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The purpose of these Getting Down to Business modules is to provide
high school studemts in vocational ctlasses with an introduction to the
career option of small-business ownership and to the management skills
necessary for successful operation of a small business. Developed under
contract to the Office of Vocationdl and Adult Education, U.S. Department
of Education, 'the materials are designed to acquaint a variety of voca-
tional students with entrepreneurship opportinities and to help reduce the
high failure rate of small bgsinesses.

. N . ’

As the .students becomp-familiar with the rewards and demands of small
business ownership, they will be able to make more informed decisions
regarding their own interest in this career possibility. It is hqped

" that, as a result of using thesé materials, some students will enter small

business ownership more prepared for its challenges. Others will decide
that entrepreneurship is not well suited to their abilities and interests,
and they will pursue othér career paths. Both decisions are valid. The
materials will’encourage students to choose what is best for them.

These Getting Down to Bysiness modules are designed to be inserted
into ongoing high school vocational programs in the seven vocational
disciplines--Agriculture, Distributive Education, Occupational Home
Economics, Business and Office, Trades and Industry, Technical, and
Health. They will serve -as a brief supplement to the technical instruc-
tion of vocational courses, which prepare students well for being compe-,
tent employees but which generally do not equip them with skills related
to smgll business ownership. The modules are self-contaiged and require a
minimum of outside training and preparation on the part of instructors.
Needed outside resources include only those types of materials available
-to all students, such as telephone-directories, newspapers, and tity maps.
No special texts or reference materials are required. For further optional
reading by instructors, additional references are listed at the end ‘of the
Teacher Guide. An annotated Resource Guide describing especially valuable
entrepreneurship-related materials,is also available. g

The purpose of'tﬁis,module‘is to give students some idea of what it is’
like to own and operate an inn. Students will have an opportunity to
learn about the kinds of activities and decisions an innkeeper is involved
in every day, While the module is not a complete "how-to" manual, the
individual lessons will provide\your class with the chanck to practice
many of thesé activities and decisionms. '

Today, owners of small businésses face many problems—-some: minor, some
not so easily takep care of. Thege problems” are reflections of the changes
our society is going through. " While this module cannot address itself to
all of* them, the digcussion questions at the and of each unit are designed
to give students an opportunity to explore possible solutions.

You ‘may want to present this module after completing Module 1, Getting
Down to Business: What's It all About? Module 1 is a 16-h5hr program

7 . . N
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‘covering-a more in-depth approach to owning ‘any small business.

- ‘1.

Lf" - ' [

The terms
imtroduced in Module 1 are,used in this module with a restatement of their
definitions. Alsd, the forms used are the same, with some minor changes’
to fit the innkeeping bu31ness spec1f1ca11y. Module 1 prov1des an :

introduction tp ownlng .a smaly business invaddition to-some activities

that, due to thelr general natuﬁp, aré not covered in: thls module. o
4

- . . ]
. \

. ' ,
Contgnf Organization '

Each unit of the module contains the following: ‘

Divider Page--a list of what the student should be able to do at
* the end of. that unit.

2. €ase Study--an account, of a business owner in the field.
. . . v
3. Text--three to four pages outlining business mamagement principles
" introduced in the case study but foeused more on the student.

4. Ledrning Activitiles—-three separate'sections,_idﬁTﬁﬁing!
a. ,Individual'Activities—-finding information given in the text
or applying information in the :text to new situations.

’

b. Discussion Questions--considering.broad issues introduced in
the text; several different points of view may be justifiable.

c. Group Activity--taking pdrt in a mWore creative and' action-
. oriented dctivity; some acfivities may focus on values
clarification. : - :

) 4 4

-

N
1

General Notes on Use of the Module s

Instructional
Time: p
l -~

Each un1t = 1 class period; total class periods = 9
Introduction, quiz, summary =1

Total instructional time = 10 class periods
The case study -and text are central to thg_pgogram's content and are
based on the! instructional objectives appearing in the last section of
this Guide. Learning activities are also linked fo_ these objectives.

will probany~not have time, however, to intreduce all the learning
activities in each unit. Instead, you will want ta, select those that
appear most related to course objectives, are most interesting to and
approprlate for your students, and are "best suited to your particular
classroom settlng. Certain learning activities may require extra class- .

room t1me .and may be used as supplementary activities if desired.
b

You

Befot#*ﬁresentlng the module to the class, you should’rev1ew both the
Student and "Teacher Guides and formulate your own personal instructional

approach. Depending on the nature of your classroom setting and the
students' abilities, you may want to present the cage study and text by

- . . (N ’ A
N . -7 .
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instryctional means that do not rely on students' reading--for example,

through a lecture/question-answer format. Case studies and certain %

learning activities may be presented as skits or role-playing situations.
| > . :
No particular section of the module is designated a%s homework, but you
may wish .to assign tertain portions of the module to be completed out of
class. .You may want students to read thepcase study and text in prepara-
tion for discussion in the next class period, gr you may want them, to
review the material at home after the class q}zcussion. . You may also
prefer that students read the material in’cldss. Similarly, individual
activities may be completed in class or for homework. Discussion' ques-
tions and group activities are specially intended for classroom use,.

