
ED 228 508

AUTHOR
-TITLE

INSTITUTION

SPONS AGENCY

PUB 'DATE
CONTRACT
NOTE
AVAILABLE FROM

.pUt TYpE

DOCUkENT RESUME.

CE 035 702
)

Ashmore, M. Catherine; Pritz, Sandra G.
Managing'the Business. PACE Revised. Level 2. Unit
11. Research & Development Series No. 240BB11.
Ohio State Univ., Columbus. National Center lor
Research iiv Vocational Education.
Office Of Vocational and.Adult Educatir (ED),
Washington, DC.
83
300-78-0032
21p.; For related documents, see CE 035 672-729.
National'Center PublicationS4 Box F, The Ohio State
University, 1960 Kenny Road, Columbus, OH 43210
(Complete set--$120.00; individual levels--$45.00
each; instructor ' guides--$14.50 each; resource

\guide--$7.95; mod le sets--$35.00 each level;
individual modules ._ $2.50 each).
Guides 7 Classroom Use -,Materials (For Learner)
(051)

-EDRS PRICE MF01/PC01 Plus Postage.
DESCRIPTORS *Administrative Principles; Adult Education;

Behavioral Objectives; Business Administration;
*Business Education; Business Skills; Career Choice;
*Decision Making; Decision Making Skills; Educational

,Resources; *Entrepreneurship; Learning Activitiesr
Learning Modules; Management Games; Managerial
Occupations; *Organizational Development; Planning;
Postsecondary Education; Secondary Education; *Small
Businesses; Units of Study

,IDENTIFIERS *Program for Acquiring Competence Entrepreneurship;
Time Management

ABSTRACT
This unit on managing a small business, the llth in a

series of 18 modules, is on the second level of the revised PACE
(Program for Agquiring Competence,in Entrepreneurship) Comprehensive
curriculum. Geared to advanced secondary and beginning postsecondary
or adult students, the modules provide an opportunity to learn about
and try out entrepreneurship ideas so that students can make a
preliminary assessment of how these ideas relate to personal needs.
The units on this level contain detailed explanations of small
buiiness principles, suggestions on how to find information and use
techniques, and encouragement for creating a future business.
Students completing'this unit should be able to perforin these
competencies: (1) use the decision-making process to make business
decisions, (2) identify steps in the planning process, (3) ideptify
organizational tools for a small business, (4) identify control
procedures that can be used by a business, and (5) identify time
management techniques. The unit is organized into five Sections.
Following a preliminary skection on how to use the unit (with
vocabulary and a review olthe objectives for this topic.on level 1),
the unit's information is presented in question-and-answer format.
Individual and group activities, an assessment to be completed with
the teacher, and sources used to develop the unit follow. A list of
the modules of Revised PACE Level 2 completes the unit. (KC)



711(

co

co

(\1

w Managing The
Bushiess

REVISED

Program for
Acquiring
Competence in
Entrepreneurship

<Jr>

Developed. by M. Catherine Ashmore and Sandra G. Pritz

You will be able to:

UNIT 11

[1] Level 1

eiel2
Level 3

Use the decision-making process to make business decisions

Identify steps in the planning process

Identify organizational tools for a small business

Identify control procedures that can be used by a business

Identify time management techniques
)

U.S. DEPANTNIENT
OF EDUCATION

NATI NAL INSTITUTE OF EDUCATION

EDU TIONAL RESOURCES INFORMATION

CENTER JERIC)

This document has been reproduced as

leceived tram the person or organization

originating it
Minor changes have

been made to improve

reproduFzAZecivaItty

Points al view or opinions stated in this docu

ment do not necessarily
represent ottiole) NIE

position Of policy

THE NATIONAL CENTER .

FOR RESEARCH IN VOCATIONAL EDUCATION
I HE OHIO SIKTE urovEilso Y
19150 KENNY KOKO COLUMMUS 0110 432K)

Research & Development Series No. 240 BB 11



BEFORE YOU BEGIN. . .

1. Consult the Resource Guide for Mstructions if this is your first PACE UNIT.

2. Read the Unit Objectives on the front cover. If you think you caolneet these objectives now,
consult your instructor.

These objectives were.met at Level 1:.

