choice is at a,cheaper rate ,and has more space, but .
- the total rent per month highér S#here is no offéce,
" the low rate may reflect otBer undesirable features. . L

3.

Th; second choice has a lower monthly rent and has an office. °
The ‘rate is higher, which may reflect desirable fedturés. &t
is smaller than the contractor wanted but adequate for his }
immediate heeds. . ;o Y
The .contractor coudd visit the places and get more: informa- -
tion on the condjition of thekbuildings, appropriateness of..the ¢
space, and convenience of the .docation. He could also find
other listings to comp are these with. oL -
LS N . .
Point “cut that in businesér you often must dmake chojges in -
which you have to weigh the advantages and disadvantages and
there is‘no clear "best" choice." | . _ )
: . , » a . S
Grgup Agpivity B o,

and . ..

\

_—

.For repair - work

important factors would includé age of thF

houses, Eumber of houses™in the ‘area, and income level-.in the’ area.
/ .

For new construction, importart factors would-include grpwth -
trends, prosperity of local industry, 'local regulations on ton— -
struction, and general economic, conditions. '

- . . .
v N ~

Unit 3 - GettingAMoney to Start (1‘cla§s period) . < Coel

4 . {
.CweSumh

walt started 'out og a small budget.” He uged his own :-,,\
. savings and. borrowed money. from his father. He also
bor;owed money from a bank to pay for hig truck.
<

N

Infqormatdon to Get a 1usiness Loan i -~
Personal Background Informatton
Business Description . . AR

Financial Information, * .. ° N . ' ~

P Text: .
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. the role might be played differently.

suit.

Y

s B A Y

H . ' c . o
Responses to Individual Activities /. . ¢ >~y '
. ‘a., personal b \tground information . B ‘ .

b. description )f ‘the business - B . .
c. )

financial inﬁormation

\

-

The s&udent should ' include at least. one sentence on each of
the f%ilowing. -Vva , . . o
a. Halt-s experieqoe of 10 years as a plumber,
"Walt will prowfllé new construct ion plumbing for homes in*’ s
E&ston, a grow#ng .area :

ikﬁi‘will need. $Q5 000 in the first three months.

C. 2 He has
SbgOOO and waitk to borrow $10,000 for a truck. ‘ (
. g‘

3. The lisc could incl‘ e: salaries, benefits, rent, utilities, . : [&(
eqhipmeﬁt tools, pagts, supplies, trucks, gas, maintenance, . L4
advertfs.ing, licensef insurance, office equipment, office %/

. supplies,. answering s vice, interest {axes, etc. -

4. Walt probably should go ahead and start his business. One )
%ould expect Walt to spend more than he collects in the first i
three months due to start-up expenses. Students, should .
ment ion start-up apnd ongoing expenses in their answer.

5. Total Starting Expenses $44,000 .- -

Total %oney on Hand $34,000 ot
Total Loar Money Needed $10,000 : R '
L . @

. Y
Responses to Discussion Questions

:Group Activity . \ -

) - $

1. Advantagés of starting low. *less” risk, can see if there is
enough buginess, can try to keep things on a small,cale, keep o -
expenses low, etc. ,/r -

. Ry » .

2. sonditions .on the, loan might include interest time to pay ' *
back, and" some collateral. ) {

, e 5 ) .

3. Redsons for more invéntory may include: he_ledrned what ‘he v

needed, he needed ‘more parts and lost time on the job goihg to
Zet them, ‘he had more money, he would be able to service | .
customers better, etc. )

The role playing should ‘be done in a supportive atnosphere in
small groups of five to seven students. Do not have students
cOmment on other students' "performance."” Rather, have only the .
"students who participated share how they felt playing the role.
Then ask for otfher students to play the roles to demonstrate how - -

.

With regards to what to wear, the banker will be wearing a .
it isaut necessary for the loan applicant to wear a suit,

' .
:
.