>
-

although some outside preparation by students may also be needed (for

example, in the cese of visiting a small business and interviewing the
owner). - :
L] o

Méthods that enhance student interest in the material and that .
emphasize student participation should be used as much as possible. Do
not seek to coyer material exhaustively, but view the courde as a brief
introduction to entrepreneurship skills. Assume that students will obtain
more job training and business experience before launching an dhtrepre-
neurial career. :

The quiz may bé used as a formal evaluation of student learning or as
a self-assessment teol for students. Answers to learning activities and

‘the quiz are provided in a later section of this guide.

“

£

»
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' : SUGGESTED STEPS FOR MODULE USE = D ‘

.
] . . . -

Introduction (10-15 miputes)
I. In introducing this module you will-probab1§ want to find out what
students already know about the innkeeping business.

-
¢ [ 4

e Ask if they know of any small inns and what they're like.

B

., o Ask what advantages they *3ee.in running %n jinn.’
L LI L A ¢
. e '
e Ask what disadvantages” they see. e/ N
» . * . 4 = M \
II. Discuss small businessej/briefly. Over 90% of all businesses in ° .
the United States are small businesses. 1In this. module we will be .

deading with very smalllbuSLnesses, meanlng a self-employed owner
working alone or wpth onﬁ to four employees. Often small business

are owned and run’ by mem bers of a family. -
\ ! ) )
I11. Discuss the purposes of fhe module:.
e To increase students; awareness of small business ownership as
a career option. E ' '

S L

e - To acquaint gstudentsiwith the skills and personal qualities .
innkeepers need to shcceed~. - . .

e To acqualnt students with th€ kind of yd%k small business
owners do in addition to using their vocat10na1 skills,

e To expose students to the advdntages and disadvantages of
small ‘business ownership. _ .

IV. Emphasize that even if students think they lack management
aptitudes, some abilities can be developed. If students "turn on"

‘ to the idea of small busigess ownersh1p, they can work at vaULr—
- ing abilities they don't have.’ . . ‘ !
/ / ‘ i Ve - *

s

Also, students who work through this module will- have gaYhed valuable
insights into how and why business decisions are made. Even if they later
choose careers as employees, they will be better equlpped to help the
business succeed because of their under§tand1ng
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Unit 1 = Plapning an Inn (1 clasé period)

I. Jerry and Lynn Campbell decide to'open an ‘inn as’a
way of buylng and keeping an old Victorian house in
‘the neighborhood. Their inn is actually their home,

where their "customers' are real their guests.
~vhere th . really gue

Cdse Study:

Al >

What I3 an Inn? [
* Is There Room for You?
Aré You the Type? ) ) ‘
Experienct, =+« ‘
- Personal Qualities -
: ~ Service Is the Name of the Game .
Getting People to Come Back to You
» . Legal Requirements ] ’

- v
.

»

II. Responses to Individual Actiw{fies‘ . R
- ( . N . ‘* . .
1. If you are thinking of opening an inn, you really haye to, like
' to work with- people. You have to be reliable and organlzed
bat at the same time flexible enough to meet the needs of your
. . guests and the demands of the business. Service is definitely
, the.name of the.game in this business. . '

You can get ekperienc% by working in a hogél or a motel, A '
course in hotel administration would also be helpful.
! ; « -

Student responses to this .qmestion will vary, depending on
the'ir personal experiences.

.

& 4, Student responses to -this 'question will ‘vary, depending on £he
. ' area and location of your school, the area and location where
they would consider’ opening an inn, and the proposed size of
@ the- inn., Students should discuss how :hese variables affect
. their business decisions ‘and the characteristics of the inn
d ' they may wish to open. N
B * 'y
III. Responses to Discusgion Questions
. . N
' N Student responses shoyld include the notidn of personalized
- service. Any spec1a1 promotLonal’Ldeas to attract guests would be
. desirable. This is a "bralnstormlng question--many responses are
. . acceptable.

