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Introduction

Starting a Small Business

Welcome to C.E.O. Women’s Starting a Small Business course. The goal of this course is to give you the vocabulary, tools and information you need to start or expand your own small business.

Through examples, discussions, and practical activities, this class provides you with an opportunity to design and plan your business. In addition to support from the instructor, you will learn from and rely on the other women in your class. Together, we aim to create an atmosphere of mutual respect and support that empowers us to face the challenges of a start-up business.

Upon successful completion of this course, you will be able to acquire the necessary English vocabulary/skills and knowledge to:

· Clearly describe your business idea in English
· Research customer information

· Research competitor information

· Conduct a product survey

· Calculate a price for your products or services

· Identify the licenses or permits required for your business 

· Identify tax forms required for your business

· Describe ways to avoid legal and financial trouble

· Devise a plan for marketing and promoting your business

· Describe how to manage your business cash flow

C.E.O. Women Main Street

Throughout this course, you will create a Storefront Presentation board that describes the details of your business idea, and demonstrate the research and work you have done in the class. The board will be completed in 2 parts. 

Part I, the inside of the board, will contain the following:

· Business mission statement

· List of top three target customer groups

· List of top three needs of target customers

· List of five competitors

· List of top three strategies you will do to be better than your competitor

· Description of product and service categories

The inside of the board for Presentation Part I should look like this:
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Part II, the outside of the board, will contain the following:

· Business name, slogan and logo

· Sample promotions tool or tools to use in Grand Opening of Business

· List of permits and licenses required for your business type

· Draft of start-up budget

· Corporate or organizational structure

· Updates or adjustments to mission statement, customer, competition or products or services on the inside of the board.

See below for examples of the closed boards for Presentation, Part II.
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outside back of board, closed

Working in groups

An important part of this class is participation. The more you share your ideas, the more you will learn. For many of the class activities, your teacher will put you into groups. Every member of the group should contribute ideas, facts, and opinions. When you are having group discussions, it helps to have roles. Using roles helps to make sure everyone participates, and the group reaches its goals. Here are the roles that you can assign in your groups:

· Recorder and Presenter – The Recorder/Presenter writes down all the main points made by the group and reports the information during the class discussion.

· Timekeeper – The Timekeeper makes sure the group completes its work during the time limit.

· Manager – The Manager helps the group stay focused on the task and encourages everyone to participate.

Chapter 1: Looking In - Defining Your Business

In this chapter, you will begin to define the type of business you want to start. You will decide what product or service you will provide. By identifying the elements that go into planning a start-up business, you will be able to focus on the work you need to do to make your business dreams a reality.

Upon successful completion of this chapter, you will be able to:

Clearly and effectively describe your business idea.

Create a business mission statement.

Use resources such as the public library to research your business 
idea.

Use tools to identify and research your customers.

Use tools to identify and research your business competitors.

Conduct a product survey.

Calculate a price for your product or service.

Identify resources in the community that can help you develop 
your small business.

Describe legal issues small business owners face.

Describe location and zoning issues related to your business.

Explain how to avoid financial trouble.

Unit 1: Describing Your Business

Upon successful completion of this unit, you will be able to:

Describe course structure and expectations.

Describe yourself and your business idea.

Create a personal mission statement.  

Explain why a mission statement is important.

Identify the relationship between business activities and mission statements.

Define the role a mission statement has in creating customer relationships.

Vocabulary – Business Mission Statements

NOTE: The meanings of the abbreviations in parentheses are as follows:

“adj.” is an adjective; a word used to modify a noun or to describe something.

“n” is a noun; a word for a person, place, thing, action, quality, etc.

“v” is a verb; a word that expresses action, existence, or occurrences.

	1. 
	up to my ears
	 (idiom - descriptive phrase)  having a lot, or too much, of something

	2. 
	exhausted
	(adj.)  very tired

	3. 
	unravel
	(v)  to come undone

	4. 
	passionate
	(adj.)  driven by a deep desire to do something

	5. 
	loyal
	(adj.)  faithful; true; committed  

	6. 
	trust
	(v)  believe something or someone to be true; to confide in

	7. 
	depend (on)
	(v)  rely on 

	8. 
	mission
	(n)  the reason for doing something; an objective or purpose


Dialog – Business Mission Statements 

Blanca Sanchez wants to start a business baking cakes. She sees her friend Marta in Costco.  Marta owns a bakery. She looks stressed and tired.  
Blanca:
Hi Marta!  How are you? 

Marta: 
Oh, hi Blanca. I didn’t see you there.  I’m so busy. With the feast of Guadalupe coming, I’m up to my ears in dessert orders and catering jobs…and my flour and sugar supplies didn’t come today. 

Blanca: 
You look exhausted.

Marta:
I do? (Marta gasps) I thought I was hiding it well. 

Blanca:
Oh you know how women are, we see things men don’t. 

Marta:
Yeah. Actually, it is kind of nice that you noticed.  Some days it is hard running the bakery, running the household, picking up the kids and always looking happy about it. 

Blanca:
Actually, this is what scares me about starting a business.  I am worried that it will all just be too much and I will unravel.  

Marta:
Well, Blanca, to be honest there will be days when it will feel like you just want to give up because of the pressure.

Blanca:
How do you get through those days?  Like today – how do you keep going when you are so exhausted? 

Marta:
(thinking) Well, I guess I do three things: One, I remember that I have been through worse.  Two, I remember that I chose this business because I am passionate about baking…

Blanca:
 And three?  What is the third thing that you do?

Marta:
(smiling) I think back to the comfort of my Grandma’s house.  I loved to hear her sing while she baked. The house was filled with the smells of her baking and the sound of her voice. The whole family would end up in the kitchen and we spent the afternoon eating, laughing, and telling stories until all the cake was gone.

Blanca:
Yeah, (smiling) I have memories like that too.

Marta:
Well, hold on to those memories, because they will get you through the rough days. I also think about my loyal customers. They trust me and depend on me, and I don’t want to let them down. I just got a phone call yesterday from a customer who loved the cake I made for her baby’s christening party. She said her mother even cried when she saw the way I decorated it!

Blanca:
I guess our baking businesses are more than ordering supplies and mixing ingredients.  It is really about providing opportunities for people to gather for the important moments in life, and to create new memories.

Marta:
Exactly.  I consider that the mission of my business. Just knowing that through my business, I am helping create memories – now that keeps me going.

Blanca:
Thanks Marta, for teaching me something new. I hadn’t thought about my business this way before.

Marta:
No, thank you Blanca for reminding me what’s really important. Suddenly, I have plenty of energy!

(Marta’s friend Mateo walks by)

Mateo: 
Plenty of energy, huh? Can I borrow some?

Marta: 
Oh, Mateo, I didn’t see you there! How are you?

Mateo: 
Busier than ever. It seems everyone wants haircuts at the same time. I can barely keep up with the customers! 

Marta: 
Maybe you should hire some more stylists so you can take a break.

Mateo:
I thought about it, but I really like to give my customers individual attention. They all know me, and I really enjoy talking with them.  Even if I am busy, it is worth it if it means I can have good relationships with my customers.

Marta: 
Well, that’s why your salon is so successful. We were just talking about being busy. Mateo, this is my friend Blanca. Blanca, meet Mateo. Mateo runs a great hair salon a couple doors down from my bakery.

 (Blanca and Mateo shake hands)

Blanca:
Oh yes, I know the place. Hi Mateo, nice to meet you. I have walked by your salon, and have always wanted to go in. It looks so inviting.

Mateo: 
Well you are welcome to come in anytime. No appointment necessary.

Blanca:
I will do that! Thanks a lot. Well, I better get back to my shopping. See you two around.

Marta:

See you later Blanca. Bye Mateo.

Mateo:

Don’t work too hard! Bye.

Comprehension Questions

Directions: Answer the questions below based on the dialog.

1. Why does Blanca say Marta looks exhausted?

2. What three things does Marta remember to keep her going?

3. What gives Marta the sudden energy?

4. What is important to Mateo in keeping his customers happy?

Activity – Creating a Personal Mission Statement

What Are Your Priorities?

	List three priorities in your life:

1.

2.

3.


	List what need or needs these priorities fulfill: 



	List why they are so important to you:


	List how doing these things makes you feel:


Your Personal Mission Statement

Directions: Fill in the boxes below to help you write a personal mission statement in the last box.
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Activity – Developing a Business Image

What is a business image?

A business image is the way your company appears to your customers or the view they have.
Directions: Read the words in the Image column below. They describe different marketing images. Give examples of companies that match the images listed.
	
	Image
	Companies


	1
	Classy
	

	2
	Sporty
	

	3
	Homey
	

	4
	Exotic
	

	5
	Practical
	

	6
	Extravagant
	

	7
	Humorous
	

	8
	Conservative
	

	9
	Young and Hip
	


My Business Image is:

___________________________________________________________________________

I will communicate this on my Storefront Board by:

___________________________________________________________________________

Activity – Your Business Description

A business “elevator speech” is a quick way to talk about your business in five minutes or less. It includes only the important facts.

Directions: Fill in the blanks below. This will help you come up with an elevator speech about your business idea.

My name is _______________________________________.

My business idea is ________________________________. 

I would like to be located in ____________________________.

I think this is a good location for my business because: 

__________________________________________________

__________________________________________________

I will sell: (product and service description) 

__________________________________________________

__________________________________________________

I would define my customers as: (customer description) 

__________________________________________________

__________________________________________________

Customers will like my business because: 

___________________________________________________

___________________________________________________
Homework – Elevator Speech
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Practice Elevator Speech. Complete your Personal Mission Statement
Unit 2: Developing a Business Mission Statement

Upon successful completion of this unit, you will be able to:

Describe how developing a mission statement can create business success.
Define the purpose of your business.

Create a mission statement for your business.

Activity – What Are You Selling?

When you start a business, think about your purpose for providing this product or service. Why are you in business? This is the good your business is giving to the world.  

There are 3 unspoken “products” that successful businesses sell. They develop customer relationships and customer loyalty. They are:

· TRUST

· CONVENIENCE

· SAFETY

Directions: Brainstorm with a group or partner in your class about the following question: What kind of business practices would create trust, convenience, safety and feelings of positive emotions for customers? Can you think of examples of businesses that use these practices? Use the space below to take notes on your discussions. 

Notes: 
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Activity – Defining Your Business Mission

A mission statement answers the following questions:

· Why are you working so hard for this business?

· What is your business doing that is “good” for the world?

· What wants, needs, desires, pain or problems does your business solve? 

It is the “GIFTS” that a business brings to its customers.

Example: What “good” is C.E.O. Women “gifting” to its clients/students? 

C.E.O. Women is about providing opportunities for women: 

· to learn

· to succeed

· to be empowered

· to create relationships

The gifts create opportunities. 

Opportunities create success. 

Success creates ongoing customer relationships.
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Directions: Use the information from the previous page to fill in the blanks to help you come up with a mission statement for your business.
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Example Mission Statements

Directions: Use these example mission statements for inspiration in creating your own.

Restaurants

Culver's
Every guest who chooses Culver's leaves happy. 
Tomasso's Pizza & Subs 
We are committed to using the finest ingredients in our recipes. No food leaves our kitchen that we ourselves would not eat.
Childcare

Kidstop Developmental Child Care Center 
The purpose of Kidstop is to provide quality child day care benefiting the child, the parent, the staff and the community. 

 

Salon

Zanagara Salon & Spa

Zangara Salon & Spa is committed to exceptional customer service. Our team is professional, talented and continuously educated. We provide a high-quality, comfortable and natural salon experience. We offer services using the finest products that will beautify and balance both the body and mind without harming the environment.
Service

Marcus Accounting 
The Marcus Accounting mission is to provide dependable and quality service of accounting and tax preparation assistance to all sectors of industry, commerce, and individuals. We shall endeavor to provide our services in a comprehensive and cost-competitive manner, while providing our customer care advantage. 

Unit Review
What are three things that a business must sell for business success? 

1)____________________________________________

2)____________________________________________

3)____________________________________________

How does a mission statement benefit a business? 
Homework – Mission Statements
[image: image3.wmf]Homework: 
[image: image76.png]NEW BUSINESS APPLICATION

CITY OF OAKLAND TAX YEAR 200 Phone: (510) 238-3704
250 Frank H. Ogawa Plaza, #1320 Fax No: (510) 238-7128
Oakland, Ca 94612 Payenent Due Witkin 30 Day: of Business Start Date
(See instructions on completing this form)

accr # SIC CODE:

1. BUSINESS NAME

2. BUSINESS ADDRESS: Numker st sute

3. ary; STATE: 2P +4

4. BUSINESS FHONE: EXT: 5. CONTACTFHONE: ()

7. NO. OF FULL TIME EMPLOYEES

6. BUSINESS START DATE,

. OWNERSHIP TYFE: __ ($)Sole Ownership (PJFartnership (C)Corporation (Limited Fastrership (BJEstate (TTrust (0) LLC

9. MAILING NAME;
10. CARE OF:

11. MAILING ADDRESS: i s i

12. ay: STATE: ZIF +4:

13. OWNER'S NAMES: FIRST NAME MI LASTNAME TmE

IF PARTNERSHIF, LIST
ALL PARTNERS; IF CORP-
LIST ALL
FRINCIPAL OFFICERS)

14. ZONING PERMIT # 15. CALIF. STATE SELLER'S PERMIT #:
16. SOCIAL SECURITY # 17. FEDERAL TAX ID#:
18. STATE CONTRACTOR'S LICENSE #. EXFIRATION DATE.

ENTER YOUR 200_ESTIMATED TAX BASE §,
REGISTRATION FEE

ESTIMATED TAX PAYMENT (cee inctruction
FENALTY (IF DELINQUENT): 1 - €0 days
INTEREST (IF DELINQUENT): 1% per month of registeation fee plus penalty
24, TOTAL AMOUNT DUE: (Total of egistration fe, esimated tax, penalty & interest) s
25. PAYMENT ENCLOSED: (Enter amount of payment) s
26. CREDIT CARD INFORMATION: Expiration Date: __MO __¥R

3000

on how to compute your estimated tax):
0% €1 days or more = 25%

0 Visa U Mastercard U Discover  Amount Charged fo Credit Card: §

Credit Card Number Signature:

'DESCRIBE YOUR BUSINESS ACTIVITY: (Tis s necessary fo classify your business correctly)

Taeclare wndr pensly of peryury i 10 my Enowiadae Il informarion contained o 15 declrafion & i and complare

SIGNED: TITLE: DATE

Please enclose your check or money order made payable to “Oakland Business Tax”
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(Rev. Febrary 2008)

bt Rovenss e | B See separate instructions for cach line. b Keep a copy for your records.

(For use by employers, corporations, partnerships, trusts, estates, churches, [l
‘govemnment agencies, Indian tribal enities, certain individuals, and others.)

1 Legal name of entity (or individual) for whom the EIN is being requested

2 Trade name of business (f different fom name on fine 1) |3 Executor, administrator, trustee, "care of name

4a Mailing address (1oom, apt, suite no. and strest, or P.O. box)[5a Street address (f differen) (Do not enter a P.O. box)

b Ciy, state, and ZIP code 5b City, state, and ZIP code.

Type or print clearly.

6 County and state whers principal business i located

7a Name of principal officer, general pariner, grantor, owner, or trustor | 7b SSN, ITIN,or EIN

8a Type of entity (check only one bax) [ Estate (SSN of decedent)
O sole propristor(ssh) £ £ O Plan administrator (SSN)
O Partnership O Trust (SSN of granton)
O Corporation (enter form number to be filed) » [ National Guard O stateflocal government
] Personal servics corporation [ Famers' cooperative [ Federal government/miltary
O Ghurch or church-controlled organization O remic O3 indian tribal governments/enterprisss
0] Other nonprofit organization (specity) P —_____ Group Exemption Number (GEN) >
O Other (specify) »

B I a corporation, name the stats or foreign country | State Foreian country
(i applicable) where incorporated

9 Reason for applying (check only one box) Banking purpose (specify purposs)

o
[ Started new business (specify type) b [ Changed type of organization (specify new type)
- [ Purchased going business
[ Hired employees (Check the box and see fine 12) ]
0 Compliance with IRS withholding regulations o
O Other (specify) »

Created a trust (specify typs) >
Created a pension plan (specify type) >

0 Date business started or acquired (monh, day, year). Ses isiructions. 1 Closing menth of acoourting year
12 First date wages or annuities were paid (month, day, year). Note. f applicant is @ withholding agent, enter date income will first be paid to
nonvesident alien. (month, day, year) >
13 Highest number of employees expected in the next 12 morths (enter -0- f none) Agricultural | Household | Other
Do you_expect to have $1,000 or less in employment tax labiity for the calendar
year? [ Yes [T No. (i you expect to pay $4.000 or less in wages, you can mark yes)
73 Check one box that best desciibes the rincipal acivity of your business. ] Heakh cars & social assitance L] Wholesnle-agentbroker
[ Construction [ Rertal & leasing [ Traneportation & warchousing [ Accommodation & food service L] Wholesalo-cther L1 Retal
[J Real sstate  [] Manufacturing [ Finance 8 insurance 1 Other (specity)
15 Indicate principal e of merchandise sold, specific construction work done, produsts produced, or services provided.
16a  Has the applicant ever applied for an employer identification number for this or any other business? Oves O No
Note. If "Yes," please complete lines 16b and 16
16b1f you checked “Yes" on line 162, give applicant's legal name and trade name shown on prior application if ifferent from fine 1 or 2 above,
Legal name » Trade name >
16c Approximate date when, and city and state where, the application was fild. Enter previous employer identiication number if known.
‘Approximata data whan fled (. day, yaar) ity and tats whers fled Previous EIN
Carpiets s seclion only  you vant t authorzs e nmed Indvidua o recelv the enty's EI and answer questons about he compieon of s form
Third Designse’s nams Degua's Hephons b oo 1 o)
Party ( )
Designee [ Address and 2P code Dxaignes's fan mambar cloda rsa o0
( )

Under e of ey, 1 Gec T | i ecained (1S appIclon, a0 T Bt of Ty FnoWeIgeand Dl 5 s, otk ad compit | ApPats o ranber (o s o).
Name and tts typs or print cleart) b ( )

AppIcaTts fax rmbar ciuds area code)

Sanatura > Dats > ( )

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat No. 16055N Form SS-4 (Rev. 22009
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i o v b o b oo o YOUR
ACCOUNT. DO NOT FLE THIS FORM UNTIL
YOU HAVE PAID WAGES THAT EXCEED

$400.00. Plgss rse e INSTRUCTIONS on

ORTYPE. Renm tisfomiar

page  bfors coplatng this o, PLEASE PRINT

EPLGYHENT GEVELCPENT DEFAATIENT
'AGCOUNT SEFVIGES GROUP MIC 20

PO ROKazen
SACRAMENTO A atzsoco01
(O16) 6547081 FAX (16) 6540211

v edd cagov

REGISTRATION FORM FOR COMMERCIAL EMPLOYERS, PACIFIC MARITIME, AND FISHING BOATS

ACCOUNT NOWEER CleTER ONUINE PROGESE DATE TAS GODE
DEPT.
UsE
Industry specifi registration forms are required relative to each type of employer. Please uss the appropriate form o register.
‘Commercial/Pactic Martime/Fishing Boat DE1 Household Workers DE 1HW
Agrculural DE 1AG Non-profit DE INP
GovemmentPublic Schools/Indian Tribes DE 168 Personal Income Tax Only. DE 1P
A THS IS A:
[ Newbusinsss [ Hired empioyees  [] Changa nforn  indicual t corporaton; rartaarship to corporation: merger; corpration to LLC, etc)
1 Changs of armnerts) O puchasedongongbusiiess L1 A1 L] Part Oar
IF THE BUSINESS WAS PURCHASED, PROVIDE THE FOLLOWING INFORMATION:
Pravious Ownar Businses Nams Purchase Prica Dateof Transfer  EDD Account Number
B. HAVE YOU EVER REGISTERED A F YES, ENTER THE FOLLOWING:
BUSINESS WITH THE DEPARTUENT? | ACCT NUMBER BUSINESS NAME ADDRESS
One Oves
C.. INDICATE FIRST QUARTER AND YEAR IN WHICH WAGES EXCEED $100. [ Jan-tar.20__ [ aprdune2o_ [ duy-Sept.20_ (] Oct-Deo. 20
D. BUSINESS NAME (0BA) "OWNERSHIP BEGAN OPERATING | FEDERAL LD. NUWBER
WoNTH v vese:
E. INDIVIDUAL OWNER. SOCIAL SECURITY NUMBER DRIVER'S LIGENSE #

F. GORPORATIONILLGILLPILP NAME 'SECRETARY OF STATE CORPILLG/LLPILP LD, NO.

et all parners”, corporateaficers, or e
G Lt porners corporateofere. (pariner, oot e, LLCALS SOCIALSECURTY NUMBER |  DRIVER'S LICENSE #
membormanager)

“Ifantfy s a Limited Partnership, indicats General Partnar wif1an (). Listacitiona parners, LLG/LLP membars/ffars/manages on a separate shest.

H. MAILING ADDRESS. oy STATE | ZIP CODE PHONE NUNBER
C )

o STATE | 2IP CODE PHONE NUNBER

C

1. BUSINESS ADDRESS (f ciferent from mailng address)

J. ORGANIZATION TYPE
(IN) INDIVIDUAL OVWNER

(HW) HUSWIFE CO-OWNERSHIP
O (GP) GENERAL PARTNERSHIP
D) (CP) CORPORATION

O (AS) ASSOCIATION

01 (L) UMITED LiABILTY Co.

0 Py LMITED LAgILTY
PARTNERSHIP

O (L9 uauaTIoN
3 (LP) LIMTED PARTNERSHIP
O (TR} TRUSTEESHIP

O (€A) ESTATE ADMNISTRATION

O (V) JOINT VENTURE
O (RC) RECEIVERSHIP
O (BK) BANKRUPTCY

O (om OTHER (Specity)

s
g

K. EMPLOYERTYPE O (o1) COMMERCIAL O (22 PACIFIC MARITIME [ (25) FISHING BOAT

L. INDUSTRY ACTIVITY: Idartiy e incustry and spacific prodctor ervica tatrapresents 1 greatestporion of your sles ecsipts ofreverue. Chack one:

O seavices [ Remai O wHoLESALE O ManUFACTURING O omer

Describa spacic product andor servica n dtal,

Numbar of CA Employess. Ave thers mulipls locations for tis business? [ No [ ves
WL CONTACT PERSON FOR BUSINESS TTLEICOMPANY NAME “ADDRESS PHONE

()

N. DECLARATION

Thase statamanis ara haaby declaredto b corrac o the bast knowladga and bl of he undsesignad.

Signature Tite Date

(O, Patoer, ffcar, Wermber, Maneger, i)

0. PAYROLL TAX EDUCATION: Attend a payroll tax seminar that will help you understand how, what, and when to report state payroll taxes
Visit our Web site at wiw.edd.ca.gov/taxsem or call us at (888) 745-3888 for more information.

DE 1 Rev. 71 (11-04) (INTERNET) Page 1 of 2 cu
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US. Gitzenhip and lnmigration Services Employment Eligibility Verification

S —————————
Please read instructions carefully before completing this form. The instructions must be available during completion
of this form. ANTLDISCRIMINATION NOTICE: Itis illegal to discriminate against work eligible individuals. Employers
CANNOT specify which document(s) they wil accept from an employee. The refusal to hire an individual because of
a future expiration date may also constitute illegal discrimination.

Section 1. Employee INformation and Veriicalion. 7o o= sompeted and sgned 5 empicyes L he ime smpioyment begins
Pt L= = i

T Ve e
Aaarecs [Steat N 5 e RE T o S TG
= £ ZooR e S

Iam aware that federal law provides for O :::” ‘T";‘f jz;:;;:i‘;"L:”z‘* ers ofthe llowngl
imprisonment andor fines for false statements or [ vt

use of false documents in connection with the B st oo

completion of this form. =

(i #or Acission )

Erpoyees S Do ey e

Preparer anG/Or TransIator CErtNCaton. (7o be compieied 273 sgred ¥ Secion 1 s prepared by 2 person
e inan the empioyee) | atec,under penaly of oy, ha  have asaaied f the competion of i form and i o the best
of my knowiedge the ifomton s e and corect

Prepare-arTransatore Sgratre Pt

ez (Svest Name and Numoer, Gy, Srte 2 Goe) Tt (ron Gy

Section 2. Employer Review and VerTfiCation. To be completed and signed by employer Examine one document from Lst A O
‘xamine one document from List B 3nd one from ListC, 5 lsted o th reverse of S form, nd Fecord the i, number 3nd expiration dat, i
any,of the document(s).

ListA OR TstB AND TistC

cument st

Issuing auoriy:

.

CERTIFICATION - Tattest, under penalty of perjury, that I have examined the document(s) presented by the above-named
‘employes, that the above-isted document(s) appear to be genuine and to relate to the employee named, that the.

employee began employment on (monthidayyear) and that to the best of my knowledge the employee
is eligible to work in the United States. (State employment agencies may omitthe date the employee began employment)

St o Evayer o Adtvorzed epreseriaive | Friame T

Susiress or Orgezaton T Aairess (Steet Nams and Narmber, i, Sk, 7 Coo

T oy e

Soction 3. Updating and Reveriication. To os sompered sna signed oy
A R ams (7 sppicatie) . Dot o R (manaayyean 7 aoelosie]

T erooress e
gty

= ook arSton s Svpeec, pravels v et balow Tor s dosamant Tt SSaBianes curent Smplaynt
Dosument T

R Expirsion Date (1 sy

TSfest, urder penalty of perury, that b he best of my Fawiedge, (v employes = ehgibl T work n the Uniied Stxtes, and 1 the smployes
presented dacument(s),tns dogumentis) | nave sxamined 3ppear o be gencine and o elss o the ncividu.
Sgratre of Emoloyer o AlorEsd Fepreseriaive T (e

WOTE Th e T e 5 e

TS TS b e s s e 0331
rrt prirsing date to refiect the s

e i e




[image: image81.png]LISTS OF ACCEPTABLE DOCUMENTS

LSTA uste sTC
Documents that Establish Both Documents that Establish Documents that Establish
dentity and Employment QR Identity AND  Employment Eligibility
Eligibilty

1. U, Passport (unexgired o 1. Driverslicense or ID cardissued 1. U.S. social security card issued by

2 by 3 S of ulyig possesson of  he Soeal Secuty Admitaton
expired) the United States provided it (other than a card stating it is not
contang  phtcaraph or el o empioymert
PR — omatan s 3 e, o
e oy B Gender. he, &5 color and
adaees
2. Cantaton o it Abroaassuea
. Coniao of Natrlzaion 2. D cardsued by el Cercaton of i Avroa s
(Form N-550 or N-570) local government agencies or e Nas oy B D150,
enies, rowded  onians a
Phcogiaph of formaton such as
4. Unerprso oren passpor e Gat of Bt et e,
Wi 51 samp or atached e et
Form 1-94 indicating unexpired 3. Original or certified copy of a
Srpoymen aumorzsion 3. Schoal i cardwina i Gerifcar ssued by st
proaran Couny, muncpl oy or
5. Pemansnt Resicsnt Cardor i cutinggossession of e Unted
Alien Registration Receipt Card 4. Voters regi n card 9
i phasraon
Pl S 5. .S, Mty car o rat record

6. Miltary dependents D card 4. Native American tribal document
6. Unexpired Temporary Resident

Cara (Form 25
) 7. U.S. Coast Guard Merchant

Mariner Card 5. U Citizen ID Card (Form 1-197)
7. Unexpired Employment
Authorization Card 8. Native American tribal document
(Form 1-6884)
9. Drivers icense issued by a
Canadian govemmentauthority 6, 1D Card for use of Resident
8. Unexpired Reentry Permit Citizen i the Unied States
(Form 1-327) For persons under age 18 who (Form 1-179)
are unable to present a
9. Unexpired Refugee Travel document listed above:
Document (Form 1-571) 7. Unexpired employment
- 10. School record or report card authorization document issued by
0. :Sﬁmﬁmn&’c{ng issuedby DHS (other than those listed
1. Ciinic, doctor or hospital record under List 4)

DHS that contains a photograph

(Form 1-6858) 12. Day-care or nursery school

record

lllustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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00 f et oome o el
ot b e o S
i you o deparart o ht o
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he orsonal Allowances Workaheet biow: T
Worichote on paos 3 adlus yeer bl

e b stustiors. Conplet sl vakeheds
it apply Howen, v may clam fower (o 2451
ke
Head of housshold. Ganssly. you ey csim
e houeshod fing ctgs on your 1o 1
oy e v At s ey st S0
o hecosa of keoing up  home o yoursel s
Ve gt e e qusing bk,
B E b
Tex ‘et Yo can ks projected t oste
i acevun n g your Glowakl munber o
Winholdg alcwance. Cradteorchid o depen
i care xparacs g he chid w cred may
eimed Uong e Prsonat Alowances Work.
Shect bow 5o b, 913, How Do At by
T Wihhldng, for ifemen on conering
e ot s s i slovances.
Horage income, 1 ya hava s args amavet of
Rarageincome cich 8 erotcf i cen
e mling ssingizd e poymerts vona Fam
D45-ES, Ectmata Tt for i Oermcn

T sarmerswg Jobe I you have @ warking
Spotesce moesthan onect s e st
B o e o clam on i oo
ing workaheds fen cry cne Fom 4. Yoo
Winhotding el Wil s ot socusts when o
Slowanecs ars cime an i Fom W fo he
et payig b and 20 sllowancs rsclame
o e

Nonreident alen. I you re @ nepesidnt s,
e s o Form 8558 beees St
ing s Frm

Check your withhokding Ao you Form Vi
ke o, 1 P 915 o S how i dollr
ety e aving Wi ccmpars 1 your
st ol o o 2006 St b o1, S
G your saminge sxcesd 130000 g o
$160005 e

Recent name_change? I yourrame ca s 1
i fm that Shoun o your <ol ssouiy
s ol 11800 7721213 13t s gt

Siouaness baston faniad doducions condn
G, ot 0 nccme, o -

vt a sl syl showig youcor

Ve iy e s e

Personal Allowanoes Workahest Kesp fryour roada]

Eer 1" for yourself I o one efa can claim you 25 a dspandart.
 You aro singla and have only ons job; or

 Yeu aro marisd, havs orly o0 Job, and your spouse doss not work; or

 Your wages from a sacond Job or your spous=' wagss o the ttal o botr) re $1,000 r .

