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_ VETERANS IN SMALL\EUSiNEss TRAINING . v, <
\ : ~ . ; L k

ThiS gu1de is the result. of corisiderable effort on the part of the u.S.

Sma]] Business Administration and four contractors who field tested Veterans
In Sma]] Bus1ness Tra1n1ng sem1nars around the country. in FY 1983. Fo]]oW1nq

the contractors, “and other exper1enced trainers. .The.attached gu1de is the
product Qf those eva]uat1on sessions.. - : :

.

"~ The best that was offered in gﬂe four seiiinars is 1nc]uded in this gu1de,

along w1th additional suggest1ons and ideas designed to improve. the delivery
of services to veterans, particularly Vietnam veterans. ' The gquide covers such
topics as networking, pub11c1ty, planning and time management selection of
the meet1ng site, selection of.the trainérs/speakers; and reg1st ation t1ps.
In addition, the- guide contains a sample agenda and a list of budget items to

_be taken into consideration, a samplé registration form, a planning checklist

for tra1ners/speakers,7a 11st of handouts for all registrants, and pert1nent

) notat1ons on-each of the sessions listed on the. agenda

- .‘_..1

;~\ As you can see;’ this gu1de is a part of a larger series of curr1cd1um

he other guides
in this series. Topics listed on the samp]e agenda are a part of the \
curriculum guides; and trainers/speakers may -use the handouts that are\a part
of those gu1des A eomp]ete out11ne of how to use the curr1cu1um gu1de s

gu1des. This ; tra1n1ng model is des1gned to take advantage of the othe

4
|

The Focus i " ' j |

_ The eva]uators stated that any subsequent meetlngs should center on. S
management training. The SBA considers itself a "lender of last resort"
because small business owners are rnuch better,off deve]oping a business
relationship with their local banks or other lenders. The fact is; no matter
how much money is_poured into a business, it will fail it it is managed
poorly. -The eva]uators determined, then, that management skills should bé’the
most 1mportant focus of future tra1n1ng efforts '

‘\

In add1t1on to the training top1cs suggested in this gu1de (Business
P]ann1ng\\F1nanc1a] ‘Management, Basic Management Skills, Home-Based

Businesses; Marketing and Promoting Your {deas, Recordskeeping, and BUs1ness

Law, Taxes, and Insurance), several speC1alzzed courses may be deyeloped and

run either concurrently or at other times.- They include procuremént =

. (contracting with.local; state, and federal governments) and .
1mport1ng/export1ng. The Amer1can Assoc1at1on of Commun1ty and Jun1or

division of the SBA; 1 172 nour tra1n1ng.courses of procurement business

planning, pre-assessment skills, and home-based businesses. €ontact AACJIE or

the Women Business Owners division of the SBA for add1t1ona] 1nformat1on

concerning the courses.._ They: may be useful in your p]ann1ng and
~implementation process. A ) ,
- -




Length of the’ Sess1ons

H N \
Y L] N Y

- The agenda is organ1zed so that host institutions and, the SBA imay decide
to hold either a one-_or two- day session. The first may be for veterans who
never have run a small. business,” and the second is for those a]ready ina

small business or who want -to sharpen their skills. A1l of the sem1nars

_mentioned above ran on. two- day/tracks.ﬁﬂ_;;“;;wﬁfmm_:kM>,m,“;

; /// ergan1zat1eha1.oétaijg‘, -
. . & Wiiads g
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Registration

i

Reg1strat1on shou]d'be two- pronged pre reg1strat10n afd on-site .

reg1strat1on _ To make/planning easiest for SBA and the host 1nst1tut1on,

pre-registration 'is encouraged. Pre-registration_ also encouragesteople Eo‘,;

think this has more value than someth1ng they could just walk.in off the -
street and attend ‘ .

Limit part1c1pat1on 1n’the actual tra1n1ng sessions ta a workab]e number

4

{preferab]y no mode than 30 gach), ‘but allow larger: numbers into the

Exhibitors' Fair. Serious current or future business owners will

pre-register, and working with a ser1ous group will _be mare- productive for the

registrants and for the trainers. Since . six training sesions will be offered, -

. this means that as many as 180 veterans may. reg1ster ‘for the tra1n1ng part of -

the meet1ng a]one A sample reg1strat1on form 1s a part of this- eourse gu1de

’

No matter what type reg1strat1on fokm you use; inc tude thevfollpm1nq,_

“

{Date app]leat1on was rece1ved.

. -
®- Name,faddress, and day/night te]epnone numbers of the veteran Lo
. registrant: H »
e Designation whether new or current business owner. -
® Selection of Exhibitors' Fair and/or fraining. ) v
e Selection of first; second, and third choices. ofktra1n1ng ‘courses.
. e Date the veteran régistrant wishes yo attend\tr¢1n1ng (1f more than one

day of tr&ining is scheduled). - /

Sheet to return to the veteran. reg1strant showing what courses ‘he/she '
may attend and the .complete schedule for the day's activities. (The / ,
schedule dbes not have to include the names of the speakers or )
trainers, but tan be s1m11ar in form to the samp]e agenda conta1neﬂ in
this guide.) o

o Eontact person; address, and phone number for the veteran reg1strant to
have in case he/she has,questions. : -

*jbw

- "o

- If theére are Qpﬁnwngs for tra1n1ng sess10ns, a]]ow walk- 1ns to reg1ster
for ‘them.on a first %eme, f1rst served basis; R _ 3 i

DS i ‘. EY

especially if you are going to host an Egh]blggrs Fair. You will need one._
person to check in pre- reg1strants and give them the1r packets, and _you will

need at least two to check in on-site reg1strants. 1f you are charging for

the training, sor for the luncheon;. then you will need another persom to _

collect money, write .gut receipts, and give attendees meal t1ckets. It is

always helpful to have at least one more person_around to bé a "rugner" if you
need errands done or messages delivered at the last.minute. Also, bHe sure you

On s1te regastrlm1on shou]d be hand]ed by more than _one 1nd1v1dua1 N \

1

prov1de each veteran reg1strant, staff member speaker, and trainer with a
nametag. - s ‘
R e 4

N
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Meetihg Sﬂre : c a‘ ST Lo . . .

