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FORWARD
’ “
This publication con}:a'.im.s illustrative and informative materials for teaching
Entrepreneurship. *

L )
.

»

€

l Reference is made to these resources in the Suggested Curriculum Guide for

Entrepreneurship In the guide, the word RESOURCE is identified in capital
letters and the pages from the Resource Book are listed.

. N ¢ ’
Refer to Blbliograf)}w in’ Suggested Cursiculum Guide for Entrepreneurship to _
“obtain complete addresses of materiajs used.
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///4 LIST OF FILM TITLES . -
. o : | i '
~ \ M .
» ¢ . ¥ PLY
R . .

o ' N /
(SBA) has available for loan to its .

The U.S. Small Busineag Administration
field offices a numberTof,:Shgiepgnt training films. All films are 16-mm and in
at no fee if your small-business course or pro-

color. All films are availabl
gram is cosponspred by either the SBA or a Small Busimess Development Center. , .
. ‘e ~

~»

i To order any of the E}lms listed be{ow, get in touch with your nearest SBA
field office. What follows is a brief description of eac¢h-films ' .
. - 4 ) % ,
( . ) . .
- )
' * FILM TITLE AND DESCRIPTION\ R
: . . . : ' '
' Planning a New Business Explores the personal qyal;tiés,,
) kinds of planning, and various sources of help and advice :
*  needed to start a new venture. (28 minutes)

Y . -~

Very Enterprising Women = Focuses on how several women \
launched their ventures successfull?, what motivated them,
and how they solved their problems., (15 minutes) ,

’ The Habit of Winning Offers cgse histories of six former ‘
professional foetball players who sugceeded as entrepre- : co

) " neurs, citing examples of how the "habit of winning" appligs'. ) .9

- to small ventuxes. (28 minbtes) .

Pack Your Own Chute ‘:Shows that personal gfars can be over-
come through self-c¢onfidence. (25 minutes) ' ,
’ 7/

’ e ' ' ~
E is for Export Explains how an entregreneur ugsed the
- export services of various federal agencies and the private , ,
sector to sell successfully'overseas. (16‘minuces) c
. The Busliness Plan Dramatizes the need for a business plan o e
as a manage;ial tool for successful operations. o ' )

(14 minutes




Lo ‘ )

'FILM TITLE AND DESCRIPTION- )
C \ ' ~ .
The Right Location Dramatizes the importance of the right,

location and outlines some of the essential factoys.to con-

- - T sider in making a site seleftion study. (17 minutes) !
¢ ‘- - ’ *
. . ° Heartbeat of Business Dramatizes good and bad examples. o
* » financial management. (l4 minutes) X
/ . . .
" The Man or Woman for the Job- Points out the importance of—

effective recruitment and selection procedures.
(14 minutes) .

- .

Y

The Time of.Your Life Gives the basic pringiples and
practices of good time management. (28 minutes)

Iﬂg Language*of'Businegg .Dramétizes the need for good
. <§ecord keeping, ' (15 minusigb
T

. N .
hat's Business Features two management specialists who

- M1lustrate how the complex interactions of production ™
o ' marketing, finance, and dealing with people can be por-
. trayed systematically with numbers as expressed in just two

~ T . algebraic sums: nec\profic and cash flow: ‘
. « Part I: ™Forecasting Brofits (30 minutes)
’ « Part I¥: Cash.Flow (30 minutes)

Where You Are; Where You're Going Focuses on the ‘privotal
- importance of financial analysis and control..
(18 minutes) ' . ,

*

¢ - ’
Marketing for Profit ' Dramatizes thd, importance of mar-
é%} ‘keting and its relationship to the totyl business plan and
L— the venture's profit.goal. (18 minute
\ [
. The Advertising Question , Focuses ton tHe aims and tech-
niques of advertising. (14 minutes) i

¢

rinciples and con-
0 minutes)’ . N

" ‘ The Professignal Dramatizes the-key
. . cepts of truly effective selling.

fhe Seyenth Chair Dramatizeszj best to head off credif
- - and collection problems. 13 minldtes)

Knowing Where You Stand Tells whywan inventory s¥stem.is
. / crucial to turning higher profits and better use of scarce

dollars. (15 minutes) . _ . -

rd ~ .
. ~
)

’ ' The Shoplifter Shows amateur and professional shoplifting
Voo techniques andkgxplains how to prevent thefts. "
‘ (20 m;ﬁutes) .

‘o

. - . ( .
\ You aga Your Customers Dramatizes the importance of good

customer relations. (l4 minufes)
& ~

“
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- Small business profile: PR , o ) }
5 P . i <. , | . . \ \

20 or fewer .employees

2

market highly centralized .

% usually low imitial capital requirements © e

success enhanced by experience in the field ' . ]

To be a subcessful .business owner, ‘it is important to know as much
you can about the business fieid and Have a good working knowledge

of our economic system. . LD

‘the mainstay of our economy,:providing about 0% of the employment

Y .
high failure rate within the 1lst 3 yrs / {
- , - b . I
must do the business part of small business, i.€., the record keeping
and cash flow ) ‘ y -
In teaching: ' . /,x~
Naie enhahced : . :
1. studies enhanced by.using case stud to illustrate the theqry -
and quoted statements’ by business ﬁ%op e e
2. more satisfactory participation and thorough understanding to
be attained by having each stugent select a s ecific business
{hopefully one he/she may aof¥ually wisll to try) for the-course
of study. \ ' L
30 A large: percentage dé/the glossary words need to be’hﬁderstood,”
- 4
T ' '
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BEFORE YOU START
w abput YOU?

Are you the kind of person who can get a business started and
make it go? (Before you answer this qucst'ior’xf use the work-
sheet en pages 4 and §.)

Think about why.you want to own your own business. .Do
you want tc badly enough to keep you working fong hours
withoyt_k#bwing how much money you'll end up with?
N P S .