Enfar *1” for your spouse. But, you may choosa 1o far ~0- f you ara maried and hava sither a warking spousa or

mere than ons ob. (Enering *-0-" may halp you aveid having too tle tax withheld )

Enter number of dependents (thar than your spousa or yoursel) you wil clim on your tax etum

Enfer 1" if you wil fla as head of household on your tax etum (ses conditions undar Head of household above)

Enfer 1" i you havs at Isast $1,500 of child or dopondant care expenss fo which you plan fo clam a credit

(Note. Do not include child suppot payments. Sse Pub. 503, Chid and Dapendent Care Expensas, for dstals)

Ghild Tax Cred ncluding addtonal il tox cre:

o If yourtoalincome willbs less than 955,000 ($32.000 i maied),enter 2" for sach slgbla child.

I your total Incoma will e bstween §55,000 and $64,000 422,000 and $110,000 i manied), st “1”for cach slgbls

chid plus 1 additional f you havs four o more algile hidrén.

Add e A thcugh G e et ol e, Note. Tis ay b difrnt o therumborof mptos youclamon yourt rsum) B 1
 Ifyou plan o tamize or clam adjustments to income and want to recuca your withholding, sae the Deductions

‘and Adjustments Workshet on page 2.

o havs mors than one jobor rs married and you and your spouse both work and e comtinad camings fom a s

ncaid 35,000 (25,000 mamid) aa ha Two-Eamer/TWo~Job Worksheeton pags 2 o avod having oo st wihhld

Il nithor of the above stuatiors applis. top here and snsr the number rom s H on I 5 of Form W4 boow:

A

Enter 1 it

mmoo

- Cuthare and give Form W-4 o your employer. Ksep the 1op part for your records, <--r--------------

Employee’s Withholding Allowance Certificate

» Wnsther youar i 0 clim acoran numoer of alcwanc
et s Y by hE 1R, You STeyS iy b A 1o

sepmengvme: | 2006

Ty cepin o et s o .| Laet e 2 vour scomt seouty rmesr
o aees e et o ). 5[] enges L e L] et e winec t mgor e e
o1,y i e,k g .
iy or v, s i 2 5 & your e name afas o tatshow o your sacal sscury
carscheck ers. You st call 1.90-7721215for 3 new car. >

Total number of allowances you ars caiming o ine H above of flom the appicabls workshest on pags 2 | &
Addtional amount, if any, you wart wiheld from sach payeheck 6]
71 claim exeemption from withholding for 2008, and | coty that | mest both o ths following conditions for cxemption.
 Lastyear | had a ight 10 a efund of all faderal Incoma tax withheld bacausa | had no tax lsbilty and
 This yaar | axpect a rfund of alfadsralIncome tax wihheld bacausa | apect o hava no tax lbilty.
I you mest both condtiors, wits “Excmpt” hers > [7
e ot o paray. | kst v i1 oSt and o T Et o 1y Aty AP, W1 T, Gt s G
Employes's signatire
(Fom a ot el

s o san 1) > Date »

o Enployers e and aasess (BTpRyr Compte 1 59 10y ¥ sslng 1 9 ] | 9 Officecock |10 Enpyer e i (66
oo ;

For Pivacy Aot and Paparwork Reduction Act Notics, 568 page 2. XS Fom W 2
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EDD :-:ormen

Department
Stateoi ca

“Thi form can bs usad to manually
compute your wihalding allowances, o
you can slectronically computs them at
i taxes.ca. govidod xis (Microsoft
Excal roquired).

EMPLOYEE’S WITHHOLDING ALLOWANCE CERTIFICATE

Typs or Pt Your Full Narma.

our Social Securty Numbar

Form Address (Nurmber and Stetor Fural Fodte]

Filng Status Witholding Allowancas,
O SINGLE of MARRIED (with two or mors incomss)

it State, and ZIP Coda

O MARRIED (one income)
O HEAD OF HOUSEHOLD

1. Numbar of allowanoss for Fsgular Withhlding Allwances, Workshest A

Number of llowances from the Estimatad Deductions, Workshaet B
Total Number of Alowancss (A + B) when using the Calfornia
Wiihoiding Schedules for 2008

o

2. Addiional amount o sate income ax to bo wihhald sach pay period (i mployer agross), Worksheet C

Under the penalties of perjury, | certity that the number of withholding allowances claimed on this certificate does not exceed
the number to which | am entitled o, if claiming exemption from withholding, that | am enitied to claim the exempt status.

Signature.

Data

Employers Name and Address,

Calforia Employer Account Number

cut hare_

(Give the top porton ofthis page to your employer and kesp the remainder for your records.

YOUR CALIFORNIA PERSONAL INCOME TAX MAY BE UNDERWITHHELD IF YOU DO NOT FILE THIS DE 4 FORM

IFYOU RELY ON THE FEDERAL W-4 FORYOUR CALIFORNIA WITHHOLDING ALLOWANCES, YOUR CALIFORNIA STATE
PERSONAL INCOME TAX MAY BE UNDERWITHHELD AND YOU MAY OWE MONEY ATTHE END OF THE YEAR.

PURPOSE: This certiicate, DE 4, Is for California personal
income tax withholding purposes only. The DE 4 is used fo
compute the amount of axes to be witheld from your wages,

by your employer, o accurately reflect your state tax withholding
obligation.

You should complets this form i either

(1) You claim a different marital status, number of regular
allowances, o different aditional dolar amount to be withheld
for California personal income tax withholding than you claim
for federal income tax withholding o,

(2) You claim addtional allowances for estimated deductions.

‘THIS FORM WILL NOT CHANGE YOUR FEDERAL
WITHHOLDING ALLOWANCES.

‘The Fedsral Form W-4 is applicable for Calfornia withholding
purposes if you wish o claim the same marial status, num-
ber of requiar allowarces, and/or the same aditional dollar
‘amount fo be withheld for state and federal purposes. Hower-
e, federal tax brackets and withholding methods do not reflect
state personal income tax withholding tables. If you rely on

DE 4 Rev. 32 (1-06) (INTERNET)

the number of withholding allowances you claim on your
Federal W-4 withholding allowance certificate for your
state income tax withholding, you may be significantly
underwithheld. This s particularly true i your household
income Is derived from more than one Source.

CHECK YOUR WITHHOLDING: After your W-4 andior
DE 4 {akes effect, compare the state income tax withheld
with your estimated tofal annual tax. For state withholding,
use the workshests on this form and for federal withholding
uss the Internal Revenue Service (IRS) Publication 919 or
federal withholding calculations.

EXEMPTION FROM WITHHOLDING: If you wish to claim
exempt, complete the federal Form W-4. You may only claim
exempt from withhoiding California income tax f you did not
owe any federal income tax ast year and you do not expect
to owe any federal Income tax his year, The exemption
automatically expires on February 16 of the next ysar. If you
continue to qualiy for the exemp filng status, a new Form W-
4 designating EXEMPT must be submited before February 15.
11 you are not having federal income tax withheld this year but
expect to have a tax labilty next year, the law requites you o
give your employer a new Form -4 by December 1

Page 10f 4 cu
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Find mission statements of similar businesses. Complete Mission Statement and add it to your presentation board:
Unit 3: Researching Your Business

Upon successful completion of this unit, you will be able to:

List different types of online research about business.

Identify customer analysis resources.

Vocabulary – Learning to do Internet Research

	1. 
	reference desk
	(n)  the section of the library containing resources that you can use to research something. The books or publications at the reference desk cannot usually be removed from the library.

	2. 
	demographic
	(adj.)  statistics related to specific populations

	3. 
	census
	(n)  a count of the population

	4. 
	zoning maps
	(v)  a map which indicates a city or neighborhood divided into sections reserved for different purposes (as residence or business)

	5. 
	wholesale
	(n)  the sale of large quantities of items at a reduced price

	6. 
	vendor
	(n)  seller; a supplier of materials or services that are used to run a business


Dialog – Learning to do Internet Research

Blanca goes to the library to get help in researching her cake business.  She goes to the Reference Desk and asks the librarian where to start.

Librarian:
Hi, may I help you?

Blanca:
Yes, I’m interested in starting my own business.  I wanted to do some demographic research.

Librarian:
Well, the internet is a great resource for that.  What kind of information do you need?

Blanca:
I think I’d like to start with some information about the people in this area.

Librarian:
Okay, you can look at www.bayareacensus.ca.gov for census data about who lives in your city.  

Blanca:
Good.  I also need to know about their incomes and ages.

Librarian:
Then that website is a good place to look.  Anything else?

Blanca:
Well, let’s see.  (Blanca looks at a list she has brought with her)  I’d also like to know about other businesses like mine that are in this area.

Librarian:
There are some good online resources for that.  One is www.yelp.com and another is www.merchantcircle.com – both let you look for type of business in a specific city or area.

Blanca:
Okay.

Librarian:
You can also look up zoning maps that allow you to find out what types of use are allowed in your city’s different neighborhoods.

Blanca:
Oh yes, that’s on my list.  I need some location information.

Librarian:
The best way to look up those maps is to go to Google and type in the name of your city and “zoning maps.” These maps should then be available for you to look at. Do you need anything else?

Blanca:
(Blanca looks at her list again) Um, I will probably need to buy supplies wholesale.  Do you have anything that will tell me how to find a good vendor?

Librarian:
A website that would be really useful for that is ThomasNet.com. It has information on industrial products and services. You can look up the vendors you might use for your business.  

Blanca:
Wow.  I didn’t realize how useful the internet could be in starting up my business.  

Librarian:
Just let me know if you need any other assistance in navigating your way through to helpful sites.  

Blanca:
Thank you.  You’ve been a big help already.  I think I’ll get started on this computer over here.

…

Comprehension Questions

Directions: Use the following vocabulary words to answer the questions below.  Use complete sentences in your answers:

	demographic research        bayareacensus.ca.gov        merchantcircle.com    yelp.com        zoning maps       ThomasNet.com


1. What kind of research gives you information about who your customers are and where they live?

2. What would you look at to determine how many people live in a city or neighborhood?

3. Where would you look to find information about other businesses in a neighborhood where people might shop? (2 answers)

4. What would you look at to determine where the businesses districts and residential districts (neighborhoods) are in a city?

5. Where would you look to find wholesale vendors in your neighborhood? 

Unit Review
What are 3 kinds of research you can do on the internet?

1)___________________________________________

2)___________________________________________

3)___________________________________________

Unit 4: Identifying Your Customers

Upon successful completion of this unit, you will be able to:

Identify your target customers.
Find information about your customers.
Identify your customers’ needs.

List some ways to build strong customer relationships.

What Information Do You Need to Understand Customers?

	Geographic Info
WHERE they are

What street?

What neighborhood?

What city?

What State?

What country?

What web address?


	Demographic Info
WHO they are

Age

Gender

Size/Shape

Marital Status

Income

Occupation

Race/Ethnicity

Religion

Language
	Motivation Info
WHAT they need

Cultural/Religious Needs

Emotional Needs

Rational Needs



	Product/Service Info
WHAT products or services meet their needs?

What are they buying now?

Brand loyalty?

How are they being served now?

What can you do better?


	Buying Practices
HOW they buy
Where do they buy now?

How do they buy?

Who buys?

Who/What influences their buying?

What do they consider too expensive or too cheap?

How often do they buy?

Do they use food stamps, cash, or credit cards to buy?
	Future Needs
WHAT they will need in the future?

What will the customer need in the future?

What will you need to do differently as customers get older?




This information tells you: 

	Geographic Info

Where you need to be located.

How much it will cost you to get your products or services to your customers.

Where to focus your advertising.


	Demographic Info

What languages you must be able to speak in your business.

What days/hours you need to be open.

Who the buyer is in the group, and who you need to make feel comfortable in my place of business.

The audience for your marketing materials.

The sizes, shapes, and colors your customer needs. 
	Motivation Info

How your business needs to be set up to bring comfort and convenience to customers.

How you need to communicate your products and services to customer base.

What you need to do in business to create a safe environment for your customers.



	Product/Service Info

What product brands your customers want.

What time of year products or services should be available to meet customer’s cultural, emotional and rational needs? 
	Buying Practices

Which competitors to watch.

Your price floor and ceiling.

What purchase methods you need to be able to process.
	Other

What special equipment you will need to serve your customers’ needs.

What staffing costs you will have.

What operating costs you will have to serve your customers’ needs.


What Are Your Customers’ Needs?

Directions: Think about your business and your future customers. Brainstorm on what needs they might have. Write your ideas in the circles below. Then ask your classmates to think about what positive emotions your customers might have if their needs were met.

What needs might customers have when using your service or buying your product?
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What emotions would a customer have if these needs were met by your business?[image: image89.wmf] 



Resources for Good Customer Information

· Visit competitors - Watch how customers shop 

· Do Customer Surveys.

· Read your trade magazines and association newsletters.

· Local Real Estate Agents have neighborhood reports

· Local Small Business Development Centers have customer and industry data. 

Other resources:

· The SBA (Small Business Administration) is an amazing resource and provides a huge amount of information for entrepreneurs. Two tabs on the website that can be especially helpful are “Starting & Managing a Small Business” and “Loans & Grants.” Log onto sba.gov.
· The E&P Market Guide is book available at your local library. It makes predictions about the year's retail sales, income levels and demographic make-up of the US with proven accuracy.
· The Sourcebook ZIP Code Demographics can also be found at the local library. This book is good for learning demographic information about your potential customers.
· ReferenceUSA.com must be accessed from your local library. This website will help you find information about your competitors.
Steps to Finding Customers

Imagine practicing archery with your eyes closed.  Being prevented from seeing your target would make it nearly impossible to hit it.  Doing business without knowing your target will prevent you from reaching your goals. 

[image: image4.wmf]Step One:  Identify who needs you
Brainstorm all the people, cultural groups, and business types who need your products and services.  

These are your target customer groups.

[image: image5.wmf]Step Two:  Identify who the “buyer” is in each group.

Identify who makes the purchasing decisions in each group.  

This is your target contact in each group.

[image: image6.wmf]Step Three:  Start Local – Identify where they are
Identify where each target contact works, worships, shops and socializes within a 10-mile radius of you.   

Where do they work? 

What churches or associations do they belong to?  

Where are they shopping now?

[image: image7.wmf]Step Four:  Study Them
Identify where they are, who they are, what motivates them, what products and services they want and what their buying practices are.

Activity – Customer Description 

Directions: You may have already done some research on your business. Think now about who your customers might be. Brainstorm with a partner or group in your class and help each other to fill in the information below.

a)  I will be selling in the following geographic regions (City, Town, or State):

Neighborhoods in Oakland, San Jose or the Bay Area:



b)  I have chosen these geographic areas because:

Describe customer or cultural groups present there, how many; who you already know in these areas.

c)  The cultural groups to whom I am selling are:

Under Cultural Group, list the name of groups you will be selling to. Under Common Needs describe why that cultural group needs your product, such as special occasions or holidays. Under Size of Group list the known number of people in each group.

Cultural Group


Common Needs


Size of Group

d)  My product and services benefit these cultural groups because:


Describe how your products meet the special needs of each group

e)
My targeted customers within these groups are: 

Under Customer Type describe who you plan to sell to, such as men, women, children, teenagers senior citizens, married, single, parents, religious or cultural leaders. Under Special needs, describe special product needs of each group.


Customer Type




Special Needs

f)
 The average monthly or yearly income of my customers is: (check)








__   Less than $501 - $1,163/month
($6,001 - $13,950 yrly)

__   $1,164 - $1,500/month

($13,951 - $18,000 yrly)

__   $1,501 - $2,000/month

($18,001 - $24,000 yrly)

__   $2,000 - $3000/month

($24,001 - $30,000 yrly)



__   $3001 or more/month

($30,012 + yrly)

g) The sources of household income of my customers are: (check)


__  Full Time Employment





__  Part-Time Employment






__  Government Cash Assistance





__  Receiving Food Stamps





__  Receiving Public Housing


h)   List three trends affecting your target customer base. (technology, fashion, etc.)
1.

2.

3.

Activity – Who are Your Target Customers?

Directions: Refer to the previous work you have done up until now and complete the following and put it on your Storefront Presentation board.

1) Brainstorm to come up with three customers who represent the people that need your products or services. Try to actually visualize the person and give him/her a name and describe him/her:
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2) To what groups or associations do these targeted customers belong?
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3) What are three things you need to find out about these groups?

Unit Review
List three ways that knowing your customers can influence your business planning:

1)____________________________________________

2)____________________________________________

3)____________________________________________

Homework - Customers
[image: image8.wmf]Homework: 
Complete Top 3 Customer Needs and Top 3 Targeted Customers for presentation board. Identify why they’re a target customer and include the reason for your presentation board.
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Unit 5: Understanding Your Competitors

Upon successful completion of this unit, you will be able to:

Describe how to analyze your business competitors.

List the 5 business categories (manufacturer, distributor, wholesale, retail, and service).

Give examples of companies that fit each of the 5 business categories.

Vocabulary – Interviewing the Competition:  The Decision-Making Process

	1. 
	boss
	(n)  manager; the person you report to at work

	2. 
	risky
	(adj.)  something that involves taking chances; not guaranteed to succeed

	3. 
	soul searching
	(v) analyzing or determining your true reasons, motives, or values 

	4. 
	advantages
	(n)  opportunities; benefits; gains

	5. 
	disadvantages
	(n)  unfavorable circumstances

	6. 
	target customers
	(n)  specific type of customer to whom you are trying to sell your product or service

	7. 
	appealing
	(adj.)  attractive; desirable

	8. 
	targeted
	(v)  aimed for

	9. 
	(business) competition
	(n)  businesses in your area that offer the same products or services as you do

	10. 
	evaluated
	(v)  analyzed; studied

	11. 
	business plan
	(n)  a document that outlines the details of your business including how your business will be financed, and customer and competitor information

	12. 
	time table
	(n)  a schedule


Dialog – Interviewing the Competition:  The Decision-Making Process

Blanca’s friend Nia wants to open a hair salon. Blanca introduces Nia to her friend Mateo at a party. Mateo owns a hair salon, and agrees to meet with Nia to talk about being an entrepreneur.  She has called ahead to make sure Mateo is at his shop.  As she walks in the door, Mateo greets her from behind the counter.

Mateo:
Hey Nia.  It’s nice to see you so soon after Blanca’s party.  Have a seat while I finish up with this customer.

Nia:
Thanks, Mateo.

(Nia sits as Mateo finishes.  Mateo comes over to Nia and she stands again and reaches out her hand.  He kisses her on the hand.)

Mateo:
I’m sorry about that.  Thanks so much for waiting.

(Mateo gestures for Nia to sit again.  They both sit.)

Nia:
Thank you for taking some time to talk with me today.

Mateo:
Oh, it’s my pleasure.  I’ll try to answer every question you have.

Nia:
The first thing I wonder is what made you decide to start your own business?

Mateo:
Well, I always knew that I wanted to be my own boss.  I was working at someone else’s salon and I just wasn’t happy.  I wasn’t making very much money, and I wanted to make more of the decisions.  I knew it was risky, but I wanted to take the chance.

Nia:
Oh, I admire that so much!  How did you know you could do it?

Mateo:
I did a lot of soul searching.  I made a list of the advantages and disadvantages, and decided that there were more advantages than disadvantages.  Looking at the good things about starting a business really motivated me to make my dream a reality.

Nia:
I’m so impressed!  So, what was your next step?

Mateo:
I had to do a lot of research – and you will too!  I had to look at who I wanted my customers to be - my “target customers”. Then I had to think about how I could make those customers walk into my shop and say, “Yes, this is the place.”  I had to make my shop more appealing than the other shops in town.

Nia:
I see.  So it wasn’t enough to just get a shop and start cutting hair.

Mateo:
No, it took a lot of planning.  After I found my target customers, I looked at various neighborhoods to locate the one that had the customers I had targeted.  I wanted to set up in an area where my customers could get to the shop easily.

Nia:
I want to set up in my own neighborhood, because there’s no one else there right now.

Mateo:
That sounds good.  But you probably want to think about how far your customers would travel to get to your shop.

Nia:
You’re right.  I didn’t think about that.  

Mateo:
Next, I did what you’re doing - I researched the competition.  I already knew everything about the shop that I was working in, but I went around and evaluated other shops in the area.  I took notes on the busiest and slowest shops, and tried to figure out why some were more successful than others.  And after that I set up my strategy.

Nia:
Your strategy?

Mateo:
Yes, you know, I’m the kind of man who has a strategy for everything.  I wrote up my business plan and decided on a timetable.  I took all the research and soul searching I did and made a mission statement.  Then I made a schedule to finish the steps to my Grand Opening. 

Nia:
Wow, I had no idea it was this complicated just to begin!  This is all I can think about right now.  Do you mind if I call you sometime soon?

Mateo:
I don’t mind at all.  I’ll be sitting by my cell phone, waiting for your call.

Nia:
Thanks so much, Mateo.  I know you’re busy.

(Nia gets up to leave and they hug.)

Mateo:
My pleasure.  I hope we can see each other again soon.
Nia:
I do too.  You’ve been a big help.

Comprehension Questions

Directions: Read the dialog aloud with a partner. Underline any new vocabulary and then use the dialog to answer the following questions.

1. Why did Nia go to Mateo’s shop?

2. What does Nia do when Mateo finally comes over to talk to her?

3. What did Mateo do to help him decide that owning his own business was right for him?

4. What does Mateo tell Nia to consider when thinking about a location?

5. What does Mateo tell Nia to look for in the competition?

Vocabulary – Types of Business 

Here is some vocabulary to describe different types of businesses.  Use these words to help you decide what type of business you want to start.
General Vocabulary
	1. 
	Sales
	(n)  the total number of products or services that a business sells in a given period.

	2. 
	Product
	(n)  what your business sells (can be a good or service)

	3. 
	Goods
	(n)  physical items that people buy and use. (  (

	4. 
	Services
	(n)  actions done by people that other people pay money for (  (  (


Types of Businesses

	5. 
	Manufacturer
	(n)  a company that makes something.  (related word:  manufacturing)

	6. 
	Distributor
	(n)  a company that sells something that has been made, usually by someone else, to other people or businesses.  (related word:  distribution)

	7. 
	Wholesale Industry
	(n)  businesses that sell goods in large quantities (usually without doing any marketing), usually at low prices, to individuals or stores that then sell to the people who use them.

	8. 
	Retail Industry
	(n)  businesses that sell goods in small quantities to the individual people who use them.

	9. 
	Service Industry
	(n)  businesses that do not sell products.  They sell actions done by people.  Examples include hair salons, hotels, restaurants and construction companies.

	10. 
	End User
	(n)  the person who buys the product to use it; customer


Activity – Types of Businesses
Directions:  Complete the chart and place the words in the correct business category: Manufacturer, Distributor, Wholesale, Retail, or Service.

Smart and Final, Amazon, eBay, Advertising, Kragen Auto Parts, Costco, Safeway, Insurance, Oreo cookies, Post-its
Business Categories

	Manufacturer
	Distributor
	Wholesale
	Retail
	Service

	
	
	
	
	

	
	
	
	
	


Which type of business will you have? Work with a partner to figure out which type of business each of you are working towards:
My business type

My partner’s business type

Unit Review
List the two industries that most directly serve the end user:

1)____________________________________________

2)____________________________________________

Homework – Presentation Board

[image: image9.wmf]Homework: Work on your Presentation Board.

Unit 6: Finding Your Competitive Edge

Upon successful completion of this unit, you will be able to:

Describe the role that competitors play in American business practices.

Identify tools to analyze your competitors as a means of understanding the needs of your customers.

Develop your competitive edge plan based on competitor analysis.
Use a competitor survey tool.

Describe how to position yourself differently from your competitors.

What is a Competitor?

A Competitor is any business that is taking sales away from your business.                

Direct Competitors are businesses that sell similar products and services to the same target market.

Getting a Competitive Edge Starts with Knowing What Your Customers        Want

Understanding the needs of customers is critical for business success. 
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A Fast Finish…

Getting a Competitive Edge Continues with Giving Customers What They Want
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A Good Experience…
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Good Value…
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A Fast Finish…

Steps to Finding Your Competitive Edge – Asking the Questions
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Step One: WHO are your competitors?

Who are your target customers getting products or services from now? 
These are your direct competitors.
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Step Two:  WHERE are your competitors? 

· Where are these businesses?

· How are your target customers getting to them – in person or online?

· How far are they from where your target customers live or work?
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Step Three:  WHAT are your competitors selling?

· What products and services do they provide?

· What brands are they selling?

How do they display their goods and services in their store or on their website?

How do they advertise and promote their business?


Step Four:  WHY are customers going to your competitors?

· What customer needs are they meeting?

· How competitive are their prices?

· What do they do well?

Step Five:  WHAT must you do better than your competitors?

· What customer needs are they NOT meeting?

· What can you do better?
· What products and services aren’t they providing?
This is your competitive edge.

Steps to Finding Your Competitive Edge – Researching the Answers

Step One: Know WHO your competitors are.
Surf the Internet – try yelp.com and merchantcircle.com
Look in the Local Phone Book- Yellow and White Pages
Look in State Phone Books- Public Library has books for every state
Read Trade Magazines- identify industry associations
Listen to where your family and friends get their products and services now
Step Two:  Know WHERE your competitors are.
Visit them! You can do this either in person or online
Find out if they are on a public transportation route
Determine if they are visible and accessible to your targeted customers
Step Three:  Know WHAT your competitors are selling.
· Visit their stores to determine products and pricing
· Check out their websites to find out what they are selling and at what prices
· Study the displays they use for their products

· Look at the advertising and promotions they offer for their products and services


Step Four:  Know WHY customers shop your competitors.

· Learn what customer needs they are meeting
· Find out how competitive their prices are

· Look for what the competition is doing well

Step Five:  Know WHAT you must do better than them.
· Find out what products and services they are not providing

· Decide what needs are not being met

· Determine how you can meet them
This is your competitive edge.

Unit Review

What are 3 things you need to know about your competitors?

1)___________________________________________

2)___________________________________________

3)___________________________________________

How does this information help you to find your competitive edge?

Homework – Competitor Survey

page 1

Directions: Visit a competitor’s business. Rate each item below from 1 (poor) to 5 (excellent). Write your comments in the Comments column. Be sure to fill out both pages of the survey.

Name of Business: ___________________________________________

Location:____________________________________

	Item
	Rating
	Comments

	Appearance and Design of Store
	
	

	clean
	1 2 3 4 5
	

	shelves were organized
	1 2 3 4 5
	

	lighting was bright
	1 2 3 4 5
	

	signage
	1 2 3 4 5
	

	Employee’s Characteristics
	
	

	greeting
	1 2 3 4 5
	

	telephone manners
	1 2 3 4 5
	

	courtesy
	1 2 3 4 5
	

	helpfulness
	1 2 3 4 5
	

	appearance
	1 2 3 4 5
	

	product knowledge
	1 2 3 4 5
	

	ability to handle complaints
	1 2 3 4 5
	

	ability to cross sell
	1 2 3 4 5
	

	Safety Review
	
	

	felt safe to walk to and from store
	1 2 3 4 5
	

	parking
	1 2 3 4 5
	

	on bus route
	1 2 3 4 5
	

	Products and Pricing
	
	

	availability of products
	1 2 3 4 5
	

	brand loyalty
	1 2 3 4 5
	

	pricing fit image
	1 2 3 4 5
	


Competitor Survey, page 2

Customer Review

Age:

___ ages 20-35   
___ 36- 50     __50 – 62  
__ over 62

Marital status:

 ___ single
___ married  
___divorced  ___  widowed

Ethnic Group:

___ Hispanic
___African American    ___ Asian  ___ African

___ European  
___ Caucasian  __ Other: ___________________

Languages Supported: (customer service and signs)

___ Spanish
 ___ Mandarin/Cantonese  ___Vietnamese  __Korean

___ English  
 ___ Arabic   ___African language  __ Other: _________

Gender:

__ Female   ___ Male

Strategies Used to give customers what they want

What strategies did you observe in use? 

What did you observe was missing from strategies?

Homework – Online Competitor Survey

page 1
Directions: Visit a competitor’s business. Rate each item below from 1 (poor) to 5 (excellent). Write your comments in the Comments column. Be sure to fill out both pages of the survey.

Name of Business: ___________________________________________

website address:____________________________________

	Item
	Rating
	Comments

	Appearance and Design of Website
	
	

	well-organized
	1 2 3 4 5
	

	easy to read
	1 2 3 4 5
	

	attractive
	1 2 3 4 5
	

	clear signage for getting around site
	1 2 3 4 5
	

	able to find what you are looking for
	
	

	Welcoming and Friendliness
	
	

	homepage is warm and inviting
	1 2 3 4 5
	

	instructions for ordering are clear
	1 2 3 4 5
	

	return/complaint policy is fair
	1 2 3 4 5
	

	contact information is available
	1 2 3 4 5
	

	product descriptions are helpful
	1 2 3 4 5
	

	
	
	

	Products and Pricing
	
	

	availability of products
	1 2 3 4 5
	

	brand loyalty
	1 2 3 4 5
	

	pricing fit image
	1 2 3 4 5
	


Online Competitor Survey, page 2

Customer Review

Age:

___ ages 20-35   
___ 36- 50     __50 – 62  
__ over 62

Marital status:

 ___ single
___ married  
___divorced  ___  widowed

Ethnic Group:

___ Hispanic
___African American    ___ Asian  ___ African

___ European  
___ Caucasian  __ Other: ___________________

Languages Supported: (customer service and signs)

___ Spanish
 ___ Mandarin/Cantonese  ___Vietnamese  __Korean

___ English  
 ___ Arabic   ___African language  __ Other: _________

Gender:

__ Male   ___ Female

Strategies Used to give customers what they want

What strategies did you observe in use? 

