SIT Graduate Institute/SIT Study Abroad
SIT Digital Collections

MA TESOL Collection SIT Graduate Institute

1986

English for Operating a Small Business

Joseph Thomas McBride ]r.
SIT Graduate Institute

Follow this and additional works at: https://digitalcollections.sit.edu/ipp collection

b Part of the Business Commons, and the Curriculum and Instruction Commons

Recommended Citation

McBride, Joseph Thomas Jr., "English for Operating a Small Business" (1986). MA TESOL Collection. 649.
https://digitalcollections.sit.edu/ipp_collection/649

This Thesis is brought to you for free and open access by the SIT Graduate Institute at SIT Digital Collections. It has been accepted for inclusion in MA
TESOL Collection by an authorized administrator of SIT Digital Collections. For more information, please contact digitalcollections@sit.edu.


https://digitalcollections.sit.edu?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcollections.sit.edu/ipp_collection?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcollections.sit.edu/graduate_institute?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcollections.sit.edu/ipp_collection?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
http://network.bepress.com/hgg/discipline/622?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
http://network.bepress.com/hgg/discipline/786?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcollections.sit.edu/ipp_collection/649?utm_source=digitalcollections.sit.edu%2Fipp_collection%2F649&utm_medium=PDF&utm_campaign=PDFCoverPages
mailto:digitalcollections@sit.edu

ENGLISH FOR OPERATING A SMALL BUSINESS

__f Joseph Thomas McBride Jr.
L B.S. in Education
o Seton Hall University 1974

tha Master of Arts in Teaching degrss at the School
International Training, Brattleboro, Marmonit.

Apcil 1986

1
1

Submitted in partisl fulfillment of the regquirsments for

for




This project by Jossph McBride is scocepted in its
prassnt Form.

Project Adviser

Dats Wngﬁé
’ . Date M% £S5

Project Reader




This materisls development project is a courss program
designed for cwners, operators, and managers of smsl
businssses, who are non—native English spsakars. Emphasis
will b8 o©on business terms &nd the langusge used in
operating a "fFamily ocwned” or a small businsss, Topics
covered include tuypical conversations with scocountants,
lawyers, insurance agents, bankers, suppliers, creditors,
customers, and smployess.
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INTRODUCTICON

Explanstion of Project

To many people the American Oream is being your own hLoss,
having your own business. In the Unitad States this is not
only possible, but also a reslity for millions of peopls. In
a country that symbolically asks the world to give us thsir
hungry and poor, having ygour cwn business may be the sasiest
way through the maze of prejudice, culture-shock, or lack of
language skills.

The United States of America is & nation of pecple from many
national, cultural and linguistic backgrounds. We are not
only a country cof White English speakers, but & collection of
Whita, Black, and Oriental English and non-English speaking
people. Though many Amecicans will consider English the
official language, there is actually no legal basis for this
claim. Many official govermnment documents are published in
Spanish as are practice ballots {or =2lections. Spanish then
in these situations is as official as English. All of this,
however, does not change reality for the millions of people
who do not spesk English or Spanish. They will be Faced with
a de Tacto official languaga. They may or may not snjoy this
fact. Some will wish toc retain their language and culturs.
Some will wish to assimilate into "mainstream” Amarcica.
Whatever their perscnsl feelings are, if they chooss to go

into pusiness for thamsslves, they will have to attain a good




deal of acumen in tha way small businesses ars conductad in
the United States. In order to do this they will have to
ihprave their English language as well as their businass
skills.

If you take & pancramic view of this nation you will sse the
close knit sthnic communitias, tha "China Towns” and the
"Little Itgslys.” However you will aslsc see the Korean fruit
store in the Russian naighborhood of Brooklyn, tha Vistnamese
fishing boats in the Gulf of Mexico, the Haitians in Florids,
and the Arabs, Philipinos, Polas, and Gresks cpening up
delicatessens, service stations, repair shops,restsurants and
thousands of various kinds of businessses all across America.

It is to thess people that 1 am directing this work. Therse

ty for the immigrant entreprensur
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becauss he or
them a culture that is new to us, and a pilgrim’s zeal. It is
a8 waste indeed when somecne’s ambition and drive ars crushed
bafors it is Fully devaloped. I hope to construct a platform
toc help thess new residents and citizens stand on their cwn.
This work is intendad to bes used as & tool for a business
operatcr that will enable him or her toc attain & grester
satisfaction in business through understanding the language
EenvVircnment.,

Thes presentaeticn of this program &8s I view it should be
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ssging business situations in near life like conditions.
This program is not intended toc be an in—depth business
course which will explain the practice and theory of small

businessses,for that is not my purpcse &8s & langusgs ftescher;

nor is it necessary for many immigrant sntreprensurs who may
bring with them gsnerabticns of marchant sxpacrisncs from thesir
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gwn, It is hoped that the student—entreprensurs in sharcing
their collsctive business skills and experiences will work
together with their tesacher toc form a task-sclving team. The
teacher should help the students be aware of ths similarities
they all share, theEir common business sense, and assist the
students in reccgnizing the rescurces within themsslves.

This program is divided into Ffour sections; 12 Organizing
Your Busingss, 2) Operating Your Businsss, 32 Getting cut of
Your Business, 42 Forms and Facsimiliss. Saction 1 is an
introduction to an attorney, an accountant, a banker,and an
insurance agent, thass pesocple can be vary helpful in
organizing & new business. In ssction 2 there are brief
skatchas of six tuypes of small businasses. Thass are;

Manufacturing, Contract work, Wholesale, Retazil, Services and

Restaurants. Th=se arz to be tskan as generally as possible




For there are so many types of small businesses, yst sach of
these have sc much in common. The classroom activities,
howsver, can be vary ﬁoint specific or very broad depsnding on
what is necessary for & particular group and time. The
tsacher as well as the students should bring with tham an
glsment of imaginsticn &nd Fflsir slomg with hardwork snd good
businass Jjudgamsnt. Seaction 3 is an explanation of the
procedures nscessary to terminate one’s business. An attorney
and an accountant are centrally important to conclude the
contract of sale. Section 4 is & collection of forms and
documants that a person in business will encountesr.

There is 8 need fFor a course of instructicn for sdult
students who wish to improve their business skills by
improving their English. Many situstions that occur only in
business may never happen in everyday routines. The English
necessary for operating a business is rich in its own idioms
and vocabulary. The objsct of this program is to create a
meaningful course of instructicon for the business pecopls who
arz learning English as a second languags.

This suyllabus is to be based on particulasr situsticons and
raecreations of businsss environments within the classroom. It
is not primarily s beginning E.S5.l.. program, and same'English

praoficiency is necessary.
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How toc Uss This Program

This program is based on & situational-functicnsl syllsabus.

t is intended to foster businass like situstions that the
student entreprensurs will face as they conduct themselves in
their chosen fislds. This program will offesr examples of
particular business experiences that should be expanded for
the needs of each particular group.

It may be used either as a teacher—directed or
student-centered approach depending on the originality and
imagination of hoth the teacher and the students. In each aof

the thraa sections there are units describing a particular

situation. There is & short sxplsanation of the setting, the
purposs of the situstion, s list of appropriate vocabulary

words, functional phrasss, and suggestions on how to creste

thae atmosphere of the situation besing exercisad.

At this point student involvement and input are most
necessary. The students, through theicr contributions, will
enliven the class with the recrestion of past business
gxperiances. The teacher may allow the students than to sat
the settings and describe how they responded tc & situsticon.
The tsacher should offer the other students an opportunity to
maka suggestions on slternative responses. The teascher is now
neaeded only to moderate, to keep the fFocwus on the point bzing
learned. The students should be encouraged to help correct
themselves as a group and to make those corrsctions at

appropriate times. They should learn that the tescher is &




resource, a8 guide to help in their lsarning, not 8 pump
pouring cut information. The teascher should see himsslf in
the same role. In an adult e=educational experience losing the
experiences of the students by over—-dirscting them is 8 loss

that no class can afford.




ORGANIZING YOUR BUSINESS

Unit 1 Types of Business Organizations
Objectives

The object of this unit is For the students toc know the
diffsrencaes and purposss of the three ways toc organize and
operate & small business, while rscognizing and understanding

the terms used to describe them.

Text

In the United States there are three ways for the
sglf-amployed pearson to organize a business: a
proprietorship, & partnership, and & corporstion. They can be
gxplained very simply. A proprietorship is a business sst uwp
by one person, who will own everything by himself or harself.
The propristor is the one and only ownar. A partnefship is a
business that is owned by two or more proprietors. They may
own squal or unegqual parcentages of the businass. Tha tarm
partner comas from ths Fact that sach of the partners owns &
part of the business. A corporation is a legal entity created
to conduct business. When s corporation is formed it is
almost like creating a new person to own and operats your
business. In this arrangement all of the owners ocwn shares or
percentages of the businsss.

There ere advantages and disadvantages toc sll of these
arrangemants. You must decide what is best For your

particular situation. 7This decisicn will bes sasier to meaks




after you discuss it with Four important pesople: your
accountant, lawyer, banker, and insurance agent.

Vocabulary and Terms

accountant incorporation liabilities proprietor
attorney insurance agent ogrganizatian self-employed
C.R.5. lawyer puwner—-operatgr shares
corporation legal entity partner stocks
Suggestions

A. After reading the unit with the students, ssk them for
an explanation and assess how much is understaod.
B. Answer guestions,
€. Offer a graphic pis and s stickman to illustrate:
1. the proprietor - the whole pie
2. the partnership - a divided pie
3. the corporation - 8 pie with a8 hundred slices,
sach slice is s share in the business
Y. the stickman —- 8 newly created entity or person,

such as & corporaticn, to operste & business.




D, OfFfer a8 discussion on responsibilities. Who is liakle?
1. A proprietor is liable for everything personally.
2. Partners ars lisble For sverything personally.
3. A corporation is liable only to ths ampount

gguivalent to its assests.

E. Offer a discussicn on the advantages and disadvantages
of all thess types of organization.

F. Assess your students. Taks ncte of thsir English.
Bzecoms aware of their linguistic levels, language needs, and
problems. This information will be a useful tool to be used

in planning your lessons.