IV. Group Activity o
| . . ,

This act1v1ty is designed to acquaint students with a real-
life innkeeper or hotel owner. The p?1nc1p1es in the text
regardlng the characteristics and responsibilities of innkeepers
* ’ and hqtel owners should be reinforced by the students' contact
- ‘with such a person. ’

ERI
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- — . )
: : C
\ 1 . ]
*  Students should ‘develop and list their questions prior to the ‘

1 visit. If you wish, give this list to the speaker ahead of time
| so that he or she may prepare responseg. Encourage students to

y s ask questions and establish a dialog with the speaker. This
activity may also be used at the end of any unit or at the end of , A
the mpdule as a summarizing activity. .Extra classroom time may be ’
' ' required. _ NS )
. e . \
Uhit 2 - Choosing a Location (1. class period) . - g
I. Case Study: Jerry and Lynn talk about the importance of location; ’
. . they feel it is perhaps the most important thing in v
; , ' the success of their inn. Guests like the convenient )
location of the Bed and Breakfast Lnn, but parking is
’ _ " a big. problem. ) . 4 '
'2 . - - . ¢ )
Text: You Come First
Next Comes the City .
The Right Spot within That Clty ’ ' :
Overbulldlng . . !
N ‘ ] %
II.” Responses to Individual Activities . o .
'] . A
) ) 1. Student responses may include: ) - .
, © ‘éhambe,x: of Commerce . .
the business community as well as "old-timers" in the hotel
v and innkeeping business
local, state, and national hotel and tourist organizations
trade magazines
' real estate ageats p , , <
- . architects ’ ‘ . '
) ) 4+ Interior decorators ’
‘ ...2, Student reponses may include: S o . )
—— ’ N N
. convenience - 5
. parking ! . . . )
v - public transportation . , . -
access to restaurants, theatres, stores and clubs : ' ‘
street conditions t
. ~ -
/
.3+ Responses to these jtems should reflect the pr1nc1p1es ) ]
discussed in the text. )
‘ ' o 4. '"Overbuilding" means an overabundance of hotels and tourist X
> ) facilities .in the area., Overbuilding will mean low occupanty .
- rates and lots of competition, Overbuilding may not be a
. problem if your inn is indeed unique and can offer guests
o - - special services. ' .
¢ a N - ‘l’.
1 ) 11 , :
| ' 7 g
| o - ~ : (q', * |
- ERIC e , v , C.
| WJ:EEE . . e ) // :
\ h * . . . Y,
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III. Responses to Discussion Questions
1. Student nesponpesbbi}l vary depending on the locatiop of the
" school and size of the city or town. Responses'should -be
based on the number of existing inus, hotels, and motels in
the deSLgnated area and the number of potential customers.
The services offered should be those for whlch the greatest
need and appreciation, and the least ¢ompet1tlon, exist. You
should check out the information sources used for accuraqy.ﬁg .

- 4

Student responses will vary. Have students Justlfy their
choices by prov1d1ng the factual and intuitive bases for their
decisions.

- v . n

3. Student responses will vary, dependlng on their individdal

interests and eXperlences. ' ©

. ! 4

Group Aétivity ° ' ’ L) “ ’

- R ’ ., 4 \t

There are no "cortect" answers to thls act1v1ty. The purpose
of this activity is to encourage students to-think critically

“about their priorities and the ch01ces they will have/to make in

opening an*inn. All these factors are impor tant in dec1d1ng when
"and where to open an inn. However, individual priorities will
determine the type(s) of imformation that ‘will be most 1mpor&ant

in making a dec1510n to open an inn.
- -

v :

Unit\3 - Getting Money to\Starf (1 class period)
-, ¥ L~ . :
‘I. -Case Study: Jerry and Lynn calculate their startlng expenses and

° the méney they have on hand to invest in an' inn.
They apply to the bank for loans to buy the house,

make needed improvements, and pay .for initial "
operatln 5 expenses., They write a bu81ness descrip-

tion’ to presemt toakhe bank's loan offlcer.,
LY

Where Will You Open YournDoors?
Figancfal Arrangemen{i;:)
The Busiress Descriphs -
Starting Expenses- N

II.. Responses to Individual Activigjes

§
1. Tourists who just want a "place to sleep might choose a o - &
. downtown hotel Also, buSLness people ‘Might choose the hotel
because it is’ convenlent to the busipess distritt or because
it ;s the.headquarters for the conventlan they are attendlng
People choosing to stay at dgn inn include tourlsts,,bu81ness
people, #hd retired people who want a "home away from home"
" while they are travellng, a place with a relaxed’atmOSphere
and a persona{ touch. #

-~

-~
‘
.
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2.a: $200,000 o : ‘
. $ 50,000
. $150,00 v . .
b. $120,000 . . .
III. Responses to Discussion Questions$ ' ) R

