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.. 'FOREWORD o

" Traditionally vocational education has been geared primarily to preparing students for em ployment—
to preparing employees. Yet there is another career path available; students can leam how to set up
and manage their own businesses. They can become entrepreneurs. Those adults who have already ~

- become entrepreneurs can learn the skills necessary to make their businesses thrive.
Vocational education, by its very nature, is well suited to developing entrepreneurs. It is important
that entrepreneurship education pe developed and incorporated as a distinct but integral part of all
vocational education program areas. A Program for Acquiring Er}trepreneurship ( PACE) répresents
a way to initiate furthex action.in this direction. ' '

This comprehensive entrepreneurship curriculum was originally developed bﬁle National Center
for Research in Vocational Education in 1977. PACE has been available for several years in its
original form. Testing and feedback from the field, as well as need for updating, were the reasons
for this revised edition of PACE. The revision of thls _program is testimony to the dynamic nature
of the body of knowledge about entrepreneurship. .
The strength behind this entrepreneurship program is the interest am{ involvement of the following
educators and entrepreneurs the revisio) authors : . ,

Aut'hor

Dr. James Burrow - .
University of Northern Iowa’ {

Mr. Gary Bumgarner
Mountain Empire Community College

Mr. Richard Clodfelter * ) °
Virginia Polytechnic Institute
S
Dr. Rod Davis
Ball State University

Dr. Vivien K. Ely
Virginia Commonwealth University

Ms. Lee Hakel

Organizational Research and D&relopment*

Dr. Donald Kohns ’
University o’f’ North Dakota

» —-

-

PACE Unit

Planning the Marketing Strategy
Promoting the Business

Complying with Government Regulations

Locating the Business
N

Managing the Business .
Protecting the Business .

Financing the Business
Managing Human Resdurces

Developing the Business Plan
Obtaining Technical Assistance

Managing Human Resources

- f «

Managing Customer Credit and Collections
Managing the Finances

Gi.' L -
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- - Author PACE Unit
Dr. Carolyn G. Litchfield ‘ Deal with Legal Issues’ . S ' .
- Memphis State University Keep g the Business ,Records .
» Ms. Patty Russell - . Determining Your Potential as an Entrep{e‘neur .
Patty Russell Markéting Media Company_ Understanding the Nature of Small Business
., < o
Mr. Dan R. Spillman o Choosing the Type of Ownership ¢

The Oth State University Managmg Sales Efforts . :

/
- Special recogmflon is extended to M “Cathetine Ashmore, Research Speclahst ‘arfd Sandra G. Pntz
- Program Associate, who directed this effort. Appreclatlon is also expressed to Linda A. Pfister,
*Associate Director, and to the many N ational Center staff members and consultants who., assisted
on the project. (

' ' ) ‘ ) .o ;
We appreciate the extensive efforts of all involved in revising PACE to reflect the most comprehen-
sive approach available for entrepreneulshlp education. The possibilities for use of this curriculum
at three different levels of experience add further challenge for leadership among "vocational educa
tors at the secondary, postsecondary, and adult levels.

o
N
1

Robert E. Taylor ‘

Executive Director { .,

The National Center for Research in -
Vocational Education

\
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'~ INTRODUCTION TO PACE (Revised) *

A Program for Acquiring Competence in Entrepreneurship (PACE) is'a modularized competency-

. based program of instruction. PACE evolved out of the néed for new materials to assist in the *
development of entrepreneurs and the need for a flexible and adaptab program geared to a variety
of student requirements, edicafional settings, and stages of individual career development. Several .
premises influenced the development of PACE: .

1. Entrep‘reneui‘éhip- education is basically lacking in our schtlaols. The entrepreneurship education
that does occur is infused into existing courses and programs in the vocational disciplines.

2. Gelferally, educators prepare individuals to be employees, not employers. There is a need for a
program to help éducate students to be employers. |

3. Career education has don little to acquaint individuals with entrepreneurship as a career  *
option.
¢

9. The content of an instructional program must be based on reséarch findings.

5. Certain learnings are generic and basic to entrepreneurship regardless of the type of‘business.
. There are also some specialized tasks required by each type of businqss. :

6. Training to be an entrepreneur includes preparation in three major areas: (1) awareness of
. what it takes to become an entrepreneur, (2) knowledge of what is needed to establish a busi- *
ness, and (3) application of entrepreneurship principles to organizing and managing a business.

7. Established and available instructional materials from governmental and reputable commercial
publishers provide the major resource for day-to-day classroom instruction.

8. Aninstructional program is useful only if it is flexible enough to be used in a variety of learn- ‘
ing settings.. < g B ' :

*9, Instructional materials must be adaptable to a variety of teaching/leatning style§.
10. A viable instructional prograim'ncludes materials adequate for instructor/tudent planning,
and also resources for student learning. v ‘
- S
11. .Learning is best accomplished when it is a process of progression from the simple to the com-
Plex and when it meets present student needs.

i




P Each level of PACE has a set of instructional units. The units deal with a competency or a set of
competencies. Each unit is learner centered with opportunities for instructor enrichment and
facilitation. All units are self-contained and are independent of each other. They are, however,
sequenced in a logical progression of topics for a person consldermg entrepreneurshlp All units
follow the same format and include the following: )

>
«

o Objectives
o Preparation . .

o Overview

Content « ’ N

Activities = | . , . LN ‘
* o Assessment -
¢ Notes and sources .o

PACE is dvailable at three levels of learning. Each level prqogresses from simple to complex concepts.
‘ The three levels of learning pattern is based on the belief that student achievement is greater when
. learning is sequenced from basic, fundamental corcepts to more advanced, complex skills in an
organized fashion and when it meets the present needs of the students."The three levels of PACE )
— aredescribed in the following chart.

o

A}

Three Levels of PACE

Level 1 An introduction or orientation to entrepreneurship topics; allows students to ) "
become familiar with the concepts involved and to develop an awareness of .

entrepreneurshlp as'a career option. .

-

Target audience: secondary level

3 .
Possible settings: vocational programs , \
career education courses . . "

Length of units: approximatély one hour of class time . o

Reading level: Tth grade . - , . ‘ | \

Activities: short-term application activities -




Level 2 An opportunity to learn’ about and-try out entrepreneurshlp ideas enough to
- - ' make a (f)rehmmary assessment of how they relate to personal ngeds. Knowlgdge‘
oriented; detailed explanation of the principles. Planning oriented; how to find "™ * N
information and use techniques. Venture oriented; encouragement for dreaming

about or for creating a possible future business. ) 1,
- Y

.

Target audience: advanced secondary level
beginning postsecondary level )
adults without previous knowledge about the area

Possible settings: vocational programs . ) ' . ls_;
adult education classes 1 ‘ § s
all occupationally oriented courses . .

~
’

Length of units: approximately two hours of class time .
Reading level: 9th grade ’ )
Activities: applications using existing businesses as sources of infofmatic_m

. vt o . e
« Level 3 Emphasis on polici% and strategies Tor managing your own selected business; skill
' building; planning in detail and preparing for implementation. Assumes prewous
. knowledge and experience. SN S ol

Target audience: postsecondary level < . < A
advanced secondary leve] ‘ ‘ v . . )
adults wanting training or retraining for appllcatlon '

.

" Possible settings: all occupationally oriented courses
continuing education .

v Length of units: approximately three hours of class time

. Reading level: 10th grade

~

Activities: actual application of a business plan o . /
“ ’ \ ) ‘, .
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HOW TO USE PACE

Although PACE is designed in individualized competency-based units, the depth of your students’
_experience with the program will depend to a large extent on the facilitation and enrichment yo

can provide. The materials ;?:ovide for flexibjlity in implementation—only you can decide how to
.use them to best meet the needs of your studeqts, individually and as a group. * .

)

Since PACE is available at three-levels (described previously), you may have chosen one or more
levels for your classroom. If you have individuals in your class who are not ready for the level(s)
you have or who could go further, you will want to provide supplementary agsistance. Addjtional
resources listed in the Instructor Gujde and in the Resource Guide may be héTpful.

It would be a good idea at the outset to go over the Resource Gdide’§ directions on HOW "ro USE
PACE with your students. Here are sbme supplementary notes for you, based on the materials pro-
vided in this Instructor Guide: ' ‘

e Use the objectives as a pretest. If a student feels able o meet the objgctives before using the
unit, ask him or her to read the assessment questions and do a self-assessment. Afterward, if
the student feels prepared, go ahead with the assessment.

3

e Duplicate the glossary from the Resource Guide to use as a handout, if you wish.

e Use the teaching outlines provided in this Instructor Guide for assistance in focusing your
teaching delivery. The left side of each outline page lists the objectives with the corresponding
hwdiﬁgé (margin questions) from the unit. Teaching suggestions for these topics are listed on
the right side wherever the authors had a suggestion to include. Space is also available for you
to add-your own ideas. to intrease student involvement in as many ways as possible to
foster an interactive learning process. . g

L]

e Use the transparency masters to help le‘%d class'discussions as desired. -

e When your students are ready to do the activities, assist them in selecting those that you feel
would be the most beneficial to their growth in entrepreneurship. Help your students find out
if their responses to objective types of activities are correct. Model activity responses for these

. have been provided wherever possible to assist you. . . .

»*
'3

e Assess your students on the unit content when they indicate that they are ready.‘Y ou may
choose written or verbal assessments according to the situation. Model responses to the assess-
ment questions are provided for each unit. While these are suggested responses, others may he
equally valid. Give your students guidance on whether they should go on to another unit.

11
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S . GOING INTO BUSINESS ' - Lo

A comprehenswe project is provided to integrate all the topical units, and you maymsh to involve *
students in the all-units project as they move along through the units. This enhances the'continuity
of the program. Another.alternative is to let this groject be the culminating experience.at the end
of the program, which tends to reinforce retention of al@g topical areas and to encourage multi-
topic application of the skills learned. b

g
The last portion of the Instructors Guide provides a list of selected curriculum resources which
are available to use as a supplement to PACE (Revised).

0

‘Your 1mplementatlon of PACE in your classroom is an important step in increasing the available .
optlons for your students as they plan their futures. If they choose to pursue entrepreneurship,
they will do so with a heightened awareness of what it entails, increased knowledge and skills to

guide their efforts, and a solid basig for managing their businesses. P

L]
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- OBJECTIVES OF PACE. (Revised)

4 . . v y ¢ /7
‘ Unit 1 - Understanding the Natureof Small Business ‘

' 1. Definea ‘“‘small bqsfness.” v
2,' Ident?fy the different types of small businesses. .
o 3. Describe how small busjnesses contribute to the Aineri’can way of life.
4. Describe ‘wha‘t role small businesses play in the American economic system.

? .
5. Identify the major factors contributing to thé sucegss of a small business.

Unit 2- Determining Your Potential as an Entrepreneur ; :

1. i)eﬁne eﬁtrepréneurship. A . .
2. Recognize the personal qualities and skills needed to .be asuccessful entrepreneur. .
3. Comp‘are the advantages of owning a business with th;a advantages of working for someone else.

» t= [ -

4. Assess your own ability to be a successful gﬁtreprénéur.

" Unit 3 - Developing™he Business Plan
1.‘ Identify the reasons for planning for entrepreneurship.

2.” Identify the components of a business plan.

3. 'Complete a business plan wor}%sheet. ' ' ™ 4 Y
Y S/ .
. Unit 4 - Obtaining Technical Assistance

1. Discuss how technical assistance can help the entrepreneur. l

. Y
2. Identify the types of technical assistance needed by the entrepreneur. - .

. 3. Know where to find technical assistance.

. ”




Unit 5 - Choosihg the ’.Ifype of Ownership -
1.
2.
}3.

\
Describe sole proprietorships, partnershiys, corporations, cooperatives, and franchises.

Identify examples from your own community of each.of the types of business ownership.

Describe the advantages and-disadvantages of propnetorshlps, partnershlps, corporations,

franchises, and cooperatives. 'Y .

Umt ‘6 - Planning the Market Strategy

1.
2.

stcuss the economic concepts that influence marketing declslons
Identlfy important marketing activities. '

Explain how marketing aids busmess people and consumers.
Define the terms *target market’’ and *‘marketing mix.’ |

Summarize the steps to be completed in developing a marketing plan.

Unit 7 - Locating the Business

* 1.
2.

Unit 8 - Financing the Business

Explain the importance of selecting the right business site.

%

identify factors to be considered when selecting a business site.

Determine advantages and disadvantages of different types of business locations (1solated
central business district, nelghborhood shopping center, etc ).

Describe terms of occupancy contracts for a business.

Explain the importance of financing in the success of a new business.
List the different types of costs that must be consideuﬂﬁm starting a new business.
k]

Explain the two major n/lethoés of financing a new business.

Identify the various sources for obtaining financing for a new business.

List the financial statements that should be included in a business plan.

S v




Unit 9 - Dealing With Legal Issues , o ,
1 Desc/ribe why a basic understanding of legal Ssues is imporMe small business owner/
manager. ) :

2. Define the term “contract.” “a

-

3. Identify the conditions that call for a written contract.

{

4, Name and describe the five essential components of a contract.

. .o

Unit 10 - Complying With Government-Regulations R
1. ‘Summarize the importance of government rules and regulations to the individual entrepreneur.
2. Classify legislation according-to-whom it is designed to protect. . -

3. zh‘zplain at least three types-of federal, state, and local taxes affecting small business.

_Unit 11 - Managing the Business . . . -
1. Explain the role’of management in operating a business.
List the stéps involved in the decision-mafﬁng process.

Define and explain the functions of management.

Ll

Identify rewards and proplems of the management role. .
 § . -
Unit 12 - Managing Human Resources .
: 8 D

1. Define human resource management. o i

2. Explain the importance of human resource management as it relates to the success of a
business. .

3. Identify the various responsibiities that make up human r;asourcg management.

4, Describe the obligations employers have to employees.

Unit 13 - Promoting the Business
1. Define the concepf of promotion.
.2. Compare the major methods of promotion used by. small busin&ss\%». /

3. Descripe the relationship.i)etween promotion and other business Jecisions.

[}
e N

i
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. 4, Llst the decisions that must be made when completmg a promotlonal plan.

5. Justxfy the unportance of a public relations program for a small busmess i
e . 4
. 7 A \
Unit 14 - Managing Sales'Efforts

Discuss the rol€-of selling in different types of small business. B

o=

Define selling as stated by the American Marketing Association.
3. Describe what s'alespeople need to know about their customers to be successful at selling.

PR N
;‘ 4. Describe what salespeople need‘td know about themselves to be successful at selling.

‘e
- Al '

Unit 15 - Kee;iiné the Business Records
1. Identify the reasons for keeping business rec_or.ds. ";{ )
2. Identify the elements of a séund reéordkeepiné system

3. Describe the difference between a smgle-entry recordkeepmg system and the double-entry
system.

4. Describe the uses of the checkbook in recordkeeping.
/I
' 5. Identify suitable'recording forms for accounts receivable.
6

.. Reconcile a bank statement. .

A
.

-

7. Develop a simple recordkeeping system for payroll records.

. ' ¥ ,
Unit 16 - Managing the Finances

1. Explain the importance of financial management.

- 2. Describe the components of a balance sheet.

—

had

Differentiate between current and fixed assets—current and fixed liabilities:
Describe the components of a profit and loss statement.

Identify methods for calculating selected financial ratios.

e o e

. Identify sources of financial ratio data. o

& 1. Identify the activities associated with electronic data processing and financial analysi‘s.'

10

CNe

AL




' Unit 17 - Managing Customer Credit and Collection

1.} Identifi’ reasons for offering credit. : l .
2. C«on%ider basic policies to use; for credit and collections'., .
3. Determine your own rules for.deciding about people who abply for ciredit (3 “C’s” of Credit).
’ 4. I§entify features of credit card pl‘ér'ls.‘ . k i \
. 5. Identify baéic tybes of direct credit plans. . v
6. . I

_Ijetermine'h ow you can use a cost/benefit analysis for direct credit and credit card plans.
e v - ) -

Unit 18- Protecting the Business’ ' .

24
1. List the most common types of business crime,, l v
2. List other types of risk faced by entrepreneurs. o .
3. Explain th‘e need for protection agai}lst such risks. * : !
- .

Discuss what entrepreneurs can do to protect themselves against risks and the losses they may
cause. - .

14
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T . " GOING-INTO-BUSINESS ) . |
- PROJECT - ‘ .

R .
N4
A N

) Note to Instructor:

' This section contains a project dwgned to encourage the student to apply the competencies
gained. at this level. It could be used by mdmdual students or groups as a final entrepreneur-
ship evaluation.