Unit 2 It’s Who You Know
Objective

The object of this unit is for the students to identify
and understand the sarvices offersd by accountants,
attorneys, bankers, and insursnce agénts. The students will
be able tm inguirs about thess services, where to locate

them, discuss and decide their individual value.

Text

There are four people who can be very helpful to you in
ocrganizing your busingss. They are an accountant, an
attorney, a hanker, and an insurance agent. Their varied
experiencaes and knowledge make these husiness people a good
source of advice. These advisors will be very important to
you, so you must take care in choosing them. Sesk
recommendations from ethers thst you may know who are in
busingess. Their experiesnces both good and bad will help you
to make ths right decision. You must feel comfortable with
these psopls, trust is an important factor. Their opinions
may differ From sach other, but you should believe that they
are giving you the best advise from thesir point of view. IF
you feel you are not receiving their best service then you
can take your husiness elsewhere. There area many
consultants segking to provide their services to a new
business., That is how they make their money. In this
respect you arse the client and are due the privileges of a

valued customer. Accountants, bankers, and insurance agents




will usually give advice freely. As Ffor lawuyers, most do

not charge an initisl consultation fee. In the &nd ycu must

make all the decisions yourself. Everyone else can only

advige, you must decide!

Vacabulary and Tarms

advice gpinions service

advise point of view take your business elsewhere
client privileges trust

consultant provide valued customer

consultation recommendations

Supgestions

/. After reading the unit with the students ask them for an
explanation and assess how much is understood.

B. Answer guestions.

C. Have students ask each other who their accountants,
bankers, lawyers, and insurance agents are. This can he done
in a dialogue or in a clasé discussion.

D. Have the students discuss what each advisor may suggest.

E. Have students offer suggestions on who 2lse may be
helpful in organizing a business. eg. friends who own their
own business; other people in the same type business. -

F. Have students name several accountants, banks, insurance
companies, and lawyers in the community.

G. Practice dialogues on ingquiring about the services these

important people. "Who is your accountant?” Do you know a

11




good lawyerT™” *Which bank do you use?” *Where do you get your
insurance?” Suggest that the students ask for the locations
and phaone numbers, what their fees are, and if they can be
recommended,

H. Continuously assess the student’s English. Note the
structures and vooabulary that is being ussd. Correction and
practice are necessary. Plan enough time for the linguistic
necessities. Be aware of your students needs. Take naote of
them. Students of similar linguistic or national backgrounds

may have similar language problems.

i2




Unit 3 At the Accountant’s OFFice

Objectives

The okject of this unit is for the students toc use and
understand common small business accounting terms. The
students will undargtaﬁd the Ffunctions of a C.F.A. and how an
accountant can halp them in business. The students will use
correct guestion and answer structures and will be able to

explain their own business systems clearly.

Text

Your accountant can be one of your best rescurces in running
a profitable business. The accountant will be interested in
the business of your business, so it does not matter if uou
éell buttons or repair computers, his interest is in your
profits and losses. You should find an accountant who is a
Certified Public Accowntant, commonly called a C.P.A. This
certification assures you this accountant has completed the
required studies qualifuing hiﬁ or her to assist the public
with their business rscords, taxes, énd Financial planning.

Choose an accountant you can easily work with. You will |
probably work closer with your accountant than aﬁg other
business advisor. IF you are not at sase with his advice then
seek another opinion. If your second choice sgrees with your
First than perhaps they are right. You do not need a “yes man”
who will tell you only what you want to hear. You want

someone who will give you scund advice, someone with your




interests in mind.

Initislly you and the accountant should discuss what type of
businass you wish to set up. How many employees will there
be? Who will operate and manage the business? What will the
assets be? How will it bgs Financed? These and other
guestions may be asked when you and the accountant First mest.
When the accountant knows all of the details he will give you
his advice an the bhest structure For this particular business.
He may advise a cafporaticn or a proprietorship depending on
dour needs. It is important to be honest with him in your
discussions so that he can get a clear picture of your
situation.

Do not confuse an accountant with a bookkeesper. Though ysour
accountant may prepare all of your records, that is not his or
her primary purpose. There are many records toc keep even in
the_smallest business. ”"Doing the books” is sometimes the
least interesting duty in operating a business, yet it is
important. A general ledger should be kept. This is a record
of all the transactions made whils in business. The general
ledger is divided up into various journals, sach with a
particular purpose and name. Accounts payable and accounts
receivable are the most common journals maintained in a small
businsess. In other words, "To whom I owe moneyT” and "Who owes

me moneyT” You will also need to keep journals of your

14




merchandise purchased, expenses, payrolls, sales receipts,

bank deposits and checks written.

seperate journals.

subsidiary Jjournals.

will list each and every

Each

These are recorded in

Journal is again divided into

In your accounts receivable journal you

customer who owes you money. Tha

accounts pauyable and other journals are recorded in the same

manner.

kept up to date.

Your Jjournals and gensral ledger should always be

These records will be used to determine your profits or

losses, and will be necessary to file your taxes. Your

accountant will be most helpful at tax time.

His pr her

advise will be instrumental in Filling out the maze of tax

forms issued by the I.R.S., state, and local tax hosrds. Your

accountant will make sure your Employer ldentification Number

and your Social Security Number are not confused.

This will

leave more time for you to make money and not worry about

forms.

Uocabulary and Terms
accounts payable
accounts receivable
assets

book work

business records
checks

deposits

doing the books

Finance

Financial planning
general ledger
honest

I.R.S.

Journal

ledgers

manage

payrolls
profitable

profits

sales receipts
Spcial Security
sound advice
subsidiary journal

tax

15 .




employeses marchandise purchased tax hoard

Employer ID Number off the books under the table
expensaes operate yes man
Suggestions

A. Read and discuss the text, assess the students
wundarstanding.

B. Have the students discuss what kind of records they keep
for their business.

C. Role play a meeting at an accountant’s cffice. Have some
students act out the roles of an accountant and his clients.
Have other students observe the dislogue and make comments or
suggestions.

D. OffFer the students a variety of ledger sheets or
different bookkesping suystems.

E. Have the students show samples of their own record
keeping.

F. Ask the students tc share any advice that their
accountants may have givaen them.

G. Invite a local C.P.A. to the class to explain his
services and answer any guestions.

H. In any interview there are a lot of gquestions and
answers, therefore be careful of subject and verb agreement in
these Q’s and A’'s. Stress to the students that they will leave

a much better impressicn if their language is correct.

16




Unit 4 At the Attorney’s OfFice

Ohjectives

A conversation @ith an attorney can be confusing even to a
native speaker. It can be very intimidating to a non—-native
speaker. The object of this lssson is to take the mustery out
of a formal conversation. The students will be able to
guestion a person of authority to their satisfaction. Simple
English can be as clear and significant as ths most
complicated ”legalese.” The students will be able to sxpress
their wants, needs, and queétimns clearly. Thay in turn will
be able to guestion an explanation until their understanding

is satisfied.

Text

Your attorney is like a safety device he may not be neesded
everyday, but when he is needed he is important. A lot of
trouble can be saved if an attorney’s advice is sought bhefore
you have a problem., When you hire the services of a lawyer,
you are hiring all of his training and experience. You may he
the greatsst in your line of business, but if you are not in
law get a professional. The accountant’s main concern with
you are your profits and losses. The attorney’s will be your
protection. He will want to save you from making mistakes.
Whether you are buying or selling a business an attorney’s
services must bs ocbtained.

The lawuer will point out what is best for you from a legal




standécint. He should be able to explain toc you what is Fair
and reasonable to you and to the peEcple you are doing business
with. He should explain every part of a contract to you to
your complete satisfaction. Never sign your name to éngthing

that you do not understand! In negotiating any contract, hbill
of sala, or promissory note you will have to make the business
decisions, dour attorney can only offer you his legal asdvice.
If he is being overly protective of your interests tell him
so. IF you fe=l you are not getting the best of service find
ancther attorney who will fFulfill your needs. Lawyers are
businessmen also, they are sglling their services. If gnu do
not like one, find ancther.

L * »* * *

Discuss how you should orgahize your business with your
attorney., Describe the business you héve or want to have to
him. Tell him what you think is good and what your
liabilities may he. Ask his opinion on proprietorship or
corporation. Attornays tend to advise corporations because
your liabilities may be less in an incorporation. Ina
proprietorship the owner may be held personally responsible
for any action against him. With a corporation you mauy only
ba liabhle to the assets of the corporation. In the cass of
any tragic business event it may he better toc hold a cﬁmpang
responsible and not you, the owner., This can be an important
point to consider. However, this point can be countered by
the fact that you may pay more taxes when using a corporation

than when you are only a proprietor.

18




If you do decide to incorporate your attorney will draw up
the appropriate papers and file them with the state. Hs
should explain to gou wha the corporate officers are and what
their tasks may include. The corporation will be chartered by
the state and stocks or shares will be issuesd. The owners of
these stocks sre the owners of the corporation. A N8w
corporate entity will then be creatsd.

Use your attorney for an advisor when filling out any forms
that you do not understand. Your accountant may also help you
with this type of paperwork. Your lawyer should give & Fair
amount of advice to you over the phohe. When in doubt give
him & call. Try not to become too pesty or he may not answer'
your inguiries, or even worse he may charge youwu for every
conversation., Use your judgement. An attorney values your
business, but you are not his only client. You should value
his advice, but he is not the only attorney. Find someocne
with whom you are comfortable, it will make doing business

with him so much easier.

Vocahulary snd Terms

bill of sale draw up the papers legal standpoint
charter File with the state pasty

contract get it in writing promissory note
corporate entity issue safety device
corpaorate officers legalese

13




Suggestions

fi. Read and discuss the text, assess the students’
understanding.

B. Have the students breask up intoc small groups to discuss

when and why they have or should have used an attorney.

C. Role-play a visit to a8 lawyer’s office. Stress the
importance of the client understanding everything hefore he
lgaves this meeting, or signs any papers.

D. Discuss what liabilities there may be in each of the
student’s businesses.

E. Invite a local asttorney to the class to explain his
sarvices and to answer any questions.

F. Practice listening toc an explanation of something
difficult. Have the students question anything they do not
understand.