. but c‘1ean, neat clothes will ‘certainly give a more favorable

.Q = . impression than d?rty work clothes. . . . ., .y
Lot SN N ) S . ]
- Unit % - Being in Charge (1 class periody - .. . . ) -
s ¢ . o T R - . e~
o \3\ I'. Case Study: Walt hires a helper.” Although he has his doubts, b -
Walt hires a wo'n-for the jo‘b. s .
v o Text: fasks ’ ) oo .
Choosing Workers ’ W .
. Y Keeping People Happy . - o’ : |
\ 0 ! &
» . R @
M. Responses to Individual Activities o i .
. - P . . : A
: o 1.-c : o Lo ' Co
g : 2. a’ B - . v . ‘
, r3 a,
A 3 . : l{o’ b_ ) 4
8 R * . ) « . ) N ‘
. . 2. Students should report their findings to you. Try to deter-
mine if the students increbsed their knowledge df basic union
procedures and requirements. 4 ' ' . )
. . ' ' . o . ' .. |
) * 3. Students should .bring in" job listings.é} : . . e
‘ 4. b, possibly c, not».,av., . . . ' . i )
) 5. Three'of these: ﬂgood pay and benefits, clear policies, clear ’ .
*. directions, appropriate training, good personal relations. - .-
IIIL. Responses to Discussion Questions . T -
. . hd & 1
‘1. Legally qou can not discriminate against .someone because of . T
. : his or, her sex. The decision should be made on the basis of ¢
. ] how well .the pefson does ‘the wor%, Some &f the other employ-
. . ees and cudtomers may likeoit, others may not like it, and - . )
still others will not care. . . ’
) "2, Advantages of supervising might include? mord pay, more - S
, . ﬁ‘ responsibility,’interesthg work, more decision making, etc. . '
. : Disadvantages might include: have to tell other people what P
. «to do, not as much fun, responsible if something goes wrong,
~ 4 - etc. ) ’ . ’ x‘ )
M \ e & - ) .
- 3. The secqnd-ad is more -specific about the type of experience
R \ required and the desired skill level. ]
- s - w ° .
& IV.. Group Activity - ) ’ .
o & ‘ ' N -

This can be a‘very valuable activity but may already be part

- of the curriculum.

- .t - .

et
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Unit 5 - Organizing the Work (l class period) - -
. " I, Case Study: Walt learns how to schedule his jobs and coordinate
. . , with other workers.
- - c." - ' .r ) ]
’ Text: The Work Order L. .
. - * - . -, Contracts ' : -
. oat Scheduling ) ‘[;
° _ Time Plarni N .
) )' — ' . : Qg 3 s
, - . N
II. Respanses to Individual Activities
B .. 1. Five of these: name of the plumber, name of the customeg,
- ’ services to be provided, when they will be done, how much it
v O 4 Lo will cost how it ‘will be paid for
o -,"' .2, . Person ' Description of Work  Materials| Labor |~
: - " Doing Work - ° L~ “ =
_ : . _‘Harris .| Repaired drain in kitched $20.00 | $35.00
. . : . -~ sink
- . ‘ + ’ ) - )
. . - - B » TOTAL MATERIALS $20.00°
- - A , . ToTAL LABOR 35.00
: ] o, . . TAX (5% on materials) 1.00
) Total Cost $56.00
, +
» )

. " 3. A wark schedule would inclede:. the name of the plumber, the

date, the &ork order number, and/or the job description.

7 L o =
T . ) WORK SCHEDULE
. IDate: Tuesday, March 4 V' S
\M - o . . N ﬁ .. .
‘ - ) . Employee . S Bescription of Job Y
- . - b . N .
< . . .
[ ) . - K:“
James . Work 0rders\#84¢ #76, and #82
. | . - ;
» : . N )
>y 5. At least three copies—vone to keep at the office, a completed
) one to leave with the customer, and a completed one to bring
. back to the office. You will probably want a fourth. Copy,
-y depending on how recérds are kept., ® _ .
If(:' Responses to Discussion Questions ‘ .o, .
- ? >

