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INTRODUCTION
JIMA

I.110 las*

mama
M M : .. -
IN UM" 12721 :ow

Statisticitridicatt,' that the mat i business sector IS
iMportant to ,,sconpvtic.growtli and that education; especially

,atlhe canmuntty-calloge level, can enhance small business
cleVeloprnent in illinoiS. ,

Of over 14 million business enterprises in the United States,
only about 400,000 or 3% are big busiriesses. The other over 13
million enterprises make up the U. S. small business community.
These small businesses provide about 60% of the nation's jobs in the

,private sector and produce almost tin of the nation's aross National
Product (GNP). 't.irther, a recent study indicated that small busi-
nesses (under 500 employees) provided 87% of the new jobs in the
private sector while the very small firms (0-20 employees) produced
66% of all new jobS. The Small Business Administration (SBA) has
estimated that either directly or indirectly small business provides
the livelihood df over 100 million American.

Based orl the 1977 Economic Census for Illinois, there 'are l'bout
350,000 small .businesses in, the state which employ nearly 3 million

, people,- Table 1 illustrates the breakdown of these small businestes.
Collectively, these firms generated over,, $213 billion in busittess with

TABLE 1
lj..LINOIS SMALL BUSINESS CEN.SUS (1977)

Business Type
Number

pf Employees
Firms (Statewidel 4

Percentage

1, Farms 110,000 105,000 30
2. Service 3147,037. 96,942 28
3. Retail 732,068 84,988 214(
4 . Wholesale 280,582 21,238 6

5. Construction 169,699. 19,416 6

6, Manufaeturing 1,287,000 18,260 5
7. Unclassified /4,182 2,812 1



the largest dollar volpme bein6 in the wholesale area. The small
busineSs community in Illinois is large, active, and hds a substantial,
amount of diversity.

White the small business sector in the Unite91 States and in
Illinoip is Nvieble, there are unique characteristics of this segment of
our econom,which deserves special attention. The following sta-
tistics highlighNthe need for this attention.:

- Of oven 14 milli enterprises in tM U. S., 2 million are cor-
porations, 1 ,Olillions,are partnerships and about 11 millron are
sole propriet6rships. .

- Of the 14 million enterprises, 99.2% employ fewer than 100 per-
sons.,-

-,80% of all small busineises fail within the first 5 years of their
existence. 4

- Nine out of 10 small businesses fail because of poor manage-
ment. Some SpeWic reasons for 'failure include the folloWyl_g:

- lack of .planning
- inadequate, controls
- poor 'accouoting rriethods
- inability to read and understand financial statements
- inability to locate expert advice when needed

- Minorities form 17% of the total population, but own only 4.3%.of
all, businesses and generate only .7% of all business receipts.

- Women make up 48% of the work force, but own only 4.6% of all
'businesses and generate only .3% of all business. receipts.

- In, Illinois, there are 350,000 buSinesses and 86% of them simploy
fewer than 20 persons.

.
.

In a recent, nationwide study of sm all bUsiness owners, the
following frndings indicate 'SOrne special needs of small business
owners and managers:

1. , The large Majority of small businesses are less than 20
years old. , .

2. :The' majority of small business owners/managers have less.
th.an 15-,years experience in:management, have some post-,
'high school education and have received ,some formal edu-
cation in general. business operations,.

3. Customer relations and service was identifid as a critical.,
problem-solving area by, an overwhelming proportion of the
sample.

4. Persohnel, competition, sales, _marketing and promotion
'we're frequently mentioned as critical areas in the success
of a small business.

5.4 . Specific iproblem areas mentioned as freqUently tratliblesome,.
include:
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a'. 'employee hi ing,. training,,anii motivation :-
b: cash:flow- .

c
.

. _sales .foreca frig ,
. ...) ,

., . ,

ct.; cost.control
-e. advertising nd proMotion.. .

,..

eé small busihesses indicated ,that the
help currently ,available in .dealing 'with
cR,6te.

3

About one .in th
amount of outsid
problems was inad

Finding six could be especi Ily significant ,to community col lege' 'Staff
interested expanding the r efforts in developing educationpl pro-.

. grams for small businesses Within their .districts.
.

Vocatidnal Education .and Small -BusinessDevelopment
.7s

In _December, 1981,- the .Natibnal Association of State Directors ''of
Vocational Education stated,,that_ they weee 'in full slippOrt of an
ecOnomic pjan to iner6ase prbductivity and revitalizi; existing Indus-

For' example, they sugggsted-.:1) Supporting job-r,elated entre-:
preneurial strategiei; 2) maintaining close liaison witly,businesS and*,
industries (especially, with smajj,firtil.), 3) -providing tdchnicaf assis-
tanbe and suppo:rt to coMpanies.'for-.mbre ....innovation' and impiloyed
productivity, and 4) 'adopting mC;re effective:and -efficient -mtthods: of
developing and 'cielivering education and training througlithe
modern communiCation technblagy,,up-to-date equipthent antil curricu-
lum development l'strategies." The development of elf-employMent
activities is definitely a concern for .coMmunity oil lege ihyOlvement
and is supported from the highest 'fgvels of government and educe-
tion.

W. D. Baker,. Executive Director of the Illinois 2,009. Founda,ion
for the Illinois State Chamber of Commerce recognized dle . need for
more extensive involveMent of -educators in .providing edutation ,.to .

self employed people in .the state of Illinois. He I6uggested that a
consortium of major univerities in Illinois provide a small business ,
productivity extension service aeross the state.. He noted, howevr,
that there might be difficulty in providing these educational,services
to the small business sector. He recognized that.'These services
might haVe tO Staret on, a small basis in most `Illinois communities
which have populatjbns of 10,000 and less., Thisstatement appears
to suggest that commun/ ity collegn may be 'a meahs of providing
these services. r

(
. ,

f
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Economie development -In' IllinbiS is a primary concern- for most
,ogoVerhment and community. agencies. The Illinois Department of

-- Commerce and . Coinnkunity Affaips (OCCA) is devoting considerable.,
- resources to, encourage the growth of the state's economic,' base,

They areworking with educational agencies, community groups'and ,
other gOvernmental agencies to foster roigth and expansion of new
and existing private enterprises. Some.of DCCAls- efforts have been
cooperative ones 'with various comMunity c011eges. 7

. . ,

.

...The :Illinois State Board of Education/Department
,of Adu t,

, Vocationaj and Technical Education:(iSBE/DAVTE), has also begun to
.work with community colleges io 'improve the economic cliMate in
,Illinois.' The High Impact,Training Service (HITS) administered by
DAVTE is .one ',example of cooperation, between DAVTE atid comMunity.
colleges. Most recently, 'the Illinois .,,,-Community College ;/Board
(1CCB) has requested 'that each Eommunity College identify a person

. - on campus as an "economic deveropment contact perSon"Ao wórk with .- -
government agencies, community groups and businesses to/help meet '
the education and training needs of, new and expaSndin business-
firms. ,

044

these exampieS of aoperation among community colleges
and other agencies and -groups in economic developpent are rather
recent in,the State's history, much of the emphasisdias 'been concen-
trated oh large Manufacturing 'firms. Entrepreneurial education, and
training efforts geared toward small business needs must become an
essential part: of 'economic development.'Since small bUsinesses are
sUch a vital and iMportant part of the State's economy.

I I.
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In 1977 the American, Association of Community an Junior
C011eges (AACJC) an'd the Small Business Administration SBA)
sponsored four conferendes to develop strategies for serving the

-small business community. In 1980, this cooperative effort resulted
in the establishment ofe*133 two-year college§ linked to 65 district
management assistantxttfices of the SBA, However, a ,recent bulletin
issue0 by the District office of thb SBA in Illinois indicated that
during 'the 'spring of 1981 only one of forty-seven programs was
offered more than 90 miles from the Chicago SBA District ,office.

In. October 1980 the State Advisory Council on Adult Vocational
and Te,hnical EdUcation- (SACVE). in Illinois issued 'a report, on
entreprefteurshi p. eduation and entrepreneurial development activitieS
in Illino s. They stated "in the absence of coordinated activities and
training effprts, the new entrepreneur is left to wander, aimlesly

rn oçie source of infórmation to another and is likely to experience
ittle e repreneurial,development." ,The wealth of data to which the

entrep eneur is exposed from a multiplicity of sources quickly be-
omes a jumble of confusing facts. Many-persons who- might other-,
wise)... have the potential for business success become frightened b'y
the apparent ,complexity of it-all.

'One ,major problem is the ideratification of self-em loyment pro-
gram objectives before a coordinated effort to serve the e groups,on
a large scale can be initiated., ,Because of geographic Uniqueness,
local consumer demands, and local differences, the ed cation and
training needs of small bujiaesses may be best served on .a local
basis. ,t

e

In the 1980, study of entrepreneurial education e r s by'
SACV<E, the following observatiohs were made:

1. There has been a great-deal' of conCern expressed about
the availability of ,entrepreneurial training, especiall for
minority groups and women.

, 2. Thbse training actiities that do exist are very popul r,
which suggests- that if more Were offered, more peo le
would participate. <

-

3. Entrepreneurial educational cipporturuties are not equally
accessible through the sfite to ail persons who might be

---ityterested.

4. Most of the available educational 6nd training activities are
concerned more with the sustenance and expansion of
eXisting businesses, rather than with the preparation of
new entrepreneurs.

. .

5. A 'good deal of' entrepreneurial. traiMng is being provided
directly, by the academic community, Much -of it in coopera-
tion',with the Management "Tistance, Division of the SBA:

4,0
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6: Entre reneurial training 'for. prospectiv farmers is not

availab to, the same extent as .it is for other small buil::
ness as irants.

7. In genera free forms of technical assistance are
publicized d regarded by- Most entrepreneurs who
them as bei less useful than Ihe inethiction and
tation service for which...they pay a See.

8. The effects df entrepreneurial training are not carefully
evaluted.

poorly
utilize
orien-

The above observatioh
community college districts.
cant impact on the lob creation
people. who are interested in
those already .self-employed beco

_.the_...nuMber'pf employees throu
Demand for _trained workers come
ntsses and the expansion of ex
become self-employed; they may hi

' education and training. -Community
economic development of the state g
munity, spe,cifically, if they ,prepare p
est or a ctprent investment in small bu

have implications for the state's 39
ommunity colleges can. have a signifi-
process' by (a) helping,prepare...those
elf-employment and (b) bys helping
e more knowledgeable and increase
h successfUl bus'iness operations.

with ther initiation of new busi-
sting business'es. Wl-fen 'people
e employees who need additional

colleges will con.tribt to the
erally, and the college's com-
ople who have a future inter-
iness.