What did you observe was missing from strategies?

Homework –Your Competitive Edge Plan

[image: image10.wmf]Homework: 
Visit a competitor and complete competitor survey or complete online competitor survey. Complete list of Names and Locations of Your Top 5 Competitors and Top 3 Strategies You Will Do Better Than Competitor for your presentation board.

What are the names and locations of your Top 5 Competitors? 

1____________________________________

2____________________________________

3____________________________________

4____________________________________

    5____________________________________
What are your Top 3 Strategies you will do better than your competitor that will give you the competitive edge? 

1____________________________________

2____________________________________

3____________________________________

Unit 7: Conducting a Product Survey

Upon successful completion of this unit, you will be able to:

Use vocabulary and polite functional language to research your businesses.

List the benefits of conducting start-up research.

List the benefits of conducting a product survey.

Conduct a product survey.

Dialog – Interviewing the Competition: Start-up

Blanca’s friend Anh, is trying to start a small food stand.  She wants to get more information about start up, so she goes to Marta’s bakery.  She walks up to the woman behind the counter.

Server:
Hello.  May I help you?

Anh:
Yes.  My name is Anh Nguyen, a friend of Blanca’s.  I’m thinking of starting a business, and wanted to talk to Marta.  Is she in today?

Server:
Yes.  She’s in the back.  Just a minute.  I’ll get her.


(Anh waits as the server gets the owner.)

Marta:
Hi, I’m the owner, Marta Calderon.  How can I help you?

Anh:
My name is Anh.  I’m Blanca’s friend.

Marta:
Oh yes!  Nice to meet you.  Blanca told me you were going to visit me.

Anh:
I am thinking of starting a business.  Can I ask you a few questions about how you got started?  Do you have some time today?

Marta:
Sure.  Why don’t you come back into my office so we can sit down?

(They go into the back.  Marta motions for Anh to sit.)

Anh:
Thank you for taking the time to talk with me today.  Do you mind if I take notes?

Marta:
Not at all.  Do you have any specific questions?

Anh:
Yes.  How did you decide what kind of business to start?

Marta:
Well, I have always liked to cook and bake, and my family always encouraged me to do it professionally. 

Anh:
That’s true for me, too.

Marta:
 I tried working in a restaurant for a little while, but I didn’t like it.  I like being able to make the decisions.  So I decided I wanted my own business.  Owning a restaurant seemed like a lot of work - I would have to pay people right away.  So I decided to start small.  Since I like to bake, I decided on a small bakery.

Anh:
What did you do then?

Marta:
I did a lot of demographic research.

Anh:
Demographic?

Marta:
Yes.  I looked at my competitors and my possible customers and took notes on what kinds of people buy baked goods at small bakeries.  Then I did a product survey.

Anh:
A product survey?  What’s that?

Marta:
It’s like a list of questions about the product you want to sell.  I put together some questions about different kinds of baked goods.  I asked questions like, “What’s your favorite baked good in the morning?”  “When you buy baked goods, do you like to buy a cup of coffee with it?” and “When do you like to buy your dinner bread?”… things like that.

Anh:
Who did you give the survey to?

Marta:
I gave it to all my friends, family, and even friends of friends – whoever I could find.  I wanted to ask people that I didn’t know, also, because I think they give more honest answers.

Anh:
I guess that’s true.  I didn’t think about that.  So what did you do next?

Marta:
Next, I had to decide on a location and rent a space.  But before that, I got a small business loan so I would have enough money to pay the rent!

Anh:
Was that hard?

Marta:
A little.  There was a lot of paperwork, and I had to make sure my credit was good.

Anh:
But when you got the loan, and rented the space, were you able to open up right away?

Marta:
Not really.  When I knew where I was going to be, I had to buy my equipment, set up the store, and build up my inventory, like my ingredients and raw materials, so I would have things to sell.  That was a few months of hard work.

Anh:
Did you have any problems?

Marta:
Oh yeah!  It seemed like everything I thought would take a week took a month!  And be sure to get everything in writing, too.  A couple of times, the people I was relying on let me down.

Anh:
I’m sorry to hear that.  Would you do anything differently if you were doing it again?

Marta:
I would find out about tax laws!  If you make a mistake on your business taxes, you have to pay extra.  Also, I love what I’m doing, but I think I would like to be in a different neighborhood.  The people here don’t buy as many sweet things as I had hoped, and I like to bake sweet pastries and experiment with different flavors.  Maybe if this business is really successful, I will open up a new store in a different neighborhood.

Anh:
And then you would have to do your demographic research all over again!

Marta:
Yes, that’s true.

Anh:
Well, Marta, thank you so much for taking the time to talk with me today.  I really appreciate it.

Marta:
You’re welcome.  Let me know what happens with your business. Good bye.

Anh:
I will.  Good bye.

Comprehension Questions

Directions: Answer the questions below based on the dialog.

1. Why does Ahn go to see Marta?

2. What does Marta tell Ahn about the business?

3. Why did Marta start her own business?

4. How did Marta decide what kind of business to start?

5. What does Marta want to change about her business?

Purpose of a Product Survey (adapted from mineful.com)
Conducting a new product survey can help businesses to: 

· Determine which product or service features are essential to offer

· Decide what kinds of advertising to use

· Understand how potential customers wish to receive products – in person or online

Example of a product survey at work

Read the following story about a company which looked for and responded to its customers’ needs:


Companies gather information on customer satisfaction from a variety of sources including surveys. In fact, Ticketmaster, an online vendor of concert and sports tickets found out through surveys and customer complaints that customers were not happy with how service fees were charged at the end of an online transaction. Customers were surprised when they found out about an extra $15 service fee at the end of a transaction when they needed to pay for their concert ticket. While Ticketmaster hopes to lower their fees eventually, in the meantime they changed their website to show the service fee at the beginning of the transaction so customers know about the extra charge, rather than the end. That way, there were no surprises.

Activity – Develop possible Questions for Product Survey

Directions:  With a partner, make a list of 3 to 5 questions you should ask in a general product survey.  Then share your questions with the class and trainer. Tips to remember (adapted from alysesurvey.com):
· Keep the questions short and to the point.

· Include no more than 12 questions per survey.

· Pretest your questions. Try out the questionnaire on friends, employees, and colleagues before you send out the real thing. 

· Thank the respondents for their time and effort.

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


Make a list of the people you will give a product survey to. These can be friends and should also include people you don’t know very well - they are more likely to say what they feel.

	1. 
	

	2. 
	

	3. 
	


In-Class Practice – Product/Service Survey
Directions: Ask a classmate the following questions to practice completing a product/service survey. You may add your own questions if you wish from the list you wrote yourself.

My product or service is: ____________________________________

1. How often have you used this product or service in the last two years? 

2. About how much would you be willing to pay for the product or service? 

3. How far would you be willing to drive to purchase the product or service?

4. Which do you prefer, product that is ordered online and delivered to you or going out to the store to buy it? 

5. Which is more important to you - price, customer service or quality?
6. What makes you try a new business?

(Add your own questions here, if you wish)

Unit Review
What are 3 reasons for doing a product survey?

1)___________________________________________

2)___________________________________________

3)___________________________________________

How can this information help you to improve your product/service?

Homework – Product/Service Survey
Directions: Ask an acquaintance, family member or friend the following questions about your product/service survey. You may add your own questions if you wish from the questions you developed.

My product or service is: ____________________________________

1. How often have you used this product or service in the last two years? 

2. About how much would you be willing to pay for the product or service? 

3. How far would you be willing to drive to purchase the product or service?

4. Which do you prefer, product that is ordered online and delivered to you or going out to the store to buy it? 

5. Which is more important to you price, customer service or quality?
6. What makes you try a new business?

(Add your own questions here, if you wish)

Homework – Product/Service Survey
Directions: Ask an acquaintance, family member or friend the following questions about your product/service survey. You may add your own questions if you wish from the questions you developed.

My product or service is: ____________________________________

1. How often have you used this product or service in the last two years? 

2. About how much would you be willing to pay for the product or service? 

3. How far would you be willing to drive to purchase the product or service?

4. Which do you prefer, product that is ordered online and delivered to you or going out to the store to buy it? 

5. Which is more important to you - price, customer service or quality?
6. What makes you try a new business?

(Add your own questions here, if you wish)

Homework – Product/Service Survey
Directions: Ask an acquaintance, family member or friend the following questions about your product/service survey. You may add your own questions if you wish from the questions you developed.

My product or service is: ____________________________________

1. How often have you used this product or service in the last two years? 

2. About how much would you be willing to pay for the product or service? 

3. How far would you be willing to drive to purchase the product or service?

4. Which do you prefer, product that is ordered online and delivered to you or going out to the store to buy it? 

5. Which is more important to you - price, customer service or quality?
6. What makes you try a new business?

(Add your own questions here, if you wish)

Homework – Product/Service Survey
[image: image11.wmf]Homework: 
HW:    Conduct product survey with two or three people. 
Unit 8: Defining Your Products and Services

Upon successful completion of this unit, you will be able to:

Describe how products and services meet customers’ needs.

Identify how the elements of price, position and promise define your products and services. 

Determine your product and service line based on analysis of your customer and competitor surveys.

The Four P’s of Products and Services
PRODUCT
These are the items (or services) that you are actually selling.  

PRICE
This represents the cost of providing your product and service to your customer, including a profit.

POSITION
This is your product image – thrifty or high-end. This influences how much your customer will be willing to pay for your product and service.

PROMISE
This is the list of the benefits of the product or service to the customer. Promise let’s the customer know what they can count on from your product or service. 

What Influences Your Product and Service Decisions?
Your Business Mission Promise 


Your products and services must support your business mission.

Your Customer Research 


What products and services do your target customers expect to meet their needs? How do they want to receive the products or services? How much are they willing to pay? (Your Product/Service Survey will tell you this.)
Your Competitor Research 

What product brands or services are your competitors providing to meet the needs of their customers?  How are they providing the product or service?  What are their prices? (Your Competitor Survey will tell you this.)
Your Selling Plan 


Are you selling through a storefront, website, or out of your home? How does this selling plan affect what kind of products and services you can provide? 

Your Financial Situation 


How much product can your budget support?  How many service units can one person provide in a day?  How many people can your budget afford to pay to provide the products or services?

Activity – Identifying Product Image

An image or position is the way your product appears to your customers. An image helps customers form opinions or feelings about your products or services. It is a good idea to make sure your business image and your product image compliment each other. For example, if your business image reflects a “homey” neighborhood salon, you would not want to offer only expensive services that most people in your neighborhood could not afford.

Directions: The words in the chart below describe different product images. Brainstorm on what product types might match each image. What is the price range that goes with each image? How might the product be packaged or displayed? 

	
	Image
	Product Types
	Price Range

low-medium-high
	Package and Display requirements

	1
	Classy
	
	
	

	2
	Sporty
	
	
	

	3
	Homey
	
	
	

	4
	Exotic
	
	
	

	5
	Practical
	
	
	

	6
	Extravagant
	
	
	

	7
	Humorous
	
	
	

	8
	Conservative
	
	
	

	9
	Young and Hip
	
	
	


Product/Service Strategies for Giving Customers What They Want 

	Convenience
	· Must have all product and services that you “advertise” available at all times
Signs should be used to guide customers to product and services

· Use price tags

	Respect
	· Knowledgeable staff 

· Product displays should be clean and orderly

· Services provided promptly and professionally

	Safety
	· Products should not block traffic areas

· Products should be displayed 3 feet from floor and no more than 3 feet above the head of a customer
· Service tools should be cleaned and sanitized between each customer

	Good Value

/Buying Experience
	· Systems for “remembering” customer
· Respect traditions and language needs

· Fair prices

· Systems for tracking needs and buying history of customer

	A Fast Finish
	· All products should be clearly marked with price tag or sale discount
· Cash register should be set up to track product and service lines
· Friendly staff to make last “good impression”


Unit Review

What are the four P’s of Products and Services?

1)_____________________________________________________

2)_____________________________________________________

3)_____________________________________________________

4)_____________________________________________________
How does your Position guide your product and service decisions?
How does your Promise create a positive emotion from your customers?
Homework – My Product List

	Product Name


	Selling Unit
	Descriptive words to describe each product line
	Price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Homework – My Services List

	Service Name


	Selling Unit
	Descriptive words to describe each service line
	Price

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Homework – Product/Service List

[image: image12.wmf]Homework: 
Complete My Product/Services List (and descriptions) for your presentation board.

Unit 9: Selling Yourself and Your Business Idea
Upon successful completion of this unit, you will be able to:

Write about your company using business planning terms.

Talk about your business ideas and your skills confidently.

Practice your elevator speech

Prepare for your C.E.O. Women Main Street presentation.

Vocabulary – Selling Yourself

	1. 
	unsure
	(adj.)  not certain; not sure

	2. 
	what it takes
	(descriptive phrase)  the strength or personality strengths you need to have in order to get something done 

	3. 
	sell yourself
	(n)  convince others to believe in  your ideas or business

	4. 
	obstacles
	(n)  things that get in the way of what you want to do

	5. 
	hardworking
	(adj.)  a description for someone gets things done

	6. 
	lend
	(v)  to give something (usually money) to someone on the condition that it will be returned

	7. 
	financially responsible
	(adj.)  a description for someone who is good at saving money and paying bills on time

	8. 
	determined
	(adj.)  committed; does not give up easily

	9. 
	self-confidence
	(n) being sure of oneself;  the belief that you can do something difficult


Dialog – Selling Yourself

Marta has been preparing to open a bigger bakery.  Lately she has been feeling unsure of herself.  She calls a friend, Blanca, whom she has known since she came to the United States three years ago.  Blanca often takes care of Marta’s children. 

Blanca:
Hello?

Marta:
Oh hi, Blanca.  This is Marta.  Do you have a while to talk?

Blanca:
Sure, Marta.  What’s up?

Marta:
Blanca, I’m so depressed.  You know I’ve been working hard to run a bakery business.  But after everything I’ve done, I’m just not sure I have what it takes to keep it going.

Blanca:
Of course you do, Marta.  You did in El Salvador.

Marta:
I know, but it’s so different in the US.  I’m not sure I have the right personality.

Blanca:
Well, you can’t sell your product until you sell yourself.  And you can’t sell yourself until you believe in yourself.

Marta:
Maybe that’s it.  I just don’t believe in myself.  I got so upset when I made those mistakes on my taxes.

Blanca:
Think about it, Marta.  Of course you have what it takes.  When you first came to the United States, you had nothing – no job, very little money, no family or friends, and 3 kids to bring up by yourself.  You didn’t even speak English.

Marta:
I know.  The beginning was so difficult.

Blanca:
And think of how many obstacles you have overcome.

Marta:
Well, I had to get working right away.  I had children to feed, and only enough money to set up a small shop.

Blanca:
Right, and you did that.  And now you’re opening a better shop. That only happens when you are hardworking and smart.
Marta:
And I think my kids are happy - thanks to all your help.

Blanca:
Thanks to you, too.  Raising kids alone is not easy – especially when you’re running a business.

Marta:
But that’s just normal, not special.  I don’t own my own house like you and Felipe do, and I don’t have much business experience here in the U.S.  I’m afraid the banks won’t want to lend to me.

Blanca:
Marta, you are already running a business and a household.  You have run your household for even longer than your business.  When was the last time you bounced a check?

Marta:
Me?  Never!  You know I’m very careful with my checkbook. But I made that mistake on my taxes!

Blanca:
But you’ll never make that mistake again.  And you pay all of your bills on time, including your credit cards.

Marta:
Of course!

Blanca:
Well, that shows that you are financially responsible and well organized.

Marta:
I guess so.  

Blanca:
So you know you have the right personality to be an entrepreneur!  And remember when that first credit card company turned you down because you had no credit history?  You were determined to get a credit card.  You applied to credit companies until one finally gave you a card.

Marta:
I needed one!  In those days, credit was the only way I could pay the bills.

Blanca:
See, you do have what it takes!  In preparation to start your business, you have done demographic research, interviewed your competition, researched a location and asked about licensing.  

Marta:
Well, Blanca, thank you so much for making me feel better.  I really appreciate it.  I have to make an appointment with a loan officer right away, before my self-confidence goes away again.  If it does, can I call you?

Blanca:
You know I’ll always be here for you.  Now go!  Make that call!

Marta:
Good bye.

Blanca:
Good bye.

Comprehension Questions

Directions: Answer the questions below based on the dialog.

1. Why does Marta call Blanca?

2. What does Blanca tell Marta she has to do before she can sell her product?

3. What is Marta doing now for money?

4. Are Marta’s finances in good or bad order?

5. Has Marta done any research on her market?

Activity – Business Planning Terms Matching

Directions: The teacher will assign you to either Group A or Group B. Match the terms on the left with the definitions on the right. Write down the correct number next to the term.

Group A

	Elevator Speech  ____
Competitor ____

Business Mission Statement ____

Service ____

Buying Practices ____

Supplies ____

Motivation Information ____

Customer Relationship Plan ____
	1. Information that explains why a customer needs your product

	
	2. Another business that does the same thing you do

	
	3. Work provided to someone for a price

	
	4. The ingredients or resources required to make, package or sell your product

	
	5. A 50-word description of what your ideas are for your business

	
	6. A plan for contacting customers and telling them you have what they need

	
	7. A statement that explains why you are in business; it tells the good that your business is trying to provide to the community

	
	8. Information about how a customer buys


Group B
	Customer Satisfaction ____
Pricing Strategy ____

Suppliers ____

Product ____

Geographic Information____

Target Customer ____

Demographic Information ____

Business Plan ____
	9. A written document that includes mission statement, customers, competitors, products and services, pricing strategy, management plan and financial plan for your business idea

	
	10. Desired customers – the people you want to buy your product or service

	
	11. Things that you can touch, taste or smell that are sold in your business

	
	12. The degree to which the people who buy your products or services are happy with the business

	
	13. Information that explains who a customer is

	
	14. The people or businesses that provide you with the raw materials you need to make a product

	
	15. Information that explains where a customer or competitor is

	
	16. The way you will determine how much to charge for your product or service


Activity – Using Planning Terms To Talk About Your Business

Directions: Choose four business planning terms from the previous exercise and write sentences about your own business ideas. Next, share what you have written with a classmate.
1. ____________________


______________________________________________________________________________

______________________________________________________________________________

2. ____________________


______________________________________________________________________________

______________________________________________________________________________

3. ____________________


______________________________________________________________________________

______________________________________________________________________________

4. ____________________


______________________________________________________________________________

______________________________________________________________________________

Activity – Take a Second Look at Your Business Description

Directions: You worked on your “elevator speech” in Chapter 1, Unit 1. Take another look at it now and make any necessary changes. You may use the space below to rewrite it.

.

My name is _______________________________________.

My business idea is ________________________________. 

I would like to be located in ____________________________.

I think this is a good location for my business because: 

__________________________________________________

__________________________________________________

I will sell: (product and service description) 

__________________________________________________

__________________________________________________

I would define my customers as: (customer description) 

__________________________________________________

__________________________________________________

Customers will like my business because: 

___________________________________________________

___________________________________________________
Storefront Presentations

Telling Your Story at C.E.O. Women Storefront Presentations I

Following are some questions that guests might ask you about your business plans. Practice asking and answering them with a partner:

· What is your mission?

· Who are your target customers?

· What customer needs have you identified?

· Who are your competitors?

· What are you planning to do better than your competitor?

· What products and services will you provide to meet the needs of your customers?

Unit Review

1) A company that sells similar items to you is a ___________________.

2) When you are paid by a customer to help them in some way you are selling a _____________________.

3) A _________________ is something you either make or buy to resell.

Homework – Selling Yourself and Your Business
[image: image13.wmf]Homework: 
HW: Practice selling yourself and your business to family and friends using vocabulary to sell yourself. (See Activity – Take a Second Look at Your Business Description on previous page.) Work on your Presentation Board.
Unit 10: Forms of Business

Upon successful completion of this unit, you will be able to:

List at least four common forms of business.

Compare the advantages and disadvantages of four forms of business.

Analyze which form of business best fits your needs.

Vocabulary – Forms of Business

	1. 
	Fictitious Business Name Statement
	(n)  a document that you must file if you are in business in California for profit and are using a name that does not include the last name of the owner(s). If Maria Sanchez operates Sweetheart Bakery, she must file a fictitious business name statement. If she operates Sanchez Bakery, she does not have to file. 

	2. 
	general partnership
	(n)  a form of business in which 2 or more co-owners engage in business for profit. Usually the partners own the business assets together and are personally liable for business debts.

	3. 
	limited partnership
	(n)  a form of partnership similar to a general partnership, except that in addition to one or more general partners, there are one or more limited partners. These partners are only liable on the business’s debts according to their registered investment, and they have no management authority. The limited partners, in other words, have some protection of personal liability.

	4. 
	corporation
	(n)  a form of organization that provides its owners and shareholders with certain rights and privileges, including protection from personal liability.

	5. 
	sole proprietorship
	(n)  no partners; a person who is in business for her/himself.  He or she is the only business owner, and all debts of the business are debts of the owner.

	6. 
	incorporate
	(v)  the process of forming a corporation. The corporation may be a business, a non-profit organization or even a government of a new city or town.


Dialog – Forms of Business

Nia is almost ready to get her business up and running.  She has gotten a Fictitious Business Name Statement, and her friend MeeYoung is helping her fill it out. MeeYoung is also a business owner.

Nia:
I’m so excited, MeeYoung.  My dream is almost a reality.

MeeYoung:
You don’t have much left to do.

Nia:
Will you help me fill this out?

MeeYoung:
What is it?

Nia:
It’s my Fictitious Business Name Statement.  Once I get this in, I can start cutting hair!

MeeYoung:
Are you sure?

Nia:
I think so.  Wait a minute.  What’s this?  The document is asking me to choose from things I’ve never heard of before.

MeeYoung:
Can I see?  Which part is confusing?

Nia:
The part that says “This business is conducted by:” and then gives a lot of things to choose from, like “an individual,” “a general partnership,” “a limited partnership,” “a corporation” and others.

MeeYoung:
Oh, yeah.  Those are all different forms of business.

Nia:
Since this is my business and I’m doing it on my own, I would have to say, “an individual,” right?

MeeYoung:
I guess so.  You may want to think about the other choices, though.  Have you talked with a lawyer about the advantages and disadvantages of different types of business?

Nia:
No.  I knew I had to talk to a bank, but not a lawyer.

MeeYoung:
Well, I can give you a little information, but you really need a professional.  I had a friend who was running her own personal shopping business as a sole proprietorship.  It was the easiest way for her to start, but there were some disadvantages.

Nia:
What are they?

MeeYoung:
Well, you get all the profits, but all the problems, too.  When her business went under, she had to use a lot of her own money to pay back her vendors and make sure her credit stayed good.

Nia:
What are my other choices?

MeeYoung:
You can share the responsibility by getting other people involved.  They put some money into the business and get some of the profits.  Then you have a partnership – a general partnership, in which all investors share liability, or a limited partnership in which there are one or more general partners who have liability along with other limited partners who have limited liability. In other words, their personal assets are more protected.

Nia:
To do that, I have to find some people who have money, and who want to invest in my business.

MeeYoung:
You may be able to find a community group that helps to match people with investors.  You should check into that.

Nia:
It’s definitely something to think about.  Are there any other choices?

MeeYoung:
You could incorporate your business.  That is a lot more work – and money - to get started.  But this has a lot of advantages, especially with finances, because you aren’t personally responsible if it fails.

Jane:
I see.  How complicated is it to incorporate?

MeeYoung:
Well, there are a few different kinds of corporations, and you would probably have to talk with a lawyer to decide which is right for your business.  There are fees to pay to different government agencies, and a lot of paperwork.

Nia:
So how do I decide?

MeeYoung:
You need to find out how expensive each choice is, who is willing and able to invest in your business, and then think about how much control you want.  It’s a big decision, and you really want to think about all your choices.

Nia:
Thanks, MeeYoung.  You’re a big help.

MeeYoung:
Don’t worry about it.  Just remember to give me a new hairstyle once you’ve got your salon! 

Comprehension Questions

Directions: Answer the questions below based on the dialog.

1. What is MeeYoung helping Jane fill out?

2. What section of the form is confusing to Jane?

3. What “form of business” did MeeYoung’s friend operate?

4. Where does MeeYoung tell Jane to look for potential partners?

5. Who does MeeYoung tell Jane to consult before making her decision about which form of business to operate?

Activity – Forms of Business Advantages and Disadvantages

The forms of business are:

· Sole Proprietorship

· Corporation

· Partnership

· Limited Liability Company
The descriptions are as follows:

	Sole Proprietorship

business owned by one person

no formal requirements to form or conduct business

unlimited liability

taxes paid by individual
	Corporation

separate legal entity

owned by shareholders, managed by directors and run by officers

liability limited to corporations assets

taxes paid by corporate entity

	Partnership

business owned by 2 or more people

no formal requirements to form; conduct business under a Partnership Agreement

Each partner has unlimited liability

Taxes paid by individual partners (with limited partnership - general partner holds liability and limited partner has assets somewhat protected)
	Limited Liability Company (LLC) (either partnership or corporation)
separate legal entity

owners are members and have choice to conduct business as partnership or corporation

liability limited to LLC’s assets

taxes paid by members
pay annual fee




Directions:  Work with a partner to read through the following descriptions of advantages and disadvantages for each form of business. Then match the form of business along with the appropriate description. 

_____________________________

	Advantages
	Disadvantages

	Formation requires no specific legal formalities
	Set-up usually requires a detailed partner agreement

	Division of responsibility - You share liability with others
	You have less control

	Some tax advantages
	Making decisions is more complicated process

	You have access to more resources, skills, energy and financial assets
	Partners can incur liabilities because of something another partner does.  They may not even know it is happening.


____________________________

	Advantages
	Disadvantages

	Separate legal entity by the owner(s)
	Expensive to set up - includes fees to government agencies and probably legal fees.

	Profits are taxed separately from the owners’ personal income
	Salary and dividends are both taxed

Annual tax rate is $800 minimum, whether company is earning or not.

	Not dependent on the well being of the owner(s)
	Complex to set up – owned by stockholders; highly regulated by IRS and State Tax Boards

	Owners not personally liable for debt or losses
	Must register with the State

	Easier to get financing
	You have less control

	Easier to establish employee benefits (retirement plans)
	Complex to operate – more paperwork

	
	Decision-making is complicated and less flexible


_____________________________

	Advantages
	Disadvantages

	You own it all
	You are personally responsible for all losses and debt

	You have total control
	It is difficult to get financing

	You get all the profits
	It is difficult to sell because the business is not separate from the individual

	It is easy to form
	Few tax advantages

	It is easy to dissolve
	Dependent on the health and motivation of the owner

	Simple tax situation
	All business profit is taxed as personal income, even if you do not take the money out for personal use

	No taxes on the business separately
	You must pay additional self-employment taxes for Social Security Benefits

	You may deduct business expenses on your personal gross income
	


________________________

	Advantages
	Disadvantages

	You don’t need to have a lot of financial backing to begin
	You have less control - Divided authority

	Profits are calculated according to the time rather than the money you invest
	Decision making more complicated

	Structure can be used by individuals, partnerships or corporations
	Set-up usually requires a detailed agreement regarding membership and participation

	Owners not personally liable for debt or losses
	Annual tax rate is $800 minimum, whether company is earning or not.


My Form of Business is:

______________________________________________________________________________

I chose this form of business because:

______________________________________________________________________________

______________________________________________________________________________

Unit Review

The 4 forms of business are:

1) ____________________________________________________

2) ____________________________________________________

3) ____________________________________________________

4) ____________________________________________________

Homework – Corporate Structure
[image: image14.wmf]Homework: 
Identify Corporate Structure and prepare to add to your presentation board. 

Unit 11: Business and the Law

Upon successful completion of this unit, you will be able to:

Define a management plan.

Identify the components of a management plan.

List at least three legal obligations of doing business.

Describe how to find out what permits and/or licenses you need for your business.

 What is a Management Plan? 
A Management Plan explains how you are going to operate your business.

A Management Plan: 

· Defines how you will run your business
· Your hours

· Your location

· Who your suppliers are and how you pay them

· How you will provide your products and services to your customers

· How people will pay you (cash, credit card, within 30 days) 

· Defines your corporate structure
· This is your ownership structure

· Gives the names of the owners of the business

· Provides copy of Partnership Agreement of owners

· Describes your permit and license obligations

· Defines the management experience of each owner

·  Work experience of each owner

· Educational experience of each owner

· Hands on experience in relation to this business idea

· Identifies the roles and responsibilities of each owner  

· Describes your employee structure
· Job Descriptions

· Wages and hours

· Benefits

· How you will maintain employee tax information

· Defines how you will supervise employees

· How you will hire and fire employees

· Describes your other Professional Relationships 
· Provides names of professional advisors such as lawyer,  accountant, or business counselor

· Defines your payment arrangements to each

Managing Your Legal Obligations

Protect your Company~

Establish your Legal Entity

Protect your Agreements~

Put things in writing with Contracts and Leases

Protect your Secrets~
Secure your Intellectual Property with trademarks, copyrights and patents

Protect your Customers and Employees~
Get all Permits and Licenses specific to your business type

Resources that can help:

Legal Services for Entrepreneurs






131 Stuart Street, Suite 40






San Francisco, Ca 94105

415/543-9444 ext 217

www.lccr.com/lse.shtml  for an application
Some examples of law matters they can help with are: entity formation, intellectual property (trademark, copyright), commercial leases, zoning compliance, employment issues, and customer and supplier contracts. (They do not assist with lawsuits.)
Protect your Company

The forms of business are Sole Proprietorship, Corporation, Partnership and Limited Liability Company (LLC). By determining your form of business you establish and inform the government:
	Management
	How decisions get made in your company.

