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The Entrepreneurship Training Components are based on
information from many sources., Special - acknowledgement
i3 due the Small Business Management and Ownership “
. materials designed and tested by CRC Education and )
Human Development, Inc. for the U.S. Office of Kduca- T,
tion's Bureau of Occupational and Adult Education. ' .
Specialthanksareowedtheentrepreneurswhosharedtheir .
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oL : INTRODUCTION

{

How are you g01ng to use your job skills after you flnxsh ' R

» - T
e \
—

- [

"Have you ever thought about starting your own “auto repair

shop’ ,:;fﬂlfw,fvw' ¢ | ‘
: R S L . - “ 1

-

This mo@gle/ﬁegggibes people who have started and managed :
auto répair shops. It-gives you an idea of what they do
and some of the special skills they need.

You will read abbut ‘ .

planning an auto repair shop - ’
«~ choosing a location
gettigg money to start
being in charge - i
. . »

organizing the work - 'S '
setting prices )
advertising and selling
keeping financial records ’ Y .
keeping your business successful

- »
. .

You will also have & chance to practlce some of the things .
that autp repair shop owners do. :

°

Then you will have a better idea of whether a career as an . .
auto repair shop owner 18 for 'you. - ) . X

Before you study this module, you might 'want to read
Module 1, Getting Down to Business: What's It All About?

L4

When you finish this module, you mightvwant to read ° N
" Module 2, Gettlng Down to Business:’ Farm Equipment ;
. Repair; !

. Module 10, 'Getting Down to Business: Bicycle Store.

- b . .

These dddules are related- to similar businesses. . . .

e
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Goal:

Planning an Auto Repair Shop

. -

To help you plan your auto repair shop.

Objective 1: Describe the services, customers, and
competition. of an auto repair shop.

kY

: Objective 2: List three personal qualities a car

repair shop owner might have.

Objective 3:- List three ways to help your buslness

' compete successfully.

Objective 4: List one legal requirement for runmning
this business. -

¢
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.scarce.
for a long time.

FROM MECHANIC TO BUSINESS OWNER -~

,

Matthew Zarcone had worked for 10 years as an auto
mechanic. ' "After studying auto repair in high schooi, I

got a Job with a car dealer d01ng maintenance work and « ' -

- regular check-ups on new cars: Then I'was a general

mechanic in a gas station. Now I'm working at Larry's .
German Cars, ﬁoing brake work. I'm tired of working for
someone else.” I'd like to start my own shop."

Matt dec&ed to start fixing his friends' cars at,
nlghts and orMweekends while he was- JELII working at -
Larry's. Larry said: "I don't care if you take some of my
customers, too. We'always have too much work to do
anyway Matt. thought he cbuld work at home. : But He'found
0ut that the town zoning department ‘didn't allow backyard
car repair businesses.\. So he found an empty serv1ce bay. he

"c0u1d use off-hours for free.

-
3

Matt Studled what otﬁer shops in his area were doing.
Most were "s0 busy that they took customers by appolntment.g
Some foreign car repair shops weren’t doing so well--too .
much competition.’ Several gas\ stations that-did small jobs
had clésed down during the time when gas was especally:

In other shops, customers had to leave their cars

L3 . 0

Matt decided to do some small jobs (oil changes; lubes,
tuneups), plus his. favorlte--brakg work. . He figured that
it would be cheaper and easier to speclalize" than to
start a general repair shop. "I can be really good and do
the work more quickly than other 'shops. Customers at
Larry's are always complaining .about leaving their car all
day. 1 can charge less because I'll buy my supplies in
large quantltles. And I'11 have 1ess equlpment to buy,"

He decided to call his business In and*Out Car Repalrn
He would give faster, better service than his ‘competition
at lower prices. He coyld do oil changes, lubes, and
tuneups in less than an hour. .Brake jobs would take
longer, but.Matt would promise "in by 9, out by 1."

”’ . —
- B
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o
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Planning an Auto Repair Shop

Fd -
. ’ %

4

There are many, many small businesses in Amerlca. *Small businesses
can have as few as one worker (the owner) or as many as four workers. A

small business owner is Wself-employed. Often a whole family works

r

together in a small business. -~

~ . ‘.

Matt's business 'is part of one of our counéry's largest industries-- N

..
the automobile industry. One out of every six American workers is in a
business thaf makes, sells, or sérv1ces cars or car products. Some of
thesewbusinesses.are very large, such as the companies that make the
‘cars. ﬁany others are medium-sized, like some of the.car dealers that

‘gell and service new cars. Others, like auto repair shops and gas
séaqions, can be quite small. In this module, we will be talking about
sma1¥ auto repa1r businesses ‘that: . '

‘

e are owned by one or two people;
e have 2 small number of employees (four or less); and
e repair or maintain cars. ,

\

' .
In deciding whether to stert a small.repair business, you should do
. N R “

*

following planning.' .

e Decide whether you're right for this’ k1nd of«bu81ness.

®’ Study trends in the bu31ness, the services you cau offer, and
. the cuetomers aud competition you'll have. . ’ .

) Choose the special ways you plan to compete.

'“0 \Flnd out about 1ega1 requirements for this kind of business.

.4\ .

ffﬂ;érsonal Quali;;e;\Yqu*ll Need

-You should have certain personal qua11t1es to succeed as a qgr

~

repair shop owner. You should: ~.

6




a ) e like cars and vork'well with todls and machines; } #-3 % “f f
‘ e Dbe w111i.ng to keep up to'date on new 1nformat10n ab L{;t a{ ’ .
: have “good bp31ness sense; ' 3 \ s ¢ |
e work well with people’ (both customers and workers); lé i ’ . . ”’i
e Dbe strong,ihealthy, and willing Eo'wgrk hard. | E . j

) . ~i » . . . ' ; | o i -
<, ) Having schooling and experlence in busidess and car repagr 1s§ b_ . |
important. You should try hard to make your business succeed. Tki% R |

) ‘ means working long, hard hours to get ‘the businesg'gging Q&P’Reep it ;' -

T " running. As Matt put’it, "Being‘a small"buéinesg owner is hard but ) . . 3
.. rewarding. You've got to\think, eat, apd sleep r §usiness. Thien : . ;
‘ ’ \you'll probably do well and be happy." ] @ . r - '

' - : ; 4
*. Trends . . ‘ AN : i' . }
.o ‘ - . , o Qj-' o ]

i E There are~ﬁany things qppeniné in, the world today that affect '
automobife bdsinesses. /ég:é-ef these trends inck?de:' . TN . . - 1
‘ . e ’the high cost of new cars; o . . K , %

’ e pepularity of small,,forelgn cars; _ e ’ .
] 'c!lecreased numberfob gas stations doing car repair; . ) - /

1ncreased 1nterest 1n saving gas and keeplng the alr—clean, and

+
s
[ 4
A\l
3¢

greater demand for qylck service.

I3
~ ,
N -

Matt thought about all these trends in planning his business.” He : i
dec1ded that his chances of d01ng well with some kind of auto repaLr s
| shop weré pretty high since demandifor repalr serv1oes in his,town ‘was

hlgh If he offered spec1a112ed quick service he'd have even a better ? Co-

. ® >

chagce -of- succeSS. v ,

., . ‘ ' . : LT . .
: Voo ) . S :
- 4 . - .
7 . .
. | o
. It . . . . »
> Services i - “ -~ C
) : [N ) T . : ’ M !
- You ¢an start glmtst any kind of aut6 repair shop you want. ' SN
v ) ° ’) . R .
. Basically) though, thére are four kinds. ?

. « .
, .
. w . v v . g
4 . .
& .

T \)‘ . ; = - . ‘, ‘ ’ ' . ’
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Géneral repair shops--These are shops thaéﬂoffer many services

for many kinds of cars.

- V3 * : .
Specialty shops—These are shops that specialize in certain .

~kinds of cars, such as:

| . ,
, .
‘e

- e American cars; .
° el “
» . e foreign cars; and . :
‘ e 'antique and.classic" cars. ‘
; 3. Speciel service shops~—These shoph offer certain kinds of
~ . J ' ’
- services, such as: ‘ . ,
‘ ' e1ectrica1.syétehs; .
' e engines; ) .
‘ . transmissions; and . - M/
e Dbrakes. : v [ e —hﬁ
; 4. The "other" shops—These shops offer "other" services, such as: -
e diagnostic and inspectidn service; o
e Dbody repair and'painting; and
e -customizing (sun roofs, special trim, etc.). .
3 ~ * . ?
« . ‘ e W \
. Mstomers , 4 , . - o ‘
- . p

-
. -

Slnce most people own cars, your shop w111 probably have customers

of varlous "ages and backgrounds. JAn general people coming to your shop

‘e 4,
will be thdse who: 5 T, o .
N : \
e live in your areaj’ . ~ - .
. have the kind of car you Wwork on; and ' .

a

need the k1nd of service you offer.

N

The more you spécialize, the more your customers w111 be alike.

.
¢

For

-

example, if you repa1r Mercedes only, your customers*V111 probably all

be wealthy people with h1gh-qua11ty tastes. Once you dec1de on the

v .

serv1cep you'1ll offer, you'll have é\;etrer idea of whém your customers
11 ber, : ’

) . _ . ,

oy
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Competition | < ) . . ”

hl
. 3 - . . s [y .
o ¢ M -
' . .
. .
.

: Auto repa1r shops have several klnés of competltlon.

. ‘ N ;‘ car dealeré ?bu31nesses ehosen by the manufacturers to sell and
: ’ S serv1ce their brand of car), . . < )
V v ) gas statrons,(bu31nesses that sell gasollne and other car
) ) ) ‘products and do certaxn repair serv1ces), and o N
' ' * e other car repa1r¢shops (both those offerlng general and specral
- " services). . ' o , ’
/¢ : ool :
SmdalW@stoCmmae . )
—
s ' o, -‘ .
. Like Matt, you must maKe yoar business bettery or different from your
D . ‘ competition in order to attract cuéto;ere. Extra ;ervices you can offer
.  include: ) e,
/ ) e free pick-up and delivery ofncers;‘é ' »
‘ - = ® free towing; . ‘ ' T ’
' * o * free ‘diagnostie ‘checks; ' e o )
‘:l;; e 24-hour emergency service; -and . K N /
¢ e special guarantees on your work. M

«
5 F]

5 .. You should decide what your services will be and what extraa'you 11

want people to think about when they hear about your business. For

Matt, it was "quick service“by skilled workers." Then advertise your

‘business image. Letacustomers know how you're d1fferent. .
- g ; . “,
! »
. . _
T, ~ 4 - -
Permits . .
. LI i .ot . .

L] . )

To open your shoﬁ, you'll need to get bu81ness permits, such as:

.

£ '\oi“ a permlt from the State Bureau of Automotive Repalr'
' e ' a local business license (from the town you're located@in);

.0 .lbcal building and zoning permits; and

.y . .
: »
‘ - '
{/\ N * . , .

\‘1‘ . . R .
: . . . v* . 1,1! -~ .

v .

offer. Then ydu should decide on youf’bu31ness image. Decide what you _

)

ip
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\ 1]
) . “woo. ’ ~
e a permit from the State Sales Tax Agency (for selling parts to
. customers). ’ o '
» .
. ’ , . N
You should <ontact your state business licensing agézly to learn
/ _what Xou‘qeéd to do in your state. : ,
 .Summar o '&; ' '
. Y T o . ] :
N -\ \¥ °h . .
ng your business before you open the

4 - [V
You showld. spend time plannj

e

doors.
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the business permits your state and town require. .
. o i

Study business trends, “péssible services, customers -and

+ . .
‘competition. Decide on your services and your business image. Theén get
° L . .




Individual Activities

Learning Activities
AT : -

3

’

1. Would you like running angauto repair shop? Check each statement

below that fits you. ' 4
I don't mind hard work. '
I like working with cars, .
I‘cah handlé'people well, eve; if they're gn a bad mood.
I'm good at explaining things. ' .
I can get people to follow my directions. ﬂ
I don't mind doing paperwork. .
I like hearing of reading about small businesses other people
have stagted. : > '
. . \
a. List several shops in your area that specialize in different *
kinds of services. List the name of each shop and the spécial

services it offers.

. . ' \
id

. B ’
b. List several auto repair shops in your area that only fix iﬁ
certain kinds of cars.
-

c. List "extra" services (liké free towing) that various shops give.

*r

. Py ‘ i
Are there any car repair°sho$5 (not gas stations) in your area that
* . .

are small (four workers or less)? List one.

call your lofal City Clerk and ask about the kinds of permits your

-

town requires to start a car repair shop. Find out state

requirements too if you can.
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,Discussion Questions .;

. ., <. '
1. Do you think Matt made good decisions about the services to offer in

" his shop? Do yoﬁ think his idea for a business image wiil help make

his business successful? -

, .
§
. s . ~
2. Look at the list of trends affecting businesses in the text. List

other trends you'can’think of. What does each trend suggest to you
‘ébout whether auto .repair shops will continye to be popular in the
U.5.?7 What kinds'of auto repair shops do you think will be .

succesgful? What kinds of auto-related gérvices do you think_ will

be successful?

. @

Y

- .

3. What *training, experienceseanq other resources do you think you
should have before opening a auto repair shop? Could you start one

right after high school? MR

L

Group Activity .
s

-
Locate the owner of a small auto repair-shop near you. Invite that
person to visit your class to share his or her éxperiences in rﬁnning
the business. Make up a list of questions to ask the. visitor such as

the followiﬁg. - 5

.

e What kind of education and work experience do.you have?

e Why did you decide to open your car repair shop?

e How much time did you spend plagﬁing your business before you
1

opened? What did you do? N ‘e

e What services do you provide? .

e Who is your competition? How.is your business different and

A -
® How did.you decide on a location? -

bettear? S

e How much money did it take to get staYted? Where did you get it?
® What are the responsibilities you have ‘in running the business?

e What'is a typical day like for you?




‘owner?

.

s

What personal qualities are important in an auto repair shop

- < . ’ -
’ & 4
e. What things.do you especially like about running your business?
. What things do you dislike? - ) .
e If you had it to do over again, would you start a car repair
. L} . ° . .
. shop? o
Por o ) ‘
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#,f‘dhoosing a Location

. L -

A \
At .
A . .
Goal: To help 'you choose a location for your business.
J%

. - .
Objective 1 List several things to think about in
- picking an area and a building for your business.