Explain the role of Management in operating a business

List the steps involved in the decision-making process

Define and explain the functions of management

Identify rewards and problerns of the management role

If you feel un'sure about any of these topics, ask your instructor for materials to-review them.

4. Look for these business terms as you read this unit. If you need help with their meanings,
turn to the Glossary in the Resource Guide.

budget policies
controlling procedures
job description schedule
organization chart span of control
organizing standards
planning time management

1
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WHAT IS THIS UNIT ABOUT?

WHAT'S INVOLVED IN MAKING
GOOD BUSINESS DECISIONS?

MANAGING THE,BUSINESS

Good management is the key to success of any businessespecially a
small business. As owner/managers, entrepreneurs must rely on their
own management skills and not those of others.

The purpose of this unit is to give you a detailed description of the
management process. You will examine and practice decision-making
skills that will help you become an effective entrepreneur. You will
examine the planning, organizing, and controlling functions of
management. Suggestions will be presented for more effective
management of your time.

Here's an example:
The little carryout restaurant was changing owners again. First
it had featured tacos and other quick Mexican foods. After a
year, the "Taco" sign came down, and in its place, a "Pizza" sign

-appeared. A year and a half passed, and another change
occurred. Down came the "Pizza" sign and up went a new "Taco"
sign again. The new sign stayed up for many years. Why? The
answer was obvious to anyone who had patronized the restaurant
during the three differept ownerships. Good management made
the difference.

Decision making is the most important skill a good manager can
have. The business will prosper or fail according to the decisions the
manager makes. It is important to feel, comfortable and competent
about making decisions. Consider the following example:
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WHAT ARE THE STEPS,
INVOLVED IN MAKING
BUSINESS DECISIONS?

HOW DO YOU IDENTIFY THE
PROBLEM?.

Connie Crocker wanted to open a day-care center for childiten. She
planned to operate the center from 7:15 a.m. to 6:15 p.m., five days a
week. Her problem was in obtaining a facility. She had recently
discovered that her own home would not meet licensing requirements
for day-care centers.

What can she do? How would you advise Connie to solve her problem?
She came up with only two solutions: (1) abandon her day-care center
idea; or (2) risk her savings and purchase a building, hoping she can
meet payments. Which is the best solution? How would you go about
making the decision?

The decision-making process is built on the following five steps:

1. Identifying the problem

2. Defining alternative solutions

3. GatheringAfacts about the alternatives

4. Evaluating alternatives to pick the best solution

5. Formulating a plan of action

The first step, identifying the problem, is the most important. If the
problem is not correctly identified, the solution will be worthless. For
example, Connie-Crocker identified her problem as money. Then, her
entire decisiori-making effort would be concentrated on finding new
sources of money. Although money is a limited resource in this
situation, it is not the cause of the problem. Connie's real problem is
that she needs a day-care facility five days a week. It must be large
enough for thirty children and meet day-care licensing standards.

4



WHAT ABOUT DEFINING
ALTERNATIVE SOLUTIONS?

HOW DO YOU GATHER FACTS
,ABOUT THE ALTERNATIVES?

4P'

Most successful managers define several alternative solutions for
their problems. The more alternativeS from which managerS have to
choose, the better their chances of finding a workable solution. So far,
Connie had identified only two alternatives, neither of which she
found acceptable: abandoning the day-care center idea or risking her
savings to purchase a building that meets requirements.

Connie could also

rent space and fik the building to meet requirements,

find a business partner who has access to a suitable building,

look for a low rent community building,

sell her home and buy a building that is suitable for both a
day-care center and a familk.home,

build an addition onto her home to accommodate the day care
center,

plan to operate with sixty rather than thirty children so there
will be more income to cover building payments,

find out if federal grant money could be obtained to subsidize
the day care center.

To select the best alternative, managers must gather enough facts
about each alternative to make an informed choice. Important
decisions may require much research before adequate information is
found. Makifig decisions of minor consequence may require only a

jiluanecall or two, or a trip to the library for some statistics.
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WHAT ABOUT FORMULATING
A PLAN OF ACTION?