Have you worked in a businéss‘like the one you want to start?

< $ .
Have you worked for someone else as a foreman or manager?
Have you had any business training.in school?
, >

Have you saved any money?

w about the monrey?

- Do~you know how much money you will need to get your
business started? (Use worksheets 2 and 3 on pages 6 and
12 to figure this out.) ” .

Have you counted up how much money of your own you can

put into the business? !
A

.Do you know how much ¢redit you can get from your sup-
+ pliers—the people you will bdy from? ° .
Do you know where you can borrow the rest of the money
you need to start your business? . '

Have you figurcd out'what .net income per year you expect to
get from the business? Count your salary and your profit on
the money you put into the business. R

| Can, you live on less than this so that you can use some of
' it to help your business grow? ,

Have you talked to a banker about your plans?

Q
ERIC. 1y

IToxt Provided by ERI

o
How about a partner '

If you need a partner with mongy or know-how that you don't
have, do you know somcone who will fit—someone you can
get along with?

Do ‘you know the good and .géd points about going' it ‘alone,
having a partner, and incorporating your business? =

Have you.1alked to a lawyer about jt?

How about your customers?
“

Do most businesses in your community seem to be doing well?

), 3 - - /\
Have you tried to find out whether stores like the one you want

10 open are doing well in your community and in the rest of

the couatry?
L4

Do you know what kind of ;Scople will want to buy what you

plan to sell? .

Do people like that live in lhs:‘%rea where you Want.to open
your store?

& -
Do they nced a store like yours? - .
If not, have you thought about opening ¥ different kind of
storc or going to another neighborhood? - '

’ _Z’ [
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.. GETTING STARTED - )
+ RN ' o !

.

Your’buudmg L - , .

Have you found a good Building for your siore? . Lt '
lel you have enough room When your busnmss octs bigger?  —=—

_Can yoﬁ fix the building the way you want it without spendmg .~

100 much money? , e jp—

. . \
-Can pcople get 10 it easily from parkmo spares, bus slops, A
or their homes? , .

.

5 }"lzivc you had a lawyer check the leasc and ioniri\

N,
Equ«pment and supphes . ‘
w Do )ou “hnow just what -.ouxpnum and supplics )ou need and ]
_hote much they will Losl’ *W ormhul 3-and the hsts you made )
. foisit should show lhns 4 ] . R
| » Can )cou save some money by buuno :,ccondhand cqunpmml’ -
4
U‘ ‘ ' -
Your merchanduse ) .
~Have )ou du.ldv.d ‘what »mnv\ you Al sell? N e
{ De’ )ou kuox\ how much or how many of L.th you wil buy
o ope ¢n )our stare Withlee - [—
Hijne )ou klund supphcr\ who \uH sell you \\th/VQu need
S,

—

E

ata nood prm ’

Have §ou u)mp.lr:d the. prices and credit terms ot different
supphers” g . —_

s T
B i *

“Your records . :
Have you planned o S\mm of records that-will keep traen
of your income and eypones What you owe othe people.
and wh, u other people vane \\)l\ :

way 1o heep (r.n.k of \our mentory

Have )Ou Wworked oul a
cnough ‘on hand for'your cus-

so that you will #ways, have

l.. tomers but not more than vou can sell?

keep your pa)roll records and
i)

‘ ', —

Have you h“und out ho“ﬂ
take carc of tax rcports an pa‘imcnts?

-_
>

Q

RIC- = . SR

PRA i ext providea o eic
’

Do you kndw wh&t financial statemengs you should prepare?
Do you, know how to use.these ﬁnancxal statemcnts‘7

Do you know an accduntant who will help you with your .
records and financial staxemems?

-

Your Gtore and jhe law ' L
Do you know what licenses and permits you need? —_
Do you know what busincis laws.you have to obey? —_—
Do you know a lawyer } voﬁ’Ean go to for advice and for‘ help
with legal papers? . —_

.

/" :
Protectmg your atore ) i
tore against thefts ’

Have you made plans for protecting your
y, employedsteal-

" of all kinds—shoplifting: robbery, burg

- ng?e . . R
-
Have you talked with an insurance agent about what kinds
L 4
of 1nsurance you nced? . . S

/u)

Buymg a business sémeone ‘else has started

: Have you "made a list of what you like and don’t like about
buymg-a business someone clse has started?

Are you sure you know the real rfason why the owngr wants
-to sell his business?

.y
Have you compared the cost of buymo the, busnm.ss with the
cost of starting a new business?

Is the, stock up to date and in good condition?

Is the building in good condition?

Wil the owner of the building transfcr the lease to you?

Have you talked with other busmeSsmcn in the area to sec
what they think of-the busmess? t »

| Ml .

Have you talked with the corgpanys supphers? .
Have you talked vAth a lawyer about it?




Entrggreneurship .
« «

Home economics Telated small businesses:
. .

Slipcovers; upholstery; cystOm clothing; children's wear; nﬁtritioh;“
Draperies; Costumer; tailoring; alterations; caterer; tea. room;
péperhan éer (wall); .d€corator; drafting & rendering; window treatment;

' (al} typeg)i personal shepping sérvices; specialty items (desserts,
for restaurants); mono'ram shop; “spring‘cleaning" services;
yarn crafts; quilting crafts; boutique; especially handﬁades;

/.kitchen acd8ssories—-pot) holders, aprons, napkins, Kitchen witches. etc,
womeﬁ*s personal accessories--belts, handbags, scarves etc;; .
home accessories ---pillo&s, bedspreads, sheets & cases(satins§ etc.;
color ébnsultant; wardrobe consultant; smocking business; soft
sculpture dolis{,qomputer programmer for specific home ec areas

. not usually considered a high volume item for software;

personal diet and -exercise program consultant ; the "silk" shop; 5.

sandwich shop; floral shop (or wagon); drapery hafdware installer;

furnitﬁ%wﬁrefinisher; personal shopping service; seving for the
elderly; sewing for the petite; sewing for the big person; calli-
graphy; "frame-it—yodrsglf" frame shops; graphics (wallhangings) ;

needlecraft finisher (mounting) ; writing "how-to" articles & books

{




WORKSHEET NO. 2

-

\ SBA PUBLICATION

ESTIMATED MONTHLY EXP

ENSES i

‘N

( : item

Your estimats of mbnthly
sxpanses based on sales of

) Be; year

Your estimate of how
much cash you need to
$ start your business
(See cotumn 3.)