Objective 2: Pick the best location for an auto
repair shop from three choices. ‘ ..

1
o

3 .

~

-
;
.
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D
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' MATT QE:i\UP SHOP

Matt's business on the side kept growing. He thought
the idea.of "going it on his own' was a good idea. He
decided to quit work at,Larry's and run his own business
full-time. He made a list of all the qther’ shops that
specialized -in tuneups and brakes. He marked their loca-
tions on a city map and found an aréh;;iée northeast part
of town--where there were no marks... e place he was usding
at night was in this area.:. There was a‘large shopping mall
there and lots of traffic. Matt thought that there would
be enough customers in-that area who would want his
services.

He looked for a building that he co#ld use. He found
one closed gas station that was for rent from the oil
company. It was fairly expensive and was on a side
street. Matt didn't think that the building was in a busy
enough area to succeed as a qujck-service repair shop.
) .

Matt also thought about buying land near thé ‘EOpping
mall and building his own shop. Then he could have just
the layout he wanted. He dropped this idea quickly when he
found out how much a new building would cost, plus the land.

Matt was having trouble deciding what to do. One
evening he talked to Tom at the U-Serve Station. "We've
decided to stop servicing cars," said Tom. "We're making -~
lots of money on gasoline and would like to avoid the
hassle of repairs. Our mechanics keep quitting anyway.

You can rent our garage for a low price each month. You'll
have to change the shop a little for your business. But if
you want it, it's yours!" ' ’

* Matt knew that Tom had a healthy business. He could
refer his gasoline customers to Matt for repair work. The
station was gn a fairly ‘busy street and was in the )
northeast piggt of town. Matt's preBent customepd already
kneg where it was. When Tom told him the pyige, Matt
dec®ded to take it. . 7

/.- '

Matt made plans to pawe an area on
garage for parking and to put in door
service bays. He also got permission from the city to put™
an exit on the street behind the station. Matt got a big
sign to put up-next. th Tom's. He signed papers with Tom to

lease the space for tfree years, at $400 a month. .
= I

e side of the

3

in the back of the../

/

. 17

Q0 ;




.. \

\

Choosing a Location- . ,

In dec1d1ng where to locate. yOur car repa1r bu31ness, you yill need>
to study your custom@rs and-competition and the spots that are
available. You should pick an area where you'll be able to attract a

well-suited to the kind of work you'll be>noing. . 4

I . . ’ .

lot of business. You'll also need to pick 2 building that is

Pitking an Area o . .

P . ) v , “. % . .
First you should choose a town (and part of fown) wWhere you want. to

start- your shop.

You should consider the following.
3 v

Close to cugtomers. Make sure that you locate your shop 1n a part \

of town where there are people who need and can “Afford your service.

The more you spec1811ze, the more careful you need to be about locatlng

near nough people who w111 want your serv1ce.

For example, -you may

want \to fepair repair a certain kind of expensive car only*

Then yOu

may not do well.in a lower income town.

Ygu may be the bnly one in the,

Then,

area to do a ‘certain kind of repa1r that geggl:h:eed however.

your customers will-be willing to drive a distantde to find you.
8

’

‘for repair work that they do not do.

?

Far from competf%ion: Most towns have many car }epair shops. You -

probably won't be able to locate far away from all of them. However,

you should not locate hext door to a shop offering the same services you
do. If a car repair shop offers different services, it might be fine to )
. N Y

locate nearby.. Then the other shop might refer some custemers_to you

4
-

Convenient. You location should be fairly easy to find and to get .
to. "If you're a "qnickﬁservice" shop, you should probab}y locate enyg
S - - + - - ° .-
. oxk .18 2] o
- ",} R » .




B main road so people’can save time finding you. If you're a general or . c}f’/
- . spec1a1ty shop, you probably won't need a central location. " If you do
’ good advertising nd offer good serv1ces, people won't m1nd comlng to
. ' you on a side street. However, 1f p0881b1e,ralprowners should choose a
spot that is - close to- the street anﬂ that is not blockpd by heavy -

traffic or parked trucks. ' . ‘ I

’

s

. K .8 ,
.

s

Check out’ the success of other car repa1r bu31nesses in the ar@h.»
Especially look at the past bu31ness in, the spot you are\1nterested in.
If they haven't done Vell, find out why. Can you do something different
to succeea? If not, pick andther location wjthfawbetter'business

- history. 'x L _ ¢ .
~ : v l L a v

>

v . éic&}ng a Building . ° , . ;
. \ - T 5
There:are sever?l ways you-can get‘a bu11d1ng to use for‘yogr shop.
You cdn bu11d your own-garage, buy one that is for sale, or rent (or .
. . 1ease) one. If your town permits, you can also 3ork""’8‘ut of your own )
home. Another idea is to:sublease space Qrpﬁ another business. For
exadpl!, you may be able to lease the garage area from a‘gas station
that has changed to ﬂgas only" (like Matt)did).":Youamight also be able ’ ", -
AR to rent ‘one’ or two service bays from a larger car repair shop. You
Lo would do that only if your two businesses ofter diﬁferent°services. You
should try to lease:or sublease if possibley These are less exhensive

ways than building or buying. : ) s .

»

In- p1ck1ng a»place to set up your shop, you shou1d look for a

\

! bu11d1ng tha; has the following features. .

. ‘
2 W \ : a &P
. »

-
) -

It has enough space. To start, yoy Will need one or two service

bays where you will do your repair work. You w111 need storage space

N

fér toold, parts, and equipment. You'll need a small office to de your

bookkeeplng, plug a waiting area for custnmers. You' should have a large, ~ -

dr1veway 80 customers can enter easily. You should alst have enough '

. ’ " 8pace to park customers cars before and after.you work on them.

|
!’b{s/ ' , , i 19 T oo .
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/

~It has the r&ght equipment or can be changed ealily. Your shop will

need hydraulic lifts so you can work on‘your customers' cars. It also ‘
should.have oversize doors so cars can enter easily. If you have a .

"drive éhrough" repair shop, you'll’ need doors at the front and back of *

your garage. ‘Try to pick a buildihg that has much of what you need.

The spot 'you pick may not have everything, however. If not, you'll have
-to have certain equipment installed or changes made. Ré&ember to
include the cost of changes in figuring out how much morey yoﬁ'll need.

‘

(4 v i ‘ . .
It is in good shape. Your building should have sturdy walls, a roof

~ that doesn't leak, and good heating, plumbing, and Wiring. It doesn't

have to be "elegant." But it should be’ neat and nicely painted.

Keeping tools and paperwork out of the way and cleanihg up oil sbills
. will also help to keep customers.,

’

-

It is the right price.' Ypu'll‘need more ‘space and more equipment

for your repair shop than many other small business owners will. Try tov.

find a building that meets your needs and costs as little as possible.

The money youysave in building co

/_equ1pmeﬁ§. oo « A

S

-

Summar ) ;o

Ghooéing a location for your carfirepair shop is an important

decision. You should find af area that has enough customers and -that is




Individual Activities ° . . \ T~

. - ‘ .

. N .
-

1. For each of the following kindé of car repair shops, find .the

. R . s *

locatjon that would be begt. Use gﬁ%h answer only once. , >

: ' ' N ) ,
. 3 . o ¢.‘- , K "
- Quick-tune shop as Garage on a side street,

_ , R

N that -has been occupied, -
~ e ’ ) by several ‘car repair .

businesses in_the past

. - : ) two yearsg
Small éoreign car repair . ' :
¢ shop : ‘ ' " "o b Well-equisped shop on o

the edge of 4 large ci%y

- - “ .

= T . c. Small garagé on a mdin R
“ i ~
) ’ . s . , . - ’ .
Shop servicing just street near several
. s one make of foreign car . foreign and American
-~ . car repair shops
L] . ‘ ¢ ’ . ‘-
on, . L, .
- o d. Garage located near
. &
s middle-income apart- .
* P4 \
%),» : . ment buildings ,
. ) o | - .
LIRS . N . - -
2. List three kind$ space an auto repair shop needs. 1
LY . .
.y gc\/\ ’ .
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3., Assume that you want to open an auto repair shop like Matt's in your

LY

‘area. Do the following research:

- .

s

}\_Ja. .Make a list of the other shops doing the tuneup anJ&bréke work-
[

.that would bg your competition and where they are located.
b. Talk to a few possible customers. Find out wheéher they would

be interested in coming to your shop. ‘ . N
c. List several stféets where you might want to locate.

Discussion 'Questions

-
. N

. 1. Do you think Matt made a good choice of lqcation? List other places

M

he could have collected information. . ’ -

* °

"

. >
2. Based on what you learned in the Ind1v1dua1 Activities’ questlon #3,
do you think it would be wise to start, a qulck—tune and brake shop

in your town? - Why, or why not? What area would'you consider’ zdeal?

v

3. A central cbnvenient location is more 1mportant for certain kinds of

4 auto repalr hops than for. others. EE?’

a

Group Activity . L .

v . R

"Do the foliowing activity in a small group. Think of a certdin Kind
of auto repair shop (for example, a shop that repairs one foreign

make). F1nd the'best lo¢ation for thls kind of shop in your town. You

may decide that an exlstlng car repair business has,the best spot. Or

you may find andther spot that you think' is better.

-
~ . - Ky
~

1. Make a list. of the existing businesses of this kind in your
town. Mark on a map where they are located. -
Circle- areas where you thlnk p0881b1e customers of this kimd of

shop live..
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3. Ask a'realtor where he or she thinks the best new’

be. . .

- N Y E
4, Mark the location you choose on youx map. ain to the class )
- . . N
why you made the choice you did. = - R
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T . UNIT 3
< ; Getting Money to Start

.

« Goal: To help you plan how to get money to start your

business.
T
Object{ve l: Write a business descrlptlon for your
) auto repalr shop. .
, . — Object1ve 2+, Given starting ‘expenses for your auto
) . . repair shop and your money. on hand, complete a
. ‘ ] statement of financial need

(. s







MATT LINES UP THE NEEDED FUNDS -

® o

Matt needed a business loan to get his shop off to a
good start. He met with his accountant Peter and planned.
how much he'd need. He had $15,000 of hif own money. Some
.of this he'd saved over tHe years. Some of it came .from
se111ng an old Model-T he'd bought and fixed up. He
decided to’ put® $10,000 into the businesg. He would use the
other $5,000 to live on until his business started making a
profit. :He'd also use hls w1fe s 1ncomé. Peter seemed to:

. think he could "break even" in around's1x months. Matt's
Aunt Sarali was excited about his 1de5 She wanted to
invest $10,000 in the business. -

Matt figured his biggest expenses to start would be

. equipment, furniture, parts, suppljes, and renovations. He
already had a good set of hand tools. He could buy a scope
for $5,000 and a used brake lathe/for $2,500. A battery
charger would cost atound $1,500.’ A nice sign for the
front of ‘the shop would cost $500. It would take another
$500 to get a used desk and filg cabinet.

°
»

v

¢ parts: brake shoes (many diffekent sizes), $1,000; spark
Lt plugs, $1,500; oil filters ang other parts,"$500 Shop
. supplies would cost another $1,000 start, and office
supplies would cost $510, State also required him to
pay $1,000 aheadof time to ;cover sales tax he'd collect.
F - .
*  The work on the garageggnd the driveway (improvements)s
i . would cost around $2,000. Other start-up expenses included
advert181ng, 1nsurance, bwsxness permits, accountant and
lawyer fees, and depos;tslfor rent and utilities. L

°

Matt also needed a falrlygiarge 1nventory of auto

-

Peter HETSZE/Q;Lt to/flgure dut his operatlng expenses
for the first six monthg. They included the money Matt
-would need to-pay the part-time mechanic he'd hire in 3
months. They prepared ‘a statemenf of financial need. They
also wrote a business éescrlpt1on telling how Matt got his
1dea, why he thought it was a good one, and how he. planned
to make it wprk. Thete were other forms ‘to’ fill out, too.
But finally Matt wasfready for the loan interview.

7

:
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Getting Money to Start :

o

Starting a car ;epalr busine§s takes more money than many other
small bu31nesses. uYou will have:all the usual start-up expenses. You
.will also hgve to spend a lot of money on‘equlpment, parts, and other
_supplies. You will probably need to get a business loan from a bank or - IR
other lending agency. To prove you're a good budiness risk, ygh'll need
to give the bank the following ihfermation: informatioh about yourself
(a resume), a description of your business, end financial information
about your business. Two forms you'll need to complete are discussed

below. ' .

~ 3 N

Business Description

’

N .

. ;‘

- » 4

. - ;
- . - - 4

.

Loan officers will want to know the kind of repair shop you are A o
starting and how you will run it. Theg will want to know how carefully ~ %
you have planned your business and its changes for successb Your‘”x é
business description should be written clearly and 31mp1y. Tt ahoubd (%
tell the lender: ', N I

‘i:' the kind of bu31ness 8 _you have and the services you. will prov1de, i
e the locepgon 6f the bus;ness and why you chose it} j

. q;the’igghOmers yqu plan .to serve; %

® the competition you have, . 1

e how you' ve made your ‘business special in order to 8ucceeé\ . J

(busyness name, special services, etc.); and R \_’/7; Co i .

) §burvp1mﬁs for growth.‘ : . . N g i

. e, .
7 ‘ ‘



Statement of Financial Need

*

%
&

v

T~

¢

The statement of financial need tells the bank how much money you
have’ and how much you need to borrow. The form Matt filled out for his
repair shop appears below. The. form you'll use. for your business may

.not look just like this, but it should contain the same information.

» kS

STATEMENT OF FINANCIAL NEED

Expenses (first 6 mos.)