FEAT L ) f

-

Hul

U3e, the Fo]]ow1ng cr1ter1a when,select1ng:a s1te.. Be sure.th t ybu

_ " ¥ -
cib Have one meet1ng room large enough to accommodate the fu]] reg1strat1on
Do 1Qad . ., : \4 . '_ \;' . ) ;%" _‘ o "‘n
. e
--~Have one- exh1b1f area large enough-for - ‘the' Exhvb1tors Fairmand»*q~fw~‘
".equxpged with out]ets for aud1oV1sua1 equ1pment B “ -

A
@

.
e v .

g fir,Have eas access by both" pr1vate and pub11c transportat1on, and free )
S . parR1ng if at a]] possrb]e. . R

SR S : S S . .ﬁ;
e ‘Can aSsQre easy access for hand1capped reg1strants to a]] X R
meet]ng/tra1n1ng sntes, as well as to bathrobms, the ]uncheon, and
.c]os1ng reoeption* . -2 ‘
: P IS X '
) Locate a s1te on "neutra]" terr1tory . not a feaera].bu11d1ng; if s ,

poss1b1e W‘ﬂ R . L

)

° 'Arrange for _security’ coyerage of equ1pment films, etc 5 “if necesary,

and not1fy secur1ty to open rooms, turn off. a]arms, etc

5 -

e tocate tra1ﬁﬁng rooms that are airy, can be equ1pped w1th audio v1suaL

equipment, and are small enough for people to hear and interact with

one; another: ".Rooms' that can be set up ih circles; sem1-c1rc1es,

c]assroom style, o? horseshoe shapes are best for tra1n1ng.

o Schedu]e‘no more than one,act1v1ty at;a t1me. (Concurrent tra1n1ng :
sessions are counted as one’activity.) For example, do pot serve e
refreshments in.the back of a meeting room or locate the registration
desk :in. the back'of the genera] session room. Reop]e m]111ng around

» \

hear and for speakers to get their points: across.

i

Keep your attendees 1n close proxam1ty tosone _another.. Try not to '

o
~ schedule meet1ngs on different floors of a bu1]d1ng, or across the- o
street from one another. Th1s can be disruptive and confus1ng I
(3 Ident1fy smok1n§ and non-smO/ iﬁ gas in ach rooi you use. =
@ fPost signs and d1rect1ona1s for each,meet1ng s1te : ;

] :EnSure that requ1red tab]es, cha1rs, m1crophones, pod1ums, or other\
physical equ1pment are available and 1n place’ before each meeting.-

G .
e Place m1crophones 1n the room.so that questions from the aud1ence can

be heard by the attendees. . . ,

e Have fac1]1ty ready 30-45 m1nutes before the sess1on beq1ns.

_hr

Y Arrange to be ava1]ab]e for an hour after the meet1ng to troub]eshoot.

° ;Arrange for central te]ephone service so that someone can take messages
" for speakers; tra1ners, and attendees o B Q%




) S
o Have a p]ace for coats and/or umbre]]as, 1f necessary,
I P

/
\

Your speakers and tra1ners shou]d be both-knowJedgeab]e about their -

'lsubJect‘matter, ‘and " informed about who—their audieénce will be. It fs-a good

jdea to get them: an together before the meeting and~g1ve them -a profile of

veterans, part1cu1ar1y V1etnam veterans: The‘vetefan-image.is varied and

somet1mes distorted, “and. it is 1mportant ito stress that Vietnam véterans

.,average 35 years. of age’ and are attend1ng these meet1ngs because they are .
: "about bus1ness.1 : - A s
' J

Se1ect speakers who are locaN bus1ness owners, SCORE/ACE chapter members ,

host institution faculty, 1oca1 a torneys and/ accountants,; or members of

profess1ona1 associations. ‘ Send speakers written confirmation with

instructions gon the top1c, time, place, method of payment (1f serv1ces are not

,donated), and name and number of contact person

i

~Prov1de speaKers - and tranners With™ the Speakers/Tra1ners Check11st which

outlines: key 1tems for them to remember as they prepare and de11ver the1r

. tra1n1ng. : . ic, S o : -z
Fo]]ow1ng thefmeet1ng, send’ speakers a; thank-you note-and: copy their empryer,
,if appropr1ate. , . , . . :
Generatlnggkubllc1tx ‘ .-A-, R ; SIS

.
A

g ry Use the Public. Re]atlons Mode] deve]oped by the nat1ona] off1ce of the

U.S: Small Business Administration. Contact theerterans Affa1rs )

~ Officers or Assistant; D1str1ct D1rector of the nearest’ SBA B1str1ct
Off ice for deta1ls : : ,

N ]
.

Use college, SBA, 10ca1 professrona] organ1zat10n and veterans._ s
- news letters, 1oca1 rad1o, te1ev1s1on, and newspapers to pub11c1ze the .
; traiping. - .. . ¢
" e .Design -and d1str1bute 1nd1v1dua1 flyers through the above ources, as *,

well as through.fwmalllngs,r)nserts, fairs, shqpping centers, banks,
: bowling alleys, churches, grocery stores, 11brar1es, convent1ons, ’

. sem1nars, and meet1ngs.'

. and buy ad space. ¢;; ) _ 3 , _

. \_“ ‘. .-

s Place free art1c1es in newspapers (local-suburban; religious, ethnic), .
: - co ' 7 .

wr1$§ and send press releases to news]etter pub11shers civic and-

il e 2 =21 0X

ess1ona1 organ1zat10n9, spec1a1ty organ1zat1ons, re11g1ous and

N

,,,,,,,,,,,,

Ask local, state,-and ‘federal government a??iéég to post notices on

t1me sTots if necessary and affordab]e. e e

e &

.- @
. the1r bu]]et1n boards. , % . .
P e " . 5 .
° Tape rad1o and te]ev1s1on puo]1c service announcements (Ffée); ana‘buy_

T : o &

. ~;. N §




. §reate an ang]e, and get 1nv1ted to local te]ev1s1on or rad1o ta]k
~ shows.' : ,
. @akeiannogngemgntgfat7veteransforgan];at1on meet ings, 16&31 civic
24 :,assoc1at1ons, $hQPp1ng center assoc1at1ons, pub11c seminars, etc.
D K . v )
:Egll__;EE L f”,h ii, T ]

e - N . - G

It is 1mportant for,alltconcerned that fo]]ow -up activities be conducted:

“For the veteran registrants, follow-up activities may be in the form of future

counse11ng or tra1n1ng The1r mames may . be ‘given (W1th perm1ss1on) to drea

training centers (e.g., community colleges or four-year" "cglleges). SCORE /ACE

counselors may want to contact anﬁ 1nform them of upcom1n§ training

events, etc. o o -

Speakers/tra1ners need to be thanked and encouraged to cont1nue to work w1th
small business owners or future owners: ' Their assistance as community leaders
may preve invaluable to the 'veteran business owners w1th whom they work, the
Ageney 1tse1f. and ‘the host institution: '

Thank exh1b1tors and a]l those who - worked on the Exh1b1tors Fai#, and

Evaluation, _' : E __‘v ,; v / . 7
LA samp]e (OMB approved) evaluation form is-a part of th19 packet. It is
1mportant that trainers/speakers, as well as veteran reg1strants, comp]ete it
and return it to the registration desk or a drop point in the Exhibitors'
Fair. The'evaluation will allow you to determine the success or failure of

the R{ainiﬁg»session, and_te]] yoy how to make improvements for the future.
A . » : , )

-

NE
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VETERANS IN §MALL BUSINESS TRAINING .

[y

o In add1t1on to any handouts speakers/tra1ners may. have or deve]op on their
own, encourage them to _use those that are a part of the Small Business
Manac . Also a part of the guide are several
“'pages of resources that include books, magazines, .articles, films, and other

materials of interest to both trainers/speakers and participants:

Always include the following handouts in the regisféatibh:packetS:
& List of Community Business Resources '
i’/LiSf of Training Resources

o List of Community Personal Resources -

& List of State and Federal Resources

o SBA Free Publications (1158) -

o SBA For Sale Publications (1158) ¢ | '

e - Meeting Agenda - _ o . R ;

° NgmegaWﬁddresseipféhd Telephone Numbers of 0rgan1zersh Speakers, and'
Trainers" N ) \, , ) o

e Evaiaatiaﬁ Forms (see atfa&ﬁéa‘éxaaﬁ1é5

“NOTE: Attached 1s a list of commun1ty resources from which a number of the

.-above handouts may . be developed. It will be helpful if veteran registrants
receive a copy of the blank community resources form SO they can ta110r the
information to their own needs. . o .