In Connie's caSe, she spent several weeks gathering the information'
she needed. She talked with realtors, contractors, bankers, and day-
care center inspectors to get an idea of her exact needs and the costs
of the different alternatives. She found out about existing facilities.
and fees. She talked with community leaders about the possible use of
various buildings. Since she wanted to be a sole proprietor of the day-
care center, she ruled out looking for a partner. She visited the
library and looked at the latest census data to find ,the potential
number of children needing day care. Finally she felt she had enough
information to make the decision. She decided to rent the Sunday
school facilities of a nearby church.

Once the best alternative has been chosen, managers must decide who
will implement the plan. If equipment is needed, it must be scheduled
or purchased. If materials and supplies are needed, they must be
ordered and delivered to the plaCe of use.

Connie's plan of action had many items. She needed a contract with
the church for their Sunday school facility. A carpenter had to be
hired to make the necessary facility changes. Inspectioq for licensing
had to beirrranged. Books, toys, games, cots, and other materials had
to be purchased. Children had to be recruited. Connie's completed
plan of action detailed all of these activities. Now she could begirkto
implement her decision. Soon she would be operating her own day-
care center.

WHAT ARE THE DECISION- You have seen how Connie used the decision-making process tO
MAKING SKILLS? achieve her business goal. But what about you? Do you feel

comfortable with this decision-making method? Do you have any of
the following decision-making skills?

Can you analyze cause and effect relationships?

Can you evalilate peoples' performance without being
influenced by their personalities?

''''Can you identify creative alternatives?

Will you take the time to research needed information?

Can you determine the costs of alternatives?

dan you keep peisonal values apart from your analysis of
alternative solutions?

Can you evaluate the effect different solutions will have on
the total operation?

6



WHAT ARE THE
MANAGEMENT FUNCTIONS?

WHAT IS THE PLANNING
FUNCTION?

If you feel tliese questions do not describe you, you may wish to
sharpen your decision-making skills. Try using the five steps in
decision-making to make personal decisions. This method can help
you to improve your managing abilities.

The job of managing varies from business to business. Each
management position is unique because the business of each company
and the personality of each manager is different. However, all
managers of small businesses are in charge of the same kinds of
functions. These functions include planning, organizing, directing,,
controlling, and evaluating. The management techniques used by
each person-may change, but the functions are the same.

Planning is the firstand probably most important stip in managing a
business. Planning is the process of setting objectives and then
determining the.steps that have to be carried out in order to reach
these objectives. Simply stated, planning means to look ahead, to set
goals, and to consider ways of reaching the goals.

Planning must cover production, sales, finance, personnel, and all
phases of business operation. Planning results in the formulation of
business goals, programs to be undertaken, policies that establish
guidelines for the firm's managers, and specific operating methods
and procedures.
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WHAT IS INVOLVED IN THE
PLANNING FUNCTION?

Whether your business is new or old, large or small, goals and
objectives ire important. Goals that are clearly established and
properly communicated to employees have the best chance of being
reached. Also, welhdefined objectives provide a solid basis for
managers to organize, direct,. and control their businesses
successfully.

Established goals must be specific and meaningful. The goal "to
increase sales" is vague; "to increase sales by 10 percent in the next
six months" is specific. Goals for your business must be stated clearly
and in specific terms; they must not be established haphazardly.

Planning takes a large share of every manager's time. Planning
requires setting long- and short-term goals. Some examples of long-.
term plans are

to gross $500,000 in sales this year,

to open a branch retail store,

to hire a full-time salesperson, on a permanent basis,

to aad five more trucks and delivery routes.

Some examples of short-term plans are

to build a, display,

to let 'employees know abbut new operating procedures,

to raise monthly sales 5 percent,

to approve a floor plan for the new branch store.

Managers_also make daily plans. These plans include appointments,
special meetings, things to check on, and calls to make and return. A
good manager arranges this list in order of irmiortance. Then, if an
emergency arises, the manager can quickly jirop the least necessary
item from the list and create time for the emergency. For instance,
Ken Trump, managing editor of a small publishing company, always
made a daily plan. However, he was quick to change the plan if
problems came up. Compare the following "plan" and "actions."