Money on Hand

14
Start-up Expenses

Owner's Cash on Hand

Rental Deposit $__ 600 '
Utilities Deposit 150 Investment by
Repairs and Renovations 2,000 Relative
Equipment and Furniture 10,000
Auto Parts & Supplies 4,000 ® TOTAL MONEY ON HAND
Office Supplies . 510 \

- -} - --Advertising 1,000 ~ .
Other 1,000

TOTAL START-UP EXPENSES

Operating Expenses and Costs TOTAL EXPENSES
(first 6 months)

Salary for part-time

mechanic (700 x 3)

Payroll Taxes (70 x 3)

TOTAL MONEY ON HAND

TOTAL BUSINESS LOAN

Rent (600 x 6) NEEDED
Utilities (150 x 6) -
‘ Equipment (50 x 6)
Auto Parts & Supplies ) .
(800 x 6) i
Office Supplies (30 x 6) ‘ :
Advertising (800 x°6) . :
Other {200 x 6) i
TOTAL OPERATING EXPENSES - o . .
AND COSTS L

TOTAL EXPENSES (6 mos.) v

» - 5 ’\.

~ The left side of the form lists thg amount of monéy ;ou think you'll
need for the first few months of business. This includes start-up .
expenses and expenses to operate the busimess until you have enough
" customers for your business to pay for itself. it~witi probably -take s

you six months to a year to break even in your auto repair business.

»

2
37




changes to the byilding {renovations), and advertising. Auto parts, ‘

tools, and equipment You'll need will depend on the car repair services

fluid, cleaners, etc.

- -

. pens. .

Other expenses you'll have are business permits and lawyer an?
accouptant fees. You'lf probably ﬁ;ve to put money in your state tax
fund before you even start your business. Working in an auto repair
shop can be dangerous. 3our cJ}tomers, too; can be injured in their
cars because of mistakes you make. So you'll need a lot of business

"insurance.
:

'

Monthly operating expenses are money you will spend every month on -
parts, supplies, rent, advertising, salaries, etc.

-

Money on hand includes your own money and personal gifts, loans, and ¢

5

investments. Banks usually require you to have a fairly large amount of ' .
mone; on hand in order to get a bﬁsiness'ioan. Most lending agencies
require you to supply at least one half of the total amount needed. It
may take, several years of saving to get enough. You‘may also have to

"gcramble" to get additional money from %amily and friends. | ¥

~

¢

To figure out the total business loan needed, you subtract your '
money on hand from total expenses. The bank will look at your form and
decide if they are willing to lend you this amount. The bank ‘mgy deqi&e
that you haven't planned well enoqgh. You may need more money than you
thought. 1If the bank thinks that your business is headed for success, e
they may actually give you more money than you ask’for. Théy'may also

offer you less.
¢

4

‘It is important to think(iarefully about how much your expenses will

be and how much money you wil need. If you ask for toélmuch, you may
- " not get the loan. If you ask for too littde, your business may go broke.
. -




Aruitoxt provided by Eic:

a

>

Summar

T
In applying for a loan, you will-need to give certain information to

the bank to show that you will be a good business manager and that your

business has a high chance of success. You will need to write a

<

business description and a statement .of fidancial need. The amount you
,will need -to borrow depends on your start-up and monthly expenses and

the money you already have on hand:

- »

N
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Learning Activities
* \
7

.

~Individual Activities

1.

Below is a list of things you may need to start your own auto}epair

shop. In the blanks, indicate whether each item is equipment (E),
parts (P), or supplies (S). .

4

____ Antifreeze ’ ___ 0il filters
Brake lathe _____ Spark plugs
Brake shoes ____ Timing light

____;Dynamometer . ____ Transmission

_____Grease gun ' / fluid

Motor oil ’ Wheel balancer .

- N
f

rite a business description for In-and-Out Car Repair. Include two
or three sentences about each of the six topics mentioned in the
text. Remember that this description shc;uld show the bank that
Matt's business is well planned and lil;ely to succeed.

. ! .

Write a short definition for the word "resume." List five pieces of

information Matt should include in his resume. You may use
information you have gotten from oéer}’ classes or jobs. You may
also ask a parent, friend, or teacher. :

9

3

.
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4. Complete Matt's statement of financial need: - )

e Add up all his start-up expensegf -

“o Figure out six-month figures for each typelof operating expense.
: e Add up all his operating. expenses for the first six months.

. Figﬁre out Matt's total expenses (start:up expen;es plus

. s

operating expenses). .

4

e Till in owner's cash on hand and invesizgnts, and figure out
the total money on hand. '

e Calculate the total business loan needed. : :

- . . . N . -~
e

I3 .

Discussion Questions

la. What does it megn for a business to '"break even?" Why do you think
it would take a car repair business several months or a year to e

break even? What, usually happens after a business reaches ‘this -’ : v

point? ' .

LY . r
Y

b. How much did Matt need to.sell in his businegs in a month to-break

even? Why did he need about $40,000 before he even opened his shop .z
P

«° at Tom's gas station?

N N .

2. How do you think the costs of starting a "quick tune" ‘buginess like
Matt's would compare with the costs of starting a;ggnpral repair
shop? Do you think it is possible to start either type of business’

"on a éhoestring?" If so, give syggestions_on how:—
& ic, *
X . . o :
3. Suppose you are a banker and,you talk to the following people ’

2

wanting business loans. Wouldcyou approve their loans? Why, or why

- ' noR/! * ¥
/o~

a. A woman wants to start a foreign car repair ghop. She has »
) , s

~

talked to other mechanics in the area and thinks the businesg

, wilﬁiﬁo well. She has been a mechanic on Japanese cars in |

another city for six years. She has no training in business.//

‘ The woman has $5,000 and asks to borrow $35,000.
;)

- ' . 33 ;B :
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bt . A man comes to borrow money to start a muffler shop. He stud1ed . ‘f

, Imechanlcs in school but has never worked as a mechanlc. He has, . ‘
however, managed a 1arge landscaplng businegs., He also has . “
written a good business description. He has 325,000 and wants
to borrow $20,000.  * . : Vo ‘ -

N . e ) ‘ o

c. A man wants#to start a repair shoﬁ like the shop of his former

L) ’ N\ [N -

J
boss., His boss' ghop is qWe successful and is located ;:wo
s experlence ‘as a mechanic and seven

blocks eway. He has 30 yea
' ] ) aS'e service manager., He is known as the best mechanlc 1n :
town, He gives yo#his last bank statement from hrs ghecklng
) dccount. He adds a.list-of the equipmeént ‘he thinks he'll’need. °
' . P s ’ . ' )

.

- 1 <
.

Group Activity . o, J/ : .

L}

Do the following in a small group. Flgure out’ﬁow much money you'd
need to start the klnd of car repair shop you ve p1cked Use the
: 1nformatlon about Matt's shop as a guide for costs., You maf'also talk

to<; Shop owner, eSpec1a11y ‘about costs of the special equlpment, pavts,

and 8upp1res you'll need. - 2T

l . . >
3
o

1. Fill out a statement of financial need based on your research. For
//, money on hand, fill in an amount that you thihk-you could save ggd
borrow in a few years., Make sure the _amount is high enough that

‘your loan will be approved. ) . ‘ . -

- L)

2, Attach a 118t of the specific equ1pment, parts, andashop 8upp11es‘

K4

you will need. Put rough prices for each, g
b 1]
\ ‘ .
. ‘ - i -
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Being in Charge
-
, Goal: To help you plan how to hire and train workers.
’ - ¢ ,
) ) | %
. Objective 1: Decide how to divide the work of your !
! 7 auto repair shop among several employees. X 2
%
. Objective 2: Pick the “best person for a mechanic |
job in your shop. ' '
3 [ i
’// o \ Objective 331 List three kinds of training your '
o mechanics should receive. 4
. . ,
. ' o i
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~MATT HIRES HIS FIRST EMPLOYEE

.

Matt opened his shop and began tunipg cars. He also: .
did oil lube jobs and fixed brakes. Most of his former.
customers came to his shop. He got a few new ones each
week. Soon he needed help. "I dcp't have enough business
yet to fill every hour of the day, five days a week. But
I need to order parts, keep records, and plan my
advertising. I also want to take a few classes ‘ia
managing a business. If I do all the mechanic work that
is coming in, I won't have time to keep all the other
parts’ of the business running. -

"I used to think that sitting at a desk thinking was
an easy job. Now I know it takes lots of energy. It's
also lots of fun. In fact, I think I'm getting to enjoy )
dealing with customers and planning the business more than
fixing brakes.,” They're two different kinds of work. TIt's
hard te make the shift. But I think I'm doing it."

Matt knew lots of mechanics in town. He asked them to
,send.in their friends who were looking for work. He a}so
put an ad in the local newspaper for a part~time mechanic
“with two years' experience. This person would mainly do
brake work. But the person also would *do the other repair
work when needed. Matt would do the smaller mechanieﬂjpbs,
deal with customers, and handle other business matters.

Out of seven apﬁlécants, Matt chose the person with the
right experience and the best reference® This was a womah
named Meg Bishop. The hours were just what she wanted
since she was taking more car repair classes at night.

Matt promised to give her some training, too. That way she
could pass the state test and become a certified mechanic.

Matt and Meg got along “well. She came to work when she
- was supposed to and worked hard. She was sgood with
" «customers. But .she preferred to have her head_under the 4
hood of a car. She was also willing to take over Matt's
repair jobs if he had to leave the shop on business.

- e

r
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‘ ’ . " - Being in Charge . :
. L .

/-
. s
«  When you first start oud, you may not have any employees. Soon

.
you'll probably want to hire one or more workers. You have to decide
what work you want them to do. Then you have to hire and train them and

I3

keep them happy.

3

Dividing the Work

There are lots of tasks to be done fn a car repair shopLC$§efore you
“hire a single employee, you'll have to decide what <ou want him or her

to do. You must also decide which Easks you want to do yourself. You

* should zgke a list of all the‘tasks and then decide how to divide the

work. Your results will look bomething like the following.

»

4
Doing the repair work. Unless your business is very small, you'll

_probably want to hire.one ér more mechanics. You may want them to work

on all types of repairNyork or to specialize. For example, you may want
) .
a transmission person, a.krake specialist, an engine mechanic, or.

someone to do oil changes and lubes. Evea-specialiggs should be able to

LJ
. B

shift to other jobs 4

-

Buying parts and supplies. This involves knowing what parts to-

order, when, and how many. You'll talk to wholesalers and find the best
products 4@ the lowest p}ices. You'll have to make sure that your shop
has all the parts and supplies you need on aﬂx ;ivqn day. You should
keep go?d inventory records of what you have. You can do this yourself

- L 4
or have an employee do it.

o
L4

Talking to customers and managing other mechanics. You'll ‘probably

do this yourself., TIf your business gets quite large, you may want to

o 38
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LA +.i70x provided by Eric:

»

them (a job description).

- . 6 i , -
hire an assistant (a service manager). for it. You must understand adl

the repair work: done id the shop. You also mustrknow'how,much time is

«needed for each job, and how much it will cost. You will listen to

customers aqd.figure out what needs to be done on ‘their cafs. You will
expfein:things to customers and handle ;heirscomplaints. :You'li fill
oiit work orders:and assign workers to jobe for the day. You'll also
help‘on tough repair problems and inspect all work after it's done.

Filling customers' work orders and keeping financial records.

If

you like.to work on cars, you may not like '"book work." You can hiré a

’

bookkeeper to do these tasks if you want. But remember that it costs

money. Even if you have someone to help, you should check the books

—

L
from time to time yourself. - -

. . ’

You wilkl probably want: to do-the fdéllowing tasks:yogrself:
. h1r1ng, tra1n1ng, and * f1r1ng workers; and '

. advertlslng, settlng pr1ces, and making important-.decisions

about the future of your bu31ness. )

13

- .
. ‘ . L «
N -

The kind of workers you hire depends on the iinq of work you want
them to do. ’Write down what you expect of each worker/before you hire
" Then bire as feﬁ'workers as possible (to-keeo
expenses down) and still get the work done. Wr1te a job descriptlon for

yourself, too. Make sure that you do overall managlng and

decisionmaking, , ' . ) .
LR - ‘ ‘z
- . ) B
. ' o »
Hiring Worker% R . p
In hiring workers you'll have tp decide on the work experience, .
education, and personal qualities you want them to have.” You'll

probably want your mechanics to be: . » ’ o x
* experlenced and/or trained in car‘repalr' ‘ | .
¢ dependable; i s
° eager to learn new thlngs and to tackle problems; and . ‘i
. able to get along with people and work on a team. (%
- # '
] . - 19 \ - ;
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o The wages you offer will depend on workers' gkills and experience
and the area'youulive in. Try to offer good wages.so you can get
workers that ‘are as good or better than your competition's. To find ¥

‘good ;orkers, talk to friends and customers., Check the state
- employement offlce, the Veteran's Admlnistratlon, and local schools and
colleges. Write a "catchy" want ad for the new3paﬁer. It should
T, descrlbe the kind of person you're looking for and the work you want -

N - : .
. done. e

: v, fo choose the best workers from the people who apply, interview

’ those whose job applications look good to you. Ask questions about the
klnds of equipment they've used and the tasks they've done in past
jobs. Ask what they're good at. and what they don't enjoy. Find out if

‘cthey ‘re w1114ng to work during the hours you need them (1nc1ud1ng
overtlme). ’Explaln the job at your shop: Tell them who the1r boss will
be andwwhat a typlcal day will be like. Check their references. Be
careful about hiring people whose former bosses give poor reports.
Choose your workers carefu11§. _That way/you lwon't lose money.gnd time

-

by hav1ng to replace them. You may ire new employees on a

o 'i trlal ‘basis to see whether they 11 wark out :
L3
-
v "\ "
Training Workers *' L

i B

4

“~
¥

After you have hired a worker), you should give sgeveral klnds of ,

tralnlng. -You should do the followlng things.

, -
2
.

. »

’ww Orient workers, on 4he first day. When workers start work, explain

i ﬁ“ﬁbw yowdo things in your shop. Show them where tools are .and .how to

use equlpment.- Explain how to, read work orders and how work 1is d1v1ded

. among wquers."If they, w111 deal with customers or do paperwork,
pg~ ) expLafn these tasks as well. L =

3

Irain workers in new skills. Your workers may not know how to do

* . everything you want' them:to ‘do.* This means you must spend’ time teaching

«




-

. .
n ‘
¢

them. You may have to(EEaih them in certain repair jobs or in the use

.

of certain equipment.