_ . . B X .
3 N . _
. ..
N .
. Yo" e -
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00 a:m:

00 a.-m:

—

30 pim:

., --Guest Speaker - . -

100 pim.

:15 p.ii.
:30 p.m. .

:45 p:im:

:30 p.m:
00 p m.

.. Short Break (15 minutes) .

15 é;m;

. ==Record$keeping
' ZzLaw;. Taxes; Insurance
" =-Home-Based Businesses

VETERANS IN SMALL BUSINESS TRAINING

-% - , ~ Sample Agenda

Registration and Continental Breakfast (1 hour) Location

céaéﬁalesassiaa (45 minutes)

~

Location

. ,,We]come b\_y ;' R

SBA Representat1ve = 1
Host Institution _ '

: --0ut11ne of Day' s\Activ1t1es

==Special Anﬁbuncements (
. L

. Iralnlng SeSs1ons (1 hour/15 m1nutes each) oty e Lccaticn\

— = — -T2 2T - — = . -

--Marketing and Promoting Your Business

--Business P]ann1ng - : R - . ; R

--F1nanc1a1 Management

Ira;nanASess1cnnggpeated,(1 hour/15 m1nutes each) . Locat1on.
. N

--Bus1ness Planning

--Marketing and Promoting Your Bus1ness

.--F1nanC1a1 Management . 3

tuncheon (1 172 hours) o | : '  tocatign

--0rgan1zed by types of ‘business. Reg1strants'may S t w1th other i
business owners or p{ospect1ve owners in like fielt

-~

~ - -

w L

“ Training Sessions (1 hour/15 minutes each) = ““Location

i

Short Break (15 minutes)

Training-Seésibns Repeated (1 hour/15 minutes each)- Location

: --Recdrd$keep1ng e _ -

--Law, Taxes, Insurance

--Home-Based Businesses . - «

General Session (45 minutes) = . - Locat ion

.

--SBA Management Assistance Serv1ces .
--Future Classes and Training_at Host._ Institution

. --@ther Community Resources (SBDC's, SBI S5 SCORE/ACE

PLATO Chamber of Commeree, etc. )

Network1ng,Recept1cn (1 ]/2 hours) . ’ : Ldeatidn

--Partac1pants may meet and ta]k in an 1nforma], re]axed sett1ng

.

%j



VETERANS IN SMALE BUS INESS TRAfoNG

>  Agemdakeys . _

Regastratwon and_ €ont1nentalgﬂreak£ast Y

»~The ‘bulk of the regwstratwon act1v1ty should. be limited to checkwng in _
“veterans who have pré= r§g1§tered ‘handing them their packets and agendas, =~
familiarizing them with the training facility, and directing them to, the area

where coffee and .the continental breakfast are being served. - On~ site

registration can be kept to a minimum if the trdining dctivities are weii

publicized and an advance registration plan is implenented. However,; there

will be veterans who will register at the dgor.

Ask a local veterans' organ1zat1on or a local business to provide the -

coffee.and continental breakfast: Bus1nesses often are eager to do this sort

of thing for the free publicity, and many veterans' organ1zat1ons sée this as

. an extension of the1r commun1ty services work. Be sure you give the prov1dérs

a written "thank® you" in the program- agenda, as well as thank them from the

.podwum during the opening session.

3

. Include a;drop box for the attendee eva]uat1on forms

D P

General Session -- 0pen1ng i

Beg1n the training meeting on_time; and do not run over into the next _
session. It is very important_that the tra1n1ng sessions reflect an attitade
of getting down to business: If the meetings are.run in a disorganized '

fashion, the materials given and information 1mparted will be suspect: In

terms of content, remember to focus og the development of sound management
skills instead of loan packaging,; amd’ be Sure your speakers do the same: You :
must set _an example right from. the start that says ?hat runnﬂng a business
means be1ng bus iness1ike. & : : _ . :

“action and interaction. If'you start by speak1ng at them 1nstead _of W1th .
them, you will lose them quickly to daydreaming or they may even leave. Fire
-them up. with enthusiasm for the day's events, but at the same time, be honest

about the work involved in being a small business owner. Quickly run through_

She day s activities, 1nc1ud1ng the mater1a] in the packets, and make any

agnouncements. about Qhanges in the program, etc.” Do all of this in 45 minutes

and get them r)ght 1nto the . tra1n1ng sessions. Keep their enthus1asm high!

- -

Tra1n1ng ‘Sessions _ A _ e

Tra1ang sessions ww]] run concurrent]y and will be repeated once. Th1s -

A e~ 7T -
means tha% out .of s1x possible selections, registrants may attend four. It is

contwnu1ty and eons1stency.

T#a1ners/Speak§rs

managenient .. 0rgan1zers=§hou1d seek siccessful veteran entrepreneurs to serve
as- tra1ners}speakers, whenever pd§s1b1e

e — -1 : : N

L . 8 L T




" Trainérs/speakers shoyld interact with the registrants; allowing
participants plenty of opportunity to test their own self-knowledge and ask

questions. -Also, speakeré should provide participants with handouts’to

support what they want them to learn.  For example, in.the business planning

course participants should be given a sample business plan outline and
appropriate SBA publications on developing a business plan. In the session on

~taxes, participants should receive IRS publicationsand an order form for
additional helpful materials; and for the promotion session, participants’
_snould recgive a 1ist of promotional tools and methads.to determine the type
of media in which to advertise, etc. In all cases, appropriate SBA"
piublications should either be distributed in each training:session; or arder

forms (SBA 115A and SBA ]ISB) made available to participants.
Luncheoh ™ . o . -

The luncheon provides participants with the oppertiinity to get together to

discuss the morning's events, and also helps maintain théir interest.”
Organize the tables- in such a way that people with-similar businesses sit

_ together to encourage networking. You cdn put Signs on each table for
retailers, wholesalers, manufacturers, and service providers, or even break
those-categories down into smaller increments, depending on the size and
diversity of the registrants: 'Ask an SBA representative.or someane from the
host institution to sit with the participants and facilitate commupication

among them. .
 'You may_use the luncheon time; too, to showcase a particularly exciting

~ speaker or someone who is key in the“community and who could be sensitized to
. the *i'ssues surrounding small business ownership and veterans in small '

business: Select carefully. You want someone dynamic, forceful, and
informational. Local successful éntrepreneurs, particularly those who_have

* failed miserably once and learned .their lessons about the importance of
‘financial management, recordskeeping, and business planning, often are
effective role models and provide ‘a perspective participants can relate to
immediately. Other types of speakers you may want to include are local . '
lenders, venture capitalists, state or federal representatives, or the head of
the local board of trade, National Alliance for Business, or Chamber of

Commerce. You may want them to speak on the theme of networking.