G. At an attorney’s office the student-entreprensurs will
be expressing their own ideas as well as guestioning the
thoughts of others. The image created by a speaker is very
important in business dealings. Proper use of English will
enhance this image. A form of dialogue often used in a
situation such as this is a gquestion from the client for an
opinion, followsd by a question from the lawuer fFor more
information, followsd by an explanation by the client, then an
opinion by the attorney. An sxample would be as follows.

"There is a business for sale. Is now a good
time to buy?” asks a client.

*What kind of business is it, and how much are

=40




they asking?” asks the lawysr.

»It is a button distributorship that covers all
of New York City. They want $12,080. 50% down and
they will hold a two year note for the balance.”
replies the client.

"Well the sconomy will not be very good this

year. There will bes a lot of inflation. Perhaps
people will sew a button on their cld shirt before
they hbuy a new one. That may help sales. What is
the income from the husiness?” and so on from the
attorney. There may be few direct answers toc direct
questions. This is not following the usual pattern
of questions and answers. Have the students
practice "dialogue pattern games” so that they may

become more Familiar with them.

H. In contrast to the previous suggesticon a direct answer

??5 o may also be necessary. Help students become aware of subject

and verb agreements in gquestions and answers.

=1




Unit 5 At Your Banker’s Desk
Objective

The object of this unit is two fold. The first is for the
students to be able to freely discuss money matters in a
direct but polite manner. The sscond is for the students to
correctly use the proper numbers and figures when discussing

or writing about money.

Text

Banking will become & routine aspect of your husiness. You
will eventually become an account number to their computer and
a regular customer to the tellers. 8efore this happens,
however, you will have to choose a bank. There are two points
to consider when you are deciding on your hank. They are
convenience and service. Remember, you will have to get to
your bank while theg.are cpen to do your hanking. If your
branch is out of your way or your hours can not match theirs,
gbu may end up with a problem. Find a bank that is easy to
get to and which has long hours. Your business hours should
not have to be your hanking hours. There are very large banks
that are owned by even larger holding companies. These banks
are united in name only, and if your accgunt is in one branch,
you may nct be able to do all of your banking in ancther.
This can be less than conveniant to you in some husinesses.
If your business is éentrallg located and there is no need to
travel, then a multi—-access hank may not be necessary. The

next consideration is service. Most banks offer similar




servicas., Some banks may be Friendlier or guicker. Some may
even be more understanding of your particular situation. They
are all businesses and shouwld treat you as a husiness,

There are three tuypes of hanks: Savings and Loan
ﬂssociaticns,.Savings Banks, and Commercial Banks. Their
names are almost sslf-axplanitory,., Tha Savings and Loans as
well as the Savings Banks are in the savings and lending
business. People invest their money in thess banks and the
banks invest the monsy in home mortgages and a variety of
personal loans. Commercial Banks like to refer to themselwves
as Full service banks. They claim to offer any service you
will need. Most commercial banks are sager for new business
custamers. That is why they are known as commercial. Since
the era of government de-regulation has begun the differences
in the types of services offered by the various banks has
become less and less.

Basically there are few services you will require to
oﬁerate a small business. The most important of these will be
your business checking account. You will pay most of your
expenses and deposit most of your business money in this
account., Your suppliers and -your creditors will all be
interested in "how good your checks are.” It is up to you to
maintain a healthy checking account. Remember yocu can not
write checks for more than your balance. If you do, your
checking account will be overdrawn and your checks will he
returned due to insufficient funds. This will not only cost

you more mongy in bank charges, and lost confidence in yocu by
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your suppliers, but bounce too many checks and you may end up
in jail! Many business people get annouyed at their banks when
prﬁblems such as these occur. Problems are usually created by
the people themselves. It is important to get enocugh money
into the bank before you write your checks. Make daily
deposits or get night deposit bags so you can drop off gowr
deposits even when the bank is closed. Talk to the bank
cfficers once in a while, they will be interested in you and
your business. Treat the tellers as you would any business
person, these are the pecple who handle your accounts. RAsk
your hankers for advice. There are different laws and
regulations concerning proprietorships and corporations.
Perhaps they can rscommand an accountant, or advise ygou an
your financial planning. Banks are in business too. They
should want your business eagerly. IF you are not satisfied
with their services go somewhere else. There are lots of

banks.

Vocabulary and Terms

account numbser confidence ‘night deposit bags
balance credit overdraun

bank account creditors personal loan

bank check de-regulated returned check
bank draft deposit slip rubber check

bank officers endorse sawve

borrow fee savings account
bounced check holding company S & L Assoc.
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branch
business loan
cancelled checks

cC.D.

insufficient fFunds
invest
lend

letter of credit

savings bank
sgrvice charge
suppliers

tellers

certificate of deposit loan uncollected fFunds

cartified check money market account withdrawal

checking account mortgage withdrawl slip

commercial bank night deposit
Suggestions

A. Read, guestion, explain, and assess.

B. Have the students discuss their banks, their good points

and bad, and what they do not.

what they like about them,
2. Have the students discuss how they use their banks for
" business and personal matters.
0. Invite a lpocal hanker to the class to explain his hank’s
services and to answer.ang guestions.

E. Betting people to discuss money matters can be difficult,

It can also be coffensive to some who consider it no one else’s

husiness. Perhaps a discussion covering polite Financial

conversation centering on the axiom "It’s not what you say,

but how you say it.” would be appropriate.

F. The language of numbers is important in banking. Assess

the students’ abilities to discuss and write about money in

proper figures, spelling, and order. There is a great

difference between %2,5080 (two thousand Five hundred dollars)
and $25,80090 (twenty Five thousand dollars.) Practice check

writing and fFilling ocut bank forms,
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imit & AL the Insurance Agent’s Office

Objective

The students will know and understand the purposes of the
various tupes of insurance. They will also be versed in
handling aggressive situations. They will not be intimidated
by strong or aggressive speakers. They will be able to say no

when they want. The students will also become fFamiliar with

time adverbs.

Text

As your attorney offers you legal protection, your insurance
agent will offer financial protection. Basically insurance is
your security in the event that uyow experience some écrt of
tragic financial loss. While some types of insurance are
mandated by law, such as auto insurance, others are optional.
A good agent will be able to direct you to obtain the
necessary and sufficient coverage. Be wary of agents who try
to push you into more insurance than dou need. Insurance is a
necessity, but axcessive insurance can be very costly.
Business and common sense tell you to buy enough, but not too
much. Insurance is highly competitive. Shop around For the
best deal and service, Ask your friends and cother business
pecple for their advice, then make your decision based on your
needs and costs.

There are generally two tupes of insurance agents. Company

agents, who reprasent only one company are the First, and




independent agents who represent several insurance firms are

the second. They hoth have their selling points. A company

agent will inform you that his company is one of the largest

companies and it offers the best policies for your business.

An indepsndent agent will tell you that because he represents
several insurance companies he can find the very best policy

For your needs. They are probably both right. You will have
to decide which one will be most beneficial.

When you buy an insurance policy you are buying it from the
insurance company, not the agent. The insurance agent acts
only as a agent representing the insurance company to you and
vice versa., He is paid by the insurance companies based on
the amount of insurance he sells. If he sells more, he makes

more. Beware of the pushy insurance agent!

When uyou choose goﬁr agent talk to him ahout your buéiness.
Discuss with the agent how your business is run or will be
run. Ask him for his opinion on how your business should be
crganized. He may advise a proprietorship or a carporation.
Have him explsin his reasogning to your satisifaction. Hs may
ask you to consider that with enough insurance you will have
proper security against any liahility. This may help you in
your considerations on how to organize.

There are many tupes of insurance that may be necessary to

operate a small husiness. There are commericial policies that
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are very broad in their scope. They may cover workmen'’s
compensation, disability, fire, theft, flood, window glass,
cargo, and product liability insurance. Any vehicle will be
required to bhe insured for liasbility insurance, howeaver, you
may also desire collision included on your policy. Everyone
should party some sort of heslth and medicsEl insurancse.
Today’s medical costs are unbelievably expensive. Blue Cross
and Blue Shield are usually available to individuals and small
sroups. There are, howsver, private carriers who offer health
and medical coverage. A good agent will tell you which is
better For your situation.

Policies are uswally for six months or one year, but they
may be written For any amount of time. Premiums are paid in
Full at time of purchase, or they may he scheduled into
semi-annwally, quarterly, or manthly payments. Ask your agent
about cancelation of your coverage. Your paolicy should never
be dropped hecausz you have Filed a claim. That is why you
buy insurance. It should be a lot easier for you to cancel
gour policy than Foar the company to drop your coverage. I
you pay your premiums on time and are reasonably careful with
your business and bhelongings then you should have no problems

with insurance.

Vocabulary and Terms

heneficial Financial _ product liability
Blue Cross fFire insurance quarterly
Blue Shisld flood insurance represent
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broad in scope individual security

cancellation life insurance selling point
cargo mandated semi—-annually
claim monthly theft insurance
collision insurance pptional too pushy |
COmMmON SENSEe policy vice versa
coverage _ premiums wary

disability private carrier window glass
drop your coversge waorkmen’s comp
Suggestions

AR. Read, question, explain, and assess.

B. Have the students discuss their insurance. Include
talking abhaout their agents, the companies they represent, what
types of caverage they carruy.

C. Have the students discuss the differences betueen their
personal and business insurance.

D. Invite a local insurance agent to your class to gxXplain
his services and to answer any guestions.

E. Polite rejection is a complicated function to master. A
direct "no” is often tooc harsh. However, it may be your only
sclution for someone who will not take "no” for an answer.
There are many pushy sales people in the business world,
declining their offers can be difficult. Have the students
rdle play as salesman and prospective client. The salesperson

should come on hard, and the client should stand his ground.
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F. Insurance is bought and paid for in time segments. Have

the students fFamiliarize themselves with time terms, eg.
annually, semi-annually, monthliy, bi-monthly, weekly, daily,

hourly, etc.
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Unit 7 Time to Decide

Objectives

The object of this unit is for the students to be able to
guestion what they do not understand and toc have their student
pEsrs explain and satisify these questions. The students
should alsc begin to recognize any linguistic errors and begin

to remidy them through teacher moderated peer work.