5 *
L
. . K] - .
M ' . °
. »

Plan for more training %s needed. Even’good workers who've been

~

with you for a long time will need tralnlng. Cars and repeir equipment
are always chané;ng. Your workers must keep up~to-date., Mecha;ics
should be learning more all the time.. You can send mechanics fo
training programs or arrange for traﬁning‘sessions on the job. You
should also encourage Ehem to study auto service mahuels and to take
classes at night. Have your mechanics pass state certification tests,
-if possible. This helps make them better mechanics. Also you can

¥ 3 . . . . . . .
‘lmprove your business image by mentioning their training in your .ads.

*

State tests maygsoon be required of all mechanics.

| L

X
Keeping JYour; Wprkers{Happy

'S
? L.

The succe of your business reste,oh whether your employees come to

work as 'sched ‘~do their jobs well,;and are good wlth customers. To

help keep'EBe ualm of their work hléh, you should talk with workers.

0y
<

Prais:}and,co‘ y as nef@ed. .Try to solve all problems as soon as-.

possible. Be loyal ang fa1r to workers. They w111 be happler and will’

v

_do better work.

s

. r .
M \

Being a'good boss means choosing your employees carefully, training

them well, and Qorklng every da§ to keep them happy. If you hire the

N o . . -
right workers and keep them on the job, 'your business will have a better

. . *
. chance for success.
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fl Learnipg Activities

Individual Activigies

P!

1t

1. List six. klndsabf tasks that must be done in an auto repair
business. gut:a star next to the task whlch you would be most

likely to give to an employee instead of yourself.

v

2. Find ‘two q& three ads in the newspaper for auto mechanics. List all

$

the kimds fg’ of information the ads give. ' Which ad de you think is the
/ ‘ - :

best? W? y?

I

3. Write job description for Meg's job. Include a job,title and allf
the ta ks that Meg will probably do. 1Include "extra" tasks not
mentigned in the text that most mechanics haye to do. Explain how
her jpb will fit in with Mat't's jo?. : : 5

P -

* .

e,

- . - \)
4, Usidﬁ the job description you wrote and the sample ads you
i

collected, write a want ad for.Meg's job., . Make it short, catchy,

and .informative .* -
’ ! . T .
5. &uppose yo& are running a shop that repalrs and. serv1ces’arl kinds

bf American cars. You have a bookkeeper/cashler an§ two mechanlcs.

One mechanic specializes in xuneups and diagnosis, and one in major
englne work. You are doing repalr work and. acting as the service
f manager and pafts person.‘ Even with another employee, you figure

;-

§ that you 11 be overworked. ) .

/ o \

v
N

-

f You decide to- hire another worker., If you hdve to hire one of the

i

follow1ng people, which one would you choose? \G&Ne a reason for

' r )

[y

your choitce.
L)

Y




A foreign car mechanic with 10 years' experience who has been a
e T

service manager.
) H PR ) ] .
A general mechanic with four years' experience who worked on

transmissions in his last job.

[}

A parts person who's been out of work for a few years and is
willing to accept low- “wages.
A new graduate of a one—year automotive repair program who has

never had a job.

.

-

N

,Discussion Questions ;

»

.

» “ -

1. Do you think Meg_was a good choice for Matt's, job opening? Why, or

why not? )

.
*

»

5

2. Do you think that it would be difficult for a business owner to
repair cars half the time and handle customers and buslness matters
_the other half? Do these ‘two k1nds of work require d1fferent

abilities .and personal qualities? o ‘ ’

»

2
.

¥ ' ,
Do you thlnk a business person with little mechan1ca1 knowledge
could succeed as a car repa1r shop owner/manager’ What abouf a;
mechanic with little bu31ness knowledge? If ygu answer yes, tell

how you thidﬁ?someone.could do it.

»

kl

List some of the problems an auto repair shop owner might have in
getting the work done and in déaling with employees. - '

“ 4
Group Activity

\

4

Divide into sezeral small groups and develop a "hiring problem" for

'

the rest of the class to solve. Your repair shop 1s somewhere in its

first iear of bu31ness and you need to hire a new worker.
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‘— A ruitex: provided by ERic
ooy

Write a few paragraphs describing the services your business offers,

the ‘workers you have, and the way'work is divided,

Create a want ad for the new position you want to fill, -t

Also write descriptions f three people who have applied for the job.

- -

Present your case to the claa§ and have <them select the best

gree with their choice.

.

applicant, Tell whether you
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. Organizing the Work
) Goal: To help you organize the work of your auto repair
shop. ‘ Y =
. -
Objective 1: Fill out a customer work order for a
. ' particular repair job,. -
Objective 2: Filljout a weekly appointment schedule
. for your customer jobgc. .
. ® ‘
~ = .
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MATT RUNS THE SHOP
- i 2
Matt expected to have a lot of business on brake jobs
in June. Meg could work full-time if they got enough
work. If they didn't she'd like to have one full day off

7
each week.

least a day ahead and.make an appointment.
all on a_calendar.

each. Matt tried to fill the mornings first.

brakes or they had to stop to do emergency ‘work. :

appointments.
she'd be needed and when she coyld take time off.
the "drive-in" jobs.
if he had to leave the shop.

i

EY

On Frlday, ~June 18 Leroy Johnson called in.
seen Matt's ad and wanted to schedule a brake job for
Tuesday of the next week.
Tudsday June 22 at 9 a.m.
- wanted a brake job "any time next week."
tuneup while his car was in the shop.
down for Monday morning. Barbara Kd}ecky needed an
afternoon appointment for a brake job.
on Tuesday afternoon at 1 p.m..
of the ten time slots were filled. Matt had-lots Jf
smaller jobs, too. He felt he had done pretty we11.

Matt required his brake-job customers to call up at

He wrote these
He could schedule two cars a’'day for °
brakes since these jobs usually took about three hours
Then they
had a little extra time in case a problem came up with the

He had

, Customers could just drive in £or tuneups, which took
about an hour, and oil/lubes, ‘which took about a half-hour.
Meg usually handled all the: customers who made brake-job
That way she could know ahead of time when
Matt did
Meg helped h1m if things got busy or

g
Matt scheduled Mr. Johnson for '
Manuel Rivera called in and

He also wanted. a
Matt put his name

She and Matt agreed
During that week seven out

7

L 43
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Organfzing the Work °

A

Y

<

Your goal as an auto repair shop owner will be to bring in lots

customers.
.. I

I organized you must -be,

You should keep a record of the work each

of

However, the more customers (and workers) you have, the more

,.~' '/

Full Tt Provided by ERIC.

customer wants to have done (a work order). You should also make out a

work schedule so that all your repair jobs get done on time. After you
organize the work, you or your workers must do the work, —Then you must

explain to the customer what you've done and receive payment, .
- o . .

- a ~

Describing the Work

- v

When customers come in fos repair work, find out what they want -

»

done. Then fill out a work order. On the work ordery you and the

custombr agree to what will be done and the "ballpark" costs. Customers -

should read the work order and sign it before the~work is done,

Otherwise, they are not required by law to pay for the work.
’ - "y

v 2

Write on the work order the date, your name, the time the cystomer

wants the work finished, and:

1

*

Information about the customer and the car. This includes the

customer's name, address, and phone ,number. You should also put down

) the year, make, and model of the car. Include the car 11cense number
’ and the mileage reading, too. ° " . .
’ B ’ '
Description of the work comments, and description of- parts and .
supplies. lEOU can often Just check off the segvices your customer }
wants. You may have to -take detailed notes.: Under comments you may need
- v- to describe spec1a1 proq?ems you found or extra serv1ces needed. You -
. may flnd that more work must be done., Then you must call the customer
., ] .
: . - ' 48
B — ) .
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o

to get an OK before you do it. You should also list any parts and

supplies you will use. You'may have t0'§1nlsh f1111ng out certain

information in these sections after the work is campleted.
k' ]

]
A -

Fa

Estimated cost and actual cost of the work. You must list an

estimated cost of labor.plus parts on the work order before the work is

done. You probably should make your: estimate a bit high to cover extra
parts and labor that might be needed to dﬁ‘;he work. The émoun:~the,

customer actually pays can be lower than your estimate. If the actual

t
cost is higher, however, the customer does not have .to pay- the bill.:

T
)

<

—
WORK ORDER

<«

FROM: Matt's In-And-Out Auto Régair-Shop DATE: June 21
10}] Main Street WORK ORDER NO:: 981
Boise, Idaho . ORDER TAKEN BY: Matt
WORK FOR: Manuel RivEra .. ; TIME WANTED: 1l p.m.
88 E1 Caming Real - “
Boise, Idaho . YEAR, MAKE, :
_PHONE : T &E = .« MODEL: .. 1979 Chevy’
. ‘ ‘ U e . u " LICENSE NO: _ ABC-709.0
S et O MILEAGE° 80,000

» < N .
+ F 2y - N "
-, ! [:4

~ QY. DESCRIPTION. OF PARTS oosg%DESCRIPTION OF WORK _COST
' S qﬁTuneup. 4-Cyl. -
3 T : ¢ Brakes: Drum-type

t
1

. -, e N
CUSTOMER'S AGREEMENT: @ .- .. TOTAL ESTIMATED COST $125.00

I hereby authorize you to per%¥drm ,the . - '
above work and to use necessary ~, . ~ COMMENTS: Rear left tire bald,
materials. 1 agree to pay the amount  ° L >+ =should.be replaced.
estimated above. You and your employ-", S,
ees may operate my/car for insSpection,
testing, or de11very at my risk. ¢ You
will not be responsible for loss or
damage to car or articles left in it. _ +TOTALS PARTS :

’ TOTAL LABOR-
Customer's Signature: « TAX:
X ’ TOBAL, COST:
WORK DONE BY: MLB ;




S

§

ERIC

Aruitoxt provided by Eic:
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Customer's agreement. On the rest of the work ordery you make cer-
>

v

. L. . . - .
tain promises to the customer. This section of the form lists promises

the customer makes to you. This agreement is meant to protect you from

-

financial and legal pfoblems that might result from working ‘on a
customer's car.

. ‘ Y
9_( Give the work order to the mechanic doing the job. He or she will
make a note of any extra work that needs to be done. He or she should
return the form to the office where all the costs are listed and the
total cost is compuited. When customers pick up the car§, give them a

copy of the form and collect paymenf for the worke

.

Scheduliné the Work

In some cases you may, run your repair shop on ; "first—com;r
first-se basis. Often you will want to a:;ange with customers ahead
of time when you will do their work. If you take appointments, it will
Help you to organize your workers' time for fthe day. Look at'yoﬁr
calendar. See which days are busy ané which are not. Then ;ou can try
to schegule work to even up the workload, if possible.

In scheduling customers' jobs, you may want to cram your schedule
full. 'Customeré often cancel at the last minute. Remember, however,
that your workers may get sick and stay home. So don't take on too many
jobs in one day. As you get practice in scheduling you'll figure out

. l

the best system for you.

A
First you decide on the day you'll take your customers. Then you

{ must decide which workers will do the jobs. If your.workers all do A

general repair, you ean pass out work as it comes in. If your-workers

have different specialties, you'll have a bigger job of -scheduling.

~

Remember that one mechanic can't rebuild two engines on the same day!

~.

. ) ‘ .
A copy of the work schedule Matt used to plan his brake jobs,for the

week appears on the next page.

» ~~
. ) '\1

¥ 5 ' . x
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WORK SCHEDULE: WEEK OF JUNE 20

IS

Monday ~ Tuesday - Wednesday Thursday

9 Rivera, Chevy Johnson, Ford
Brakes/Tune  Brakes
10 f\ll 1"

T
12 Lunch Lunch
Korecky, Dodge-

Brakes .
]

Checking the Work-

4

& - .
' Q B ! ! N\
. 1
You want your customers to be happy with your work so they will keeP

coming back. You want tg%m to tell the1r>fr1ends about your shop. It
is also important to do good work .to help protect your tomers from

" car accidents and breakdowns. Make sure‘you check all repxir work étter

it's finished. Take a test drzq\, if necessary. Explaln to the
y

other repairs that are needed.

A

" customer what you've done and
T

{

. \ 7
Summar ) \

~\

2 - .

-

4

To organize the work in your car repair shop, you should record what
éach customer wants you to do by using a work order. If you take . ‘
'appolntments, you should keep a retord of the work to be done each day
by using a work schedule. A¥fter work is completed, you should check
it: That ‘way }ou will keep Work quality high and your' customers safe

and happy. . ¢
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. Learning Activities

- Individual Activities

.

€ 1. Visit a car repair shop and ask for a copy of their work order
form. Find, out how this form is filled out and used. Find ouf how
“estimates are made. Ask whether customer jobs are scheduled Yby

appointment” or on a "first-come,; first-serve'" basis. Find out how

jobs are passed out to mechanics.

2. . The following people want to schedule brake jobs with Matt the week
of June 20. i

#

‘@
»

Ray Wheeler wants his brakes_ fixed on his Pinto~ N
e Debbie Mason has a Dodge Colt. She wants her brakes fixed plus
. v an oil/lube job. . A , ‘
e ' Melissa Frank wants a brake job on,ﬁex Oldsmobile.
¢ Wally Martin#s Maeda needs brake work.
"Fill in the names of these customers on the work-schedule in the

L text. Remember that Meg wants to have one full day off if possible.

- L

3. IComplete the work order pn the next page for 'Leroy Johnson's brake
job. Put an asterlsk (*9 by the parts that were completed after the
, ) ’ wo;g_was done. You don t need to fill in Total Parts, Labor, Tax,
f r Total Cost. Assume that when Meg was working on:the car she
¥ found out .she needed to replace the cap to tﬁ% master brake \: ,
1cy11ader. This was not 1nc1uded in the ' packége" pr{ce. She also

wrote*® a note to Leroy saylng he needed his wheel a11gnment adJusted
’

s




WORK ORDER

.
N .