No matter Who your speaker is, qr[whéffiﬁé_ﬁﬁéﬁéfjﬁé7§ﬁ?é you prepare your'’
speaker for the audience (either veterans already in business or those who
want to start onej. . o o

Gerieral Session -- Glosing™ . - -

— B Lo i o ) _,,,,,,,,4,,,’[,, S S ol ~_
_Featiure SBA dand other community resqurces at the closing session. Center

on the secvices'provided by the Management Assistance division of SBA, and
forcefully make Inie point that no matter how much money .a firm_has, unless the

‘owner manages the business and the funds well; the business will fail. Money
is a tool for sgund management; not an answer to poor management problems.
This sounds simplisticy but often small busi¥ness owners; ‘and those who work '

_with them, center on loans or the gaining of -loans. If managers are skilled,
loans will be needed mainly for capital improvements and expansion. In .
addition, this will correct the thinking by:thé public that the SBA is a  _

source of loan monies onlyi. Instead; SBA will be viewed properly as a source
of management assistance. The subject of Jb?h§ will-be minimized.

. - ) AN
-
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Network ing Reception-

~

_Participants can take thi$ opportunity to relax. and review the activities
of the day. In addition, they can continue ‘their networking activities in an
atmosphere conducive to information exchange. Ask a local veterans'
organization or a local business to provide the Networking Reception. (If .

alcoholic. drinks are served,. you-may want to-have a cash bar.) - Businesses .-
often are eager to.do this sort of thing for the free publicity, and many
, veterans' ‘organizations see this.as an extension of their commquty'services
work. Be sure you give the providers a written “thank you" in /the program
agenda, as well as thank them from the podium during the opening session.

’

- . . .
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VETERANS IN SMALL BUSINESS TRAINING

Networking Ideas

Luncheon -- Place “flags" at each table with des1gnat1ons such as Reta11ers,-

WhoTesaTers, Manufacturers, and Service Providers on them.: Or; you may wish

‘to expand the designations to such titles as:  Health Care Profess1ona1s,

Printers; Microcomputer Equ1pment Sale¢, Office Supplies, etc. Encourage
_ part1c1pants who fit those descr1pt1ons to s1t together  Ask an SBA

tab]e to fac111tate commun1cat1on

F1sh Bowl -- Ask all part1c1pants to br1ng their business cards or write down

their names and :addresses and place them.in a large fish bowl. (Remember to
~provide paper and pencils for this act1v1ty ) After the conference, provide
- each reg1strant W1th a 11st of attendees so they ean fo]]ow up on bus1ness

]eads

v

reg1strants to put their business cards on it: (Aga1n, prev1de paper and
pencils for those who do not have cards:) This will allow registrants to scan.
the cards-for people who might be in a business of particular interedt to

them; and to try to locate them either in sess1ons, or at one of the

networking functions. The bulletin:board can be divided into four sections
(Retailers; Manufacturers; Wholesalers; Service Prov1ders) .and reqgistrants can

place their cards under the correct heading.

List of Reg1strants == No matter what network1ng method is used at the )
training meeting, prov1de veterans w1th a list of all those who registered.
This will faciliate follow-up for ‘attendees, as well as give both the SBA and
the host institution concrete leads for further assistance. Organize thef]ist
a]phabeticaliy by: attendee name, business -name, and type of business. =

Recegtlon -- Fo]]ow1ng the day's activities, sponsor an 1n$orma1 r5cept1on to;
al]ow people to relax and exchange cards, 1deas, etc. . '

Exhibitors' Fa1r--- Th1s can be the h19h]1ght of the: tra1n1ng sess1on, and

should be run concurrently with it. Set up an exhibit of services available

to veteran small business owners in the areas of counse]1ng, business leads
from local, state, and federal agencies, local training-available to auqment
or build new skills, etc. ' Ask local business owners to prov1de door prizes ..
related to operating a small business (for example; stat1onery des1gn, free -

printing, calculaters; microcomputers,; and other items) to give away during
the day. This §ive§ the donors free publicity, provides.a "draw" for the O
press; and builds goodwill in the comnun1ty for the donors, the veterans, and

the hosts (SBA and the host 1nst1tut1on)

prov1de 1nformat1on about pre- and post- -business tra1n1ng w0rkshops

e

: Loca] co]]eges pgrtlquarly thefbost 1nst1tut1onl ggn79r0v1de Jnformgtign
about their training programs and poss1b1y register students for, e1ther degree
- or cont1nu1ng education programs on the spot : - :

11
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Federal agencies that should be represgnted include:
small Business Administration (VAO, MA; LO)

Department’ of Commerce-(trade regulations,; import/export) ~ «
General Services Administration (PASS representative)
Department of Defense :

Pepartment -of tabor

-

Veterans Administration 7

LQﬁéirahQVStaté-égéhciés and offices assisting veteran entrepreneurs’.
:should include:. . ‘

e Board of Trade

e Chamber of Commerce

e National Alliance of Business _ : : -

e Small Business Development Corporations (SBDC) ‘

e Small Business Institutes (SBI) . : -.

¢ State Development Offices .- ST L o

® Veterans Associations (e:g.; American tegion, Veterans of Foreign Wars,
Y Vietnam Veterans of America, Disabled American Veterans, Paralyzed
. ¥ Veterans of America, Blinded Veterans of America, Vietnam Veterans

.. Leadership Program) ' :

* SBA and 'NAB, in particular,; have developed training films that could be
-‘ised either in conjunction with a particular training session, or run at

intervals throughout the day as a part of the Exhibitors' Fair.

A1l eéxhibitors should have a table or tables set up where their

representatives, can sit down and discuss their services with veteran

‘registrants. Signs should be posted designating whigbﬁgggnngQfﬂéfgéﬁfiétiﬁﬁA
is represented. In addition,  if the area is large, give particjpants a map of

the Exhibitors' Fair participants. Counselors, such as those from SCORE/ACE,
should have a quiet, more private area in which to work with individual =
veteran registrants. It may be a part of the Exhibitors Fair,; but should be
set .apart from the hubbub. S ‘

14
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: , T a
A ~ Speakers/Trainers Checklist

Assess the participants’ level of knowledge and adjust where possible:

|
A\ Y

s Double-check arrangements.
<
e Use é;vaFiéty of instructionalmethods and materials: lecture,.’
discussion; demonstration;. slides; transparenc1es, readable and clearly.
organized handouts. ] '

[N

presentat1on. . ;

e Have part1c1pants act1ve1y part1c1pate by doi ng someth1ng

~ _ e

e Do not read te partic¢ipants:

Proceed From. known to unknown, s1mp1e to comp]ex, concrete to abstract;

®
w
ot
o
i
ot
[
3
a.
1)
3
o,
=)
=
ot
-
2
(‘D

P
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e VETERANSAiNASMAtthHSlNESSAIRAlNlNG

. Tra1n1ng Out11ne . : s
> BUSINESS PLANNING
4‘ .
Goals
,,,,,, N, ~ L ,
The goa]s of t?1s tra1n1ng sessdon are to teach part1c1pants to:

® Understand the 1mportance of p]ann1ng to the successful management of

‘ \ . Respond to customer needs.
Object ives
- At the end of the training session; participants will be able to:
e Understand tne d1fferences between small bus1hesses and big busanesses.
‘e Ident1fy persona] entrepreneur1a1 aﬂa11t1es . | |
® Ident1fy 3 to 5 steps they can take te start the planning process
° Wr1te down the1r business goajs. - |
¢ Use the busine ss p]an out11ne pno;1ded to them to deve]op the1r own
plans.
Handouts & | ;
:-Some Major D1fferences Between Smat) Busine A id B1g Ones

--SBA's Checklist For Going Into Business
'--Business Plan Outline = .
--Informat1on‘Resources

--Guide To Wr1t1ng A Business’ P]an .

v

VE ) | [l I I
Blackboard; chalk; eraser; pad and easel; and marking pens:

A

-

gend _ .
e Introduce yourself and we]come‘theggggistrants to the class. Conduct a
go-around and ask trainees to identify themselves and state what type
of business they are in now or are planning for the future.
Point out. some major differences between small businesses and big ones,
and distribute the appropriate handout. ;

Ny 16




-V
o Hand out . SBA S Check11st for Go1ng Into Business and ask part1c1pants

to comp]ete it dﬂitkly D1scuss the resu]ts

] ~

° B1scuss the 1mportance of p]ann1ng in.the management pfgcesg,faqugi

stress the importance of writing down a plan in order to see patterns
of growth or dec11ne, to 1dent1fy troub]e spots, etc. )

and d1scuss the business plan 0ut11ne.

:Hand out Informat1on Re§ources and d1scuss them w1th ‘the class.'#.

e
. a

e Hand out and dmscuss Gu1de To wr1t1ng A Bus1ness Plan

® Refer attendeesftg7tbg7Egblb1§ors Fa1r for further 1nformat1on on
‘ local tra1n1ng programs and/or counse11ng. ‘

4 A
'@

Answer any quest1ons they may have. >

4

k|
3|
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JETERANS IN SMALL BUSINESS TRAINING . ;- e

Tra1n1ng autllne

.. MARKETING AND PROMOTING VOUR BUSINESS

Goals
L G
_The -goals of th1s tra1n1ng'sess1on are to teach participants to:

e Adopt pract]cal ‘marketing guidelines 1nforder7to accomplish the -

_business purpase of getting more money back than they put inte the
business. g ] , g‘g . . .=

e Develop goa1s for a.promotional Bian'?or;their Bugiﬁéggég;f.

® Recogn1ze the importance of descr1b1ng their customers and tailoring -

‘goals, med1a, and messages to that descr1pt1on‘

e GUnderstand that a sa]es strategy afd a promot1ona1 strategy are
1nseparab1e : g .
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.and budget

List waysitofméasure the effectiveness_ofgtheir_promotional éfforts,

Objectives = - | | o : o

"\nt tiie end of the training session, participants mgji be able to:

9 Def1ne market1ng as a tota] concept and understand the 1mportance of
\imarket1ng research _

6V Know where to get 1nformat1on in order to prof11e the1r customers.
. e List-criteria for evaluat1ng and selecting specific media:

‘e List and\descr1be a variety of promotion techn1ques and evaluate their
possible effectiveness for their bus1nesses. ,

® Know how and where to get free ass1stance in des1gn1ng their
advert1s1ng programs

Handouts

--Kot]er s Six 0's. And The Six P's Of Market1ng nd Sales
.==0utline Of A Marketing Plan .
_==Market Iﬁ lation Resources
" ==talculat To Determine Market Share
--Three Rules Of Advertising

--Characteristics Of Effective Advertising

"--Essentials Of Sound Newspaper- Advert1s1ng B e
. --Promotion ldeas ~ .

' --Time And Task Line LTy T
--Media Selection Criteria - B - AR ,‘__::;)7<T;




--Adyertlsnng Media = _ ' co .
--Possible Sources of Free As 1stance fh Prepar1ng Advert1sements
--SBA Publications ' , .

Equipment Needed - R _»'.45.

B]ackboard, cha]k eraser, pad and ease], mark1ng pens

L

Agenda N i;Ef ey
- 1 Vo . - ‘

. ,Introducg yourse]f and welcome the registrants to the class. Conduct’a

go-around and- ask tra1nees,to,1dent1fy themselves and state. what ‘type .
of bus1ness they are 1n now or are: p]ann1ng for the future

" \

‘e Taﬁk about ggggggf Po1nt out that smaJ] bus1ness owners ‘must

.’serv1ce - Hand out and discuss the- §iX 0's and six P's of market1n§.

r

'-ii;Eo]nt_ogt to part1c1pants that the six:0's are the way to understand
'. customers, the six P's are the way to reach customers _
~"‘63;Handgout,and d1scuss 0ut11n of a Marketing P]an. ﬁse the b]ackboard
or easel to h1gh11ght the 1§gortance parts of the plan. , .
‘e List the sources of 1nformat1on for market research’ and gggg:ggg Market
informat1on Resources o

4

,,,,, -
*

program. Encourage them to write down additional goa]s when they get
home or back to their bus1nesses. I S .

‘7 o Ask part1c1pants to state one . .goal for this year's advert1s1ng

Hand out and discuss Three: Ru1es ‘of Advertqs1ng, Gharaetér1st1és oF

Effective Advert1s1ng, and’ Essent1a15 of Sound Newspaper Advert1s1ng

A

e Hand out and discuss Promot1on Ideas., » Invite part1e1pants to share

) their experiences us1ng any of these. t1st new ones&on thé board g,,

e Discuss the 1mportance of keep1ng records in o#der to eva]uate the

effectiveness of an advertising program (actual; sales records, .

>1an1r1es records, book1ngs, coupons returnéd tearsheets, photographs,
. etc:)- : S L S h e

. : . IR . o . : . ..




VETERANS IN SMALL 8USINESS TRRINING :

Tra1n1ng Out11ne

Tl FINANCIAL MANAGEMENT Ny

Goals _ N SRR - _ - .

i.,The goais of th1s tra1n1ng sess1on are to teach part1c1pants to

) Ident1fy the key e]ements of sound f1nane1a] management
!

9 _Acqua1nt themse]ves w1th the pr1mary too]s of f1nanc1a1 mangement._'

.. iident1fy poS1t1ve cash flow as the pr1mary obJect1ve of bu51ness.i'
0b1ect1ves S T

At the end of the training session; partitipaﬁté Will be able to:
E ] Understéhd the bas1c funct1ons of f1nanc1a] management.\

~

® Beg1n to use the tools to use to reach their f1nanc1a] business goals.

Know the 1mportance of forecasting too]s 11ke the P&L statement and the
cash flow statement. _ .

?SL;i Use the break-even ana]ys1s to pred1ct profitability: ... -

-

o Ident1fy the key e]ements of a loan app]1cat1on package;

~® —~Develop guidelines for bus1ness growth and procedures for bu51ness
Ty .retrenchment or close down ST T . i
Handouts

---Profit and Loss Statement (blank exafple)
D e Prof1t and Loss Statement (completed)

‘ . “= Balance Sheet {blank example) o - .