5'

't
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There are ten decisiOn areas which a community college must
addres in order, to initiate self-employment activities, with maximum
rotéptial impact.. The following questions should be considered in
term of the local insti ution and community needs. The basic ques-,..
tions \and supportiv materials are outlined as a deci'sion guide to
provici uidance a initial information.

I POSE(S)
\

4

NEED(S) . Why should the community college
undertake small businesslentre-
preneurship, training?

Common Responses: a) a service to the community
A that has direct impact as

welt as human benefit
many graduates eventually
become self-employed or
work in small business

Supporting data: 1) many community College fac-:
ulty ,were, ,..or still are, en-

.. gaged in small. business- ac-
tivities

2) one of the few educational--
programs that can' actually
c rege-}dbs

es,

714}.
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3.) aetiqty will foster faculty
:

andL: community- wbrking to7-
gether --..

II. CLIENTELE TO BE.SERVED Who should be the primary elien-
. tele of the training?r -

Choices: ar degree-enrolled stud,ents'
ad.ulti in commuffities who

. are considering a '-boiness
venture

c) small business owners iri the
community college district

dy a -Mix of the-'above gröups

_ Sub-groups: 1i.)7 women ..--"
minority or ethnic grodp

3) disadvantaged s.
4) those.- in-AspOfic "kind of.

business (farming, foods,
tourism,. or, kind of
ness/trade indigenous to
area)
.

CLIENT CHARACTE.RISTICS What are the socjal. and educa-
.

r tional characteristics of the pri-
mary clientele grodp?;

Considerations:. a) .hiStory of .success in schools
or other educational endea-
vors-

A j3) time available to attend--, class/prograM events
c) existing business Managernent

skills/knowledges
d) willingness to, ay" for pro::

gram ,
e) firmness of the self-employ-

ment decision
f) iique group attitudes to-

ards instruction or subject
g) availability of role models (Is

ownership of a busines
"traditional" or "nontradk
tionalV9

IV. PROGRAM OBJECTIVE What should the program.saccom-
plish?

Considerations: a) ,acquire basic' knowiedge .of
. bpsiness practices and re-

quirements ' .

- b) assist participants In making
.... decisions tb invest in busi-.. . .nesses '

12 4.

*,
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V. PROGRAM STRUCTURE
.

AND SCOPE Given the program objectives,
how should the program be or-.-

c): incre se profitability 'of ex-.
isting businesS ,

d) provide aWareness-o person-
, ality needS\ arid sacrifices

. necessary for. success .

help participants develOp
plans for 'starting and. ober-
ating a business '

f) awareness of, Who help.
solve problems

Considerations:

FUNDING/SUPPcRT

Coilsiderations:

vii. STAF

Corisiderations:

a) one 'course, 36 to .45 contact
,hours

b):' series of short cOurses; 2 or-
3 -.setSions on eaCh topic

c) a multi-year program Ihat
consists of a series of
courses 10, weeks or londer
that build skill' and, depth

d) credit bearing, credit option
or non-credit

e) evening offering, summer,
.day program elective.

f.) integrated 'degree prograT

How will the program be sup-
ported the first year and after?

a) college support o staff
coordinator supplemen ed by
fees -from participants

b) grant support first year,
self-supporting later
bu§iness/cornmunity contribu-
tions' .-

d) instructor ar,id consultants
volunteer time

e) regular continuing educaliti.
tuition -

f) college community service
budget

°Crow will the prograin be managed
and staffed?

continuing education division
business department
college/community organiza-
tion co-sponsorship

a)
4 b)

'c)
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VIII. RECRUITMENT AND
SELECTION

Considerations:

Considerations:

'

d)

e)

f)

g)

a)

c)

d)
e)

1 a

college staff' member as
coordinator
college staff members as in-
structors
instructors and/or const.il-
,tants freim business commun-
ity (banker, lawyer, ac.,-
countant, etc.)
special consultants from
agencies, . such as SCORE,
SBA, OMBE, Chamber of
Commerce

credibility ,with participant -

groups
first-hand knowledge' of
owning a. small business-7
commitment/interest In Sub-
ject
instructional skills
Status of program staff with,
college faculty

How , will potential ,students . be
contacted? .

a), public service messages on
radio and TV

b) flyer>, posters, handbills
c) mail .notices tà small business

d)
e)

Persons
newspapers
word-of-mouth
dents, social
etc.)

(former stu=
organizations,

business 'and community or7
ganizations and agencies, ,
referrals from helping agen-
cies (SBA, thamber of Com-
merce, etc.)

5hould enrollment in program be
selective?

persons in business now
those who made a firm
decision to go into business
course prerecluisite .(if de-
gree program)
referral or recommendation
other criteria, on basis of
need or success probability

4.

0



IX. EVALUATION

,
Considerations:

What criteria I be used to
-assess effectiveness of program?

a) instructor judgment of class'
work-produced

b), participant -opinions of satis-
faction with instructor(s),
content, location , schedul-

, ing, instructional materials
c) evidence -of improved busi-.

ness practices
d) nue3bers of participants who

go on to business ownei-ship
e) numbers of participants who

do not, go on to ownership.
based on better informed

_

. cOsion-making
f.}: longitudinal history of par-

_-, ticipants' business 'success-_

g) cost/benefit analysis using
' riteria (c) and other criter-

above

X. PROGRAM CONTENT What should course conient in:-
clud _, .

-
a.1 Overview: minimum knowlage and skill . depth with

Maximum scope of topics and resources

13. Concentration: maximum individual acquisition of
knowledge and skills with 'selected topics

c. j'opics usuallY covered:

1. Understanding financial statements
2. General business management principles
3. Marketing and customer reltions
4.. Taxattion :and law
5. Staff relatiOns .

6. Cash flow/capitalization
7. How to start a business'
8. Personal motivation/adhievement
9.. Advertising - rela tions

1 0 . Insurance
11 Recordkeeping
12. Salesmanship
13. Dove rnment procureme
14. Security and prevention of fraud
15. Inventory control
16. Use of: Microcomputers

4P
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PARfICIPANT NEEDs

SmaLP Psiri
reneur have .., niqu
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12
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.a4itioners: and .praspectiveys,!entrery
ducational needs.' ,They desire-

'`.sgistailge"*high ,,have imthedjete:,.
iity coIlegeS"'have a responsibilitY,
o. t ese- needs-

Educators Must understand adult learners--what 'makes them
different from ,the ,voung learner. Adult' learners:

,1. Flaye,more' experience (than young learners) tond a differ-
ent quality, of axperience to contribute 'to The learning
situatigh.

2, Are morg read to learn different things than the young
learners because they faces different developmental tasks
(e.g., parenthood).

3. Terd to be more autonomous, and, therefore, less comfor-
table in a dependent role.

re usually inierested in the immediate usefulness of new
owledgé.

,

Adult' learners appear 'to be mare critical of the tciachers and
teaching methods and are reluctant, to accept usual clatsroorn. prac-
tices; they don't like tbeory and principles, or textbook assign-
ments, and are often weary after a hectic day so that learning
becomes difficult.

There is reason to believe that the hesitancy of many adults to,
take part irv'educatio'nal: programs is in part due to a sensitiveness
to ridicule when they come to learn something which they feel they
should .already kpow. Adults may learn much less than they might

,11. sof.r.
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because they underestimate their learning power and becaus-e of fear
of, unpleasant attention and ridicule. Instructors may find that a
necessary part of their job is to restore and increase the confidence
of adult learners..

The first 'requirement ,for adult learning is that the adults want
..to laartidipate in the learning process. There mist be 'a problem
which they desiFe to solve, an obstacle with which they, wisp to
deal, or a skill which they wish to gain'., All (learning must have 'a
purpose. Adult learners usually come to class- sufficiently_ motivated;
they have a purpose in coming. Mature adults who have admitted
their*need for education and training and have Offered their time,'
money and,, effort ,,to satisfy that need- require no ekternal compul-
sion. -What is needed is to hold out hope for success to them.

An important factor is the experiencing of success. When adult
learners satisfy a need, are Commended by the teacher 'or their
peers, and have a general feeling of 'accomplishment, they wiq. be-
lieve. that their efforts have led to success. Adult students need to
acconiplish something tangible at the first meeting and this satisfac-
tioeshould continue every meeting thereafter. What is learned must
be direct and usable; defetred resule give little 'satisfaction to most
adults. . .

The job of the instructor becomes one of organizing learning.
activities'. in a skillful and effective pattern. Good lear4ng wilt be
organized around undertakings which seem real and compelling to the
learners, which confront them with significant challengeS, and which
lead to deeper insights, more discriminating "'attitudes, 'and more'
adeqUate skills.k The learning envirOnment must provide abundant
and varied stimulation, nunierous opportunities*for personal achieve-

. ment, guidance without domintion, and tasks that are challenging .
withbut being frustrating. The primary nteds of adult learners
include:

1. Learning must be_Problkm-centered. For the most sig,nifi-
cant kinds of learnirigthat adults do, the problem knust
be recognized as),a problem for the learner, not a problem
of the teacher. When learners see real problems, they are
motivated to,-seek solutions. The teacher cannot 'give'
another perSon a problem. In the learning ituation the
problems must arise in"' the experiences, perplexities,
doubts, and thinkings of the learner. The teacher's
obligation is to provide situations in whichvlearners see a
broad range of problems and from which they gain the
ability to seek and formulate their own problems.

. Learning must be experience-centered. The problem for
the Instructor,,, who develops the `climate for learning, is to
help provide ttie optimal kinds of experiences that will
relate to the 'froblems of the learner. Learners. must

`gather; data for their own problems.
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3. Experience must be meaningful to the learner. The ,exper-
ience that bears upon the problem must be suited to the'
learners' capacity-to perceive, their age, their interests,
their readiness, and their ability to underStabci. lin less
learners see the 'r:elevance of the_data to their problems,-
they will be unable- to use the data in developing solu-.
tions. .

4. The,learner rriust be free to lbok at the experience.
Learners learn from others En social situations. The
learner who is emotionally-and psychologically free to look
at experience is' ready to start. on the process of iCquiring
,the necessary behavior- with which to learn and to grow.,

5. The goais must be established and the search organized
, by the learner. SeVeral experiments indicate that the

active learner 1 more effective than. the passive learner.
In order that problems be problems to the learnei^, it is
significant that the goals of the broad learning situation be

;, set by the learner.