-~ )
(

What to put in column 2
(These figures are typical for
one kind of business, you will
have to decide how many month:’
to allow for in your business.)

Salary of owner-manager

4
Column 1

Column 2

Coiumn 3
2'times column 1

L}

-

s All other salaries and wages

3

3 times column 1

Rent

3 times column 1

Adyertising

3 ties ‘column 1

Delivery expense’

3 times column 1

Suppli.es

3 times column 1

Telephone and telegraph

3 tlmes&olumn 1

~ Other utilities

3 times column 1

Insurancé’

Payment required by 1Asurance com
pany ’

k. -

Taxes, including Social Security

4 times column 1

A

Intérest

. A
3 times column 1

h 4

Maintenance

3 times column 1

Legal and other professional fees

rd

3 times column 1

Miscellaneous

3 times column 1

J
STARTING COSTS YOU ONLY HAVE TO PAY ONCE

Leave column 2 blank

Fixtures and equipment

T

Fill in worksheet 3 on page 12 an
put the total here

Decorating and- remodeling

‘Talk it over with a contractor

Installation of fixtures and equipment

Talk to suppliers from who you bu
these

Starting inventory

Suppliers will probably help yo
estimate this

Deposits with public utilities

Find out from utilities companigs

Legal and other professional fees

Licenses and permits

Lawyer, accountant, and so on

Fmd th_-(rom city offices what yor
have to have

Advertising and promotion for opening

Estimate what you'll use

Accounts receivatlcljj

What you need to buy more stoc!
until credit customers pay

'Cash

For unexpected e‘xpenses or losse:
special purchases, etc.

Other

Make a separate list and enter totc

- \‘l z
- ERICL ESTIMATED CASH YOU NEED TO START WITH

Aruitoxt provided by Eic:

a

Add up all the numbers in coJumn)'

2




WORKSHEET NO. 3

v

S | _LIST OF FURNITURE, FIXTURES, AND EQUIPMENT

3

Leave out dr add items to suit-your*®
business. Use separate ‘sheets to hist
exactly what you need for each of

the items balpw/ ™ -

If you plan to pay cash
in full, enter the fu
amount below and in the
last column.
¢ '

if you are going to‘pay by instaliments, fill out
the colunms below. Enter in the last colymn
your downpayment plus at le'a§t one instaliment

Price

~

Downpayment

v

Amount of each
installhept

Estimate of the tash
you need for
furniture, fixtures,
and equipment

' WRe
) B

- I

Counters

<

»

$

)

$

» ' 1S a o
Stcrage shelves,Cabinets .

o

-~

Display stands, shélves."t‘ables

7
Cash register

Safe | .

Windt;w display fixtures

Special lightin
P/' ghting

L]
Outside sign ' .

? Delﬁery equipment if needed

4

h ]

] TOTAL FURNITURE, FIXTURES, AND EQUIPMENT (Enter this figure also in |
worksheet 2 under “Starting Costs You Only Have To Pay Once,” page 7.) '

1

Mareh 20, 1075,

»

ciimslense] e peprenineet They man not bee alty resd 1o rmiply opegee

1o

SBA Publicgtion
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' ' T WISCONSIN DEPARTMENT OF REVENUE Permit Numopsr -

. . Income, Saies, Inheritance & Excise Tax Division o
. Post Office ?ox 39 Date
~ Madison, Wisconsin 53701
Pnpare in duphate (Type or print} Send original to above address. Code
ype of Permit (Check permit(s) for which you are applying and enclose correct fee.)
Employer identification Npo Fee Requu’gd o O nsumer's Use Tax ~ No Fee Required
(Wuhholdlng Tax) \(Su lmuuctnon 4)
{
O *sellers Permit - §2.00 Fee Required E] Use Tax No Fee Req ui red
* (Safes Tax) - . {Ses. Instruction:3)
*1f more than one permit is neeﬁed see instruction 2, attach **Do you have property located in Wisconsin I4 CI Yes
list of Jocations, giving town, village or city and county of O No
each business location. —
1. True Name (Corporate. Partnarship of Individual) - Teliphone No. M
: ~
Street Address ° City or Post Office State Zip Code
2. Trade or Business Name . Business Telephone
\ N
¥
Business Address {Street/Route—Do not use P.O. Box) City or Post Office State Zip Code
P4 A '
Business , O City ‘
Located O  Village of: N County of
in 0O° Township - .
3. 0"93"i“t_i°_“ Acheck 1) [0 *Domestic Corporation *Date incorporated
% '“d“"d“‘! . . O *Foreign Corporation (Licensed in Wisconsin? O Yes O No) *Will you file a corporation franchise
Paftnershnp 0 Other ‘ or income tax return? [J Yes ‘0O No
S . {Type!) -~
4. .nd of merchandise or service you intend to sell 5. Principal business (Sarvice, Reuil, Wholssale, Manufacturer)
: . ¢ )
: A
6. Have you (Sole Propnetor Partner/s, or Corporate Officer/s) held, ‘or do you now hold a permit * .
,issued by the Wisconsin Department of Revenue? O Yes O No . "

{1f yes, indicats type of permit, porrnn numbaer & location for which it was issued.)

: e

.
———ne.