(



Ken's Daily Plan

Review notes for board
meeting

Attend board meeting

Lunch

Call: artist
bindery
compositor
cancel luncheon

Review manuscript,

Consult with editor

Call atithOr

Ken's Actions

Checked final
paste-up

Attended board
meeting

Ate lunch

Asked secretary to:
call artist
cancel luncheon
move editor
appointmen
to tomorrow

Asked productio
coordinator to call
bindery and
Compositor

Reconvened board
meeting

Began to review.
manuscript

Managers often develop systems for improving their daily planning.
As they think of things that need to be done, they record them at once
so they won't be forgotten. Some managers keep a special "to do" list.
Others carry a note pad or jndex cards. Some scribble their.thoughts
down on used envelopes, scraps of paper napkins, or any available
paper.

Daily, short-term, and long-term goals are all related to each other.
One is built upon the other. By accomplishing many tasks, one
achieves short-term goals. By accomplishing many short-term goals,
one eventually reaches the long-term goal. The following example
shows this relationship.
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Long-Term Goal

To Open a branch
retail store

Short-Term Goals

Develop floor plan

sSelect building site

rat

Daily Plan

Ask department heads to record
features wanted

Discus wants/needs

Finalite specifications

Meet with architect

Meet with realtors

Visit possible sites

Discuss loan with_loan officer of
bank

ARE THERE PLANNING Many devices have proven helpful for the planning process. These
include-DEVICES AVAULABLE?

Budgets
Schedules
Standards
Policies
Procedures

4

Budgets. Budgets are most helpful in financial planning. Financial
budgets are estimated plans for the future that help keep expenses in
line with income. They assist managers in setting goals and
determining how to reach those goals. If managers know the financial
resources they have available, they are better able to develop business
plans. Budgets also show the costs of implementing any plan.

Sc edules. Schedules are valuable planning Was beiuse they help
ma

i
e effective use of time. A schedule is a plan for reaching

objectives. Schedules list both the tasks to be completed by a
department or individual and the approximate time required to
complete the task.

Standards. Managers use another planning devicesetting
standards. A standard is a measure by which something is judged.
Standards are set so people know when the quality of work reaches a
desired level.

Policies. Managers often set policies as part of their planning
process. Policies are guidelines used in making decisions about
specific problem situations. A policy is a general rule to be followed

10 1



WHAT IS THE ORGANIZING
FUNCTION?

WHAT IS INVOLVED IN PER-
FORMING THE ORGANIZING

FUNCTION?

OW

by the entire business. A porn helps reduce misunderstandings and 7
encourages consistent solutioWs to similar problems.

Procedures. A procedure is an orderly list of steps to be followed...for
performing certain work. Procedures improve efficiency in doing
routine tasks and are especially helpful to new employees.

C...

As has been said before, planning is a very important function of
management. However, before any plan can be put into action,
consideration must be given to how to carry out the plan. Organizing
is the process of assigning duties and responsibilities and
coordinating efforts among all organizational personnel to ensure
maximum efficiency in reaching the business goals and objectiveso

Organizing is as important as planning. At this stage, the plan
becomes more than an idea. It is translated into people, equipment,
supplies, and other needed resources. You will select the people who
will actually do the work. If equipment is needed to implement the
plan, you will make sure it is availab e. When everything is ready,iik,
the organization phase of managing completed.

As a manager, you will have the complex task of organizing the
entire structure of the business. This process of organizing will
involve three elements: division of work, the facilities, and the
workers.



WHAT FACTORS IMPROVE
ORGANIZATION?

In establishing an organizational structure for your business, the total
work must be divided into units, such as departments. One type of
structuile is to divide activities into buying and selling. For many
small firms, this may be all that is needed. Larger firms may have
more divisions, but needs will vary with the type of business. You
Must remember that organization is as necessary for a small businesi
as for a large one. In afiefficient organization, responsibility is
assigned. Authority, is delegated in order to best achieve goals and
objectives.

The physical aspects of organizing must be considered. This includes
providing proper equipment and materials for performing taAs and
arranging the layout of facilities so that all work flows smoothly.

Organizing requires that work be divided into manageable units with
each worker in mind. You must know what each employee is capable
of doing and not expect more than he or she can deliver).

Two key factors will help you organize your business more effectively.
'These include delegation of authority and maintaining a reasonable
span of control.

As you might imagine, in small coMpanies managers often make
most of the decisions themselves. But as the organization gets'bigger,
managers must delegate authority to avoid inefficiency.

Whenever it is necessary, effective managers delegate authority to
their subordinates. Ineffective managers try to do everything
themselves. The key issue here is how much authority should'be
delegated, and when it sho_9.1 d be delegated.