13 \ , : . \
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' PACE PROJECT
Level 1

¢

"Have you ever had an experience with a project that helped you make money in a new way? Many
of us have tried to run a lemonade stand, sell caridy to make money for our school, or worked on
— some other project that involved selling a product. Did you realize you were an entrepreneur? You
use the same types of skills in any money-making project as gntrepreneurs . . . and you must answer
many different questions before that project can be guccessful. :

First think about all the kin(is of entrepreneurshipfyou could be part of before you afe an adult.
These activities are good ways to Jearn what wor: and how to do it béfore you are an adult whose
paycheck deperids on knowing these things. Which have you already done?

At home or in-your neighborhood you might hate—

set up a stand to sell food or drinks,

affered your Services as a babysitter, %

run e;'rands for elderly neighbors, : -
cut grass, ‘

shoveled walks, ‘ . <

organized a neighborhood party, . .

made doll clothes to sell.

® ® & & & & O

At school you might have—

organized a school dance,
sold candy,
sold baked goods,
worked on a #ewspaper, . .
run a school supply store,
sold the services of your vocational program.

1

,,
EEEXXN!

Congratulations—you have already been an entrepreneur. Could you have been more successful?

Let’s think about one of these types of activities in the same way that a successful entrepreneur
would. Answer these questions about an activity you have done already, one you are.doing now, or
one you would like to do this year.

After truthfully trying to answer these questions, you may be able to see why you have been a suc-
cessora fallure in orgamzmg a new business activity in the past. Keep these questions handy for
the next *“great idea” or opportunity that comes your way. You may be‘the next Henry Ford of
our century ‘ ’ )

5 o 15




1. Understanding the Nature of Small
Business

What is the entrepreneurship activity
you have chosen? \

,  Why is this activity important?

L4

’

‘Why will this activity bk successful?

2. Determining Your Potential as an
Entrepreneur

What problems might you have in
making this activity successful?

What are your personal reasons for
wanting to start this activity?”

What are your pers‘onal“skil_ls« that
will make you successful in per-

forming this Qctivity?
o y
420

3. Developing the Business Plan

List the things you plan to accompllsh
" with this project.

o




Obtaining Technical Assistance

What kind of outside help do you
need to get this project going suc-
dessfully, and who can provide it .
for you?

Who is going to help you perform
this activity and what will their
roles be?

5. Choosing the Type of Ownership
Who will get the profits from your
activity? ’

, .

When will the profits be shared?

.

6. Planning the Marketing Strategy

Who will be your competition?

-

. Who will buy your products or
services? ‘

Why will they buy?

What price will they pay?

v

How will you tell them about your
products or services?




7. Locating the Business

: 4
Where will you operate this
activity?

Do you have enough space?

' ¢t

-

Can your customers find you?

8. Financing the Business
Hoi_v miuch ‘money do you need to
start this activity?
. =

-

i\?"a o ‘ (
Where will you get this money?

T

\ ’ . , ' o
+  How will you use the money you
earn? . °

N

N [ 8
9. Dealing with Legal Issues

Are there any laws you must follow?

i

Will you write any contracts?




vy : .
10. bomplying with Government
Regulations

Will you have to pay taxes?

rd

Arethere any government agencies

or permits you must know about?

>

11, Managing the ‘Business

-
‘

How will you solve problems?

'
-

What is your organizational plan
for everyone who is working on
this activity?

-\
s

- o '
.

12, Managing Human Resources

[

How many people will wo.rk for you?

t\ ) )

i

How will you train your employées?




3. Promoting the Business

What will you tell customers
your products or services?

.

4

How will you be sure that yéur
potential customers know about
this activity? '

-
;
w )

.

/

-~

) - \\
How much will it cost to tell your *,
" customers these things?

*

14. Managing Sales Efforts
about

earn each week?

v

X\

\

\

How will y6u find new customem?
\

.

N \
o \ baid
N
\
N

How much money' do you plan to

How wi;l you use personal selling\?{j How will you record the expenses of
make this activity successful? your business?

15. Keeping the Business Records

How will you record the saies you
make?

-

How will you keep track of the
products you have not yet sold?




16. Managing the Finances

.

How will you handle your r;loney?

How will you pay those who are
helping you?’

.

How can you be sure you are
charging enough to make a profit?

v ‘ \

Y

AY

How will you know this activity
has been successful?

-

17. Managing Customer Credit and
. Collections '

If you allow anyon; to use credit,
how will you handle this?

1

Why should you allow a customer to
use credit?

¢

“118. Protecting the Business

How will you be sure that you do not
lose products or money?



TEACHING OUTLINES . 7

Note to Instructor: N
This section outlines the module content. It contains tie module objectives, basic content
_ detail, and teaching suggestions. Each outline can be used as a brief overview to introduce
the individualized modules, or as a basis for further development of an entire lesson.

l 0.




5

ry

>

Objectives

4

What is this unit about?
1. DEFINE A “SMALL BUSINESS.

. What is small business?

RS

What part did small business play in
‘'our history?-

1

What is the pl'ace of small business
- intoday’s society? -

2. IDENTIFY THE DIFFERENT
TYPES OF SMALL BUSINESSES.

How does the SBA define small
business?

3. DESCRIBE HOW BUSINESSES .
'‘CONTRIBUTE TO THE AMERICAN
. WAY OF LIFE.

How does small business contribute

to the American way of life?

. Ask students what they’ve heard about the bad side
-of small business. Ask for a “good news” story of
‘contribution and accomplishment. In entrepreneur-

. starting on page 323. (See source reference.)

Unit 1
Level 1

UNDERSTANDING THE NATURE OF SMALL BUSINESS

Teaching Suggestions L.

L]

The student is bemg introduced casually to the pure
definition that rests in the economic structute. Dis-
cuss the different kinds of businesses, showing that
they are individual enterprises. An éxcellent sdurce
by Malcolm P. McNair is The Case Method at the
Harvard Business School. New York: McGraw-Hill'
Book Company, Inc., 1954. . ‘

Ask if any student has a relative who is an entrepre-
neur. Have the student tell what contributions that
individual has mede taneighborhood, city, society . . .
share local “suidess stories.”

ship, the entrepreneur is faced many times with
ethical trade-offs. Not all entrepreneurs will always.
make the good, long-term trade-off decision. Jeffery
Timmons’ book, New Venture Creation, has an excel-
lent chapter on personal ethics and the entrepreneur

Use 'the chalkboard or an 3?4\1 to picture the

flow of goods from manufacturing through the levels
of wholesaling and refailing required to bringsgoods

to the marketplace. Show that while the “middlemen”
are often invisible, they are a mgjor part of the Ameri-
can economic system.

»

Have students list ways small businesses affect every-
thing we do~from satisfying our basic needs for food,
sh ter, and clothmg to satisfying our higher needs

as education and entertainment. .

,

25 , . . 4
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Unit 1 -
Level 1
1] /
. Objeciives . Teaching Suggestions
4. DESCRIBE WHAT ROLE SMALL
BUSINESSES PLAY IN THE
AMERICAN ECONOMIC SYSTEM.
- How does small business contribute Help the student understand that the health of small
to the economy? business is not only essential to maintaining a healthy
' economy, but is also the source of continued growth
. in the total amount of wealth available. : ?
How important is the profit motive- cuss profit openly; show that profit in and of itself
in the economic system? 4 is healthy and justified.-Point out that profit is wrong
) only when it is illegally or unethically gained.
How does the theory of supply and - Help the student understand that the needs or wants
demand affect profit? - of the marketplace (demand) dictate what goods and
services, what quantities and quality, and what prices
t . will be available from the suppliers. Ask for examples
, ' of suppliers who missed the cue on the level of -

demand for a product (e.g., Ford’s Edsel).

, 5. IDENTIFY THE MAJOR FACTORS

CONTRIBUTING TO-THE SUCCESS
OF A SMALL BUSINESS.
What@be the major factors contribut- Invite 4 local entrepreneur B share his or her experi-’
ing to the success of small business? - ence in selecting the right product or service, obtain-
' ing the necessary capital, planning the venture, and e
. allowing for personal strengths and weaknesses by
/ utilizing outside experts when called for.
What are the traits most often .+ Here the student'is being offered the best observa-

exhibited by successful éntrepreneurs? tions to date on what might be required to become
. ’ a successful entrepreneur. It should be stressed, how-
ever, that these are by no means hard and fast crltena
for judging an individual as “not quahfled »

How rigid are the elements of success-
ful business?

(ENTIRE UNIT) . i " For this unit, it is suggested that the teacher contact

' + the logal. dally newspaper for bulk topies of a Sunday
edition. Have the class use these papers to clip articles,
check the classifieds for want-ads, analyze available
jobs, and check on businesses that are currently for
sale. Also have the students save ads from these news-

papers for use with other PACE units.
t

(B .




’ Unit 2

o ' Level 1
DETERMINING YOUR POTENTIAL
AS AN ENTREPRENEUR
Objectives Teaching Suggestions
What is thisunit about? '
1. DEFINE ENTREPRENEURSHIP.

How do entrepreneurs help the
American economy grow? -

Is entrepreneurship something you
can learn and plan for?

How do people’s needs relate to
entrepreneurship?

Then, what is entrepreneurship?

-

Is entrepreneurship only about profit
and selfishness?

2. RECOGNIZE THE PERSONAL
QUALITIES AND SKILLS NEEDED
TO BE A SUCCESSFUL ENTREPRE-
NEUR.

What skills are needed for successful
entrepreneurship?

What are the characterrstlcs of success-
ful entrepreneurs?

The student should have a strong grasp of the con-

" tents of Unit 1, “Understanding the Nature of .

Small Business. " The concept of entrepreneurshlp
as a critical part of the American economic system
places the entrepreneur at the helm of an economic
enterprise that will be the source of almost 50 per-
cent of the jobs, 38 percent of the GNP, virtually all
of the new inventions and advances in technology,
and the source of continued and increasing variety .
in our choices of jobs and products we consume.

IS - \N e

The student is being exposed to the broad range of
skills needed- to run a successful business. For an
entrepreneur, this supposes that the entrepreneur
either possesses the skills in sufficient quantities or
should consider using outside experts to take up
the slack for any weak areas.




Unit 2 : ’

Level 1 .
Objectives . Teaching Suggestions .
& T o
*r . - i
3. COMPARE THE ADVANTAGES OF ‘
OWNING A BUSINESS WITH THE ¢
ADVANTAGES OF WORKING FOR e - ) . o
SOMEONE ELSE. <
How can you learn about owning a - Class discussions éan be an eye-opener.not only for a
business versus working for someone student to realize his or her own feelings about what
else? is an advantage and what is & dxsadvantage, but also
A for the class to recognize the variance of opinion on o

the matter. For example, some will think the “r&spon—
sibility” that goes with entrepreneurship is an advan-
' _tage; others will see 1t as a disadvantage. You could
’ ‘ J ' demonstrate this on’ the blackboard by writing dawn
the various class member oplmons under headings of
Entrepreneurship Advantages, Entrepreneurship Dis-
advantages, Employee Advantages, and Employee
Disadvantages.

Do you want to be an e.mployee?
_What are an employee’s disadvantages?

‘ ' ' What are self-employment advantages? ,
. L] . 5 ‘
What are some disadvantages of self- ‘ ,
employment? . . . ' o

4. ASSESS YOUR OWN ABILITY TO
BE A SUCCESSFUL ENTREPRE-
NEUR.

' - Is the need to achieve a factor? The class should be lead to understand.that many

' people, including successful entrepreneurs, do not
always know their own motives before getting them-
selves into a venture. Also, most people have mixed
‘motives far any given action. While the studies done
have shown the entrepreneunal “high need for
achievement,” it is well to remember that this was *
a postanalysxs response.

.

¥
1
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Objectives

-

How independent are you?

How creative are you?
rd

Are you an independent, creative

self-starter?

‘ ) Unit 2
: Level 1

Teaching Suggestions

An attempt should be made to help the student -*
understand that while the profiles and motives-of
other successful people can be helpful in developing
their own profiles, this ‘modal’ information should
not be used as a rigid yardstick to measure their own
potential. Einstein flunked math in school!

~ Entrepreneurial genius is unique and found in some

very “unlikely” models.

29 '31
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Unit 3
Levell

DEVELOPING THE BUSINESS PLAN

. Objectives

.What is this unit about?

1. IDENTIFY THE REASONS FOR
PLANNING FOR ENTREPRE-
NEURSHIP.

Why develop a Business Plan?

Who dew’/elops the Business Plan?

2 IDENTIFY THE COMPONENTS, OF
A BUSINESS PLAN.

1 4

What’s in a Business Plan?

Is the Business Plan workable?

3. COM;’LETE A BUSINESS PLAN
WORKSHEET.

_ What product or serviurshe;ll we sell?
What is“\‘our plan for marketing? _

How shall we organize?

Will we make a profit?

Teaching Suggestions

Ask class members to read the text and stress the
critical nature of the Business Plan.

Allow class members time to reminisce and share
their “entrepreneurship” endeavors as children.
Stress the similarities with and differences from
owning a profitable business enterprise as an adult.

Use Transparency No. 1 to enliven the class d.iscus;
sion of the case study. Make the application from
activities in the story to components of the Plan.

-

Have students complete & Business Plan worksheet.

Secure an individual copy of SBA Small Marketer’s
Aid #150 (1978 edition) free from the nearest field
office or the Washington headquarters of the SBA.

Tell students that the information in the Businéss .
Plan Summary Sheet which you will distribute to
them and the case study in the module will provide

the answers to fill in the blanks in the SBA workbook.

Call their attention to the fact that all of the informa-
tion asked for in the SBA workbook is.not available
or applicable to the LEMON-AID business.

Lead a discussion to allow the class members to con-
tribute their workbook entries—and thus to reinforce
learning of the Business Plan components.

¥




Unit 4
Level 1

OBTAINING TECHNICAL ASSISTANCE

s

Objectives

What is this unit about?

. 1. DISCUSS HOW TECHNICAL ASSIS:
"~ TANCE CAN HELP THE ENTRE-
PRENEUR.

What is technical assistance?

- How can technical assistance help the’

entrepreneur?

2. IDENTIFY THE TYPES OF TECH-
NICAL ASSISTANCE NEEDED BY
THE ENTREPRENEUR.

1

What types of technical assistance are
needed? °

3. KNOW WHERE TO FIND TECHNI-
CAL ASSISTANCE.”

Where is technical assistance found?

What assistance do business affilia-
tions provide?

How can business associations help

How do government agencies help?

What assistance can educational insti-
tutions give?

How can technical-professional con-
sultant services be used?

What do'technical-professional con-
sultants contribute? /

-

Teaching Suggestions

-

Collect local examples of the use of technical assis-
tance by entrepreneurs.

w

After the students develop a symbol for each type of
technical assistance, ask them to make a poster con-
taining entrepreneurship tasks and the types of assis-

" .tance available for each. This should be updated as

the unit progresses. .

Students should interview local entrepreneurs to
determine what types of assistance they have used.
Add information gathered to the poster.

A

Ask students to locate a franchise and invite a repre-
sentative to visit your class. Invite an apparel and
accessories buyer to discuss buying offices.

Invite a trade association executive to tell about ser-
vices-available to members

LOcate a SCORE volunteer to tell about SBA services. |

Prepare a directory of entrepreneurshlp education
opportunities in your community.

" Invite a banker, a lawyer, and an accountant to hold a

panel discussion about the technical asswtance each

~ provides and the relative cost.




Unit 4
Level 1

Objectives" yd

When are consultant services free?

How can publications help?
Learning’ Activity

Case Study. Discussion

A

Teaching Suggestions

e

< Show examples of entrepreneuréhip ﬁaguines or

current books from the list in the Level 3 unit on

" “Obtaining Technical Assistance.” \

Assign learners the task of working the Technical
Assistance Puzzle to test their knowledge before
the assessment. ]
How could technical assistance help Bill and Mary
Ann? What types of help do they need?

Bill and Mary Ann need advice from experienced

people about possible markets for their product
and how to reach those markets.

i

Someone needs to hélp them— '

. o develop a marketing plan,
¢ -develop a financial plan, .
o select a legal structure (they are minors, so -

parents may have to form the business).

2

If they should sell the game, they will need to know—

how to manage finances, production, marketing,
sales promotion, human resources, sales, customer
relations, and how to protect their product from
thieves.