Text

As a business person you will have to make decisions
everyday. If you are the kind of person who has trouble
deciding then you may have trouble in business. Take a stand
and waork it through. If it was & wrong decision do npt fret
over it, simply make your corrections and improvements.
Before you go into business you will hawve tﬁ decide on how you
will organize your business. If you have discussed this
matter with the same four advisors that we covered in class,
dou should have collected enocugh information to make your
decision. You may also wish to talk it over with friends or
other people you know whe are in business. Consider yaour
liabilities, taxes, and relationships with the people with
whom you will bhe in business. The tuype of husiness uyou enter
will also be a Factor in choosing. Remember that this is to
be your business; decide on the type of organization in which
- you will be most comfortable. Others can advise, only you can

decidse.




How you begin your business may also have a bearing on your
decision. Will gou be starting up a business from scratch, or
will you buy someone out and take the business over? Will you
be managering a going business, or will you buy into one and
create a new partnership? Will you be working for yourself,
or for someone =lsaT

Depending on your state you még have to register your
business or business name. You may have to go to the county
court house to do that. Ask uyour attorney. You may need
these'registration papers to open a business account at the
bank. Ask your banker. If there is something you do not
understand, ask about it. There:are many people who will help.
you.

After you have decided what you are going to do, go out and

do it! Boped luck and make lots cf money.

Uncabuiarg and Terms

a.gaing business registration papers

buy into starting up from scratch
buy out take a stand

county court house take over

information talk it aver

register working for yourself
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Suggestions

A. This is a time to review. Assess the students’
understanding of the previcus units. Try to have the students
explain to sach what may not be understood. Now is the time
to moderats, not dirsct. Help tham kesap the Ffocws of the
discussion. Keep them on the point until it is understood.

B.This is also a good time to work on any linguistic
problems that need to be resolved. This can he your grammar
and conversation class. By now you should have a good
understanding of your students’® levels and abilities give them

the language coaching they may need.
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II OPERATING A SMALL BUSINESS

In this section six small businesses are profiled in a very
general sense. They are examples of the tuypes of enterprises
that require small capital investments and are easily operated
by a single entrepreneur, or at least with a minimum of
employees. These sketches are very brief and are not
representative of any actual husiness operation, however, they
are typical of all small owner operated concerns. Following
these profiles are lesson units dealing with the day to day
problems Faced in operating a husiness. Basically these units
are frameworks for the recreation of situstions in the

husiness environment.
Unit 8 Manufacturing

Objectives

The object of this unit is for the students to be Familiar
with the terms used in a small scale manufacturing
company.They will be able to discusé business matters with the
people they come in contact with such as salesmen, customers,
and employees. The students will alsp he aware of the
similarities in different businesses. The students should now
become familiar with sach other and begin to work together for
their own advantage. The small groups m;ll prcvidala setting
for the students to develop business situations in which they

can practice their new language skills.




Text
1. M & M Plasticweorks Inc, is a manufacturer of small plastic
components., Their specialities ars plastic window handlas and

knobs wsad in automohiles, however, they alsoc produce some

parts For a local toy fFactory. It is a fFamily owned company
and is operated by two brothers Mark and Mike Ghalli, They
have four employeses. M & M leases a small section of an ocld
industrial building in which they operate. Their production
schedule requires a 5 1/2 day work week. They work in tuwo
shifts Monday through Friday and one shift on Saturday. The
responsibilities are evenly divided between the brothers and
they both have an equal hand in running the business. Mark
handles the paperwork, persornmel, and customer relations.
Mike, on the other hand, watches the production and keeps a8ll
the equipment running smoothly. They have been in business
for five years and are doing well. M & M Plasticworks began
as a partrnership but later incorporated when they took on
hired help. This was done to give them added protection in

case an employee had an accident with one of the presses. The

8halli brothers also thought that it would create a better

image to potential customers if there was an "Inc.” at the end

of their company name. Status is important to them.

2. M & M’s largest and most important customer is an automobile
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company that maintains an assembly plant in the next town.
They are in the second year of a three year contract to
provide window handlss and kﬁobs to the assembly plant.
Though the auto industry has slowed down in the past few years
M &M bhas done well because it is a small non—union shop with
8 low overhsmad. Unlike their plignts they do not have to pay
union wages and benefits, this alone makes them more
campetitive than the larger suppliers. Their eqguipment is not
the state of the art but it is efficiently maintained and it
does the job. Since their largest customer plans its
production needs well in advance there is no need toc maintain
g large standing inventory. Mark only orders what will he
needed in the néar future. That wag.production will not
surpass sales and cause a slow down in gperations. When
business does slack off they ars lucky snough to have a sacond
outlet for their products. Their other account is a game and
toy manufacturer which buys plastic arrows used in spinning
wheels for their games. This is much more of a seasonal
business than auto parts and the profit margin is higher.

* * #* * #»*

Mark likes to think of himself as an office manager. In
theory his main phligation is to maintain customer
satisifaction. To succeed in this he must he aware of his
clients needs and how he can help fulfill them. In crder to
do this M & M Plasticworks must be pperated efficiently and
profitably. His days are divided betwsen buying and selliﬁg,

employee needs, and what seems to be endless paperwork that is
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piled on his desk. Mark supervises the maorning shift.

The day usually begins with Mark checking his inventory
sheet against his supply and production order lists. By
keeping é low inventory he can hold down costs. By keeping
his lists up-to-date he knows what supplies he has, and what
heg will nesed to order to maintain production. Mark than
places‘his orders with his suppliers and sats up a time For
them to be delivered. It takes a good guess to order
correctly. He tries not to order too much, or too little. At
times Mark must meet with salespecple from various supply
houses. Each of them believe that they sell the finest
products and they all want M & M to buy 1080% of their supplies
Fram them. Mark, houwever, knows tﬁe people he wants to do
busingss with and buys from them, but he will give everyone a
chance. DOnce this is completed he wsually palls the gquality
control officer at the car assembly plant to check up on M &
M's products and ifF everything is running smoocthly. Sometimes
Mark Qill call the purchasing agent at the autoc plant just fto
check and see if the production schedule is heing met and to
ingquire about the present and future orders. The salesman in
Mark enjous this part ofF His Job. It is an easy sale and he
has another year left on his contract, yet he likes to make
his customers Feel good. The contract will have to be rensuwed
and he wants to stay on their gﬁmd side. Come mid-morning
Mark leaves his phone and desk and goes into the shop. He
works here for a while and gets to talk with his brother and

the workers. He knows the work is not glamorous or exciting
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but he and his brother take pride in the Fact that it is
theirs.
* » ] L] L ]

After lunch Mark begins to work on the pile of papers on his
desk. He has his own filing system that works for him, but no
ong else would understand. Basically anything on his desk is
unfinished. Completed work is fiied away in his file caﬁinet.
The pauroll is the most constant of his chores. He has to
Figure out the salaries of each of the employeses from the time
enterad on their timz cards. At M & M thaere is no clock to
punch but everyone signs in and out. The pay scale is not
'high, but it is above minimum wage. They pay tims and a half
for aovertime when there is some, and offer 8 Blue Cross - Blue
Shield plan to the employses. Mike computes the deductions
for withdrawal taxes. There are the federal taxes as well as
the state taxes to consider. The pay is not high to begin
with but after taxes the take home pay is sven less. Mark and
Mike had discussed hiring people off the books but decided not
to becauss it was too risky if there was an accident and
because it is illegal. The income tax on the business is paid
guarterly as are the state taxes. The federal withdrawal
taxes, however, are paid monthly. The Ghalli’s accountant
comes in once a month to look over the books and make sure
that everything is okay. Next are the company ledgers.

All the money spent and all the money made must be recorded.
The difference between the two is the profit or loss.

Receipts of all purchases must he kept. A ledger must be kept
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on merchandise needed Far manufacturing as well as supplies
needed to aparate‘the business. This includes everything from
postage stamps and telephone bills to the chemicals neaded to
work the plastics. The books must be kept current because it
is too hard to catch up once yow have fallen behind. These
records are also used by the accountant to estimate the taxes
to be paid by the company. Records must also be kept For
accounts receivable as well as the accounts payable. Mark has
it a little easier here because he only has two customers and
few suppliers. He does have a cash flow problem at times
because M & M is paid by their customers every thirty days
while their suppliers and payroll are paid weekly. It is
Mark’s skill at juggling the books that keeps everybody paid
and happy.

## ¥ # ¥* *

Mike is the company enginéer. He is the one who takes a
work order and transforms it into actual production. Mike has
a knack with machines and is able to get the most cut of them.
Mike’s primary Jjob is fto keep everything runmning as planned.
Once the supplies come in they afe placed in the proper
storage space. As the product is ready for shipment it is up
to Mike to get it on its way. Though Mark meets with the
customsrs it is Mike who keeps them satisfied by having their
supplises ready when they want them. HMest of Mike’s time is
spent in the shop with the presses and other sgquipment. He
does deal with egquipment sales and repair men, but he eﬁjcgs

working with machines more than pecple. He says that machines
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don’t talk back. At the end of each day Mike tallies up the

day’s production and writes up any supplies that may be

needed. Mike usually supervises the later shift because then

he can stay and Fix any machine that may be down.

That way it

would be ready for wark in the maorning and less production

time is lost.

Together the Ghalli Brothers manage & successful business.

They manufacture and supply products at a good price for their

customers while keeping a gainful profit margin.

make a million, but they make a nice 1liiving.

Vocabulary and Terms

assemhly plant inventory

befaore taxes Juggling the books
benefit knack

cash £low look over the books
customer relstions minimum wage

deal net pay

deductions non union shop

down time outlet

entered overhead

Figura out aovartima

fix a machine that is down payroll

gross pay pay scale
hired help plant
income taxes profit marcgin

They may not

production time
quality control
risky

shop

slack off

state of the art
starage space
take home pay
time and & half
time card

union wages

up to date
withdrawal taxes

work order
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Suggestions

A. Eezsd, gquestion, explain, and assess.

B. This is a long text with many nsw terms. Keep the
students® interest by working with individual sections. Each
section explains a different aspect of this business. Have
tﬁa students ask each other comprabhension gQuestions concerning
the text,

C. Break the class into small groups. Then ask each group
to recreate a dialogue based on the story in the text.

Suggest that one of the students be Mark or Mike and that
another be a salesperson,repairman, customer, or an employse.
Copy or record these conversations, ask the students improve
them among themselves.