7. Estimated amount of income | 8.  Eciimated monthly :'eceipts s 9. Former owner and permit numberls)
tax to be withheld from Esti hi .
wages each month stimated mo_nt y receipts $ Narel
$ . subject to sales tax . -
- TSeller's Permitl _(Withholding No.) /
10. Location of books and records for audit purposes {Street Addrass, City and State) 11. Will busineds be operated alt year,
0O Yes 1f no, give:
. “ 0 No Date Open
Date Closed
12. Enter Dates 13. WI|| you close your books for the year on December 31?7 d
' First sales will be made . w, O VYes O No -

(f no, on what date will

First taxable wages will be paid
you close your books?)

74. List home’address of owner, partners or principal officers (If mors space is needed, sttach teparate sheet.)

/\ NAME " TITLE STREET ADDRE})SS ciTy STATE | SOC. SEC. NO.
N /
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. N - jl
' |

1h . fu& COMPLETED BY APPLICANTS FOR SELLER'S PERMITS ONLY . i
The following information will he used to determine the .mount of any spcurnity deposit which may be required. Foilyre to

-

wpply thas wformation wiil automatically result 1n a security requirement

“Sote propnetorshups {inthviduals} and partnerships list both personal and business assets and habilities  Corporations list only
business assets and labihties ¢
14 :\-r\-;-
< Statement 6f Assets and Liabihities as of : il )
{Date} .
. ASSETS - *ESTIMATED MONTHLY
(Depreciated Gosth . LIABILITIES .BUSINESS EXPENDITURES

5 * M |
o Cash S. Accounts Payable $ Payroll ’ $ ) |
- Regesvables Notes i’ayabte © Rent |

. Real Estate’ Rleal Estate Mortgage , Mortgage Payment

Home . : [ .
Business . Furniwre & Fixtures- , Furniture & Fixtures .
- _Ratance Due |
3 Other Balance Due on ) Equipment .
Equipment : |
v Furmitdre & Fixt . Balance Due on Motor Vehicles |
rmidre xtures Moto‘r'Vgh'icles ’ n |
) Equipment N . O}Beerscl-rﬁzt:)lmes Merchandise Purchases u |
Motor Yehictes \\ Te - + | Taxes |
P ¥ g - : Other Expenses
lnvento:\:es . (Describe) ‘
.5 Other Assets {Dednbe) |
* 1 Total Liabiliti’;s $ / {
. . Net Worth s - **Oyner’s Withdr@‘als ~ ‘
Total Liabilities -
- Tosal Assets S & Net Worth $ p) Total :)/ s !
*Regular payments made 10 purchase real estate and.other assexs should be included In this business expenditure schadule. » . I
hi

|

r hving expenses

**Owner s withdrawals are the amounts withdrawn'by proprietors and panf\ers each month fo
ked hereon are true and correct to the best of my 4
{ N

16 | hereby certify that the statements | have made 1n answer to the questions as
N kndvlledge aiid belief. : .

i ’ . . L
. C ~ / — . . ¢
o . . <
Signature * (Must be signed by Propnietor, Partner or Corporaie Officer,)  Title Dat®

»-
-

/ o, _ INSTRYCTIONS

t to withholding must file this lpplicétion’.

1. Every retailer who sells tangibie personal property and every person who pays wages subjec
’ 13 > \

Each corporation of an affiliated group'is@ separate retailer or employer.
oy . o N

. t v !

§ 2. Aseller's permit is required for each business location in Wisconsin and is valid only at the locat}:m for which it is issued. However, «

only one registration humber will be issued for withholding tax purpbses regardless of the numbeg, of business locations,

) ,
3. Qut-of.state retailers making sales of tangible persmvd\i;operty to Wisconsin customaeys'should registedfor a Use Tax Permit.
. ) «

A}
. \r 4. Every person, ﬂ\ershnp, corporation, etc., storing, uslng or consuming tangible personal property subject to use tax should apply
for a consumer use 13x permit if not otherwise registered for sales or use tax. : . ;

- 6. Enter business or trade name an&address. For example, if John W. James (an individual owner) operates a restaurant, enter “John

» W James” in item 1 and enter the name of the business, “Busy Bee Restaurant,” in item 2 under the trade name.’ If operated by a
pastnership, the full name of the partnership should be entered.in item 1. . ¢« - .

6. The inférmation selating to partners and officers in item 14 must be provided-or the application will be returned to you for ’
. \

- completion.

» i

7. Closing the books;item 13: “This should be the same date that you close your books for income tax purposes.

= A
A .
8. Before this department will 1ssue a seller’s permit, the.applicant must complete
current balgnce 4heet and projected operating statement for his business.
The information provided in item 15 is used to determine if the applicant will be required to deposit security with this departthen*

. W

! ~ bDeforea selter’s permit will be issued. . , '
. " . i )
Individuals whose net business assets are limited, but whose personal net worth is substantial, may wish to submyt Form S-106 (Tax-

4 payer’s Statement of Financial Responsibility) for our consideration jp determining security. Corporate officer§ may also use this

u;e schedule in item 15 or, i;-n tieu thereof/subdit a .
*

v

s

E MC imilar circumstances.
’ form under si .

L
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_Ms PRACTICES 1. D, NAME: -

[ L4 Ny

On the total of $10,750.00 in Urchases, calculate what amounts of money will be ’
due under ‘the following terms: .