32 3 4




’ ' Unit; 5
’ - Level 1

CHOOSING THE TYPE OF OWNERSHIP

Objectives _Teaching nggestioﬂs *
What is this unit about? "

1. DESCRIBE SOLE PROPRIETOR- .. ‘ .
-SHIPS, PARTNERSHIPS, COR- ' . =
PORATIONS, COOPERATIVES, ‘ .
AND FRANCHISES

. What are the various types of ' Set up various interviews for the class with-individuals
ownership? -involved in each of the five types of ownership. Ask
the entrepreneurs to share their experiéences.

. What is a sole proprietorship?
What is a partnership?
. - What isa corporation?

Individual Activity Give students puzzle on choosmg the type of owner-
‘ ship.

What is a cooperative? \
. What is a franchise?

2. IDENTIFY EXAMPLES FROM
YOUR OWN COMMUNITY OF
EACH OF THE TYPES OF BUSI-
NESS OWNERSHIP. -

3. DESCRIBE THE ADVANTAGES .-
AND DISADVANTAGES OF SOLE . *
PROPRIETORSHIPS, PARTNER. - b : .
SHIPS, CORPORATIONS, FRAN. " .
CHISES, AND COOPERATIVES.

What are the advantages to a sole
proprietorship? .

ol

What are the disadvantages ofa sole
proprietorship?

Are there advantages to a partnership?

What are the dlsadvantages of a part-
nership?




Unit 5
Level 1

.,
5

.Objectives
‘ 'J t e ?
What are the advantages to corpora- {
tions? '

Y

What are the disadv,antageg of corpora-

L]

tions?

What are the advantages to frafchises? .

What are the disadvantages of fran-
chises? ’
, v
.. Are there examples in your own com-
munity of each type of business
ownership? *

LI

’

* Peaching Suggestions

¥

'Y
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C Unit 6
) ' Level 1

v, - : - 4
PLANNING THE MARKETING STRATEGY

LY

. M r‘

L]

Objectives

, What is this unit about?

<

1. DISCUSS THE ECONOMIC CON-
CEPTS THAT INFLUENCE MAR-
KETING DECISIONS. .

How can marketing be defined?

2. IDENTIFY IMPORTANT MAR:
KETING ACTIVITIES.

W;nat are the functlons of marketmg"

How is marketmg involved in the
. désign and creatxon of a product"

/

/

What role does//ma‘rketihg play in
packaging and /branding? )

i
N

3. EXPLAIN HOW MARKETING
AIDS BUSINESS PEOPLE AND
CONSUMERS

How does lnarketmg satlsfy the buyer
and seller”

What role does transportation‘play in
marketmg"

What role does storage play in market-

ing? -

3

Teaching Suggestions

L]

»

Have students trace products from prbduction to con-

sumption 1dent1fymg types of companies involved, *
location of companies, and marketing activities pro-

- vided.

Most students can develop a simple definition of mar-
keting. [Jave them justify their own definition and
note similarities and d1fferences

i

i
.

Ask students to list examples of each of the functions
and tell how problems are often_encountered in mov-
ing products from producet to consumer.

Show two or three products a% have students sug-
gest ways in which the produc could be changed
and improved.

A game can bé played in which students ldentlfy
brands and packages. Then a discussion can be held
,0n why some brands br packages are better than
others.

1
LIS

a
1

Students.need to understand that marketing deals
with many things, includingthe process of buying
merchandise and selling it td a customer. Discuss
what is involved in buying and ‘selling in one type
of business.

3
5
i

Cite examples of product damage or products that
don't arrive in stores at the correct time to illustrate
the importance of transporta;tion

Ask the manager ofl warehouse or d1stnbutlon cen-
ter to discuss how storage practlces have changed.
Tour a facility, if possible.

A
3B




' Objectives

Why is finance an important functlon

\ | of marketing? ~

How is a fair price determined?

What role does communication play &
in marketing?

Why is information analysis impor-
tant? ,

- v What are the benefits of marketlng
functions?

4. DEFINE THE TERMS “TARGET
) - MARKET” AND “MARKETING
MIX.” i
What is the “‘free’’ market sﬁstem?

. How does a ‘“free” market system ‘.
work?

What n_aarketing questions'must a
business person answer?
- What is effective market planning

based upon?

How can a target market be 1dent1-
fied?

, How can a marketmg m1x be devel-
oped" —

. Teaching Suggestions

1

Collect newspaper articles on investors, rates of
return, etc. to illustrate the importance of finance.
Hold an auction in class to show how price is deter:
mined based on supply and demand.

Discuss the many communications sources available
to consumers and how valuable each is.-

Several communications games are available that
illustrate the importance of two-way commumca-
tlon

Compare the U.S. economic system with other sys-
tems to show the advantages and limitations for both
businesses and consumers,

Take a real or hypothetical business and answer the
four questions. Show how many different answers
could be developed. ‘

v

e

Have students develop a sample mix with no idea of
potential customers. Then give them a detailed target
market descnptxon and again have them develop the
mix. Discuss the process.




Objectives
5. SUMMARIZE THE STEPS TO BE

. COMPLETED IN DEVELOPING A
\ MARKETING PLAN.

How can a marketing plan be devel-
‘ oped? |

Why will a buyér’é ‘market continue?

.

I

it
Teaching Suggestions

Compare a marketing plan toa personal planning
calendar, Show how a person is more organized
through the use of the calendar.

Discuss why businesses must be more careful in plan-
ning within a buyer’s market than in a seller’s market.
Give several examples of each. ‘

-

)




Unit 7
Level 1

a4

[
N

‘LO . 2 T - - .
CAING THE BUSINESS .

. Objectives

What is this unit aboiit?

1. EXPLAIN THE IMPORTANCE OF
SELECTING THE RIGHT BUSINESS
SITE.

How 1mportant is the right business e
location?

2. IDENTIFY FACTORS.TO BE CON-
SIDERED WHEN SELECTING A
BUSINESS LOCATION.

What general factors should be con-
sidered when selecting a business site?

~ What specific factors should be con-
sidered whgs:electing a businesssite? -
Whét about the future"

What help is available for selectmg a
business location? -

3. DETERMINE ADVANTAGES AND
. DISADVANTAGES OF DIFFERENT
TYPES OF BUSINESS LOCATIONS.

What type of business locations are
there?

4. DESCRIBE TERMS OF OCCU-
PANCY CONTRACTS FOR A
BUSINESS

\

Teaching Suggestions )

Invite a local small business owner to speak to the
. class concerning the importance of business location.

~

Contact a local chamber of commerce, industrial
development agency, or a planning commission to
obtain information that identifies site location fac-.
tors. Have the students develop a list of the ten most
important factors.

Through library research; have the students compile -
a list of agencies and _their services.

- Have the class identify the various types of business

clusters in their region: Discuss the advantages and -
disadvantages of locating in these clusters for a spe-
cific business chosen by the class. .




. . - o . -~ Unit8

) ! ' Level 1
’ FINANCING THE BUSINESS
N . ) k . ]
Objectives ‘ . Teaching Sugg.estions
_ What is this unit about? .
) 1. EXPLAIN THE IMPORTANCE OF . SRR ‘
.  FINANCING TO THE SUCCESS OF, . c .

: A NEW BUSINESS. o .

How important is financing to the suc- . ‘
cess of a new business? o . \

What do you need the money for? Have thie students list.some of the costs they might . -
encounter if they opened a small business.

2. LIST THE DIFFERENT TYPES
OF COSTS THAT MUST BE CON.
SIDERED WHEN STARTING A

. NEW BUSINESS.

What are start-up costs? . .
What are operating expenses?
What are personal expenses? , ‘ -

. 3. EXPLAIN THE TWO MAJOR
. METHODS OF FINANCING A
~ NEW BUSINESS. T
Where de you get the money for - Have the stiidents list some personal projects in which
financing the business? o _ they either had to invest their own money or borrow
' ) money to accomplish & goal.
' What are the sources of equity finan'(.;-

ing? : -

What are thé sources for borrowing
money? '

4. IDENTIFY THE VARIOUS a
.SOURCES FOR OBTAINING, - ' , C 4
FINANCING FOR A NEW ' A .
BUSINESS. - : g

Are there other sources of financing?

‘39




Unit 8
Level 1

L 4

_ Objectives
What is this unit about?

. 5. LIST THE FINANCIAL STATE-
MENTS THAT SHOULD BE
INCLUDED IN A BUSINESS PLAN.

What are the finéncing statements
included in the bwusiness plan?

What is a profit and loss statement?

2

What js the cash flow statement?

What is the balance sheet?

Teaching Suggestions

v

Invite-a banker or loan officer to speak to the class
about financial statements needed in a business plan.

-




DEALING WITH LEGAL ISSUES

Objectives
.- -
What is this unit about?

1. DESCRIBE WHY A BASIC
UNDERSTANDING OF LEGAL
ISSUES IS IMPORTANT TO
THE SMALL BUSINESS OWNER/ -
MANAGER.

Why are legal issues important?

2. DEFINE THE TERM “CONTRACT.”

What is a contract? ) -

N

. 3. IDENTIFY THE CONDITIONS
THAT CALL FOR A WRITTEN
CONTRACT.

What are the conditions that call for

- a written contract?
A ~

4. NAME AND. DESCRIBE THE FIVE -

ESSENTIAL COMPONENTS OF A
CONTRACT.

What is agreement?
L. )

What is consideration?

What is contractual capacfty? \

" What is legalitf of purpose? -

-

What is ;ealii:y,of ‘consent?

Unit-9
‘Level 1 .

s

Teaching Suggestions

Discuss some of the décisions that Ruth had to-make
ydigy planning to open the ice cream store.

Discuss the sample contracts. How are they different?

" Have the class think of some cases where each type of

contract should be used.

* Have the students give examples from thelr own

expenence

AR

Again, have the students giv€ examples from thelr ¢
own experience.

Why is a minor unable to make a contract? What
might happen if the owner of a small busmess m(lies
a contract with a minor?

DlSCllSS the example. Have students dxscuss some
instances in which a contract could be illegal.

b 3

41

43




Unit 9

. Level 1

Objectives

What is this unit about? -

.

- What does it take to make a contract?

’ -~
.

Teaching Suggestions

Have the class identify the missing elements in the
examples.

7
You may also wish to ask a lawyer to visit the class

to answer questions or review sample contracts devel-

oped by class members.

[y

[

44
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' Unit 10
: ) Level 1

COMPLYING WITH GOVERNMENT REGULATIONS

Objectives. Teaching Suggestions
What is this unit about?’

’ 1. SUMMARIZE THE IMPORTANCE
OF GOVERNMENT RULES AND
REGULATIONS TO THE INDI-
VIDUAL ENTREPRENEUR.

Why are government rules and regula- . Organize a panel discussion with different small busi-
tions important? . ness owners discussing the impact of government
regulations,

/ 9. CLASSIFY LEGISLATION

ACCORDING TO WHOMIT IS

DESIGNED TO PROTECT.

How can federal regulatlons beclassi- ~ Contact representatives from organizations with an
fied? ) interest in one or more of the regulated areas. Have

them discuss the goals of their organizations.

3. EXPLAIN AT LEAST THREE
‘TYPES OF FEDERAL, STATE, AND ‘
LOCAL TAXES AFFECTING SMALL
BUSINESS.

\Wtypes of business taxes are there? =~ Have an IRS agent and state tax agent dlscus the tax
responsxblhtles of small firms.

1

What help can beé found?

- 43




Unit 11
Level1

Objectives
. What is this anit about?
1. EXP THE ROLE OF MAN-

AG IN OPERATING A
BUSINESS.

How important are the management
functions for business success?

Do good managers possess special -
skills?

9. LIST THE STEPS INVOLVED IN
THE DECISION;MAKING PROCESS.

Why are decisions so important?
What are the steps in decision making?

How important is it to ube each step
in this decision'making process?. ~

3. DEFINE AND EXPLAIN THE
FUNCTIONS OF MANAGEMENT.

What else do managers do?

What are the functions of manage-
ment?

How do management functions work?
\

4. IDENTIFY REWARDS AND PROB-
'LEMS OF THE MANAGEMENT
- 'ROLE.

What are some of the problems that
managers face? .

What rewards does management offer?

’
.

MANAGING THE BUSINESS

y

Teaching Suggestions

Locate help wanted ads for management positions in
« your area. Discuss the qualifications requested.

™

\

Have a local small business owner discuss his or her
responsibility in performing management functions.

46
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Unit 12
Level 1

MANAGING HUMAN RESOURCES

Objectives
What is this unit about?

1. DEFINE HUMAN RESOURCE MAN
AGEMENT. -

How is human resource management
" defined?

2. EXPLAIN THE IMPORTANCE OF
HUMAN RESOURCE MANAGE-
MENT ASIT RELATES TO THE
SUCCESS OF A BUSINESS. .

Why is human resource management
important?

3. IDENTIFY THE VARIOUS RESPON-
SIBILITIES THAT MAKE UP
HUMAN RESOURCE MANAGE-

- MENT.

What are entrepreneurs’ responsibili-
ties in human resource management?
What about hiring and placing new
employees?

What about training new employees?
What about compensatory employees?
What about leading employees?

What about evaluating employees?

What about building a relatlo,[?shlp .
. with employees?

- What about health and safety of
) /.employees?

i

- What about unions and small busi-
nesses? 4

Teaching Sugg%tion;

¢

Intemew local entrepreneurs regarding thelr person-
nel programs. After independent mtemeyv, have st~
dents compare programs.

v

A




o
+ Unit 12
Level 1
Objectives . .
What is this unit about?

What about compa'my-sponsored
employee groups"

4 DESCRBE " THE OBLIGA:

TIONS EMPLOYERS HAVE )
. TO EMPLOYEES,

What obligations do entrepreneurs
have to their employees?

46

Teaching Suggestions
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. Unit 13
Level 1

PROMOTING THE BUSINESS

. Objectives
\
‘What is this unit about?

1. DEFINE THE CONCEPT OF PRO-
MOTION.

What is promotion?

What is the importance of promotion?

2. COMPARE THE MAJOR METHODS
OF PROMOTION USED BY SMALL
BUSINESSES. -

What are the major methods of pro-
motion used by small business?

Which promotion methods are best
for small businesses?

What's included in advertising?
Sy

Why do businesses use advertising?

When is personal selling best?

(

Teaching Suggestions

- List three or four products for students ranging from

simple to complex. Have them describe the informa-
tion they would need to buy the product. Ask them
to identify how they could get the information.

Collect a variety of examples of promotion to show
students ranging from traditional ads to publicity
releases and letters to consumers. .

Ask studeénts to discuss the ways in which businesses
can get new customers. Most of the ways listed will
involve some form of communication.

»

§

A simple chart could. be developed in class comparing
the uses, strengths, and limitations of each method.
This could be used throughout the unit as additional
information about each method learned.

Compare three well-known stores or products by
having students list the strengths and weaknesses of
each. (Use the product, place, and price.) Then dis-

- cuss how promotion would be different for each oné

if the business wanted to promote the strengths.
This is a good oppoftunity for students to be creative.
Give small groups of students a business idea anda "~

small promotional budget. Have them create a simple
promotional plan by answering the five questions

listed.
i vl
29
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Unit 13
Level 1

Objectives
What is this unit about?
" How can sales promotion be used?
How should publicity be us;:d','
Is piométic;n always ;ffe'ctive?
3. DESCRIBE THE RELATIONSHIP

BETWEEN PROMOTION AND
OTHER BUSINESS DECISIONS.

How does promotion relatg to other
business dgcisions?

4, LIST THE DECISIONS THAT MUST
BE MADE WHEN COMPLETING A
PROMOTIONAL PLAN.

What is involved in promotional plan- - -

ning?

5. JUSTIFY THE IMPORTANCE OF A
PUBLIC RELATIONS PROGRAM
FOR A SMALL BUSINESS.

Why does a small business need a pub-

lic relations program?

L4

Teaching Suggestions

«

Bring in a guest speaker from public relations (PR)
to discuss the importance of public relations to busi-
nesses. The speaker could give examples of relatively
inexpensive PR activities that could be used by small
businesses. v

Students could begin documenting PR activities of
businesses in the community.

-




What is the role of selling in the small
- business?

3. DESCRIBE WHAT SALESPEOPLE
NEED TO KNOW ABOUT THEIR
CUSTOMERS TO BE SUCCESSFUL
AT SELLING

What do you need to know about
your customer?

4

What motivates customers to buy?