. o f

E . N

m

Air

Qry. DESGRIPTION OF PARTS COST DESCRIPTIDN OF WORK  COST .
T L

-

CUSTOMER'S AGREEMENT: - "TOTAL ESTIMATED COST $86.00
.1 hereby authorize you to perform the :
above work and to use necessdry COMMENTS :
+materials. I agree to pay the amount

estimated above. You and your employ-

ees may operate my car for inspection

testing, or delivery at my risk. You

will not be responsible for loss or TOTAL PARTS:

damage to car or articles left in it. TOTAL LABOR:

: TOTAL PARTS AND LABOR:

Customer's Signaturex , TAX:
X
WORK DONE BY: . . TOTAL COST:

.

Discussiom Questions ,

1. Why is the work order considered a legal docuqeﬁt? Why is such a

paper needed in the duto ‘repair business?

Discuss how to prepare an estimate for a "parts and labor" type

job. How can flat rate munuals help you? - . L

-

‘ - _
[

Why do many car repair shdps make app01ntments instead of taklng

customers on a "first-come, first- serve" basis? N

. \. . . g
Discuss the following quote from\Henry Chews "I\Eﬁn t trust car
mechanics. They charge hlgﬁ prlces and,tﬁ”“don t even fix your

»

car. Sometimes I think they don t even.open the hood " Do you

think there is any truth to what Henry says?- What could a car
o
repair shop owner do to change Henry's mind?’

LN
Y}




5. Look at the following part of a work order for Mo's E-Z Repaié
’ . —~
Shop. *How is it differenf firom Matt's work order? Why? How: mych .;‘
" does Mo charge ﬁer hour for labor? . - . .

e 4 ° e ‘ ~
" 2
N . . R
® 0 & -~
b . . EN . .
.

.

{& v
. qQTY. DESCRIPTION OF PARTS COST DESCRIPTION OF WORK COST

S 1 ‘Freeze Plug ' Replace left rear . e
freeze plug :

. ' Flush radiator

2 . Coolant " Estimate: 2 nnurs labor
. L. @ $30.00/hr. plus $30.00
- in parts v
3 Radiator Products
(cleaner, protector, sealer) o

Group Activity ¢ ' B ‘ '

&
N =<

Suppose you haveepwo mechanrcs in your auto repair shop. You are .
the service manager and don't do any repalrs yourself Decide on the CT ‘
\

services you 11 offer and whether your mechanics will have specialties

-u\ i or 'not. Tbgn, in a small group, role play a typ1ca1 day in your shop.

}

“

1. Talk to three customers who ‘want their cars repaired on'a certain

day and find- out what work they need done. . . ..

. )
N

2, Complete a work schedule for the day. List the customers' names and

repair work desired, the name of the mechanic who will do the work .-

£

on each job, and the-hours each Job‘w111 take. (Refery;o a flat

N B .
° L rate manual 1f yofi need/so DN S, -~ -

(o2
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Goal: To help youidecide on the right prices to charge for
your alto repair shop. -
» -
«d . . [ °
Objective 1: Pick a good-"flat.rate" to charge for
a specific "quick segvice" repair job. . )
£y . . - I )
Objective 2: Pick a+good price to charge for labor .
for general car ‘repgir jobs. . =
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MATT DECIDES ON PRICES

Matt felt that customer demand was quite high for his
service. 'More people are getting their cars fixed now
instead of buylng new cars. People are willing to pay for
good service because they want their cars to run well ‘and
save gas. On the other hand, I want to keep my prices low'
so I can compete. I'm w1111ng to cut my proflt\to get
customers at first,"

Matt had to decide on the price he'd charge for a
disc/drum brake job. He visited repair shops té find out
exactly what they included in a brake job and what they
charged. Prices ranged from $89.95 to $95.00.

Matt figured his costs-for doing a brake job. He kept
in mind that some cars would need nore work than others. "
His flat’ rate woyld be an average of the costs for all the
jobs. He figured that auto parts and supplles would
average about $18 for each job. ,He divided his monthly
_Qperating expenses 352, 700)”by 160, the number of- hours his
shop was open in a month. This was what he'd need per hour
to cover his, rent, advertising, etc. He mul tiplied by 3
since 1tuuou1d take 3 hours for most brake jobs. Matt
fourd he'd’need $50 to cover operating expenses for each

I brake job ($16.88 x 3 = $50). ‘

Matt needed to m;ﬁe around $650/morith or $12 per job to -

cover profit. Th1s included what he'd need to Buy more
equipment. He didn't include any salary for hlmself He
would live off his savings "and his wife's income *for the
first year. Adding the amounts-he'd néed for-Parts/
supplles, operating expenses, and .profit, Matt came up with
the price of $80 for a brake job. He compared this with
the prices of his competition. He decided he could raise
his price to $85.95 and still get plenty of business. -

s hd - -




. Setting Prices ' /A
; : ) .
+ . Pricing is "an important part of any business. If your pri;es are

too high, you lose customers. If your prices are too low, you can't pay

your bills. Matt tried to "balance" many-things when he set h;s
pr1ces. He wanted to make them ' Just-glght." There are two ways to set
prices in an auto repair shop--"flat rates" and ' 'parts and labor." The

parts and labor method is most common. In either method, you must think

about five main things in setting prices:

cost of; goods sold;

)
¢ operating expenses;

e profit; \\/; Lo
e competition; and . . *
)

&

customer demand.

[REY .
\ .

e

Two ‘Ways of Pricing

#
,'/
. ’
LR

-

You may set your prices in your auto repair shop in two different

ways. . .

i s

You may charge a flat rate price .ag Matt did.. This’meaﬁs that for a

certain type of_gob/§ou charge all your customers one pr1ce. Custome}s'~

with "old clumkers" pay the same amount as those with newer cars that

require less work and fefer parts. You may charge a flat rate if you

can easily &igure out' what a good "average" price is.

v

You may want to offer lots of services on many kinds of cars. Then-

it would be too hard to figure out flat -rates. That's th most general

repair shops charge customers ﬁtr parts and labor separately. This way,

the total price for a certain job is higher for a car in poor condition

than for a car that is in good shape. For parts and supplies, you will

.58
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charge the amount paid for them pius a "markup." The average markup on

¢ . . . ot - . -
. parts is around 30%. The main decision you must make 1s ho% much your

hourly charge-for labor will be (labor = opérating éxpenses + profit).
] ' S
_ Use one of these methods to dec1de on your prices. Then raise or
lower your pr1ce a bit, depending on what your competition is charglng

and how much your customers want what you have €o offer.

-

Costs of Goods Sold

o

This cost refers to the amount you must spend on goods that you

resell to the customer. Thi;bmeans the parts and supplies (like oil and
ou

transmission fluid) that y ut into the customer's car. You'll need
to figure out how much you ‘spend on parts and supplies, for a job. If
you charge flat rates, you add parts to your other costs and give the
customer the total cost only. With "parts and lébgr" prices,'you cherge
the customer the amount you spent plus markup. You lisf.the cost for

parts separately on the bill.

Operating Expenses

.
-
a8

+ In settlng your pr1ces (by both methods), you must 1nc1ude money to
helb pay the costs of running you: bu31ness. These include wages for
your\workers, rent, ut111t1es, deprec1at10n and repalrs on equ1pment,
adver;gslngy of fice siupplies, and.othgx expensess Depreciation is the
amount that your ‘equipment reduces in value each year due to "wear aid
tear," Flgure out how’much you' 11 need to cover thése expenses in an
hour of shop time. First estlmate whdt your operatlng expenses will be

for a month. " Then divide this figure b} theshumbgr of hours your shop

~“is open.

+

-~

-2




Profit

The money 'you'll need for your salary, bank payments, and business
expansion is c¢alled profit. You should decide ahead of timé how much
profit you want your business to make in a month. If you don't plan
ahead you may not make any profit.

L 4

You may decide not to take out any salary for youfself for the first

e, 1

few months. As your business "Gatches on,' you should certalnly add
money to your price to cover salary for* yourself. 1In your monthly
"profit goal," you should also include what you'll need to buy new

equlpment and do.renovations.

)

Competition

fE is alio meortant to know what your competltlon is charging for
the same repaifs. Your price doesn't have to be exactly the same as
theirs because every business is diffqren&. Your price should be R
similar, however. 1If posiiblé, try to attract customers by offering
lower prices, like Matt did. Do not make.your prices so low, however,
thaf‘you aren't making a profit. You may not be .able to offer lower
prices. If so, make your service. better and let your customers know

that it's better. Then they won't mind paying more.

Gustomer Demand

. » N
People will always need car repairs. The prike you can charge,
however, will deﬁend on what people are williﬁg to pay. If there are

only a few shops like yours nearby, you can probably charge a fairly

high price. - If your %peipplty is fixing expensive cars for wealthy
P

customers, your price ca# probably be a bit more, too. If your

mechanics are the best in the-area, you can also éharge more.
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But, if the trend in your area is, to buy new cars (whigh need fewer

repairs) or to do "fix-it-yoursélf" auto repair, you may have to charge

less to get business. R

Summar : N

& r
.
N !

>

There are two ways of setting prices for car repair-—the flat.rate

' 4
method and the parts and,labor method. You peed to think about many of
You should think

. . . . .t
the same things 1n setting prices ﬁ’gelther method.

. ‘ about how much you pay for parts, what your opérating expenses are, and
the profit you want to make. You must alsq study the prices of your
competition and, find oyt what customers are willing to pay. As time

) goes on, study your prices to see if they are still right for you.

. Change them if you need to. ’ ,
A - - ,
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" ‘Learning Activities

Individual Activities

'

1. Read the following statements and indicate whether they'describefthe

A

flat rate method of priging or the barts and labor method.

¢

This method is used by most generil repair shops.

A customer would probably prefer this method if his or her
B ( car were ip‘2é9fugondition. -

A business owner must think a 1;&7;Boﬁfith; cost gf parts in -
‘using this method. ' R . ’ \

With this method, custoﬁérs might not know ahead of time
ex?ctly how much éhe& will have to pay for a job. :

>
’

2. List the five things you must thihk about in setting prices by the
* flat_rate method. )

. 3. Find out the prices charged by two repair shops in your town for a
disc/drum brake job. If possible, talk to two shops that use the

flat rate method of pricing. Find out what services a customer gets

.

for this price. For example, does each shop check tire wear and o
alignment or take a test drive? Compare the prices of the two )
<
" shops. Which is a better price and wa? . ‘ o
- R . - N =

" 4, Walter Moore has a repair shop for American cars- that has been open
for several §eaps. He uses the parts and iabor method of pricipg.

His monthly expemses run ardund $4,600 ﬁﬁmonth and his monthly

profit goal is $2,000. His‘shop is open 200 hours a month. About
how much do you think his hourly charge for labor should be?

whe




"Discussion Questjons

¢

A - »

1. What do you think-was the lowest price Matt cou¥d charge for his ’
brake job? What was the highest? ‘Explain why you answered the way
3

you did. IR - )

»

Do you think Matt made a good decision in settiné his monthly profit,

goal so low? Why, or why not?

~

B \? )
Suppoée you owned a brand new auto repair shop. Do yod‘think you

could go without a salary for a year in order to keep ybur\prices
1

low and attract customers? _1f so, how could yo& do tﬁIE?_ ?s here
anythihg you could do to start bringing in customers and making

4

profits sooner? ‘

S . E a » | .
Group Activity ’ i EN \\\\\\
- . : -

[N

Pick a certain kind of car repair your group wants to have dbne.
(Ask twoigr three repair shops i? your area ‘to give you an estimate of
the costs of parts dnd the cost of labor for the job: Choose 'shops that
you would expect to charge different prices. Find out how long the job

.will take at.each shop..

‘10

"- \
If labor rates, are diﬁferent; how could'you explain this? Are there
any differeqées you can think of, about these shops that would make
customer demand different for their services? Do the, shops have

Qe

A . . e e . - & . .
different kinds of- competition that might "affect their prices?

- . ,

What other factors could cause these differences in prices?

\
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Advertising~aﬁd Selling

3.

- s

Goal: To help you advertise and sell the services of your
auto repair jshop. * ;
pbjeétive 1:

business.

.

Objective 2: Develop a pfinted ad for yodf shop.

. “Objecﬁive-B: List sevVeral ways of keeping your
customers happy. )

‘

Choose the one way to advertise your

» e
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When Matt began to plah his advertising, he called'his

cousin Barbara. She worked for an ad.‘§9n6§ and. .had lots
of good ideas. "I want to flood the ap€a w1th severa1

- kinds of ads about my business.ﬂ.Oé/Ggirse, my old cus- ,
,tomers will come to sme anyway sinc they trust my work.
But' I, want to offer good, quick service- té lots of cus-

tomers. Why do quick work if I have large gaps of time
between customers? I need to adverthe to fill in these
gaps."

&

" Barbara thought Matt should use the Yellow Pages,
direct-mail fliers, the radio, and the local newspaper. Of
course he'd also have to get a large sign for'his
building. He would need business cards printed. He also
thought about putting his business name on his mechanics'

- uniforms and his work orders.
"One person who owned a quitk-tune franchise told me I
should spend 10% of the money I plankto make ‘every month on
advertising. Sinte my business is new, I decided to spend

more for the first six months.

That's a lot of money.

But

_ras I see it, I'm spending money to make money.

sto succeed, I can't afford not to advertise."
Matt decided what he wanted to say in his
designed a logo.
for the Yellow. Pages, newspaper,. and fliers.~

If © wantw

~

ads.

The ad

Barbara

They used the logo and the same message

*
-

department of the radio station helped them write a radio .
ado . - . *

For the month of the grénq opening, Matt took out a
one-column Yellow Pages ad ($50/month), put six large ads
“in the local paper ($600), and put 50 30-second ‘ads -on the
radio ($250). The Yellow Pages ad, of course, would appear
in the phone book until the new edition came out. Matt
also mailed out 500 fliers to people who lived close to his
shop ($100). He decided not to g1ve spec1a1 dlSCOUﬂtS
since he offered a "low everyday price." .
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To ge’t 'people to use your car repailr eervices, you must tell them °
~ about your business by advertising. Decide which media you want to uge
and design your ads so they stand out. Getting along with~ your
.. customers is also very important. You'll want them “to come back and., 13

refer-their f;lends. ' p oo .

Al

How to Plan Your Advertising ' .

When'you plan your advertising, ask yourself these questions.
, e Who are the 'peo‘ple'tI want to reach? ’

‘e What doI want them to know? . ..