1. This can be an excellent way for students to see different

-~y
v v ways of recording informatioq. P <
‘ -
3 e o . .
/ % 1J) - //’ri
¢ .
Q - o e . 10 vt . B
ERICS . . . R T
mmSem . | . o , .
A [ . K B’X
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<:'.r - s . . - ’
. . 2 The worker might not write it down and -might forget por misin-'
. P 2 terpret .the job order. The' customer may say' something dif- ’3
- ferent fE‘om what you said, and there would be no work order-to °~
. X check with, In general the work order reduces the chances of -
® . misim:erpretation and confusion. ¢ .
‘3. ‘The best order would be b, 'a, ¢, d. Students can defend other
- choices also. . A
- IV. " Group: Activity ’ "\
. . Typical tasks might include: schedule- work, return telephione .
fs mes§agés, answer telephone cails, supervise work prepare an
‘ estimate, order parts, review financial records, etc.
' v . . . . .
’ . Students caa learn from the process’ of trying to k these
activities about how to plan time more effectively. tress the /f
importance of - plamning and organizing work, and the need to make o
) PN - trade-offs. Also point out that sometimes the owner can delegate .
. , some tasks. - ' ‘ ’ T i
, ] . . ) s ;\s T . ) ° - .
i _[fnit 6 - Setting Prices (1 class'period) .
, .
. » ¢
it I. Case Study:’ ‘Walt gets more experience at preparing estimates. At :
o ) «first he bids low‘ to attract business. . N ~
‘. " Text: Acceptable to Customers .
- » »  In Line with the Competition: ~
. ' Componenf‘s of Price
- -E . Establishin& a Price Py ) R
I Responses to Individual Activities
y * . . ' \
v o, . .
o , R 1. Assess adequacy of the inforrnat-ion ' ) , :
2 Responses should jnclude profit. Other' responses can include
- * salaries, benefits, equipment, office expenses, rents taxe% o
-~ - . etco . - :
‘ 3. The best answer f{s $100, whiih gives 15% profit. $85 would
/ » not provide any profit, and $125 is too hish--you would
probably bé dndercut by the competition. . o ;
4., $1,000 would give Fraz$100, or 10% profit 3 ¥:,
¢ . IIL. Responses to Discussion Quest'ions - -t j B
A 4 T .
. - 1. Make the point that differevt businesses have different : '
! ’ strategies. Some emphasize quality and charge higher prices,
while othess.may stress low pr:tces and count on doing a, large
. volume of business. Ultimately, the success of the strategy
. ‘ fepends on “what customers ‘do.. .
’ at? iy * h - ‘
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3
R < =2, Stg;ss the podnt thét what seems cheaper in the short run may
. “send up to be more expensive in the long run. ““*However, the
- - N home owner may onlyfbe able to affprd the less expensive,
Yy - . ‘lower—quality tub. The home owner could ask company B to make’
. ™ < ' another bid based on the unit ‘suggested by company A and would
S " have a better_cost ¢omparison., A\
N . > e
) 3‘ The restaurant job is. probably most desirable, although the
T s plumber would need to check on the complexity of the job. It
© L e . might not be wotth the time to make a bid for the home owner,
as'it may take an hour or more just to do the estimate. The 7.
" -commer¢ial job would require many hours to prepare an esti- o
3 " mate, and it is unlikely his offer would be accepued, although cox
ﬁ ': ( the size of the job makes it attractive and the plumber may
want to get experience d6n learning how to biq larger jobs. . -

IV. Group Activity ¢ T . T ] ‘
The customer may prefer a fixed rlate so he or she will know
« how much it tosts and can compare rates. The employee would .
probdbly prefer actual time spent so he or she wouldn't feel as
2 much time pressure. The owner would also probably prefer a
R flexible rate, although a‘'standard rate may be a better strategy
for getting business, be'useful in planning, and be more profit-
.o : able if the workers are~efficient.