4. DESCRIBE WHAT SALESPEOPLE
NEED TO KNOW ABOUT THEM:
SELYES TO BE SUCCESSFUL AT
SELLING. :

What are the characteristics of success-

\

ful salespeople?

a3 2 na

Unit 14

. - " Level 1
- M ] E |
MANAGING SALES EFFORTS
V.. :
. Objectives . Teaching Suggestions
_ What is this unit about? ‘ ,
1. DEFINE SELLING AS STATED BY *
THE AMERICAN MARKETING
ASSOCIATION.
What is selling?
2. DISCUSS THE ROLE OF SELLING Intemew a vanety of busmess owners concernmg the
IN DIFFERENT TYPES OF SMALL 1/mportance of effective selhng
BUSINESS.

¢
A

Have a successful salesperson deseribe his or her nor-
mal working day.

Role play the selling of a product.

19 - '




Unit 15 .
Level 1

-

KEEPING THE BUSINESS RECORDS .

>

Objéctives
What is this unit about?

1. IDENTIFY THE REASONS FOR
KEEPING BUSINESS RECORDS.

Why keep records?

bookkeeping system?

2. IDENTIFY THE ELEMENTS OF
A SOUND RECORDKEEPING
- SYSTEM.

i

3. DESCRIBE THE DIFFERENCE
BETWEEN A SINGLE-ENTRY —
RECORDKEEPING SYSTEM
AND THE DOUBLE-ENTRY
SYSTEM.

What'’s meant by single-entry and
double-entry bookkeeping systems?

How are record systems maintained?

Which records are common to most
businesses?

4 DESCRIBE THE USES OF THE
CHECKBOOK IN RECORDKEEP-
ING.

What information is recorded in the
business checg{book?

What is the daily sales and cash sum-
mary?

What are the requirements of a good

Teaching Shggestions

-Demonstrate the value of | proper bookkeeplng to the

class by having them list some personal experiences
when the amount.of money they thought they had
didn’t agree with the amount they actually had.

If possible, have the class design some sample book-
keeping forms. Invite an accountant from a local busi-
ness or bank to speak to the class. Have this person
discuss and evaluate the sample forms in terms of
clarity, simplicity, information communicated, and
so on. .

50 o2




" Objectives
What is this unit about?

5. IDENTIFY SUITABLE RECORDING
 FORMS FOR ACCOUNTS RECEIV-
ABLE.

How do you record accounts receiv-
able? v . (.

. 6 RECONCILE ‘A BANK STATEMENT.

How do you reconcxle the bank state- —
ment?

" 1. DEVELOP A SIMPLE RECORD.
KEEPING SYSTEM FOR PAYROLL
RECORDS.

What recordkeepmg is used for the
payroll?

N N

~Unit,15
Level 1

Te;ching Suggestions

d

Have the students practice recenciling bank state-
ments with a hypothetical checking account. Estab-
lish the amount of money that is available in this
account. Have them pay for some of the items that -
might be necessary in their businesses. Be sure to
have the'students account for cheeks that might not
show up on a monthly bank statement.

Y

V¥

e

-

Obtain tax deduction forms from the IRS, the Social
Security Administration, and the state and local tax
offices. Have the students calculate the proper deduc-
tions from a hypothetical employee’s paycheck.

51 \




Unit 16

.Level 1

MANAGING THE FINANCES -

»

Objectives

. What is this unit about?

1. EXPLAIN THE IMPORTANCE OF.

_FINANCIAL MANAGEMENT. . .

Overview.

%

2. DESCRIBE THE OOMPONENTS OF
) A BALANCE SHEET.

What is a balance sh_eet?

What are the components of a balance -

sheet? P

3. DIFFERENTIATE BETWEEN CUR-
RENT AND FIXED ASSETS—CUR-

. ~RENT AND FIXED LIABILITIES.

- 4, DESCRIBE THE COMPONENTS OF

4

A PROFIT AND LOSS gTATEMEN T.

" What is a profit and loss statement?

What are the components of a profit
and loss statement?

]
xt

5. IDENTIFY METHODS FOR CALCU-

LATING SELECTED. FINANCIAL
R.ATIOS.

U

What are methods of calculating -
financial statement ratios?

- Show finanéial ratios using transparencies

- Teaching Suggestions

N’_}/)\ ‘,
/

Invite a panel of local business owners, bankers,

* accountants, etc. to discuss the importance of finan-

cial management.

Show sample balance sheets with transparencies.

Have students identify balance sheet components
from sample balance sheets.

. . ./
Have students give (from their own business or experi-
ence) examples of current and fixed assets and liabili
ties. . Y

!

Show sample profit and loss statements with trans-
parencies.

Have students organlze a profit and loss statement
from components provxded on separate strips of

paper.

. . . ./
/
Have students review selected balance sheets and

profit and loss gtatements available fron{ corporation
stockholders’ reports

Have students calculaté ratio problems from the
above statements.

¥
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TN S e

. Objectivés
What is this unit about? °
6. IDENTIFY SOURCES OF FINAN-
CIAL RATIO DATA.

Where can ratio data be obtafned?T

7. IDENTIFY THE ACTIVITIES ASSO-
- CIATED WITH ELECTRONIC DATA
~PROCESSING AND FINANCIAL

ANALYSIS

How can microcomputers aid f mg)x
cial management? .

- What electronic information process-

ing activities are related to financial
management?

- What input activities are associated

with electronic information process-

ing?

What manipulative operations are per-
formed by electronic information
processing?

What output activities are associated
with electronic information process-

ing? . J
4
# __)/ )

N o - Unit16 .
Level 1

’I“eachi‘ng Suggestjons

¢ .

+

.

Have students review ratio data f.rom vanous -
cial publications.

Develop lists of appropriate ratio data 1nformat10n
for a specific business. .

o ‘ p
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Unit 17 - “ . . ‘
'Level 1. ) ' -

MANAGING CUSTOMER CREDIT AND COLLECTIONS
Objectives Teaching Suggestions

What is this unit about"

1. IDENTIFY REASON S FOR 0FFER~

ING CREDIT

What are the reasons for offenlg N
credlt."

2 CONSIDER BASIC POLICIES TO

USE FOR CREDIT AND COLLEC-
TIONS.

What are the basic credit policy con-
siderations?

_ 3. DETERMINE YOUR OWN RULES

ABOUT PEOPLE WHO APPLY FOR
CREDIT (3 “C’s” of credit).

What are some guidelines for evalu-
ating credit applicants?

How can credit information be
checked? :

How can credit applicants be notified
of rejection? .

4 IDENTIFY FEATURES OF CREDIT

CARD PLANS.

5. IDENTIFY BASIC TYPES OF

DIRECT CREDIT PLANS.

What are some different types of
credlt plans?

Invite alocal small business owner to discuss pros and
cons of offering credit.

*d
éhow examples of written credit and collection poli-
cies.

sl

t

3

Have students complete and evaluate credit applica-
tion forms using hypothetical .customer information.

Have a credit bureau representative explain proce-
dures used in verifying credit information.

Rélewplay case problems involving credit rejections.

”
B

-

y

Show students examples of credit card applications
and customer agreements.

Have a credit card sales representative dlSCLlSS busmess ‘
credlt card plans.

<
o5}
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Unit 17
Level 1

2

. Objectives Teaching Suggestions
What is this unit about?

6. DETERMINE HOW YOU CAN USE
A COST/BENEFIT ANALYSIS FOR
DIRECT CREDIT AND CREDIT
CARD PLANS.

What are the features of creth card ’
plans? o

What are the basic types of direct
credit plans?

How can the costs/benefits of credit
be evaluated?

»
How can the costs/benefits of credit
be estimated?

How can the costs/benefits of credit Have students interview business owners concermng
cards l(e determined? credit plan costs/benefits.

Ao

*
’
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Unit 18
Level 1

PROTECTING THE BUSINESS

Objectives '

What is this unit about?

1.

LIST THE MOST COMMON TYPES
OF BUSINESS CRIME.

What is a risk?

!

Can risks be avoided?

What are the most common types of
business crime?

. LIST OTHER TYPES OF RISK

FACED BY ENTREPRENEURS.

What other risks do small businesses
face?

. EXPLAIN THE NEED FOR PRO-

TECTION AGAINST SUCH RISKS.

How can a business minimize losses
due to risks? .

. DISCUSS WHAT ENTREPRENEURS

CAN DO TO PROTECT THEM-
SELVES AGAINST RISKS AND
LOSSES THEY MAY CAUSE.

Silould a business buy insurance?

Teaching Suggestions

Invite a department store person to speak to the

group.

Have students read local newspapers and view news-
casts to list incidents of business crime and/or losses.

Have an insurance agent discuss insurance coverage
protection for small businesses.

56




Note to Instructo
This section go}}in

to be used with it.

TRANSPARENCY
MASTERS

[

4

s suggested transparencies designed to enhance lectures and discussions.
In most cases they have not been referenced in the teaching outline, but have been designed

57
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A

SKILLS NEEDED
BY ENTREPRENEURS

AFFECTIVE COGNITIVE MANIPULATIVE
Human relations Organizing . Physical

ability ability skill

ability

Communications Problem-solving

ability ability ‘ .
Crestive ability Decision-making .

’ ability
Technical ""7*
knowledge
5
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Transparency No. 1 ' Developing the Business Plan
S - Unit3
- Level 1
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. EFFECTIVE SELLING CONSIDERS

~°_ CUSTOMER NEEDS
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BE AWARE OF COMPETITORS .
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- WHEN LOCATING
YOUR BUSINESS
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LOCATION FACTORS
RETAIL AND SERVICE FIRMS

Qt

Nearn'essfefto consumers’ ' ) - m _
Compatibility of neighboring firms
Suitable traffic battérns

- Adequate parking . © o
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LOCATION FACTORS:
WHOLESALE FIRMS s

. Transportation systems
Physical facilities
Access to customers

Local ordinances
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OTHER REGULATIONS
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Licenses

Téxes
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Complying with Government
. Regulations
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Transparency No. 1 L \‘ Managing the Business
paren” | _ Unit'11
< Level 1+ °

\  MANA EMENT: . o |
IT'S GREAT; BUT THERE ARE BURDENS.  ° .

. / EVALUATING

& DIRECTING CONTROLLING'|/

3 — ) : /

PLANNING ORGANIZING STAFFING
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B ‘\ Transparency No. 1 . Managing Sales Efforts
s g : Unit 14
: ] s Level 1

‘ ‘7\,‘ /4

“Involving Customers -

GIVE ANY OF |,

~ .
Involving Customers Helps to
Give them a Feeling of Ovynership
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‘ Hidden Features:
", Find the Profiles
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Transparericy No. 1 - .
' Unit 15
N Level 1
]
’ PAYEOLY REGIFER x
ENPLoyeg:
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WAGE S TRY STATEMEVT

Payroll records are needed to compfete the picture of business

‘expenses. Th;y are dlso necessary to c0mplete<70vernmen; fornis

and reports.

o

‘
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§ Keeping the Business Records
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Transparency No, 1 " Managing Custorﬁgr Credit

- cooe T ': ' and Collections
[ J * ~ ) 4 Unit 17 .
‘ (/ . ; Level ] "
< g oo T
. , .
‘ L}
-The amount of business \ X The percent net profit .
\ due to credit | you make’on{‘th'é business
) . 2
Costs of pro- | . Estimated benefit
- viding credit = _ . or net profit that credit \
. . - brir‘gs ) sl -’
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WHAT RISKS po'Es£ BUSINESS FACE?

T
b : “:
) . ) Cu\g‘omerln]t.nry
T
3 .
Fire
.

Bad Checks ' Burglary and Robbery | .*
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. LOSS PREVENTION PROGRAMS ARE BASED ON. ..

-

1e1

i

CHECKS TR
AMOUNT OF | .
PURCHASE |

_om,\’,

: Gl’“ Window Protection

-

(1) Sound Business Practices

(2) Insurance
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. : Handout No. 1
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Advantages . Disadvantages
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Unit 2

Level 1
Handout No. 2
- : BEING AN EMPLOYEE d
(PERSONAL)
"
- Advantages | Disadvantages .
’ ‘\ ‘
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Unit 3
Level 1
Handout No. 1

v

/ BUSINESS PLAN SUMMARY: LEMON-AID

LEMON-AIDis a proposed business to operate during July and August 198~ in Centervxlle, US.A.
for the purpose of manufacturing and selling pink lemonade and yellow lemonade. The owners of
the business are Jonathan Spivey, Kathy Merritt, and Joey Wiltshire,.equal partners.

The lemonade will be sold at a stand to be constructed at the southwest corner of Pine and Falkner
Avenues, a residential area with a heavy flow of traffic. There is no competition for homemade
lemonade in the area.

The lemonade will be sold from a stand to be built by thé owners out of discarded materials. It will
be painted in bright colors and 81gns will be used to attract customers: BUY YELLOW ‘N’ PINK
LEMON-AID FROM THE KIDS

The prices of lemonade w1ll be set to cover the costs of manufacturlng lemonade, using quality
ingredients and including business expenses. e

Parking will be provided for customers, but there will be no charge for this service.
pink lemonade.”’ Salespeople Will serve customers in a friendly manner and invite them to purchase

additional cups of lemonade, or [monade by the gallon to take home to the family. Signs wxll
advertlse the gallon size to take home to the family.

Salespeople will encourage pﬁi;s:ny to become customers, by callirig out ““Lemonade, yellow ‘n

Lemonade will be manufactured in one-gallon lots by the owners.

Employees will divide the behind- the-scenes jobs and the selling jobson a regular schedule of two
~  hours aday. 1

" The start-up costs needed to operate the business for the two summer months are $677 83 ($515.43
cost of goods sold + $62.40 expenses).

The expenses based on two months of operation are $62.40.
The antlclpated sales for the two months are $664.00.
o The owners will need to secure $677.83 in loans in order to operate the business. ’

The' business promises to make $86.17 net profit, "to be divided equally among the three partners.

The business will be mformally organized as a partnership, with a written agreement of equal part-
nershlp signed by all three owners.




Obtaining Technical Assistance
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Obtaining Technical
Unit 4 :
Level 1 P
Handout No. 2

|
|

" THE TECHNICAL ASSISTANCE PUZZLE

. ANSWERS
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CROSSWORD PUZZLE CLUES

Choosing the Type of Ownership
Unit 5 ’ ‘

Level1 '

Handout No. 1

Name

®

Jd] &

®

+
~

_ACROSS

1.

2.

.3

Granted to a corporation by a state
official. '

Represents ownership in a corporation.
Person who invests in business but has
no voice in management.

People who actually run the corpora-
tion. ‘ :
When two or more people own a

business. - 141

DOWN *

ADWN =

6.

7. Person who owns a share of the corporatipn.

When one person is owner of a business.
In franchise business, the distributor.
They elect the officers of the corporation.
The most formal of all business structures.

-When each member of a partnership is

responsible for all debts owed by the -
partnership. '

In franchise business, the parent company
that provides product/service.
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Handout No. 2

ANSWER TO CROSSWORD PUZZLE
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. SELF-ANALYSIS:
Are You A Salesperson?

How to Grade ‘ y 7

- vening points for other values.,_——*
\ would give you.

£y

at the end of the columﬁ Divide by 10 for your percentage of efficiency.

€

A APPEARA'NCE
1. Is your expression pleasant;?
2. Clothes épotless and pressed, shoes shined?
3. Ar,g your clotl;es seleéted with taste—style, fit, color, harmony?
'4. Do you l;qk like you are :naster of yourself?
5. Ar;z'your manners p]easant apd friendly?
6. Do you correct all appeairancie liabilities?
B. HEALTH , ,

7.”Is your health a 100% business asset? . “

8. Is your health as important as money?

9. Do you observe the simplé health rules regarding eating, drinking,”
breathing, and exercising? 5

~10. Is yodr‘power of endurarice above average?