N -- Ba]ance Sheet (completed exaniple) E : L -
- Importdnt Ratios for Entrepreneurs S ‘
- Ratio Sources _ . I - oy

"Industry Cost Resources - o
ABC Compapy Cash Flow Statement : . , S
- Break-tEven Chart. = B

= Dra1nZGa1n Pr1n 1p]e ' S : R

LI N N |

-

' m- F1nanc1ng Sources For Your Business
o -- Appropr1ate SBA Pub11cat1ons
: . ) ‘. . ‘ " w . PR .' . . . . . .
2£qu4pment Needed . ;'“_" S ' S - . : :i _

B]ackboard, cha]k eraser, pad and ease], mark1ng pens

. .. -' ) - - S, . L . .
!/,_. : R . : ‘ - . : : o N

-- :7’7‘ - : ‘\
ce g 200 T




Agenda -

introduce yourse]f and welcome the registrants to the class: €onduct a

]

. go-around and.ask trainees to identify themselves and state what type

.-Funds to obt n new:assets are planned and obta1ned

of bus1ness they are in now or are p]ann1ng for the future.

Introduce some’ basic functions of f1nanc1a1 management (wr1te the on
the b]ackboard) , . L

®

3

-Budget1ng is used to project sales, expenses, and cash flow. SR

-Business assets are used to.bring-in h1ghest return. on 1nvestment.

-Need for new assets is eva]uated.

bbb . L -bLo —— ¢

-Assets are ma torcontr1bute to profits and cash flow.

-Borrowed funds e;repa1d from prof1ts they generated

i

Discuss the 1mportance of . estab11sh1ng f1nanc1a1 goa]s as part of the _

~planning process. . #%e this discussion to give a brief overview of the

- -Balance Shept (condit
"“Rdtio Analysis {(past |

tools part1c1pants n use.to help them reach their goals.

Explain the use of forecast1ng too]s (1ist them and their uses on the
b]ackboard) - T ' :

nt (past performance)

on at point in past)
eformance comparisons)
-Profit and Loss Projection (future performance)

;Casﬁ'FloW'Projection (future cash needs).

-Prof1t and Loss State”

' Hand out the appropr1ate forms. Time will not perm1t you to tra1n

“participants in the actual use of each form, but -acquaint them with

their formats and uses. Encourage. part1c1pants to seek training on. how
to use the forms. to the1r best advantage.

Dyscuss the use of 1ndustry rat1os, cost ratios; etcs; and supp]y

participants with the appropriate handouts: Aga1n, encourage them to

seek out further tra1n1ng on their uses:

‘Draw a break-even .chart on the ease] pad, and hand out a copy of 1t to

the participants. .Disqguss the uses of a break=even cﬁart and the way

to develop one for their own bus1nesses.

Introduce ‘the Dra1n/Ga1n Principle and pass out a copy,of it to the
class: - -

<

Discuss 1oan packag1ng and f1nanc1ng sources ‘as financial management

decisions. ‘Hand out Loan Package Requ1rements Outline and Financing
Sources for Small Business.

T ' A -

:
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i | S Training Outline-
_ . © . RECORDSKEEPING
Gaaig O 2 3
_‘-7— \:l PN - -

/The goa]s of th1s tra1n1ng sess1on are to tra1n part1c1pants to:
. .
e Undégstand the 1mportance of ma1nta1n1ng comp]ete records.

// ‘e ‘Deveﬂop a support system for dec1s1on mak1ng, based on the records of
‘ ‘the bus1ness. : ; : N : ) ;

e WUrk eas11y w1th the1r accountants to prov1de c]ear audit tra11s.

‘Object ives - ’
At the end of this'training session, art1c1pants will be able to
S"IBef1ne the purpose of ma1nta1n1ng records.

successfu] bus1ness must ma1nta1n. .

® ;Fam111ar1ze themselves with personne] records, 1nventory records,

supplier and customer records ma1ntenance.

Handouts o * o/

== Six Requ1rements of a-Good Record$keep1ng System

-- List of Basic Financial_Records

-= Personnel_Records Checklist

-- Supplier Records Checklist

- == Customer Records Checklist. S : '; ’ : y

== Inventory Records Checklist _ =

2= Accountant/Client Re]at1ons

Equipment Needed B : ' - ‘_ -

Blackboard, chalk, eraser, pad and easel, marking pens.
‘ v

e Introducle ggurse]f and welcome the registrants to the class:- Conduct a

go around and ask tra1nees to identify themselves and state what type

_of business they are in now or are p]ann1ng for the future.

® Begin with the KISS System: Keep It S1mp1e; Stupid!

e Discuss the six basic comp

Discuss the six basic compBpents of a good recordskeeping system and
hand out the list of them: Y ’ ‘

pd




[ Emphas1ze the:hasic pr1nc1p1es of any .sound recordskeep1ng system by

putting them on the blackboard: 1) Deposit all monies into the

business checking account; 2) Write checks for all monies to. be taken

out of the business i(even petty cash); and 3) Reconcile the bank
statement each month. ‘ R .

. Handgout,and d1scuss the List of Bas1c Financial Records._‘

® Hand out and d1scuss the. Personne] Records 6heck11st Emphas1ze that

all pusinesses that have employees should have. wr1tten personne]
policig S.

.. Handgoutfind discuss the supp11er, customer, and 1nventory records o
v_fJgheck11s S. , S i -

e Stress the 1mportance of updat1ng 1nformat1on

i when, and how

P N )
° B1scuss the 1mportance of se]ect1ng the . best accountant for your

A ./—1'u A

21
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Goa’is

VETERANS IN SMALL BUSINESS\ TRAINING

-+ The goals of this tra1n1ng sess»on are to tedach part1c1pants to

Have a basic know]edge of how to operate a bus1ness legally both pr1or—l

* - to and after start -up. - . , ST v
; 'tearnfnoyftofsafeguard,the1r bus]nesses thruugh w1se eno1ces of legal
accounting; and 1nsurance expertise. o , . s
° Understandrhoy”federa]! state, and ]oca] laws and regu]atfons d1rect1y
. affect sma]l bus1nesses » . ) {7/>_' y .
| At the end of this training sessian;’bart§cibaht§iwiii be able toi,~
' ° Beterm1ne ﬁﬁen and how. to use an attorgey and an accountant ;; i -
j',, ° "Beterm1ne, in- genera], what to look for. 1n a lease, contnact, and -
;téf purchase order. . . : .
‘ 0 0ut11ne sound bér56nné1 po]itiés. .
P & Understand how 1ocaL,,state, and federa] laWS'affect the1r bus1nes§és
i' Ident1fy and use tax 1ncentlves to the1r best advantaqe.
® 70eterm1ne what’ taxes must be paid’ locally, to the state, and- to the ;“5
federal government.. S RAN LR :
L. Oef1ne the1r own 1nsurance needs ;}1. f;' R | o |
Handouts - _’.,\; e T
«- What Your Lawyer Should Rnow ,d o "} y . ) ;u_" IR -ﬂ

How To.Choose An_ Attorney
Accountant/Client Relations

tease Eharacteristics and Types of Ldases ' .. S ] e
Too Good To Be Trué: The Ideal Lease -'- e : I
Sample Contract = - FE j T = N
Sample Purchase:Qrger ° < T Pl o K
Personnel Policies and Procedlires Check11st R

F1ve Ways To Reduce Your Taxes _— '

Affect Small Bus1ness eperat1on c

dhat Your Insurance Agent Should‘Provide

MaJor Types of Insurance Coverage

Renta]/Lease/Insurance Check11st

N .;’:_' ,:‘ | 24



Eqp1pment Needs

B]ackboard cha]k eraser, pad. and easel, m&?k1ng pens

.
" .