In

Invoice dtd . Goods Rec'd Terms I-' - AnBunt due ($) Paid On:
¥ay 17 . 3/30,n/90 ‘ R June 16
) ) PN ‘
Ndv 12 2/15, X50 . . Jan 13
. . i R . ® )
Mar 28 2/15, EOM May 16
Apr 27 ¢ May 3 2/10, ROG ‘ May 13-
. ~ . . -
Jun 26 o ‘ 3/15, s/k5, 13 penalty [ huglo L
’ ~~ AN / r
Jull Jul 28 2/15, ROG - 5 Aug 11
’ . ’ 4 .
Apr 9 . 2/10,E0M May-9
. 'y .
. . ‘ A .
Jan 17 Fefb 12 3/30,0/90 .  Feb 16
\ . /’h
Jun 15 : \ 2/10,40X : . Ayg b
Oct 14 ° 7 2/1030/30,14 penalty ' Nov 20 -
» vy
. $ .
Jun 19 - ' 2/15,n/30, _a.nticipatign . Jul 5
. A . ! C . ]
Apr 1 ‘ 2/15, n/30, anticiption A Apr5
Mar 26 - o0 2/10, PROX , T My 9
- , - . ’
Calulate the following amounts due with the indicated trade discounts‘al!.lowed:
. amount discount amoynt ' amount to be remitt,ed,./_{'
N\ . $l75 b 2‘0%’ lo%vﬁ L . "a
AR - 256, 15%, 10% : " C
¢ 159 | borg, 20%. 107 JAN
. h - -q ]
340 35%1 20%, l% . ) : . \...
. / . Lo N .
s . I 1% TR
1ist the months of the year and the number of days in each: .
t




) \ ,

IV. Under terms 3/30, n/60, the Desi:n Pala.ce wished to remove $550 from its
nvoiced bill in the total of $1650.00. The payment was made on Nov. 21
the invoice was dated Oct. 22nd. How much was the payment? .

"?\ . . . / L.
V. The terms are 1/10 90X and the to’ca.l is $]‘165 08 including $150 of freight, ‘
invoiced on Feb 6th and \Raid thu.. ¢ .-
A\ ‘
$823'a\'aﬂéble -for pajment on Feb 43th; ‘talancs to be paid on \ )
¢
Ma 16 1980.
- y 98 hEY /3 . \ W 7 -
_How. much money vas paid on 2/%/80 2 _$ -
How much’ money vas paid on 5/16/807 __$
[N ‘ . . t-
'VI. On the total bill amount of $13,000.00, calculate the amount due under ‘l‘pé
following conditions: ‘ a
Invoice Payment  Rec'd Terms \J “ Amount due:
. t
Mar 28  Apr 7 1/10, n/30 -
Jan 15  Feb 16 1/10,n/30 ., . . /
Y qunl)  Ja 7 5710, 2/20, Y60 - ‘
Oct 9  Nov 8 3/10, 1/20, nf30 ﬁb ‘
Feb 3 May 14 2/10, 90X" T o -
‘ . f Y
"Apr &  Jun 30 2/10, 60X . : .
_  May3  Junl5 Jun5'2/10, RG ' .
»  Jan8 Mar 17  Feb15 1/10, ROG t
Oct 3 -~Jan 20 Dgc 16 2/10, ROG =~ " 2 -
Feb 26  Apr 10 4/10, EOM , ¢ ' .
Sep 9¢ Nov 10 8/10, EOM ' -
Jan 25 Feb 10 5/10, EOM
Nov 12 Dec 12 - 1/10, n/30 \
Jul 28 Sep 10 _ 3/10; Prox ‘ > \ )
Apr19 Jul 30 2/10, 90Y , N /
Sep 25 Nov 10 - 4/10, prox - ) -
Aug 17 Sep 30 Aug 31 “1/10, ROG: L
N
-
i 2 '
U

mnﬂa.qr‘a ‘Remdrne 4 .

!
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Calculating financial ratios

Currenlratio

v

Quick or acid-test ratio

Number of days sales
insecevables

Number of days’ sales
1N accoynls payable,

Inventory turnover .
—
7.

Retyrn on investment

Net pro{it to w'kamg capital

Debt to ownership

.

.

Current habilities 10 inventory =

\

'
.

Net sale'lo inventory

Current assels
Current habitiies
~

Cash and receivables
Currént habihties

Receivablds =
.Avevage daily creditsales ) « - -

Accounis payable
Ayerage daily purchases

Cost of gpods soid cer year

" Average inyeniory

N
DAl 00%
4 Invesimeql

~

Net prof ,
Curren! assets — current habihlies

Total habilies -\\

Ownership equity

Current habiliies
Inventory
Net sales
Inventory
0 Net sales
Working capttal

) _Current Linbiihes

Owners' eqfklt_y—
Net sales _
Fixed assels ’
Reteivables

Working capital

. nventory =
Working capitat -

Y
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To my students: £ T _ ' o ’

fo\enfre you selling? - - C A
= \ , u
If I asked you fo describe your job or write your job description, none of you would

. write "Selling” and quit at that point--and quite rightfully so. But actually everything

else.you do is a part of that selling. You have to order merchandise to stock your

store so that you.can sell, you have tonmpack it so that you can sell it, you bave to

aet up counters, slust everything, set up displays with signs, prices, have legible

labels, etc. ALL so you can SELL. You vgcuum, you have cash registers, pencils)

sales gligs, and store equipment such as good lighting, etc. to sell. Of course there

is advertising-~matich of it put out by the oompénies——au to help you-sell. '
€ - rd

A

When does"the sale start though? Probably in the cradle when You began to kick the

slats out of it for your own personality began to take shape then. Not much we can do
about. the 21 years that arenltea'dy behind some of us. But. . .,when you put on your

clothes in the morning you've begun your gale for an impression or imagé has begun .
for the customer {o see when he comes in your store, as well as shaving makeup Or

shampooing, etc. completes theimaﬁ ' ) .

-

4 : ' .
Next the store image-~is it bright and cheery, is it clean, colorful (in your business--
I wouldn't necessarily suggest this item for a funeral home where more soleniness

prevails). 'Every store c.anbe} clean,-neat, orderly, use zvlays.
t

Now YOU--are you liséening tc‘: the customer [ . . really ening (this includes listen-
- ing with your eyes as well as your ears) when she always selects the natural earth tone

colors from all samples of wallpaper or drapery fabric?

n
Also, does she enjoy the tactile qualities of certain fabrics--the smooth in preference
to the nubby or rough? . ! . .