11. Lost any workdays this year due to illness?

143 ,
128

Unit 14
Level 1
Handout No. 1

Grade each point on the basis of 0 to 10. If you believe that you are what you should be, give your-
self 10 points; if only medium, 5*points; and if entirely dlsquahfled g)ve yourself a 0; give any inter-

/

Apply your own knowledge. Con51der what a discriminating person in full possession of the facts

When you have graded each of the 100 pomts add the figures and placé the sum in the proper place }

GRADE
YOURSELF -
HERE




Unit14 . - L ' :

Level 1
Handout No. 1
: . GRADE . :
) . " YOURSELF , ;.
_ : HERE -
C. FEARLESSNESS '
12. Are you at ease before strangers or superiors? \ ’ —
13." Are you conscious of t};e new courage that results frorgi acquired power? e
14. Do you follow your own convictions? o . . -
» 15. Have you gliminated all fear of the future? - ‘ N
16. Do you meet problems squarely without evhsion? . —_—
17. Do you use knowledge to banish fear? . __j
Q - D. SELF-CONFfDE?\ICE ;‘*
18. Are you sure of yourself at all times? ’ - —_—
" 19. Do you use and apply your knowledge? o ) | < —_—
" 20." Do you start things with confidence rather than doubt and cold feet? —
21. Are you confident about your own judgment? t ’ ‘ ............
22. Ts action the result of your self-conffdenqe? . : . i —_—
23. Are you'abl.e to ingpire confidence in others? .- 4 — .
E. AMBITION . - : ’ ~
24. Is ;our life’Saim big enough for your ability? ' ‘ ' -
25. Do you back your ambition with decisive action? ‘ ' ( —_—
26. Do you plan each day‘to a;ivance a step? ‘ ‘ —_ )
e * 27. Do you study the best ways for’personal advancement? . R
\ 28. Do you take full advantage.of opportunities? ’ - —_—
2; Are you eager to e;nd well in life? i *"“}*" A | R
30. Would fulfiﬁment of your ambitions make this world a better place? - ' _..___
L .
Y. ' : Lt
. w .
144 4
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Unit 14

» Level 1 .
Handoyt No. 1
’ : GRADE
/ ,_ : o \ - YOURSELF
: o / L, © HERE
F. WILL POWER
31. Is your will power trained for decisive action? : . —_—
32. Can you shoulder r;sponsibility without worry? . —
33. Da you control your temper aﬂd'words? ‘ —
34. Can you shed no‘nessential details? AN —_—
] 35. Do you make enough time for se]f-development? ' —
36. Is your will like “‘high-tempered steel’? . . o —_—
37, Isdaily practice ofl your will power a habit? * . : ._:__ \
G. CONCENTRATION ' |
38. Do you train yourself to concentrate at will? ,' . - . - —
39. Are surroundings picked t6 favor concentration? : \__. .
40. Does l;usinegs study get undivided attention? A__._k ’
41. Can you concentrate for a long period? —
42. Are you developing a clear, accurate, hard-thinking business\mir% —
%/3. Do you really “tflink” rather than kid yoursel‘f to believe you think? —_— .
H. SUGGESTION o
44. Do you seek the value of positive ideas? —
¢ 45, Do you avoid negative suggesti:)‘ns?{ R —_—
46. Isindifference allowed to hindex progress? —_—
" 417. Do your manners serve as positive suggéstions? i \ — ”
48. Do yo—ﬁmﬁ self—sugge;tiox;? . i \,..,_
I TACT \ ' '
49. Do you get along well wit}ymost pedple? —
. 50. Do you try to “lead;’ rather than “boss’? — :‘5
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: ‘ | GRADE
T - YOURSELF
S . T o “ HERE .
) '51. Do you a\"roid los§ of tempé‘g and sarcasm? 7 “ —
52. Do you avoid hasty remarks that hurt others? ‘k _—
53. Do you always practice the highest courtesy? | —_
54. Do you always express appreciation when due? } ) AR
| 55, Areyou'deeply interested in'your own work? e
56. Do you make careful daily oi;servation of your work to in-lprove it? —_—
57. Are 3;011 interested.in the human problem of ‘business management? —_—
58. Do you observe people’s féatures and ;tudy their characters? | — \
59, Dp you endea;ror to reaii people’s thoughts to anticipate théir needs:? N —_—
60. Have you a scientific interest in problems of modern business? ‘ oo ’
61. Are you yourself your greatest object of constructive study? ‘ . —_—
K. SINCERITY ( .
62. Is your word as goaod as a bond? —_—
~ 63. Do you have high ideals of life and service? o
L 64. Is your work interes'ting rather than routine? ‘ —e
. . 65. Do you stand loyally by your deserving friends? . —_
. ~ 66. Areyousincere even though it semetimes results in apparent disadvantages‘?\ —
67. Are you honest for other reasons than because “it pays”? : S
68. Do you practice what you dgni;nd from others? 4 —
. L ALERTNESS ~ ': .
"69. you understand viewpoints of others? ‘ } —_—
70. Are'you qﬁick to understand instructions? o —_—

. T1. Are you known as a wide-awake person? , —
. “ "
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: .84,
85.
86.
87.
88.
8.
90.
91.

73:
74,
75.
76.
7.
~ N. EFFECTIVE SPEECH
78. Do yo
79.
80.
81.
. 82,
83.

/\.’\
-— &.‘ - . \
M. MEMORY . °
72. Is your me;nory exéellent?

Do you train your memory for improvement? ' s
Do you remember names\E easily as faces?
Can you forget nonessential facts?

Do you depend on trainedymemory power rather than short-cut methods?

-Do you consciously c.ombat every tendency to absentmindedness?

[

Do you talk without hesi;aiion?

Are your idea:s clearly and logically organized?

Are you master of yourself? o (\\,
If eating with superiors; are you at ease? =~ - .

Do you convince people?

»

Do you secure the desired action from people?

3

Do §'ou seek opportunities to better yourself‘.{

Do you make plans to realize your goal?

Do you have to/be *‘told” less than the average? : Y,
. i . > ~ ‘.

Do you make constructive suggestions freely? -

Are you systematically developing your power of constructive imagination?

Are you right now thinking of how to profit by use of this chart?

Are you able'to meet new situations with dispatch and confidence?

Does experience prove your ideas practical?

147
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. o GRADE -
K , : ) YOURSELF
' - ’ A HERE -
3 E 4
P. RELIABILITY - : » O
" 92. Are you known as a person who “gets things done™? ‘ ‘ ’ .IE___
—_ 93. Are you trustworthy in little thfngs? ’ ; _.___
-, . 5 )
94. Is your credit good at all times? ) ' D )
95. Do you keep your prorpises and appointments? » . / _— )
96. Are you reliable in all of yéur work? : | —
97. Is your judgment so sound and reliable that it is sought by others? % —_—
) - L
98. Do you establish your “reliability” as thoroughly as your “ability”? | N
"99. Do you deliver dependable results without supervision? —_—
: 100. Are you absolutely loyal to your organization? a ' —_—
S . ! ’ ’ .
TOTAL POINTS - -~
, . 'YOUR PERCENTAGE OF EFFICIENCY - ( 5
: (Divide above sum by 10) . . . : i
. ) N ‘ N
PR
) . z ,
. (_\ _ .
hd i}
—— ) . R -
» .
) ' » - » . R - *




Motives

a. 'abpet‘ite
b. love of the opposite,sex
c. love of parents
d. loveof children !
e. economy
f. comfort
g. ‘imitation
h. safety
" 1. desire to be handy around the house
j. beauty ’.
k. desire to .be different; recognition
L cleanliness |
m. recreation
n. desire to make igave money
o. fear
p. desire to build
qy desire to travel
r. health

's. competition

t. sociability

b,

© ©® N e goR W N
[

BUYING MOTIVES

Unit 14
Level 1
Handout No. 2

Products

tie

coffee pdt

oil painting

fire extinguisher

Sdress pittern

vitamins

diet bread

basketball

diamond ring

ok
e

rental’ property

[y
=
+

watch

ok
N

steak

ok
w

box of chocolate candy

ok
L

perfume

Pk
ot

camera

ek
®

life insurance

3

sports car

Pk
o

door lock

ok
®

kY . -
snow tires y

1)
e

)
=

garden tqolé ‘

electtic saw -

&)
b

" women’s cosmetics

<)
L

fabric softener

P

model airplane kit

&)
o

camping trailer
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ACTIVITY RESPONSES
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Note to Instructor: ;-
‘This section contains suggested responses for module activities. The instructor should use’
judgement fob\those activities where there is no single response.

- N 3

-\ N N
b

151

-,




Unit 8
Level 1
MODEL ACTIVITY RESPONSES
Case Study ’
1. Juanita needs to understand that financing is essentially the “fuel” that runs a business. With-

out financing, there can be no business. It is also important that the right kind of financing be
available to'the business at the right time. -
The two basic types of financing available are equity financing and debt financing. Juanita
hasn’t been able to save much money, she probably wouldn’t be able to open a business
on the amount of money she has. There is the possibility, however, that one of her relatives
may be willing to help with finances. She should check this option. Her other alternative is to

use debt financing—or borrowing money to get started.

Juanita could try to get a loan from a bank, a credit union, a commercial or consumer finance

company, asavings and loan institution, her insurance company, or the Small Business Admin-

istration. She might also consider financing her business by opening a franchise.
. '

‘Q;"

“

;
L
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MODEL ACTIVITY RESPONSES :
Dialjﬁé in on Legal Terms

Part I Key | o ’
1. cont;racg '

agreement

considération @

contgactual capacity

legality

.

usury

P S o B

exculpatory clauses

e

reality of-consent

Part II Key ) T .
1. contractual capacity

2. agreement

usury

contract . : . %

consideration . ] -

reality of consentwy,

lega}ity , - {

® N e ot s

exculpatory clauses T , ¥




N Unit 11

\
) Level 1
o 'MODEL ACTIVITY RESPONSE
Case Study L ‘ .
The project cannot be judged a total success. If they had not had problems, they might have been
able to earn more money than they did. Also, the hard feelings that resulted from this project
+ could carry over to future projects.
Gil needed to plan his purchases based on the amount of possible sales. To hel;; with this plan-
ning, he could have done a small customer survey to determine colors that customers would like.
He should haveffalso used a schedule for work hours. Without such a schedyle he could not be
sure that empgibyees would be at work when needed
o
- ¢
',
;
—_ .
o
,/u
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Level 1° B .

4

- | . MODEL ACTIVITY RESPONSES

4

Individual Activity

1
2
3
4
5.
6
7
8
9

10,
Case

‘1.

2. planning

. mqtivétilxé - ’ oo , -\S

‘health

. managing -

{«

. controlling r

hiring - . : KN:

. ‘ . . .
.. knowledge and skill . : -
. compensation
. productive

, 4

. communications. .

Study

Charo needs to be convinced that there is more to hmng and managing her new employee
than just sticking a “help wanted” sign in the window, putting an apron on the first person
who walks in, and telling him or her what to do. Managing employees, also known as human
resource management, involves understanding the many responsibilities and obligations of the
employer to the employee and of employee to employer. The management process calls for
planning, organizing, directing, and controlling all the activities that involve employees and
promote their productivity. This process doges not have to be so complicated that Charo can-
not carry it out herself. However, she should understand the basics in order to have a success-

‘ful relationship with her'new employee

v

The hiring process is one of the first steps to high employee morale. A key factor in successful
operation of Charo’s restaurant is matching the right job to the right person. If she matches a
person with pastry-making-skills with a job l.v/eepmg the floor, she is missing an opportunity
and underutilizing her employee. In fact, the employee may quit unless allowed to use his or
her skills and talents. Charo must learn how to determine the potential employet’s skills and
weaknesses'so she can select the person best qualified to carry out the tasks sheﬁﬁgl:ls done.
Once th ployee has been hired, Charo must be sure the individual is handlirg the job effec-
tively, and if\not, communicate how improvement can be made. Finally, Charo must learn
where to locatg prospective employees. Sometimes placing a “help wanted” sign in the window
can be effective, but she also needs to learn about other.ways of advertising a job opemng

The six m 6r responsibilities in m agmg employe&s are (a) hiring and placing new employe&s,

(b) training employees to be produttive, (c) compensating employees for their efforts, (d) help-
ing employees maintain and improve their performance, (e) evaluatmg employees’ perf ormance,
and (f) building relationships with employees.
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4. Charo should become familiar with all the laws that regulate her business, or consult with
someone who ‘can advise her of all legal details. For example, her state may require each of
her employees who work with food preparation to have a food handlers permit. She needs
to be aware of such regulations. In general, however, as an employer, Charo is required to be
responsive to the following guidelines regarding her employees.

a. Areasonably sai'e and suitable place for employees to perform their jobs n;ust be pvrovided.
An employee should not be exposed to undue risks and dangers while on the job.

b. Safe and suitable tools, machinery, and appliances must be provided if they are called for
on the job. If dangerous machinery is called for, employees must be instructed in their safe
use, and the risks involved in careless use must be made clear to the employee.

¢. A work staff that, is large enough to handle the work load must'be hired. Otherwise, employ-
ees who are assigned more work than they can complete will become discouraged quickly
and their attitudes will be poor. :

-

»
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Unit 15 " X8

Level 1 .
MODEL ACTIVITY RESPONSE
Case Study ' d «

Since Sally wants to use asingle-entry bookkeeping system, she can probably find a suitable ledger
for her records at a local bookstore. Have the students design categories for all the possible debit
and credit items that Sally might encounter in her business. Be sure that the students include cate-
gories such as total sales (in terms of cash, checks, and credit charges), and total expenses (ih terms
of supplies, operating expenses, and wages).

-
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Case Study

Current Assets
Cash
Accounts receivable
Less allowance for
doubtful accounts
Inventory
Total Current Assets

Fixed Assets
Land
Building
Less gllowance for
depreciation -
Equipment
Less allowance for
depreciation
Total Fixed Assets

- TOTAL ASSETS °

Total Sales
Cash sales
Credit sales

Total Revenue

Cost of Goods Sold
Beginning inventory
Purchases

Cost of goods available for sale
Less ending inventory :

Cost of goods sold

Gross Margin

MODEL ACTIVITY RESPONSES

-

THE LAWN AND GARDEN SHOP

¢ Balance Sheet .
December 31, 19--
, N ‘ '
Assets Liabilities and Equity
Current Liabilities
$ 1,000 Accounts payable $ 3,000
$ 4,000 Notés payable 500
Total Current Liabilities ‘
400 3,600 i
3,000 . Long Term Liabilities -
$ 7,600 Mortgage $16,100
Total Long Term
. Liabilities
Y . § 5,000
$‘3§0,000 - Total Liabilities
H
5,000 25,000 . "
- 6,000 Equity
_ Owner’s equity
1,000 5,000
$35,000 .
TOTAL LIABILITIES
$42,600 AND EQUITY
'THE LAWN AND GARDEN SHOP '
A Income Statement.

For Period Ending December 31, 19--

$15,000
202000
$35,000 .
$ 4,000
25,000
- $9,00
3,000
26,000
\
. $ 9,000 .
Y159
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$ 8,500

$16,100
$19,600

.
23,000

$42,600




+ Unit 16 e ' -

- Level 1 ,
Expenses . . PO
Salaries and wages $ 3,500
Utilities ¢ 700
Advertising : " 600
Depreciation 200
" Total Expenses $ 5,000
Net Profit Before Taxes ) $ 4,000 -
Estimated Income Tax . ‘ : 1,100
Net Profit . $ 2,900
Solution:
1. ) .
The Lawn and : Industry
Ratio - . Garden Shop - Average
. a. n%t profit
quity )12.6% 14.9%
b. net profit i . .
sales 8.3% . 5.0%
c. sales , . 3 _ ;
) . equity ’ 1.6% 3.4%
d. _total revenue ‘ , _
i average inventory - 10 times 9.7 times
e. average collection ‘ - _
period 38 days . 45 days
f. _current assets - .
current liabilities 2.2 . . 2.2

» *

2. The following strengths and weaknesses of the Lawn and Garden Shop are based on the infor-
mation obtained from the ratios calculated:

a. The net profit to equity ratio shows that the return on investment for the Lawn and Garden
Shop is lower than the industry average. This low return on investment can be eaused by
(1) alow gross margin or high operating costs, (2) a low volume of sales relative to the value
_ of the investment in the business, or (3) a combination of both of these factors. -

b. The net profit to sales ratio shows that the margin of profit is very satisfactory relative to
the industry as a whole. It can be assumed that the Lawn and Garden Shop has a sound
‘pricing policy and that opérating expenses have been kept in line. ,

¢. The sales to equity ratio shows that the volume of sales relative to the amount invested in
the business is low compared to the industry average. This low figure is the reason for the
somewhat low return on investrhent obtained by the Lawn and Garden Shop (all other
. ratiosare satisfactory). In order to increase the sales to equity ratio, either more sales must
’ be generated or investment in assets must be reduced.
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MODEL ACTIVITY RESPONSE

Answer to individual activity .

Net loss of granting credit = $430
. L 4 -

Case Study

1. The basic credit management problem is that the managers of the sports store are aware of the
need to provide credit of some type, but they don’t have the capital available to extend large
amounts of credit for a long time or to large numbers of customers.