6. The learner must 'have feedback _about p rogreses towardv.
goals. Some irldication ofl success or failure, some frame
of reference for determining adequacy of problem solution,
some reality 'factor with which to assess one's achievemei-it
'against one's level of askiration, sorrie' knowledge of SuC-
cess' or failure--all are necessary in the functional feed-
back process.

' Information about specific learner needs.can be qbtaine by using a
form at the first clasS session similar to the one - in A endix A .

el
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I
Major content questions relate. to 1) . the highest priority sub-

jects relating to business ownership/management and 2) the .scope
and depth .ofkoverage, that is, acquisition of skills and knowledg,es
versus ,underStanding the imporpnce. or need to acquire or ire
others having various leNiels of skillg and knowledges'. -

Priority Topics. A recent sun!tey
program coordinators indicated that
subjects or topics should be iric(uded. ir

s*

experienpad small busi
me 'or all of the following
the curricututn:,

r 4

1. Understanding financier statements
2. General business management principle's
3. Marketing\ 4. Taxes ;

` 5-. Staff relations
6. Cash flow/capitalization
7. Planning yoUr own business
8. Personal, motivation/achievement
9.. Advertising end public relations

10. Insurance .

11. Recordkeeping %;:ei

. 12. \cost accounting
'.13'. Governm6nt procurement

14. SetOr..ity and Prevention of fraud
15. Inventory control '

16. Business law
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17., Saletmanship
18. Customer relations
19. Use of microdomputers

16

. Some of thp above topics. can be taugbi within the format of o
semester courses! The students are expected to gain minimum skill
level in certain topics such as recordkeeping and cash flow manage-

ment. Mile some instructors approach each topic, 8 a separate. task
related , to business ownership,. there is a growing trend of relating
the topics more closely to real or anticipated student ventures
through the development of, detailed plans and worksheets for their

, personal ,busettes. The course results in a personalized notebook
that is a ba-gic reference' and businest plan used by students in the
early stages of their business. If students do not have a. specific
business firmly in mind, they choose one to ute as a simulation.

con,tent focus is on management. The individual student- must
bring-the trade knowledge to the simulated experience.

Cdurses for existing butiness owners are often' planned to be
more skill oriepted for spedific topics. Priority topics usually in-
clUde: , taxes, specialized bookkeepind' prOcedures, advertising or
special iopics such as government contracting 4:nd changing legal
requirements. Thit curriculum approach acknoaledges the needs/
awareness stage and attempts to build skills.,in more depth. Busi-
ness owners splect ..the topics .that are of specific interest to them.

A variation that..combines scope and depth is a course designed
for business owners, of specific category tu\ch as foed stores,
photograpciy stores or- small retailers. This aOproach mequires a.
serVice area with sufficient rfumbers- of similar businesses to provide
sufficient enrol lment.

Courses for Potential !Pithiness owners (and those:for a specific x

kfl minority group or 'for women) should include a self-awareness,
self-poten *al or other counseling-oriented component. Many minority
and women students feel .,they'..face additional barriers or problems in
the basin s world. Opportunity Should be given to bring out these
feelleigs and discuss ,strategies for dealing with them, perhaps, ill
special seminars or-workshop sessions. Community, support groups
can be useful in addressing these issupg .and contacts made in class
can lead to produotive interactions in ,the future.

,,
Courses for potential business owners should devote time o the

devélopmen Of owner .readiness (self-awareness), and an exam ation
of pesorflty attributes, family considerations and other need that
will imp ct on, the success V business ownership. Success r quires
thorough trade knoWledge, *ianagefnent skills and personal attributes
that include risk-taking, judgment, drive 'to succeed`, a 60 to 80
hour workweek, arid personal and family sacrifices that accompany
such a lifestyle. Examples of- tile kinds of questions a potential

.

entrepreneur needt to address are presented berow:



Can I make decisions?
Have I identified the areas where decisions are required?
Am I A self-starter?,
Am I willingto take calculated riSks?

si

Can I be away from,home almost ?Very day and evening?
Will my 'family help. or hinder?

'17

_Depth of Instruction. The criterion. of ,sufficiency is specific to
the student and the program: The 'generally used yardttick of
minimum competency appears to be when the business -owner knows
what specific skills or knowledges to employ.and knows enough:about
the performance of 'the employees to judge effectiveness. One busi-
ness person stated it succintly: "Knowing when .to get. a new tax
accountant is 'as important as knowing when to change product
lines." ,

Instructional materials. There ar, e irony materials- available and
most were written for credit-,bearing telective courses in business
management. A' listing of materials, is provided in\ Appendix B.
Nearly every program can use the Small Business Administration'
publications, some of which are free upon. request. The new SBA
series "Business Basics"' can be used as Class modules, as departure"
points for locally deyeloped materials or as a 133sis for teacher pro-
duced materials.

A
^

i
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An advisory 'committee should be made up of lode! Aeaciers' (busi-
ness and. indu-Stry representatives) who are interested in the corn-,
munity's economic welfare. To be representative of the busineSs.
community, the committee 'might include._ ,e banker, lawyer, small
buksinets ownrs, a' representative of itheSecar chamber of commerce,
an accountant, 'faculty and administrators from the 'community college
and/ a representative from the Small Business Admioistration. An-
other' person who may be askes1 to work on the committee is the
business editor or a reporter from the local newspaper. Tlzis person
can be' helciful in publicizing the prograM 'and in helping preparing
brochures and other announcements.

,
A -committee composed of ten or tw,elve members islarge enough

to be representative bt.tt small-enough to be workable. The duties of
the adyisory committee may vary, but would generalW provide the
following:

1. SuagestiOns Of subject matter.
2. Suggestions for potential 'instructors and speakers.

Suggestions of time and place for classes or meetingg'.
Suggestions of ways of publicizing .prOgrams.
Help in developing or seduring mailing lists:4'
Help in %developing and conducting community surveys.

'3.

5.
6.

Appendix ,G, contains, a statement for the advisory-committee members
which can be reproduced for- informational purposes.
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,

To stimulate discussion, _the coordinator should have spme
specific proposals regarding topics, speakers, dnd agenda, when the
committee meets for the first time. The number of meeting's should
be kept to a minimum. In some cases, it may be feasible for the
program coordinator to meet with an Individual member or a sub-
committee instead of the full committee.

At the first meetiag of the advisbry committee, the coordinator
ishould remind the members of° the economic benefits which small
!business training offers their community. The agenda should be
"task-oriented". A primary function of the advisory committee is to
provide advice and assistance to the community College.

USES OF ADVISORY CO IT EES
'..

According to a poll of _7,0 educational institutions, advisory
committees helped small business programs in the following ways:

. Selection of subject matter 79%

Suggested names of speakers . 69%

Helped W.t1:1 promotion 68%

Suggested,a time for class meetings 67%.

Suggested a place for class meetings 46%.

Other (Furnished Ili:oiling lists, evaluated
sessions , conducted a community su ryey , 9%

e

Discussions at the committee' meetings might include: courSie.
content, meeting place, method of presentation, naines of possible
speakers, instructional, methods, preparation of reference materials,
publicity for the program, registration fees, ceremonies and certifi-
cates,*an'd evaluation of the program.

Advisdry committee members are busy people. To save 'time, it
is advisable- not to .cover too many details in one session. Arthe
same time, it is advisable not te....have too' many .sessions. If the
committee, is large, the coordinator may appoint subcommittees or
working groups for specific task's such as compilation of a.mailing
list or the preparajion of publicity materials. .

r4



ar

.1

dr

a

III III III
II

III III HI
**.

ft:

fifiri

Li! fifln

ammt

,

NEEDS ASSESSMENT STRATEGIES.

EafP'
IN I*

IN MI
MI IM

Id I

20,

e

,eédise tihe tess'aryjirit step:,
6n '15ograiriS,:-,.for'the s'MalV

'Ne.dcfs assessments ftrm an itittiarY
bondt-,,''betYWOn

.aft,'=Atiis'lsOge,::, will
eip:jri`Ore,;stiqdoiccty-',....0-.696,Filming- in the fatur

Determining the Needg

-_
ala

Success4 smalr business prggramming will be the result of a
formalized, sntematic needS' assessment° process. This will take the
19uesswo,rk" out .of the small business programming process and will
provide the communitV,col lege with an tinformaion base to:.

A '' serve ,.as a rpechaffistu for identifying business interests,
needs and cor*erns;

B. pHvide -a waf to identify a network of 'key ._people in the
community who. will serve, as ,resource people to the col-

=

lege;: .
C. serve as guidelines to lisientify future small business pro-

grammingobjectiVes.bncl\PriOriVes.',

Small- ,bus'inesS heads asSessments' might be 'conducted: once
year. , Acti-Oties,-underwarcan 'be used as building- blocks for, future

. programs. ,New trends may' be etherginT which, produCe nkw needs to
which the college 'should respond.

series 6f, PrAcedureS -Oust be repeated .during the ii4 of the
Smali business progittiming Oycle.,,, A needs issesSment is fellowed
by estabrtishing prokern prlorities determining)66jectives, budgeting710,
Iprp9ram.Operation., evaluation and the, development of a second niore
refified bnd sophitticatect:smeeds: assessment. Then, the planning

cycle is' readY tO repe0e#Self,during the following, year.

,

dr.
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,_ There are eight steps which all needs assessments should
follow:

ST,EP 1 - Id\entify Staff Roles
421- STEP 2 veloo a Common, Basic Language

STEP 3 - Li t Concerns and Goals
STEP 4 - Determine the Needs'
STEP 5 - Rank .the Needs
STEP 6 - Set Priorities
'STEP 7 - Ekamine Feasibility of Meeting Needs
STEP 8 - plan and Offer the Program

These eight steps are the central core activities for the follow-
ing five different needs assessment strategies:

a

7,

1.
2.
3.

5.

KEY INFORMANT
ADVISORY COMITTEE
COMMUNITY INDICATORS
-FIELD SURVEY
USER FEEDB ACK

Each. of these strategiei will be defined, steps for assessing
needs lis-ted, and strOngths and weaknesses of each strategy
identified.

1. KEY-INFORMANT

I.

Definition - The key informant approach gathers information
from those who are in the best position to know small business '
needs. 'Types of key informants are: local bankers, .chamber
of commerce directors,..economic development speciallits, and U.

Small Business Administration personnel.