	Role
	Whether owner is an employee or shareholder of the company.

	Taxation & Reporting
	How the company will report its income and pay its taxes.

	Liability
	Who to contact if the company gets in trouble. 

	Profits
	How profits are distributed and who to contact for income tax payments on the profits.


Protect Your Agreements

Put things in writing with Contracts and Leases

Common business agreements:

	Independent Contractor Agreements
	A written contract showing that you have hired a company or a person to perform a specific service for a specific length of time.

	Rental Leases
	A written contract between you and a property owner showing an agreement to rent, maintain and insure their property for a specific length of time at a specific monthly price.

	Equipment Leases
	A written contract between you and an equipment owner showing an agreement to rent, maintain and insure their equipment for a specific length of time at a specific monthly price.

	Purchase and Sales Agreements
	A written contract between you and a seller to purchase equipment or their business at a specific price and by a certain date.  

	Credit Agreements
	A written contract between you and a customer showing an agreement to provide him or her with products or services before being paid for them. The agreement states how and when the customer will pay for the products and services.


Contract and Lease Warnings

Location, Location, Location 

Before signing a lease:

· Check zoning to make sure you can do type of business at location.

· Call utility companies for quotes on electric, water and gas costs at that location for type of business.

· Know who you are renting from; is it a direct lease with landlord or a sublease with previous business owner?

· Know your startup costs: Have contractor(s) walk through to get quote for all renovations and installations. Identify cost of things you can’t take with you when move. 

· Know your business environment: Do a market survey of customers and competitors in one-mile radius of location. 

· Get quotes for property and liability insurance, and Worker’s Compensation.

· Negotiate free month(s) rent: Identify cost of renovations and divide by monthly rent rate

or

· Negotiate with Landlord to do the improvements.

· Negotiate terms that work for you.  Terms that support business are: 1-5 years/renewable; and right of first refusal.

Before buying an existing business:

· Hire a Buyer’s Broker.  Do not use same broker as seller and make sure you have a buyer’s review period written into agreement. 

· Issue an Option to Purchase Agreement. This prevents the business from being sold to someone else while you do a buyer’s investigation to determine your offer price. 

· Check zoning.

· Request from seller:

· Complete list of equipment with make, model and year and identify if any of the equipment is rented.

· List of improvements done to building.

· Past two year’s Income Tax forms. 

· Call utility companies for quotes on electric, water and gas costs at that location for type of business.

· Get lease agreement with landlord directly.

· Confirm ability to get property and liability insurance and Worker’s Compensation.

· Know your costs: Have contractor(s) walk through to get quotes for all renovations and installations. Identify cost of things you can’t take with you when you move. 

· Know your business environment: Do a market survey of customers and competitors within one-mile radius of location. 

Protect your Secrets

Secure your Intellectual Property with trademarks, copyrights and patents
Protect Your Name

Decide on your business name and do a free online search to make sure it is not already being used:

Alameda County:
 www.acgov.org/auditor/clerk/fbn.htm
Contra Costa County:  www.criis.com enter Contra Costa County > fictitious business search
Santa Clara County :    www.clerkrecordersearch.org
San Francisco County: www.criis.com enter San Francisco County > fictitious business search
Register a Fictitious Name 

Complete a Fictitious Name Statement and file with your county clerk’s office if naming business anything but your last name. 

Alameda County: 
www.acc.gov>business>fictitious business names>filing a fictitious business name

Santa Clara County: 
www.scc.gov > doing business > starting a business > fictitious business name filings
Trademark Your Logo, Word or Phrase

A trademark identifies the source or origin of goods and services. It’s your company’s symbol, word or phrase that lets customers know it is your business and no other.

· Use the trademark symbol (“TM”) on printed materials - put it after logo, word or phrase to provide local protection

· Use the register symbol (“®”) to provide nationwide protection

· Perform a trademark search at http://tess2.uspto.gov/bin/gate.exe?f=tess&state=4004:grl3co.1.1 (This is free.) 
· Complete the Federal Trademark Application Form, available on the USPTO Website.   This costs $275 - $375. (This gives you the right to bring action in federal court, if necessary.)
Copyright Your Original Works of Authorship

A copyright protects original works such as books, music, paintings, movies, photographs and even recipes. This protects you from others reproducing, distributing, displaying, or making money from your original work without your permission. Generally, a copyright protects your work for your lifetime plus 70 years.

· Put your idea down in tangible form (write it, paint it, develop a picture, write down your recipe).

· Give notice of your copyright by putting on original and reproduced piece the copyright mark (“©”)

· Register your copyright (optional) at http://www.copyright.gov. Complete an application. This costs $35.00 online. You must register if you plan to bring someone to court for infringement.
Patent Your Invention or Design

· A Utility Patent protects a new and useful device, method, process, or composition for 20 years from its filing date.

· A Design Patent protects the unique appearance of an item- such as furniture, jewelry, etc. for 14 years from its filing date.

· Write the new and useful invention or design down.

· Register the patent with USPTO at http://uspto.gov/main/patents.htm.

· Complete an application. Pay Fees: Utility Patent = $1200 plus $400 to $1900 maintenance fees. Design Patent = $ 650 with no maintenance fees.

Protect Your Customers and Employees

Get all Permits and Licenses specific to your business type

Register Your Fictitious Business Name
Get Seller’s Permits from State and City

Generally, if you make three or more sales in a 12-month period, you are required to hold a seller’s permit.
Wholesale and Retail Business - this is your permission to do business in the state




Ca. State Board of Equalization


www.boe.ca.gov

Business License – this is your permission to do business in city
City Office

For tax exemption information for very small businesses in Oakland: http://www.oaklandnet.com/government/fwawebsite/revenue/revenue_SmBizex.htm

Identify Permit and License Requirements specific to business

Obtain important permits specific to business type.

· For regional, state and federal licenses required
  916/322-7394









 www.calgold.ca.gov
· For professional licensing 



800/952-5210
Department of Consumer Affairs 


www.dca.ca.gov
1625 North Market Blvd.



 
 
Sacramento, CA 95834




    



· Restaurant and food vendors



Need Health Inspection from County Environmental Health Services

in Alameda County:        www.acgov.org/aceh
in Santa Clara County: 
www.ehinfo.org/portal/site/deh/
· Alcohol and liquor






Ca. Dept. of Alcoholic Beverage Control
www.abc.ca.gov
Some businesses may also require the following.  Contact information for Oakland is listed.
	Building Permits & Inspections
(if making any changes to building)
Community and Economic Development Agency
250 Frank H. Ogawa Plaza  2nd and 3rd Floors
Oakland, CA 94612

510/238-3443
	Fire Inspection

Fire Prevention Bureau
Engineer/Fire Codes, Permit/Clearance
250 Frank H. Ogawa Plaza, 3rd Floor
Oakland, CA 94612
510/238-4049

	Land Use or Zoning Change Permits
Community and Economic Development Agency 
250 Frank H. Ogawa Plaza
2nd and 3rd Floors
Oakland, CA 94612
510/238-3911
	Public Safety Permits
Police Department
Police Permits/Traffic Violations
455 7th St., Room 104
Oakland, CA 94607
510/238-3155


Contact information for San Jose is listed.
	Building Permits & Inspections

Development Services Center

200 East Santa Clara Street

San Jose, CA 95113-1905

408/535-3555
	Fire Inspection

Inspection Appointments

408/277-4444



	Land Use or Zoning Change Permits

Development Services Center

200 East Santa Clara Street

San Jose, CA 95113-1905

408/535-3555
	Public Safety Permits
Code Enforcement Division

200 E. Santa Clara Street

San Jose, CA 95113

408/535-7770


Sample Fictitious Business Name Statement

In Oakland: County Clerk-Recorder’s office: 1106 Madison Street, Oakland, CA 94607 (510)272-6362
In San Jose: County Clerk-Recorder’s office: 70 West Hedding Street, East Wing, First Floor, 
       San Jose, CA 95110(408) 299-2481

Sample Application for State Seller’s Permit
In Oakland, mail to:1515 Clay St., Ste. 303 Oakland, CA 94612-1432(510) 622-4100FAX (510) 622-4175
In San Jose, mail to: 250 South Second St. San Jose, CA 95113-2706 (408) 277-1231 FAX (408) 277-1252
Print form online at: http://boe.ca.gov/pdf/boe400spa.pdf
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Sample City of Oakland New Business Application 


Sample City of San Jose New Business Application 



Sample Calgold.ca.gov Permit and License Information Sheets

(See next 4 pages)

	Business permits and other requirements in the City of Oakland (Alameda County) for business types:
[image: image16.png]


 Beauty Salon 
       Scroll down to view your results. Or you may search for another Business Type
City

 

Building and Construction Permit: Required for all new and remodeling construction within city limits.

Contact: 
City of Oakland
Community and Economic Development Agency - CEDA
250 Frank H. Ogawa Plaza
2nd and 3rd Floors
Oakland, CA 94612
510-238-3443

  

Notes: Zoning, * * Building and Civil Engineering Permits, Field Inspectors, Engineering Services, and Seismic, 2nd Floor, Planning Division 3rd Floor. * * Note: Separate Plumbing, Mechanical, and Electrical permits are required.

 

Business License: Required if business located within incorporated city limits.

Contact: 
City of Oakland
Office of City Clerk/Finance
Business License/Permit Division
250 Frank H. Ogawa Plaza, Suite 1320
Oakland, CA 94612
510-238-3704

  

Applies to: Beauty Salon
 

Fire Prevention Information/Inspection:: Businesses may be subject to a yearly inspection of facility - annual fee may be charged.

Contact: 
City of Oakland
Fire Prevention Bureau
Engineer/Fire Codes, Permit/Clearance
250 Frank H. Ogawa Plaza, 3rd Floor
Oakland, CA 94612
510-238-4049

  

Notes: Hazardous Material Permits, US Enforcement/Inspections. Bars on Windows Inspections, R-1 Multi-Dwelling Inspections and Fire Prevention Inspections/Business Plan.

Applies to: Beauty Salon
 

Land Use Permits/Zoning Clearance: Example: zone change, variance, conditional use permit. Required if business located within incorporated city limits.

Contact: 
City of Oakland
Community and Economic Development Agency - CEDA
250 Frank H. Ogawa Plaza
2nd and 3rd Floors
Oakland, CA 94612
510-238-3911

  

Notes: Zoning Permits - 2nd Floor and Planning Division - 3rd Floor .

Applies to: Beauty Salon
Police Regulations/Public Safety Permit: Some city police departments may issue a permit i.e. burglar alarm, parades, taxi cab, massage parlors, solicitors, etc. - Requirements and Special Events vary from city to city.

Contact: 
City of Oakland
Police Department
Police Permits/Traffic Violations
455 7th St., Room 104
Oakland, CA 94607
510-238-3155
510-238-3154

  

County

 

Business Property Statement: Businesses may be required to report all equipment, fixtures, supplies, and leasehold improvements held for business use based on at cost and/or value.

Contact: 
County of Alameda
Alameda County Assessor's Office
1221 Oak St.
Room 145
Oakland, CA 94612
510-272-3787

  

Applies to: Beauty Salon
 

Fictitious Business Name Filing: Required if fictitious business name is used.

Contact: 
County of Alameda
Alameda County Clerk Recorder
Fictitious Business Name
1106 Madison Street
Room 136
Oakland, CA 94607
(510) 272-6362
510-272-6363

  

Applies to: Beauty Salon
Regional

 

Authority to Construct/Permit to Operate: Situations for which a permit application must be submitted include but are not limited to: construction or installation of new equipment that may cause air pollution; modification of existing permitted equipment; transfer of equipment from one location to another; installation of abatement equipment used to control emissions.

Contact: 
Bay Area Air Quality Management District
Permit Services
939 Ellis St.
San Francisco, CA 94109
415-749-4990

  

Applies to: Beauty Salon
State

 

Barbering and Cosmetology License: Barbers, cosmetologists, electrologists, estheticians, manicurists, barber and cosmetologists instructors, and apprentices of the aforementioned, must be licensed.

Contact: 
Department of Consumer Affairs
Barbering & Cosmetology
400 R Street. Suite 4080
Sacramento, Ca 95814
(916) 445-1254

  

Applies to: Beauty Salon
 

Corporation, Company or Partnership Filings: If you are considering becoming a corporation, (either stock or nonprofit), a limited liability company or a partnership (limited, or limited liability), you must file with the Secretary of State's Office.

Contact: 
Secretary of State
Business Programs Division
1500 11th Street
Sacramento, CA 95814
916-657-5448

  

Notes: Also, if you are conducting business as one of the following, you must file a bond with the Secretary of State's Office: immigration consultant,credit services organization, dance studio, discount buying organization, employment agency, employment counseling service, invention developer, job listing service, nurses registry, or auctioneer or auction company.

Applies to: Beauty Salon
 

Discrimination Law: Harassment or discrimination in employment is prohibited if it is based on a person's race, ancestry, national origin, color, sex (including pregnancy), sexual orientation, religion, physical disability (including AIDS), mental disability, marital status, medical condition (cured cancer), and refusal of family care leave. Discrimination in housing, public services and accommodations is also prohibited.

Contact: 
Department of Fair Employment and Housing
1515 Clay Street, Suite 701
Oakland, CA 94612-2512
1-800-884-1684

  

Notes: Employers must post the Harassment or Discrimination in Employment notice (DFEH 162) and provide their employees with a copy of the DFEH's information sheet on sexual harassment (DFEH 185) or a statement that contains equivalent information. Employers must also provide notice of an employee's right to request pregnancy disability leave or transfer, as well as notice to request a family and medical care leave (CFRA). Employers with 5 or more employees must maintain all personnel records for a minimum of 2 years.

Applies to: Beauty Salon
 

Occupational Safety and Health Information: Businesses with employees must prepare an Injury and Illness Prevention Plan. The state provides a no-fee consultation service to assist employers with preventing unsafe working conditions and workplace hazards.

Contact: 
Department of Industrial Relations
Cal/OSHA
1515 Clay Street, Room 1103
Oakland, CA 94612
510-622-2916
510-622-2891

  

Notes: Certain Permits/Licenses/Certifications may be required for compliance with Health and Safety Standards. General Industry Safety Order, Carcinogen regulations and Construction Safety orders i.e. excavation/trenching, asbestos related work, crane/derrick operation, air/liquid-petroleum gas tanks, etc.

Applies to: Beauty Salon
Registration Form for Employers: Required to file a registration form within 15 days after paying more than $100.00 in wages to one or more employees. No distinction is made between full-time and part-time or permanent and temporary employees in meeting this requirement.

Contact: 
Employment Development Department
Employment Tax Customer Service Office
   For office locations...
  

Applies to: Beauty Salon
 

Sales & Use Permit (Seller's Permit): All businesses selling or leasing tangible property must obtain a Seller's Permit.

Contact: 
State Board of Equalization
Sales/ Use Tax Division
   For office locations...
  

Notes: For Additional information about RESALE CERTIFICATE go to this website: www.boe.ca.gov/sutax/faqresale.htm

Applies to: Beauty Salon
 

State Income Tax Information: Businesses should obtain the appropriate State income tax forms from the Franchise Tax Board.

Contact: 
Franchise Tax Board
Business Entities Division
P.O. Box 942857
Sacramento, CA 94257
1-800-852-5711
916-845-4543

  

Notes: All businesses are required to submit a Business Income Tax statement annually.

Applies to: Beauty Salon
State Income Tax Information: Businesses should obtain the appropriate State income tax forms from the Franchise Tax Board.

Contact: 
Franchise Tax Board
1515 Clay Street, Suite 3N-305
Oakland, CA 94612
1-800-852-5711

  

Applies to: Beauty Salon
Wage/Hour Laws: Businesses with employees must comply with laws establishing minimum standards for wages, hours and working conditions.

Contact: 
Department of Industrial Relations
Labor Standards Enforcement
   For office locations...
  

Applies to: Beauty Salon
 

Waste Discharge Requirements (WDR's): Any facility or activity that discharges, or proposes to discharge, waste that may affect groundwater quality or from which waste may be discharged in a diffused manner (e.g., erosion from soil disturbance) must first obtain waste discharge requirements

Contact: 
Cal/EPA
Water Resources Control Board
   For office locations...
  

Notes: For discharges of wastewater other than to a sanitary or industrial sewer, contact the Regional Water Quality Control Board in your Region to determine waste discharge requirements and if the filing of a Report of Waste Discharge is necessary.

Applies to: Beauty Salon
 

Workers' Compensation Information: Businesses with employees must maintain Workers' Compensation Insurance coverage on either a self-insured basis, or provided through a commercial carrier, or the State Workers' Compensation Insurance Fund.

Contact: 
Department of Industrial Relations
Division of Workers' Compensation
1515 Clay Street, Suite 602
Oakland, CA 94612
510-622-2866

  

Applies to: Beauty Salon
Federal

 

Employer Identification Number (EIN or SSN): Employers with employees, business partnerships, and corporations, must obtain an Employer Identification Number from the I.R.S. Businesses can obtain appropriate Federal income tax forms from this location.

United States Department of Treasury
Internal Revenue Services
1301 Clay St., South Tower, 1st Floor
Oakland, CA 94612
1-800-829-1040

  

Applies to: Beauty Salon
 

Proof of Residency Requirement: Employees hired after November 6, 1986 must provide proof of eligibility to work in the United States.

Contact: 
US Immigration and Naturalization Service
   For office locations...
  

Applies to: Beauty Salon
  

Go directly to City, County, State, Federal, or Other permit sections

Other

 

Consulting Training and Financial Assistance: May be used for business assistance information and answers to basic business questions. Business owners can utilize consultant's and information resources to examine new business opportunities, to develop financial or marketing skills, or to evaluate virtually any part of their business.

Contact: 
East Bay Small Business
Development Center
519-17th Street, Suite 210
Oakland, CA 94612
510-893-4114

  

Applies to: Beauty Salon
 

Consulting, Training and Financial Assistance: A local SBDC may be able to provide information and assistance to basic business questions. Consultation services may include examination of business opportunities, preparation of business plans, development of marketing skills and location of financial assistance. Some sessions may be free of charge.

Contact: 
California Technology, Trade & Commerce Agency
Small Business Development Centers (SBDCs)
1102 Q Street, Suite 6000
Sacramento, CA 95814
916-324-5068
916-303-6600

  

Notes: For local SBDC office locations go to website - Homepage - Business & Community Resources - Small Businesses - Listing of SBDC Offices by Name..

Applies to: Beauty Salon
 

Reduce, Reuse, Recycle: Two free programs assist businesses in Alameda County to prevent pollution and waste and save movey.

Contact: 
Stop Wa$te Partnership
777 Davis Street, Suite 100
San Leandro, CA 94577
(510) 614-1699

  

Applies to: Beauty Salon
 

Reduce, Reuse, Recycle: Two free programs assist businesses in Alameda County to prevent pollution and waste and save movey.

Contact: 
Alameda County Green Business Program
East Bay Small Business Development Center
519-17th Street, 2nd Floor
Oakland, CA 94612
(510) 567-6770

  

Applies to: Beauty Salon
 

Service Corps of Retired Executives Association (SCORE): Retired executives provide guidance, management counseling and training to first-time entrepreneurs and current small business owners.

Contact: 
Service Corps of Retired Executives Association (SCORE)
   For office locations...
  

Bottom of Form


Unit Review

What are some of your legal obligations for doing business?

A ___________ of business tells the government who is making the decisions and who is responsible for paying taxes, among other things.
What is a good source for finding out all of your permit and licensing requirements specific to your business?

Homework – Permits and Licenses
[image: image17.wmf]Homework: 
Complete Permit and License List for your presentation board (www.calgold.ca.gov)


Homework Help

How to find your permit and license requirements for your storefront board

Step 1: Go to www.calgold.ca.gov
Step 2: Enter Your Business Type and click Continue.
Step 3: Check the box that most closely describes your business type.


Step 4: Identify the county and city/town your business will be in.

	Top of Form

Select your County
[image: image18.wmf]

Alameda County



Alpine County



Amador County



Butte County



Calaveras County


Select your City
[image: image19.wmf]

Alameda



Albany



Berkeley



Dublin



Emeryville


Search for a City



Bottom of Form


Unit 12: Location, Zoning and Domain
Upon successful completion of this unit, you will be able to:

Identify and discuss issues regarding location.

Describe how to research a location.

Name steps to “locating” your business online.

Vocabulary – Location and Zoning

	1. 
	discriminating
	(v)  treating someone differently or unfavorably based only on their race, religion, or other personal attribute

	2. 
	property
	(n.)  real estate; land

	3. 
	zoned
	(v) kept for use for a specific purpose, like residential, commercial 

	4. 
	prohibition
	(n..)  something banned or forbidden by law or authority

	5. 
	units
	(n)  separated spaces in a building; for example, apartments or office spaces

	6. 
	lot
	(n)  property on a block

	7. 
	ground level
	(n)  bottom level; the first floor of a building; at the same level as the street

	8. 
	enterprise and empowerment zone
	(n)  tax incentive program designed to stimulate business development and employment growth

	9. 
	estimate
	(v)  to judge the approximate size, weight, or value of something

	10. 
	square footage
	(v)  measurement of a space; square footage equals the length multiplied by the width of the space

	11. 
	inventory
	(n)  stock; the quantity of goods or materials on hand

	12. 
	maintenance
	(n)  the care-taking and upkeep of property

	13. 
	negotiate
	(v)  discuss; compromise; arrive at a solution with another person


Dialog – Location, Zoning and Domain
Nia wants to open her shop in her neighborhood.  She has been calling around in response to FOR RENT signs she sees in windows.  She is confused by what the landlords are telling her, so she calls her friend, Blanca, who has lived in the United States for many years.

Blanca:
Hello?

Nia:
Hi, Blanca.  This is Nia.  I’m so confused with my business research.  Can you help me?

Blanca:
Sure.  What’s up?

Nia:
I don’t understand why the landlords I call don’t want to rent to me.

Blanca:
What do you mean?  Do you think they are discriminating against you?

Nia:
I don’t know.  They tell me, “This property is not zoned for that,” and hang up.  They’re polite about it, but I haven’t been able to find anything.

Blanca:
Oh, I get it.  How are you finding the places?

Nia:
I drive around the neighborhood, and I call when I see a FOR RENT sign.  I thought that a hair salon near a residential area might have more business than a shop downtown where things close up on the weekend.
Blanca:
I see.  Well, cities have zoning laws that tell people how they can use their properties.  If a property is zoned “residential,” that means it can basically only be used for people to live in.  If you want to open a store, you usually have to find a property that is zoned “commercial.”  That means businesses can use the space.  There are also “industrial” zones for factories. 

Nia:
So, I have to look for a place in a “commercial” zone for my shop, right?

Blanca:
I think so.  There are zoning prohibitions, which say only some businesses can be run inside your house.  Each city has different rules about that.
Nia:
And how do I know if a place is zoned commercial, residential or industrial?

Blanca:
You can always ask, but you can usually tell by looking around.  If there is a block of businesses, that area is probably commercial.  And if there’s nothing around but houses or apartments, it’s probably residential.  Sometimes units on corner lots at the ground level are commercial and the units on the higher floors are residential.  It depends on the city.

Nia:
So I probably need to look for something that looks like a store.

Blanca:
That would be the easiest way to be sure that it’s zoned for your hair salon.  Also, since most businesses are grouped together, it means that there will probably be more foot traffic.

Nia:
Foot traffic?  What’s that?

Blanca:
People walking by.  Even if they don’t go out to get a haircut, they might happen to walk by your shop and see if you have time right then, or make an appointment to come back later.

Nia:
Yes, that’s a good way to build up a steady set of customers.

Blanca:
What other things did you think about for your new location?

Nia:
Well, I want to serve my neighborhood.  But I did a little demographic research on the people who like the haircuts I specialize in, just to be safe.  I think I can be in a middle class or an upscale neighborhood.

Blanca:
That sounds good.  You know, there are also areas called “enterprise and empowerment” zones.  They’re not really in the more upscale parts of town, but if you set up in one of these areas, the government can give you help.  You can probably find out where these zones are from the city’s website.  Or visit the planning department.  I know most large cities have them.

Nia:
It’s worth a try if I can get some financial assistance.

Blanca:
Have you thought about how much space you need?

Nia:
I thought I could go in and look at places.  I’m not sure what’s available.

Blanca:
You should probably sit down and estimate how much square footage you think you’ll need.  Get basic measurements for the equipment you use, like chairs, sinks, etc.  Think about how much room you need to store your inventory.  Also, think about how much room you want to leave for customers – do you want a couch space for them to sit down and wait, or can it just be one waiting chair?  You may be able to get a smaller place than you think – and then it would be less expensive.

Nia:
I guess it’s a good idea to decide on that in the beginning.

Blanca:
Another thing you want to think about is what kind of security you will need.  You need to walk around the neighborhood at a couple different times of day to see how safe it is.  You have to investigate how much crime or shoplifting there is.  Find out how many of the businesses around have been broken into, and if you will need an alarm or security gate.

Nia:
That’s a great idea.  I didn’t think about security.

Blanca:
If you decide to install a security device, though, you need to know if you are renting the place “as is.”  If so, you will have to do all the painting, repairs, and improvements yourself.  If not, the landlord may do some of the maintenance and improvements you will need.  You have to negotiate that from the beginning.

Nia:
Oh, Blanca, this is so much to know and do!  I don’t know how people do it.

Blanca:
Wait until you have to start dealing with permits and licenses!

Nia:
I know! They’re so confusing!

Blanca:
Nia, why don’t you get more of your details in order?  Then let’s get together next week and I’ll help you find out more.

Nia:
Thank you so much, Blanca.  You are a good friend.

Blanca:
No problem, Nia.  Talk to you later.

Nia:
Bye.

Comprehension Questions

Directions: Answer the questions based on the dialog.

1. Why did Nia call Blanca?

2. What do the landlords say to Nia before they hang up?

3. How many different kinds of zones does Blanca describe to Nia?

4. What is a benefit of having a shop in an enterprise and empowerment zone?

5. What does renting “as is” mean?

Location of your Business Online
The following steps to finding a domain name and “locating” your business online are adapted from entrepreneur.com:

1. Start the search.
DomainTools.com is a good place to start your search. The site can tell you if a site is taken, and by whom. It also offers variations of the name that are available, the history of the domain name if it's been registered in the past, and information about the domain's current traffic. When you find a name you want, open an account at GoDaddy.com, eNom.com or any other domain registration site so that you can purchase the name affordably. It generally costs $7 to $8 to register a new domain name.

2. Get the .com extension.
Be sure to get a domain name with the “.com” ending. Your future customers will always look for this ending – and if you don’t have it, someone else will. Be patient and get a name that's unique and memorable -- and one that's a .com.

3. Consider using a phrase.
In a rush to come up with short domain names, memorable phrases get overlooked. An example of this was an online jewelry company we named SeaOfDiamonds.com. By using the metaphor of an ocean, we created a 13-letter domain name that's easy to say and recall. This approach does require a lot of thinking and digging. But if you hit on the right name, it's worth it. Another client, Harbour House Crabs, found the phrase ILoveCrabs.com and secured the domain as their primary e-commerce site.

Zoning Information
In Oakland:

Zoning Counter and Phone Hours: 
Monday, Tuesday, Thursday, Friday: 8 am - 4 pm
Wednesday: 9:30 am - 4 pm
250 Frank H. Ogawa Plaza, Room 2114

Zoning Information: (510) 238-3911
Fax: (510) 238-4730
In San Jose:

One Stop Permit Center located on the first floor of City Hall for general inquiries, appointments, walk-in applications. 

Phone Service for General Planning Inquiries:

Monday: 1:00 p.m. to 3:00 p.m.
Tuesday & Wednesday; 10:00 a.m to Noon & 1:00 p.m. to 3:00 p.m.
Thursday: 1:00 p.m. to 3:00 p.m.
Friday: 10:00 to Noon
Planning Counter Services
Monday - Friday : 9:00 a.m. to 11:00 a.m & 1:00 p.m. to 3:00 p.m.

200 East Santa Clara Street
Tower, 3rd Floor 
San José, CA 95113-1905

Phone: (408) 535-3555
Fax: (408) 292-6055
Unit Review

1) What is the phone number for zoning information in Oakland?

_________________________________________________

2) What is the phone number for zoning information in San Jose?

_________________________________________________

Homework – Location/Domain Name
[image: image21.wmf]Homework: 
Research information about your desired location or domain name.

Unit 13: Avoiding Financial Trouble

Upon successful completion of this unit, you will be able to:

Describe how to use the resources available in the Hiring Toolbox.

Explain rules and regulations for hiring laborers.

Identify the role of insurance in business.

Describe the tax obligations of business.

List the advantages and disadvantages of different laborer categories.

Review – Avoiding Legal Trouble

Common Legal Problems
Simple Prevention
	Business name is being used by another business
	Register business name with County/State by filing a Fictitious Name Statement with the County.

	Business partner is demanding to be paid out
	Plan ahead. Write a Partnership Agreement that outlines roles, payment structure and how to dissolve partnership before you start business. A lawyer or mediator can help.

	Filing incorrect tax statements
	Determine the best Corporate Structure that fits your business type and risk needs.  Go to California Business Portal at  www.sos.ca.gov/business/be/starting-a-business.htm 
> Step 3 for more information about corporate structures.

	City or State has closed business down saying it is not registered to do business
	Get Seller’s Permit from California State Board of Equalization www.boe.ca.gov or Toll-free: 800-400-7115 Get Business Certificate From City at Office of City Clerk/Finance Business License/Permit Division. Oakland (510)238-3704 or San Jose (408)535-7055

	City has fined you saying that you illegally made changes to the building
	Meet with Building Inspections and Permits if making any changes to building, electrical, plumbing and if you are putting up any kind of sign. In Oakland at CEDA (510) 238-3941 or in San Jose the Department of Planning/Building and Code Enforcement (408) 535-3555

	Customers are not paying you, or suppliers are charging more than agreed
	Put all agreements in writing.  Use quotes, invoices and put all sales in writing to secure your agreements.