»
)
-

2. Several important facts are the following :

e Most of the customers are likely to expect credit since the other sporfs stores in the area
offer credit. \

o While some of the products may be low profit items, some o‘f the products are profitable
enough to allow some margln for carrying credit.

o Establishing a good sales record seems to be.a high priority for the business.
e Much of the capital is already tied up. ‘ '

3. Some possible solutions are— \ .
a. to o‘ffer direct credit only to chosen customers,

b..to honor one established credit card,
¢. to honor several established credit-cards.

~

4. Possible results are—
a. that some customers will be lost through refusal to give them credit,
b. that some customers won’t have that particular credit card,
c. that the business will pay a large amount in fees to the credit card companies. )

5. One possible answer is to use an established credit ¢ard and to take advantage of its collection |
services and its assistance in checking customer credlt ’ .

6. Since you would generally need to pay within-a month for your mventory replacements, you
might want to require payment in full within thirty days. Your credit limits might be quite
low, but credit might be extended to many people who might qualify after a credit check.

NI
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MODEL ACTIVITY RESPONSES

Case Study

1. Examples of some risks that Jim faces.

a. Delivery vehicle may wreck. ]

b. Robbery is more likely with the late hours Speedy Pizza is open.

c. He may accept payment with “bad” checks. - ‘
d. There may be the possibility of employee theft. . B
e. Additional crimes may occur (i.e., burglary). R §
f. Customers may hurt themselves at the restaurant. , ]

2. Speedy Pizza is probably more susceptible to robbery than any other business crime. This is
due to the business being located in a small shopping éqlter and stayirjg open after all the other
stores have closed. - L . o

3. Jim’s insurance coverage is not adequate. He needs to purchase fire insygrance on the business
contents in addition to casualty and liak:ili/ty insurance. He will also n¥ed liability, and collision
insurance for his delivery vehicle. '
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Note to Instructor: . ’ . -

This section contains the questions and suggested answers to be used as an assessment of
student competency at the completion of each module. These questions are the same as
found at the end of each module,
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ASSESSMENT  Directions: Reiﬂ 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 on them.

-4

1. How does the Small Busmess Admmxstratlon define a small

~ business?
&

_2) What are the traditional smgll busmess 1ndustr1es‘7

S What does Schumpeter call “enterprlses and how do they
contribute to-the economy? .

' 4, How do small businesses contnbute to the American way of

D life? .

' 5, What are some of the major factors contributing to the
success of a small busmess"

3
/
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1. The SBA’s definition of a small business is one that is individually owned and operated and

that is not dominant in its field of operation. Additionally, the SBA defines small businesses
by number of employees and annual sales revenues. The particulars vary depending on the
industry in question. _ .-

r
]

The four major types of small business are wholesaling, services, retailing, and manufacturing.

. Schumpeter calls “enterprises” the combinations of business established by individuals outside

the circular flow of normal business transactions. These contribute to the economy by the
creation of hew products and services which create new wealth in the economy.

Small business is the principal “creator” of new wealth through its attraction for éntrepreneur-
ship. It also provides jobs for over 48 percent of the work force as well as supplying products
and semces to big business. It generates 66 percent of all new jobs in the work force.

Some of tthost common reasons for business success might mclud_e an experienced entre-
preneur; a good market pos1t10n, sufficient capitalization; prior business planning; prior self-
analysis of the entrepreneur’s strengths and weakneses use of outside help to complement_

entrepreneur’s weaknesses. .
k] ¢
' Ll - '
” .
[
\
%
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ASSESSMENT Directions: Read the, following questions to check your own

N Unit 2
: ’ ’ Level 1

‘ knowledge of the information in this unit. When you feel prepared,
. . . ask your instructor to test you on them.

A Y

-1,
i -~ 2

11..

12.

How does the econ\o,my¢grow? -

How is entrepreneurship linked with the needs of the
marketplace?

Can the “common good” be effectively served.in an economy
based on capitalism? ,

\ - * %
What is entrepreneurship? .
What three types of skills are needed to run a company
successfully? o
What are sgme of the personality traits that successful
entrepreneurs have?

What are some of the advantages of owning your own
business?

f . ’
What are some of the disadvantages of self-employment?

What are some of the advantages and disadvantages of being

. an employee?

What are some of the major reasons that successful
entrepreneurs have for starting their own businesses?

Do successful entrepreneurs show a need and a skill for
creativity and inventiveness in their jobs? Explain why
entrepreneurship offers a place to use these kinds of skills.?

List the entrepreneurial skills anci traits you havg.that you've
developed through your personal interests, schooling, or Job
activities.

2 J
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MODEL ASSESSMENT RESPONSES

. \

New wealth is created by inventions and sales of: new products processes, resources, Or new
combinations of these elements.

Successful entrepreneurship requires the introduction of products or semces that fill a need in
the marketplace. -

The furthering of the “common good” can result from a free enterprise, capitalistic economy
when those “higher’* needs are expressed by the marketplace and fulfilled by entrepreneurs.

Entrepreneurship is the element of the American economic system that produces tomorrow’s
goods and services, at some risk to the entrepreneur, in anticipation of future market needs.

The three areas of skills needed to run a successful business venture include affective, cognitive,
and manjpulative skills.

Successful entrepreneurs exhibit: tough-mindedness; a willingness fo wgrk hard; a high degree
of self-confidence; a willingness to take reasonable risks; flexibility; creative understanding of
the needs of the marketplace; a sense of long-term goals; problem-solving skills; a desire for

profit; and enthusiasm about their work.

1

Some of the advantages of owning your own business are: more money;‘ihdependence; satis-
faction of a personal need to achieve or compaete; responsibility; ability to utilize creativity
and innovativeness. =

Some of the disadvantages of self-employment can be: economic failure; being beaten out by
competition; involvement with government regulations and red-tape; working long hours, and
high risk of investment capital.

Some advantages to being an employee could be: safe income; regular hours; guardnteed vaca-
tions; fringe benefits; self-satisfaction of working for a successful company. Some of the dis-
advantages of being an employee could be: restricted salary increases; lack of job security in
later years; lack of job security in a recession; need to relocate at the dwre of the company;

and mandatory retirement. : < T

-
Some of the major motivations expressed by successful entrepreneurs include: need to achieve,
to be lndependent to use creativity and lnnovatrveness in daily work effort; and, need to com-
pete. .

Successful entrepreneurs exhibit a high need for and skill in using creativity and innovativeness.

Being an entrepreneur offers a unlque opportunity for the expression of creativity and innova-
tiveness in that starting and running a new business is an act of creation and every decision can
be the source of creativity and/or innovation.

The student should be able to give specific examples of having been or of being: tough-minded
in making decisions that were based somewhat on intgition; a hard worker in completing a
challenging and rewarding task; self-confident; a reasonable risk taker in endeavors that allowed
some degree of control of the results by the student (not pure chance or lottery-type risks);
flexible in dealing with the various facets of life or career; understanding of other people’s
needs; a long-term goal setter; an adept problem solver; motivated to make a profit from their
endeavors; and/or enthusiastie in their intensity and focus for accomplishing goals.,

[ 4
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Unit 3
Level 1

ASSESSMENT  Directions: Ona separate piece of paper, number from 1 fo 16. Select
. ; & the best answer for each of the statements below. Write the letter you
' select next to the number on your sheet of paper.

1. The primary reason for developing a Business Plan -is—

a. to determine whether tﬁe proposed business promjses to be
profitable.  __

b. to providé records for federal income tax returns

c. to help entrepreneurs decide how to go about purchasmg a
franchise.

2. Lending agencies (like banks) reviewBusiness Plans—

a. in order to open a new account for the proposed business.

b. in order to provide a credit rating for the new business.

¢. in order to determine whether to lend money for a new
business.

3. Once a Business Plan is completed—

a. it is too late to make adJustments before the business opens.
b. the business location is firm.
c. changes are still p0551ble on paper before the business

opens.
4. A Projected Income Statement—

a. estimates how profitable a business will be.
b. identifies sources of investment money for your business.
. ¢. is a guide to follow in managing your business.

C\Omplete the following statement by filling in the blanks (write your.
answers on your sheet of paper):

5. The financial part of a Business Plan answers two major
questions:

a.

b.
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Identify the parts of a Business Plan by matching the parts in the
right-hand column below with the questions in the left-hand column.
Place the correct letter from the right column on your sheet. The
numbers of the questions should match the numbers on your sheet of
paper. The parts may apply to several questions.

6. How shall we a. Marketable product , Q:
attract customers? or service . s
7. What shall we b. Marketing plan
sell? -
8. What is the c. Financi.al plan
' competition? '
9, How much willit d. Organization plan
cost to get ( . '
started ' . >
10. Is additional ‘
. money needed?
11. What will our
. expenses be?
12. Who will buy our ot )
.- product or service? :
13. What will our sales
volume be?
L'/ 14. Where shall'we locate -
the business?
15. Does the business
promise to be profitable?
i 16. What form of organization
is best for us?
~ P
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MODEL ASSESSMENT RESPONSES

Multiple Choice Questions ' - ‘ "
1. a. Thereasons in b. and c. are not in any way appropriate. '
¢ ) ’ .
2. c. The reason banks review Business Plans is to determine whether the business promises to be
profitable; so they can assess the risk involved in lending the entrepreneur money.

3. ¢ One of the benefits of the Business Plan is that it calls attention to the places where adjust-
ments are needed while the plan is still on paper.

4. a. The Projected Income Statement estimates sales, cost of goods sold, gross profit operating
" expenses, and net profit—in order to anticipate how profitable the business promises to be.

- 5. a. How much profit does the business promise to make?
b. How much money does the entrepreneur need to open and operate the business unt¥it
shows a profit?

. -

Matching Questions . -, ,

The questions should be‘ classified into categories, as follows: ' 4 ) ' -

a. Marketable product or service 6. b How shall we attract customers? ’
b. Marketing plan 7. a_ What shall wesell?
¢. Financial plan 8. b What is the competition?
d. Organization plan - 9. ¢ Howmuch will it cost to get started?
‘ 10. ¢ Isadditional money needed? \
11. ¢ What will our expenses be?
12. b - Who will buy our product or services?
418. ¢ What will our sales volume be?
14. b Where shall we locate the business?
- 15. ¢ Does the business promise to be profitable?
16. d What form of organization is best for us? .
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ASSESSMENT Directions: Read the followmg assessment questions to check your
own knowledge of these topics. When you feel prepared, ask your
instructor to assess your competency on them.

g

“Explain in one or two paragraphs each of the following statemé’nts:

1. Technical assistance provides the entrepreneur with access to
», experience. )

. 2. All the tasks the entrepreneur will need to perform can be
class1f1ed into two-broad catégories.

» 8. The most comprehensive franchises provide much of the
‘ technical assistance needed by the small entrepreneur.

4. Although franchises often prov1de a great deal of technical
- assistance, they also limit your freedom to be your own boss.

5. For many years, fazjmers have found that joining a

. cooperative is a good idea.
6. Some companies employ a buymg group to (pui'cho.se products
for them in central markets. " ~
, : 7. Business associations usually hold meetings and annual trade
- . shows that can provide technical assistance to members.
8. A number of federal government -agencies provide
information to entrepreneurs at little or no cost.
9. Entrepreneurship education is a growing field of study today.
’ ) 10. - A listing of sources for technical asmstance would be-
' incomplete without mentioning your competltors as a source
of help.

11. Openmg or managing a small business will demand the
services of professionals from the community.

12. Some profess1onal services will be available without charge
because the technical specialist wants to sell you a product or
servxce

13: Publlcatlons are an effective way of keeping up to date with

- . changes in technology within your industry.
NF $
/L : Ié‘o‘r further information, consult the lists of sources in the Resource
R : - -Guide. '
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MODEL ASSESSMENT RESPONSES
Technical assistance provides the entrepreneur with access to éxperience. As the entrepreneur
begins a new business, he or she will probably not have all the knowledge or skills needed to

‘open and be successful. This is not unusual. Being aware of the wealth of technical assistance

available is like having experienced advisers standing by to help you solve every problem.

All of the tasks the gntrepreneur will need to perform can be classified into two broad cate-
gories. The two broad categories are: (1) the tasks you must do before the business opens and
(2) the things you must do after it is operating. Before the business opens, you need to decide
whether you would be a good entrepreneur, to identify a promising business opportunity, and
to develop a business plan After the busmess is operating, you need to manage the business.

If you own a franchise, you will be provided with much of the technical assistance needed by
the small entrepreneur. These franchises provide your firm with its name, the logo, the manu-
facturing process, the advertising and sales promotion plan, and the operatlonal plan..

Although franchises often provide a great deal of technical assistance, they also limit your
freedom to be your own boss. The entrepreneur must operate according to the requireménts
of the franchise. The more assistance you get from thee franchise, the less free you are to do
your own thing. This may be frustrating to the entrepreneur who is creative and wants to try
out new ideas. . . :

Farmers, because of their isolation and limited staff, and because they are often located a good
distance from where their products are sold, often.find it to their advantage to join with other
farmers in a cooperative. Membership in a cooperative allows them to store their products in
large quantities and save storage costs. It also provides a marketing outlet and allows them to
share sales promotion costs with other farmers.

Some companies employ a buying group to purchase products for them in central markets.
Because of fast changing styles or perishable produce, some purchases must be made quickly
by buyers who are on the spot at the moment a product becomes available. Since it is usually
1mposmble for each company to have a buyer in the marketplace, the company owner may
join a buying group. The buying office employs buyers in the central markets who purchase

as instructed by the membexr companies.
e

- Business associations usually hold meetings and annual trade shows that can provide technical

assistance to members. These events are excellent ways to keep up with what is new in your
industry and for talking to competitors and suppliers who can help you find answers to your
problems. -

A number of federal government agencies provide information to entrepreneurs at little or no
cost. The Small Business Ad ministration devotes all of its vast staff and resourees to helping
small business owners. The U.S. Department of Commerce provides a number of helpful pub-
lications and helps minority individuals develop their business plans and fmd the money to
open their businesses.

Entrepreneurship education is a growing field of study today. Hundreds of courses are sprixig-
ing up in secondary and postsecondary schools, in vocational and technical schools, and in
universities and colleges. Several private institutions for preparing entrepreneurs have sprung

up recently.
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13.

- within your industry. Beca

/- . . . ) Level 1

A listing of sources of technical assistance would be incomplete without mentioning your com-
petitors as a source of help. The value of ““talking it over” with someone who is also in the
business can provide outside opinions to aid in decision making. Successful competitors may
‘not want to share all their secrets with you, but they are usually pleased to help you with most
technical mattérs. .

Opening or managing a small business will demand the services of professionals from the com-
munity. The entrepreneur will need the help of a banker or investment firm representative to
advise on financing the business. The legal aspects of the business should be handled by a law-
yer. Accountants are needed to set up recordkeeping systems, to develop financial records,
and tJ prepare income tax returns. Professional consultants are needed for technical assistance
related to manufacturing, marketing, financing, or managing.

Some professional services will be available without charge because the technical specialist
wants to sell you a product cb service. Business representatives such as bankers, insurance
representatives, and suppliers do not charge for the advice they give you because they are
hoping you will be grateful for their assistance and become their customer.

Publications provide an effective means of keeping up to date with changes in technology

&SE they are published monthly or annually, they will be more
likely to contain the latest methods for your industry. Books that are published recently
must include up-to-date technology if the publishers expect to sell them.

4 .
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ASSESSMENT

Unit 5
Level 1

Directions: Read the following assessment questions to check your

own knowledge of the information in this unit. When you feel ,

1.
v, 2.

prepared, ask your instructor, to test your competency on them.