Steps in Asses in Need§

Identify staf
Develop.a co
List concern
Construct a
Develop. inte
Contact key
Conduct. int
Summarize a
Send:thank

ro es
n, basic language

a d goals
in erview schedule

vi instructions
informants for meetings
rvitws
d ,ode responses
ou letters to informants
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A. Strengths Of .This 3pproach

Simple and straig-ht=forward
Inexpensive (use' volunteers to collect data)
Clarifrcatiorr arid amplification of respondent.

22

.

answers
Excel lent opportunity to identify reso
people ,

B. Weaknesses of This Approach

Key informants reflect a group which is biased
by their organizatibrial perspectives,
Unstructured data ,are difficult lo analyze
Time consuming to.conduct interviews

2. ADVI.SORY COMMI TEE

Definition - This strategyrelies on indiViduals who are asked to
a'ssess the needs of the lotal small business owners. Member-
ship on the advisory cmmittee, unlike key..informantg, shOuld be'
from the local small.business cOmmunity-:, TheSe iraviduals are
brought together face-to-face and are astied fOr their -input
through a structured group process.

/

.Steps in Assessing Needs er.

Identify staff roles
Develop a common basic language
List concerns and goals
-Identify appropriate group consensus process
List key questions to be considered
Develop and disseminate detailed agenda
Identify form,to record group data and designate record-
ers
Conduct meeting and collect data .

Send summary 'to each, participant

. A. Strengths Of This Approach

Easy to arrange
Inexpensive
Opportunity for 'broad grassroots input
ACIVocate group for future activities is identi-
fied

B. 'Weaknesses of This Approach

Careful planning prior, to meeting usually not
. done . ) .

Meeting. muSt. be -Skillfully conducted

:
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,

Information, difficult to cpde .

Unrealistic _expectations develop that all sug-
-ge.stionS dam be implemented

sto ,. )
_

- -3. COMMUNITY, INDICATORS

k.
Definition - Valukable needs assessment da can be_gathered by
looking at key.:characteristics of The smati business community.
Data are available in the ,community ori the number,. of small
businesses, number of employees classified by the Dictionary of

Occupational Titles, fypes or businesses classified by the Stan-
dard Industrial °Classifications, geogra hical location of busi- .

nesies,_age-maturityi of small busine , mortality. rates of area
pusinesses, educational levels Of the mployees, and availability
of 'small businesstraining opportunities. These . data are
brought together in a small business_ Profile Sheet which helps
the staff identify areas of focus (see Appendix D),.

1.

Steps in Assessing, Needs

Identify,important community indicators
-Identify soUrces of data (chamber of commercet census,
local banks, etc.)
beveiop data profile layout
,Collect data ,

Summarize and analyp data

A. Strengtls of Thisi'Approach

VaSt pool of existing data
Low cpst to secure data
Trent information, rather

Is used

Weaknesses of This Approach

Data are indirect indicators rather than direcL
from' business people
Data tend to be grobal rather than'speCific
Difficult ,to extract programming inferences
InformatIon may be out-dated

B..

n

is utilized'

than one-shot survey

S' 4. 4FIELD SURVEY'..

,TK1Itt is ..,the most icommon, and over-used, approacii
to needs assesSment.. and :is ,based on'the colleCtion of data from
a sample or entireit ulatibn of the small business community.°
TheSe, data, are colleVted through use,of a Mailcd questionnaire
composed cifiterp 'ciagigned to elicit information Iabout interests,
needs and, ccwrns business owners, 4See Appendix. E)...

7
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Steps in .Assessing Needs

Identify staff roles
Develop a common basic language
List concerns and goals
Determine-sampiing='procedure and mailing list
Determine-question fdrmat and response categories
.Write luestions;and pre-test survey instrument
Determine hon-reSponse Strategy
Conduct SUrvey , :
CodV8ata

' -Couct second mailing
Conduct min-response follow-up
SumMarize data

,

A. Strengths-of This Approach

Scientifically valid
Produces structured response data .

Collection of data from a wide geographical
area
_Easy to conduct

B. ,'Weaknesses of This Approach

Expensive
Low response rates
Incomplete Information on survey form,
Clarification and enhancemea of respondent
answers .not possible
Difficult to write clear statements

5. USER FEEDBACK

Definition'- Local business people participating in the college's
current or Past' programs provide a valuable needs assessinent
resource: These observations can be obtained by providing
users with a gructured reaction form on which they.can evalu-
ate currerft activities And identify other activities they would
,like to take: See Appendix .F for sample.reaction form'.

Steps in. Asessing Needs

Identify activities for small businbss targe t groups
Develop- reaction sheet

Pre-test reaction sheet ,

,Develop ihstructions for in-class administration
Collect data
Process and summarize data

'
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A. Strengths of. This Approach

Easy to obtain data
Low cost
Evaluation data is basis for ,program improve- .
-trent
Structured dka collected-

B. , Weaknesses orThis ch

Program bias occu by -asking same" users
each time
Limited-time to administer
Limited data collected
Small numbers in. sample

Developing A Needs:Assessment Profile

' Analyzing Results. T,wo key decisions guide the analy.sis
of data. The first batic decision is to determine how the data
will be tabulated and displayed. Generally, needs assessment
data lends itself to_ frequency tables and Measures of central
tendency (means, medians and modes). Depicting the data in
pie charts', line chart, bar graphs or in rank order helps the
researcher see relationships.

The second, analysis decision is to determine intensity of
the' needs. - No statistical formula or rule of thumb exiSts to
help make this important decision. When 38 percent of the
sample say they want training in recOrdkeeping, what in fact
can the researcher infer? Would 38% of the local business
amrnunity attend? Or, would half of that number come? The
use, of multiple indexes (using more than one needs assessment
strategy) is a way that. the researcher will be able to decide
what is actually needed. . .

Communicating Key Results.- Key results should be sum--
'marized and recommendations developed. To insure that the
needs- assessment data are used, the folloWing strategies should
be implementedi

.
1. Utilize a 'task group of keY decision-makers and the Ad-

visory Committee to help with development of recommenda-,
tions.

s

2. Present key results in attractive format to the Advisory
Committee and thea local chamber of commerce.

3. 'Present key- findirigs :within the context .of community
framework: Do not uSe results to produce radical
changes. .

44. Present findings and recommendations relatiye to what .

other area organizations a.re., doing .
,
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5. Develop strong consensus of results among powerful com-
v munity groups. Have these groups provide endorsements

and support.
.k;

6. Stress pilot-testing of new pr ram activities rather than
full-scale irnplethentation. ,

Revision of Process. Once the needs assessment has baen
completed and the results implemented, the community college is
ready to review; 'evaluate and revise the process. Subsequent
needs assessment will be mo-re specific and more sophisticated
once the program has been in operation. .

An on-going program should be fine tuned; and minor
adjustmentS should be made to program objectives and pro-

' cesses. Only thiough careful monitoring of ori-going needs
assessment through the five propOsed strategies will small
business prograniming remain up-to-date and meet local needs.

.e"

k



FINANCING THE PROGRAM
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"Who pays for the small buiiness programs?" To find the
answer, questions to consider include:

What will the program cost?
How large an enrollment, may be expected,7

-What registration fee will be acceptable to local business people;
.yet will meet the eXpenseSr.

Principal Cost, items.
- . `--

Principal cost items include, salaries, promotional ex;nses and
materials. 'These expenses N:tary from college to college so that it is
difficult to identify exact costs.. Some coordinators pre are a budget
estimate of experises and, expected indome. The elem its of the cost
of a program inClude: 4

-.7.:
,

.. .,.. . .
. ,

.

Personnel. Personnel costs may, irtclude salary, fees or honor-
aria EFTinstructors,,and travel and 16er diem alloWances. Depending,.

, oh the* policy of the Commuriity college, coor'dinators Mai/ or maS% not
be remunerated (in addition tytheir reg)lar salaries) for conducting
or codrdinating Spedal coeirsn. . . , 1/4.1 , ' ., .

. ,

Special -lecturers brought
only an honorariuM for -travel
local and 'out-of-town ,busiress,
donate" their services,

.

,

in 'on a. one-time basis May re.ceive
and out-of-pocket expenses: Many
people and trade association officjals
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Promotion:, Preparation and reproduction of brochures and
letters; postage; arid news media advertising, including newspapers,
radio, and television, are items of promotional,expense. .4

Materials. The cost of materials fof instructors and students
varies greatly. Many colleges.use the Small Business Administra-,
tion's free management assistance publications as handouts for the
participants. Some also buy the SBA for-sale booklets from the U.
S. Government Printing Office. Other institutions furnish note-

, books, reprints of articles; and 'outlines of course lectures. 'Film-
rentals, as .well as other instructional material costs, should be
considered in developing the program budget.

Sources of Income.%
, .

,A principal .source of income is from the, registration Or tuition
fee paid by. the participants. Credit.courses also may generate stale
aid. Some colleges offer the courses as a public service, with little
or no charge to the participants.

To deteimine the r}egistration fee to be charged, the coordinator,
should add up ell e,x-rected income, such -as contributions jby ,busi-
nesses or trade associations.- 'This amount should be deducted from
the estimated expenses: The remainder should be divided by. the
anticipated enrollment. -The result is the minimum registration fee.
A ,margin may be added for budget error find surplus.

Working out- a tentative budget helps to estimate the registra-
Aion fees which can be discustal with the advisery committee. The
committee May be helpful in seeing that the proposed fee is accept-
able to *localP-business people. The fee should be_ rea'sonable so that,
it encourages owner-managers tie even, the smallest firms to attentli

, as well as thoset persons who anticipate becoming self-employed. On-i
the other ,hand, if the fee is too low, s'ome_busines people may not

, enroll betauSe they believe the instruction will be f poor quality.

f)

- 3?

at

Va.
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PROMOTING THE PROGRAM
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11

ec tome, t e

,

The best:m de plans often go astray, especially when they
aren't proinoted. Potential )participants have to be told about small
busineSs progra s,, as well sold on them, if they are to enroll._
Inadequate enrol ment an, usually be traced to inadequate promotion.
When the coordi lator preads the word for a specific program, (such .

asa course) tirr ng, m dia, and direction are knportadt.-

Training shoUld be scheduled far enough in advance to allow
sufficient tirn for' promoting. The time tpble in ItTpendix' G includes
a suggested chedule of publicity in 4ourse program.K Minimum
of 3 weeks should be allowed between t e first mailing of announce-
ments' and the- date a Course, begins.

Promotional Media
.