Do you know the characteristics of.the fabrics ? What will you help her select if she has
a lot of sun, if she complains the room is too bright, if the room is blah? What will
wear, how can she clean it if she alteady has four kids and another on the way—silk and

velv‘et? .

And when all the information has passed, she's picturing her home with these fabrics,
wallcoverings, etc. \do nat forget to close the sale by asking for her order. She's wait-
ing to be asked. Her home cannot look like she's pig‘turing it until dhe orders and sets

the wheels in motion for it to happen. . q\

Sof with a smile and armed with much patience, offer your help provide product knowledge
and ask for the sale.

Like a 8p880i1 . . . it has a begiming, a middle and aﬁ end,

-R2

Y
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.o . ANNOTATED GLOSSARY, OF BUSINESS TERMS '

v .

- The following glqssari’was adapted frdm materials used in: Small -
. Business Administratiom (SBA) workshops. This glossary can be used
T as a handout for students; some of the terms are also listed as
! "Definitions to Know -Before You Begin in seyeral units. Read over
. _the list; it is ipportant to havg a wo ing knowledge of most of these
definitions. Although many are not necessarily the singular or complete +
definitions, t@ey'can be used for clarification purposes.

N

-

. ) *
ACCOUNTANT. One who is skilled at keeping business records. Usually
the name "accountant" réfers to 4 highly trained professional
Vgl -
rather than one who keeps books. An accountant sets up the books
needed for a business to operate ajd h@lps the owner understand
what the business rgcords mean. il .

’ ACCOUNT. A record of Nbusiness transaction. “When you buy something
AR on credit, the company you are dealing with sets up an 2ccount=- -
a record of what you buy and what you pay. You do the $Same ¢
P thing with customers you extend credit to. You may also have_an
account at the bank, a record of deposit and withdrawal. . -

ACCOUNTS RECEIVABLE. A record of what is owed to you. All of the
credit accounts taken®together are your accounts receivable.
Accounts receivable provide information on what the business is
worth at any‘'time. They must be collected in order to make a

profit or to become an asset. . .
T

ANALYSIS. Breaking down an idea or problem into i%s parts and examining e

all the aspects. In business you must make an'analysis of a \
problem before you can decide on the best solution. If,sfor example,
an item isn't selling well, you must gather ¥11 the pertinent facts.
This cansbe done by making a list of things which might be wrong .
or asking questions such as: Is the price right? What have cus-
tomers said about the item? Are the packages* or displays dirty or
unsightly? Is the item old-fashioned or out of date? Does it do é
the job it s supposed to do? Do your customers have any need for
it? Analysis can,involve anything which can explain why there is
a problem or the motives behind an idea. ’

ASSET. Anything of worth that is owned. dﬁgzipegsonal assets (not - L.
N counting your abilities) are the money you have in your pocket or :

in the’bank, whatever is owed to you, any secutities or properties .
P you own, including home, furniture, and appliances. Angthing you oo
pe;gonally own is an asset. x;ivassets of a business are similar:
money in the bank; accounts re eivable; ecyrigies held .in the {
name of the business; property, uildings, equipment, fixtures, and
- merchandise for sale or being prepared for sale; supplies and_any-"_
thing of value which the business owns. ’ )
» . . .
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ARTICLES OF INCORPORATION. A legal/document filed with the state which
sets forth the purposes and regulations for a corporatioh. ‘These ,
"~ papers must ba approved by the appropriate state office before a
corporation legally exists and is allowed to do business. Each
\ gtate has different requirements and the procedures are complicated.,
A lawyer specializing in cbrporate law should usually be hired to
set up and get approval for a corporation.

L ]
BAD DEBTS. Money owed to you that you can't collect. Certain customers
never pay bills, leaving bad dehts.

BAD DEBTS ALLOWANCE. An advance estimate of how much you are not going
to be able to collect from bad credit risks or bad debts. )

BALANCE. The amaunt of money remaining in an’ account. A balance can
be (1) the total money in the bank after accounting for all trans-~
actions (deposits and-withdrawals) or (2) the amount of money you
owe a creditor or a customer owes Yyou.

BALANCE SHEET. An important business document which shows what a busi-
ness owns and owes as of the date shown. A balance sheet consists
of a list of business asssts and their cost on one side, and a list
of 1liabilities (all that the business owes) and owner's equity
(investment in the business) on the other side with the amount for
each. If the balance sheet is figured correctly;. the total assets '
will equal the total.liabilities plus the owner's equity.
©. ‘ .
BOOKKEEPING. The process of recording business transactions.in the
accounting records. ) Co

<

BREAK-EVE& POINT. The level of business at which the revenue (income)
exactly equals the expenses (outgo). The break-even point is used
to figure profit on estimated sales. .

BUDGET. A plan expressed in money terms. A budget is a guide in heiping
yousdecide to spend money or not, and answers questions such as:
8 How/ much money do you need to run the business? How much money do
yoy think will be coming in? See also PLAN. p

BUSINESS WENTURE. Taking financial risks in a commercial enterprise.
Theseh risks are taken in the hopes of making a profit on an invest-
ment, but may involve financial losses, particularly for new
businesses. Business venture risks can be partially controlled by
practicing good management and getting good advice from bankers,
accountants, lawyers, and business associates.

CAPITAL. Available money to invest or the total of accumulated assets
available for production. When an entrepreneur goes into business,’
cdpital may include owned property or money resources—~in short,
anything owned by the entrepreneur that can be converted  into cash. ’
Capital will also be needed to live on until the business starts to I
make a profit. Later on, if the business is successful, it will
accumulate capital in the form of property, goods, and money, such

,as securities. 2% .