_introduce yourse]f and welcome the reglstrants to the class. Conduct a

““go around and ask trainees to identify themselves and stateewhat type

B
[ ]

of business ‘they are in now or are planning for the future

g5 - A

Haiid ‘out and discud

“sure participants’ R,ow that it is okay to fire buts1de profess1ona1s

w1th whom they are d1ssat1sf1ed

Discuss spec1f1c 1eas1ng prov1s1ons un1que to your state, then hand out

and discuss Too Good To‘Be True: The Ideal Lease.

Stréss the need for written personnel policies (to protect the owner,

from 1awsu1ts, «g ), and hand out Personne] Policies and Procedures
ChECR list. '--:_r,,:_‘;‘_' .

Write down as. many laws and regu]at1ons as the class can suggest about

how laws and regylations. affect their businesses, e.g., wage and hour

rules,. taxes, patents, copyr1ghts, trademarks, consumer protection;

" healthconditionsy hazardous waste, handicapped access, labor unions,

safety regulat1ons, and. equal employment opportun1ty

Handgout List of Federal Agengies Or Departments That Administer Laws _

That Affect "Small Business_Operation, and develop and hand out 1lsts of

local and.state agenciesor deﬁértménts that affect small Eus'néSS

0perat1ons

requirements and procedures

—Requ1red tax reports. ;\‘G X

zir d .
Béware-~lnsurance Policy F1ne frint.

I
Close by prov1d1ng part1c1pants with a copy of the
Rental/Lease/Insurance Checkllst and answer1ng any questions they
imight have.

“

25
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" Goals

" The goals of.this training session are to teach participants to:

- VETERANS IN .

; -
v : . . . . . . : o1

%

'# Assess the degree of entrepreneur1a] success they can expect from a

:  home-based bus1ness based on’ their sk111s, att1tudes, and 11festy1es..

* Undergtagq the zoning, 11eens1ng, and perm1t requ1rements for the1r
home-based bus1nesses.

e Acquaint themse]vegfglph a f]rgg-year financial plan that should: [ffﬁ
include estimated start-up costs; a prOJect1on of. operat1ng Jncomes and
expenses, and a cash flow forecast _ - o

Object ives - :

At the end of th1s tra1n1ng sess1on part1c1pants w111 be ab]e to:

.. Assess their own entrepreneur1a1 read1ness. |

. Expla]n the advantages; d1§advantages, and d1fference9 in own1ng and
managing a businessxfrom home: - }

* Understana the 1mportance of plahh1hg 1n manag1ng a home based bus1ness.

* Beg1n research to dec1de where and how to f1nd buyers for the1r preduct :
or service. _ _ . _

% Understand zoning regulations in general and ‘how to f1nd out what

: app11es to the1r business Spec1f1ca11y W

o Understand the need for f1nanc1a}ﬂgjann1n . -

Handouts o | i

-
-
-
-
“-w

T
-w
-w

-

tquwpment Needs

Bo You Have What It Takes To Be An Entrepreneur?

Entrepreneurial Personality Characteristics |

SBA's Checklist For Going Into Business
Advantages And B1sadvantages of A Home-Based Bus1ness

10n1ng Regulat1ons What You Shouid Kriow. D

-

-

Blackboard, chalk, erasar, pad and easel, marklng pens.
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e Introduce yourself and welcome the registrants to the class. ' Cénduct a-.

go around and ask trainees to identify themselves and state what type

_of business they are in now or_are planning for the future.

s Discuss the characteristics of -successful entrepreneurs as described in

the handouts: 'Hand out the first three. You may want to ask .
5§¥é handouts and take the others home;
%11 of them at home. :

~  participants to complete one of
or you may(ask.them to completes

e Discuss the growing trend of "atchome" business and work, and discuss
. why this is becoming a more popular way to work. Hand-oul Advantages .
leasures;and'Pitfalls ;

a o

and Disadvantages of Home-Based Bﬁéiﬁé§§ and The P
of. Doing Business At) Home. o s EoR

e Hand out and discuss the business plan outline: Emphasize the planning

‘process. . o A
e Disguss techniques for doing market research, and include resources
offéred by the Bureau of the Census, yellow pages;.competitors;

suppliers, regional or national trade associations;sChamber of = =
Eommerce; Commerce Department, trade jburnals;'gtc;;‘Héﬁd out Market

Information Resources. - B TR L

Oitline and discuss zoning regulations -and how to _research them

locally. Hand‘out Zoning Regulations: What You Should Know.

Discuss financial planning, including risking family assets. This is
.extremely important in making a home-based business a.success.

& Answer~any final questions participants may have.

A

5 . Hr




BUDGET CHECKLIST

3 (Th15 may-.not be -a monetary 1tem, but w111/be a t1me 1tem for both the
Agency and the .co- sponsor; and therefore shou]d be roted: in your
. ‘budget.) ‘. :

e Operational supplies: Stat1onery, typewr1ter, typ1ng r1bbons, stamps,_
message pads, hote pads, pencils, pens, paper clips, etc.

e OUn-site supplies: registration ﬁorms, penc1ls/pens, badges, paper
clips, chalk, erasers, marking pens, etc.

o , _ '_, . |
° Déﬁéﬁaiﬁg on Ehé(ﬁééfiﬁ§ site, the location of the SBA District offige;
and _the Co-Sponsor's office, there may be long distance charges that
will need to be paid out of project training funds.
Printing ' SEFR
o RegIstrat1on forms, stat1onery, 1nformat1on packets to be g1ven away at

’\f/

brochures w1th tear-off reg1strat1on form; etc.

e -Handouts f.or each tra1n1ng session. L
TR »
® 'Reg1strat1on book- For the network1ng aet1v1ty se]ecfed 'm

Names _and addresses of.all_those who reg1stered and attended both the
training sessions and.the Exh1b1tors Fair. :

Travel ’

,Th1s probab]y only will be the standard car m11eage a]]owance.

" However, some cO-Sponsors. will want to rent a spec1a1 van or bus to
br1ng veterans to the training site.

' Audm\nsual Rentals R .

-

o MWhere poss1b1e, the D1str1ct 0ff1ce and ‘the Co- sponsor shou]d try to S

have items such as overhead prOJectors, blackboards and ease1s, movie"

projectors, and m1crophone equ1pment donated However, ‘some items

m1ght have to be rented

[



VETERANS IN SMALL Busxness TRAINING

* SAMPLE REGISTRATION FORM

Date Recelved

o P _ Naiié_of Co-Sponsors = ' '

e Date of “Training Meeting(s) v s
: Place and Time of Training

} S PLEASE PRINT
Name p | ' )
- Addr ress | | : - - L
_ Street and Number ﬂ - Co City , tate Zip
~Daytime Phone: o Evendng Phone: ‘
| g Please Check One

I want to attend only the Exh1b1tors Fa1r.