	Customer or employee is suing you due to injury
	Work with insurance agent beforehand to get adequate property and liability insurances and worker’s compensation and prevent being sued.


Managing Your Financial Obligations



Activity – Identifying Sources of Help

Here are some descriptions of people that may help you in your business.

	Employee
	A person hired at a wage to perform responsibilities necessary for the day-to-day activities of a business. The business is responsible for paying employee taxes.

	Independent Contractor
	A person or company hired under a contract agreement to perform a specific service for a specific length of time such as website designer or party planner.  The person/company is responsible for paying its own employee taxes.  

	Professional Service provider
	A person or company providing expert services for which you pay a fee. Some examples are: a lawyer, a tax accountant, or a customs agent.

	Friend or Family member
	Someone whom you know who agrees to provide services without payment. Paid family or friends are considered employees.


Directions: For the following situations, think about which kind of help you would need.
1. You are going to be packaging products to sell online and you need a logo and package design.  You hire someone who will do this work by the deadline you give them, but on their own schedule in terms of days and times worked.

2. You have just finished a website for your internet-based business.  You are worried that someone might copy your name, your logo or your business idea.

3. You have been operating your catering business fulltime for more than 1 year and your customer base is growing.  The business is too much for you to handle by yourself.
Hiring Smart, Hiring Safe

In the last unit, you learned about different sources of help. Legal requirements vary according to source of help. Some examples are below.  For more information, see the California Employment Development Department website: www.edd.ca.gov.

If you hire an Employee:
You must file I-9 form and W-2 form for each employee
You must pay payroll taxes

You must pay unemployment on wages up to the taxable wage limit of $7,000 per employee per year

You must file a W-4 Wage and Tax Statement annually

If you hire a Independent Contractor:
You must have a contract on file

You must file Form-1099 if you pay them $600 or more for services during the tax year

If you hire a Professional Service Provider:
You must maintain invoices for services

You must file Form-1099 if you pay them $600 or more for services during the tax year

If you pay a Friend or Family Member:
If you are paying friends or family, you must either consider them an Independent Contractor or an Employee.  

Regulations Employers Must Follow

Minimum wage: 
$ 8.00 per hour, as of January 1, 2008



$ 9.92 in San Francisco

Wait staff: 

$ 2.13 per hour paid by you

Tips must be reported daily. If tips do not equal or exceed minimum wage x number of hours worked, you are required to pay the difference. (Example: a waitress working 8 hours must make at least $64.00 dollars.  That is $8.00 x 8 hours= $64.00. You are required to pay $17.00 dollars of her pay (that is 2.13 x 8 hrs= $17.04)—so you have to make sure she has made at least $47.00 dollars in tips.)

Breaks and overtime requirements for hourly wage employees

· Employees cannot work more than 8 hours a day or 40 hours in a week (or you must pay overtime rates of 1½  of hourly rate)  

· Employees cannot work more than 6 consecutive days in a row

· Employer must provide a 10 minute break every four hours of work

· Employer must provide a 30 minute meal break when work period is more than 5 hours
Meals 

· You may not credit on your taxes more than the following for meals:

50% of meals away

100% of meals at company location

The Hiring Toolbox

[image: image22.wmf]
Use the following information to plan your hiring strategy for your business. Once you are ready to hire employees or contractors, you can refer back to this information.

Planning Steps to Hire an Employee or Contractor:
Step 1:  Do a Budget.

Can your sales or savings support an employee’s wages, payroll tax and worker’s compensation expenses?

Step 2:  Do a Job Description.

Describe how the job fits and supports your business mission. Then, list job title, type of skills needed to perform the job, types of licenses or certifications needed to perform the job,  days/hours of position,  payment rate and any benefits that come with the job.  Describe how the job fits and supports your business mission. 

Step 3:  Identify what labor type would best fill job.

· An Employee - because the job is necessary to the daily operations of my business. If so, issue an Employee packet. 

· An Independent Contractor- because the job has a beginning and an end date and is not necessary to the daily operations of my business.  

· Professional Service Provider- because the job needs an expert or licensed person to complete the job requirements such as a Payroll Company, Lawyer, or an Accountant.  
[image: image23.wmf]   Employee Budget

Employee Title:  ______________________________________________

Hourly rate:   $ ____________  

# of Hours per week ________ 

1) Get weekly wage obligation: $ ________ x ______​​​​​​___ = $ ____________






   hourly rate  x number of hours  =  weekly wage

2) Get monthly wage obligation: $ ________ x _____4_______= $ _______






    weekly wage x  number of weeks =Monthly wage









   in month (4) 

3) Get Payroll Obligations:



Multiply monthly wage by each 

Plus:

     


_____
Federal Social Security
(6.2%)*

                         
_____ 
Medicare (1.45%)*

                         
_____
Unemployment Insurance (3.4%)

                          
_____ 
Employment Training Tax (0.1%)

                          
_____ 
State disability insurance (0.8%) 

                          
_____
California State Tax
                              
$__________


*This is 50%- employee pays other half

4) Can You Afford to Hire?

Does your current cash flow of monthly income or savings support the wage and payroll tax obligations of an employee(s)? 




__ Yes    __ No 

For more information see:  

California Employers Handbook at: 

http://www.edd.ca.gov/taxrep/de44.pdf

[image: image24.wmf]   Job Description Template

Mission of Business: 

Job Title: 

Description of roles and responsibilities:

Skills needed to Perform Job:

Licenses or Certifications Needed (if any):

[image: image25.wmf]   Job Description Template, continued
Days and Hours Needed

  __ Full time   __ Part time


Work Schedule


Pay Agreement








Hourly rate
 
or
Salary



Starting Rate (training period) 

_____________

__________


Rate (after training period)

_____________

__________

Benefits (if any) 

[image: image26.wmf]   Steps for Registering as an Employer

Step 1:   Apply for your Federal and California State Employer Identification Numbers (for purposes of paying taxes)
· For Federal Employer Identification Number (EIN #) - complete form SS-4 (see examples on next page). For more information, contact the Internal Revenue Service at www.irs.gov or call 800/829-1040.

· For State Employer Identification Number – complete form DE-1.  For more information, contact the State of California Employment Development Department at http://www.edd.ca.gov/taxrep/de1.pdf or call 888.745.3886
Step 2:  Get Quote for Worker’s Compensation to make sure you are eligible. 




· Check with your property and liability insurance agent first.  They may offer a worker’s compensation product.

· For Worker’s Compensation information call 800/736-7401 or go to www.dir.ca.gov/DWC/dwc_home_page.htm.

· Call the California Department of Insurance Consumer Hotline at:           1-800-927-HELP (4357) 8:00 a.m. to 5:00 p.m. M-F for qualified worker compensation insurance companies.
[image: image27.wmf]   Sample- Federal EIN # Application


[image: image28.wmf]   Sample- Ca. EIN# Application


[image: image29.wmf]   Steps for Hiring Workers

Step 1:  Post Want Ad

· Provide want ads to churches and community organizations that may know people with the skills you need.

· Place ad on Craigslist or in local newspapers.

· Contact the State of California Employment Development Department to let them know you are hiring. 

· Set up plan for handling calls and inquiries. 

· Prepare application form.

· Prepare interview questions.

Step 2:  Conduct Interviews

· Ask each candidate to complete application form.

· Ask each candidate the same interview questions better compare them. 

· Contact references.

· Make Job Offer/Hire.

[image: image30.wmf]   Steps for Documenting Your Workers

Step 1:  Create a Track Record For Employee

· Create Employee Hiring Packet
· Job Description

· Sample Time Sheet

· Safety and Customer Service Policies

· W-4 form  (www.irs.gov/pub/irs-pdf/fw4) to determine amount of withholding
· I-9 Form  (www.uscis.gov/files/form/i-9.pdf)

· Job Application

· File Report of New Employee(s) to the Employment Development Department (EDD) (Form DE 34)
· W-2 form to report wages to employees at the end of the year

[image: image31.wmf]   Steps for Documenting Your Laborer, continued

Step 2: Create a Track Record for Independent Contractor

· Ask for a written Quote for Service.  

· If you agree to quote, sign and enter into contract obligations.  But before signing, make sure the contract has a clear list of roles and responsibilities of contractor:

· an agreement of how much and how you will pay the contractor
· an agreement of conditions that would end the contract
· a beginning and an end date
· Ask contractor to provide you with a W-9 form for your records.

· File Report of Independent Contractor (DE 542) to the Employment Development Department 1-888-745-3886
· Monitor dates and payment schedule.  

· If you pay a contractor more than $600 for the year, give him or her a Form 1099.

Step 3: Create a Track Record For Professional Service Provider

· Ask for a written quote for service.  

· Upon completion of task, request invoice for service. 

· Pay no later than 30 days from receipt.

[image: image32.wmf]   Sample Job Application

	APPLICATION FOR EMPLOYMENT                                     DATE ___________________


	Name 


	
Last 


First 


Middle 


Maiden

	Present address 


	


Number


Street

City
State
Zip

	How long 

Telephone (      ) 

If under 18, please list age 

	Social Security No. _____ –  _____  –  _____ 

or

ITIN Number: ________________________________

	
Position applied for  


and salary desired  



	Days/hours available to work

No Pref 
 Thur 


Mon 
  Fri 


Tue 
  Sat 


Wed 
  Sun 


	How many hours can you work weekly? 
  Can you work nights? 


	Employment desired
(FULL-TIME ONLY
  (PART-TIME ONLY
    (FULL- OR PART-TIME

	When available for work?
 

	


	EDUCATIONAL HISTORY

	TYPE OF SCHOOL
	NAME OF SCHOOL
	LOCATION

	NUMBER OF YEARS COMPLETED
	MAJOR & DEGREE

	High School
	
	
	
	

	College
	
	
	
	

	Bus. or Trade School
	
	
	
	


	Name of employer 
Address
	Name of last supervisor
	Employment dates
	Pay or salary

	City, State, Zip Code
Phone number
	
	From

To
	Start

Final

	
	Your Last Job Title

	Reason for leaving (be specific)



	List the jobs you held, duties performed, skills used or learned, advancements or promotions while you worked at this company.

	

	

	

	May we contact your present employer?
( Yes
( No

	Did you complete this application yourself
?  ( Yes   ( No

	If not, who did? 


	

	HAVE YOU EVER BEEN CONVICTED OF A CRIME?
( No

( Yes

	If yes, explain number of  conviction(s), nature of offense(s) leading to conviction(s), how recently such offense(s) was/were committed, sentence(s) imposed, and type(s) of rehabilitation. 


	


	

	DO YOU HAVE A DRIVER’S LICENSE?
( Yes
( No

	How will you get  to work?    


	

	Please list two references other than relatives or previous employers.

	Name 

	Name 


	Position 

	Position 


	Company 

	Company 


	Address 

	Address 


	Telephone  (      )

	Telephone  (      )


	All information provided is the truth.  I understand that this application does not mean I am hired.  This information has been provided so you can assess my experience in alignment with the job to which I am applying.

Signature:                                                                                        Date: 


[image: image33.wmf]   Sample I-9 Form



[image: image34.wmf]   Sample- Federal Employee Withholding Form


[image: image35.wmf]   Sample: Ca. Employee Withholding Form


[image: image36.wmf]   Sample Timesheet

	
	
	 
	WEEKLY TIMESHEET
	
	
	

	
	
	Week of: __________________________
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	EMPLOYEE:
	
	_______________________________________
	
	
	

	
	
	
	
	
	
	
	
	
	

	POSITION:
	
	_______________________________________
	
	
	

	
	
	
	
	
	
	
	
	

	
	Date
	Time In
	
	Time Out
	
	Time In
	Time Out
	Total
	

	SUNDAY
	
	 
	
	 
	
	 
	 
	 
	

	MONDAY
	
	 
	
	 
	
	 
	 
	 
	

	TUESDAY
	
	 
	
	 
	
	 
	 
	 
	

	WEDNESDAY
	
	 
	
	 
	
	 
	 
	 
	

	THURSDAY
	
	 
	
	 
	
	 
	 
	 
	

	FRIDAY
	
	 
	
	 
	
	 
	 
	 
	

	SATURDAY
	
	 
	
	 
	
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	

	Total Hours for Week
	
	
	 
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Approved by Supervisor:
	______________________________________________________
	

	
	
	
	
	
	
	
	
	
	

	Employee Signature:
	______________________________________________________
	

	
	
	
	
	
	
	
	
	
	


- end of the hiring toolbox -

Insurance: Protect Yourself and Your Business

Insurance: Insurance helps business owners protect their property, employees and customers.

Property Insurance

provides $ in event that equipment 

or property is damaged



Liability Insurance

provides $ to customers should they 

be injured in your business or sick as a result of your product or service

Auto Insurance


provides $ in event of auto accident

Worker’s Compensation
provides $ to an employee in the event 

that she/he is injured and unable to work at your place of business

Bonding Insurance
provides $ to your customers if an employee steals or damages property at the customer’s place of business

Directions: For the situations below, think about what kind of insurance you might need.

1. You own a gift shop.  You sell balloons.  A customer comes in and while she is shopping her child knocks over your helium machine.  The heavy machine lands on the child’s foot.  What kind of insurance should you have? 

2. You make and sell gift baskets, and offer free delivery service.  While delivering a gift basket, your employee gets into an auto accident.  What kind of insurance should you have?

3. You own a coffee cart.  You step away from your cart to talk to an old friend you see on the street.  Some teenagers run by and push your cart over.  Your espresso machine is broken.  What kind of insurance should you have?
Taxes! Taxes! Taxes!

“In this world nothing is certain except death and taxes.”
- Ben Franklin

Taxes that Businesses Pay 

Sales Tax 


A fee of 9.25% collected on behalf of the State  on each item sold directly to end user
Use Tax



A fee of 9.25% on items purchased from out of state and used in this state
Income Tax


A percent fee on profit at the end of the year for the right to conduct business
Self-Employment Tax 


The state and federal tax a self-employed person pays for future medical care (Medicare) and future retirement costs (social security)
Payroll Taxes


The state and federal taxes that an employer is required to withhold and/or to pay on behalf of employees  (This is money to support the employee’s future medical care, retirement, unemployment and federal and state income tax obligations.)
How Taxes are Paid

Sales & Use Tax
These taxes are usually paid quarterly, using Sales and Use Tax Returns.



Income Tax
These taxes are paid at the end of the year as part of your personal income tax packet submission. (See Chapter 3, Unit 7 for example tax forms.)
Employee Payroll Taxes

Payroll Taxes

The state and federal taxes that an employer is required to withhold and/or to pay on behalf of your employees. This is money to support the employee’s future medical care, retirement, unemployment and federal and state income tax obligations. 









 Employer   
Employee

Future retirement costs (Social Security)
12.4%  
6.2%

6.2% 

Future medical costs (Medicare)

2.90%

1.45%

1.45%

State Unemployment Insurance

3.4% on first $7,000 wages 

Employment Training Tax


0.1% up to $7,000 in wages

State Disability Insurance


.08% on first $79,418 wages

Ca. Personal & Federal Income Tax

wage x W4 withholding number

Activity – Mateo Hires a Receptionist

This activity demonstrates an example of payroll tax. Use the information below to find out how much Mateo must have in his bank account for wage and payroll taxes each week.

Mateo’s employee is paid $9.00 per hour and works 25 hours per week.

Gross Wage:
 $225.00 dollars per week

Plus:

     

_____Federal Social Security
(12.4%)


                         
_____Medicare (2.90%)


                         
_____Unemployment Insurance (3.4%)


                          
_____ Employment Training Tax (0.1%)


                          
_____State Disability Insurance (0.8%) 


                          
_____Ca. Personal Income Tax (based on Form W-4)






(married/paid weekly/1 exemption)





_____Federal Income Tax (based on Form W-4)

(married/paid weekly/1 exemption)


                             $____
SUBTOTAL

Returned to Employer:  (share paid by employee)


                              _____Federal Social Security
(6.2%)


                         
_____ Medicare (1.45%)



=


                            $_____taken from employee’s paycheck

What other forms must Mateo have in this employee’s file? 


______________________

______________________

Self Employment Tax

Self-Employment Tax is the future retirement and future medical care insurance for individuals who work for themselves.

Social Security benefits

provide you with retirement benefits, disability 

benefits, and survivor benefits. A self-employed person pays 12.4% of net income for future social security coverage. 

Medicare benefits 
provide you with medical insurance when you retire or become disabled.  A self-employed person pays 2.9% of net income for future Medicare coverage. 

How much should you save per year?

All self-employed people who make $400 dollars or more are required to pay self-employment tax.  To figure how much you should save per month in preparation for your tax, do the following:

· Estimate how much income you plan to make in year

  $ _____________

· Estimate your expenses before owner’s draw
  $ _____________

· Subtract your estimated expenses from your estimated income  - $ _____________
This equals your net earnings from self-employment
       

=  _____________
· Multiply your Net Earnings from self employment by 92.35%   

      (.9235 is the amount of income subject to self-employment tax).

X 92.35%   ___________
· Multiply your income subject to self- employment


tax by 15.3%






 X 15.3%    ___________

This is estimated amount you will owe.

· Divide what you owe by 12 months and add this amount     
        _________ /12 mos.
Into savings each month

How to Pay Self-Employment Tax:

· Self- employment tax can generally be paid annually with your income tax.  You would use Form 1040, Schedule SE.

· But, if you expect to owe $1,000 or more per year, you are encouraged to file quarterly by using 1040-ES payment vouchers.  

Activity – Mateo’s Self Employment Taxes

This example shows the 6 steps Mateo must take to calculate his future self-employment tax.
1. Estimate projected income per year
Mateo’s projected income is $87,360:

Mateo projects serving 7 customers per day x 6 days a week x average of $40.00. 

312 working days (6 days x 52 weeks) x 7 customers a day = 2184 served.

2184 customers served x $40.00 dollars = $87,360 in projected income.

2. Estimate business expenses for one year before owner’s draw
Mateo’s business expenses for one year are $53,818:                                                        

Expenses that change







Product

$ 325 x 12=   

3,900




Laundry

$ 400 x 12=   

4,800




Supplies

$ 200 x 12=   

2,400




Receptionist 
$ 225 x 52=  
         11,700



Payroll Tax 
       
$47.75 x52=   

2,483


 

TOTAL

     


      


$25,283      

Expenses that stay the same     


              

Rent 


$ 1200 x 12=   

14,400
              

Electric 

$  225 x 12=    

 2,700                                                                      

Gas


$  125 x 12=     

 1,500                                                       Advertising 

$  300 x 12=     

 3,600

Insurance   

$  220 x 12=     

 2,640                                  

Cleaning 

$  150 x 12=     

 1,800

Permits      

$  395               
    
   395


Office     

$  75 x 12=       
   
   900

Misc.     

$  50 x 12=       
    
   600
TOTAL







$28,535
TOTAL EXPENSES





$53,818

3. Subtract your projected expenses from your projected income to get your taxable profit.

Mateo’s taxable profit is $33,542.

Mateo’s projected income is



$87,360   

Mateo’s projected expense is  


-
$53,818 

 
Mateo’s taxable profit is      



$33,542   
4. Find amount of taxable income that is subject to self-employment tax

Mateo’s taxable income subject to self-employment tax is $30,976.

Mateo’s taxable profit is




             $33,542        

Multiplied by:




 
          x      92.35%
Mateo’s amount of income subject to self employment tax
   $30,976
5. Find estimated amount of self-employment tax you will owe

Mateo’s estimated self-employment tax is $4,739.

Mateo’s income that is subject to self-employment tax
$30,976

          Multiplied by:                             


  x
     15.3%

Mateo’s estimated self-employment tax in a year:
          $ 4,739

6. Create savings plan:

Mateo needs to save $395 per month to pay his estimated self-employment tax.

Mateo’s estimated self-employment tax


$4,739

Divide estimated self-employment tax by 12 months
      /12
Amount Mateo needs to put into savings each month          $  395

so he will have enough to pay his estimated self-

employment tax per year.   
Steps to Avoiding Financial Trouble

1.  Open a Business Checking Account at a bank or credit union of your choice. Separate personal money from business money.

2.  Decide on staffing structure. 

· Create a budget. Can you afford to pay wage, payroll taxes and Worker’s Compensation insurance on each employee?

· If hiring employees:

· Get Federal Taxpayer ID Number (EIN #)

800/829-1040

Internal Revenue Service




www.irs.gov
· Get State Employer ID Number



916/654-7041

Employment Tax Office

http://www.edd.ca.gov/taxrep/de1.pdf
3.  Purchase Property, Liability and Worker’s Compensation Insurance from an insurance agent of your choice.

· Check with your homeowner’s or auto insurance. They may be able to provide this.

· Check trade associations. They may have group rates for your business type.

4.  Recruit and Train Employees 

Each Employee must have a completed

· Job application with name, address, and experience

· I-9 – with 2 forms of identification on record

· W-4 form 


5.  Purchase Worker’s Compensation Insurance

· Employers must purchase Worker’s Compensation insurance from either a licensed insurance company or through the State Compensation Insurance Fund (SCIF). Call the California Department of Insurance Consumer Hotline at: 1-800-927-HELP (4357)
      8:00 a.m. to 5:00 p.m. M-F for qualified worker’s compensation insurance companies.
· Check property and liability insurance first. They may offer a worker’s compensation product

· For more information, call 800/736-7401 or go to www.dir.ca.gov/DWC/dwc_home_page.htm.

Unit Review

What are three types of insurance you should have for a small business?

1.

2.

3.
Who pays for self-employment taxes?

Homework – Management Steps
[image: image37.wmf]Homework: 
Identify three management steps to prepare for hiring, insurance, and/or taxes.

Chapter 2: Looking Out – Promoting Your Business

Congratulations! You have completed the “Looking In” phase of planning your business. After you have researched your business and examined all the elements that go into planning and running it, you are ready to think about how to let customers know about your business. This next phase of business planning is called the “Looking Out” phase. You will begin to explore what you want customers to see when they are looking into your storefront window. Through activities and discussions about marketing, public relations, and advertising, you will learn how to successfully promote your business.

Upon successful completion of this chapter, you will be able to:

Define your “niche,” or what makes your business idea unique.

Create a marketing image for your business that aligns with your business image, mission statement, and product or service offerings.

Create a businesses name, logo, and slogan for your business.

Create a sample promotional campaign for your business.

Use a variety of methods to promote a new business.

Unit 1: Creating a Marketing Image

Upon successful completion of this unit, you will be able to:

Identify different types of business images.

Identify different types of marketing images.

Describe the relationship between a business and a marketing image.

Describe your “niche,” or what makes your business idea unique.

Define what a “hook” is.

Explain how to create a marketing image that aligns with business image, mission statement, product and service image.

Vocabulary – Marketing Yourself

	1. 
	sets you apart
	(descriptive phrase)  makes you different; makes you special

	2. 
	slogan
	(n)  a phrase used in advertising or promotion

	3. 
	catchy
	(adj.)  memorable; gets one’s interest or attention

	4. 
	hook
	(n)  something that gets your attention

	5. 
	logo
	(n)  a graphical representation or symbol of a company or business

	6. 
	font
	(n) style of text 

	7. 
	word of mouth
	(adj.)  heard from a friend or other contact

	8. 
	referrals
	(n)  recommendations 

	9. 
	customer service
	(n)  the way a business treats its customers


Dialog – Marketing Yourself

Nia has created a business plan for her hairstyling salon, and now she is ready to create a marketing plan.  She has set up another meeting with Mateo.  They hug before they sit down.

Nia:
Thanks for coming over to help me again.

Mateo:
I’ve been waiting for you to call.  How’s the new business plan?

Nia:
I’m trying to think about marketing.

Mateo:
Well, first you should look at the demographic information about your target market.  Think about what is attractive to the people in your market.  Also, do some research on the competition and what they are doing.

Nia:
I guess the competition can give me a good idea of what people like.

Mateo:
But you also have to find something that can set you apart from the competition – maybe a slogan – something to catch people’s eyes or ears.  If you come up with something catchy, people will remember it. Like a hook that catches people’s attention. Do you have a name for your business?  A good name can help you get a lot of customers.

Nia:
Well, a lot of the haircutting places I’ve seen use the word “cut,” like “A Cut Above.”

Mateo:
Yeah, it means two different things at once.

Nia:
What do you mean?

Mateo:
“A cut above” in English means that something is more special or expensive.  But also, they are talking about an actual hair cut.  Get it?

Nia:
Oh, that’s very clever.

Mateo:
I think that’s what you want.  Some people may not get both meanings, but you still want the name to make sense.  But if you want to get the attention of other immigrants, the name shouldn’t be too complicated.

Nia:
That’s true.  I should keep it simple.

Mateo:
What about your logo?

Nia:
I think I have some good ideas.  I want to show scissors and a lady’s head somewhere in my logo.  And since I want to be practical and conservative, I think I want it symmetrical.  What do you think of this one?

Mateo:
The lady looks nice, but why did you choose bright pink lettering and purple for her shirt?  Bright colors are kind of young and flashy.

Nia:
I didn’t really think of that.

Mateo:
The colors you use will determine the type of customer you get.  If your target customers are practical and conservative, try black and white  -  or softer colors.  The same lady will look completely different if you just change the type of coloring around her.

Nia:
That’s a good suggestion.  What about the font?  Do you like it?

Mateo:
The letters look like handwriting, which is a nice touch.  It gives a look that is soft and inviting.
Nia:
Ok, I’m glad I chose right there.
Mateo:
And are you going to have a sign?

Nia:
I think I want my name outside, at least.

Mateo:
You have to find out about the city’s sign regulations.  You have to get signs approved by the planning department, if they are big, or if they have neon lights.  They may even tell you how much English has to be in the sign.  It varies by city.

Nia:
Wow, I had no idea.  What about painting pictures in the window, or putting my product and price list next to the door outside?

Mateo:
That will catch the attention of people walking by.

Nia:
I really need creative ideas on building up a set of customers.  Word of mouth is what I am depending on in the beginning – friends .

Mateo:
You know, the best way to get great word-of-mouth referrals is to have excellent customer service from the beginning.  If you set up a good personal relationship with your customers, they will keep coming back.  Not only that, they’ll tell their friends right away.

Nia:
I guess word of mouth is important, especially if I really work on customer service and personal relationships.

Mateo:
Yeah.  But I think you should make some business cards as soon as you decide on a name.  Once you have those, you can give them out before the store opens.  They can be pretty cheap, these days, and definitely worth the money.

Nia:
What about advertising?  Do you put ads anywhere?

Mateo:
I do.  But you probably want to put yours in different places than mine.  You want to think about what your target customers read, where they go, and what events they attend.  Once you figure that out, you can start placing print ads or going to events to advertise your business.

Nia:
I don’t have a lot of money, so I need to be careful about how I spend it.  I never realized how important the demographics are.  Knowing a lot about my market can help save me money, too!

Mateo:
Yeah.  You don’t want to advertise in places your customers don’t see.

Nia:
Mateo, I don’t know what I would do without you.

Mateo:
Well, I’m pretty glad I know you.  You are a really determined woman.  And I like that!

Comprehension Questions

Directions: Answer the questions below based on the dialog.

1.
Why does Mateo think Nia should find a “catchy” slogan?

2.
What kind of audience is Nia trying to reach with her logo?

3.
What are some of the ways that Mateo markets his business?

4. What does Mateo tell Nia to make as soon as she decides on a name for her business?

Activity – Define Your Marketing Image

Directions: Look through magazines for images, designs and colors you would like to use for your marketing image. Refer back to the work on images you did in Chapter 1, Unit 1 and Unit 8.  Compare the visuals you come up with against the image type you previously wrote down. Do you still have the same image type in mind?


(paste images/designs colors here)



(paste images/designs colors here)

(paste images/designs colors here)
My business image is: _______________________________________________________




(ex. Young and Hip, hot pink and purple colors)

Homework – Image
[image: image38.wmf]Homework: 
Finish collecting images, designs and colors similar to the image you imagine for your business. Bring examples of logos and slogans that you like.
Unit 2: Business Name, Logo and Slogan

Upon successful completion of this unit, you will be able to:

Identify the tools used to create a marketing image.

Identify the marketing components that make a business memorable.

Describe what makes a good or memorable business name.

Create a name for your business.

Create a logo for your business.
Create a slogan for your business.
The Role of a Marketing Image

A Marketing Image

· Sets the “tone” for your business. It lets customers know what atmosphere and price range to expect from your business.

· Educates customers about mission and your product and services.

· Associates your name with your customers’ needs 

· Calls your customers to action – you need to tell them what you want them to do.

· Creates curiosity about your business.

· Generates cash.

Activity – What Images Influence Our Shopping?

Directions: Answer the questions in the squares for each store.

	Saks Fifth Avenue
	Ross

	What image does Saks Fifth Avenue have? 


	What image does Ross have? 



	Why do people shop here?

1.

2.

3.


	Why do people shop here?

1.

2.

3.

	Does Saks Fifth Avenue’s image match with the reasons people shop here? Or is Saks Fifth Avenue projecting the right image?


	Does Ross’s image match with the reasons people shop here? Or is Ross projecting the right image?




Components of a Marketing Image

Name: 
Describes what you want customers to remember most about your business.

Slogan: 

Describes your mission, or why you are in business.

Logo: 
Describes your business image in the form of a graphic. It tells customers what you want them to “feel” about your business.

Working together, they:

Promote your image.

Tell customers what your products and services are.

Create an association between your customers’ needs and your ability to meet those needs. This is the benefit your business provides.

Activity – Memorable Marketing Images 
Think of a memorable business – one that stands out for you. Write the name of the business and what is memorable about it. Then, see if you can remember what the company’s logo looks like and what their slogan is. If you are not able to remember everything, check with some of your classmates so that you can help each other fill in the blanks. Prepare to discuss with the class as a whole.