=" Unit 7,- Advertising and Selling (1 class 'per'iod) g ’
_; M I. Case Study: Walt advertises his husiness primarily .by talking\?b
. . - people in the building trades.
3 - ' Text: ‘' Customer Needs '
do . Advertising and Promotion .- ’ ) '
) Selling and Customer Relationg X
v ‘ a - - - - .
ﬁ II. Responses 'to Individual Activities -
~ 1. Five of these: telephone book, tell friends, contact contrac-
’ ‘ tors, talk to other plumbers,’ newspgper, mailings, brochures
- 2. Students should have listed the subcategories in your are&
. under plumbing and.the names of businesses that specialize,
v " in unplugging drains, home repairs, and remodeling or con-
Y : struction. . . .
p . 3. Studente should'bring in plumber~ ads from.the classified ) o
: 0, " * " section of the newspaper. Pcst these'ads valong with any ’
. ) . display ads the students located. « -
R A . v, L t\-""‘ -
" " 4. Reasons for selecting a name may include: comes early in the

alphabet,  describes the service, is personalized, etc.
] *}

. >
Pt
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Responses to Discussion Questions ’ . .
’ [

1. Home repair work - Yellow Pages . = e ]
New. construction - contacts with contractors T . )
Remodeling - newspaper, Yellow Pages ¥ 4 4

2. Students shouid be aware of how all contacts ‘with, the customer )
are part of selling the service. ) ol

3. There 1s no "cotrect" . answer.’ Issués to be considered" include

Iv-

what size ad his competitors have, how important he thinke the‘
Yellow Pages are, and alternative uses of the money.

.
.
-

Group Activity

. ! q )
Students “shoild prepare an ad and share it with the group.

Perhaps you can post the ads -on a bulletin board in

]

Unit 8 - Keeping Financial Records (1 class period)

I.

TCase Study:

[

LY

\the class.

4

-Walt learns to set up a finarcial recordkeeping

system so he will have the information he needs to
make business decisions.

. ’ . " ; ‘ -
Text: Importance of Financial Records

Customer Billing
Daily Cash Sheet

Responses to Individual Activities

.,

1. ¥Four ef these: ‘ ' Py .
..2 To make business decisions and plans
o To keep track of revenues
e To keep &rack pf expenses
o To prepare taxes add other business reports "
e To see what each job costs "
e To.compare actual costs with estimates
e To anticipate cash shortages *
¢ To determine profits . ‘
2. CUSTOMER ACCOUNT FORM
CustQmer: -Allen Wong
- ) Amount | éayment Belance
Date Description of Sale Charged | Received|- Due
1/15 Unplugged* drain * |$30.00 $30.00
1/25 Check received : . |§30.00. | -==*
3/4 .Repair garbage disposal | 35.00 e 35.00
Y/ Repldce garbage disposal]l 126.00 i 161.00
- . . - L l
' K i { ) ! ”
A .13 | -
~ 18 ‘ T N

FY
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3. " - DAILY CASH SHEET "
Cash Receipts Cgs& Payments
Cash Sales ‘ Salaries $1,500.00 _
Collection on ) Building Expenses
) credit sales $550.00 | Equipment & Furniture -
Inventory or Supplies
Advertising 100.00
| other \ _ 85.00
TOTAL CASH RECEIPTS $550.00 | TOTAL CASH PAYMENTS _ $1,685.00

»

. A ptogress billing is having the customer pay‘the bill in

parts as'work is completed.
R J

N 5. Dépénds on your local area--adhlt education classes, community

college, college, self~-study, correspondence class, or a spe-~
cial seminar. ‘

ITI. ’Responses to Discussion Questions' )

1. It is not generally the best use of the owner's time to keep
all the records if the owner has mére than two employees. It |
would depend on the amount .of rec rdkeeping needed, how much
it would cost to hire somedhe to it, and_how the owner
wants to spend his ordier time. ’

¢

.

<2, Cash--small jobs, not sure customers will pay, have trans—
actions in cash as 'much as possible so don't need to bill
+ Credit--good customep, may not get the job otherwise, so
employees don't need to collect the money, because your .
Y competitidn gives credit

. ?