The coordinator_ has a yariety of media availa e for prorn8tingt
small ,busliress !nanagement programs. The following a e been used
su'ecesSfully:

,

Direct Mad. The. most 'popular form of dir.ect mail is an attrk-
brochOre. .Petsalled information on preparation_ and

etiktribution of broOhures' is contained in Appendix H.y
Letters frorm,t6,e ;coordinator, -SBA' Jeglonal director, or the

advisory committee may also be used. Mailinj lists may be prepared

S.
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by the colleje from businesslists and directories. Local coop erating
.business associations and the SBA also have lists -of imall businesses
which .may, be used.

Newspapers, Local newspapers have cooperated in giving news
coverage to new prograrris. The initial story can be the announce
.ment of the adyisory committee meeting and the propoSed data for
the first course. As plans shape up, additional news stories can
provide information .on registration, starting 'date, and speakers. A
storyigf the closing exercises may encourage people to.'participate in,
the- next program offered.

. NewSletters. The newsletters of, trade associations and organi
zations, such as chambers of commeree, are an excellent means for
reaching a specialized group of business. people.

Personal Contacts. The coordjnator and the advisory committee
members may telephone or visit business people and ask then to
participate in the training., *

Radio and Television. Some local stations furnish time for spot-
announcements as a pUblic service.'

Public Talks. Announcements may be made at meetingiof
, 'business, trade associations or-Community groups.

Other Media. Courses may be publicized through p n
nouncements in neWspapers and on radio and TVs s have
included announcements of courses with their stateM s or other
brochures to their customers.

It is that coordnators make certain that e ry appropriate form
of promotion is used to the best advantage. es.

Directing the Promotion

The pe of program being offe.ed will dictate the direction the
promotion will take. For instanc the-,training may be directed
toward a .../Aterogeneous gr p,,)*,(Ch as existing and future owner
managers fhm a variety of businesses. Promotion for this group
should; (1) stress the fact t t management problems are simi4ar as
long, as they are at the adm nistrative level, and (2) point o the
advantages of gaining insights from the problems and so tions o
other small business people.

,

When the training 'is offered^ to a special designated group,
such as .a group of manufaatugers,- or a group,of appliance dealers,
the promotion can be pinpdinted to that group's needs. Mailing lists
from trade associations ahd local business group's will help the coor
di nato; in di real ng Mafi o lected group.

it
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choosing 1nstructors i,, schecitAngc:
nstrUettorval iateriaJs m4y-ppeansrpqtine. insignifi-

ant. ''OeW,ptsigr6fn: often the,
ucOss*Ahe edikationOr-ettryity.
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The most highly promoted education program will not succeed
unless it is planried in detail . The preparation by the coordinator
should include: (1) scheduling the program well in_ advance: (2)
choosin% the instructors with care; (3), supplying ingtrugtors with
the necessary information and materials in sufficient time for their
preparation; and (4) arranging for the 'physical accommodations of
the participants.

',Choosing InstructorS

When possible, tke coordinator should ,know the capabilities of
each instructor or speaker.. The needs of, -the audience and the
objectives of the program\ should be emphasized to -the instructors.

selecting speakers, emOhasis shoul d bp placed on knowledge and
eXlioerience in that particular topic.

2. Briefing.the Instructors

7ibme- f the speakers may have ,little oi. po experience as .in-
. structors. They may ,bebusiness people,,competent in a specialized

field.. Thpy, may need hel p in preparin and presenting a lectur..e
even thoGgh they may be excellent a er-dinner ,5peakers. For
example, they may need suggestions on , ow to encourage audience
particiRation even though they are accustomed to giving short brief-
ings' to, their 'own asSociates. 3

'cl '.
. .

'

,
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3. Selecting Educational. Materials and Equipment

betalled preparation insures that the necessa'ry materials,will be
on hand when needed. The coordinator shoold reserve the visual
aids, films, and television tapes well in advance of the dates they
will be needed by the insttuctors. In addition, the coordinator
should, be sure that *.equipment--such as proje'ctOrs, screens, and

_sound apparatus--are in operating condition when needed.

Achievement Ceremony

Some type of recognition of achievement is important for the
continued success of a small business management program. A
certificate of recognition as shown in Appendix I presented in an
appropriate setting can provide motivation for further achievement.-
With some planned publicity for the event, potential participants may
be motivated to attend future programs..

5. Scheduling

Allowing sufficient lead time in planning the program 'is vital3
Appendix H illustrates an exam le of lead time for a small bpsine§s

xlcourse. A schedule helps et mine that details are handled at the
proper time. Factors to be co sidered in planning the program are
.the month, day of the week, and 'time orday the sessions. al held.

a. Day of the Week

1) What days are local businesses open for late shop-
ping?

2) What days are preempted for other activities of busi-
ness people, such as chamber of commerce meetings,
and other group business activities?

3) What days are used by local fraternal groups?
4) Are certain days set aside for civic clur luncheons or

dinner meetings?

b. Hours of the Day

Morning. In determining the h6urs for a one-day
conference or workshop, certain questions muit be an,
swered..... For example:

1). When does the morning business rush- begin?
2) Should,the meeting hour be set enough in advance of

the rush hour to allow -sufficient travel time for
business persons to get to work?

3) Is there a day when most ,retailers open later than
usual?

Evenkng: Evening sessions are often, easier to ar-
range than day-time.sessions, The main considerations in
determining beginning and ending time -for evening ses-
sion's include:

->
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1) What time will ,permit the tbusiness people o close
their offices, eat, and arr,ive, at the meetin place
without undue haste?

4' Considering the length of the class sessions, what
closing hour Will permit the: participants to return
home at a_reaionable hour?

c. Starting Month

1) Courses. September and February are th best
months *for starling 'courses. Based on statistics av. flable
for a recent typical year, the greatest number of co rsee
were started in September with February running a close
second. March, January, .0ctober, and April, in this
order, were the next most popular months. Su mer
Months are generally not ,the best time to begin a an-
,agement progrerbecause of vacations. Late Novem er,
December, arid early January are times of heavy busi ess
activity, particularly for retailers, and should be on-,
sidered c r,efully in determining starting dates. Trai ing
should ,b gin early'enough during the. fall season to a id
sessions running into Thanksgiving and Christmas hli-
days.

2) 'Conferences. The coordinator has more 'freed m
in scheduling conferences than courses because of the ti e
element., A conference takes only one day, (or less) of a
small business person's. time. According to statistics. for
typical .year (see following chart), the 'largest number cf
conferences was held in November. April; February, an
January, were the next most popular months..

, 3) Woikshops for. Prospective Business Owners and
Problem Clinics. Work(shops and' problem clinics are similar
to conferences as far as scheduling is Concerned. Because
of the broad Oppeal, a workshop for prospective small'
business owners is usually the most effective program to
impress on thq lotal community the value of management
training. Appendix J ns an agenda for this type of
workshoO.' c.Location

,
,
,-The location for the training should be convenient

and accessible to the majority of the participants. Ade-
quate parking! sho# be available in the "vicIniW at the
tiMe of the meeting.i x ,,

-iv i
IVWt,
t

coUrses are held;sin ClaseroomS. ManY hotels,
restaurants, ichurches, and business .associations have
rooms that'arz suitable for educational sessions.

I
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Every serviqe .or ro9r'am' offdre&td,local',stnall but-
,.nelsek;;<by:

I Mu re% that4the-Mista es,40 *not be
-,tepOte:d :and: #la successes wIll corttinue:

A question that plagues educators Is: "What 'are Ihe results of
our efforts? Instructors and coordinators of small b,usiness pro-
grams are no exception. They need 'anSwers to questiong .such as:
"Did the- program meet the expectationsl and needs of the partici-,
pants?" 'and "Is there a need for additional education?" To make

"-such a determination, evaluations mat be obtained from those who
participated in the program. r

-.The instructor may wish to set aside the last 15 minutes of the
final session of a program to' obtain eialuations (Appendix K and
Appendix L). Each participant -shoUld return the evaluation before
leaving ,the classroom,' because experienCe hos shown that -few, if
any, mail in the evaluations.

5

The Most frequently used tobt is a ;questionnaire. The appen-
dices show.sample formats for evalUating', small business- management
courses and seminars.i. The need fcir evOuation of one-shot seminars
ot workshops is apparent as is :the ne4d for evaluation of a' small '
business managemedt credit course. !the presenter (instructor)
should be 'evaluated along with the miterlials and activities associated,
with the course.

When the community college. offers! a certificate or degree Rro-
gram in the area of small business management, the entire program
should be evaluated on a regular basis.; The Locally Directed Evalu-
ation (LDE)materials developed by the !Min*. State Board of Educa-
tion/Departhent of Adult, Vodational rand ilichnicalucation contain

4

-
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a numbQr of evaluation activities applicable to a Small I3usiness'
Management Program. A few LDE activities which might apply in-
clude:

1. Student Evalintkn of Instruction
7. Student/ Employer Follow-Ujr
3 &ssesment of InstrictiOnal Materials

stnent of Student Attainment of Objectives
5. 4nalysis of Communiiy Resources

st/Outcome Analysis

Since most community college small business management educe-
.

tional activities are not-for-credit worisshops and short courses,
evaluation of these diScrete offerings is important. These evalua-
tions can identify the need for expanded offerings which
eventually include credit courses ,and certificate and/or de ree
programs. Evaluation 'would then I d tovard new course/ program
identification, development and irnplern tation.

Additional Activities

"Strike while the iron. is Oot" could be (he title of this section.
Small busineSs owners should be encouraged to continue-their est
for self-improvement. If the basic management program has arouse(
the interest of the participants, the last session is a good time for
the coordinator to encourage them to continue their education. It is
a good time to tell, them abOut any long-range plans- for additional

Programs. 'They can also be told about ways in which they can keep
abreast of new small business .developments.

Advanced Education. Plans foi- followup or additional tradOg
should be announced at the conclusion of the initial prograrn.'lf
none is planned, the coordinator should review the evaluations
quickly to see who is interested in .additional education. Some
advanced educational experiences* can then be organized and a ready-
made mailing list is available for.recruitiment efforts.

4 Depending. on the preferences ,for time indicated on the que-S-
tionnaires, the advanced education May have to be given at different
nights and hours. Preferences 'expressed by the, participants may
also mean varying the appr.. certain subjects in, the future.
In offering advan ation, the co. dinator ,and advisory, cnm-,
mittee shouk ork' together to determine the broad topics that make
up a we salanced management development prograarfor their con-..
munIty.

.