Name: _________________

Why you remember it:____________________________________________________

Logo: _______________________________

Slogan:______________________________

Name: _________________

Why you remember it:____________________________________________________

Logo: _______________________________

Slogan:______________________________
Name: _________________

Why you remember it:____________________________________________________

Logo: _______________________________

Slogan:______________________________
Selecting a Name for your Business

Selecting a good name for your business is not as simple as you may think.  A good business name creates an association between your customers’ needs and your business.

A good business name should:

Create curiosity about the business.

Create a positive effect on customers.

Be named for the audience.

Teach customers about your mission, products and services.

Be memorable.

Be culturally sensitive. 

Activity – What’s In a Name?

Directions: Answer the questions below based on the two business names: 

“RH Services” 

or

“Rent a Husband”

1. Which name is more appealing?  Why?

2. What do you think RH Services does?

3. What do you think Rent a Husband does? 

4. What does Rent a Husband want you to know about their business? 

5. Which business would you call if you needed some home repair work done?

The Story of Rent a Husband

This is an example of an entrepreneur who became very successful, just by changing the name of his business!

Entrepreneur Kaile Warren named his home repair business “RH Services.” He was not very successful. In fact, he was living out of his van and sleeping in a rented warehouse. One day he got the idea to change the name of his business to “Rent a Husband.” Business soared. He is now a successful entrepreneur and TV home improvement host. There is even a movie being made about him. He did not change any of his services – simply his name.

	Name
	Rent a Husband



	Slogan
	“Tall, Dark and Handy®” and “For those jobs that never get done!”



	Logo
	[image: image39.png]





Rent a Husband’s Company Values:

Quality work. The job is never done until our customers are completely satisfied.

Respect for you and your time. We'll return your calls promptly and call if we're delayed for an appointment.

Honesty in estimating project costs. We'll get your approval before beginning any unexpected work.

Professionalism. We will protect your property including carrying comprehensive insurance for the work we do.

Humor. We'll be in a good mood. Even if those nagging household chores have put you in a bad one.

Logo Examples with Business Name and Slogan
Directions: Look at the following examples of names, logos and slogans and write down the image that you feel they reveal. Refer to Chapter 1, Unit 1 in your binder for the image you want to project.) Do any of these images give you ideas for creating your own? Mark or circle the ones that do.
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Logo Examples with Business Name and Slogan
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Logo Examples with Business Name and Slogan
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Logo Examples with Business Name and Slogan
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Activity – Create a Name for Your Business

Directions: Answer the questions in the boxes to come up with three possible names for your business. 

	List words that describe your business type:

1.

2.

3.
	List emotions you want customers to have when they view or hear your business name.

1.

2.

3.

	Put the ideas together and list several business name ideas:

1.

2.

3.

4.

5

6.

7.

8.

9.

10.

11.

12.




Check your business name ideas with other students in your class and people that you know in the community. Ask people the following questions. If they answer “yes” to the following questions, you have a winner!
Does the name create curiosity?

Does the name have a positive emotional effect?

Is the name appropriate for the audience?

Does the name say what kind of business you are in?

Is the name easy to remember?

Activity – Create a Slogan for Your Business

Directions: Answer the questions in the boxes to come up with three possible slogans for your business. 

	List words that describe your business type:

1.

2.

3.
	List message you want customers to have when they view or hear your slogan.

1.

2.

3.

	Put the ideas together and list several slogan ideas:

1.

2.

3.

4.

5

6.

7.

8.

9.

10.

11.

12.




Activity – Create a Logo for Your Business

Directions: Answer the questions in the boxes to come up with a logo for your business. Draw or paste a picture of your logo in the box at the bottom. (Refer to page 21 in your binder identifying your marketing image that you want to project.)
	What are the top three products and services that your business provides?

1. 

2.

3.


	What emotions do you want customers to have when they come to your business?

1.  

2.
3



	What kind of images would describe those products and services?


	What pictures would describe those emotions?




What pictures best describe the business type and emotion?


.

Unit Review

What three tools are commonly used to help customers remember you and your business?

1)

2)

3)

Homework – Name, Logo, Slogan
[image: image44.wmf]Homework: 
Complete your Name, Logo and Slogan brainstorming. Find out peoples’ opinions on your chosen business name. Add your name, logo and slogan to your presentation board.

Unit 3: Public Relations

Upon successful completion of this unit, you will be able to:

Identify different ways to successfully publicize a business.

Determine initial ideas for publicizing your business.

Vocabulary – Public Relations

	1. 
	amazing
	(adj.)  incredible; special; awesome

	2. 
	tips
	(n)  advice

	3. 
	publicize
	(v) to distribute materials and information through a variety of media that let people know about something

	4. 
	press release
	(n)  a public relations announcement issued to the news media to let the public know about business openings, developments, or special events

	5. 
	publication
	(n)  a copy of printed material offered for distribution

	6. 
	public relations
	(n) ways to make the public and individuals think well of your company


Dialog: Public Relations

Nia meets her friend MeeYoung on the street.

MeeYoung:
(noticing that Nia is practically bouncing down the street) Hey, Nia, you sure are in a good mood.

Nia:
Oh, MeeYoung.  Hi, how are you?

MeeYoung:
Just fine.  But not as fine as you seem.  What’s up with you?

Nia:
Oh my gosh.  Things have been going great.

MeeYoung:
I guess you’re getting your business together?

Nia:
Well, I’ve been making progress.  Blanca introduced me to the most amazing man.

MeeYoung:
Oh a love interest, huh?

Nia:
(blushing) Well, we’ll see what happens, but he did give me the most fantastic advice.

MeeYoung:
(smiling) I thought I was your main person for advice.

Nia:
Oh, MeeYoung, you know I could never live without your help.  But this guy has a lot of tips.

MeeYoung:
What does he do?

Nia:
He owns a hair salon.  He’s been in business for years and knows a lot about this area.

MeeYoung:
So what was his great advice?

Nia:
Well, we talked about a lot of things.  But what I enjoyed the most was what he had to say about PR.

MeeYoung:
Public Relations?

Nia:
Yeah, letting people know about your business.  I never really thought about how many places you can publicize, even as a small business.

MeeYoung:
You mean, like advertisements?

Nia:
More than that.  Mateo (that’s his name) told me that along with paying for advertising, many business owners send press releases to local media to announce big events.

MeeYoung:
Like a grand opening or a big sale?

Nia:
Yeah.  But he also says that I need to come up with something catchy – a hook that gets people’s attention so that the press release will actually get onto the radio, the TV, the newspapers and magazines.

MeeYoung:
It’s true. If it’s boring, they won’t want it.  And you have to make sure that the hook fits for the publication or station you’re sending it to.

Nia:
Yeah.  Mateo said that, too.

MeeYoung:
Hmmm.  Mateo, Mateo, Mateo.  Sounds like my friend Nia doesn’t need any more help from me!

Nia:
MeeYoung, don’t be silly.  Mateo and I only talk business.

MeeYoung:
Well, we’ll see. Anyway, where are you going to now?

Nia:
I’ve got to work on my hooks.  But I do have time for coffee.  Do you want to have some coffee with me?

MeeYoung:
Sure.  (winking) I’m glad you still have time for an old friend.

Comprehension Questions

Directions: Answer the questions below based on the dialog.

1. Why does MeeYoung think Nia is in a good mood?

2. Who has Nia met?

3. What did Mateo give Nia advice about?

4. What is Nia going to work on after she has coffee with MeeYoung?

Activity – Promotions Vocabulary Matching

Directions:  Write the letter of the matching definition next to the vocabulary term. At the bottom, write three sentences using each vocabulary word to help you remember the meaning.

	Vocabulary Term
	Definition

	1. 
	public relations ___
	A. 
	Different things you can use to get the public to know about you (like business cards, flyers, signs, etc.)



	2. 
	publicize ___
	B. 
	A phrase that gets someone’s attention and gets them to read or find out more about your business



	3. 
	marketing materials ___
	C. 
	A special announcement to let the public know about your business or business event



	4. 
	press release ___
	D. 
	Attractive, able to get someone’s attention



	5. 
	catchy ___
	E. 
	The way you interact with the public; the way you present yourself and interact with the public



	6. 
	hook ___
	F. 
	To make yourself known to the public




Self-Promoting Your Business

Promoting your business does not only take place in newspapers and magazines. Wherever you go you can find opportunities to speak about your business. Following are some examples of places to self-promote your business:

children’s school

PTA meetings

church or temple

beauty shop

city council meeting

grocery store

Edel was a student in a former C.E.O. Women class. She was at a point where she was just starting her business and her husband happened to win a food contest. While being interviewed for a newspaper article, Edel took the opportunity to promote her new tax business, and C.E.O. Women. She found a way to mention what was important in her life while having an audience. You can do this too!

Look at the list above of locations where you can promote yourself. Which of the places mentioned are those that you visit? Are there other places not listed?

1. ______________________________________

2. ______________________________________

3.
______________________________________

Now brainstorm with a partner on ways in which you can bring up the topic of your business to those places that visit in your life. Remember to always be mindful of when it is time to mention your business and when it might be better to wait for another opportunity.
7 Free Ways to Self-Publicize Your Business adapted from intuit.com
1) Add a signature to your email – A unique message added to the bottom of your email can provide current and potential customers with valuable information about your website, Facebook page, or Twitter account.  This often neglected area of text can be used to redirect your customers to a certain location or announce upcoming sales and events. Update it regularly.

2) Co-market with another business – Partner with another small business to promote your own and each other’s companies.  You can do this by adding a link to your website or getting a poster-sized ad on the door where customers can see it.

3) Start a street team - One of the latest fads in low-cost marketing: Get a talented group of guys and gals together and offer them an incentive in return for marketing your business as they go about their days. Include a sign-up form on your website for anyone wanting to join your “street team.”

4) Implement a referral program - Customers that are willing to go the extra mile to promote your products and services can be rewarded for their referrals.  Keep incentives coming and mix up the offers to help maintain the enthusiasm day after day. This can include a 50% off coupon for someone who sends 2 customers – or another off you’d like to make.
5) Create a monthly newsletter - Keeping your customers in the know is a great way to win their respect.  Offer a free monthly newsletter to anyone who signs up for your mailing list.

6) Give a free demonstration – It’s important for customers to understand how your products or services will help them.  A short, well-done demo gives them the information that they need to make an informed purchasing decision. This might include offering free samples or a how-to jewelry stringing demonstration for customers in someone’s shop.
7) Swap business card stacks with non-competing businesses – This practice is especially helpful in brick and mortar businesses where people can pick up a business card while waiting for their coffee to be made or their car to be serviced.

Unit Review

What is your favorite free way to self-publicize your business?

__________________________________________________

Homework – Public Relations
[image: image45.wmf]Homework: 
Select 2 ways to self-publicize your business.

Unit 4: Creating a Promotions Campaign

Upon successful completion of this unit, you will be able to:

List the goals of a promotions campaign.

Identify methods for promoting a new business.

Decide which promotion methods will work well for you.

Create a Promotions Campaign.

Goals of a Promotions Campaign

A good promotions campaign:

Tells customers WHERE you are – location, location, location!

Tells customers WHO you are – name, logo, and mission statement (slogan).

Tells customers HOW you are meeting their needs –hours, products/services, pricing expectations.

Connects your business with your customers’ needs.

Tells customers WHAT you want them to do and WHEN you want them to do it.

A good promotions plan creates relationships that are helpful for your business!

A Promotion Campaign is Your “Remember Me” Plan

The tools for promoting your business should say

“Remember Me”

Your “Remember Me” Plan represents everything involved in the presentation of your products and services to your customer.  This includes:

how you dress

your phone manner

business location

customer service policies

your name, logo and slogan

your business signs

product displays

advertising tools 

groups you belong to

community activities you support through your business

Your Marketing Toolbox

[image: image46.wmf]


Common tools for promoting a new business: 
Logo and Slogan

associate business with customers’ needs 

Sign



help customers find you

Website



help customers find you

Business Card


help customers know how to reach you

Yelp
invite customers to write about their experiences  buying from you
Phone Book


help customers know you exist

Brochure



tell people about you & your product/services

Flyers



promote special events of your business

Coupons



invite people to come spend money

Customer Meetings

build relationships ~ develop selling circles

Sponsorships


tell customers what you care about

Methods for Promoting Business

Personal Selling
One-to- one customer meetings for the purpose of selling product or service
Public Relations   
Free opportunities to tell about business for the purpose of building relationships with community and customers

Sales Promotion 
Short-term incentives to encourage purchase of a product or service ~ generates fast cash

Advertising
Paid opportunities to tell about business, products, services or special events.

Tools for Getting Customers to Remember You

Think About It…

Where do your customers look for information about the products and services you are selling? Check all that apply below.

How do your competitors promote their business? Check all that apply below. Through:
Personal Selling:      

__ Buying circles or home parties






__ Selling direct to customers from a storefront



__ Selling direct to customers from Internet





__ Booths at festivals and events







Public Relations:  

__ Use news features

__ Sponsor charitable events      

__ Have a newsletter

__ Sponsor a team

Sales Promotions:



__  Coupons








__  Discounts








__  Free samples







__ “Buy one, get one free” tickets




__  Flyers


__  Catalogs






Paid Advertising:

__ Phone book

__ Newspaper or magazines

__ Radio

__ Television

__ Website

__ Free gifts - pens, key chains, t-shirts
Activity: Create Your Grand Opening Campaign

Directions: Fill in the boxes below to create a grand opening campaign for your business. Remember to use your business name, logo, and slogan.

Step 1:  Define your target audience.
Step 2:  Define your promotional goal.
Step 3: Determine your promotions budget.

Step 4:  Decide on your promotional methods (Personal Selling, Public Relations, Sales Promotion or Advertising)
Step 5: Decide on your promotional tools.
	Personal Selling Tools

· Create selling circles with       friends/family

· Do selling presentation to community groups

· Rent a booth at a festival

· Create a Web page


	Public Relations Tools  

· Ask a reporter to do news feature

· Sponsor a team or charitable event

· Join a  community group

· Create an educational tool about yourself, the business, or the product

· Start up a newsletter

	Sales Promotions Tools

· Make a coupon

· Create discount tables or days

· Provide free samples

· Offer “buy one, get one free”

· Develop a catalog or brochure of your offerings
	Paid Advertising Tools

· Pay for an ad in the phone book

· Pay for an ad in the newspaper

· Pay for an ad on local television or the radio

· Print name on key chains, pens, aprons


Step 6: Create your promotional tool.


outside front of board, closed 



outside back of board, closed

Unit Review

Why is step 1 important for creating your camp?

Homework – Promotion Tool
[image: image47.wmf]Homework: 
Complete a description and/or illustration of your Promotion Tool(s) For Grand Opening for your presentation board.
You don’t need to worry about actually creating the promotional tool.  You can just create the plan by writing down which tools you will use. 

Chapter 3: Looking Forward – Predicting Your Future

Think about yourself on the first day of class, and how far you have come! You have defined your products and services. You know what business image you want to project, and you have a plan to promote your business. Now it is time to start thinking ahead to the next steps. 

In this chapter, you will enter the “Looking Forward” phase of planning your business.  You will learn to use tools to predict and manage income and expenses, and assets and liabilities of a business. You will also practice a step-by-step method for gathering the information you need to complete a start-up budget. Also, this final chapter includes the tools you need to track your income and expenses once your business is up and running.
Upon successful completion of this chapter, you will be able to:

Categorize and track business income and expenses.

Use the correct tools to report business income and expenses.

Use a “cash flow” chart.

Predict the start-up costs of a business.

Create a sample start-up budget. 

Unit 1: Managing Your Finances

Upon successful completion of this unit, you will be able to:

Correctly categorize income and expenses.

Describe how to use a “cash flow” statement.

Predict business expenses for your business idea.

Vocabulary – Finances

	1. 1.
	sales tax permit
	 (n)  an official form you complete in order to sell taxable items

	2. 
	income
	(n)  money coming into a business

	3. 
	expense
	(n)  money going out of a business

	4. 
	cash flow
	(n) Cycle of money coming into and going out of a business.  The profit or loss from one month starts the next month’s calculations

	5. 
	cash flow statement
	(n)  The financial form on which you keep track of your profit/loss and amount of money you have at the end of each month

	6. 
	break it down
	(v)  to divide something into smaller pieces, sections, or categories

	7. 
	sales income
	(n)  money earned from selling a product or service

	8. 
	owner/investor input
	(n)  money coming into a business from an owner or investor

	9. 
	loan input
	(n)   money coming into a business from a bank loan which you have to repay

	10. 
	advertising
	(v)  things you do to let people know about and patronize your business

	11. 
	office supplies
	(n)  items used to do office work such as paper, pens, and calculators


Dialog – Finances

Blanca has found a kitchen to bake her cakes.  She contacted a local restaurant owner and he agreed to rent her his kitchen three days a week, when the restaurant is closed.  She is ready to begin operating her cake business.  She is putting the final things into place, and has invited MeeYoung over to tell her the good news.  MeeYoung has just arrived.

Blanca:
MeeYoung, guess what?

MeeYoung:
(Smiling) I give up!  But you sure look happy so I guess it’s good news.

Blanca:
Emilio’s restaurant has agreed to rent me their kitchen three nights a week.  It is perfect.  That’s more than enough time to keep up with my orders.

MeeYoung:
(hugging Blanca) Oh Blanca that’s great!  Things are really coming together for you now.  All your hard work has paid off. 

Blanca:
Well, we’ll see.  I think I still have a lot of work ahead.  But I want to be up and running by the end of next month.

MeeYoung:
What have you done so far to prepare?

Blanca:
Well, I turned in my Fictitious Business Name Statement with the county clerk, and I have also applied for my sales tax permit through the California State Board of Equalization so I can begin buying supplies wholesale.

MeeYoung:
That will make a big difference.  Your costs of production will go down a lot when you can buy directly from the distributor.

Blanca:
Yeah.  But even though I have done all this preparation, I am still a little unsure about the financial end of running this business.  There are so many things to remember about what to put where in those financial reports.

MeeYoung:
What part is confusing?

Blanca:
Well, I understand the basic equation of Income – Expenses = Profit –- that’s the easy part.  But I’ve been looking at some sample cash flow spreadsheets, and I don’t know how to break it down.

MeeYoung:
Do you mean the difference between income and expenses?

Blanca:
Well, no.  It’s the difference between the kinds of income and expenses.  I think I understand the difference between loan income and sales income, for example.  But I don’t know how to categorize all of the expenses.

MeeYoung:
Okay, let’s look at your Cash flow statement.


They check out the form together.

MeeYoung:
The first thing to understand is how the balance at the end of one month “flows” up to the beginning of the next month.  So you may make or lose money and your cash flow statement shows how much money your business has (or doesn’t have) at any time.

Blanca:
That part I understand.

MeeYoung:
Okay.  So let’s talk about all of your start-up “cash in.”  What money did you start out with?

Blanca:
I had some money in savings, I got some money from a loan, and I have an investor who gave me some start-up money in exchange for some free cakes later.

MeeYoung:
Okay, so you started out with no sales income because you haven’t sold anything yet.  But you have Owner/ Investor input and Loan input.

Blanca:
And then I spent some money!

MeeYoung:
All right.  Tell me what you spent your money on.

Blanca:
I bought a lot of supplies to make my cakes with.  I got the ingredients and the pots, pans, and decorating equipment.

MeeYoung:
The flour, sugar, etc. are considered raw materials.  The pans and other items stays with you and is used for a lot of cakes.  That would be considered equipment.  What else?

Blanca:
I had some business cards made and I had to get a bunch of paper, file folders and other office supplies to keep myself organized.

MeeYoung:
Okay.  The business cards are used to let people know about you, so that’s advertising.  And the other stuff is office supplies.
Blanca:
You make it seem so easy.

MeeYoung:
I think I’m making it too easy.  You need to try a little bit yourself.  Have you been saving your receipts and keeping track of what other expenses you should be recording on your cash flow statement.

Blanca:
Yeah.

MeeYoung:
Let’s do this.  You put things where you think they go and I’ll check it.  Meanwhile, I think I’ll have some coffee and a little of the cake I saw in the kitchen.

Blanca:
I was wondering if it was any good.  It’s a new recipe.

MeeYoung:
I’ll let you know as soon as you finish with your cash flow statement!

Comprehension Questions

Directions: Answer the questions below based on the dialog.

What does Blanca tell MeeYoung she has done to get things started?

What is Blanca confused about?

What kind of income has Blanca received?

Name 3 kinds of expenses that MeeYoung tells Blanca about.

What will MeeYoung do while she waits for Blanca to categorize her expenses?

Predicting Your Future

[image: image48.wmf]
This is one way

Or there are

· Start-Up Budgets

· An Income Analysis

· Cash Flow Projections

How Do You Predict Your Future?

by…

Listening to your gut

Studying your information

Planning with budgets

[image: image49.wmf]Start with what you know

Most information can be found through your study of your competitor, customer activity, operation needs and your household budget.  

[image: image50.wmf]Use commonly accepted Financial Prediction Tools, including:

· a Household budget

· a Start-up budget

· an Income Analysis

[image: image51.wmf]Check your progress with common financial management tools:

· a Cash Flow Statement 

· a Profit and Loss Statement (also known as an Income Statement)

· a Balance Sheet

Formal Tools for Predicting Your Future

· Budget - An estimation of the income and expenses over a 12-month period.
· Cash Flow Statement - A monthly record which tracks all the ways cash comes into a business and all the ways cash goes out of a business per month.  This also serves as your business budget.  Tracks your cash position at point you receive cash.
· Income Statement - A monthly record of your sales, Cost of Goods Sold, fixed and operating expenses.   This is also known as Profit and Loss Statement.  Tracks your income at time of sale. 
· Balance Sheet - Tracks what you own (assets) and what you owe (liabilities) at any point of time.
· Break-even Analysis - Tells you how many sales needed to cover your costs.

These Management Tools:

· Help you monitor your expenses; you can see where your money is going.  

· Help you identify trends in your business; what your busy and slow times are.

· Serve as a visual bank account; they help you know when you will be able to purchase inventory, equipment, hire employees and grow your business.

Unit 2: Managing Your Expenses
Upon successful completion of this unit, you will be able to:

Use tools and resources to predict the start-up costs of a business.

Identify where to find information to create a start-up budget.

Create a start-up budget.

Understanding Your Expenses

There are two kinds of expenses that influence your price: your Variable Expenses and your Fixed Expenses (also called Operating Expenses).
Your Variable Expenses

Variable expenses are all of your costs to make, buy, store, package, deliver and provide your products and services.  Variable expenses go up or down based on how many products you make or services you provide.  Variable expenses are:

Cost of Goods Sold (COGS):

· Your cost to buy your product

Ex. Sundari buys scarves for $2 each from Thailand and resells them in her store. 

· Your cost of supplies to make your products or provide your services

Ex. Ling buys a bottle of Palmolive for $5.99 to clean tables for her janitorial business. 

· Your cost of materials or ingredients to make your products

Ex. Jessica buys a bag of flour for $5.99 to make cookies. 

· Your cost to package products

Ex. Jessica packages her cookies in plastic bags that cost $.10 each.

· Your cost to store your products

Ex. Anita makes so many gloves, she has to put them in storage and pay $15.00 a month.

· Your employee and your own costs involved in making or providing products or services ( wages and payroll taxes, benefits)

Ex. Ling has a part-time worker that she pays $8.00 an hour. 

Other Variable Expenses:

· Your sales taxes – In California, 8.25% owed to state plus local taxes

· Shipping/delivery/import/export costs

· Kitchen rental

· Equipment rental

Your Fixed or Operating Expenses

All the costs that you have to pay regardless of how many sales you made. They are fixed costs because you have to pay them no matter how well your sales did per month:
· Your rent, utilities, phone, insurance….

· Your non-production employee or independent contractor costs

· Your equipment needs or expenses

· Your owner’s draw

· Your marketing expense 

· Your website expense

Fill in the table below and write whether the expenses are variable or fixed:

	Jessica buys 3 cans of peanut butter for her cupcakes at $2.99 each
	

	Jessica pays herself $200.00 per week for her owner’s draw.
	

	Ling buys a new mop for $4.99 for her janitorial business.
	

	Jessica just bought new flyers for $20.00.
	

	Anita just paid $950.00 in rent for her gift shop.
	

	Jessica bought a special pan to make cupcakes from Europe and paid $12.00 in shipping. 
	

	Nancy rents a chair to cut hair in another person’s salon for $7.00 an hour, as she needs it.
	

	Olivia pays $80 a month for her cell phone of which she estimates $40.00 is due to business calls. 

	


Activity – Identifying Income and Expense Types for Mateo’s Salon

Following are terms you may encounter on a Cash flow statement.  They describe various expense types. 

Fixed Expenses - Money you have to pay every month, no matter how much you produce or sell.  The amount may be the same every month (such as rent or insurance) or change month to month (such as utilities).  Both are examples of fixed expenses.
Variable Expenses - Money you pay for the labor and materials used to make your products, or other variable expenses like sales tax and shipping.  Examples for a restaurant business would include rice, produce, and the wait staff’s pay.

Directions: Use Mateo’s hair salon to come up with examples of expenses for each category. Include whether they are fixed or variable.

Advertising expenses:

Insurance:

Office Supplies:

Maintenance/ Repair:

Utilities:

Activity – Your Expenses

Directions:  Make a list of your own fixed or variable expenses that you might have in your businesses.

	Fixed Expenses

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Variable Expenses

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Using Your Expenses to Predict Your Financial Future

Now that we have defined the tools used to predict your future, let’s look at the steps you take to get there.

Step One: Predict your owner’s draw

Step Two: Predict your operating expenses
Step Three: Predict your start-up costs
Step Four: Predict your product price and sales needs
Expenses include all the things you pay to create and sell your product and to run your business.  Here are some pointers on predicting these costs.

Step One: Predict Your Owner’s Draw  

Income analysis begins by ensuring that you have enough sales to support yourself.  You figure this out by completing a household budget.  This tells you at the very minimum how much you need to take out of the business to support your household.  This is called your wage.

	Your Personal Household Budget

	
	
	

	Cash Out
	 
	

	Total Household Expenses
	$
	

	Total Family Care Expenses
	$
	

	Total Transportation Expenses
	$
	

	Total Other Expenses
	$
	

	Total for emergencies and savings
	$
	

	TOTAL CASH OUT PER MONTH
	$
	

	TOTAL CASH IN PER MONTH – from PT job, spouse’s income
	$                              -
	

	                                                SUBTRACT TOTAL CASH IN FROM TOTAL CASH OUT
	$
	

	Amount Needed Each Month from Your Business or your Owner’s Draw
	$ 
	



Step Two: Predict Your Operating Expenses

· Determine your operating expenses. Save receipts or bills from your electric, phone, water, insurance and sewage companies. If you are paying back a loan to a family, friend or bank, also add this to your operating expenses. 
	Operating Expenses (similar to fixed expenses)
	Monthly Expense

	Rent
	$

	Electric
	$

	Gas
	$

	Water and Sewer
	$

	Trash
	$

	Telephone
	$

	Advertising
	$

	Insurance
	$

	Employee Wages
	$

	Payroll Taxes
	$  

	Payroll Service
	$

	Owner’s Draw
	$

	TOTAL MONTHLY OPERATING EXPENSES
	$


Your total monthly operating expenses including owner’s draw are $____________.

Step Three: Predict Your Start-Up Costs 

Some common start-up expenses include: 

· Equipment costs
· Equipment installation costs

· Leasehold Improvements and Renovation Costs

· Start-up supply costs

· Start-up inventory costs

· First 3 months of rent, electricity, gas and water

· First 3 months of employee costs

· Loan expenses
Step Three: Predict Your Start-Up Costs – How to Do It




Step Three: Predict Your Start-Up Costs – What is a Quote?
A quote is a written agreement between you and a supplier that promises a price for goods or services if purchased by a set date. Below is an example of a quote from C&J Beauty Supplies to Mateo’s Beauty Salon.


[image: image52.png]> C & J Beauty Supplies
2 Embarcadero Drive
\ Oakland, Ca. 94612
510/756-2354 fax 510/756-2355

Invoice No.

,~  Customer ~
Name  Mateo's Beauty Salon Date
Address 1 Best Location ever Order No,
City Gakland Rep
Phone  663-0658 FOB
Qty Unit Price TOTAL
2 |Backwash Chairs $1,868.00 $3,736.00
4 |Jorie Styling Chairs $219.00 $876.00
2 |Dryerunits $308.00 $616.00
1 |Reception Desk $2,200.00 $2,200.00
1 |Product Display $2,856.00 52,856.00
8 |Reception chairs $82.00 $656.00
4 |styiing stations $1,652.00 $6,608.00
Prices are good for 30 days.
SubTotal ST7548.00
— Payment Details Shipping & Handling $7.00
Cash Taxes State §1535.45
Check
Credit Card TOTAL

Name
cc#

.

Expires

Gffice Use Only





Step Three: Predict Your Start-Up Costs – Budget
My Start-Up Budget

Business Name: ___________________

Business Owner Name: _______________________

	
	
	
	

	Equipment Needs:
	
	
	Quote

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	Leasehold Improvement Needs:
	
	
	Quote

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	Inventory, Supplies & Delivery costs
	
	
	Quote

	 
	
	
	 

	
	
	
	

	 
	
	
	 

	Payroll (name x hrly rate x hours x 4.5) x3 mths
	
	Projected

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	                     Payroll Tax - (total wages *24%)
	
	
	 


(Continued on next page)

	Permits and Licenses
	
	
	

	Fictitious Name Statement (county)
	
	
	$29.00

	Limited Liability Corp filing (state)
	
	
	70.00

	Sellers Permit (State)
	
	
	0.00

	Business Certificate (City) 
	
	
	90.00

	                     Industry License
	
	
	             

	Building & Zoning Permits
	
	
	 

	   Sign Permit
	
	
	75.00

	   Pre-Application Meeting
	
	
	 

	   Building Permits
	
	
	 

	   Electrical Permit
	
	
	 

	   Plumbing Permit
	
	
	 


	Operating Expenses 
	Monthly 
Expense
	 3-month extension 
of expense

	Rent
	               $
	                    $

	Electric
	
	

	Gas
	
	

	Water and Sewer
	
	

	Trash
	
	

	Telephone
	
	

	Advertising
	
	

	Insurance
	
	

	Employee Wages
	
	

	Payroll Taxes
	
	

	Payroll Service
	
	

	Owner’s Draw
	
	

	TOTAL MONTHLY OPERATING EXPENSES
	
	                     $

	TOTAL START-UP BUDGET
	
	                                  $


Unit Review

What are 2 kinds of business expenses?