~

P 3. Students should discuss the issue of how to collect bilis

while still being on good terms with the custemer. In this
tase, Fred should probably call the restaurant and make an

agreement as to when the' restaurant owaer can pay the bill,
He prohably won't do any moré work for the restaurant until
Jthe bill is paid. o . .

0 .
- > .

Iv. Group'Activity

- . A

Decisions in which financial information Wwould be helpful
include: = . i \ / d

[}

To expand-~-buy a new van, hire a ngk emp loyee, etc.

To contract--lay, off an employee, etec. N
How much salary the ownet can take

If there is enough cash for expenses

_If a bank,loan is needed

If there is more' cash than needed and it~ can be invested.
elsewhere .

e How to figure costs ‘on hn estimate: .

t
by

. -

i . ‘14 13
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Unit 9 - Keeping Your Business buccessful (1 class period)

e How much -to charge , for ‘which services
. What hourly rate to charge r
s . oy

' ’. Case 3tudy: \\QVZusiness changed as a reflection of changes in
) ) the le

II.

-

o

1 of new construction work in his area. He
found he preferred a small operation and didn! t want

to expand. " * SN v
s ' )
Text:. Profit and Personal=Satisfactioh
Profit/Loss Statement . g '
' How to Increase Profits . - ) ..
Responses to Individual Activities . - ’
1
. . ” ¥
1. Expense Ratio = Expenses -
e Revenues ) -
° Nqt P E?ﬁp f - Y
Profit Ratio = Lroflt ’ : *
. - Re erues .
The expense and profit ratios provide a way to compare the -
business' succels over years or other periods of time. and a
way to compare its success to that of other businesses.
2. Net Profit = $54,000 . -
Expense Ratio = 1%% . . -
+ Profit Ratio = 27% <7
“ .
Year 5 was the best so.far. He had a higher profit rXhid and
higher net profit. . . N
. 3. Reasons can 1nclude. more competition, customers don't Iike
+ the service, prices are too high, new construction 1s slo
economic conditions, notwedbugh advertising, etc.
e Ways to increase revenues can include: raise prices, do more
s business, be more efficient providing different services,
emphasize more profitable servfces, etc. -
5." Ways to reduee/iosts in¢lude: keep less 1nventory, put off

buying new equipment, be more e
less advertising, better supervis

f cie
on,

, pay lower rent, ¥do
tc.

*.

Responses to Discussion Questions

¢

1L

%

. } - _
Students should” discuss how much the owner should be rewarded

‘for what he or she does’ and the risks he or she takes. Any
" answi can be defended. P ) »
A -* N
4 .




. T3 :tudents should discuss how appealing being a- small busineSs
’ - _ .Owner is to them personally. |
N . v“‘ ' ,/ :
"1V, Group Activity . . . . ~-S‘ .
' . . - - ) N <
P . this activity gives.studénts an oppo tunity to. imagine how .
they would set up a small business.
Summarz'(3d minutes) . "~ = ol
If desired, tne Quiz may be given prior to summarizing the module and . .

. L s . - s 0
: 2. Issues here might'include personal preferenles, type Of cus-
tomer you deal with, profitability, amount of coordination .

, - required stability of worky competition, etz.

~

‘ ‘

doinJ wrap-up acbivities. .

Emphasize major poiats of the modqle-such as: : , . R\

~,

. Being a small business owner is not appropriate for, everyone.
o A business owner takes a risk; He or she may make money, but he or

' she mgy also lose money. & ’ .
* o 7o be successful in a small business, you must -be able-to sell = '
our service; &

e A small business awner should know about busig~ss matters and
should like manajing.

. v
. Planning and organization are important. - ’ . ¢ .
Remind students that their pafticipation tn tnis module was intended : ’

. as an awareress activity¥so they could consider entrepreneurship as a *

careerjoption. -Their introduction to the skills requi;ed for succesgful ’
small business managsaent has been brief. They should not, feel_that they

are now- prepared to go out, obtain a loan, and begin their own business.