. 0

- ) .
y e When should I advertise, and how often? . ) \’ ’
o How gan I reach peop1e best? (Which'media wi11 I use?) - ' ’

- e Why am I trying to reach them (sale, opening a new bu31ness,
offerlng new services, etc.)? . R T ‘ B
e - How much canI afford to, spend? -. ’ . v .

- ' - I

. 1
. . a

.y - As you answer these quest1ons, you will be able to dec1de what your
ads w;,Ll say and what, tﬁmm'm You willalso be able to, “w\

plan a. monthlxy advert1s1ng budget and a time schedule. « . ' .

. N .
] . - -

’ W‘natf Media to Use ' : o - . v < f /

g S~ . -

Here :are several good ways to advertise your car repair shop:
s . . L T . T -
\

"o

. The.Yellow Pages. Tﬁese pages in the telephone book arp a good way '

td4 reach a 1arge number of people. People often look for services

. A .
ere, Ads for’ 'aﬂton}’obﬂe repa1r shops fill up a-large section of the” .

i
& L4 ®

Y. '} -68 - . !
: . < t R’7 ‘,

[mc S

, \
o R R / .
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I

.

Yell ow Paées.
e

You almost have to put in a .fairly large ad, just to keep

up with /our competittan. Talk to the phone company several months 1n

advance.

Your ad should be in the .phone book when your business opens.

“Plan to keep your ad in the Yellow Pages the -whole time you're in

business.

:wiL11a1so tell new custqmers about you.

. ®
L4 ~

’

Fliers and postcards.

hand out. With fliers, you can deci

L}

customers 'to be and then mail only to this group.

fliers to the homes in your area.

who work or shopfnear your business,
”

It will rem1nd former customers that you're still around.

postage costs, fliers are a fairly expensive way to advertise.

It

g

These-include ads you send out by’mail or

de exactl& who you want your

You can also pass out
a

Or you can put them on cars of pegple

too. Because of printing and.

However,

they are personal apd bring ‘good results. ,

,

e

-

b

ffr you keep good records, you w111 know when your customers sﬁghld

‘*reiurﬁ for regular service (such as

"reminder" post cards 19 the mail.

5 RE

you'l1" ‘g‘egnére/"/retur;n" business.

certatny ou can also give them

the first fime. The flidrs will ans
_your seryices®and guarantees.

-

&

Radio. "This method . cap reach pe
r g

car/repalr-v while tHey' re in the1r

and from wotk are good times for you

| -
‘local, radio don't cost very much and

an 011 change). You can send

Your customers will be- thankful, and
If you @esign your fliers in a

to customers when they come in for

wer&nost of their questions about

' ’ v
. ,
.
.
- " %«‘
v et

~

dple when they are. thlnklng ‘about . *

wr !

The-hours people are g01ng to

.

cars.!

to advertise, Short "spots on

\».

theyfreach ‘tHe people in your

a#ea. To succeed, however, jonr ads should appear often.

For example,ﬂ

-

7att's ad*was on, the radio three tim

ong. -

.,

This met
Pe

Newspa%ergadvertising.

~shops. But it can also be used.

get their cars fixed. So make sure

every reader is a possible customer.

o~

s a day, four days a week all,year

N T » -

S .
- . 0]

.

hod is not _as ‘common for car repair

X . :
ople usually won't drive  very far to
you use local papers. That y

The best way to succeed is to

Al

R
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specials" will also bring in customers. . . .
sp : g ‘ ‘

adyertise regul arly——for example, once a week. Sometimes "one-time'

[N . R .
Sy " \ - g ” -
< - . P .
‘ - . &

v . o v , B
What to Say-in Your Ads . - - Cs R .

t

¢ . . . i - ]
v N ~

“' You should have a purpose for each ad and should aim at a certain

4
<

-

,

s

"group of qustomers. For example Matt aimed his ad for "dr1ve-1n" o

tuneups at busy worklng«peOple.n " ; $

¢

Your' pr1nted ads should have an 111ustratlon and ‘a headline in your
ad to attract attention. The main text of the ad--the copy--should ‘givé
1nformatlon about the k1nds of services you offer. It also should tell -
why your bu31ness 1s spec1al The ad should also give the;name, (
address, and phone number of your shop (1dent1f1catlon) * All these
parts should be organlzed in a layout that’is n1ce-look1ng andaeasy ‘to .

read. (\People don t read ads carefu11y.d So- keep the number of words

down. Just glve them the general. 1dea of what you do and why they »
. , é

should-come to your shop. -

How to Keep Your Customers Happy ) - N ‘

. ) .
~ 4 -
A M . ”

Two of the best ways to get business are_to develop regular

) customers and to get them to send in their fr1ends. Treat them

we11--every time. To get along w1th your customers, do the follow1ng )

'thingsv . S ‘ ~ ' s T ,

Tt t N
S - .

Buifd up‘a good reputat{on. Develop a good business 1mage so that ~ .

people w111 trust you from ‘the start. If Customers come in feeling good

about your shop, chances are h1gher that they'11 be happy w1th your . - :
service. . S . a '
. -

Have good equipment, skiIled mechanics, and ﬁair prices. The best

.

way to keep customers happy is to do-a good job.- Charge fa1r1y for the

'u

‘'work you do. Customers shou1d on1y pay for the work 'you do, not for

*
.. * . -
s . -
LS *
. - -

. ' . ’ - - 70 q_(v
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what you think you can "get out of them." Thijs is not only good *
g . .

business. - It's what the law requires.

Communicate. You should listen to yodi customers and figure out
what services they need. Tell them wha

do.

you can do and what you can't

When wmhe JOb is finished, exp1a1 what you found.\ If you see othet

repairs that need to be done, tell them. Educate your customers about

cars if you can. They'1ll be happier if they understand what you're

doing. ’ T .
) .
oLy N 2 R . M

Keep good records and iuse them. Fill out customer work orders

carefully. Write down everything your customers tell you to do, and

-" make sure it's done. Look at the work orders when customers have e

questlons about the work.~.lf the customer forgot to tell you about

somethlng, you can't be blamed for not doing it. d
I’y '“ . r
Handle problems calmly.

When you do make mistakes or problems come

up, solve them as soon as possible. Be polite and calm. If something

z

wasn't really fixed, repair it again without’charge, if pgssible.

-
- 3
’

Summar y . , e s

'3

. N

To make your business known in your town, use some of the following
. , 3
methods——the Yellow Pages,: fliers, the radio, and newspapers. Ads
should be catchy and informative and have five main parts.

One ‘of your .

, best agdvertisements is satisfied ciustomers. If you work at keeping them

1

happy, they will come back and send their friends.

~ . ~

I/k




Individual Activities : ‘ '

!

'

;1. List three qualities of a good ad. .

v
-

2. Llst at least four pleces of information that should appear in an ad
(for example, the “name of your service). )

. )
- ~

. . ° g .
the Yellow Pages, find two or three ads for the same kind of auto

3. n
; \\\ﬁiair shop. Label the .five parts of é%ch ad (headline,

L

ERIC

Aruitoxt provided by Eic:

7 g

111ustrat10n, ‘copy, 1dent1f1cat10n, and rayout) Write a few

sencences exp1a1n1ng wh1ch ad you, like best and why-.__

~

4, Design a logo and Yellow Pages.ad for Matt's shop. Refer to Unit 1

of .this module for more 1nformat10n¢about his serv1ces and business

©

.}mage. » 3

Discussion Questions , 3

L&)

D 4
1. List several different kinds of services auto repair shéps can offer
, R X

and different ‘business ﬁmages they can have. Look at sample ads in
§ N - .
the Yellow Pages if you want. List qualities of a good Business

,name'and~19go for several different kinds of shops. Think of a few
exampies,. .

"
’

y —~

.2. Discuss why you should and why you shouldn't advertise th50ugh.the

. N
Yellow Pages,,flierSy newspapers, and the radio. N

3, Llst some other ways of spreading the business. Try

- =
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4, Matt decided to spead a lot of money on advertising. How could he
find out whether he was spendi too much (or too little)? How
I'4 \ t

could he figure.out which medid were most successful for him?

5. Do -you think it would be hard.'to keep customers happy in aﬁ auto
repair business? Why, or why not? Do you thHink followiné the
guidelines in the text would help? List other things you could do

_as well. .

( M 4

2
Group Activity

1. Assume that your group is planning advertising for itg.own auto
répair service. You can spend $800 on advéftising for the first
month of business and $500 for each month after that. Below is a.

list of costs for various’kinds of advertising you could use.

Kind of Advertising . . Cost
s ) ) . e .
Direct-mail fliers . $..20 per flier

» Yellow Pages:

\

Small ad $50 per month
iarge ad o - . 375 per month
Radio ’ e $5 per 30-second "spot"
Nedépaper: ) '
Small ad ' LN _ $25 per aay
Large ad° . - $100 per day ' .

+ -

On the advertising plan on the next page, list ‘the kinds of
advertising you decide to use and how much you pkan to spend on each

kind. Try to.use your money in the best way you can.

. . gﬁ.&

73
’Q ."b’ \\\ o .‘ 72 s ‘ ° .
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’ ADVERTISING PLAN ,
Kind of Advertising Cost of Each Kind of Ad Total *for Month

-

For Start-Up Advertising - $800

'_(First month)

LY

For Monthly Advertising $500 |

.
[} . .
. S .

2. Your group should pick a business name and logo for a certain kind
of auto repair business. Design a ﬁrinted<4!. Make it clear and

catpﬁy.\“f:fwork doesn't have to be fancy. °

v

-
«
<




. “  UNIT 8 '
¢ Keeping Financial Records -
Goal: To help youJ learn how to keep financial records for o
. yoyr auto repair shop.-
: Objective 1: On a work order, fill out cos&s for a .
T . car repair job. ] «
. ' . l . ‘ \ .
. Objective 2: Fill out a cash sheet for a cealn
) . business day.

[liC“ " L ' L7 ' | o

.
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MATT'S MONEY GOES IN-AND-QUT

’

\ I

Matt’décided to take only cash at his shop. !"People
can give me dollars and checks. But I'd like them to pay
me before they take their car. That's one reason Lgpan
give such good prices. I don't have to pay a bookkééper to
keep track of credit customers." )

Matt's main customer record was the work order. He
used it to keep track of the work he needed to do. He also
used it to request payment from the customer. He filed ore
copy of the work order by date and month.. He used thig
file to check up onsthe amount of money he brought in every
month. He also used this file to send reminder notices to
customers about oil changes and tuneups. In the other

* file, he filed work orders by the customer's last name. He

had done for a customer.

On June 22, Leroy Johnson and Barbara Korecky paid
$80.91 each for their tumeups ($79.95 for the job plus tax
on the parts). Matt also did four tuneups and lube/oil/
filter jobs that day--two at $54.84 each and two at $56.90
: each (his prices for 4~and 6-cylinder cars). He collected
payment for three of the jobs by check and the rest by cash.

That day Matt also had to pay a bill of $148.50 for
tuneup pagts, and a phone bill for $49.87. He paid these
-by check. He also spent $15.04 for coffee supplies. He
paid Meg $320 for last week's wages, too. -

- [

In his checkbook Matt wrote down the information 2bout
s the checks he'd written. At the end of thgtday. Then he

counBed all the monéy he'd received that ggg and filled out
a deposit slip for his checking account. He entered the
amount of tHe deposit’ on his check stub. He also filled
out a daily cash sheet of what he had taken in and spent
that day. ) .

° 4

could look here if questions came up about the past work he




. Keeping Financial Records

Co ,
Keeping financial records is a must for all auto repair shops.
Your records give you infon&ation you (need daily. They also help you
prepare certain monthly and yearly reports. You can use these to nake

important business decisions. This unit discusses records that will

help you.

- . a4

‘Cash or Credit?

¥
You may want to Aun Yolr shop on a cash-only basis. With this
gystem you are paid for 4ll your repair/ work the day you do it. Few

records are needed. You may want to accept major credit cards as a

- 4
service to customers. With this system, you don't have to wait for

payment. The credit service pays you and then bills the customers. The

. . s . . .
credit service, howevér, charges you a fee for itsg services. You could

also offer your own business e:edit. Xouc§ust keep records of what your
1

credit customers owe, and send them month

people who are slow in paying. Due to the ‘extra paperwork and the '

O

ERIC
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problem of non-payment, you may want to avoid<this system.

- - ~

L]

The Work Order Form ..,

.
-

The work order form is a kind of sales slip. It is used to:
[ ] record the work you have done for the customer;
- -

e . request payment from the customer; and -

e prove that the qustomer has paid for the work. °

OP a work order form, you must list the: (1) cost of labor and

partsi (2) sales tax on'ﬁérts; and (3) tot'al cost of the job. Here is

' : - . 78 ;

] 76

_bills. Youlalso must remind

.

™.

Ny
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part of the work order Matt. filled out for Leroy Johnson (1n Unit 5).

»’

Th1s time all cost information has been added.

o

Y

qQry. DESCRIPTION OF PARTS COST DESCRIPTION OF WORK

1 Brake Cylinder Cap $4.00 Brakes: Drum-type
(old one leaking) '

s
L]

CUSTOMER'S AGREEMENT: TOTAL ESTIMATED COST $86.00
I hereby authorize you to perform the - ’
above work and_to use necessary COMMENTS: Wheel alignment,
materials. I agree to pay the amount needs adjusting.
estimated above. You and your employ=
eds may operate my car for inspection,
testing, or .delivery at my risk. You
will not be responsible for loss or R
damage to car or articles left in it. TOTAL PARTS:

, TOTAL LABOR: _

Customer's Sigpéture: TAX: (6%)

1X ., L - TOTAL COST

WORK DONE BY: ‘MLB -

-

Lo

.
.

Matt charges his customers a "flat rate" for most Jobs. His prices
of $79 95 for a drum brake 355 1nc1udes the cost of all 1abor;and
"standard parts. This csst is listed in the top right section called
Descrifption (and Cost) of Labor and in-the bottom right section of the
form on the, line called TotaI‘Labor. Matt had to charge Leroy ex;ra for

" one spegial part since it was not included in the flat rate price. He

listed the cost of thiq{part ($4200) in the left section called
Description (and Cost) of Parts and in the bottom right section, under -
Total (Extra) Parts. »

1}
.