____________________________________________________________________________________________________________________________________________________________

Homework – Expenses

[image: image53.wmf]Homework: 
Complete your list of fixed and variable expenses. Complete your start up budget.


Unit 3: Predict Product Price and Sales Needed – Part I
Upon successful completion of this unit, you will be able to:

Describe how to predict product price.

Describe how to predict the quantity of sales needed to cover your expenses.

What’s In a Price?

A price needs to take into account: 

· your cost to make, buy, store, deliver and provide products

· your cost to operate your business

· your competitors’ prices

· the “perceived” benefit of the product or service to the customer

· the image of the product or service

 Step 4: Activity – Predict Jane’s Product Price and Sales Needs

Finding the price for a product involves calculating your expenses and being sure to cover them and have enough left over for yourself. 

The steps to determining product price and quantity are:

First: Figure out the cost of ingredients or the ingredient floor. If you do not have a product but have a service, you will not need to use this formula. 

Second: Find the cost of labor to produce the product or perform the service or the labor floor 

Third: Find the Cost of Goods Sold (COGS) also called the price floor. 

Fourth: Calculate the number of units you must sell to cover your operating expenses

Directions: In the example below, Jane has a business selling nalumpon, a Thai donut. She sells her nalumpon in packages of 8. Jane needs to find the price floor so she can price her nalumpon. Work with your instructor to fill in the blanks and help Jane find her price and quantity.

Example: Jane’s Thai Donuts



First: 
Figure out the cost of ingredients for the final product or the ingredient floor.
· Identify the unit and how you will sell it (called the final product).


What is Jane’s unit?  _______________________

What is her final product? _______________________  

· List all the ingredients needed for the product. How do you find this out? You can use your recipes, instructions, or even a receipt from the last time you purchased materials.

Jane has a receipt from last week that she used to buy her materials. You 

can see her receipt below:



· Now that you have a list of all of Jane’s ingredients, you can figure out what the total cost to Jane is to make her product.


Fill in the table below using the information in Jane’s receipt. 

	Ingredients
	Supplier Unit
	Cost to Jane

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL
	


· Jane must determine the number of units she can make from her list of ingredients and supplies. If you have a recipe, this is very easy. However if you have a different kind of product, you may estimate. 

Jane knows she was able to make 1,000 donuts using the ingredients above. 

· Next you can find the ingredient cost per unit by dividing the total cost to Jane by the number of units she can make. 

What was Jane’s total cost? 


     $___________ /
How many nalumpon did Jane make? ______= $___________

What is Jane’s ingredient cost per unit?
     $____________

· Lastly, find Jane’s ingredient floor, or lowest cost to cover her ingredients, for her final product. Your final product represents the number of units in it.


Jane does not sell her nalumpon as one unit. Remember, she sells her 

nalumpon in packages of 8. Therefore, she must multiply her ingredient 

cost per unit by the # of units in a package to find her ingredient floor. 
What was Jane’s ingredient cost per unit? 

       $___________ 
How many nalumpon is in one package? X _________= $___________

What is Jane’s ingredient floor?


       $____________

Second: 
Find the cost of labor to produce the final product or perform the service or the 

labor floor.

In addition to the ingredient costs, there are the labor costs which are the 

expenses that relate to the labor in the making, packaging and delivering 

of the donuts. 

· List laborer needs to make product or to provide service.


In Jane’s case, she does not have any employees yet but she still has to 

calculate the time it takes to make her nalumpons. She will give her labor 

a cost of $12 an hour.  Jane estimates in one hour she can make, package, 

and deliver 100 nalumpons. 

	Employee 
	# of units per hour
	Hourly rate

	Jane


	
	


· Calculate the labor cost per unit. Divide the total hourly rate by the number of units the labor can make per hour


· What is Jane’s hourly rate? 


                $___________/

· How many units can she make in one hour?_______ = $___________

· What is Jane’s labor cost per unit?                                 $___________

· Calculate the labor floor. Remember to think about how many of each unit you sell to the customer in a package. This is called your final product.. 

Jane sells 8 units together as her final product. Therefore, she must multiply her labor cost per unit by the # of units in a package to find her ingredient floor.

What was Jane’s labor cost per unit? 

             $___________ 
How many nalumpon is in one package?  X ___________=  $___________

What is Jane’s labor floor?
                                                 $____________

Third: 


Add the ingredient floor and the labor floor to get your Cost of Goods Sold (COGS) also called your price floor. This is the absolute minimum price Jane can charge for her products 
or services to cover her COGS. 

Calculate Jane’s Price Floor:

Cost of Goods Sold


Ingredient Floor:


$_________


Labor Floor:



$_________

Jane’s COGS or Price Floor

$_________

This means her price for selling 8 donuts cannot be below $________ to cover
her Cost of Goods Sold.
Fourth:  
Now that you know the minimum price Jane can charge customers to cover her COGS, you must calculate how many products she must sell to cover owner’s draw, operating expenses, and even a loan payment. 

· Determine Jane’s operating expenses. Jane has saved receipts or bills from her electric, phone, water, insurance and sewage companies. She is also paying back a loan to a family member and must add this to her operating expenses. In addition, Jane has decided how much money she would like to take out of the business for her salary or owner’s draw per month.


Jane created an operating budget with estimates of her monthly expenses below: 

	Operating Expenses (similar to fixed expenses)
	Monthly Expense

	Rent
	$  1,200.00

	Electric
	$    400.00

	Gas
	$    200.00

	Water and Sewer
	   $    125.00

	Trash
	    $     80.00

	Telephone
	                $     50.00

	Advertising
	$    200.00

	Insurance
	$    300.00

	Loan (10,000 at 9% at 36 months)
	$    318.00

	Owner’s Draw
	$  2,000.00

	TOTAL MONTHLY OPERATING EXPENSES
	$   4,873.00




Jane’s monthly operating expenses are $____________.

This is the amount it will take per month to pay her expenses

related to running her business, pay herself and her loan. 

· Find gut price for Jane’s final product. The gut price is simply the price floor multiplied by 2. Most companies in the industry “mark up” or increase the cost of their products by doubling the price floor. You can do the same.


What was Jane’s price floor? 

  $_____________

X 2   =$_____________

What is Jane’s gut price? 

  $_____________

· Stop, Look and Listen to Jane’s customers and competitors. Based on her research on her competitors, is Jane’s price above or below her competitors? 

· If her price is higher than her competitors: 

She needs to figure out why. Does Jane’s product have special, rare ingredients that her competitors do not use? 

· If Yes, great! Jane can justify selling at a higher price but she must let the customer know why by explaining that her product is better than her competitions’. 

· If No, Jane will have a hard time asking her customers to pay a higher price. She must figure out what her most expensive ingredients are and find out where to get them cheaper. Where do her competitors buy their ingredients? Is she paying her employees too much money? She must find the ways she can cut costs so that her final price to customers is comparable to her competition’s price.

· If Jane’s price is lower than her competitors:
If her price is below, great! That means she may make more sales and her business can make more money. Jane can decide whether to charge that price, a lower price, or a higher price. Remember, she must make sure her price is what customers are willing to pay and sometimes that may even mean raising the price. 

Jane’s gut price is $ ________  but from her research, Jane found her competitors’ price is $3.10. However her competitor’s sell American donuts

and Jane thinks her nalumpon’s are unique enough that she can charge more. 

Jane wants to charge a price of $3.50

· Calculate the contribution per final product to operating expenses by subtracting Jane’s price floor from your final price. 


Let’s use Jane’s price of $3.50 minus her price floor of $ _____  = $ ______ 
Jane’s contribution per final product is $ ______
· Calculate how many sales Jane needs per month to support monthly expenses by dividing her monthly operating expenses by her contribution per final product.


What are Jane’s monthly operating expenses? 

$ _______ /

What is Jane’s contribution per final product?  

$ _______ 










=
   _______


Jane needs to sell at least _______boxes of nalumpon per month (round up to nearest whole number) to cover her expenses

· Stop, Look and Listen. Based on customer and competitor studies, will Jane be able to sell the number of final products you calculated using the formula above?


Jane needs to sell _______boxes of donuts per month to support expenses.

Her competitors are selling 4,000 units per month.

Is it reasonable to assume Jane can sell _______units of nalumpon per month? 

Unit Review

1. The ______________________ is the ingredient floor + labor floor.

2. The gut price id the labor floor x ______________.

3. The labor floor tells you the price you cannot go ____________ to cover your labor costs.

Homework – Presentation Board
[image: image54.wmf]Homework:
Work on your presentation board.

Unit 4: Predict Product Price and Sales Needed – Part II

Upon successful completion of this unit, you will be able to:

Predict your product price.

Predict the quantity of sales needed to cover your expenses.

Step Four Activity – Predict Your Product Price and Sales Needs
Finding the price for a product involves calculating your expenses and being sure to cover them and have enough left over for yourself. 

The steps to determining product price and quantity are:

First: Figure out the cost of ingredients per final product or the ingredient floor. If you do not have a product but have a service, you will not need to use this formula.
Second: Find the cost of labor to produce the final product or perform the service or the labor floor 

Third: Find the Cost of Goods Sold (COGS) also called the price floor = ingredient floor + labor floor. 

Fourth: Calculate the number of units you must sell to cover your operating expenses.

Directions: Complete the charts below to determine your product price and quantity.

See example: Jane’s Thai Donuts Chapter 3, Unit 3

First: Figure out the cost of ingredients of your final product or the ingredient floor. If you do not have a product but have a service, you can calculate your materials and supplies floor. 

Product description:______________




Final Product: _______ea.  or _______ # in each package.
Fill out the table below. 
	Ingredients or Supplies
	Supplier Unit
	Cost to You

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL
	


· Determine the number of units you can make with your list of ingredients and supplies. If you have a recipe, this is very easy. However if you have a different kind of product, you may estimate. 
Example 1: Jessica can make 20 cookies with her list of ingredients. The number of units Jessica can make therefore is 20.

Example 2: Using one ream of yarn, Anita can make a total of 2 sets of gloves. 

· Next you can find the ingredient cost per unit by dividing the total cost to you by the number of units you can make. 

What is your total cost? 


                 $___________ /
How many units can you make?
     ___________=$___________

What is your ingredient cost per unit?
     
     $___________

· Lastly, find your ingredient cost floor. Remember to think about how many of each unit you sell to the customer in a package. This is called your final product. If you sell one unit, then your ingredient floor is the same as your ingredient cost per unit.

What is your ingredient cost per unit?       
            $___________ 
How many units are in one package?  X ___________= $___________

What is your ingredient floor?
      


$____________

Second:   Find the cost of labor to produce the product or perform the service or the 

labor floor. 

Fill in the table below with the number of employees, number of units they can make together, and their hourly wage. Include the cost of your own labor here.
	Employee 

Role
	# of units per hour
	Hourly Wage

	
	
	

	
	
	

	
	
	


Add up all of their hourly wages. What is your employee’s total hourly wage? $  _________
· Calculate the labor cost per product. Divide the total hourly rate by the number of units the employees can make in one hour. 

What is your employees’ total hourly wage?

$__________/
How many units per hour can they make?   _____ = $_________

Your labor cost per unit  is


$ ________

· Calculate your labor cost floor. Multiply the labor cost per unit by the number of units in your final product.

Example 1: Margaret makes scarves and only sells 1 scarf at a time. The number of pieces in her final product for Margaret is 1.


Example 2: Maria makes cupcakes and sells them in a box of 4. The number of pieces in her final product for Maria is 4.

Your labor cost per unit  is
 

    
$ ________

How many pieces are in a final product? X  ____  = $ ________

Your labor floor is 




$ ________

Third: 
Add the ingredient floor and labor floor to get your Cost of Goods Sold (COGS) also called your price floor. This is the absolute minimum price you can charge for your products or services to cover ingredients and labor. 

Cost of Goods Sold per Final Product

Ingredient Floor:


$_________


Labor Floor:


       +   $_________

Your COGS or Price Floor
       =   $_________

This means your price for your final product cannot be below $________ to cover your Cost of Goods Sold.
Fourth:  
Now that you know the minimum price you can charge customers to cover your COGS, you must calculate how many products you need to sell or services you must provide to cover your owner’s draw, operating expenses, and even a loan payment. 

· Determine what your operating expenses will be. Get estimates for rent and for utilities. Save receipts or bills from your electric, phone, water, insurance and sewage companies. If you are paying back a loan to a family, friend or bank, also add this to your operating expenses. In addition, decide how much money you would like to take out of the business for your salary or owner’s draw per month.
	Operating Expenses (similar to fixed expenses)
	Monthly Expense

	Rent
	$

	Electric
	$

	Gas
	$

	Water and Sewer
	$

	Trash
	$

	Telephone
	$

	Advertising
	$

	Insurance
	$

	Employee Wages
	$

	Payroll Taxes
	$  

	Payroll Service
	$

	Regular cost to commute to jobs
	$

	Owner’s Draw
	$

	TOTAL MONTHLY OPERATING EXPENSES
	$


Your total monthly operating expenses including owner’s draw are $____________.

· Find gut price for your product or service. The gut price is simply your price floor multiplied by 2. Most companies in the industry “mark up” or increase the cost of their products by doubling the cost. You can do the same.

What was your price floor? 

$______________





          


X 2   = $_____________

What is your gut price? 

$______________

· Stop, Look and Listen to your customers and competitors. Based on your research on your competitors, is your price above or below your competitors? 

· If your price is higher than your competitors: 

Figure out why. Does your product have special, rare ingredients that your competitors do not use? 

· If Yes, great! You can justify selling at a higher price but you must let the customer know why by explaining that your products or services are better than your competitions’. 

· If No, you will have a hard time asking your customers to pay a higher price. Figure out what your most expensive ingredients are and find out where to get them cheaper. Where do your competitors buy their ingredients? Are you paying your employees too much money? Find the ways you can cut costs so that your final price to customers is comparable to your competition’s price.

· If your price is lower than your competitors:
If your price is below, great! That means you may make more sales and your business will can more money. You can decide whether to charge that price, a lower price, or a higher price. Remember, you must make sure your price is what customers are willing to pay and sometimes that may even mean raising the price. 

How much do your competitors charge for their products or services?








$____________

How much will you charge for your product or service?    $____________


· Calculate the contribution per final product to operating expenses by subtracting your price floor from your final price. 

Your  final price                             $________________
Your price floor                           - $________________

 Contribution per final product    =$________________
· Calculate how many sales you need per month to support monthly expenses by dividing your monthly operating expenses by your contribution per final product.

Your total monthly operating expenses? 


$ _______ /

Your contribution per final product?  

            $ _______ 










         =
   _______


You need to sell at least _______final products per month (round up to nearest whole number) to cover your expenses

· Stop, Look and Listen. Based on customer and competitor studies, will you be able to sell the number of units you calculated using the formula above?


You need to sell _______final products per month to support your expenses.

Your competitors are selling, ______ final products per month.

Is it reasonable to assume you can sell _______units of nalumpon per month? 

Unit Review

1. The ______________________ is the one you sell to the customer.

2. _________________ expenses include insurance, rent and utilities.
3. Units are the number of items contained in a final product.

Homework – Start-Up Budget
[image: image55.wmf]Homework:
Complete Predict Product Price and Sales Needed for your presentation board.

Unit 5: Balance Sheets

Upon successful completion of this unit, you will be able to:

Explain the function of a balance sheet.

Describe how to track business assets and liabilities.

Accurately fill in a sample balance sheet.

Vocabulary – Balance Sheets

	1. 
	up and running
	(v)  started; going smoothly

	2. 
	expect
	(v)  predict; imagine

	3. 
	conservative
	(adj.)  cautious; careful

	4. 
	estimates
	(n)  calculations formed on the basis of one’s judgment or research

	5. 
	balance sheet
	(n)  a tool used to calculate how much equity one has by subtracting liabilities from assets

	6. 
	equity
	(n)  the value of something that you own

	7. 
	income statements
	(n)  an accounting of income and expenses that indicates a business’ net profit or loss over a certain period of time, usually one year

	8. 
	free and clear
	(descriptive phrase)  safe; without restriction or exception

	9. 
	crunch some numbers
	(v)  to calculate something mathematically

	10. 
	assets
	(n)   anything your business owns including cash, equipment, inventory, and so on

	11. 
	inventory
	(n)  merchandise or raw materials that your business has in stock

	12. 
	liabilities
	(n)  money you owe, such as loan amounts and accounts payable

	13. 
	accounts payable
	(n)  the amount you owe for goods and services you have received; your bills


Dialog – Balance Sheets

Blanca’s cake baking  business is up and running, and has been quite a success.  She invites MeeYoung over to help her celebrate.

Blanca:
I’m glad you could come over, MeeYoung.  I’m so excited about the business.

MeeYoung:
I’m happy to help you celebrate.

Blanca:
Isn’t it great?  The business is up and running and I have even shown a profit for the last month.

MeeYoung:
In your cash flow projections, did you expect to show a profit this soon?

Blanca:
Oh no.  I was pretty conservative in my estimates.  I didn’t expect to be able to sell as much as I have so soon.  Maybe it’s because I opened close to the holiday season …

MeeYoung:
That was a smart idea.  You definitely chose a good time to get your name out there.

Blanca:
I just hope my luck continues into the New Year.

MeeYoung:
Have you done your balance sheet yet?  Do you know how much equity you have built up already?

Blanca:
Well, I was hoping maybe you could help me with that.  I have been keeping track of the monthly profits using income statements, but I haven’t gone as far as the balance sheet yet.

MeeYoung:
Let’s see how much closer you are to owning your business free and clear.

Blanca:
Okay.

MeeYoung gathers things and looks over the cash flow statements and monthly income statements that Blanca has completed.

MeeYoung:
Things look good.  Let’s crunch some numbers.  First, list all of your assets that you would include on your balance sheet.

Blanca:
Okay, that would be things like my current inventory of supplies, and my equipment, like my pots, pans, delivery truck, etc.

MeeYoung:
Good.  You should also include the money you have in the bank, plus accounts receivables – that’s how much people still owe you for cakes they got on credit.

Blanca:
Okay, so I have cash, receivables, inventory and equipment in my assets.  Now what?

MeeYoung:
How much do you still owe on the truck?  You don’t own it free and clear, do you?

Blanca:
No, I took out a loan for the truck.  So the amount left on the loan needs to go in a different place, right?

MeeYoung:
Yes.  That amount goes in the liabilities section.  Anything you still have to pay goes there.  But the total value of the truck goes in as an asset.

Blanca:
I still have a bank loan to pay off, too.  And there are some bills in my accounts payable folder.

MeeYoung:
Okay, those go with liabilities.

Blanca:
So what is this place on the chart that says equity?

MeeYoung:
That’s where the balancing comes in.  The equity is what is left over after you add all of your assets and subtract your liabilities.  Basically, since you don’t own everything free and clear, the total in your assets section isn’t really how much you actually own.  Your equity is what you actually own.  So the amount in your assets section should be equal to your equity plus your liabilities.

Blanca:
So, any time I pay something off, it goes out of my liabilities section and into my equity section, since I don’t owe it to anyone anymore?

MeeYoung:
Right.

Blanca:
So just looking at my profits doesn’t help me to know how much I really have, free and clear, right?

MeeYoung:
Right.  That’s why the balance sheet is important.  Now, let’s see how you’re doing …


They sit down together to fill in Blanca’s balance sheet. 

Comprehension Questions

Directions: Answer the questions below based on the dialog.

Why has Blanca invited MeeYoung over?

Did Blanca’s business show a profit or a loss last month?

What is Blanca going to put in her “assets” section?

Does Blanca own her truck completely, or does she still owe money?

What is Blanca going to put in her “liabilities” section?

 Financial Reports Vocabulary Table

	1. 
	Accounts Payable
	The amount you owe for goods and services you have received.  (Your bills)

	2. 
	Accounts Receivable
	The amount other people owe you for goods or services you gave them on credit.

	3. 
	Assets
	The money and things your business has.  This can include cash, money in your bank accounts, equipment, and inventory.

	4. 
	Cash Receipts
	The income you received from selling your product on the spot.  People bought your product and paid you right away.

	5. 
	COGS
	(Cost of Goods Sold) The costs of producing your product, such as the raw materials and equipment.

	6. 
	Credit
	A positive transaction.  Results in an increase or addition.  (+)

	7. 
	Debit
	A negative transaction.  Results in a decrease or subtraction.  (-)

	8. 
	Fiscal Year
	The 12 months of your business cycle.  It does not have to start in Jan. and end in Dec.  You can choose your fiscal year depending on when you start your business.

	9. 
	Gross
	Total

	10. 
	Liabilities
	The amounts owed by a business at any one time.

	11. 
	Net
	Total minus any deductions.  

	12. 
	Operating Costs
	The costs of running the business, such as utilities, insurance and rent. Sometimes also called fixed costs.  

	13. 
	Organizational Costs
	The costs involved in getting the business set up, such as attorney fees and filing fees.

	14. 
	Sales
	Products or services you sell.  Sometimes, you have a sale but you don’t get the money right away (see Accounts Receivable).  Sometimes you get the cash on the spot (see Cash Receipts).

	15. 
	Spreadsheet
	A sheet of paper (or computer file) with columns and rows, used for calculations.  Used in business and accounting.


Activity – Identifying Blanca’s Assets and Liabilities

Directions:  Blanca’s bakery has the following assets and liabilities.  Help her fill in the balance sheet on the next page to determine her Owner’s Equity.

	Description
	Amount

	She got a loan from the bank and has a balance outstanding.
	$8,959.36

	She has an inventory of flour, sugar, etc. on hand to make her cakes and icings.  It is all paid for.
	$458.59

	An investor loaned her some capital, which she has in the bank, but needs to pay back.  Her first payment is next month.
	$1,000.00

	She itemized her business telephone calls from her personal phone bill.  She still has to pay this bill.
	$52.65

	She has decorating equipment, such as molds, cake pans, icing tips, mixing bowls and utensils on hand.  These are paid for in full.
	$472.77

	She bought decorating consumables that go with the cake when it is purchased, such as pedestals, plates/bases, doilies, boxes, etc.  She still has to pay this bill.
	$276.64

	She took out a small ad in the local advertiser.  She still has to pay this bill.
	$25.00

	She has money in her checking account.
	$2,382.56

	She has money in her savings account.
	$7,500.00

	Some of her customers still owe her money for cakes they got on credit.
	$100.00

	She has some paper, file folders, labels and printer cartridges.  These are paid for in full.
	$127.65


Blanca’s Balance Sheet

	ASSETS
	

	
Checking Account
	

	
Savings Account
	

	
Accounts Receivable
	

	
Inventory
	

	
Equipment
	

	
Total Assets
	

	
	

	LIABILITIES
	

	
Accounts Payable
	

	
Debt (loans)
	

	(Total Liabilities)
	

	EQUITY
	

	
Owner Investment
	

	Total Liabilities and Equity
	


(Remember:  Assets - Liabilities = Equity, so Assets = Liabilities + Equity)

Unit Review

1. The money and things your business has are your __________________.

2. Liabilities are the amounts a business _____________ at any one time.
3. Assets – Liabilities = _____________________..

Homework – Presentation Board
[image: image56.wmf]Homework:
Work on Your Presentation Board.
Unit 6: Managing Your Cash In

Upon successful completion of this unit, you will be able to:

Identify what business information you need to track on a daily, monthly and yearly basis.

Describe a Z-Report and what it is used for.

Describe a Cash Flow Statement and what it is used for.

Describe a Sales Journal and what it is used for.

List tools businesses use to track cash in.

Create a “Cash In Toolbox” for your first year of business.

 Tracking Your Business Success

What information do you need to know about your business daily?

	Questions
	
	Why?

	How many sales did I make today? 

	
	Cash in per day

	How many expenses did I have today?

	
	Cash out per day


	Who owes me money today?
	
	Accounts receivable - who do I need to invoice for payment?



	Who do I owe money today?
	
	Accounts payable - what bills do I need to pay?



	What is my cost to produce and provide my product/services?
	
	Is my pricing strategy supporting my expenses?




	How many customer transactions did I have today?
	
	Am I having enough customer activity to support my expenses? Do I need to do 

more marketing?



	How much inventory do I have?
	
	Do I need to go shopping or do I need to have a sale to sell inventory quickly?



	What does my business own?
	
	What can I sell, if needed, to create cash?



	What does my business owe?
	
	How much do I need to save?

	What equipment or business needs will I have in the future?
	
	How much do I need to put aside for savings or reserves?


Your Cash In Management Toolbox

	Tool
	Description

	Cash Register Statement
	This is the amount of cash and coins you put into your cash register each day.  At the end of the day you count all your cash and coins and subtract out this amount.  This tells you the amount of new cash that came into business through the day’s transactions. 

	Z-Report
	This is final report done by your cash register that summarizes all the ways income came into your business that day. It tells you your total income and sales tax collected per day. 

	Sales Journal
	A chart that keeps daily income by sales category.

	Deposit Slip 
	This is a bank receipt which serves as proof of the amount of money you put into your bank account daily. 

	Check Register
	This is a report with your checks that tracks your deposits (and expenses) and gives you a “to the moment” visual report of how much money your business has.

	Accounts Receivable Report
	This is a record of who owes you money.  If payment is late beyond 10 days, a reminder letter is sent.  If payment is late beyond 30 days, a delinquency letter is sent demanding payment.  

	Bank Statement
	A bank statement that summarizes all of your deposits and expenses per month. 

	Quarterly Sales Tax

Statement
	A statement that shows the State the total of your sales per quarter and how much you collected in sales tax 

	Year End Schedule C

Income Tax Form
	The business tax statement that shows the federal government annually the net income of your business after paying out all expenses. 

	Year End- 1040 Income Tax Statement


	The personal income tax statement that shows the government net personal income earned per year.


These are some tools you can use to manage your cash in.

Tracking Your Cash In

	1) Do a Z-Report daily as record of daily sales.           



	2) Keep all Deposit Slips and enter all deposits into a check register when depositing money.

    

	3) Keep a daily Sales Journal. Enter information from Z report daily.


	4) Keep Cash Flow Statement Monthly




	5) Do a Year End Income Tax Statement- 1040 Schedule C and SE

    Information is found from year end totals of cash flow statement





The Z-Report


Activity – Completing a Sales Journal

A Sales Journal is the record of your sales per day by category.  If kept daily, it can:

Provide you with your total sales and sales tax owed per month

Help you see what is selling and what is not

Give you information you need to enter on the Cash In portion of your Cash Flow Statement

Tricks for success

Match Sales Journal Categories to Z-report categories

Enter data daily

Summarize data monthly

Directions: Here is an example of an Income Journal for a restaurant, Taco Y Más. On the following page there are several Z-reports for the same business.  Fill out the Income Journal by looking at the information in the Z-reports on the following page. Your instructor will complete one as an example.  
	Income Journal


	
	
	
	
	
	
	

	January, 2006
	Taxable
	Taxable
	Taxable
	Taxable
	Taxable
	Taxable
	
	
	

	
	1
	2
	3
	4
	5
	6
	Total
	Taxable
	Sales Tax 

	
	$1.25
	$4.25
	$4.50
	$3.50
	$0.75
	$1.75
	Sales
	Sales
	Collected

	
	Tacos
	Enchilada
	Quesadilla
	Burritos
	Soda
	Flan
	Today
	Today
	 

	Date of sale
	
	
	
	
	
	
	 
	 
	 

	enter number sold
	 
	 
	 
	 
	 
	 
	 
	 
	 

	1/1/2006
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	1/2/2006
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	1/3/2006
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	1/4/2006
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Total for
	
	
	
	
	
	
	
	
	

	month
	
	
	
	
	
	
	
	
	


Z-Reports for Taco Y Más


The Cash Flow Statement

The Cash Flow statement is the summary of all the ways cash came into your business and went out of your business per month.  If kept monthly, it can:

provide you with the information you need to complete your year end Tax records.

help you see trends in your income and expenses over time.

Tricks for success

· Match Cash In categories to Income Journal 

· Enter data monthly

· Balance cash position to bank balances

Taco Y Más

Cash Flow Statement

January 1, 2006 – December 31, 2006

	Cash In
	
	Jan. 06
	Feb. O6
	March 06
	
	Total for year

	Tacos
	
	
	
	
	
	

	Enchiladas
	
	
	
	
	
	

	Quesadillas
	
	
	
	
	
	

	Burritos
	
	
	
	
	
	

	Soda
	
	
	
	
	
	

	Flan
	
	
	
	
	
	

	Sales Tax Collected
	
	
	
	
	
	

	Accts. Rec.
	
	
	
	
	
	

	Loan
	
	
	
	
	
	

	Savings
	
	
	
	
	
	

	Total Cash In


	
	
	
	
	
	


Activity – The Schedule C

Schedule C is the tax statement used by Sole Proprietors at the end of the year to show the income and expenses of their business.  Each business structure has its own Tax Statement.  Check www.irs.gov to make sure you are filling out the correct form each year for your business structure.

Directions: Work with your instructor and class to fill out this Schedule C for Taco Y Más.