Identify the five types of ownershlp discussed in thi umt

Identify at least two advantages and disadvantages of each
type of ownership (excludmg cooperatives) diseussed in this

unit.
K3
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[ 4""4
ADVANTAGES/DISADVANTAGES OF TYPES OF OWNERSHIP
FORMS OF OWNERSHIP _ ADVANTAGES DISADVANTAGES
Sole Proprietorship 1. Low start-up costs . 1. Unlimited liability
: » 2. Greatest freedom fromregu- 2. Lack of continuity
~ lation 3. Difficulty in raising capital
3. Owner in direct control f—
4. Minimal working capital
requirements
5. Tax advantage to small owner
6. All profits to owner
Partnership 1. Ease of formation 1. Unlimited liability
_ 2. Low start-up costs 2. Lack of continuity
3. Additional sources of venture_ 3. Divided authority
capital 4. Difficulty in raising addi-
4. Broader management base . tional capital
* 5. Possible tax advantage 5. Difficulty in fmdmg suitable’
. 6. Limited outside regulation partners
Corporation 1. Limited liability ‘1. Close regulation
~ 2. Specialized management 2. Most expensive form to orga-
3. Transferable ownership nize - .
. 4. Continuous existence 3. Charter restrictions
5. Legal entity 4. Extensive recordkeeping
6. Possible tax advantages 5. Double taxation
7. Ease of raising capital N
Franchise - 1. Smaller than usual capital 1. Possible high franchisor fees,
investment supplies, and charges
2. Less working capital than nor- . 2. Some loss of independence
mally required _ 3. Possible difficulties in can-_
3. Prior public acceptance of  celling contracts
product or service
/ 4, Management assistance ,
5. Better than average profit

margins

~

SOURCE: Adapted from Kuebbeler, Gary L. Going into Bu:meu for Yourcelf Columbus: Ohio Distributive Educa-
_ tion Materials Lab., The Ohio State University, n.d.




Unit 6
Level 1

‘L ASSESSMENT . Directions: Read the following assessment questions to check your
v own knowledge of the information in this unit. When you feel
prepared, ask your instructor to assess yoyr competency on them. \\/

1. Explain why businesses should be concerned with customer
satisfaction.

2. Q@Explain what marketing is.
’ ‘ bl 3. List the eight major functions of marketing.

4. Describe the responsibility of consumers when they i)uy
products or services from a business.

5. Discuss the effect of the “free” market system on decisions
made by businesses and decisions made by consumers. N
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i

1.* Businesses are in a buyer’s market. In order to get customers to buy their products and pay
M reasonable prices, businesses must understand customer needs. Satlsfled customers will con-
tinue to return to the business to buy more products.

2. Marketing includes all of the activities involved in exchangmg products and services between ..
producers and consumers.

3. Product development, exchanging, transporting, storing, financing, pricing, communication,
and information analysis.

4. Customers may be responsible for providing some of the marketing functlons They need to
help businesses determine what to produce and sell by informing business people about what
they like and don't like.

5. The free market system may not be efficient because businesses can produce any product they

choose and consumers can spend their money in any way they choose. Stipply and demand
determines what products will be syuccessful and what prices will be charged.

’
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Unit 7
Level 1
Directions: Read the following assessment questions to check your
owndknowledge of the information in this unit. When you feel
, pre’h, ask your instructor to assess your competency in these
area@.

.

1. Explain the importance of selecting the right business site.

2. List at least three general and three specific fagtors to
consider when sélecting a business location.

3. What factors determine how appropriate the five types of
business locations are for a specific business?

A ' o :
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1. Selgctin'g the right business site is important because studies have indicated that location is one
of the major factors contributing to business’success. A gon business location will increase
.ales and reduce overall operating costs. Selecting the right husiness site’is important since it

nfay be made only onae in the life of the business. - : y

2. Three general factors to consider when selécting a business location are economics, population,
and competition. Specific factors to consider include the,type of business and the nature of .
the pfoduct. Retail, wholesale, service, and manufacturing firms each have unique location-
considerations. Different types of consumer goods, services, and industrial products affect the
suitability of business locations. e ) .

4 3. The first factor that determines the appropriateness of the four types of business locations is
the type of business. Retail and service firms are successful in central shopping districts, neigh- .
“ ) . borhood shopping areas, and shopping centers. Wholesalers and manufacturers are not as suited

to these areés. The outskirts of towns and cities or industrial parks are more suitable for these

businesses. Asecond factor to consider when &valuating business locations is the nature of the -
product. Some produgs and services must be provided at the customer’s residence or place of

business while others#ire best provided at the seller’s business. Businesses selling products and
services of the former type need not be as concerned about attracting customers.

~
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Unit 8

Level 1
Directions: Read the following questions concerning financing the
business. They are for you to check your knowledge about this topic.
When you feel ready, ask your mstructor to assess your knowledge on
them. ,

Explain the importance of fmancmg to the success of a new
busmess

2. List the three main types of costs and expenses that are
mecessary to start-a new business. .

o

Explain the two major methods of financing a new business.

SN

o

Identify the various sources for obtaining the money needed
to finance a new business.

5 List the three financial statements that. should be mcluded in
. a business plan

L
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1. For any busmess to succeed, it t be properly financed. Money is needed to establish the .
proper location, construct the proper facility, buy the necessary merchandlse, purchase adver- .
tising, and- many other essential supplies and services. *

. 2. The three main types of costs and expenses that are necessary to start a new business are
start-up costs, operating expenses, and personal expenses. ° ‘ -

——.

8. The two major r‘nethods of financing a business are equity financiné&(persénal investment)
and debt financing (borrowing). .

* . 4. Equityfinancing comes from persohal savings of the owner, family, friends, partners, sale of
stock, and venture capital. Debt financing possibilities include any person or organ@zation that
lends money (banks, credit unions, finance companies, life. insurance companies, savings and
loans, etc.). Government agencies make small business loans. Answers may include franchises,
trade credit, factors ‘and any other creative source of funding. .

5. The three financial statements that should be included in a business plan are the profit and
loss statement, the cash flow statement, and the balance sheet. “ _ )

-d
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Unit 9 -
- T . Level 1l

Dlrectlons Read the followmg assessment questlons to check your
own knowledge of these topics. When you feel prepared, ask your
instructor to assess your competency on them.

1, Describe why a basic understandmg of legal issues is
important to the small business owner,

. 2. Define the term “confract.” .
3. Identify the conditions that call for a‘written contract.

4. Name the five essentials of a contract, Describe what i is
meant by each essential.

v
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*

. 1. The small business owner needs to develop a basic understandmg of personal and professional
legal obligations. In addition, the small busmess owner needs to know when to seek legal
-advice and where to get it.

2. A contract is a mutual agreement made between two or more persons that is valid and enforce-
able by law. (

3. a Any contract for the sale of land or an interest in land. .
b. Any contract that'wifl not be performed within one year.

c.- A promise by one person to pay the debt of another. ,

d. Any contract that involves the purchase of real property valued at $500 or more.
4. The five éssentlals of a contract are: agreement, consideration, contracmgcapac1ty, legallty,
and reality of consent. .
a. Agreement refers to a reasonably definite understanding between the parties. Intent to con-
tract, reasonable definiteness, and communication are necessary for this essential.

b. Consideration is something of value that is given t6 the offeror by the offeree.

c. Contractual capacity refers to the ability to enter into a contract. Minors andl individuals
who miade contracts during periods when they were judged insane or were so intoxicated
that they did not-understand the terms of the contract can void such agreements.

d. Legality Contracts in violation of the law are not‘enforceable.

-

.e. Reality of consent is missing when the agreement is tainted with frau(f mnocent misrepre-
sentation, or mistakes. d
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Unit 10
Level 1

Directions: Read the following items to check your own knowledge of
these topics. When you feel prepared ask your instructor to test you
on them.

1.

* 3

Summarize the importance of government rules and

regulations that affect small business owners.

Identify who makes the regulatlons

Describe the effects that regulations have on small businesses.

List at least three groups protected by the government
regulations.

Explain the use of licenses and permits.

Expiain-at least two types of taxes at the federal, state, and
local levels that affect small businesses.

187 llgi
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- 1]
1. Government rules and regulations are important to small business because—
a. apurpose of regulations is to maintain a healthy business environment,

N . b. all levels of government act as sources of regulation, ”
c. the impact on small business is felt in the paperwork and cost burden of regulations. - \

“

2. The source of regulations is the government. Federal, state, and local governments develop and
enforce regulations in their jurisdictions. .

3. Regulations have a positive impact on small business. The encouragement of fair competition
is important to small business. A major negative impact is the large amount of paperwork and
the costs 1nvolved in following the regulatlons

4. The governmental regulations are written to protect (1) competltlon (2) employess, (3) con-
sumers, (4) the environment.

5. Licenses and permits are used to control the entry and operation of businesses in many com-
mercial ventures. Licenses and permits are commonly required in fields where the health and
safety of the public are concerned. Licenses and permits are required in fields where competi-
tion is restricted. Cable televmlon, telephone companies, and radio stations are examples.

6. TFederal taxes would mclude. Soc1al Security, individual income, corporate incoyne, and pay-
roll. State taxes would include income, sales, and unemployment. Local taxes would include
‘property, income, salés. . o .
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) : Unit 11
. - Level 1

' ASSESSMENT  Directions: Read the following assessment questions to check your
‘ own knowledge of the information in this PACE unit. When you feel
prepared, ask your instructor to assess your competency.

1. Identify the mahager’s‘ primary task in a business.
2. Identify the five steps in the decision-making process.

3. Identify how and where .an entrepreneur can get the
information needed to make informed decisions.

- 4. Name and describe’the functions of management.

5. Identify rewards that management offers potential
entrepreneurs. ) . -
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- Level 1

MODEL ASSESSMENT RESPONSES

/

1. The manager’s primary task is to plan and direct the work of others ina way that allows the
business to reach its goals.

2. Steps involved in making business decisions include the following: (a) identify the problem,
(b) define alternative solutions, (c) gather facts about alternatives, (d) evaluate alternatives to
plck the best solution, and (e) formulate a plan of action.

* 3. To make decisions, entrepreneurs can get needed mformatlon by brainstorming, asking col
'.leagues, conducting market research, and hiring a consultant. . '

4. Management functions include the following: (a) planning the work—setting goals and objec-
tives, (b) organizing the work—tasks to be performed, people and equipment needed to imple-
ment plans identified, (¢) directing—putting the plan into action, and (d) controlling and
evaluatmg work—monitoring the effectiveness of plans.

5. Management offers entrepreneurs (a) the personal satisfaction realized from the successful
operatlon of their business because of their own ‘decisions, (b) the'ability to exercise all of
_ their managerial skills and talents, not just those skills required to do a single job, and (c) the
opportunity to deal with a w1d§ variety of people on different levels. The inherent rewards
include freedom to make decisions, challenge of being in control and the possibility of
unlimited success. .
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ASSESSMENT

Unit 12
e .. Level 1

Directions: Read the following questions concerning managing human
resources. They are provided for you to check your knowledge about this

topic. When you{?el ready, ask your instructor to assess your knowledge
on them. . 2 .

1.
2.

(VM

. ‘Identify at least six responsibility areas that make up human

Define human resource management.

Explain the importance of human resource management as it
relates to the success of a business. .

~

resource management.

Describe the obligations employers have to employees.

-
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Unit 12 _ S v . o
Level 1 - : - :

MODEL ASSESSMENT RESPONSES

o

1. Human resource manasgement is the process of planning, organizing, directing, and controlling
all the activities that involve employees and promote their productivity. T

2. Human resources are a costly resource that determines the success or failure of a business. The
employees of a business (also known as the human resources) are the key to success or failure-
of that organization. The quality of their work determines whether the business has a good
or poor image. At the same time, most small businesses must use a large part of their profits
to pay the employees who keep the business running. The entrepreneur must get his or her
money’s worth from the employee, or the business may lose money and have to close. In gen-
eral then, human resource management is important because of its direct and indirect effects
on the success of the business. Wlthout productive employees, it is difficult fora business to
succeed. -

3. The six major responsibility areas that make up human resource management are (a) hmng and
placing new workers, (b) tralnmg workers to be productive, (¢} compensating workers for their
efforts, (d) helping workers maintain and improve their performance, (e) evaluating workers
performance, and (f) building relationships with workers.

4. There are many laws regulating a business. However, regardless of occupation, certain basic
employment guidelines are established by law. Here are those guidelines: -

o The employer must provide a reasonably safe and suitable place for employees to perform
their jobs. What constitutes a “reasonably safe and suitable place” should be determined by
the nature of the work and the dangers that are common to that particular job. An employee

° should not be exposed to undue risks and dangers. .
o The employer must provide employees with safe and suitable tools, machinery, and appli-
ances to uselin completing their assigned jobs. If dangerous‘machmery is used, appropriate
safeguards must be taken. The employer must instruct inexperienced employees on the use
of dangerous machinery and the risk involved in careless use.’ X

'e The employer must have a work staff that is large enough to handle the work'load. Nothing

will ruin employees’ work attitudes faster than being assigned more work than they can
omplete.

@
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. : Unit 13-
. Level 1
ASSESSMENT Directions: Read the following assessment questions to check your

own knowledge of the informatior’in this unit. When you feel
pripared, ask your instructor to assess your competency on them.
. 1. Define promotion. - V

.« 2. List the five major promotional methods and describe one
' advantage of each method.

3. Justify the following statement: “Promotion needs to be
C ‘ ’ . planned at the same time that other marketing decisions are

e e made.” - ‘ :
¢ 4. List, in order, the five steps involved in promotional planning
and give an example of each step.
., o 5. Describe'the ﬁeed for an effective public relations program
- . for a new small business. '
. . . . . -~ /w—\
. , . ’
4
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Unit 13
Level 1 .

L

5 MODEL ASSESSMENT RESPONSES

1. All of the activities of a business that inform consumers about products and services.

2. Advertising—delivers messages to large numbers of people at a low cost. N
#° - Personal selling—delivers specific messages to meet the needs of individuals.
Sales promotion—provides direct incentives to customers to encourage them to purchase.
Publicity—provides information to consumers at almost no cost.
Public relations—maintains a positive image of the company within the community.

3. Promotion communicates with consumers abbut the product or service being sold. Asthe .
strengths of a product are identified, promotion should be planned to commumcate those
strengths.

4. ¢ Decide w1th whom the company wants to communicate (for example, people who have just
moved into the city).

Determine the information they need to make a good decision (for example, locatlon of the
business and type of products sold).

Select the methods to use (advertising).

Select the best media (fof example, direct mail).
Set the budget (for example, $750). . "

1

5.‘[‘ A public relations program helps to develbp a positive image for the business in the commu-
nity. If a public relations program 1s not developed, the business will be unable to control the
"type of image it receives.
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ASSESSMENT

. Unit 14 .
- . Level 1 *

Directions: Read the following assessment questions to check your
own knowledge of these topics. When you feel prepared, ask your
instructor to assess your competency on them.

1. - Discuss why selling is important to every business.

2. Customers are motivated to make purchases for many
reasons. Describe the differences between basic needs and
secondary wants. .

3." Describe some of the characteristics needed by the
- salesperson to sell product(s) and/or service(s) suc/cessfull‘y.

195 175 ¢ . :




Unit14 ° . e ) oL B
T Level T - - . :

. . .+ - MODEL ASSESSMENT RESPONSES

- \ . % .- : J
- 1. +Entrepreneurs shiquld understand the importance of selling. It affects all types of businesses. In
today’s market, entrepreneurs sell ideas, services, products, and personalities. If a firm cannot
sell its products/semces, it will not make a profit, and the busmess will fail. Whethermor not a '
busmess is.successful is determined by its proflt or loss.
2. Both basic needs and secondary wants may be’ classified as buymg Motives. However, there are -
.differences between the two. Basic needs may be thought of as essential to our huifian nature.
* Everyone has basic needs that must bé met. These.needs include food, water, rest, securify, -
self-esteem;, social need for love and affection, etc. On the other hand; secondary wants are
buymgjmothes that have been learned. These motives include a desire for such thmgs as bar-
. gams, convemence, efficiency, dependability, style, cleanlmess, etc. ., . oo
. 3. There are many charactenstlcs of successful salespeop'le Successful salespeople have the abil-
4 ‘ ity to get along well with people. They have a desire to serve others, and make every effort t6
satisfy their customers. They are-able to tailor their selling techmques to the personalities of K
the prospective buyer They have respect for .each’ customer § needs and wants. .

.,

Successful salespeople usually démonstrate such attrlbutes as pnde, dependability, mltlatwe,

and honesty. They aléo have the ability to communicate. This ability comes from gaining

expérlence assessing your strengths and weaknesses, and knowmg about the product or ser-
. vice you are selling. . * . i ) . -
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. <L o : ~” Unit15
. o Level 1
ASSESSMENT ¢ Directions: Read the- followmg questions to check y'our own

knowledge of the information in this unit. When you feel prepared,
" ask your instructor to tesg you.