B. While in small groups have the students discuss how thess
situations or terms would be applied toc their business.

E. While listening to the students collect or recocd any
common errors or mistakes, Present them to the students.,

They can then collectively work on the corrections in speach
oC grammar.

F. Before moving on to the next unit some time may be spent
on helping the students become aware of their errors and
mistakes, and how they may train themselves to make
corrections before the mistake is made. Assist the stwudents
with pronuciation and grammar learning skills so that they can
begin to learn the language from their combined resources.

Take the time between units to help them master these skills,
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Unit 9 Caontract Work

Objective

The objectives of this unit are for the students to be able
to negotiate a contract with a potential customer and to
becoms Ffamiliar with the necessary terms for their particular
occupation. There is alsoc an emphasis on various uses of the
perfect temses. The students will become aware of- these

gexamples and be able to use them with confidence.

Text

Carlos Mendoza had heen a house painter before he came to
the United States. He= had enjoyed this line of chk sag, it
was gquite natural that he continued to paint after he arrived
in this country. He likes to work by himself and he is good
at his job, because of this he has built up a profitable
business. Most aof his customers are homeéwnars who wish to
have their houses painted., Mr. Mendoza does both interior and
exterior work and some light carpentry. He opsrates his
business as & proprigtorship in part hecause there are no
other employees.

M. Mendoza advértisas in the local paper as well as putting
his name in the yellow pages. This has proven to be an
effective yet inexpensive way to promote new business. He
also depends on word of mouth advertising for getting new
leads. 0Owver the years he has gotten to know several ather

contractors, and real estate agents who have also recommended




him to their clients and customers. New customers usually
call Mr. Mendoza at his home, which is also his "office.”
Mrs. Mendoza then fakes the message and tells the people that
her husband will return the call as spon as possible. But she
is not always at home and they often worry about how many
malls they may have missed. To spolwve this problem they have
decided to purchase a telephone answering machine,

Mr. Mendoza does not like to speak English over the
" telephone so he tries to schedule a Face to Face meeting with
a potential customer right away. In this way can get & chance
to look over the house and neighborhood before he talks prices
with the people. This is a highly competitive business whers
$3,002 jobs have bheen won or lost hecause another painter’s
estimate was %50 higher or lower.

People who call usually want an estimate of the cost before
they hire a painter or any kind of contractor. They want the
best possible job for the least amount of money. There are
customers however who only want the hest,and are willing to
pay for it. There are also the customers who only want the
cheapest price regardless of the gquality. Mr. Mendoza has
always thought that he offers very good warkmenship with high
guality paints and supplies at fair and reasonable prices.
This balance between price and quality is another reason for

his continued success.
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2.

Negotiating & final contract is generally an easier task
than giving an estimate because the customer has already
mentally agreed to hire yow. There are only tha Fine points
of a contract to discuss and agree upon. IMr. Mendoza requires
a 25% down payment up front and in cash or certified check.
This is so he man buy the paints and materials at no cost to
himself, He has been burned in the past by people who have
stuck him for eyergthing. Now if he is not paid at the end of
a joh he only loses the cost of his labor and not any out of
paocket money. The custchers frequently specify a few things
in a final contract. These may include such items as a
particular task to bhe complsted, such as putting new putty in
all the windows and asking For a guarantee that all the
windows will ocpen and not be painted shut. They may also set a
deadline or date fFor cmmpletinﬁ tha job.

The next thing Mr. Mendoza does is figure out what he will
need and where he will purchase his supplies. He has been
deasling will a paint retailer who gives him a8 very good
discount becauss he is a contractor. There are a few other
items that he can buy from other sources at better prices so
he does that from time to time. After he has gathered all his
supplies and tools he brings tham over to the Jobsite. Mr.
Mendoza has been working out of the same van for the last
seven years. He stores all his tools of the‘trade inside it
For safe keeping. It’'s his shop on wheels. Once he hegins a
Job he likes to fFinish it as soon as possible so that he can

get on to the next booking. However he does not let speed
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interfere with the guality. If it is worth doing it is worth

doing right.

In Mr. Mendoza’s state the Final consumer pays a sales tax.
That means that although Mr. Mendoza is exempt from paying
sales tax on many of his supplies, he is required to collect
the tax from his customers and forward it to the state. This
is most annoying to Mr. Mendoza because ha fFeels that the
state is forecing him to do its work for free. He keeps good
records and is Faithful and honest in his payments to the
state. He knows that it is the law and his duty to pag'the
correct taxes. Yet, it is still a thorn in his side
especially when he considers that others cheat on their taxes.
What others do though does not make it right.

Mr. Mendozs is & good tradesmen. His work is done well and
his customers ares satisfied. He has worked hard to achieve

this level of success and he deserves every bit of it.

Uocabulary

advertise Fair and reasonable sales tax
booking Final contract signed contract
carpentry has bsen bgrned stuck him |
cheat hire thorn in his side
competitive interior up front
contractor Jjob varbal contract
deadline Jabsite word of mouth
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discount leads : workmenship

down payment materials written contract
estimate mentally uellow pages
exempt negotiating

gxterior out of pocket money

Suggestions

A. Read, question, explain, and assess.

B. Have the students role play a job negotiating session
hetween Mr. Mendoza and a potential customer. The give and
take can be very imaginative.

C. Have the students suggest different ways to win a contract.
Eg., price vs. guality.

0. Have the students compare other types of contractual
situations. Eg., plumber, electrician, mason, carpenter,
embroidery piece work, tailor - seamstress, etc. Have them
discuss the similarities and differances and how they are all
related to their own businesses.

E. Ask the students to draw disgrams or pictufes of houses,
eletrical or plumbing sustems, or other examples of contract
Jobs and have them explain the tupe of work that needs to be
done.

F. Begin a discussion on the guestion of obligstion to pay the
proper taxes,.

G. Ask the students to £ind the examples of the perfect tenses
used i the text and have them explain their use and meanings

in the class.
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Unit 10 Wholesale Distrihutar

Objective

There are three objectives in this unit. The first is For
the students to see and recognize the difference betwesen the
*'s” as used in contractions and in possesives. The second
objective is that the students will be able to discuss billing

procedures and set up a billing schedule. The third objective

is that the students will be able to discuss businasss ethics.

Text

Stosh Wilczynski is the proprietor of Baltic Provisions a
small wholesale meats distributorship. He’s knowun as a
Jobber. Basically he buys his merchandiss from a few
manufacturers and sells tham to various retail outlets. HMost
of his customers are butchers and delicatessens, but he also
serveé a few restaurants and sandwich shops.

Stosh got his start in the business a few years ago while
he was werking in his uncle’s store. The meat and cheese man,’
who had been delivering to the store for 35 years, had decided
to retire and uwas lopking for somecone dependable to buy his
route., Stosh was interested in buying the business, but
didn’t have the money. prever, his uncle was able to lend
him enough for the down payment and sc Stosh got started.

As in many small businessaes Stosh’s main problem is his
cash flow. It is very important fFor him to keep his eyes on

his money cbming in and going out. Stosh doesn’t get much




credit from his suppliers so he can’t offer much to his
customers. Though he would like everyons to pay him C.0.03.
much of his business is done on a weekly or bill-to-bill
basis. At times he has a hassle or two with some of his
customers, who have a problem paying their bills. Stosh
dogsn’t liks having to ask peoples For monsEy. He Feals that if
they get the meat he should get the money. It’s that simple.
When customers fall behind Stosh has to take the time out to
talk to them. Most of the time there is a very goocd reasaon
why a steady customer skips a pauyment. Perhaps some egquipment
naeeded repair or some pther unexpected expense came wup. If
that’'s the cases they usﬁallg catch up quickly. Stosh
considers that in the cost of doing business, part of his
customer service. If he didn’t help his customers when they
needed it, they’d Find another supplier who wauld. Then there
are the people who don’'t manage their businesses right.

Either they waste their money or they’re taking too much out
of the till for their own pockets. This is a much mors
serious matter. Not only must Stosh get his money but he also
has te point out the problem to his customers and prevent this
problem From becoming bigger. This has at times led to some
heated arguments between supplier and customer. Few people
enjdg being told they’'re running their business infu the
ground. Stosh tries to bhe careful at this ppint because the
customer may get too angry and throw Stosh out of the store
and he’d loose not oniy the autstanding money but the business

also. He tries to play his cards right. Stosh knows that at
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this point he has three choices. The first is to halp tha
customer ovut 3 little bit by extending some more credit. The
second cption is for Stosh to place the customer on cash only
and carry the old balance for a while. The third choice is to
cut off the customer and not sell him any supplies until

payment is made. This is the most risky of the three.

* # * ** »*

c. Trust is another important aspect of Stosh’s business.
Trust in business is something that is difficult to earn and
very easy to lose. BStosh has maintained very good relations

with his customers because they can trust him. In many of his

stops he has permission to bring in his products, weigh them
aon the scale, and write up the ticket without being checked in
by the customer. 7This saves a lot of time and double work For
him as well as the customer. This can only be accomplished by
mutual respect between Stosh and his customers. If there is
little respect or honesty in business, then doing business
becomes Far more difficult.

There are mistakes made in billing and in pricing at times,
but these are true mistakes. Stosh is not in business to

cheat anyone. There are plenty of opportunities to get a few

extra dollars but 5Stosh doesn’t take advantage of them. He
says he is in businass for the long run and is not interested
in a few guick dellars. When he considers the monsy toc be
made with a customer over a Five or ten year time, the money

made by playing with a customer seems small.
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Trust and honesty are two way streets.

There are some

storekeepers that Stosh trusts about as far as he can throw

them. 1In that case he keeps a strictly business only

relationship with them.

get in and get out right away,

with his monesy.