1, The bank officer would be most interested in your management
plan and strategy for success. ) ‘
) - 2, The business description will help you think critically about ,
’ the realities of the businegs world, the limitations of your )
financial situation, and your ability to open and operate a
successful business..
Y . 3

IV. Group Activity

This activity is intended to encourage students to start
thinking about the details of opening an inn. You may wish to
- provide a hypotetical context for this activity. ,For example, you
may wish to specify the value of the house, the competition in the
-area, a description of the business and tourist trade, etc.
Encourage students to think about their inn in relation to these
“Wactors and to be imaginative in their plans, but also' to take the
"realities" of the situation into consideration. ‘ i -

- .
M .

‘ ) - . ‘ .. . . : ‘

Unit 4 - Being in Charge (1 class period) 7

. . . 0
T I. Case Study: Jerry and Lynn find that they can't run the inn
. 3& , .themselves-~there is too much to do, and they need
help. Luckify, twd other people show up to help.
‘ The responsibilities of each person are decided, but '
Jerry has the overall responsibility for organizing N
and "running the show.' ® N
Text: _Hiring People to Work for You- '
Where to Find Your Employees .
Hiring the Right Péople '
Training New People ) s
o . Communication Is the Key
/
“IT. Responses to Individual Activities
) l.a. F - )
) .
A b. F - ~
c. F
- cdo T )
2. Students may indicate that qualities such as reliability,
. honesty, ability to work with people, and ability to learn’ are . ) '
* / l ’ <,,.
Q ‘ . i : 8 1\'3N

/7
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lmpbrtant ‘qualities for an employee.

”

Accept any reasonable

”

¢

res ouse .
' > -

3. - Res onses may include:

the Mocal h1gh school, local news-

papers, the Chamber of Commerce, or frlends and other—RuSLness

owners. -

14.

Student responses to this, question will vary.

-

.
? -

Some qualltles

Ahat may shpw up in’a personal interview+land not on an .

application include:

sloppy appearance; inability to com-, a

- o muni‘cate and: interact with people, rudeness; and lnablllty to
listen. °

¢

III.

.

. e
/oy ¢ . . . L]
Regponses to Discussion Questions | .o o

£

l.

.
.
.

‘e

Discussion should focus on' thd ability to ‘comnhicate as well
as’the ability to give and take feedback that may be positive
ag well as negatlve.

The basic déscussion should focus on resﬁbnSLbllty. If you
-work alone, you are responsible to yourself for the operation
of all parts of the business; if you-are an employer, you are
not directly responsible for doing ah&»the work, but you are
responsible for delegating it to others. You are responSLble
for organizing, managing, and supervising your employees as
well as providing necessary training.

You should seriously considen whether to hire thi$§ person.
You want to hire reliablg employees. If your information
source indicates that he is not relimble, find out why. Try
to establish the truth of this information.

.

«

Group Activitx

The purpose of thr§ activity is’ to allow students to consider
their personnel management skitls and their ideas about fair
treatment on the Job. This simple situation can be the basis for
d role-playing actLVL;y The expected outcome of the activity is

. that students will havg a clearer understanding of what is
involved in "belng in charge" skills, and of what it feels like t6

be‘thé person in charge in a pOSSlbly unpléasant but true-to-life

81tuatlon.~

*

&
H

.

H
H

The:act1v1ty ‘can be done in small or large groups.
students share their lists of "Dos" and,(''Don’ts.

everyone has an opportunity to contrlbute.

-

I
Have ,
Make sure
Students may prov1de

ersonal experlences that will make the activity more vivid and
‘ meaningful, lf students role-play thé situation, ask each how it
~ felt to be the emgloyer. or "employee." Solicit feedback from

others and suggestions for alternatlve approaches.
¢ —

. -
- . -
' ~ . [N
. > -
§
.
.
.

ERIC ™ | i

s P




‘wUnit 5 - Keeping Track of "Supplies and Schedules (1 class period)

I. Case Study: The day at the Bed and Breakfast Inn starts at 5:00 |

a.m.; all staff members have their responsibilities .

and daily jobs. An important part of the organi- )

. zation of the business is keeping track of supplies .
n ‘ and schedules. N

Text: Xbur Supplies .
The Source of All Things . ' : y

.o L ‘Keeping a Tight Rein on Your Supply Closet -
C -/Maklng Reservatlons for Your Guests “ ot ) ‘
. : N Who's G01ng to Do’ It and. When? ‘ - . s
‘e ' ‘ ) ' f!
FI. Regponses to, Ind1v1dual Actlvitles . . .
\ . . -