1 want to attend training séssions in add1t1on to the Exh1b1tors Fair. I

have raeked the training sessions in the order in which I want to take them.

(Pleas rank them 1 through 6.) You will be ab]e to register for 4 of the 6.
AABU§10§§S Plann1ng S 44Market1ng and Promot1ng Your Bus1ness
——Financial: Management T - Record$keep1ng . V

__taw; Taxes; Insurance ' __Home-Based Bus1nesses

Bus1ness Informat1on

started your own smal] bus1ness, or are in_the p]anning stages. Please check
the. appropr1ate box be]ow, and te]1 us; what type of bus1ne§s y0u are 1n now. or
Want to starg - _ ol

v

i have a Sma]] business It is. o+ ;,;/ e T
I have had this business since - N I
1 st"'ted my jbusiness '1th1n the last year. It is : ~~lrrw7iff;ﬁ£qu .
I want to start my own bus1n . It will bé ' : t ' I .
tfa-Si, S 7"f R Network1ng Luncheon P?g’;“fr*?@f;"
e R L S o
There will be a network1ng Juncheon at the tra]n]ng m§e§lh9:,,§f you wish' to
" attend, the cost is $ % per ticket. Tickets must be reserved now; but:

~you may pay for the ticket when you pick up your reg1strat1on packet. Please

check be]ow if you will attend the luncheons:

I will attend the networking luncheon and I need 3t1cket(s}

1 havé encliosed full payment.

*®i -

1 will pay when I pick up.my registration packet.

If you have questions; please contact: - - at - .




RETURN TO INSTRUCTOR FOR MAILING TO EVALUATOR Y OMB Ciearance Number 3245-0075

=

NATIONAL TRAINING | R
PABIIQPAMTﬂALUATION QUESTJONNAIRE i e s

- ( : R \,

>~

evaluatlon of small business training).

1) - a) When wasftheﬁ course offered? (startmg date) .
' "~ b) Whatday of the week? ... ...... .. .. o0l
c) Whattimeoftheday?............ ... ........ ...

Z7 e A b ah e SR . t Sl

d) vTotal number ofhours.'...........00..h. BN N

2) How did you learn of the course?

P a)__ From a friend - ' f) — Local SBA offlce )
' b) __Direct mail pamphlet : g) _. Radio or TV advertisement .
c) __ Lbécal newspaper- _ .-+ h) __ Heard about at a luncheon or dinner
d __ Unnversnty publication i) _,Oth'er' (specify): - _
e) __ Local banker ‘ : S : RN
3) ‘Why did you attend this course" ; d
4) _What prev1ous forms of tralnlng7classroom |nstruct|on have you. had in regard to startlng/
- operating your own business? ,
a) — Business degree (college) f) — SBA cosponsored courses other than this .
b) — Associate degree AR partlcular course . -* -
c) — Righ school -~ . . - 7 :.‘_ g):None o s _ i
d) — Workshops & semlnars h) = Other (speclfy) =
e) — Evening college courses' : . = =
..95) - Did you feel the information was presented effectlvely'? ' N o
’ a):Yes b)__No - c):_No opmlon peee L Co
&) Did you sel.that tthlbayaterral presented in the course was practical? ‘ _
a)_ s © b) N c)__No opinion ‘ : : ST
| 7) '(Pié;éé"usé th'e'followrng scale to indicate your response to the statements below
SA = strongly agree; A = agree; UN = undecrded/not appllcable b= dlsagree'
SB = strongly dlsagree) A7 . .

3
~In general, the course l“att%nded was sufflclent for my purpose
“a)__SA- b)__ c) . ‘UN d+«-_D ., e__SD ;
|. was given good Worklng knowledge of tﬁé subject presented inthe course:
a) _SA b_A ¢ _UN d),_D e_SD

As a result of the course 1 was able to acqurre the practlcal skills and knowledge needed to

solve my. business problems.

ay_SA b)_A c_UN d_D . e_8D
TRe course helped me. B L e <
a)_SA" b)_A ¢ _UN .d)_D e)._SD

8 Asa result Sf attendmg the course, ha<e&you made any changes" If so, what were they?
. (Please write any comments)

- ¥ Fl

-

> oL

SBA FORM 20 (782) . . - - *30_' R EE
. o o |




2

9) As a resull of your attending e coF‘sé; tHéres has besn an INCREASE in your firm's (check

all that apply): : " _ S s
a) __ Gross sales” d) — Personnel efficiency
b) Ehﬂhlo'ynié'rit , €)= Other (ébébify): .
10) As a result ol‘ your attending the course, there has been a E)ECREASE ln your frrm S (check all
that apply) oy
a) __ Material costs o e),_Marlgetrng costs IR
' b) - Material waste . - f) 7. Promotional. costs
c) _Theit. . Ce g)_Other (specrfy
d) —— Personnel costs | SN
11) The estimatéy dollar savings to your firm as a result of yourattendlng the course is :
s ! o : : . ' « - :
12) Was*the money, time and effort you expended on the course worthwhile?
3 a) _Yes b) ~No - :
- Please explarn ‘ i : : —
. : .
13) Check the type of business you are e gaged in, or plan to be engaged in. .
a) — Retail : d) __ Service (commercralllndustnal)
~b) —= Construction ‘7 @)__Service {other) :
- ¢) _ Wholesale ? . = Manutacruring :
14) Do you presently own; manage or operate a small busrness'? _ : : o
) Yes : ‘ : b) . No i
15) How: many years; has your- business been in existence? , o i
a)._Less than oneyear . -d) _ 811 yefavrfsf : S Ty
b) __ 1-3years . o . e) —12-15.years ’W\ O
')—4 7 years SREEY I f)_1_16 years or mi re; ,' Q* R R
16) Have you" “ever. ownedlmanaged another busrness’? R -';',3 Ll »: '
a) _- Yes L .:”b):N'o’ I A
R = Lot T ;\‘ .
17) Do you feel«that you would benefit from addrtronal tralnrng? .
a) __ Yes o . A b)__No
If so what type(s) of trarnrng? 7 .
a) __ Accounting L ‘ 'g)__lnventory coﬁtrol
b) - Tax Preparation = hy _ Personnel o
c) — Marketing . . TR | R Cost/benefit analysis I
- d) _ Market analysrs ‘ 1) — Other (specrfy) ' B
“e) — Advertising .’ ' o e g 3
fy —— Cash flow - ' ‘ :
18) Sex:. - i oo o e L L ]
“a)__Male . . , «  b):ZFemale e D
7. ° o o i ) ' . . - - ”’ '( ‘vl \ C . l; " . ]
19) » Veteran: o N o L - ' S
20) Racial/Ethnic status: C .
a) — Black - . o : d) — AsiéhiPacrfrc Islander

b) — Hispanic . o 3 _ €) — White™
&) _ American Indian 31 1 — Othier (specity): .

21) \Umer Commems - — : ERlG eleannghelrse for Junmr Colleges 33,_ 6 1984
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