At these places Stosh only wants to

At some stores

Stosh can give the customer the bensefit of the doubt when soms

sort of problem arises.

would not helieve under any circumstances.

the two apart sometimes,

As the saying goes, "Burn me once,

twice, shame on me”.

shame on. you.

There are other customers that Stosh

It is hard to tell

but experience in business does help.

Burn me

It also proves that in business there

aren’t toc many second chances.

Uocabulary and Terms
benefit of the doubt
carry the halance
cash only

C.0.D.

cut off
distributorship

fall behind

hassle

Suggestions

Jobber

long run

outstanding

play his cards right
play with a customer
quick dollars

retail

AL Read, guestion, sxplain, and assess.

route

run into the ground
skip

stops

ticket

till

wholesale

B. Break the students into pairs or groups and have them role

play a situation where a supplier and a customer arrange a
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billing schedule.

C. Have a discussion on the topic,”Nog one likes to be cheated.
But does anyone like to cheat?” You can start with,”It’s 0K
if you don’t get caught.” or, "They deserve it.”

0. In small groups have the students list and discuss other
types of wholesals or Y Jjobbar” type businesses. Ex. fusl ogil,
breads / bakery goods, and soda or beer routes. Do they deal
with any of these?

E. discuss why cutting off a customer is a risky alternative.
F. Role play a Jjaobber asking for payment from a probhlem
customer.

G. Have the students point out and give other examples of how
and when contractions are used, and why they are different

than possssives.
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Unit 11 Retzil Outlet

Ohjective

There are three ohjectives in this unit. First, the
students will be able to greet, offer their assistance, and

carry on small talk with their customers. Second, the

students will be able to greet and confer with governmental
officials who may regulate their business. Third, the
students will recognize what is taxable in their area, and

what items are eligible for federal food stamps.

Text

1. Orazio and Josephine Bongiovanni run a "Mom and Pop” store

downtown. They have been in the store Ffor almost 25 years.
It is 8 little shop that seems to carry everything that
evergbody needs. Though it is a small shap it is very busy i
bacause the whole neighborhood shops there. It has been and
still is a nice little business. They have succeeded in part
because they were ahle to change with the changes in the
community.

| When the Bongiovannis opened the store few pecp;e in the
neighbobhond spoke English. Since sveryone came from the same
country and lived in the same community there was no need to
learn it. HQQ times have changed! During the last 15 years
the whole city has changed. Other families moved in and they
were all from another country with their own language. As the

block changed so did the shop. New items were stocksd and




pthaers were left cut of the inventory. OGrocery houses and
paper supply houses all sent their sales representitives to
the store. All of these salesmen were outsiders. New
suppliers sold new products. Along with these new families
and salesmen camg a8 new language into this section of town,
English was lgarned in order to communicate with sach ghher.
It was not an easy transition., Orazioc and Josephine however
considered these changes an opportunity for new businsss,

They were quick to learn the needs and wants of the
families that were moving into their part of town, and they
were Jjust as quick to learn where to purchase these new
supplies. This meant dealing with people that they never had
to deal with before. Each of the suppliers had different ways
of doing business. Some wanted cash, others certified check
while a Few would allow them some credit. There szemed to‘be
fewer friendly handshskes in business, but eQargthing seemed
more businesslike. This even affected the way (Orazio dealt
with the hank because he now needed to keep a tighter rein on
his money. The hanks alsc helped him develop his Food stamp
bhusiness by giving him some advise on how to qualify and apply
For- the permit to accept them. They have had to become
strict on what they allow people to buy with Food stamps and
they have had to keep tabs on what is taxable and what-is not.
Josephing did not want any trouble with the Ffederal or state
governments.

The Bongiowvannis have alsc had to develop a more

professional way of keeping their credit bock on customers who
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owed them money. Since the neighborhood was not as close knit
as it once was they have had a harder time keeping in touch of
pecpls who have charged their purchases. This ususlly hecomes
an annoyding problam ngar the end of the month when everyone
bagins to rtun out of monsy. Then it seems that sverycne wants
some cradit from the local store. Aftsr evecryons gsts paid.it
sgems they 211 do their shopping at the supermarket and pay
cash while the little stors is left holding the bag. Credit
can be & problem, sometimes yow loss the monsy and the
customer. Yet, thsy have managed to hold on to their customsrs
becauss of their Friendly service and warm greetings toc sl

who enter their store. They had a way to maks everyons Feel

good when they shopped in their store.

Ancther trend is now developing in the downtown srea. It is
now being "gentrifised” and neswer, younger, and wssalthier
families sre huying up the tenement buildings and changing
them into condos., This is bringing in new pecple and monay,
but it is alsc chasing many families cut of the naighbcrhccd.
Th= Bongiovannis were wiss snough to buy theic building long
before the real sstate prices boomed. MNow as the arses arcund
tham becomsas more desirasble their property risss in value.
This neighhorhocd restoration howsver bensficisl has alsc
brought in a naw set of probklems. A new store-front was built

and the lighting over the display sres wss modernized. Most
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as the needs of the arss changsed., Howsver, the biggsst changs
is the way ths Bongiocwvannis have to dsal with the city.

When they First bought the shop s8ll they had to do was
regiscer the store’s rnew nams at Ci
licence. Now it szems that they are constantly st City Hasll
fFor one kind of permit or snothsr. Their building is listed
as commercisl property becauss it is an apactment building
with the storse. All commercisl bhuildings in the city s now
required to get an annual "L0” or Certificate of QOccupsncy.

In prder to renew this "C0” the Bongiovannis must pass severasl
inspections From various municipal agencies. Inspectors from
the fire, health, and building departments all have to give
their OK in order for the new ”C0” to be issued. Along with
the city, the county sends their weights and measures
inspectors, and the state sends their sales tax collectors.
Tﬁese govaernment officials sesm to be around sll ths time.
They 811 can he annoying, but it is much eEasier toc co-operate

an’t Fight City Hsll!”

0

with tham than to Fight thsm. “You

cad for Oraezic and

[ el

This has grestly increassed the work
Jossphing and after 25 ysgars in the same location thesy are
considering sslling the store and propecty end moving ocut to

San Diego to be ns=ar their grandchildren.
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Vocabulery and Tsoms

block condcs paper houss

boomad eligibls restoration

busingsslike gentrif;ed stocked

charged grocery houss store—-front

closs kniit holding the kag tenesment

zo . Mom & Pop transition

community Municipal you can’t fight City Hsll
Suggestions

A. Read and discuss the text, assess the students’
understanding.

B. Have the students discuss cther types of retail businesses.
How are they similar and different?

C. Bresk the students ints pairs. Then havs them alternats st
being storekesper and customer. Have the storskasper greet
and assist the customer. Practice small talk with sach cther.
. Have the class discuss how thay desl with municipal ar
state departmental officisls. o these officisls help or
hinder? Discuss different ways to handle problsms. Then have
the group form & circle while a8 pair of studsnts role play a
megting betwsaen a storgkespar and an official. Ask tha gooup
to ohserve the psir snd then later offser their advise on how
they would have worked it out.

E. Ask the students if their businesses are ethnicly basad or
if their clients are from tha general populsation. Doass it

matter if their business is only for their ocwn communityT

SB




What are somz of the languagse and cultural problems when
dealing with people from different ethnic and language groupsT
F. Have the students bresak into two groups, pro and con, and
discuss whether urban ” gentrifacation” is worth the price in
human terms. Include as discussion points: rising property
value vs. low income housing, and urban renswal vs.
traditional neighbaorhoods.

G. Practice percentages as used in sales taxes in ycur area.
Example, sales tax is B%, the item sold is $1.5@, what is the
tax? (%.€3 ... total price with tax is $1.532

H. Discuss what items are‘taxable and what itsms are tax
exempt. Alsc discuss what items are eligible for Federal food

stamps.,
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Unit 12 A Repair Service
Objective

There are four objectives in this unit. The first is that
tha students will be able to discuss, plan, and order
different types of advertising in persocn and over the phona.
S=cond, the students will be able to sxplain the specifics in
their warranties and or gusranteses. Third, The students will
be able to explain their training that gualifies them for
their businsss. Fourth, the students will be sblse to give

directions to their shop or businsss.

Text

Kim Il Lee operates "GBeneral lLee’s Fix-it Shop.” It is an
electronic and small appliance repair service. Most of her
business comgs from fixing broken TV’'s and UCR’s, however, she
has worked on sverdthing from microwave ovens to fish tank
filters. Ms. Lee has just moved to & new store-front in town.

t seems to be a good location on the main streset, but not in
the busiest part. 5he learned her trade while she was in the
military. Whan she got out of the service she opened a shop
in her home. It wass a very small beginning, but she socon
built a reputation For being ables to fix almost anygthing, and
at 8 good price.

Ms. Lee has taken & faw slectronic courses at the community
caollage nearby and has tried to stay in tune with the endless
improvements made in 2lsctronic engineering. In her state

there is no certification nssded for running a electronic
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repair service, but in many states their are., Howsver, with
all the training she has had in school and in the army she
would be able to pass anu type of qualifuing sxam. In
‘additicn to these coursss Kim Il Lee has alsc completed =&
class at a majJor slectronic manufacturer’s school. Now shs is
an authorized sarvice agent represanting this company. This
also snables her to use this company’s name in har
advertising.

Advertising has become very important toc her becsuse of her
growing overhead. While she operated out of her home and her
Qan, she had no rental costs in her hbusiness. Word of mouth
advertising brought in enough businsss. Now, however, she has
to rent and maintain a store. This all requires more money
and therafore mare business. To get more business Kim Il Lee
now advertises in the local newspaper and in the Yellow Pages.
She has alsoc taken out ads in the church’s bulletin, as well
as the local high schocl newspaper. The lstter has paid off
because there are a lot of teenagers who have stereos that
need repairing. She stresses that her business is "cash and
carry” so that the customers bring in the appliances
themselves. Ms. Lee thinks that she can save her customers
some money while also saving herself some time by not getting
involved with pick —ups and deliveries.