1.~ Student responses will*vary, deperiding on their individual |
1nterests. A complete. list should #nclude basit supp11es such
as bath soap, towels, sheets, cleaning and maintenance sup-
plies, food and related supplies, and flpwers.
. 2. Following are ,some Yellow Pages listings for supplies needed i
‘ to run ad inn: ‘bakers, cleaning compounds, florists, grocers, ° |
Janltor;al supplies, offite supplies, and restaurant supplies. ~
, : . , . -
3. It is important to complete guest reservation forms in order ‘
- to keep track of who's comlng idto and going out of your inn,
» when, ‘and at w‘attroom rate.
. 4., A "COntrol system’ for supplies will help you keep track of
what's 'in stock and what needs to be bought or ordered. |

o I1I.: -Besponses to Discussion Questions . \//
: 1. You -should consider what you need (quality and typef, how much i
. - you .need, how much you want taxpay, from whom you'll buy, and
when.

. 2. This system will tell you what supplies have been used:«up.
. This system will let you "keep on top" of when you need to  (--
- order more, but it's not foolproof. For example, staff may E\
- forget to check off, somethlng, or theft.may occur. Doing an
actual count of supplies periodically is also needed. A third
: system is the "eyeball" system, which is not as efficient or
accurate but requires much less time and effort. “

J

. 3. The advantages of completing work schedules is that you know . '
who is responsible for what jobs and when jobs shduld be
. completed. However, many things can happen to throw schedules
of f--an 111ness, an accident, unexpected guests, an unantici-
¢ pated.delay in the delivery of some essential item, etc.
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" Unit 6 - Setting Prices (1 class period)

3
)

x

Group Activity

i
3
{
-

3

The purpose of this activity is to give students an jdea of
how busy an owner of an inn can be doing various tasks and to
learn to prioritize their time and tasks awd to schedule appro-
priately. - .

Try a bralnstormlng approach in completing this act1v1ty
Encourage students to prioritize activities as well as to be real-
istic in the anticipated time they think it would take to complete
each task. Task 3 i3 most essential, then,Task 1. Tasks 2, 4,
and 5 can be done another day.

.

I.

II.

III.

1. '"Necessary'( expenses include salaries, utilities, laundry,

Case Study: Setting prices\for a room involves understanfiing and
cqmparing competitore' prices and services. Jerry
and Lynn consider\the prices at the other hotels and
motels in the area and come up wifh a price list for

! the.different rooms dn the inn. .

8.
Text: What Is Your Competition Cha -
What Are People Willing to Pay? \
. What's Your Break-Even Point?
) How Much Profit Do You Want? :
gg Things That Make Prices Go Up

) . Things That Make Prices Go Down

Responses to Individual Activities '

&. The term "break-even Roint" refers to the point at which the
inn's income exactly me®ets all costs but does not leave addi-
tional money for profit.

® .
2, TFixed expenses and variable e egs%s. See definitions in the
text. . . -
’ - A
3. Refer to the text for a 1list of reasdong to lower room rates.
f v . s )

4, The text lists a number of reasons why prices may be increased.
In addition, students may suggest other reasons\guch as‘an
increased demand for rooms during certain seasons) Accept
reasonable response. '

1}

Responses .to Discussion Questions b

housecleaning and office supplies, advertising, insurance, and
accountant fees. '"Unnecessary" expenses include costs result-
ing from theft, breakage, bad debts, and.natural calamities.

. » -
L .

11 - '
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in their pricing consid- ‘
into consideration such

Jerry and Lynn were fairly thoroug
erations. However, they did not &ak

damage costs. In determining the room retes for their iqgs, the
respbnses of students will vary according\to their individual
1nterests and tastes -

>

Group Activity ‘

The purpose of this activity is to expose students dif-

ferent pricing considerations and methods. Have students ‘discuss

their findings and, if possible evaluate the range of prices .they
uncover relative to the services prov1ded--1 e., do customers get

what they pay for?

.

‘Unit 7 - Advertising and Selling (1 glass period)

I.

II.

Q ) \
ERIC ‘
P i

3

-Case Study: Jerry and Lynn advertise the Bed QHB\Breakfast Inn in -

the Yellow Pages, but most of their advertising is by
word of mouthe They decide not to advertise in the
local. newspapers and guidebooks because they wait to .
be selective abolit their guests.. Lately tZey've been
getting a lot of free publicity from' a series of
articles about local inns. .

Text: Finding Out What.Needs to be Done - ) .

What KindyWhere?
Qualities of a Good Ad

3

Responses to Individual Activities !