More training ahd- experience are necessary. . You can suggest at least

these ways of obtaining that experience. one way. is ‘to work in the busi- .
‘ness *area in which tney would eventually want to have their own-venture;
another is to go to school (community colleges are starting to offer AA .
degreés in entrepreneursnip) ,_’; ‘ . - . ' . o

Inis is a good time.to get. feedoack “from the studénts as to how they ’ <

yould rate their experiénce with the'module.- Could they jdentify with the
characters. portrayed in the case studiés? How do the; feel about the
learning activities? . oo ‘
If possible, use a fin'al wrap-up activity to help students apply what '
tney have learned in the module. Poséible ideas include the following. -

PO 3 ¢

. ¥
e Have students diScuss or write about how they see themselves

owning a plumbing service now that they know more_ about it. If

time runs short, students could do this on their own time as a - ° .
. means of self-assessment. -

»
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Use one or more &f the Group Activieies that were not done earlier.

’(The first-one, im Unit 1, "visit Class By the Owner of a

Plumbing Business,” might be partichlarly appropriate.) Feel %rae
xS 5

to combine, expand, and adapt the activities so that students can

%pnsider a more’complete picture of'ruaning:a plumbing service.

~
A .
a . N . . .
. .
o ¥
w . bad
-~ o« N By / . . ~

Quiz (30 minutes) i ~ W . . »
. £ L
The quiz may be used as an agsessment instrument or as an!opﬁional
studyltool for students. : If you ‘wish to use the quiz for study purposes,
duplicate and distribute the. ansWer key to s dents. -In this case, stu-

dent achievement may be assessed by, evaluatIng.the quality of students’

participatién in module activirigs.
- < '/

R T .

T e

Quiz AnsWer Key

<

d
‘Select from these
e works well with peo&;e?
organized
interested in business
. can solve prohlems .’
willing te work long hours

Select from these: X §
'Y plan carefully what services to provide and where

o offer gpecial services: MR S
e establish a good business image

A .

¢ ~ B
.

3

supply, competition, other suﬂpliers
need, demand, tustomers
. . %
a. personal background ! .
b. information”on the busidegs °
c.” financial information . .

A
.

Total Starting Expenses $15,000
Total Money on Hand . * $10.4000
Total=Loan Money Needed . ‘$ 5,000

4
f

a




11.,

-~

12.

~

&

15,

4( 16.

) 17..

18.

19.

20.

2'10

Three of these: ~
good pay and benefits
clear policles
clear directions
appropriate training
good personal relations .

Total Materials

"Total Labor

Tax (6%)
Total Cost '
. .
b . ' '
d . ’

ndee and telephone number
59.00
$0.00,

Total Cash Reéeipts:

'Total Cash ‘Payments«
9

Net Profit = $15,000

PEofit Ratio = 15%

Expense Ratio = 25% ,

_a. 1increase revenue or sales

b. decrease expenses Or costs
c . . .

Responses can include:
‘provide a different servisg

Y "
X

lower prices,

ot

$600
108

. 36
§75% @

$650.00
$700.00

-

-

23

18

L

W

advertise:'hnprobe quality, :;‘
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SUGGESTED READINGS

- ~
. . $ L 2

\

Holt, N., Shuchat, J., & Regal, M. L. Small business management and
ownership. Belmont, MA: CRC Education and Human Development, Inc.,

19790 ’ -t .

Jeanneau, J. A. Small business management: ‘Instructor's manual (4 vols.):

~

Prince Aljert, Sagskatchewan: . Department of Manpower & Immigration, .
Tcaining Research and Develgpment Station, 1973. - .