If the decision is -sm*ll one that doesn't involve much money, you'd
probably want to leg4te it to a subordinate. But if the decision is an
important one, you'l eoftio think aboUt your subordinate's
capabilities first. Can the person handle the job? Does he or she have
the skills to make a good.decision? Should you make this particular
decision yourself? By keeping such factors in mind, you can then .

determine the amount of delegation that provides the greatest amount ,
A

of efficiency for your businos.
, a

Span.of control refers to the number of employees who are directly
supervised by one person. You must establish and maintain a .

reasonable span of control. If you-ittern to supervise toO many
individuals, you will become overwork d a d unable to perform your
own duties effectively.

In general, the span of control can larger at the lower levels than
at the upper levels of an organization. The most effective span of
control varies with a number of factors. Among these are the nature
of the work and the supervisor's knowledge, energy, personality, and
abilities.
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ARE THERE TOOLS AVAIL-
ABLE.TO HELP WITH

ORGANIZING?

a

HOW CAN YOU'ORGANIZE A
BUSINESS?

Job descriptions-and organization charts are two devices to aid you in
performing the organizing funption.
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Job descriptions list the duties of an employee's job. In small
businesses, the owner may simply give employees directions and let
them take it from there. But as the business begins to grow, jobs need
to be better defined, even if they're not always written down. Job
descriptions are an excellent way of dividing the work of the business
into manageable units. These breakdowns can then be used in
developing an organization chart for the business.

An organizational chart is a visual device that shows the structure
of a business and the relationships among workers and divisions of
work. An organizational chart indicates each employee's area of
responsibility and the person to whom each employee reports. These
charts also provide for a clear understanding of the division of work.
By understanding an organizational chart, employees have some idea
of where and how they fit into the company.

Tr two principal types of internal organization structure that
b sinesses use are line Or line and staff organizations.

A line organization means that all authority.and Tesponsibility may
be traced in a direct line from the owner down to the person in the
lowest position in the company. Under this form of organization, each
employee is responsible to only one superior. This supervisor is, in
turn, responsible to someone else.
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WHAT IS THE STAFFING AND
DIRECTING FUNCTION?

WHAT IS THE CONTROLLING
AND EVALUATING FUNCTION?

WHAT DOES THE CONTROL
FUNCTION INVOLVE?

A line and staff orgalnization is used by businesses that handle either
large amounts of work, or work of a complex nature. The result is
that line personnellnay not be skilled in all the specialties of those
they supervise. To solve this problem, staff specialists (advisors) are
added to give advice and assistance. However, the role of staff
personnel is only to give assistance. They do not have authority over
line personnel. On an organizational chart, staff personnel may be
indicated by broken or dotted lines.

Staffing and Directing. Once you have established a plan for your
business by setting goals and objectives, and have organized the
entire structure of the business, you must hire personnel and direct.
their performance. Directing involves getting the job done. This will
be accomplished by communicating with employees and motivating
them to want to do their jobs. This management function is discussed
in more detail in the Managing Human Resources unit of PACE.

Controlling and Evaluating. The Controlling and evaluating
function involves judging your success in meeting business goals and
objectives, and then taking corrective action when goals are not being
achieved. The purpose of control procedures is to discover why goals
ar not being reached and to decide'on corrective steps.

The control process involves three basic activities-

1., Establishing standards (the planning process)

2. Comparing performance against these standards

3. Taking corrective action if needed

Every type of business needs to employ control measures. Types of
controls available to you include

Quality controls
Quantity controls
Time controls
Cost controls

Quality Controls. Quality standards may be established as part of
the planning process. Perfection, or no defects, may be the only
acceptable standard for much of the work in business. Most
customers expect no less. To ensure such quality work, a
manufacturer may establish a sampling test of its products on a
periodic basis.

Quantity Controls. Production managers may specify a quantity of a
product to be produced during a given period. Sales managers may
establish quotas for their salespersons. Such standards are set in the
planning process. These controls can be used to evaluate workers by
identifying both incompetent and competent employees.

Time, Controls. Several time control devices are available to
managers. One of these devices is planning scheduleswhere



CAN TIME MANAGEMENT
TECHNIQUES HELP

MANAGERS?