. t
1. Describe why a small business firm needs to keep records.
I 2. Identify six elements of a sound recordkeebing system.
. 3 Explain the dlfference*between a single-entry recordkeemng
system and a double-entry system. 1
‘ , 4 Use the following information to cpmplete the bank ,
reconciliation statement shown inffigure 7. Write your .
, answers on a separate piece of pa
/ ; . Bank statement balance = - - w~$2’760'00
. . Deposits not credited . $780.00
' 8 vy - '64000
F 2 ’ n Q‘ - ‘ . 940.00
‘ * Outstanding checks AL ' .$50.00
- : . . ‘ 1,002.00
. . @ : - 85.00
L . ' " Balance shown on the ; - *
: e + last check stub” . - $4,035.00 J
N 4 < ' j' l ’ . _4
o _ Bank service charge . . ¥ - $200 -
. .
\ . ' ~ . . BANK RBCONCILIATION STATEMINY
* ’ v Bask statoment.balance ¢ nd —— -
" Dopoute st oted __+ S
N \ — .
o Total deposite H -
R * e » Total ' P
: v | I ¢
) . . B 2 . -_—
L\ o’ R ..
A - N . t Totlshethn | - ,
) Adjotod balence . —
Chockbook balance Yo ‘
| o ® | -
- <1 Tieed dbeciibonk baleane . ‘ —_—
. L EmibasmiEnat - ’ .
- . . . N ! B ﬁe .
T : R « b. Specify the information that should be mcluded on an -
- - accounts receivable record. _ ]
C e ; ’ - ) '
e, T 6. Identify and describethe basic mformatlon that employee v
T . records should include.” . .
. / \ . .
K/ ‘ Co 197 © ‘ . e
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, Unit 15 , '
Level 1 > .
. A ' ¢ ' ‘
. o MODEL. ASSESSMENT RESPONSES *
S . .
‘ 1. Records are needed to— v ' . ) ;

.

o keep in touch with the day-to-day, week-to-week, and month-to-month operations of the
business; . .
’ . v - ®

-0 help spot business trends such as peaks and valleys in sales, operating costs inventory levels,
and credlt totals,

o help keep control of costs and develop realistic, ‘competltwe, profit producing prices, help
- plug profit drains such as theft, inadequate cost controls, and other factors;
e obtainfinancing from banks.or other lending institutions;

o fulfill tax and other l%gal obligations;

o prov1de mformatlon for busmess investors, potential investors, or persons who mlght wish

-~ to buy the business; . ,

» r

¢ control mv&stments in inventory, accounts recelvable, buildings, and equlpment
2. . Six elements of a sound recordkeepmg system are that it be simple to use, easy to understand

reliable, accurate, consistent, and designed to prov1de information on a timely basis. T
3. Asingle-entry bookkeepmg system records transactions only once. Double-entry systems'
involve recording each item in two different places (such as ledgers, journals, or cards) and <
in two dlfferent ways (by means of a deb1t and credlt) - , . -

L 4

4. Have the students check thflr figures agamst those in ﬁgureﬁ . @, ' S :

5. The accounts recelvable record should include itéms such as the custorner s nanie, address, and
phone; the/date and amount of each credit transactlon, the date and amount of any payments;
and ‘the current account balance. ’ . .

» ' .
~ ‘ .o -

6. Employee records shoild include the foilowing:

o Total hotirs worked B
¢ Total wages earned
¢ Overtime, earnings

State disability insurancp
‘Federal' income taxes
. Social Security taxes

e

® Deductions State and/or local taxes

¢ ‘State unemployment.insurance Other deductions - .. = -

R P TR
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‘a I’ .
: ° “ e ? '
' . ) 198 . ‘ o
t 'Y
* - ’ b ‘ ' . * ’ A
: o 175




-

. ( ‘ ~ "ASSESSMENT Dlrectlons Read the following assessment questlons When ysu T *
’ 2 prepared to respond to them, ask your instructor to assess our
. competency ¢ ‘ P
‘\/ - 1. Dlscuss three advantages to a bus\mess mariager/owner of

. preparing a balarice sheet."

- 2. E}iplain the fo'rmula used to prepare a balance sheet.

& 3. Identify three examples of current assets and threé examples
- of fixed assets.
.. - 4. Give three examples of a current liability and thr /.
of a flxed liability. . .
¢ 5. Givea deflmtlon of net worth for & single propr1 orship, for --
o . T : ! a partnershlp, and for a corporation.
¢ . . f‘ )
! ~ > +6. List five major components of a profit and loss state’ment.
L & Tell how to calculate the cost of goods sold for a retail
i business.
‘ RO 8. /Explain how the gross rnarg"in differ‘s from the tile het proﬁt.
5 . —
L o ) 9. Give formula for calculatmg each of the following fmanclal
ratios. .
- ‘ \ i v
. a. Return on investment ‘
. X , b. ‘Net profit on sales
. - c¢. Sales to equity .o
d. Inventory turnover
. ) - e Current ratio ’
. . L RS
10. List three sources for locating finangial ratio date.. v, ,
. a ' - 1L Identlfy the th-ree electronic information proce#ing activities .
: ‘ 7 . related to financial management. L
b '
, . ’ |

-




. 2. The formula for prep

bmtlﬁ ’\Q S S ’
Level\l S , ) - . -

- 5 ' . , b

MODEL ASSESSMENT RESPONSES

"1. Three advant;g% of prepanng a balance sheet for a manlger/owner are (a) the availability of *
necessary financial data, ) the determination of financial strengths and weaknesses of the
firm, and (c) the plagning and taking of necessary con'ectlve action.

iing a balance sheet is assets equal habﬂitm plus net worth.

3. Three examples of curreif asets are (a) cash (b) accounts receivable, and (c) mventory Three -
examples of fixed assets abe (a) land, (b) buildings, and (e) equipment. ¢ .
4. Three examples of current liahjlities are (a) taxes, (b) loans, and (c) bills due within twelve .
months. An example of a fixed'iability would be a mortgage due beyond twelve months.
5. Net worth for a singleg:ropnetorshlbqit‘he owner’s mvestment For a partnership it isthe
partner’s investment. For a corporatiomit is the stock mvestment Lo )
6. * Five major components of a pfofit and loss statement include (a) the total sales, (b) the cost - -

of goods sold, (c) the gross prof\‘tt , (d) expenses, an

e) net profit
7. The cost of goods sold can be calculated by taking a beEimnng inventory, adding materials or
products purchased, and subtractmg the mventory remamhxg at the end of the accounting -

peHOd v \\\ ’
. .o ‘ \
8.. The gross profit differs from the net profit because operatmg exp nses have not been d'educted
from the gross profit. - \ ) .
9. The formulas for.calculating the‘ratios are as follows: L -0
L + _ et Profit ' ' -
urn ?n mv)estment “Bquity . - ‘ \ w -
. Lo -_ Net ProfitT p - )
b. Net \p\roflt on sales = Sales , . l(
oo o Sales ' N . S o
e Sales to e_qulty Equity — L i ' o
: Total Revenue bl ' ‘
d Inventory tumov'er " Average Inv entory Py

Current Assets _ .
e. Current ratlo Current Lmblhtm ' . ' R "
10. Three sources for locatmg financial ratio data are(a) Key Business Ratios bll ed byDun
and Bradstreet, Inc., (b) Statement Studles published b Robert Moms Ass ciates, and
(c) various trade assoclatlons"
. ’ ¢ -
11. The three electronic inf ormatlon prooessing activities that relate to financial man ement are
« (a) input, (b) mampulatlon, and (c) output activities.

. ) - '
v
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ASSESSMENT

.

. Unit 17
Level 1

Dlrectlons Review the following statements to check your own
- knowledge of these topics. When you feel prepared, ask your
mstructor to assess your competency on them.
) A
1. Identify and discuss f1ve reasons why a business would grant
creditto customers.
R
o, Identify and discuss four factors that would influence how
easy-going a credit pollcy should be for a certain type of

busxness
‘3. Explaln the three “C” credit evaluation guidelines. Discuss
how important each is when evaluatmg a credit applicant.
4. List eight types of information thatt could be 1ncluded ona
credit application. .
’ 1
5. Discuss three procedures to follow when reJectmg a credit
apphcatlon
5 6 ExplQI four procedures normally followed by a busine®
when using'a credit card-plan.
7. Identlfy the three parts of a simple formula that can be used
N to caleulate the benefits of offering credxt
8. Identify §our c'bsts that a busmess may have when granting
direct credit.
’ -
= o A
. . e 4 - ~
1 L 4
* & . -
’ ‘ 4 ‘
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© Unit17 & ) ' , "

Level 1 ‘

-, ' . ‘MODEL ASSESSMENT RESPONSES

©

. Reasons why businesses grant credit to customers include (a) charge accounts create customer
loyalty, (b) credit customers may be less price conscious, (c) credit customers buy miore freely, .

(d) credit may attract a preferred trade, (e) credit builds goodw1ll and (f) credit helps smooth
out business peaks. ) /

The discussion regarding how “easy going” a credit policy should be could focus upon (a) poli-
cies of competitors, (b) the dependence upon credit for necessary sales volume, (c) the ability.
of the firm to handle cnedlt financially, and (d) the time avallable for collection work.

The three “C” credlt evaluatlon guidelines are (a) character, (b) capacity, and (c) capltal Char-
acter is'usually considered to be the most important guideline' of the three.

A credit application contains such information as (a) current address, (B) employment history,
(c) current position, (d) salary and other income, (e) time on ]ob (f) ]ob security, (g) monthly
obhgatlons, and (h) number of dependents. '

If rejected as a credit applicant, a person is generally infonned by a tactful letter. Applicants
arg told reasons for the denial, or they can request such information if they wish.

When using a credit card plan the firm (a) may negotiate the charge for service, (b) can have an
authorization line for the store established, (c) can check with the credit card company con-
cerning a custorfler’s credit standmg, and (d) is respogslble to check the authentlclty of the
customer’s signature. . P
The formula for calculating the benefits of credit is: the.amount of busmess that you think
credit alone brings multxplled by the present net profit you made on the business mmus the
’t of prov1d1ng credit. . - R

Four costs of granting dlrect credlt mclude (a) billing customers, (b) credit or reference checks,
(c) credit losses, and (d) money tied up in credit. .

.‘ ’ | o [} 202 182' { ‘ .
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ASSESSMENT \

' ‘ Level 1

-
“ —~

Directions: read the followmg assessment questions to check your own
knowledge of this topic. When you fbel prepared, ask your instructor
to assess your competency on them.

1. List and discuss the most common types of crime that
entreprengurs face. :

-

2. Identify and disguss risks (other than crime) that -
. entrepreneuts face. \

N,

3. Explain why entrepreneurs need to develop a protectlon plan
for their biisiness. »

[y

4. Identify two major strategies that entrepreneurs can use to
protect themselves against losses from rlsks

’

-
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Unit 18 ) . .
Level 1 ) . : '

MODEL ASSESSMENT RESPONSES

' . . . AN N
'

1. The most common crimes that an entrepreneur faces include shoplifting, bad checks, employee .
B . theft, vendor theft, robbery, and burglary . . .
: - ’ \ ' / ot ’ ot

2. Entrepreneurs face losses from changing economic conditions as well as thanging competitive
.enmonments Losses can also result from fire, other natural disasters, bad debt losses, personal
> injury, and product liability.

. Lack of a protectlon plan can contnbute to the failure of?’b:smess Without such a plan, an
"entrepreneur could lose all she or he built over the years. Business losses can be nrinimized
- with an-effective business protectlon plan.

3
=

4. To protect against losses, an entrepreneur can practice sound busmess management techmques
- “Supplemented by an adequate insurance program.

-~
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Unit1. Understanding the Nature of Small Business

Unit2. Deterrlining Your Potential as an Entrepreneur -

. Unit3. Developnngthe Business Plan 0 .
bUnit4. . Obtaining Techmcal ASS|stance
Unit5. ChooSmg the Type of Ownershlp
Unit6. Planning thefMarketmg Strategy x 0
Unit7. Lécating the’Business: ’
U}mits. Fin)ancing the‘BGusiness .
’ Unit9. Dealing with Legal Issues
Unit 10. Complying with Government Regulations ' ,

Unit11. Managing the Bu§iness

Unit12. Managing\Hurzay Resources . v - .
pnit 13. Promoting the Business
Unit 14. Managing Sales Efforts
Unit-15. ngping the Business?Recor.ds , ) U

, Unit 16. - Managing the Finances ’ ‘ .
Unit17. Managing Customer Credit and Collections . .
Unit 18. Protecting the Business
Resource Guide
Instructors’ Guide

. Units: on the above entrepreneurship topics are available at the foilowing three levels: '

‘e Level 1 helps you understand the creation and operation .of a business
e Level 2 prepares you to plan for a business in your fdfture
. Level 3 gundes you in startihg and managmg your own business /




. . . N

. ‘ AN
. _ PURCHASE OPTIONS for PACE (Revised) - N
. . bN
. \
« _ Specify Order Nomber * Price N
. ‘Complete Set (Instructors’ Guides, .
R - 18 Modules for three
levels, and Resource o : o ’ \
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’ . Level 1 Level 2 Level 3
Sets by Levels.(Instructors’ Guide, . .
. 18 Modules, and e’ . ‘
‘. Resource Guide) ' . RD 240'/5: RD 240 B RD 240 C 45.00/1evel
" Individual | ’ ) ‘ ‘
ndividual Items P ) oo .
Instructors’ Guide "RD240AA  RD240BA RD 240 CA 14.50/ea.
g, ¢ i
Resource Guide RD 240 D (same for all levels) 7.95/ea.
Module Sets RD240 AB  RD240BB  RD 240 CB 35.00/set
Completé listing of mogule t\itles and order numbers shown on opposite page.
ORDERING INSTRUCTIONS
To order additional cobies, please uée order num- Quantity Discounts. :
ber and title. Orders of $10.00 or less should be ° Orders of five (§) or more items, as hsted by
prepaid. Make remittance payable to the National publication number and title, with a total dollar
. Center for Research in Vocational Education. Mail value for the order of: '
. order to: $ 50 to $100, the discountis 5% ) ~
‘ $101to SZOO, the discount is 10% . ‘
The National Center for Research * $201 to $300, the discount is 15%
. in Vocational Education . , 3301 to $400, the discount is 20% .
. National Center Publications. Box F . $401 and above, the discount is 25% ) -

1960 Kenny Road - .
Columbus, Ohio, 43210 —

t Prices listed are in effect at the time of publica-
tion of this book. All prices include postage and
handlmg Prices are subject to change without
“I* notice.

'

International Orders .
"All orders, in any amount, from outside the .
United States and its possessions are to be paid in

U.S. currency. Additional postage and handling
charges may be added for foreign shipments if
necessaty.




.

Unit 13.

Unit 14.
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Unit 15.
* Unit 16.
Unit 17.

Unit 18.

. Price$ include postage and handling.

Unit 1.
Unit 2.
Unit 3.
Unit 4.
Unit 5.
Unit 6.
Unit 7.
Unit 8.
Unit " 9.
I.Jn'ltJO.
Unit 11.

Unit 12.
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Understanding the Nature of Small Business

Determining You' Potential as a.n Entrepreneur

Developing the Business Plan (/I\

Obtaining Tpchnica; Assistance - A

Choosing the Type of Ownership

Planning the Marketing Strategy

Locating the Business

Financing the Bursiness

Dealing with Legal Issues

Complying \‘Nith Go‘yemmem Regulations

Managing the Business

Managing Human Resc;urces

Promoting the Business ’

Managing Sales Efforts

Keeping the Bu;in_ess Recordf

Mar;aging the Finances . T

Managing Customer Credit and Collections

Protecting the Business
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To order Modules
Level 1

RD 240 AB 1
RD 240 AB 2
RD 240 AB 3
RD 240 AB 4
RD 240 AB 5
RD 240 AB 6
RD 240 AB 7
“RD 240 AB 8
RD 240 AB 9
RD 240 ABNO
RD 240-AB 11
RD 240 AB 12
" RD 240 AB 13

RD 240 AB 14

RD 240 AB 15

RD 240°AB 16,
RD 240 AB 17

RD 240 AB 18

To order Modules
“Level 2

RD 240BB 1

RD 240 BB 2

RD240BB 3 -

RD 240 BB 4

RD 240BB 5

RD 240BB6

RD 240BB 7
Rl‘) 2408B 8
i;!D 240BB 9
. RD240BB 10
’ RD 240:B'B 11
. RD 240 ‘BB 12
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. "RD240BB 13

* RD240BB.14

“-. RD240BB 15
RD 240 BB 16
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RD 240 BB 18

] PRICE
\ 2.50 each
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Level 3
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RD 240 CB 5
RD 240 CB 6
*RD 240 CB 7
o N RD 240 CB 8
RD 240 CB 9
\RD 240 EB 10
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RD 240 CB 12
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