Matt had to pay sales tax to the state on auto part€ and supplies
(but not labor). He figured out the total value of the parts he used
(%18 for,siandard brake parts and $4 for the special cap), and
multiplied it by 6%. He entered the total under Tax. Then he added all .

the figures and got the Total Cgst of Leroy's)job. —

( .

‘fk

.\,}.




In your ghop, you may charge customers a parts plus labor rate. To
figure out your‘E6§éljl§bo}, you should decide how many hours it Yook

"for the job and mul tiply Eﬁisnby your hourly rate. The cost of all

AL
T

~.parts should be listed under Total Pacts. ’ . y
o . ‘ A
5 . B ES R : L
‘ - - ’[ ’ / v - e
\

S~ The Daily Cash Sheet 4

——— .

»

You will take in.money from cash cust&mprs évery day yoyr shop is

open.

~ past jobs., You will also have to pay bills gomiqg i7to your bus‘gess.
While you may not do this every day, you will‘do it ‘throughout the

month. For ekample, you may buy office supplies -one day and pay rent

another.

0
Y

You'll want to know how much money comes in and goes out every day.

d .
If you use a daily cash gheet,, you'll have a complete 1list of .all cash
fgbggues and expenses. A sample cash sheet appears below (the one Matt

completed on Jupne 22). You ﬁay use a different forfi as long as you

record the same information daily.

]

If you have credit customers, you will get checks in the mail for

-

e

’ /
E

/

%

DAILY CASH SHEET -

Cash Receipts

g:’/ ", .cash Péyﬁgg;s.
y . .
$885. 30 Salaries ”

‘ Cash Sales
Credit Sales ’ Building Expenses
Equipment and Furniture
B . Inventory
Advertisifig
o Other

TOTAL CASH RECEIPTS $385.30 TOTAL CASH PAYMENTS.

\ b

,

<

$320.00
49.87

'148.50

~ 15,04
$533.41

pos

v -

‘ SHEJy records are summarized from time to time to E?nd out how the,
- business 1is doing. Two of the forms you will use are the profit/loss
statement and the balance sheet. You wifl learn about profit/loss
statements in the next unit. If you do go into businesg for yourself,

get the advice of an accountant about how to complete a balance sheet.

%

“

» N

x

.




)

«

\ :
forms and.records in your business.

You will need to fill out many
Use the work order form to request paymént from customers. Use the

daily cash sheet to keep track of the cash going in and out every day.

Good daily records will help you prepare financial reports and make good

4 ';\ \o *
business declslonéi

hd -

Ll =
-
R A o Provided
. u by ERIC
K ’



Learning Activities

N

\\ Individual Activities '

»

1. List three uses of the work order form. ¥
~ ' - N
“ i - - . ’ 4
9 ( 2. Talk to the owner of a local repair shop and find out what kinds of

“ financial records he or she ﬁeeps;//D6es the owner allow customers
% to charge? Explain how the forms/and records are different from the

\

ones Matt used.

. - e -

Look at Matt's work order in Unit 5 for Manuel Rivera's tuneup and
_ brake job. (Remember that Matt charges "flat rate" prices.) Lists

all costs and figure out how much Manuel will have to ﬁay. (A brake

job is $79.95 and a tunedp is $39.00. -Parts included in the flat

rate prices are worth $15; sales tax rate‘is 6%.)

4. Look at thé‘work order filled out-'by Mo's E-Z Repair Shop in Unit 5}

ion Question-Si dﬁB'éﬁégées by the "parts and labor"
.) List all costs and figure ;ut how much the customer will
Ve to pay. (It took 1-3/4 hr. to replace the freeze plug and-1/4
hr. to flush out the radiator. ' The freeze plug costs $2.50, coolant
$7.98 a bottle. The other radiator products c;st $2.95 eéch. Sales
tax in Mo's state is 5%.) - - . few

. . o - -
\“ = 5. On July 28 Matt-had to keep track of the Shllowing.
e . Elizabeth Rollins paid $120.03 for 2 tuneyp and brake job,

° Mat; took in a total oE $154.20 for all the oil/lube jobs he. did.

» Nl

-

-

€




+ - - . > ¢
: e Matt paid his rent ($600) and his gas and electric bill
‘ * ($75.79). He spent $59.17 on brake shoes. He also paid a bill
- , for $200-for some ads he put in a local paper. .
L Fil'l out.a cash sheet for July 28. .
* DAILY CASH SHEET
. ‘ ® l - -
Cash Receipts - Cash Payments
- D‘
c Cash Sales s " Salaries $
) Credit Sales , ‘Bu11d1ng Expenses
. - . - ' Equipment and Furniture
T Inventory ) .
LI < Advertising
3 3 Other
L4 1 &
. TOTAL CASH RECEIPTS §$ "T@TAL CASH PAYMENTS . 8

Discussion Questions ’ . . i >

1. Why do you think gar repair shop owners use a work order with

customers instead of the kind of sales slip used by.a dress shop?

4 -

2. Why should you keep g’daily record of cash payments and revenues? .

-
-

3. What other kind§ of records do you think have to be kept in an auto

repair shop?” What kind of monthly or yearly reports have to be

-

‘
-

'st‘severaljfeasonQ why you ylfuld and why you wouldn't offer credit >

- i
to your customers. .. N -

- . ‘ A
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Group Activity

In a small group, describe one to-five repair jobs youw did in one

day in your shop. List all the money you”took in (by job and \the money

.you paid out. Then fill out a daily cash sheet for that day.

-

-

Cash Receipts

DAILY CASH SHEET

-

N -

Cash Payments

B
N

Cash Sales $ Sdlaries $
. Building Expenses )
’ . Equipment and Furniture “
, Inventory :
’ Advertising
; . . L . Other
TOTAL CASH RECEIPTS TOTAL CASH PAYMENTS $
+ \‘ .
/\ ! N
-
¢ -~
¥ '
Al ‘ «
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g




Y 4 o, \ ' ' ‘
g h ! ?, ' ' K -
Co . ° i N ~ )
.‘;L — e *
)v - ~ /’\
% N
. ‘- N . 1
. : < G 4
< .
. .
i . UNIT 9 - - < .
\ .
\ - ~
. Keeping, Your Business Sucgessful
L, v - ,‘ t ‘
‘a ; - A} - r s *
‘ Goal:- .To help you,learn how to stay .successful. ’
. T ) . . - i
ObJectlve l:. From a profit/loss statement for an
auto repa1r shop, figure -out the net profit,
. ' expense ratio, and profit ratio. » 7
.
e ° . e . Objective 2: State one ‘way“of 1ncreas;ng proflts in
R . . . an auto repalr shop
& o
. Objective 31" .State one way of: changlng your
v N .
‘ , .services to ralse .your revenues. o
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W . ~ f .
\ ~
MATT "TUNES UP" HIS. BUSINESS . .
[ . g - - . - '

. v
-~ . ™

A

At the end of Matt's first year .of.business, he made:
$9,720 in profit. With this money, he bought some tools .
T T 7|7 Tand had a small amount left ovef: for himself, It wasn't T
much, but he hadn' t expected to earn any salary the first
. 5 year. He had planned to live on his wife's salary and his ) '

sav1ngs. . ! . : : N

‘The second year Matt's revenues increased quite a bit
~and so did his profit. However, he still didn't have a -
* very high salary for himself. He could have made more
working for someone else. He said, ™I know it takes a year :
or two to get your business going. So I shouldn't be
discouraged. But I do need help." ’

. / bt .

. . "Matt went to his accountant Peter and asked.-questions

' ] Peter explained how to study certain ratios on the profit}‘
. ‘ loss statement. Matt's expense ratio was higher in the =
. ) ~ second year. That meant that He had s‘begt a larger

: “ percentage of his revenues on operating expenses in Year 2 .

than in Year k Matt's profit.ratio was lowet ih fhe o ‘
second year. . s - -

v

ae
. ° i :

.. Peter told Matt ‘that he should be making a 20% profit.

*t  He hadn't reached that either year. Pefer also pointed “out
. that money comlng in for brake jobs in the  second year, was ’
) iess than in the first year. At the same tlme, the money .

R . coming in for tuneups had almost doubl -Oul[lgkg\fzi:; S ]
were also growing. . Matt thought. his prj lem' was the ’ .
8

- franchise that had opened up down he reet. ‘It was ”
v L. taking away some of his brake buslness.
-~ < [ °
: After talklng late into! the night w1th Peter, Matt .
y ce declded to do certaln thlngs. '
N . . . . . . ' . ' ’ B ' H
e . i ® stop doing brake jobs and sell his brake 1athe, .
VRS s , ’ @ raise prites far tuneups/slightly;’ S s
- e 1. o find a parts supplier se 'prices were lower, and .
~— @ watch hls operatlng expednses carefully .

'x ' 3 - . I

._(,' \‘ N . ) « i . R .
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Keeping Your Business Successful

JYour car repair business may grow slowly. Your revenues and profits

may be fairly low 'the first year. However, if you plan well; you can

ﬁ;obably succeed.

It takes hard work to make your hgsinessmsgggessful.

Even when your shop is doing well,

you should keep working to make it

better.

You sheuld prepare financial reports (such as the profit/loss

statement) and study them. You should also look at the market—-thlngs

in the' byusiness world that affect your business (such as new equipment,

and cuStomer demand). Then you should take action in your business to

Y -
' .

keep your business successful.
N - ' /

ent

#Study Your Pr\fit/L_oss Stath

Using your daily financial records, prepare a profit/loss statement

for your business-at.least once a year.

Don't file this report in a

drawer.

Study it.

The more you know about the dollars and cents in

your business, the more 11ke1y you will be #o have a blg quflt at the
‘end of the year. The pfofltflaSS statement for the first two years of

In-And-Out Ear Repalr appears, on the next page. There are f1ve main

Y

sections of this form: . : N
° r4€enues (money _coming in from custopers); =
® costs of goods sold (money spént on‘auto parts and 'supplies that
. are resold to the cistomer); - - *
e _ gross profit (revenues nﬁnus cost of goods sold),
q o operatlng expenses (money used to run the shop—-fordexdﬁple,,
o rent, repairs aﬁd depreclatlon on equlpmegt, rnterest on your
’ ].sn, offite supplies, advertising); and _
e —net profit (money left over after "buying parts and paying
doperating expenses). o ) - ‘
N < ' L ” . ‘, «




—
s < - - !
® @
‘ : - TWO-YEAR PROFIT/LOSS STATEMENT .
) . Yepr 1 « Year 2
s % | s %
' Revenues -° ] ! 19 .
levenues R A ‘
Brakes ; . ) 16,200 15,000
. Tuneups - 27,000 45,000
- o ) 0il/Lubes ' gggégg f 15,000 -
o TOTAL ° | $54,000 100% | $75,000- 100%
, i _ .q
~  Cost of Goo&;'Sold . Slliggg’. $16,500 .+
* Gross Profit . ' $42,120 $58,500
‘o .
° . ’ d Y . )
Operating Expenses : - '
Salaries . . .9,300 23,000
" Payroll Taxes 930 " _ 2,200
‘ ¢ -, Rent 7,200 * 75200 ,
- Utilities -~ | 1,800 |, oo ¥
. "Office Supplies - . ’ 30 650
" Advertising 1 8,600 : 5,75
. Other - 4,210 | 4,750 s
_ TOTAL : ) . $32,400 607 “| $454750 > |
. D S | C
R Net Profit . , $ 9,720 ~-.18%
. . , ,
.o " ‘ ' . .

For Years*1 and 2, dollar f1gures are listed on the proflt/loss .

statemedt for- revenues, cost of goods sold, and operating expenses. You

"+ " can f1gure out the net profit by subtract1ng costs of goods sold and
: operating expenses from revenues, (Eamples here ard from Year I of * °
Iy M ~ v . N
. Matt's profit/loss statement.) ) ‘.
’..‘ - ' ‘.‘) . -
. < , o
b ) = ' ?
. . L] »
R = * )
l’ 4 *
89 ¢ . . . -
/ ’ - - ’
~ '.a"88 N .
\ N . : AS +




¢ .. .

. Revenues - Cost of Goods Sold - Operating Expenses = Net Profit .
- L ]
o A '$54,000 — 11,880 - 32,400 = $9,720 ‘ |
N e ¢ & . e ' ’ ' ' |

The Profit/loss statement also contalns two key percentages fos each

year--the expense ratio .and the profit ratio. These ratios are '

computed as fgllows: \ :

. e ¢
. ' _ Operating Expenses ~ 32,400 - oy -
Expense Ratio . Revenuesb — X 100 54,000 X.100 = 60% . "
. . ‘
. . _ Net Profit 9,720  1ae _ |
. Profit Rat\Q- Revenues * 106\; S5 060 X 100 = 18% |
, I4 .« .
& l§ You can use these ratios to compare your expenses and prof1ts from

year to year. fﬁ‘ can also use them'to compare. your buslness with other

~  auto xepalr shops. . . .

. )

Y
. - ¢
Keep Your Profits High ) %
. )
- Business owners usually try to earn a certain profit ratio every
year. oIf your profit ratlo goes down, of- 1t isn't as high as you want - ) ‘
.‘.
, . it to'be, there are several “things you can do. T .
- a v o . ’ ‘i’
Increase your revenues. You gah do thlS bz raising your prices or :
o " by 1ncrea31ng the numbe} of customers you have. ] T . .
. * . . - . o .
., ) . . . \ Co - . T
* .If you decide to increase prices, make sure your customers will .
. . still be willing to come te your shop. If you loge a'lot of customdrs .
* when you raise-prices, you haven't gained a thing. = \
4 . °
2t ) ' ' ’ ’ . ,
- Tg bring in more customers, you may have to do more advertlslng You .
- » . may aiso have to h1re more workers or increase.the hoiufs of the'workers . )
{ ""l“lﬂnvnvnvnvnvnal"'
you have. It's OK to spend mogi in order to earn more.. Just make sure . <
that YOu don't spend a lot to bring in a' little more business. .~ ' °
* ) X ‘ ~ - ‘. N / & ¢ * ' .
. Yqu can also Q@ise prices- and try to get more customers, both at the
i . 3 ! . 4 R . -
- same time. Thidis whgt Mat® decided to do. Customers told him that . |
v . . V. : o~ ‘ . . . L. . . . }’ ) *
. » " e . . * s
A 9 . . - . " . o~ . : .
N 4 , o .90 - J8/ . , . ,'
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his tuneups were the best and the quickest in town. He felt that old

and new_ customers would come to his shop even if he raised his prices.
. ~ - .