	Schedule C

Form 1040
	Profit and Loss from Business

(Sole Proprietorship)
	2006

	Name of Proprietor


	Social Security Number (SSN)



	A Principal Business or profession
	B. Enter Code from Pages C-8,9,10



	C. Business Name
	D, Employer ID Number (if any)



	E. Business Address    

City, State, Zip Code



	F. Accounting Method    (1)       Cash    (2)       Accrual      (3)      Other: ________________

G. Did you materially participate in the operation of this business during 2006?                       Yes         No

H. If you started or acquired this business during 2006, check here…………………………… …..……



	Part 1:       Income

	1 Gross Receipts or Sales


	1
	

	 2   Returns and Allowances
	2
	

	 3   Subtract Line 2 from Line 1
	3
	

	 4   Cost of Goods Sold ( from Line 42 on page 2)
	4
	

	5   Gross Profit: (Subtract Line 4 from 3)


	5
	

	 6  Other Income.
	6
	

	7  Gross Income. (Add lines 5 and 6)


	7
	


The 1040 Income Tax Statement
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Cash In Toolbox Materials

Sample Income Journal



Sample Schedule C





Sample 1040 form
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Sample Form SE
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Unit Review

1. The income journal shows dollar amounts that come from the daily ___ reports.

2. The ___________________statement lets you see how much money is coming in and leaving the business.

3. The Schedule C lets you report your _________________ before subtracting your business expenses.
Homework – Income Journal
[image: image60.wmf]Homework: 
Complete Income Journal. Work on your presentation board.
Unit 7: Managing Your Cash Out

Upon successful completion of this unit, you will be able to:

Use tools to track the cash going out of a business.

Determine how to record expenses on a Schedule C statement.

Write a check and use a check register. 

Identify the components of an invoice.

Create a Cash Out Tracking Toolbox.

Tracking Your Cash Out

	Tracking Your Cash Out

	1) Receipts

                         [image: image61.wmf]

	2) Check Register as Expense Record

                                           

	3) Expense Journal   



	4) Monthly Cash Flow Statement 




	5) Year End Income Tax Statement- 1040 Schedule C and SE





Your Cash Out Management Toolbox

These are some tools you can use to manage your cash out.

	Tool
	Description

	Receipts 
	Statements from vendors showing proof that you purchased something.

	Paid Bill Files
	Files ordered by vendor showing proof that payment was made. When payment is made it is good practice to write paid and the check number on the bill before filing it. 

	Checks & Check Register
	Legal tender for paying for products and services that also creates a track record through a check register, duplicate checks, and monthly bank statements. This gives you a “to the moment” visual report of how much money your business has.

	Daily Expense Journals
	A series of charts that keep daily expenses by sales category.

	Sub-Laborer Agreement
	A written agreement between you and a non-employee that outlines the terms of labor being provided to your business.

	Accounts Payable Report
	A list of who you owe money to.  

	Bank Statement
	A statement from the bank that summarizes all of your deposits and expenses each month. 

	Copy of your Quarterly Sales Tax

Statement
	A statement that shows quarterly sales tax paid. 

	Year End Schedule C

Income Tax Form
	The business tax statement that shows the federal government annually the net income of your business after paying out all expenses. 

	Year End- 1040 Income Tax Statement


	The personal income tax statement that shows the government net personal income earned per year.


Tools for Tracking Your Cash Out

Tricks for Success

· Create Expense Categories

· Limit cash transactions

· Run all transactions through checkbook

· Keep everything ---receipts, copies of paid bills
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An Invoice Example

This is an example of an invoice to Tacos Y Mas from their supplier, The Big Cheese.  An invoice tells you how much money you owe for the services or products you have purchased or received.

[image: image63.png]las =] The Big Cheese, Inc

. Invoice No. 5680
456 Antioch Street
Oakland, Ca. 94611
Customer N
Name  TacoY Mas Sensational Date 99/2008
Address T Best Corner in Town Street Order No.
City Gakland State Ca.__ ZIP 94612 Rep
Phone ) | FoB
U =)\
ay Description Unit Price TOTAL
8 |cases of cheese $12.50 $100.00
4 |cases tomatoes $8.00 $32.00
2 [cases of onions $4.50 $9.00
3 |cases of lettuce $2.25 $6.75
5 |cansof salsa $6.75 $33.75
- SubTotal $181.50
,~— Payment Details ~ Shipping & Handling $7.00
O Cash Taxes State $15.88
©  Check
O Credit Card TOTAL $204.38
Name
cc# Gfice Use Only
Expires, )
- /

Don't mess with anybody but the Big Cheese!
Simply the freshest cheese and vegetables anywhere!

J




Activity – Your Check Register

Tricks for Checking Account Success

· Open a separate checking account for business transactions

· Deposit all income through checking account for paper trail 
· Pay all expenses by check – not cash to create a paper trail.
Directions: Imagine that you are the owner of Tacos y Mas.  Use the checks below to pay the following expenses:

Ms. Landlord - $1,200

The Big Cheese – look at the invoice on the previous page for amount



Expense Journals

There are different types of expense journals.  Each journal type is related to an expense category on the Cash Flow Statement.

Tricks for Success

Decide what kind of expense it is:

Variable

Fixed

Match expense categories to Journal columns

Match journal columns to Cash Flow Statement expense lines

Enter data daily

Summarize data monthly

Activity – Using Expense Journals

Directions: The next few pages contain the following Expense Journals:

Variable expense journal

Fixed expense journal

Payroll expense journal

Debt expense journal

Use the journals on the following pages to enter these expenses for Tacos y Mas.

Check 301 to Ms. Landlord - $1,200

Check 302 The Big Cheese– $188.50

Receipt from Rite Aid on 1/07/06 for paper towels for $ 5.85 (cash)

Debit Card to Sysco on 1/10/06 for $125.00

Cash payment to Juana’s Tropical Fruit on 1/10/05 for 85.00

Check 303 to PG&E - $150.00

Check 304 on 1/12/05 to water company $27.00

Check 305 on 1/12/05 to Calstate Insurance $221.00

Receipt from Lilia’s Fish Pond for a goldfish $2.50

Debit card to Costco on 1/15/05 for food inventory $100 and supply inventory $26.25

Payroll report from We take care of you Payroll Service for $750.00 wage, 165 payroll fee; and 1.50 service fee

A memory – purchased $65.65 worth of food at Juana’s Tropical in cash but don’t have receipt. 










Activity – Putting It All Together

Tricks for Success

· Match your cash flow statement lines to journal categories

· Enter totals of each Sales Journal category monthly

· Enter totals of each Expense Journal category monthly

· Balance bank statement monthly 

Directions: On the next few pages, you will find a Cash Flow statement, a Schedule C, and a 1040 Tax form.  Work with your instructor to complete the following:

Enter Journal Entry totals onto the Cash Flow Statement

Enter Cash Flow Statement Totals onto the Schedule C

Enter Schedule C Totals onto the 1040 Tax form


Sample Schedule C



Sample 1040 Income Tax Form



Sample Form SE


Storefront Presentations

Telling Your Story at C.E.O. Women Storefront Presentations II

Following are some questions that guests might ask you about your business plans. Practice asking and answering them with a partner.

Questions from previous Storefront Presentations I:

· What is your mission?

· Who are your target customers?

· What customer needs have you identified?

· Who are your competitors?

· What are you planning to do better than your competitor?

· What products and services will you provide to meet the needs of your customers?

New questions for Storefront Presentations II:

· What is your form of business?

· How did you come up with your marketing image – name, logo and slogan?

· What do you have planned for you promotions campaign?

· What is your start up budget? How did you determine your costs?

· How did you determine your pricing?

Unit Review

1. An ____________________ lets you keep track of an expense you must pay or have paid.

2. The ___________________let you figure out if you have earned a profit or had a loss.
3. The Schedule C lets you write of some of your _________________ expenses.

Homework – Presentation Board
[image: image64.wmf]Homework: 
Finish your Storefront Presentation Board.  Presentations will take place during the next class.
Course Review

Starting up a business is risky.  In this class, you have learned how to reduce that risk by:

Understanding your customers.

Knowing your competitors.

Defining your products and services.

Planning for advertising and promoting your business.

Devising a management plan.

Keeping records.

Reducing Risk by Understanding Customers

How does knowing your customers reduce risk?

Your customer is your business!
GEOGRAPHIC INFO is…

Knowing WHERE your customers are

DEMOGRAPHIC INFO is…
Knowing WHO your customers are

MOTIVATION INFO is…
Knowing WHY your customers need your products and services

PRODUCT INFO is… 
Knowing WHAT your customers want and need

BUYING INFO is…
Knowing WHEN and HOW your customers buy

This information helps your business know:
· How you can fill your customers’ NEEDS

· What motivates a customer to buy your products

*   Where you need to be located to serve your customers

*   Where to target your marketing and promotion activities

*   What kinds of products and promotion activities are good to reach your

 customer base

*   Who does the buying for a family

*   What prices will be affordable for your targeted customer base

*   What products and services to offer and how much to buy

Where to find this information:
· Demographics: Public Library, Real Estate Agents, Internet 

· Motivation Info: Surveys, friends, family, associations

Reducing Risk by Knowing Competitors

How does knowing your competitors reduce risk?

Key Things to Know about your Competition:
· Location ~ are you in a better place to reach customers?
· Hours ~  are your hours able to better serve customers?
· Prices ~ are yours lower than your competitors? If not, why?
· Product Lines ~ are your products what your customers need and want?
· Customer Base ~ who are they and what is motivating them to buy?
· Their Strengths ~ what do you need to do better?
· Their Weaknesses ~ what can you do to get the competitive edge?
Knowing your competitors helps YOU know what you must do to be

BETTER than your competition.
Where to find this information:

· Phone Books



· Internet

· Business Directories

· Visits to your competition
· Asking family and friends who they purchase products and services from

Reducing Risk by Defining Products and Services

How does knowing your Products and Services reduce risk?

It is not the product that a customer buys, but the benefits 

the product gives to the customer
Knowing the Details of your Product and Services helps you to:

· Know Cost of Goods Sold; the cost to make, buy, ship, store and sell each product or service

· Know a fair purchase price for the product from the suppliers

· Determine a fair price to your customers 

· Identify the features; the characteristics of your product and service

· Determine the benefits; the reasons why the product or service is important to the customer so they will buy it 

Where to find this information:

· Supplier catalogs



· Internet

· Visits to your competition

· Doing market surveys

· Holding “focus groups”

Reducing Risk by Having a Marketing Plan

How does a smart marketing plan reduce risk?

 The tools for promoting your business are the tools which say 

‘BUY ME’ and ‘I BENEFIT YOU’ 

Goals of Promotion:
· Builds relationships with your customers

· Educates customers about your products, services and business values

· Associates your name with the customer’s need for your products/services

· Describes the benefits of your business to your customers and community
A Marketing Plan: 
· Describes your products and services

· Defines your targeted customer base ( who you plan to serve)

· Identifies your competition

· Describes your competitive edge

· Defines what your business believes 

· Describes your packaging and presentation plan
· Describes how you will let your customers know about your business
Don’t forget to:
· Decide on your business name, and make sure it is not being used by contacting the Alameda County Clerk office at 510/272-6363
· Register a Fictitious Name—if naming your business anything but your name. Register with:

Alameda County Clerk  

1106 Madison Street,  Rm 136 

Oakland, CA                                
510/272-6363
         
www.co.alameda.ca.us/auditor/reclerk.shtml#16
Reducing Risk by Having a Management Plan

How does having a good management plan reduce risk?

 A good manager knows the strengths, weaknesses, opportunities

 and threats of his/her business and business environment.  

A good manager avoids trouble by knowing her own and the business’ strengths, weaknesses, threats and opportunities. 

A strong Management Plan:

· Defines how you will run your business and your operating system for managing permits and licenses and tax obligations.
· Defines your supplier relationships
· Defines your corporate structure
· Describes your insurance needs for business

· Describes you’re your role and your employee structure
· Describes your other Professional Relationships 
· Describes how you will track your cash in and cash out and manage your tax obligations
Reducing Risk by Keeping Records

How does good financial planning reduce risk?

Financial Tracking serves as both your roadmap and your speedometer—it helps you know not only where you are, but also how you will get there and how long it will take you.
Records must be kept for financial, legal and managerial reasons!

Steps to tracking your cash flow:
1. Organize your invoices and sales receipts daily.
2. Enter all income and expenses in business Check Register each time you make a payment or deposit.
3. Enter all sales and expense on Income and Expense journals daily.
4. Add journal columns and enter onto Cash Flow Statement at month end.
5. Compare Actual Cash Flow Statement to budget at month end.
6. Enter totals of Cash Flow Statement onto Schedule C (sole proprietor or partner) or Schedule E (corporation) by April 15th of the following year. 
Successful Financial Planning helps you to:
· Support you - the business owner

· Support itself - the business

· Support the loan payments - the bank

Next Steps

C.E.O. Women offers ongoing support to women who are ready to open their businesses. There are other community resources available to you, and things you can do to realize your dream. Use the resources below to help you on your way.

Strong businesses rely on a community of business owners.

Strong communities rely on a circle of strong businesses.

Work with a Business Coach… 

to continue to plan and implement your next steps for completing your Business Plan and opening your business.

Create your own Enterprise Circles… 

to stay in touch with each other, and:

· Provide support to each other in the setting of weekly goals and objectives in the planning and implementation of the businesses.

· Share common experiences, problems and work together to find solutions

· Connect with specialists in your field of business

· Provide ongoing training through workshops

· Create a micro-business network to use each others products and services, share expenses, and develop common promotion plans. 

Get business start-up assistance…  

from C.E.O. Women and other organizations for help with:

· Applying for business loans

· Getting your permits, state licenses and business license

· Identifying business locations

· Negotiating with suppliers

· Developing your operating systems

· Ongoing technical assistance around specific business issues
Appendix

Activity – Are You Loan-Ready?  

Directions: Fill out this survey to see if you are ready to get a business loan. Share your results with a partner.

Savings Position:

Do you have at least 25% of savings for start-up costs?  Yes            No

Credit History Status:

Do you now or have you ever made monthly payments to a creditor?    Yes       No
Do you know your credit score?

Yes

No
What problems may show up on a credit report? 

What credit solutions have you tried? 

Determine Your Business Readiness

Predicting your sales needs helps you to determine your business readiness.  Based on the expenses of this business at this location, see if you can answer the following questions:

Do I have enough customers? 

Based on my customer review and selling plan, do I have enough customers to support my expenses?

Are my competitors having this kind of customer transaction activity? 

Based on my competitor review, is my customer transaction activity needed realistic? 

What other sources of cash do I have to cover my expenses until I can build my customer activity?

Do I have savings, need a loan, or have other income to put into business?  

Unit Review

What are four steps a start-up business takes to predict its future?

What kind of expense is a variable expense?

What are the common sources of money for starting a business?

Activity – Are You Loan-Ready, continued
Bank Relationship Status:
Do you have a savings account at a bank or credit union? 

Yes

No


Do you have a checking account at a bank or credit union? 
Yes

No


Do you have a loan with a bank or credit union? 


Yes

No


Collateral Position:
What do you own that is of equal value or greater value than the loan amount? 



Are you willing to use it as security for a loan?

Business Plan Status: (Are your projections realistic?)
What sales do you need to support your operating expenses?


What
sales do you need to support yourself?

What sales do you need to support your loan expenses?



















Your mission statement for the business.





(page 32)





Top 3 customer needs being met by business.





(page 50)








Top 3 targeted customers.





(page 48)





Top 3 strategies you will do better than competitor.





(page 73)





Names and locations of your top 5 competitors





(page 73)





Description of your products and services.
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Permit and License list 
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Start up Budget 
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Corporate Structure





(page 120)











Name





(page 219) 





Logo 





(page 219)





Slogan 





(page 219)





Promotion tool(s) for grand opening 


(page____ )








I am inspired to:  




















Because: 


        





http://www.sfstreetfoodfest.com/eat_and_drink.php


























Having these as my goals makes me feel : 


























I try to work toward my goals each day by doing the following activities: 











Write your priorities in sentence form here: 























Explain in sentence form why your priorities are important to you in sentence form here: (meets what needs?)





Explain in sentence form how achieving these goals would make you feel.





Explain in sentence form what you try to do each day to meet these goals:





WHY do you think Mateo has chosen this business?  What do you think it means to him?

















�
WHAT is unique about Mateo’s products and services or business practices?�
�
What needs, desires, pain or problems does Mateo’s business solve?




















�
WHY should people feel good about supporting Mateo’s business?�
�






Mateo’s Hair Salon





Your Business Idea





1) WHY have you chosen this business idea? What does this business mean to you?

















�
2)WHAT is unique about your products and services or business practices?�
�
3) What needs, desires, pain or problems does your business solve?




















�
4)Why should people feel good about supporting this business?�
�






My business is dedicated to:



































I will support this mission by providing the following products and services:


























And by using the following unique business practices: 






































Mission Statement





Description of your products and services.
































Names and locations of your top 5 competitors.





Top 3 strategies you will do better than competitor.












































Top 3 targeted customers.












































Top 3 customer needs being met by business.



































Add top 3 customer needs to your presentation board





Target Customer 3





Target Customer 2





Target Customer 1





Add top 3 targeted customers to your presentation board





Group 1





Group 2





Group 3





Customers need products & services that are well organized, attractively displayed and easy to find, either in a store or online.





Customers need to have a good experience with their purchase of sales or service.  This keeps them coming back for repeat visits and purchases.





Customers need to feel welcomed and served with efficient and knowledgeable service. 





Customers need to feel confident that their personal information is secure, that they won’t be harmed coming in or out of your business, and that the products and services meet all health and safety codes. 





Customers look for a fair price along with good service, information and personal follow-up.





Customers need quick, courteous service at the cash register. Once their buying decision is made they want to complete the sale and be on their way as soon as possible. 





accessible location


reliable hours


well organized products and services





a smooth transaction in a comfortable place


friendly service 


systems for “remembering” customer














put the customer first


friendly and knowledgeable staff


pay attention to the little details 


respect traditions and language needs











systems for protecting customers’ personal information


safe, lighted location


systems that check that you are meeting permit and licensing obligations daily





fair prices


systems for tracking needs and buying history of customer


fair return policy





strong, reliable staffing plan


a good, reliable cash register


no change of sales agreement at register


payment systems convenient for the customer














Business Expenses covered in Unit 6: Managing Your Cash Out

















Enter these into your Start-up Budget











Slogan 











STOP





Logo 








Name








Select one to three business types like yours then press "Continue".��  2  business types found matching 'beauty salon'. Showing items 1 to 2.�� HTMLCONTROL Forms.HTML:Checkbox.1 ���Beauty Salon�� HTMLCONTROL Forms.HTML:Checkbox.1 ���Cosmetics, Beauty Supplies, and Perfume Store


� HTMLCONTROL Forms.HTML:Image.1 ����
�
See the list of � HYPERLINK "http://www.calgold.ca.gov/Default.asp?VW=OUT&TOP=N&KYWD=" �all Business Types�








  Hire Smart -


If you pay more than $100 in total wages in a calendar quarter—you are considered an employer and must be registered with the state.


       





 Hire Safe- 


Protect yourself with written 


agreements between you and your employees and/or contracted labor.


    


       





  Know your Tax Obligations -  


Create systems for tracking your sales tax, income tax, special taxes specific to your business type, payroll tax and/or self-employment tax.


    


       





  Get Insurance – 


Protect your property, employees and customers.


    


       





							Morning	    Afternoon	 Evening


							Time In-Out	      Time In-Out	            Time In-Out





Sunday				_____________	___________	__________





Monday				_____________	___________	__________





Tuesday				_____________	___________	__________





Wednesday				_____________	___________	__________





Thursday				_____________	___________	__________





Friday					_____________	___________	__________





Saturday				_____________	___________	__________
































	Check all that you are offering: 


Transportation


Child care stipend


Health Insurance


Life Insurance





											















































ABC Wholesale Grocery


January 15, 2010








ITEM			QUANTITY			PRICE


Sugar			1 lb				$1.30





Rice Flour		1 lb				$1.25





Chives			3 stalks			$1.25





Oil			1 bottle (1 gallon)		$6.00





Water			1 bottle (1 gallon)		$1.20





Paper boats		1 package (1000 count)	$40.00


	


					TOTAL:		$50.00





Promotion tool(s) for grand opening 


(page____ )

















 





Place your logo here:











� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���























 






































Who are the target customers? ______________________________





Where are they?  _______________________________________ 





Where do they look for product/services now?		 _______________________________	_________________________________ 





	 _______________________________	_________________________________














How do you want them to buy? 


	__ By impulse	__Planned	__ Through building a relationship of trust





What do you want promotion activity to do?


     ___ Announce who or where you are


     ___ Introduce new product or special event		 


     ___ Announce need for employees	


     ___ Announce a sale/ move inventory		 


     ___ Announce what your business values/what you care about.                              


     ___ Increase interest in business/mission, not necessarily sales





Generally, an advertising budget is 3% of sales per month. Start-up businesses should budget $300-$500 to start.








Determine how much you can spend: 





		$________________________























My promotional tool is:








1.








2.








3.









































Your Mission Statement for the Business








Predicting Start-up Supplies and Inventory Costs


Make list of supplies  and inventory needed to conduct your business.


Search internet or trade magazines for wholesale suppliers.


Contact two suppliers per item to get written quotes.





Predicting Your First Three Months of Operating Costs


Call each utility company.  Ask for monthly cost to do type of business at location. Multiply by three.


Make list of employees.  Identify wage, payroll tax and worker’s compensation per month.  Multiply by three.


Multiply rent by three. 


Get quotes for grand opening marketing costs and for a sign.  














Predicting Leasehold Improvement Costs


Ask general contractor to “walk through” location.


Identify construction needs of location.


Get two quotes for permits and construction costs.





Predicting Equipment Installation Costs


Ask supplier, plumber or electrician to do a “walk-through” of your location.


Identify plumbing, electrical and construction needs of equipment.


Get written quotes for permits and equipment installation costs.





Predicting Equipment Costs


Make list of equipment needed.


Search internet or trade magazines for wholesale suppliers.


Contact two or more suppliers to get written quotes.





Vendor


Supplier who is providing quote





Quote Price


Good until 10/06/06





Quote Date 





Quote period


Good for 30 days from quote date





Quote Description


Items for purchase under this quote





Enter this into your Start-up Budget





Predicting the Cost of Goods Sold (COGS) (Variable):


Make a list of the cost of supplies and labor time per product or service line to make, package, store, deliver and sell each of your products and services.








Predicting Your Labor/Employee Costs


Make a list of your employee roles.


Identify how many hours each will work per week.


Identify the hourly rate per laborer/employee.


Identify the payroll tax and worker compensation costs per employee.








Predicting your Fixed Costs


Negotiate lease for monthly rental rate.


Call the electric, gas and water companies and ask for estimate of billing based on size of location and type of business.


Call the phone company and ask for monthly business rate for phone number and ad in yellow pages.


Call Insurance Company and get property and liability quote for your location and business type.


Go to � HYPERLINK "http://www.calgold.ca.gov" ��www.calgold.ca.gov� to find out your permit and license requirements and how much each will cost you per year.














Predicting your Advertising and Promotions Costs


Make your promotion campaign plan.


Contact each advertising agent and get quote for desired advertising plan.











Enter your operating expenses here





























�





Income Journal


April, 2006





Date�
Description�
Parent Pay�
Voucher�
Loan�
Owner


money�
�
04/01/06�
Susan Lan�
125.00�
�
�
�
�
04/02/05�
Binua Matiyabo�
25.00�
100.00�
�
�
�
04/03/05�
�
�
�
�
�
�






Cash In�
Jan�
Feb�
Mar�
Apr�
May     �
Totals for Year�
�
Parent Payments�
300�
450�
450�
525�
�
1725.00�
�
Voucher Payments�
325�
325�
325�
225�
�
 900.00�
�
Loans�
�
�
�
�
�
�
�
Owner’s Money�
125�
�
�
�
�
125.00�
�
TOTAL CASH IN�
750�
775�
775�
750�
�
2750.00�
�
�
�
�
�
�
�
�
�






Schedule C  			Profit and Loss from Business			2004


A)	Julia Mendez						B	052-92-3278


C)	Julia’s House of Happiness				D	09-2587963


E)	2092 Cabot Drive  Oakland, Ca. 94612


F) Accounting Method	1) __ Cash  	2.__ Accrual    3) ___ other





Part I: Income


Gross Receipts							1)  ___________________


Returns and Allowance						2) ____________________


Subtract line 2 from 1							3) ____________________


Cost of Goods Sold							4) ____________________						








***************************************************


DAILY SALES REPORTS








Z-Report


01/7/06





Description:        Units   %        Sub-total


Tacos……………..  12      15%        $ 15.00     T  Enchiladas…..……  7       29%      $ 29.75      T


Quesidillas……...   5        22%      $ 22.50      T


Burritos……..…..    8        28%     $ 28.00      T


Soda……………..     3         2%     $   2.25      T           


Flan……………..      2           3%     $   3.50      T


                            


        Total Taxable Sales     $ 101.00


    Total Non-taxable Sales   $ -0-


                TOTAL SALES   $ 101.00


- coupons                 -0-


- Discounts              -0- 


+ Cash Sales           -0-


+ credit card sales   -0-


+ debit card sales    -0-





Net sales:        $101.00


                     + Sales Tax        $  8.84


                    


           TOTAL RECEIPTS     109.84











Date of report period





What the business is selling





How many products sold?





Cash in per sales category





Percentage of total sales





Sales tax collected and owed per day





Total income per day





Total Cash In for the day





Does product collect sales tax? If yes, “T”





Daily Sales Report


Z-Report


01/6/06





Description:        Units           Sub-total


Tacos…………..   22             $ 27.50      T  Enchiladas……..   18             $ 76.50     T


Quesadillas……..   12             $ 54.00      T


Burritos………..    24             $ 84.00      T


Soda…………..     34             $ 25.50      T           


Flan…………..       9              $ 15.75      T


                            


        Total Taxable Sales     $ 283.25


    Total Non-taxable Sales   $ -0-


                TOTAL SALES   $ 283.25


- coupons              -0-


- Discounts           -0- 





Net sales:        $283.25


                     + Sales Tax        $  24.78


                    


           TOTAL RECEIPTS     308.03











Daily Sales Report


Z-Report


01/5/06





Description:        Units           Sub-total


Tacos…………..  15              $ 18.75      T  Enchiladas……..  12              $ 51.00     T


Quesadillas……..   8              $ 36.00      T


Burritos………..   11             $ 38.50      T


Soda…………..     9              $   6.75      T           


Flan…………..     6              $   10.50     T


                            


        Total Taxable Sales     $ 161.50


    Total Non-taxable Sales   $ -0-


                TOTAL SALES   $ 161.50


- coupons              -0-


- Discounts           -0- 





Net sales:        $161.50


                     + Sales Tax        $  14.31


                    


           TOTAL RECEIPTS     175.81














Daily Sales Report


Z-Report


01/4/06





Description:        Units           Sub-total


Tacos…………..  12              $ 15.00      T  Enchiladas……..   7               $ 29.75      T


Quesadillas……..   5               $ 22.50      T


Burritos………..    8               $ 28.00      T


Soda…………..     3               $   2.25      T           


Flan…………..      2               $   3.50      T


                            


        Total Taxable Sales     $ 101.00


    Total Non-taxable Sales   $ -0-


                TOTAL SALES   $ 101.00


- coupons              -0-


- Discounts           -0- 





Net sales:        $101.00


                     + Sales Tax        $  8.84


                    


           TOTAL RECEIPTS     109.84











Daily Sales Report


Z-Report


01/3/06





Description:        Units           Sub-total


Tacos………….. 10              $ 12.50      T  Enchiladas……..   5              $ 21.25     T


Quesadillas……..   9              $ 40.50      T


Burritos………..   6               $ 21.00      T


Soda…………..   12              $   9.00      T           


Flan…………..     4               $   7.00      T


                            


        Total Taxable Sales     $ 95.41


    Total Non-taxable Sales   $ -0-


                TOTAL SALES   $ 95.41


- coupons              -0-


- Discounts           -0- 





Net sales:        $95.41


                     + Sales Tax        $  8.35


                    


           TOTAL RECEIPTS     103.76











Business income or loss goes on line 12





Expense Journal


April, 2005





Date�
Description�
Food�
Supplies�
Toys�
Marketing�
�
04/01/05�
Safeway�
30.32�
�
�
�
�
04/02/05�
Costco�
�
90.00�
�
�
�
04/03/05�
Flyers�
�
�
�
25.00�
�






Cash Out�
Jan�
Feb�
Mar�
April�
May     �
Totals for Year�
�
Food�
43.28�
62.00�
�
30.32�
�
135.60�
�
Supply�
98.00�
25.00�
�
90.00�
�
213.00�
�
Toys�
12.00�
�
8.00�
0�
�
20.00�
�
Marketing�
50.00�
15.00�
�
25.00�
�
90.00�
�
TOTAL CASH Out�
�
�
�
�
�
458.60�
�
�
�
�
�
�
�
�
�






Schedule C  			Profit and Loss from Business			2005





Part 2:  Expenses


Advertising�
8�
�
�
19 Pension and profit sharing�
19�
�
�
�
Car and Truck Expense�
9�
�
�
20 Rent or lease�
�
�
�
�
Commissions and Fees�
10�
�
�
a. Vehicles, machinery, equip�
20a�
�
�
�
Contract Labor�
11�
�
�
b. Other business property�
20.b�
�
�
�
Depletion�
12�
�
�
21. Repairs and maintenance�
21�
�
�
�
Depreciation�
13�
�
�
22. Supplies�
22�
�
�
�
Employee Benefit�
14�
�
�
23. Taxes and Licenses�
23�
�
�
�
�
�
�
�
�
�
�
�
�
			








Tacos y Mas


1 Best Corner in Town St.


Oakland, Ca, 94612





Tacos y Mas 


1 Best Corner in Town St.


Oakland, Ca, 94612





Corporate Structure









































 























Permit and License list 





























 

















Start up Budget 
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