*

»

National Business Education Association. Business - owne?ship"curriculum
project for the prevécational ‘and exploratory 1evel (gtades 7-9):

* Final report. . Reston, VA'~\§uthor, 1974, -

. '

Nelson, R. E., Leach, j?~l., & Scanlin,‘T. J. Owning. and operating a“small
business: Strategies for teaching small business ownership and manage-
- m&nt. Urbana, IL: University of Illinois, Department of Vopational/

Pechnical Edu ation, Division of .Business Education, 1976.
\

Rowe, K. L., & Hutt, R. W. Prepaning for entrepreneurship. Tempe, AZ:
Arizona State University, College of Business Agministration, 1979.
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GOALS' AND ,0BJECTIVES \ L .
Goal 1: To help you plan, your plumbdng business.
Y . et ) -

Objective.l: Describe the.services, custemers, and

¥ ot competition.of & plumbing business. L) )
! . o . - * Yo

- . Objective 2: List three helpful personal qualities o

< . . “an owner of a plumbing business might have. - -

’ .

¢ - .
. Objective 3: List three ways to help your business
compete successfully. )

K - M ) . .v -
: Objective %4: List ‘one ot more special legal ’ T e
requirements for running a plumbing business. %
[ ¥. . . — .
’ ) . B ‘ S N ‘” Sl
Goal 2: " To help you chgose a location for your business, ] ?b_ <

S " ’ ‘ , B -

3 . . #
» Objective 1 Ldist three things to think about in «

»

deciding on a service area for your business. '
o A ®
Objective 2: Pick the best_locatioﬁ\for a plumbing N

business from three choices'and explain your choice.
. . -

CY

<

o A y . ' . .. . »
Goal 3: To help you plan how to get money to start your ¥
business. :

»

Objective 1: Write a businﬁﬁg description for a
s plumbing busineSs. . .

' Objectiye 2: Fill out a form showing how much

s : .money you need to borrow to start your plumbing
- . business. \ - ) . ,
' ¢ ¢ ‘ P
.« 9 . ’ ¢

1]
-




Goal- 41

et

Goal 5

’
Goals 6:

Goal 7:

< ’ . . N
To help you select and manage the people with who@

you work. -~

Objective 1:

9
L . -

- E

Decidé how to divide the work of your

gervice among several .employees.

Objective 2:

in your companyq

Objective 3§

k]

?ick the best persdn ﬁOr a specifie\job

k)

List three ways CO'Keep ypur people =~ /
S “- »

happy. | . .

‘ N
To Help you organize the work of yod& plumbing
businéss.'

Objective 1:

. A “ . Y
M o

~y . -
v .

‘List what need% to be done for one of

your customer§ on a work order form. -

Objective 2:

‘Given several tasks to do on & particy-

lar day, write”a work scyedule for yourself or .an

s

emplq*ge. L .
¢ - t "
To help you set prices for your plumbing business.
NS :
Objec;ive 1: Given things to consider about the
price of a service, select the best price.
. - wb v.’ ) : ! ~
) -

To hélp you learn ways to: advert&se and sell the
gservices of a plumbing business.

N

Object'ive X:

s

Choode ,the best way to advertise your

plumbing business for a specific purpose.

Objective 2i
businessu

Degign a printig?ad‘for your plumbing ',

3 .

£
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3

ﬁf‘"

«

plumbing business.
Given information about the services

Objective 1:
.performed for a customer, fill out a~customer/

e
o
.

Objective 2.

account form.

g

-

P

Given information about income and

To help you learn to'keep financial records for your

expensks on a single day, fill out a daily cash

sheet{

v

'

s

#o

L

Goal 9:

? .
‘

To help you 1earn how to stay successful in operating

a small business.

Given some information about a busi-

, \ .

Objective 1;
" - ness' income ‘and expenses, figure out the net
(before taxes), profit ratio, and expense

~profit

' E ratio. .
S o
Givsh a decline in prg%its; state one

Wbjective 2:
< way to increase profits.
Given a'specific problem of low gsales,

Y

L. R
2
-

galesg. .

]
~ ¥ [ R
€y d
,
7 N ) ) .
&
v
- #o ’ > 22 ..
. " - ’
L - s
-
L 4

e

Objective 3:
suggest a way to change your business to increase

"

!ﬁi‘i—'}‘*& (P