-e

\r?
comparisons of actual activities to planned events on a schedule are
made. From these comparisons, you'll be able to determine whether
or not activities were accomplished, as planned, Within a certain
period of time. Knowing the difference between planned and actual
production goals will also help you plan future production goals.

'Cost Controls. Cost controls often receive more attention than the
other types of confrol. The most widely used cost controlling device is

.the budget. Like schedules and standards, budgets are also planning
devices. Comparisona are made between planned and actual costs to
determine'ifThe planning process has been successful.

As a Manager, you should remember that the most important part of
any control system is timely feedbac hatever system is used, it
must,identify problems before it's too la e! If your business is having
a cash flow problem, for example, you n d to have sufficient time to -
borrow money. A good control system ca provide this inforination.

A:crucial problem facing all managers is how to manage their time
effectively. Time Management is self-Management. Time
management means the efficient use of your resources to achieve
management goals within reasonable time limits.

Managing time is like managing anything else; it involves planning,
organizing, directing, and controlling. Time management is an
ongoing process that can be divided into the following steps:

1. Find out how you use your time now. Keep logs or use othei
meana to constkuct accurate records.

2. Malyze Our timelog to identify your problems. Is there arur
one activity that is taking up large amounts of time, but is ,

not of real value to your business?

3. 'Set goals that are important to you.'Assign each a priority
rating to establish its relative importance.

4. Develop a plan to achieve your most important goals. Define
these tasks within a time frame.

5. Implement your plan. Schedule the key, tasks into your daily
calendar. Use a "to do" list or similar aid.

6. Develop techniques for overcomifig specific problems such as
interruptions, crises, procrastination, or inefficient meetings.
Use delegation of authority.

7. Conduct a follow-up study to detect problems and help you-
modify the plan.

Successful time management, like the other management functions,
pays off by helping your business run more efficiently. ,

15
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ACTIVITIES Do you feel knowledgeable about the topics in this unit? Will you be
able to put Some of-the:skills into practice? The following activities
will,help you experience some of the reanife situations of
entrepreneurs.

INDIVIDUAL ACTIVITY Interview a stnall business owner/manager.Ask the manager to
explain a problem that his or her business encountered and the
process used to solve that problem. Outline the deciSion-making
procesS presented in this unit. Then compare and contrast the
decision-making process used by the owner/manager to the one
presented in this unit.

INDIVIDUAL ACTIVITY Interview at least three business owners in your community on the
functions of management. Ask each to explain the,management role
he or she assumes in the firm. What i8 the organizational structure
for the company? Who reports to whom? How have responsibilitieS
been delegated?

INDIVIDUAL ACTIVITY Identify a long-term goal that a business in your area of interest may-
set for itself. 'Establish short-term objectives that will alloW the
business to achieve this goal. Also, identify daily activities of the
business that will help it accomplish this long-term goal.

INDIVIDUAL ACTIVITY Keep a-log of your daily activities f'or'a one-week period. Analyze
your activities. Is any one activity taking up large amounts of time
without correspOnding value? Were you faced with too many
interruptions or did you have to complete unnecessary tasks? If so,
how could you avoid these problems in the future?

Set management goals and objectives for the week after this log was
kept. Assign each goal a ranking (most important to least important).
Develop a schedule for the week iworder to accomplish these goals
and objectives.,Schedulethese on a weekly calendar.,Be prepared to
make changes as unexpected circumstances occur.

At the end of the week, evaluate your schedule. Did you accomplish
the goals and objectives you had set for yourself? If not, what
improvements or changes can You make in the future?

GROUP ACTIVITY The following activity is designed to be completed indiViduaHy, then
in a group'of three to four students.

A small publishing company finds overall sales dropping drastically.
A survey shows that its traditional textbook sales are holding steady.
Texts in special interest areas are doing poorly. Sales of audiovisual
aids such as filmstrips are marginal. If,sales are not increased
quickly, cuts in budget and editorial and sales staffs must be made.

1. Individually, design a Set of eight or more alternatives
available for the business to operate profitably.

2. In a group of three to four students, compare your lists.

16
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CASE STUDY

3; How do they diffeij? Did anyone arriveat unique and creative
responses that others didn't identify? Are there others no one
has mentioned? -

4. Decide upon the three most appropriate alternatives.

"I'm in a very competitive business," Jill Anderson told her
accountant Sally White. "That's why I haven't been able to make
much money over the last three years. However, I think that things
are going to get better this year and I'm certain thatprOfits will
rise."