1.

The unit lists the qualities that contribute to an effective
ad and a good advertising campaign.

Student responses will vary, depending on their personal >
interests and ekXperiences. Encourage students to be creative
in their designs. Any ad sketches or design’s that demonstrate
the qualities of a good ad are acceptable. .
- .
D .
A . ‘ " ‘ -
B - .

“

Responses to Discussion Questions

1.

Encourage students to generate innovafive ideas on how to .
advertise an inn. This is a brainstorming activity. These .
are gsome ideas: free‘gifts to guests that include the name of .

your inn (tourist Booklets, paper robes, etc.); a two-for-the- -
pricerof-one offer to guests cefebrating a 25th wedding :
anniversary; or an open house a&,d lecture on your inn for the .
community. - ' \ \
L BE : -
. -
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?
. 2. Students should refer to the text in discussing the *'usual" .
> advertising techniques that are used to tell people about -

inns. In addition, encourage students to brainstorm promo- .
tional activities that can attract the attention of the public. .

3. Jerty and Lynn are not runniﬁg a hotel. |[Instead, they are
sharing their house with guests—-people who are regarded as

" friends rather than as customers. They want to be select{vel

. . 1in accepting guests; advertising is yrimarily through word of

mouth, thereby cutting down on the number of people who would

even hear about the inn. As it is, it sounds as if they have
enough business. ' '

-

IV. Group Aetivity

The purpose of this activity is to expose students to differ- .
ent types of ads and to-help them see the characteristics and the
B advantages and disadvantages of each. ’
w

¢ 3

assist your students by selecting several

his activity in addition to the ones identi-
Locate four or five ads for inns, hotels,

1 Yellow Pages. Select places that differ
. sige; services; appeal (to vacationers

You may wish t
a prgyriate ads for
fied by the students.
and motels from your lo
on the following.ariable

: vs. business guests); small Rusiness vs. franchise; etc.
. Give students time to study ¥he ads. Solicit responses such
' as the following. ) N
v * - R . - N ‘

1. Large ads cost more than small one

2. Some notels provide pools and room service. Analysis of the
ads' content indicates what types of services are offered.

3. Some ads appeal more to adult vacationers (or families).
Others appeal to business people.

- If time permits, pose any other questions or advertising
concerns that seem of interest to the group. You could perhaps
~+

. have them make a composite "perfect" ad. ,

- Unit 8 - Keeping Financial Records (1 class period) - ) <<

. I. Case Study: Financial-records are the basic records of any
: business. Jerry and Lynn discover how important it
is to set up a good bookkeeping system——for the
guests' benefit as well as their own. They complete
' a daily cash sheet; the daily sheets are added up

’
each month. ~
. ) Text: Collecting the Money ' - .
. - To Give or Not to Give Credit: Credit Cards :
. ' Easy Come, Easy Gq: The Daily Cash Sheet
ERIC | SN | |
| e -\ 'é; 1’ .
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II. Responses to Individual Activities -

1. Students should have filled in the following:

Cash Sales $411.99 Supplies $125.91

* ) Telephone * . " 80.43
Food L . 300.00

. Laundry - 150.00

, . Flower Shop 27.90

. TOTALAASH RECEIPTS“¢$411.99  TOTAL CASH PAYMENTS $684.24

You should itémize all expenses on a guest's receipt because
that way you'll have detailed descriptions of the service you
gave,” how much money the guest owes, and how much he or she
has paid. TItemizing all expenses is an essential recordkeep-
ing task. .

’\\r GUEST RECEIPT
<, . '

)
\ if Guests's Name . R
) ,

Rate

¥ Arrive Depart

$95/day

- ' . June’6 “June 9 \ 3

Item Chaxge Tax Total
- 3 " .
’ Room 1, $95 x 3 days $285.00 17.10’ $302.100
*Pagking, 3 nights 13.50 - 13.50
Laundry . ) 6.75 -— 6.75
1.00- - 1,00 -

Telephone calls
. < : ¢

GRAND TOTAL
\ : ~ = 7
; ' Al '

s I1I.

$322.35

Resﬁggses t&’Discussion Questionsg . .

[y ’

1. Students should be encouraged to think critically about the
. : ! dlsadvantages of* giving credit. Credit may seem like a
convenient and easy way of doing business, but it carries s
risks for the businegs owner if the customer does not pay.
¢ ’ ‘ . '
. <) 2. Financial records are essential tg the business if you want to

keep'prack of where your sales came from, where your expenses
went, and how successful (or unsuccessful) your business is..

' 19



While a business owner always has the option of hiring an
accountant who will keep the records, there is still much

“preparatory recordkeeping for the owneik<to do. ?