1A




CAPITAL REQUIREMENT. A list (or schedule) of expenses which must be met
to establish a business. A list of capital requirements for a new
business must be comprehensive and must include all expected costs i
with an extra margin for unexpected costs. ‘For example, 1iv1ng
expenses until the business startd to earn a profit must be included

- . as a capital requirement. : \

CASH. . Reédily available money. Cash includes bills, coins, checks, and
other negotiable securities&wk &

‘

CASH DISCOUNT. A deduction tha given for prompt payment of a bill.
Usually a cash dlscpunt amo nis to about 2% of the bill.

- CASH RECEIPTS The money received bi a business from customers.
. M

- -

' CONTRACT. An agreement regarding mutual responsibilities between two or
. more parties. Written contracts legally bind the parties to the
agreement and must be carefully examined. For example, many sales
forms and order blanks are binding contracts. Most business
contracts should be reviewed by a lawyer. A contract should be
signed only when its terms gnd conditioQ% are fully understood.

CONTROLLABLE EXPENSES. Those expenses which can be controlled or reétrained
' by the business per§on. Certain expenses, such as replacing older

. equipment, can be pdstposed until the business shows more profit and
is able to support the cost of maintenance or payments.

CHAIN OF COMMAND. The proper lines of authority between the head of an
organization, its managers and supervisors, and its workers. Every
business should have a direct line of authority which everyone
ungerstands. An organlzaclon chart can be useful in making the
structure of the business clear. \

CORPORATION. A business venture comprising a group of individuals treated
‘'by the law as an individual. The corporation acts on- its own through
its officers and is empoweéred to mak@ contracts and carry out busi-
ness‘activities in the same manner as a sole proprietorship or
partnership. Unlike other types of ownership, the shares of a’
imrporation may be owned by a nffyer of persons.

COSIGNERS. Joint signers of a loan agreement, pledging to meet the
obligations in case of default. When someone cosigns a loan, he or
she guarantees that the loan will be paid back. The lender can
take legal -action to take the cosigner's property if he or she
refuses to pay. , S :

=

CREDIT. 1. Used in bookkeeping to record a transaction that makes an
asset account smaller. To credit is to place an entry on the right
side on an account. 2. The business owMr's reputation for prompt

\ payment of obligations, i.e., a "good credit rating." |

17 225;
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INVENTORY. A list of assets being held for sale. For retailers, s¥fck >
on. the shelves-is ixgrentory. . Inventory-can also be available
sypplies, goads received or stored,and any expendable items.
Inventory is periodically taken for bookkeeping purposes and as a
part of current assets to heilp compute the business's worth. ’

' INVEST. To lay out money for any purpose from §rhich a profit is expected.
Inyestments can be evaluated by go,gpixting the profit received on a
. . law risk investment. cghe -x?stimated' profit on the proposed invest-
* ment should show. a much greater return. e
. R ¢
LEASE. A l_on'g term rental agreement. <The agreement .gives the landlord
- . purance that the property-will be:rented and protects the renter
écause it assures that the property will.not<be rented from the

Va
business. » .
wlly

! INSURANCE. Risk protection for actions for which a busin/ess
able. Ipnsurance that a business Larries to cover the possi-
ty of loss from law suits should the business or its agents be
vifatlt -when the action-.oceurred. ([

. ”LIMI.'H# PARTNERSHIP. A legal partnership in which the investors put 4p
. . miney for the buginess without becoming directly involved in its\
. - operation. 4 ‘ : l .

h

~

'LINE POSITION. A .place of]authori:y in an organization .in which the
. person involved is only responsible to t;h'e person directly above
_ him or her. . : N

<t LIQUIDAZE. To settle a debt or convert into cash. A debt is liquidated

by being paid off; assets are liquidated by being sold and thus
. converted into cash. .

. d
. L1 - .

A LOAN. - Money lent"with interest. A lender makes a loan under the
assumppiod that it'will be paid back in full according to the

iqw terms stipulated. ‘ ‘

MANAGEMENT. The art of conducting and supervisjag a business. Managers ,
exercise judgment in all aspects—rincluding personal and financial--
. of the business. : . fin

MARKETING. All the activities involved in buyin}g and selling a product
. or service. Mgrketing answers questions -such as: Whp is going to
buy? What do they want? Where will they go tq)get it? How
Fie much will they pay? How much will they buy? Who else sells it?
How will. you sell it? How much profit do you want? -
MERCBA&)I’SE. Goods bought and sold in a business. Merchandigse means
anything movable that may be sold or traded, including stock which -

is part-of invgntory. ) ‘ .

18 ] -




MOTIVATION. Strong influence or incentive, either on a conscious or
_unconscious level. People are often motivated to buy things for
reasons they are not aware of.

~

NEP. The amount left aftet—deducting all charges. See also GROSS.
NONRECURRING. One time; not repeating. Nonrecurring expenses are those
which only have to be paild once and will not occur again.

.

OBSOLESCENCE. Declined in value because of replacement by new Jr better
things.

P

;
OBJECTIVE. 1, Something toward which effort is directed; something to
accomplish. 2. Based on factual ana realistic information.

1

QPERATING COSTS. Expenditures arising out of current business activities.
The costs of doing business such as salaries, electricity, rent,
¥ deliveries, etc.
OPERATING RATIOS. The relationship of costs from business activities.
For example, percentage of costs for rent can be used as an opera-
ting ratio, and can be compared with similiar business. See also
. RATIOS.

OPERATING ORGANIZATION. The management structure of a firm.

ORGANIZE. To put in order. For an entrepreneur, this involves using
logical thought processes to hire a work force, put bills on a
payment schedule, arrange merchandise into a display plan, etc.

OWNER-MANAGER. One or more persons wﬂo own and operate a business.