Her work is First class and she guarantees her labor for 30
daus. The parts have a B0 warranty unless the manufacturer

offers a longer one. She has littlie trouble with her customers

and she has a lot of repeat callers. For a long time many
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pEople thought that she was a clerk or the wife of the shop’s
cwner. Even now some pegple have a hard time believing that =
woman can fix a home computer. This prejudice against women
was one reason she chose the name that she did for her
business.. She Figured that since she got her start in the
army she could use the title of genersl, and she knew that she
could Fix Jjust about anything. Kim Il les also realizes that
most people would not think of it as a woman’s shop bhecsuse of
the name Beneral Lse. It was only after she opened the shop
did she ls=arn that there were two great American generals
named Lee, ”Light Horse” Harry Lee from the War of

independence and Rohert E. Lee from the Civil War.

VUocsbulary and Terms

ads First class reputation
appliancas guarantee service
bulletin location wsrrsnty

cash & carry military word of mouth
community college pick-ups Yellow Pages
Suggestions

A. Read, explzain, guestion and assass the student’s
understanding of the text.

B. In & general discussion have the students sxplain Qﬁat they
look For in a location For their businasss,

C. There are many tupes of service shops: tailors,

hairstylists, auto repair shops, stc. Many of these are also

B2




ratail outlets. Biscuss what may be similar and what may be
different between a& retail cutlet and a service business.
D. Break the class into small groups and have sach group ;
design an advertisement for s different medium. i.é. :
newspaper, church bulletin, radio, poster Discuss what may he
most effective for the money.

E. In a large group have the class discuss what types of
businesses offer guarantees. Do any of the students offer &

warranty on their goods or services.

F. Have each of thes studenits prepars a short resume detailing
where and how they were trained For their businesses.

G. Have a panel discussion on “Women in Business.” Divide

ths groups into pro and con.

H. Haves students practicé giving directicns tc their
businessaes in writing and over the phonse. Hawve them explain
how to get there on foot, by car, and by bus or train.

I. Have the students role play at telling a customer what is
wrong with & broken appliance, what will be necessary to

repair it, and st what cgst.
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Unit 13 A Restaurasnt

Objectivas

The objectives of this unit are speed and efficisncy. The
students will be able to count money and make change gquickly
and correctly. The students will be able to respond to
gquestions, takez orders from customsrs, as well as ask

questions to customers gquickly and accurately.

Text

Gus and GBeorge Papalopodous own and operate the Two
Brothers’® Coffse Shop. t is a small shop in the Financial
section of the city. It has only heen ogpen for & month and
they are still celebrating their "GBrand Opening.” Thay have
been doing very well during the week, but on the wsekends
business is dead. This is because mo one is around on
Saturday or Sunday. Yet, because they are nsw in the area and
want to become better known they stay open for the few
customers who do comeg in,

They specialize in guick hot dishes that are easy to Fix
ahead of time such as soup, sandwiches, buttered rolls,'and,
of course, coffee. The lunch trade is the most important part
of their business. Most of that is take out so it hasrto be
"hot and ready to go. Their customers do not have a lot of time
to eat so they go to places that they can get in and out of
real Fast. During the morning rush the business is split

svenly batusen the take outs and their counter service. The




garly bird people ssem to enjoy beating the traffic downtown
then take their time cover coffes and breakfast near the
affice. Though the Two Brothers’® Coffs=e Shop does have a
small dining area with six tables they do not open it until
lunch time. Gus and George like to keep it clesan For the

lunch time crowd. Between lunch and closing time st 5:80 PM,
many customers ssem to want to sit at a table and strech out a
cup of coffee For an hour or sc while they do some work, read,
or talk. This is 0K with the brothers as.lcng as they ara not
too busy.

Though it is & simple operation they do have seversl
employeas. During the busisst hours thsy have a short ocder
cock, two countermen as waiters, & waitress for the dining
area, and a bus boy to help clean the tables. Except for the
cook who is paid a high hourly wage the others sgarn most of
their money on tips which they split between themselwves and
the bus boy. George watches the cash register while Bus runs
the kitchen and countar. AFfter the business picks up they may
hire a cashier so that Georges can hélp his brother, but

getting somegne to trust is not that =asy.

Vocabulary and Terms

beating the traffic countarman lunch trades

bus boy garly bird gvar coffee
business is dead gasy to fix real fast
cashier grand opening short order cook
cash register hot dishes strech ocut
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Suggestions

A. Read, guestion, explain, and assess,

B. Have the students recreate all of the szquipment usad in a
restaurant or similar type operstion. Then sxpand it to
includa the tupe of equipment that the students need For their
businesses.

C. Bring in some plsy monsy. Have the students practice
adding up bills, and making changs. Suggest that they work at
it until they can do it guickly and confidentially.

0. Have the students act out the *Two Brothers'® Coffee Shop.”
Two of the students role play Gus and George while the others
pretend to be customers. Set up a counter, kitchen area, and
perhaps a dining section. BSuggest to the students to create s
mend and the *Special of the Day.”

E. Have the students discuss how they celebrated their “grand
opening.” Ask them for their aopinion on which tyupe of
business nperatinn would or should celebrate a “grand
gpening.”

F. In most coffee shops and diners their is 1ittle time for
conversation between the workers and customers. In Fact speed
is important to many who come in for their morning coffees or a
quick lunch. If too much time is lost getting a customer’s
order, a customer may be lost Ffor the shop. Speed and
efficiency is mhat will retain the repeat customers. Quick
response to guestions and answers are in this situation
necessary . Practice quick questions and responses to a set of
limited questions that may be unigque to this type of rushed

customer contact.
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Unit 1% Tying up the Loose Ends

Objectives

The objectives of this unit is that the students will be
able to recognize the similarities in sach of their
businesses, while at the same time offer a chance to highlight
any unigue differences in each particular operation. A secaond
objective is that the class will make a conscigus assessment

of the class. Both the teacher and the students will offer

veedback on the progress of the course, the materials

presented, and the method of presentation. This is the time

to assess everyone hoth teacher and students.

Suggestions

A. Have the students sit in & circle. Ask them to discuss how
all small businesses are similar. How are they each unigqueT
Are there students whose businesses are not described by any
of the example businesses? If so ask them to describe their

operation and organization. Budget enough time for everyons

to participate. Limit the dominating and prod the shy
students!

B. Have the students sit in a circle? Ask them for Feedhback
as to what was covered in the six example businesses, and how
it was presented. Use this information toc review the methods
and technigues used during class timé. Note what has worked
and what can be improved. This is an excellent time for

tesacher reflection.

C. This time may also be appropriate for any grammar,

pronunciation, or accent work.



Unit 15 The Government and the Small Business

A Brief Overview

Objective
The objective of this unit is that the students will becoms
Familiar with various federal, state, and local government

taxes and agencies and how they may affect the small businass.

Text

Right away when somecne mentions the government sveryone
seems to think of taxes, and they probably should! It is
important to pay your taxes. If you do not pauy the propsr
amount you could be prosecuted, fined, put out of business,
and perhaps sent to jail. Be carsful, and bes wise. Be smart
and pay your required taxes, sven if Qmu do not think that it
is a fair share. There are different tupes of taxes from all
levels of government, From Town Hall right up through to
Washington D.C. Basically there are three types of taxes: the
firstris bhased on income or the value of your assets, such as
any property owned by you or your husiness,.the second is
based on employment, and the third is based on the sale of
taxable items. Your accountant should be able to assist you
through the maze of paper work reguired to file your various
taxes. Pick a good accountant and use him well,

The Internal Revenue Service or IRS is not the most popular
branch of the national government. It is mersly collecting

money owed to the government, much in the same wau you would




collect money from your customers. Thére are several types of
taxes paid to the federal government. These include income
taxes on both personal and/or corporate income, Social
Security or FICA taxes, and the federal unemployment
contributions, State taxes maw alsoc include income,
unemployment and disabilitg insurance contributions, and sales
tax. Some states may tax a business’ assets. Your local
government may also include an income tax, sales tax, along
with property taxes, school tax, road use tax, fire department
use tax, and so on., There are taxes on liquor, cigarettes,
gasoline, video games, and many other items on which all
levels of government try to collect. In addition to these
dirsct taxes there may be charges for any énd all of the
various licenceé or permits needed to operate & business.

As the emplouer you will be responsible for withdrawing
money from your emplouees salary and depositing it with the
government through a bank or with the IRS which ever is
| appropriate For that tupe of tax. The second type of tax will
effect you only if you have employees working fFor you or if
gyou work as an employgee of your own ccrﬁcraticn. In these
situations then both the employer and emplouyes make tax
payments based on thea amount af'salarg paid. The FICA taxes
are the bhest examples of this. In any case be sure to pay the
proper amounts and work closely with your accountant. He or
she will be knowledgeable on the current tax rates and how
they pertain to you. Your chances at getting csught cheating

on your taxes may be a million to one, but you do not want to
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be the ocne who gets caught!

Along with the tax collectors there are several governmental
agencies that may inspect or assist your cperation. If you
are in the sausage business you may neesed to be inspected by
the Department of ﬂgri;ulture. If you run a small charter
gairline you will have to deal with the Federal Aviation
Administration (FRA}. And if you own & small interstate
trucking service you will have to check up on any Interstate
Commerce Commission (ICC) regulations that will spply to your
business. ARlong with these regulatory agencies there are also
government officeses that can supply you wiith socme useful
information on managing a small business. Thasa include ths
Small Business Administration (5BA), the Department of
Commerce, and even the Internal Revenue Service. The IES will
prcvidg assistance in Filing your taxes, though some business
people think that asking the IRS to help you is like walking
inté a lions’ den and asking, *What’s for lunch?”

Thers are many pamphlets and publications on small business
operations made availasble at no or minimal cost by the
government. Contact your local SBA office for information on

its Small Business Biggraphies and its Starting and Managing

series of reports. The Department of Commerce publishes a

series called Urbag Busivess profiles. You can get these by

writing the Superintendent of Documents, U1.S. Bovernment
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Printing Office, Washington, DOC 28685.

Your state and city may alsc have an economic developmant

agency that can give you guidance in ths planning, organizing,

and managing your small business. Check into them all,
someong may sctually help you! A1l in all the government is

only out to deo its Job, the same way you are. Jt is neither a

greedy monster who only wants to devour your hard sarnasd monsy
nor is a rich and kind uncle who is always there to bail you

put and guide you along the way to success.