3. The basic advantage of keeping a cash sheet is that you can
‘record all expenses and receipts as they occur. Keeping a
daily cash sheet.will make your recordkeeping requirements
easier—-particularly around April 15, when you have to pay
taxes. ¢

L . *
IV, Group. Activity - - .

<

This activity- is designed to give students practice in con-
sidering the types of decisions they would need to make as an’
innkeeper and how they would handle times of prosperity and times
when their businesssis 'in the red." )

Possible changes to make if the business is doing well: Take
a larger salary, take a vacation, buy more furniture, renovate the
inn or add more- rooms, give raises to valued employees. “>

~

Possible changes to make if the business is doing poorly: Lay'’
of f workers, take a smaller salary, work longer hours, get a bank
loan. -

N —~ )

Unit'9 - Keepiﬁg Your Business Successful (1 class period)

»

I. Case Study: The Bed and Breakfast Inn has been operating for two,
. years, Jerry and Lynn take a look at the way the’
= - busineas is going and plan changes to make it more
profitable.

Text: Profit/Loss Statement

- , .
How t& Improve Your Profits
Expanding Your Services .

II. Responses to Individual Activities
+ N ".:Vr
1. Net profit = gross profit - expenses; or
revenues - (cost of goods sold + expenses)

. . Net Profi .
Profitratio = Net Profit
. Revenues

- Exgenées

Revenues s v

2a. $ 4 "
Revenues * $200,000 100% -
- Cost of Goods Sold 20,000 »
Gross Profit $180,000 '
Expenses 148,000 142 .
Net Profit .. $ 32L05Q\ 16% « . . .
15

‘ {

Expense ratio

20 ‘




. ‘ b. Year 4 — . 0

A N c. Year 4 ’ . e
d Year 4 ; '
‘Based on revenues, net profit, and profit ratlo Year 4 was’
the best year. © ' .
- ’ 37 The primary advantage is that you may be able to take in more

money (revenues). . However, you may losge “customers if you
raise prices. - ; . -
o .. - ' s r
- ’ 1y «
4, If you lower your prlces, you may increase the, number of
~ guests who come to your inn, thereby 1ncrea51ng your occupancy
rate. However, if your expenses—go-up or remaln the same, -

your profit per customer goes down, .- -

- ITI. Responses to Dlscusslon Questlons v

. ] 1. Like Jerry and Lynn, many innkeepers think of their fnn as ' N\
their ‘home and of their customers as guests. - They may want to* -
’ be selective about who comes to the inn and may be concerned - -

that '"going big'" wil] negatively affect the quality of the BN
service’'they can provide. Encourage-students to consider the '
. . 'personal" aspects of this business--i.e., pergonal satisfac-

. tion as well as financial success.. & .
. . . . k)
, oof @
2. Students can refer to the text for. a list of reasons why sales
. , and profit in the innkeeping business may decline. Encourage
i “students to braiastorm additional reasons notcmentloned in the.
text. . . &
» hd ‘ ‘ ) 4
LV. Group Activity ' . R
R . ® s n;)\
- ) The purpose of this activity is to summarize the conteﬂt of :

the module and to help students think realistically’ about the inn-
keeping business and whether they would consider investing in this
' . business. Use this exercise as'a final wrap-up actijvity to help .
students apply what theythave learned in the module.

Summary (15-30 minuteg)

Lf desired' the QULZ may be given prlor to summarizing the module and

doing wrap-up act1§1t1es. . }

. - N

The Summary section of the Student Guide covers the, main points of the .

module. You may wish to discuss this briefly in 'class to remind students

of major module topics. s .
Remind students that their part1c1pat10n in M&dule 1 and this modulé

was intended as an awareness activity so théy could consider entrepreneurt

ship as a career option. Their introduction to ‘the skills re'bun‘ed for ’ ' ‘

successful small business management has been brief. They should not feel_.

that they are now prepared to go-out, obtain a loah, and begin their own °

’ 7

v ~
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Aruitoxt provided by Eic:

ERIC

business.
least these ways
business drea in

*. i

< - . - ~ !

offer AA degrées in entrepgeneurship).

This is a good time to get feedback from the students as to how they’

More- training and experience are necessary,

»~

. 5

gu;can suggest at
of obtaining that experience: one way is to work in the
which they would eyentually want”to have their own
venture; another i§ to go to school (community colleges are starting to -

twould ‘rate their experience with the module’. ® Couldr they identify with the

charactersquzsrdyed in the case studies? How do they feel apout the

lsarning activities? .
¥ .