LY
A}

OWNERSHIP ORGANIZATION. The legal structure for a business. How a
business is organized legally depends upon how it is owned. If one
person owns it, it is a sole proprietorship. If more than one share
in owning-managing the business, it is a partnership. However, if a
large number of people own a business, it is usually a corporation,

PARTNERSHIP. A legal business relationship of two or more people who
share responsibilities, resources, profits, and liabilities. Most

partnerships have an agreement in writing.
- : N

'

>

PAYABLE. . Ready to.be paid. For example, when an account or accounts are
payable, c?é/Lills are current and due to be pald.

PERSONNEL.: Persons collectively in the employ of a business. ;
PLAN. A detailed scheme for implementing a decision. In formulating a

plan, the questions of what, where, when, how and why must be
answered. See also BUDGET.' ' J
i

27
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PLEDGE. 1. To bind by a promise. Most business matters are conducted 1
thréugh a mutual agreement between parties. 2. To give something 1
of value as a security on a loan. A formal, usually written,
arrangement, generally involving sizeable amounts of money, in
which the borrower promises to give up her or his capital assets

&  ghould the borrower be unable to meet the obligation.

.POSTING. To enter into anm account. Figures in a ledger are posted by
belag ‘assigned ta their appropriate position in the firm's
accounting records. ) .

PAICING. To set the selling price. A complex function whiéh, among
otker factors, involves determining how much profit you need, what .
your competition is charging, and how much your customers are
willing to pay.’ ~

~ -

PRINCIPAL. 1. Property or capital assets invested in a business as
opposed to income. 2. One who is directly concerned with an
enterprise by investing money or effort.

PROFIT. Financial gain; returns over.expenditures. Profit is the
amount of money remaining after all operating expenses have been

paid.
PROFIT MARGIN. The difference between the sélling price and the cost.

PROFIT AND LOSS STATEMENT. A list of the total amount of sales. (revenues)
and total costs. (expenses). The difference between revenues and
expenses is the profit or loss. Also called an Income statement.

[S

PROPRIETOR. A person who owns a business.~

~—

PROPRIETORSHIP. Subject to exclusive ownership. A business owned by one |

person. .

(4

RATIO. Expressing the relationship of one thing to another by using
numbers or degrees. For example, a grocer can compute the loss
ratio op lettuce by dividing the number of heads of lettuce lost
into the number sold. e

RECEIVABLE. Ready for payment. A receivable is a current asset on a
balance sheet and represents morley owed to ‘the business. Accounts
receivable are a record of credit owed to the business and of who

owes it.

REGULATIONS. Rules or laws affecting a business. The government sets up
g
' mangatory laws to protect both consumers and business persoms.

L]

RESERVE. That which is held back and stored for future use or in case of
emergency. Cash reservés help the entrepreneur meet unforseen or
emergency expenses. - .

\}\ , | 20 R4 -




RETAIL. Selling directly in small quantities to the consumerd’ Although
an item may be advertised as discount, cut rate, or wholesale, it 1is
probably being sold at retail price if it is marketed in small quan-
tities to the general public. See also WHOLESALE. »

SECURED. Protected or guaranteed, made safe. A secured loan is obtained
by putting up something of value as collateral or as a guarantee of

repayment,

SERVICE BUSINESS. A business which deals in activities for the
benefit of others. Service businesses can include such diverse
enterprises as doctors, lawyers, auto repair shops or laundries.

SHARE. One of the equal parts into which the ownership of a corporation
is divided. A share represents a part ownership in a corporation,
the amount of ownership being determined,by the number of shares
held. A person can own shares in a firm without being directly
involved. However, in most small businesses including corporationms,
owners participate in management responsibilities. See STOCK.

SITE. A plot of ground set aside for a particular use. The site may be
owned, or in the case of many new businegses, rented. For many )
businesses, particularly retail firms, e proper site may
determine the number and kinds of availablie customers.

STABILIZE. To make less subject to changing conditions. The business
stabilizes when it is not affected by these changes or when the
conditions themselves fluctuate less. Business persons can help
stabilize their firms by diversifying into products wgich ‘usually
sell well, by eliminating the factors which cause flultuation, or
by operating on a level that minimizes the effect of the
fluctuations.

STATISTIES. A gollection of accurate numerical data; classified facts

which can be stated in numbers. Statistics provide ‘factual infor-
mation such as census data, the number of businesses in a particular
location, or the number of customers entering a store on a given day.
STOCK. 1. An ownership share in a corporation. 2. Accumulated merchan-
dise which a merchant sells'and displays on the shelves. See also

SHARE. '

-

TAXES. Money owed to internal revenue authorities of the federal, state,
local or county government. There are many types of taxes and
methods and timing of payment.

TERMS OF SALE. The conditions concerning payment for a purchase. For
example, 2/10: 3/30 terms mean that if payment is made within ten
days a 2% discount is given; otherwise payment must be made in full

within 30 days.




PACE

s

TRADE CREDIT. Permission to buy from suppliers on open account. Often
the supplier extends this service for a short period of time (usually
20-30 days) without charging interest. However, interest may be
charged\ if the amount is large and the time for repayment is
extended.

TRANSFER. To remove from one place to another or from one pgrson to
another. Banks allow for the efficient transfer funds through
checks. ’

o
<

TANGIBLE. Something that is real. In business, anything that can be
seen and evaluated is tangible. For example, tangible assets can

be converted into cash.

VOLUME. The total amount or quantity that a business sells over a
period of time.

WHOLESALE. Selling large quantities of an item to dealers for resale.
See also RETAIL. -

3
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We would appreciate any comments on the content, the .
format and the usefulness of this material.

-

Please send any suggestions and comments to:
1

Mrs. Phyllis W. Schwebke, Home Economics Chairperson

Madison Area Technical College

211 N. Carroll Street - )

Madison, Wisconsin 53703

608-266-5077\ ) )
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