This argument did not persuade Sally. She has been Jill's accduntant
fortwo years. Every time they haye sat down to go over the end-of-
the-year books, they have found things not as rosy as'they believed
they would be at first of the yearAlthough several important reasons
could be cited for Jill's poor performance, Sally is convinced that the
major cause is a failure to plan. Sally's argument with her client is as
follows:

"You have no objectives, Jill. That's Why you don't do very well in this
-business. You operate, on a day-to-day basis. For example, I have
continually urged you to set a profit objective and then work
backwards in determining how much you have to sell and With what
type of markup. That's the logical way of doing things. However, you
prefer to just go along on a day-to-day basis without any real plan of
action. I don't understand why you stay in business."

Jill was not upset with her friend's suggestions. However, she did not,
agree with them either. Her counter argtiment was as follows:

"If I did what you want me to do, I'd be spendinK all my time
planning, reviewing the plan, and determining what was going
wrong and why. How would I have any time for actually running this
busiifess? You really don't understand this operation. If I want to sell
anything, I have to be out on the floor talking to customers, showing
them the merchandise, and trying to close the sale. I don't have time
for planning. When I get to be a big business, of course, I know I'll
have to do some planning. But by then I'll have the assistance I need
and I'll be able to devote time to it. For the moment, however,
planning is going to have to wait."

1. Is Jill more interested in the "doing" or "thinking" side of the
management job?,

2. Whose argument do you most agree with: Jill's or Sally's?
Explain.

3. If you were asked to give advice to Jill, what would you say?
Be specific.
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ASSESSMENT Directions: Read the following assessment questions to check your
own knowledge of the information in this'unit. When you feel
prepared, ask your instructor to assess your competency.

1. Identify the five steps in the decision-making process.

2. Apply the decision-making process to the following situation:

Two types of desks, standard and executive, can be produced
by the Okey Company. The profit yield on the:standard desk
is $20.00 in contrast to that of $50.00 on the executive desk.
The company can produce a maximum of 600 desks a month.

- Problem: Which desks should be produced?

3. Distinguish between short-term and long-term planning.

4. Identify devices that are available to the manager during the
planning Process.

5. Name the three elements of a business that must be
organized to promote its smooth operation. .

6. Identify three basic activities involved in the control process.

7. Explain why time management is so important in managing
a business.
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SOURCES USED TO DEVELOP Broom, H.N., and Longenecker, J.G. Small Business Management. 5th
ed. Cincinnati, OH: South-Western Publishing Co., 1979.THIS UNIT

Ely, V.K., and Barnes, M.T. Starting Your Own Marketing Business.
New York: McGraw-Hill Book Co., 1978.

Everard, K.E., and Shilt, B.A. Business Principles and Management,
Cincinnati, OH: South-Western Publishing Co., 1979.

Ferner, J.D. Successful Time Management. New York: John Wiley &
Sons, 1980.

Hodgetts, R.M. Effective Small Business Management. New York:
Academic Press, 1982.

For further information, consult the lists of additional sources in the
Resource Guide.
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PACE
Unit 1. Understanding the Nature of Small Business

Unit 2. Determining Your Potential as an Entrepreneur

Unit 3. Developing the Business Plan

Unit 4. Obtaining Technical Assistance

Unit 5. Choosing the Type of Ownership

Unit 6. Planning the Marketing Strategy

Unit 7. Locating the Busihess

Unit 8. Financing the Business

Unit 9. Dealing with Legal Issues

Unit 10. Complying with Government Regulations

Unit 11. Managing the Business

Un-it 12. .Managing Human Resources

Unit 13. Promoting the Business

Unit 14. Managing Sales Efforts

Unit 15. Keeping the Business Records

Level 2

Unit 16. Managing the Finances

Unit 17. Managing CusVmer Credit and Collections

Unit 18. Protecting the ENsiness

Resource Guide

Instructorti" Guide

Units on the above entrepreneurship topics are available at the following th.ree levels:

Level 1 helps you understadd the creation and operation of a business
Level 2 prepares you to plan for a business in your future
Level 3 guides you in starting and managing your own business
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