Muiii. 1\s3ociattons. "Alumni" associations offer 'an opportunity
for encouraging , participants to continue their management training:
Such associationS are made up of graduates of administrative managel-
ment courses and have been formed in Some communities. The form
of an assOcikion is not as important as the purPosr. The pur-
pose is to _perpetuate interest in new developmenfs in business poli-
Les and_practices.
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In one city, 'a group graduating from the first SBA-cosponsdrecr
course 'formed an alumni association. The members adopted their
own bylaws and_ began to hold, monthly dinner. meetings. After the
meal, members, would present their problemS for discussion by the
group. This alumni association eventually evolved into an indepen-
dent small business association. The latter's purpose was the ad-:
vancement of management .training for association members.'

s.
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EXEMPLARY SELF-EMPLOYMENT PROGRAMS
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Most- successful cbmriunity college programs have-been able to,
adapt to the !oda! needs of their community while using the talents of
the edbeators who implement the _programs. An award for an "out-.
standing vocational education program" was give in small business
management to Lane Community College in Eugene, Oregon. Their
adult education program inclu-ded a -three-year sequence of courses
and experiences regarding sthall business: This pi-ogram was similar
to the Minnesota model developed by the 'Division of Agricultural
Education and the Department of Vocational Education at the Uni-
versity of Minnesota. This program is designed-to develop deciskin
making and self-analytical entrepreneurial traits in small business
owners.

4
:Another unique three .year small business program is offered at

Lake Region Community Cpllege in orth Dakota. This program
includes an analysis of small business needs and culminates in a
small business reorganization. Appendix M contains information on
this program.

A range of courses and activities for small businesses is offered
at Johnson County Community College in Kansas. They offer (1)
seminars in conjuriction with the SBA for prospective and current
small business owners, (2) non-credit courses for small business
manager's and (3) credit courses in the small business management
and marketing areas.

Rock Valley' College in Rockford, Illinois has progressed further
in their small business development efforts. Theiy offer ,9, 15 and 30

1
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credit hour certificate _programs and ,an Associate in Applied 'Science .

(AA S) degree programln-Smalti3neinessr----(See -Appendix-N:1

- The _advanced_ development oLsrnaLL business _activities in.. a_
_community college is illustrated by the Small Business Development
Center functioning at Brookdale. Community College in New Jersey.
Here faculty, associated with the Center screen requests for assis-

.tance from the local business corhmunity and provide professional
consultation.when needed. Contacts with the clients may consist of
a telephone conference,_ a brief, Visit to the business or an in-depth
consultation. When consultation is required a consulting grouP is
organized consisting of three , students, a faculty _member and a

SCORE member. The group visits the business requesting assis-
, tance, reviews problem areas and makes recommendations in the form
of a final report. .

The progress of community college offerings in smasiness
pro6ramming may follow a path as depicted below:

p.

1-DAY SEMINAR

Li- SHORT-TERM WORKSHOPS

+++++++,

NON-CREDIT COURSES

CREDITCOURSES

CERTIFICATE PROGRAM

DEGREE PROGRAM

SMALL BUSINESS CENTER

In this schematic, the college continues to offer the varied activities
and courses -under the direction of the Center's leadership. While
there is no single, best program for all community colleges, there
are, many models of Successful small business programming through-
out the county. The American Association of Community and Junior
Colleges (AACJC) through its National Small Business Training Net-
work can supply community colleges with assistance in developing

their: own, .unique.responses to local small, business needs.

41fr
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Appendix

(*INTAKE FORi,1*
--SMALLBASINESS PilOGRAM

.Please Print All Information Requested

2.

3.

Last Name

Address

Home Phone

First Name

-"tity/State

.Are you" self-employed? Yes ' No

41

Initial

5. a) Have you completed high school: Yes No

b) Fiave you attended college: Yes No

c) If you graduated from college:

Which col lege :

Date of gractuatio-n:

--_- )
De"gree;

Zip

-6. How did you learn of the codrse in smdll business? (Circle oiTer"

A. From a friend of relative

B. From flyers or direct mail

C. From nevyspaper announcementt

D. Other source(s): Please specify:

7:. What was your purpote in applying' for admission to this
course? (circle bne)

,
A . (To iriprove, the efficiency .of your exitting business

r I

13, to help .prepare yourself to operate a small business of
your CONIT the future .

4



C . To obtain'a general knowledge ob. small business

D. Not sure f purpose

E. Other; specify: -

42; .

"\
8, If you are not now in business for yourself, how close- are you

to actual ownership? (Circle one)

A. Looking for capital

B. Seeking right location

C. Ready to begin pecific plans

D. Trying to decide f I want to

E. Other:: s cify:

9. If you are already in business, are there %particular problems

,4111e

that you are experiencing?

. 7,ANSWER EITHER #10 OR #11 -

10. Please describe your, current job:

11. Please 'describe your business:

v

*Adapted from inXake forms currently in use, at Queensborough
'Community College and Hostos Community College.

46
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Condotted by

Department of Vocatidnal & Technical Education
University of Illinois

at U rbana-Ciiampaign

Sponsored by

Research, and Development Section
Department of 'Adult-, Vocational and Technical Education

Illinois State Board 6f Education
Springfield, Illinois

For further information concerning the Entrepreneurship Education
Project, contact:

^

Robert' E. Nelson, Project Director
346 Education Building
University of Illinois

g. 1310 S. Sixth Street
Champaign, IL 61820

(217-333-2784)
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ota, 1978. ED 1 67 765..
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Chartering An Experience Bank: A Guide To Forming A Local Associition

Of n8ependent BusinesSmen. Milwaukee, Wisconsin: Center for
Venture Management, 1970. ED 076772.
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-STATEMeNT FOR MEMBERS OF ADVISORY COMMITTEES

When you have decided to help by beoming a member of i'his
committee, jou have taken the first step towarde-i-decreasing the
probability of business failures 'in your community. Your local
comniunity college will appreciate the help you can give in this
,worthwhile undertaking.

The followihg sections will give you a general idea of the role
you will play in the total effort.

I

WHAT 'IS MANAGEMENT TRAINING FOR SMALL BUSMESS OWNERS?

, This 'is an educational program conducted by 'a community
college. Its purpose is to assist owners and managers of small firms
to strengthen their position as managers of their busineSses. It is a
program designed for prospective gwners and managers-,- and is
concerned with administrative man5gernent and day-to-day.operations.

. WHAT ARE THE DUTIES OF AN ADVISORY COMMITTEE MEMBER?

You have been asked to become a mernler of the advisory
committee' because you are recognized among 'the business people of
your community .as a person Of ability and experienCe. In this
capacity, your advice dnd counsel is. needed to assist with the or-
ganization and promotion of small business management development
of your coMmunity.

Your help is needed to assist others like ,yourTtlf, as well as
the community college conducting this program to: --

1. Decide upon the 'scope and content of ty0cal subjects for
each session of the educational programs ? .

-2. Decide on names' of speakers or consultants when appro-
,priate.

3. Suggest time and duration of the prograni.

4. Devise ways and means of promoting 5course attendance
among those in your community most interested in, and in
need of, such an educational. program, ;

5. Serve,
.

in 'general, as a consultant on iorogramming, staff-
ing, and administering, to represenOtives of the com-
munity colleges.

ADDITIONAL INFORMATION

Programming. A typiCal course .will operete for anywhere from
4-16 weeks, one evening per week for two and a half hours. A
typical conference, consisting of one or rnbre meetings, usually

S'

1

r ur coy r
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covers 4one 'management subject.- Topical subjects to be discussed
will varTfrorn' locality to locality; in accordance withqhe expected
types of persons to be enrolled: Some typical subjects which might
be included are:

Decision Making--How to ,Analyze Management Problems
Factors Which Mill Determine Success

"How to Attract and. Hold Qualified Personnel
HoW to Develop- More Business ,
How to, Meet Long-term and Short-term Capital Needs
Legal Aspects of-Your Business
Planning for ,Fdture Growth
Using Your-Accounting Records for Profit
The Use and Abuse of Credit in Business Operations.

Staffing. The various subjects should be presented by special-
proficient' ,in their respective fields. There should' be a balance

betwe the practical and theoretical. One individual appointed by
the spo sbring community -college usually acts as Foordinator and is
the per onflith whom you will wor,k.

ministerin . The sponsoring community college assurifes
<Tpo sibi ity for the educational and financial aspects of the course.

Usual y, the college by the active cooperation of local'
organ zations or group , such as the chamber of commerce, local
manuf ttaring associations, retailing and wholesaling associations,
and si 'ler business groups. The SBA may also assist in organizing
_and con the educational program..

'

5J
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Appendix b

COMMUNITY INDICATORS
PROFILE SHEET

Area of Information

'
;

Source of Information., 1nformatiOn to Include
0

- Record
Data

(Notes).
Programming
Implications

A. Number-of Small
Businesses

.

.

-

Chamber of Commerce,
Local Economic Develop-
ment Council, Local
surveys, Dun and
BradStreet report

.

.4

.
Number of small businesses
in your service area with:

.

Less than 5., employees
6-10 employees
11-15 employees

: Over 15 employees ..

,

.

.

B. Education Levels
of Small Business
EmploAses ';':,:Census.,

. !IF..

0 ,

0
.

.

Couhty Superintendent,,
Local surveys, U. S.

data by local
tract (extrapolated)

. .

.

. . ,

Number of small
business employees
who have education
in the following .

,.

.

*

.

. --

.

.

'
.

.

- categoridS:

0 ... 8th grade
9th - 12th grade
Associate Degree

-* Bachelors Degree
More than B.A.

.

....:

.

4

0'4

:
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Appendix D

, COMMUNITY INDICATORS
PROFIIE SHEET (continued)

-,
Area of Information /

/

/ ,

-

Source of Information
.

.

Information to Include
.

Record
Data

-,,(Notes)
PrograMmigg
Implicationl

C.

,

.

/
Classification/of
Small Busi7esses

.

'
S

;

.

Chamber of Commerce,
State manufacturing
directories, Governor's
Office of Economid
Development

,

,
II

.
,.

Number of area's
small businesses in
the following ,

standard industrial
classification
categories:

.
Agriculture Productim
Mining
Construction
Manufacturing
Transportation
Wholesale, - Retail
Finance
Service's
Government ,

Non-classifiable
..

.

.

,

.

-.

D. Employee
Category

,

56- ,..

Local surveys, Chamber
of Commerce, Local
banks

.

. -
.

.

Number of area's
small business
empl yees in the
fol wing categories:

Professional/Technical Mgt.
Clerical and Sales
Services .