. ' s

You should watch the cost of.

- - Keep your costs and expenses low:
oerts-and suoplies and the operating expenses of your business each .
‘year. You don't w;nt them to rise faster than your revenues. A
Especially watch the cost of auto parts and supplies-and the money you

spend on salaries. Make sure your workers are dolng their best work for

Try to keep other costs low by'sav1ng energy s

Make .

what you're paying them.

and using supplies wisely Look for cheaper supplies if pagsible.

< sure that you use your advertising money on,the kind that brings in the. a

most customers. ' o )
v ' B \ - . . ! .
_ T > » '
Change or Improve Youyr Services . a . . ) .
N _— | ) - : ' o
Besides making f1nanc1a1 changes in your bus1ness, you may need to ‘o‘ Co.

make changes in your repa1r services.
that is available.
* needed.

Talk to customegs.

L) .
Improve your services.

new _cars and new types of equ1pment.
- complaints, Check your mechdnlcs
work, replace him or her.

help your mechanics do a better job.

Then_do the follow1ng thlngs.m s

work.

.Study the.new repair equipment .

Find out about new kinds of repa1r ‘work’ that may be

" Study your serv1ces and those offered by _your competition.

»
.- [

.

.
B R .
*

.

Make sure your mechanics stay up to date on

Listen to your customers' )

If a worker keeps doing poor

Buy more modern equxpment if, you think it 11 4

Orggnlze your work differently so

repairs get done more qulckly and you have mo}e‘time for customers. ..
* N ; . -, .., " a’ . ki | .
DR Changegyour;serv1ce9. As timé¢ goes. on, you paywwand to drop certa1n ‘
, ;erv1ces that .are not popular {as Matt d1d),! You may also want to add ;41.‘
. new servrces, sich as rebuilding engines or doing paint and body work. e ”

RIC.

Aruitoxt provided by Eic:

v

”

+

-~

Offerlng new services often means buying more’ equipment.

new services’
A

investments.’ Also, don'e "spread yourself too thin."

a few things well than.to‘do many things poorly. .

91 ',

Make sure ﬁour

w111 pay for themsel ves* before you make any blg ¢ T

It's. better to do

1
’

.
-
3
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Summary. : . . )
' L4
-
Keeping your business successful is something you have to work at .
all the time. You need to study your finances and control them in order
° to keep profits high. A good financial report to use is the profit/
. . loss statement. You s‘hou].df also study trends in your business,'the
B . .0 ‘e - 2,
M services you glve, your competition, and your customers. Then improve
‘ g - . , . ~
or change® your services ‘to keep your business popular and up to date.
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- 24 Dlscuss the f0110w1hg quote: I"épend more to make more." %ow does

Individual Activities

N

Learning Activities v ’

his operating éxpenses.’

3a. Figure out'Matt's net profit, expense ratio, and prafit ratio for

Year#2., I
b. In which year were Matt's revenues higher? : ’ . : B
c. In which year was the expen;e ratio higher?

d. In which year was the pfafit ratio higher?

2

y
)

b »
s .
" .

.

e 6
L3 ‘ -

[ ] te

1. Define revenges, tosts of goods seld, operating expenses, and net profit,
/" | “ o

0.2,

4

.

List several kinds of revenues in Matt's. business. List three of

- 2/

Fill them in on the profit/loss statement in the text.

! y -

>

"4, Matt changed his business in maﬁy ways after Year 2. ,(Llst something

" Matt d1d in hlS business to reach each of the following goals:

. a.
b
c.

d.

t
aascusgron Questions

“to change his services.

»
. +

to keep operating expenses 1ow; . .

to’ keep tosts of goods sold low; _ -

to increase®revenues; and . ’ . ! !

P

3

A,

1. What othen changes could Matt have made in his regglr services and

+ his '

th1§ apply to an auto repair business? v

'extra'

)

servﬁbes to brlng in more business?

¢

~
-

. A N

//
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.3. At the end of Year 2, Matt set the follow{ng goals for his businese;

v
e earn 20% profit at the end of Year 4; and

L4 « -

o earn $30,000 in of1t plus enough extra to cover inflation at N
. _the end of Ye "5 (and every year after that). C
Matt knew he could earn $20,000 a year as a mechanic in someone .

else's shop., He thought hé should earn-more as a business owner s s

than he could as an*employee. That's why he set his profit goal at *
‘$30,0Q%La”year. Discuss Matt's plans using the following questiong. k.

-

.a. Was it a good idea for Matt to set profit goals for three years’
- _ s - . !
) ahead? Why, or why not? . A

b. Assume that Matt's'profit goal is 207 for Year 4. How much °

should he éfan to take in (in revenues) to earn_a profit of
$30,0007? 9 |
c. Do you think Matt coufd’readh his Xear 4 revenue goal at the end
' of Year 3 instead? Why, or why not?

d. . Suppose Matt got a net profit of $30, 000 1;:}ear 4 and he had to
spendb$7,00U on renovations. How much actual salary would he
take? List two reasons ﬁhy, at this time, Matt would Se’better T
off as a business owner }hah he'd be as a mechanic 'employed f;r

someone else. What are gome possible disadvantages of @is being .-

. a business owner? : ’ — ot
- omert @ .
roup Activity - _—_— ‘ .

.

] M . - ‘ B
Supg::e your group hag ® repair shop like Matt's aﬂ‘ﬁyout proflt/

'loss statement for Year 2 looked like his. What woulg" g‘ln Year 3 ‘%
- to increase profits? ' Likt financial changes you would mh éid services™. ~ I ;
you would change. Remember’ that certain k1nds of bhangeq in your Lo
-bu31ness may requl}e 1ncreased sfpenses. ) . - ,-z \ -
R »' s ¢ . ‘. J/ . ’
Write a short reports on what you plan to do.. Explain why you na :
the‘dec131ons you dld. Afso p2épare a ”rough" prOJected profltlless .
statement £or Year 3 of yqur bu31ness. (A prOJeCQed profltlloss
statemént s what you expecb’you w111 earn and)spend 1‘“YEar 3.)
L o . P
L] "\ . N ’ £ ‘ . ; [ 3




SUMMARY R

. . ’
o - i

As the owner of an auto repair shop, yod will have many
jobs to do. Planning is very imps;iant. You may wart to
spend several months on this. This includes deciding on
the services you'll offer, picking a business name and
"image," and choosing a location. You'll also -have to
prepare a business'descriﬁtion giving details about what
yoﬁrhbusiness,will-be like. You'll Rf?Sént this to the
bank along with information about your own finepcee,‘a

statement of finaneia1>need, and other financial statements. »

Once’youf business has started, your everyday .
act' ities w111 include hiring and managing workers, taking
4@Srk orders from customers, and, schedullng work. You'll
also have to set prices and aﬂvert%ee your services. . You - '..
and your accountant will work Eogethef in keeping daily . e
financial records and-preparing regular business‘reborts.

These will help you plan‘better for ‘the future. As, you aim
at kéeplng your busginess.' up-to—date,' you w1ll_make

changes in all areas of your Business and will drop of add v
» -

new services as needed. . .
. o,
. R @ s
v 1w -

*In ordef to own and operate a successful autthepalr
'shop, you needatralnbng in auto mechapics, work experience,
and the gpecidl bu81ness management skills we have covered

9

n this .module. Y0u may not have had a@course bn auto

mechanics. ThHef you should take one before deciding to qwn .

2

an auto repa1r shop. You can learn busindss management

sk;lyf throggh bus1ness classes, experience, or‘%y using ¢
the adviée and example of an expert. L e -
¢ ' - s
- ~ - NG . i
SR \ 95 . " . - ‘
- ) ‘ l’ ) ' 92 ” .
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You may not make a lot of money by owning a repair

shop. However, you would have the* personal satisfaction of - -* ‘
being responsible for your business and making your own

decisions. Think about how importént: these things are to
i

. * . . 1
you 1n consldering whether you should start your own auto 1
repair shop. y . -~ o i
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Be31des hav1ng a general car repair shop,you can "
spec1a112e in certaln or certain o :
' . 5 - . ¢ N b
List three "extra" services (such as free towing) you
could offer to.attract customers. .
a. . ) '
b. _
N )
c. e N
3 - - L4
- \-‘ - ~ “ ‘
List three personal.qualities you should have to succeed
as an .auto repair shop owner, - -
a. - -~ . - N
Y .
b. . : *
C. * - \

®

.Suppose you were drhv1ng through an area looklng for a ¥

L
locatlon for your business of rebu11d1ng car-@nglnes.
Whlch locatlon would be best for you? . ...
a. A,wealthy area where many people have new cars = ‘ _
b. .An area near a Junlor college w1th a large auto repair
depag/ment T ) . - :
‘A m1dd1e class nelghborhood where many people have
* cars,over five years old - ‘ R
. ¥ .- ‘o ':‘1 . . ’ N >
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_ . ’K‘C-(w;"’ . :
o LY - R » - N
. LA N T ' > , -
: RN T s Y e LT -
) ’ » * A - .-.” .4 ‘ ‘ov b -'
T } ST
3 R - . . P
L o)

-




:"“' A

v

’ -

5. Suppose you own one of two shops in a‘largé city that

specialize in Italian cars.
best for you would be a spot that:
a. is close to customers, has low

renovations.’ .

- .

b. is on the edge of town, has moderate rent, is well

equipped.

rent,. needs lots of

bl

.

v

v

high rent.

.

the money you, have on hand.™

Fe

b. the services you. plan to offerT
c¢. the experience you've had in business.
d. the way you plan to keepfiour.records.

7. The three main Parfs of a gtatement of financial need ave:

7
>

a. _revenues, expenses, and net profit.
b. revenuess expenses,land money on hand.
c. coliateral, interest, a

d.

expenses, money on hand, and total’ bus1nes§ loan

“needed. AR .-

[3
P

The location that would be

is on the main street, is large and attractive, has
; : A

-

and total bus1ness loan needed.

e

. 6. A.business description should contain information about:

Te

v

- 8. List three qualiti’es to look f or *when ﬂéflné}mechanics for

- 4 ° .
your ghop. e
. - " o S—
RS- I ";. ‘ 5 . ) T
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9. Some jobs in your shop yo

«

should do yourself

. .

a. Acting as service manager ‘
b.. Peciding on suppliers of autb parts
c. Fixing automatic . transmissions N
d. Keeping and énalyziﬁg Tinantial records J
ety ‘ ) » :
. ) \ s ‘\-“ / 3
[ . . ! - 98 . —
- L 95
o'- :& .« ! l .
> < N - Y

Which of

the follow1ng could you most- easily give to an* employee7

<=

-
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10. List two kinds of training your employees should receive. L. .
o ° ' * r 4 ' - ‘ .
. a. - ' . - 3 .
P b: ' ’ % s

. , ~
e —_— ' , ;

11, List three Kinds of information that are contained on a

°
work order for an auto gepaf}'shop. - ? _',
a. . '
v ’ > . -t . -
b. S . : .
; o : - o | ¢ :
- c.

g T S

7 r;z. Suppose Matt, can do three tuneupsy ifi the morning and four -

| { in the afternooy if his schedule is full. His shop is’ - 3 T
only opeé five days a week., But he doesn't work_Tbursday
' -afternoénSu What is th‘Pmaximum number of tuneup ) ,
. ~customersrhe can take in q'week? (Assume that Meg is ypsy i
o Yon ather work.) - . " - - RN - e

. . . .
o b.' 25 -, - ) 2
- e <2 b ,
. 'l'n\ . c. 31 X - ‘ { ‘ ' i .
. \ ' 3 - + . -
: . , d. .35 ” . P .
- . . n \ . * s
( L]
T r .
- 13, List four things you must think about,ln settlng "flat . . o
v ‘ - 2N
. rate prlces. f : ? .
- . - * D -y
- N 9 -
a. o ¢ v . "i .9 K
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. 14. List three uses.of a {%ess owner 8 net profit. SO ,
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« £ L - -
K ‘ ) ; .. < : : VA .
Which of the following would probably be the best type of o,
. ) 4 . i “ “ 4
a}lvertl‘sement to use for a small auto repair shop? > .
. Ai .
b. Fliers ‘ ' ) ) s L o .
c. The newspaper , ’
d. Highway billbbards oL, v R
To make your printed ads successful 4t bring'ing' in .
customers, you should: ' ' . . T
a. use your logo everytime. .
1 * ) — N - ! T s
b. change your laydit every time: AR )
c¢. make your ads very short. St o
. s
" d. list every service you offer. g . .
. " » ’ .
L 4 . ’ . — k4
I;ist two ways to keep your customers happy. . .
b. < , / ) L. . ‘.
— . e . .. ., I
Name three costs that are listed on the work order. < Tt . ‘
a,’ ~ ) - < . b .
. ‘ - ~ L. .
b. . - P . . - ' ‘ ) ®
c.
f - ’ 4 , )
List three expenses 'of your business that might appear on . / *
a daily cash’ sheet. , 'y
» L
a. » ’ *
b. AN "'B ! < >
4 . 6 t
.C. v
- ¥

A formula for figuring- the profit ratio is: R

~ ° N K/ .

Profit . . . RN -
—— X 180> . .
Revenues . .
N . !
b.* Revenues X 100 . ' . - .
* ' Profit , ‘ P .
. - )
ot > T - -v\
c¢. Revenues - Expenseg : . R . . °
d. Expenses — Revenues ‘ qo— ‘
- . S QD
. , o e ~
100
¢
) ' B N *
o R » ’
- ( , .
. N ! , ar ! . 4
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®

22,

-

List three things you could do to increase your

7 . 3
. your auto repair business next year.

a. -

¢

List two

. 1n order

kinds of changes you could make in your services

to increase sales.

1
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profit in
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