>

You may want to usé a wrap-ub activity. ., If you have already given ghe
quiz, you can go over the correct answers to reinforce learning.
could ask class, members to talk about what they
business and whether they will follow this option any further.

~

5

«

. > . !\: * e N
Quiz (30 minutes) ' ’
’ » ¢ - ‘ . ) »
The quiz may used as an assessment instrument or as an optional

study tool for spudents.

duplicate-:and dfstribute the answer key to students. In this case,

student achievement may be assessed by evaluating the quality of students’

participation in module activities.

10.

l )

. éufz Answer Key

v

R |

s e
A3

4

4

Or you®
think about owning a small

«

If you wish to use the quiz fof study -purposes,

Responses may include: your personal preferences (of ‘geography ‘and

climate); location of your relatives; amount and nature. of the compe-
tition; potential customers; location near businesgszcenters oOr tourist
attractions; suitable building with appropriate zoning; and parking.

c t, (S

.

a v : .

Liren and other supplies for the guests;
supplies; food

- 1

hEyehall;? chécklist; counting

v D

I 4

Y



11. Prices of the competition; operating expenses; profit desired; occu-
pancy rate; special features thatymake your inn unique (so you could
charge more) > \
12. b . VS . . .
' ‘ - . . F o
13, Yellow Pages; travel gujdes; newspapers; direct mailings; brochures;
word of mouth; goodwill (free gifts, discounts, lecfures, charitable-

doPations, etc.) . . e g
14-’C ) " \
4 - «
15. d . '
L < ‘ .
" 16. a
cy : : ' ST
17. a. $22,500 b. 15%2 c. 75% . ' . )
N ! . /

18. a : _

. . . | .

19. Increase number of customers (sales); raise prices or lower them;
reduce expenses;-expand your services

’
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GOALS AND OBJECTIVES

‘
.
1

Goal 1l:» To help you plan your inn. . .
’ : > Objective 1: Describe the services, guests, and h
competition of an inn. .

Objective 2: List three personal qualities an
innkeeper or owner might have.

Objective 3: List three things an innkeeper can
do to make an inn special and make it "stand,
out fram the crowd,"’ Y

2 Objective 4: List two of .the legal requiremeﬁts
’ you might have to consider before opening.

\ .
. \. ’ ' v, ' /
‘ Goal 2: To help you choose a good location for your inn. -

3

! ObjectiJe 1: List three things to think about in
deciding where to logate your inn.

Objective 2: Pick the best location for an inn.

\ Objective 3: Decidé whether your city or town
v B . = would be a good location for an inn.

s

Goal 3: _To help you plan how’ to borrow money to open and
operate your inn, . .
’ x
Objective 1: Write a business description for
your .business.

— . Objective 2: Fill out a form sfhowing how much
. money you will need. .

1 ' .

. - ~,

v

Goal 4: To_help youuchbose the people who work for you.

\ . 'Objecfivé 1: List the information Peeded on a job
N description.

-

- L 3
. }\\\ ' ~~0Objective 2: List the qualities of a good boss.

y




} SO

Goal 5:

Goal 6:

anl 8:

I3 ' .

To'help you plan how to buy supplies and orgagize’

ti® work of your inn. R

” ' ;

Objective 1: List three kinds of supplies you
will need in’ your inn and five questions ’
to ask yourself in ordering

them. . -
L 2

A

~ /7
ObJecklve 2: Describe a method ybu can use to

keep track of guest reservations and one you
can use to keep track of employee work
. Schedules.

e -~ *

To help you set prLce§ for rooms in your inn.

Objective 1: List three things to consider in

< setting room prices for guests.

ObJectlve 2: Set prices for your inn after being
given ‘certain "faets." .

To help you learn wgys to advertise_yodrlinn and

bring customers in.

Objective 1: List some of the ways you can
effectively advertise your inn,

Objective 2: Design a printed #d for your inn.

€ ’ = ’
To.heLp y0u learn how to keep flnanc1a1 records
for your Lnn. ., *

Objectlu 1. Fill but a room receipt or a bil]
for aegﬁgst. ’ 5 .
N /o ' '
ObJeCt;ve‘E Fill out a daily cash sheet that
“rélsords mondyscoming in dnd going wut of your
business, a

N

.
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To help you learn how to keep your inn "in the
black.™ .

Objective 1: Figure out the net profit, profit
ratio, and expense ratio for an inn.

Objective 2: Describe at least one way to

increase your profits. ' )
Objective 3: Suggest a way to chgnge your \
business to increase sales and attract more
guests, ‘
B . 1Y
- - ’
A I
! . .
-~
/' 4 .
-~ ' \ :
\
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