Farming, Fisheries
' Processing ,

Machine Trades
Benchwork
Structural work
Miscellaneous -

.a.

.

,

,

E. (Other)
.,

, .
,

,
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Appendix E

SMALL BUSINESS SURVEy

A. Buiiness Improvement 0 ortu itieS
Listecrbeloir are éducatimal a tivities,wigich can be offered in
one day workshopS, se, inar Of 4-£3,liours. Approximate cost
for each seminar is 20. A certificate of cOmpletion is'
given at the en ID f h session.,, Please-indicate your interest

,ci rcl i ng the appropr ate resporise.

-

,

-, B. 'Scheduling
- Place a check Mark ..( ) befOlre the time when it -would be most--,

convenient fOr you to attend the above workshops. 1

. Monday-Thursday evehings;, 6:00 p.m.-10:00 p.m.

-

5-

52

1.

Definiteljr
-Attend'

'Maybe .-
Attend

Would Not
.-,(f1/4ttend

-,

Energy conservation
measures .,. . ... . . 1 , 2 3

2. Legal_ concerns -for ,
-A

business; . ;I.% : . 1 2 , 3

3. Advertising and promotion
in business . .....-, . . . 1-. 2 3

4. Loss prevention . . : . _,1 '2 3

5. Merchandise control-. . 1 2 3

6. Managing' personnel . . ,1 2 ', 3 ,

7. Record keeping .. .-. . , 1
--.

4. , 3

8. OSHA ' 1 2 3

9,'. Other(Specify: ) 1 _ 2 3

10. Other (Specify: ) 1- 2 3

,, Fridajr evening;. 6'400 p.m.-10:00 p.m.
,

Saturday; 9:00 a.m.-4:00 p.m.
Sunday;, 1-:00 p.m.-5:00 p.m:

Advisory Meeting - ._ i
For activities where great interest has been indicated, c011ege
staff would, like to have a short meeting 'with -business people
like you for the purpose of discussing what yOu need ta,know:

"Check the box if you'd Ik to participate at ja time convenient
- to you. ,

?
, ,-

Yes I would like .,to attend. .

More information
If you would like to receive more information on these business

'improvement, activities, please check the box and infe will place
you bn our mailing list.

Yes., I Would like more information.

Name:
Address:
-Telephone Number:

Please return'this form in the enclosed envelope.

58



Appendix F 53

ELGIN
COMMUNITY

I.:... COLLEGE r;

-/.
1700 Spartan Drive. Elgin. Illinois 60120

Community College District 509

Course: Date:

In order to prepare future training programs, we 'ask you to answer this questionnaire.
Please do not sign your name - be very frank in your answers.

In general, -how

would you rate
thi s program?

6cce11ent
Qodd.

Fa i r,

Poor.

Very Poor

'Was the program: Was the program:"/ /

7--7
/ / Too long,..../ / Too advanced.... / /

AbIlst right 7---7/ /

7---/
About right ./ /

Too short..../ / Too-elementary.,./ c. /

.Rate the workshop by plaoing an ."X" along the continuums.

How well was the workshop organized?

(Well organize0 1 I (Lacked organiption)

, 2. How-would you rate the presentor?

(Excel lent ) ' I I I I (Poor)

, 3. HOW ^Much material 'was Presented?

Enough to meet 1 I I j (Too little to meet

-

YOur ,needs) your needs)

4:. Were iiOndOut materials adequate end' supportive of .the content?

:(Very adequate) 1 1
1 (Inadequate)

5, , Him much do you;-feel you learned?

t.

I

o

-....

(Mor:e than anticipated) 1

_

1 1 1 (Less than exoected)

6. ,Will the material be use-0 to you on the' job?

(Yes, very) :1 1

I.

1
1 (No, not very)

7, Were the'facilifies comfortable?

;--- -, /(Yes)
1

1 I

I

1 1 (No)'
'

- S.
..

.

How-were'ythi inforred Received brochure by di%-ect -mail

about this program? -. Received .rochure from anozher oerson / /
,

Inforred by. another oarsnn i n wri ting or veroa 1 ly / / .

Saw newspaoer i'eTease / /

Saw macazine article or ne../slettar notice / /

/

Sorne other conference. . .. ,

, '

/.

_.- Inouired a: cJllege about :rain* avilahle

;4,



t

4

ere

/

. .

Should any new training programs be,developed in this gene'ral subject?
If so, what? .,

*

54

I

e

46 4

How could this program be improved?

-

;

.4

s

Additional comments

\ ;

..

60
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Appendix G

TIME TABLE FOft

ORGANIZING MANAGEMENT COURSES*

To Begin in October

-Middle of May

Early June

55

Discussion of plans and Xhe establishment
of beginning date by representathies of the
community college and the Small Business
Administralion. Consideration, of prospec
tive members for the advisory committee.

Meeting of tile advisory committee, to dis
cuss the Program, prospective speakers and
promotional plans; and to fix the definite
starting date, day of week, length of
session, best location for conducting the
course, and so on.

Middle of September Second meeting of advisory committee.
This meeting is primarily, for the purpose of
announcing the beginning of the promotional
campaign. Printed brochu res describing
the course are to be distributed to advisory
committee members. Specific plAns for
members'. activities are to be completed,
such as their ,talking with individuals and
to business groups to encourage enrollment.

Fjrst mailing to prospective, enrollees is to
be made. 11

New releases are sent to newspapers, radio
and TV stations.

All SBA Aids and other materials should be
ordered which are to be distributed to class
members during the entire course.

End of September Second mailing to be made, if necessary.

Second story to be released to newspapers,
radio and TV stations.

*The same kind of .planning is usually needed for conferenc,es
and workshops.
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Appendix H

CHECLIST FOR

P4AN,NING, PRINTING, AND DISTRIBUTING A BROCHURE

The pages of a brochure will be determined by the size of
paper used. For example, a standard size sheet (8k" x 11") will
make a two-fold pamphlet with six pages. This is the size mist
commonly used.

-
PLANNING A BROCHURE

In planning a brochure, you should check the points below so
that no essential information is omitted. You may not wish to use all
of the items suggested or you may wish to substitute others of your
own._ The order in which the items are used also may yary. .

Pa 6e 1 (Cover): Announcement

Title of course, conference, or workshop
Name of sponsoring institutions
Name of Small Rusiness Administration as cosponsor
Seal of either the sponsor or co-sponsor, if desired
Date of meeting, including day of week
Time of, meeting
Location
Number of sessions
Art (appropriate illustralions)

Page 2 (Reverse of cover): Pt orc.;_noittonal Information

Purpose of program
Who should attehd
Enrollment.information, including limitations; deadline for
registering; fees,,-if any; arid place of registration .

Parking facilities available (

4 Location (map; if needed)
.1

Page 3: Schedule and CUrilculum

Date, inauding day of week - same as on cover
Time; 4n addition to hour of meeting, indicate number of

weeks and hours in course, or when conference or
w6rkshop will conclude.

Location: Repeat and give room number, 1Duilding.
Subject titles and brief descripItion
Name of lecturer or instructor and his/her title

v1,4
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Page 4: Registration Form

If a two-hold pamphlet is used and page 4 is needed ,for a

continuation of the schedule, a separate registration farm should be
considered. That form should include the following information:

Title and date of program
Registration fee
Name, address4 and telephone number of registrar or coordi-
nator to whom Cleck should be sent.
A brief statement concerning refund policy.

In' addition the form should contain blanks for the following:

Name and position of.registrant
Name of business firm,
Business address
Telephone number of business
Type of business
Number of employees

Page 5 (Reverse oi page 4):. Self-Mailer

'If a self7mailer is used, it should be arranged so as to fall on
the reverse side of the registration form and at the end of the form,

no valuable information is lost:when the form is detaChed.

If a self-mailer is not preferred, this space may be used for
jadditional publicity or left Wanly. If used, remember to:

Print return address of institution offering the training
Print postal mailing- permit number

Page 6 (Reverse of page 3) : Miscel laneous

Page 6 may be used ifor any supplemental information not in-
cluded elsewhere, such as a brief biography of the instructors or
leaders;,or the page may be left-blank.

63
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THORNTON COMMUNITY COLLEGE
In Cooperation with the

U.S. SMALL BUSINESS ADMINISTRATION
Presents This Award To:

In Recognition of Enrollment and Completion of

The SMALL BUSINESS,,,' EMENT SEMINAR
ik \\W4,0

s'4 j . \\1 I

\

6Z-14n) Chairman, Board 'of TTus-t-ee-s

Thornton Community College

A
\

President /./
Thornton Community College .,,// , 2/. 24**,4_144

Mgt. Assistance Office
U.S. Small Business Adm

r
A

/

^

lice Pres Educational-Services
Thornton Community College

Dean Community Services
Thornton Community College

J

(A\.
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,

0011S 444
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Appendix J
a

SMALL BUSINESS MANAGEMENT S'EMINAR

Thorntpn Community College in coolOtion with the U. S. Small Bus-
iness Administration

January 26 - March 2 - 7:30-9:30 p.m. Room 3101

Tuesday, lartt.iary 26

Speaker

.Topic -

Mr. C. R. VanderVeen,° Business Counselor
General Business Services, Glenwood, IV

"The PitfaLls in Managing a SmIl Business",e,

Tuesday, February 2

Speaker ,Mr. Conrad Sweet, Proprietor, Toni Lavan Realty
e- South Chicago Heights, IL

Topic "Small Business Location & Layout"

Tuesday, February 9

Speaker Mr...Norbert Dudek, Vice president, Chicago
Title Inc.

v

Topic "Sales and Marketing in Business"

.Tuesday, February. 16-,

Speaker.

Topic

Representative of H. R. Brock, Riverdale, I L

"Federal and State Income Tax for Small Pusiness"

Tuesday, February 23

Speaker
-

Mr-John Eggert, Proprietor, Eggert Insurance
Agency, Inc., Lansing, IL

Topic "Insurance for Safeguarding Your Business"

Tuesday, March 2,

Speaker

Topic

1.

M. Dolores A . LaVal le ,7 Management ,Assistant,
SBA

"What the Small Business Administration 'Can
do For You

66
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ApOndix K

EVALUATION Or' SICTS AND SPEAERS

6.0

Our goal is to -present subjects which are hel pfu I to small
business people and to engage speakers who are able, to share their
knowledge aild experience. you can help us meet theiVgoal . 'Write
the, names of each subject Ond speaker on ,the appropriate :lines.
Pleae circle the rating which you feel each subject and spleaker
deserves . Do hot sign thiS sheet

,

. S UBJECt RATING SPEAKER RATING

1

Superior
Excel lent
Good-
Fa ir
Poor

Superior
Excel lent
Good
Fair
Poor

Superior
Excellent
Good
Fair
Poor

Superior
Excel lent
Good
'Fair
Poor

Superior
Excel lent
Good
Fair
Poor

Superior
Excel lent
Good
Fair
Poor

Sukrior
EXcel lent
Good
Fair
Poor

Superior
.Excel lent
Good
Fair
Poor.

Superibr
Excel lent
Good
Fair
Poor

Superior
Excel lent

GdF ior"

Poor

Superior
Excel lent
Gaoiord -

Po o r

Superio r
Excel lent
Good
Fair
Poor

67

Superior
Excellent
Good
Fair
Pool-

Superior
Excellent
Good
Fair
Poor

47
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Appendix L

(May Be Used for Evaluating Management Courses and' Seminars)

.EVALUA.TION.OP SMALL BU,SINESS MANAGEMENT PROGRAM

'Title of PrograM/Course -Date 'field:

,Your frank, reaction to this program can help in _planning future
training. It wiIl, therefore, be appreciated if you will cdmplete the
S011owing evaluation and return to the instructor before leavingthe
classroom.
DO NOT SIGN THIS,FORM. Yes -No

1. Was the instructor's .approach to' the subjeCt
practical rather than theoretil3

2. Can-the-kiibWredge acquired in this frainirig 0--
be- applied to_your .cuthent_or future business?

3. Were any subjects 'ina-dequately covered'? If so,
please list on the reverase side, of this sheet.
Were any subjecti not helpful? If so, should
they be omitted from future training? If your
answer is "Yeg," pleaseIrst subjects,on the
reverse side.

5. Were any subjects omitted that you feel 'should
be.included in subsequent sessions? If So,
please, tist .on other 'side.

6. Do you believe the same course should- be
offered_ to other groups?

7. Would you recofnmend this course to your
business associates?

8. 'Was the time df the course (month, day,
hoUr)-convenient?

9. Were the rolhowing helpful:
(a)" Case Studies
(b) Discussion Groups
(c) 15ublications
(d) Visual 'Aids and ;ilms

-
10. Which item in question 9 was the most helpful

w

,

11. Which item in question 9 was the least helpful,
.! 4- ..

-1-2. Circle one rating for this course; Excellent Good' Fair

13. List the two topics that you-founJI the mo'pt helpful.;

Poor
i`

w

14. If ,,you have suggestions for .improving, this course' dr suggestions,
for future seminars, Rlease write them on the back of this sheet.

DQ. NOT SIG.N THh.S FORM,
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Appendix M.

SMALL BUSINESS PROGRAM

YEAR ONE: "Business Records and Accounts"

, 1. Stimulating Interest In , Small- Business Management
2. Need For Small Business Records
3.. Measure Of ,Small Business Family Progre'Ss And, Uses

Business Home- Records
4. Importance of inventories

-_ 5. Xeeping'Small Business Accounts Cur;rent
6. Balance Sheet And Monthly_Surnmary'
7. Cash Flow And Cash Flow Projections

I 62

EMployers' Records; Social Security: And Incorge Tax .

9. Unemployrrient Compensation, Workmen's Compensation And
Labor_Standards Act, OSHA And SaTety tonsideration,s..

10. EmplOyer-Eniployee Relations
11. The Deprfeciation Schedule,.
12.. Income Tax ManageMent
13. End Of Year. Inventory
14. Closing The:Record Books For Analysis

YEAR TWO,: Small Business AnalySis

Fair

1.
2.
3.

Calculating, Income And Social Security taxes
Measures Of Small BusirOss Profit
Measures Of'Small .Business Size

4. General Interpretation Of The Analysis
5. The Impokance Of Inventories
6. Analyzing The Customer-Service Department' .

7. Analyzing The Size Of-Business
B. Analyzing Mechanization, LabOr, Equipment 'And Building Costs
9. Analyzing Major Department Efficiencies

10. Evaluatkm Of The Small Business
11. 1 Incbme Tax Planning,And Management
12. Closing The Small Business Account Book F,or Analysis

.t

YEAR THREE: Small Business Reorganization

1. Attributes Of Successful Sthall-Business Entrepreneurs
2. Determining- The Most Profitable Level Operalion
3. Selection Of Departments
it.- What Do Two Years Of Records Mean
5. Evaluating The Cuitomer Service Depar3ments

Evaluating The Major, Departments
7. Evaluating Oyerhead, And General Business
8. ,Maximizing- Income
9: Maximizing incOme Icontinued)

10. Maximizing<Income (continued),
11. Site, ppildings, Merchandise Ha'ndling
12. Planning Transitional Stages

, 4-4t

CosIs

S.



BUSINESS OPERATOR'S FILE

NAME OF BINNESS

ADDRESS
Street

63.
""s

PHONt NUMBER HOME

tiAME OF OWNER(S)

TYPE OF BUSINESS

City Zip

B USI NESS

NUMBER OF EMPLOYEES
Full Time Part Time Total-

MEMBERS OF FAMILY (OTHER*THAN OWNER)
Name Relationship

Name Rela tionship Name . Relationship

Name Relationship Name Relationship

LENGTH OF TNE BUSINESS dPERATED Br ?RESENT OWNER

'445

DATE STARTE LL BUSINESS heANQEMENT PROGRAM

CONDITION OF MESS STARTtNG

APPEARANCE Of BUSINESS STA,RTING.

.FkECORD KEEPING.'SC(STTARTING

,OPERATOR'S ATTITUDE STARTING

GOALSOF EIUSINESS/FAMILY STARTING

INSTRUCTOR'S COMMENTS



SMALL BUSINESS ANALYSIS AGREEMENT

As a cooperator in the Small Business Wanagement. Analysis
Program, I hereby agree to the following provisions:.

1. 4hat I will use a record keeping systent,that is adequate
for business analysis during the year and grill keep these
records current to the best of my ability.
a. Inventories
b. Cash expenses and receipts
c. 'Non-business assets and liabilities

2. That .1 will- make a tdition paYment of $15.00 per month.
t.

3. That I will attend group meetings of the Small Business
Management., Program regular! y.

4. That I will submit my records for analysisv,in January of
the following year.

As a r.:epresentatime of the,. Smal I Busines Management Depart-
ment, in 'cooperation with Lake Region Junior College, I agree to
,provicre-the following to the sthall. business cooperator:

_1. Assistance with establishing beginnjng inventories, and all
othei*beginning entries.

2. To check the cooperator's secordstperiodically for accuracy
and completeness.

3. To' a,ssist the codperator with the' preparation of necessary
information for income tax purposes at the end of the
year.

4.. At the end of the year, to prepare such necessary close-
out summaries and, other ScIditional forms as will be re-
quired by the analysis center.

5. To submit the records to the analysis cY.

6. To prig/ide the cooperator% with a -copy of the' completed
4analysi§ fro'm his own tiusiness. To discuss the results of
this arMlysis, particularly, as to how it may be used .to
further improve ile business.

7. To keep all matters pertaining --to the business strictly
confidential.

Pate

Received $

(Small Business Cooperator)

Betsiness Management 1nstcu1torL

^,
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Appendix N

SAMPLE: ASSOCIATE IN,API.;'LIED SCIENCE DEGREE PROGRAM
ROCK VALLEY COLLEGE - 1981

ROCKFORD, ILLINOIS

FIRST

Semeiter
,

BUS 101 - Introduction to Business

YEAR

BUS 103 - Business Math'ematics

BUS 170 - Human Relations in
Business

ACCTG 108 - Business AccOunting

ENGL 100 - Vocational Communica-
tions

Fall'Semester

BUS 201 - Business Law I

MI,1/4NGT 270 -

**MANGT 275

MANGT 276 -

MANGT 277,-

Principles of
Management

_

Spring Semester

3 ENGL 105 - Business Writing
.

3 MAN,GT 273 - Small Businegs
Management

3 MKTG 260 - MariZeting

3 SPCH 131 - Fundamentals' of
Speech'or.

General Education Requir4-
3 ment, (Elective)

TS"

3

3

BUS 105 - Cons Econ & Pers Fin or
Business Elective%or Elective 3

**MANGT 275 - Smalit Bus Seminar 1

16

SECOND YEAR

- Small Business
Serpinar

Independent Study ir;
Small Business Manage-
ment or.Business
Elective or Elective

Internship in mall"
Business Management
or" Business Elective
or. Elective

General Education .Reqirement

* May,be repeated up to 3 times..

Spring..Semester

3 **MANGT 275 - Small Business.
Seminar

3 MANCT 276 - independent
Study in Small Business
ManageMent or

MKTG 261 - Prin of Retailing or
MKTG 2e4 - Mrchnds & Sales

Prom or
MKTp 276 - Prin of Purch I or
MANGT*178 - Office Management or
Business Elective' 3

MANGT 277 - Interr;iship` in Small
Business Mánagemen9 or
Business Elective or Elective ' 3

3

3

16

1

.MKTG 265 - Salesmanship ,

MKTG 166 - Prin' of, Advertising 3

General Education Requirement 3

16
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Appendix N

Sample Mini-Certificate Programs r
Rock Valley College - 1981

Rockford, ,Illinois

Basic' Small Bysiness Certificate
Hours)

Small Business Retailing Certificate
(9 (15 Hours)

ACCTG 108 - Business Acccounting 3 MANGT 270 - Principles of
Management

MA NGT 273 - Small Business
6 Management 3 MANGT 273 - Small Business

Management 3

MKTG '266 - Principles of Adver-
Using 3 MKTG 260 - Markking 3

MKTG 261 - Principles of Retailing 3,

MKTG 266)- Principles-of
Advertising or

BUS 170 - Human Relations
in. Business

Small Business Management Certificate (29-30- Hours)

ACCTG 108 - Business Accounting

BUS 101 - Introduction to Business

BUS 170 - Human Relations in Bu'siness

BU5'2.01 - Business Law I

taNGT 270 - PrinciPles of Management

MANGT.273 - Small Business Management

MANGT 2.75 - Small Business Seminar

M,ANGT 276 - Independent Study. in
Small Bu§iness Management

MKTG' 266 - Principles of Advertising
.

MKTG 266 - Marketing or Business
Elective

0

3

3

3

3

3

3

2-3

3

3

73
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