Uocabulary and Terms
and soc on maze pertain
disability minimal unamployment contributions

economic development

;
i
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Suggestions

A. Read, guestion, explain, and assess.

B. Lead a discussion on the topic of government and business.
Perhaps begin with the senternce, *The government is slwsys on
my back!” or "Governmant regulators, watchdogs or wolves?”?

€. Many of these guestions may get very technical concerning

taxes and the tax laws. Professional advisors may be what is

necessary. Iry to arrange for an account, a lawyer, or an IRS

agent to come and answer guestions and participate in the

discussions.

0. Have the students discuss how the role of the United States

|
|
o
|

government toward business is different from the role of the
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governmant in other countriss,
E. The text in this unit is written using the all inclusive
second psrson prongoun, ygou. Point out that general advice to

everyons can be addressed to "you.” Examples of this are "You

e S O T T T s e T T e

can run, but you can’t hide.” and "There are only two things

that you can be sure of, death and taxes!”
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tmit 16 Day to ay Problems

-Objective
The objective of this unit is that the students will know
what to say and how to say it properly when facing particular

business problems.

Situations

These situations have been constructed to offer a scene to
role play, any variration to make them more meaningful to a
particular class is esncouraged. The scengs should be limited
to a particular focal point and goal. Ths varisty of scenas
that can be played out, however, is limited only by the
imagination. The students may be separated into actors and
ohservers, The observers shuﬁld watch the actors and later
offer their suggestiaons and fesedback in regards to what is

played out.
Situation # 1 A returned check!

Mr. Jog Smith has Jjust received a bounced check from Mr.
Jones. What is Joe going to say to Mr. Jones?
Some points to consider...
1) Is this Mr. Jones’ First or £ifth rubber check?
23 Can Jos trust Mr. Jonas?
3) Will Joe seit s policy concerning any Future checks, and how

shall he explain this to Mr. Jonss?
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4) What will Joe accept now from Mc. Jones, Full paygment in
cash, or & partial payment with the balance to come? Should
he accept another check, or redeposit the bad ona?

5) What else can Joe do to get his money? Can he go to HMr.

Jones’® hank and try to cash the check? Should Jos Smith bring

it to his lawyger and sus Mr. Jones for the monsy? Should Joe

take the check to the police? BShould Joe threaten Mr. JonesT?

Should Joe take out his .38 and shoot Mr. Jongs?

Situation # 2 Breakdowns and Repairs

Joe’'s compressor for his refrigeration on his truck is on
the blink.
Points to consider...
13 Who should he gall? Does Jog have a regulsr service manT
If not how can he get & hold of one?
£) Jo& may ask a friend in business if he knows of a good
sarvice man., He could look for ong in the phone book ar
newspaper.
3) Is this the First time the compressor broke down? Doss he
need new egquipment or a new repair man?
4) Joe is also interested in how much these repairs will cost

him. Is it worth it to get fFixed, or should the unit be

replaced?
5} Joe should ask about his guarantees on the psrts and labor.
fAre thers any®

6) Is Joe happy with these arrangement? Should Joe shop
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around? Can he get a hetter deal from somecne slse?
Situation # 3 Buying Equipment

Joe has decided that his compressor was not worth the maoney
ts repair, and so he must replace the unit with another.
Points to consider. ..

1) Should Joe buy a new, used, refinished, or rebuilt
comprassorT Perhaps he should compare the price and value of
each of thsse options. He may discuss this with a salesman or
service man.

2) Joe should ask about about any warranties on this
gguipment, as well as the terms of payment, and the sarvice

policy of the dealer.

Situation # 4 Poor Service

Since Joe bought the compressor lsst month it has broken
down Five times. Needless to say Joe is not very happuy. What
action should he take?
Points to consider...
13 Has he discussed this matter with the salesman or the
dealer’s service department? Has he talked to the sales or
service manager? The general mesnager? If it is a larger
company he may want to ask how he can contact a distri;t or
regional manager for his ares.

2J) How angry showld Joe get when he talks with these people?

Does getting loud and angry work? If so, when is the hest
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time?
3) Should Joe ask For some advice and assistance from the

Better Business Bureau, state consumer protection agencies, or

his lawyer?

Situation # S Apologies to Customers

While Joe has had these problems with his refrigeration his
customers have had problems with his supplies! Now Joe has to
deal with these people.

Points to considsr...

1> Is this the First or tenth fime this has happerned to his
customer? How apologetic does Joe Have to be? Does he have
to be equally sorry to sach of his customers?

23 Should Joe explain his problem, or ignore the reascns and
Just accept all the responsibility?

33 Another type of apology is For a misunderstanding. This
can happen when an order is not filled properly or on time,

1) What is the difference between an honest apology and making

excusesT

Situation #6 Standing your Ground

As you can imagine Joe has had his share of problems the
last Few weeks. Houever, when he got to a particular customer
he faced a problem that was not his fault. This customer
wanted to return some merchandise. He said that Joe sold it

to him when it was bad. Joe knew that it was not ”had” hut
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old! Joe could tell from the coded date on the package whasn
it was manufactured. He assumed that the customer did not
rotate his stock, and sold the newer products before the
older. This is why the meat was bad, and not because of
anything that Joe might have done.

Points to consider...

1) How important is this customer to Joe’s business? How much
money is involved, or is it a ﬁatter of principle®?

23 When you’re right, you’re right! Do not be intimidated by
someane else. 0On the other hand, do not be so rigid that you
will not compromise,

3) Joe has to consider what he has to gain by sticking it ocut
against what gain by giving in,.

43 Compromise? Should Joe give his customer the credit the
customer wants with the stipulation that the customsr be more
careful with his stock. Perhaps something can he warked out?

Maybe not!

Situation # 7 A Day in Court

Joe is a pretty level headed businessman. ﬁe works hard
and has had his share of luck. He usually tries to bend over
backwards for his customers, uet he has slso had a few
customers who were not willing to pay the money owed to him.
As a last resort he has had to sue them in court. In Joe’'s
state the courts are structured into three groups. They ars
the fistrict Courts, which are based in the various counties,

the Superior Courts, which are higher courts, and the State
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Supreme Court, which is the highest level of the state courts.
Bll of Joe's experience in court has been in what is called
the émall Claims Court, which is a division of the District
Court. In his state the if the amount or value of the |
Judgement in question is $1,@@@ or less then the suit can be
fFiled in the Small Claims Court and no lawyer is regquired.
This is much cheapsr and quicker than the filing in the
Bistrict Courts.

In court the perscen who Files the lawsuit, Joe in this
case, is the plaintiff, (thea person who complains). The
person heing sued is the defendent, the one who has to defend
himself. And there is the judge, the one who will decide on
the merits of both sides in the case. The judge will decids
who is right or wrcnd, who is tn keep what, and how much money
is to he paid.

Points to consider...

1) Joe must be sure his papers are in order. He should know
what he is going to say to the Jjudge, and how he is going to
say it.

23 The defendent has his reasons for not paying. The
defendent should also be equally prepared to face the judge.
3) The judge should ask For important information regarding

the goods or services rendered.

Situation # 8 Using the Telephone
‘The importance of the telephone in business can not be

understated. It is used for both receiving arnd placing
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orders, as well as For all types of communication. It is much
cheaper to use than a car to talk to customers, and it is much
fFaster than writing or walking. Having a good telephone style
can make a difference in husiness. It’s werth practicing.
Points to consider...

1) Since you do not have the advantage of visual contact while
speaking on the phone you will have to speak more clearly and
precisely. Practice this by having two students sit back to
back and pretend they are on thes phone.

£2J) Phones are like two way streets, business should bs coming
and going. Practice placing orders as well as taking them.

3) Use the telephone to get information such as estimates,
time schedules, prices, and so on, Practice using the phone
book, both White and Yellow Pages, and ask for assistance from
the information operator.

4) The phone is a necessity especially in times of emergency.
Practice calling for a doctor, the police, or fire department.

Does your area have an emergency 3911 number to call?

Situation # 8 Employers and Employees

' Communication between business owners and their employees
is vital to succeed. The small business has the advantage of
greater contact between labor and management, uet there can be
many misunderstandings bestween the worker and his boss: These
'can be avecided by bettier communication. The Following are

some employer — smployee situations that may be acted out by

the students.
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Points to consider,..

13 Interviewing and hiring... What information is necessary?
Inquire about the gualifications of the applicant. Describe
the position and its responsibilities.Explain what you are
looking for in the person you want to hire.

2) Managing...ordering...telling somecne what to do...polite
commands these are all things that must be done with Finesse
and diplomacy. Teddy Roosevelt once said, "Speak softly, but
carry a big stick!”

32 Explaining how a task is to be done. Take the time and
effort to make yourself ﬁerfectlg clear on how you want
something done.

43 Praising your help when you are satisfied and telling them
when you are disappointed.

5) Firing someone, explain your reascns clearly, but Firmly.
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II1 GETTING OUT OF THE BUSINESS
The focus of this section is the liguidation of a husiness.
The business may be sold to new cwners, go into hankruptcy, or
simply close. OF these three alternatives the sale and
transferral of a business is by far the hest choice, as it is
the most profitable. There are aspects in these naxt units
that are as important to a potential buyer as they are to a

seller, and should be covered with both in mind.
Unit 17 Selling Out

ODbjective

They ocbjective of this wunit is that the students will be
familiar with the procedures, terminology and business records
used in deciding the price and value of & husiness ﬁhat is up

for sale.

Text

Mr. and Mrs. Sullivan have owned their dry cleaning business
for 25 years. It has besen and still is a good and profitable
business, det they are now more interested in retiring than
they are in staying. They have decided to begin planning for
the sale of the busingss. Mr. and Mrs. Sullivan both expect &
high return for their years of hardwork and have decidéd to
set the sales price at the equivalent of four years profit.
Both of them realized that in order to get a higher price

sales and profits would have to rise. They wers willing to




work harder than avar to get what they wanted.

Mr. Sullivan, who operated the heavy eguipment and did most
of the tailoring, ccntrclled the business records. Hes had
besn skimming on his profits and taxes for years. He
Justifisd it because hs said, "Everybody else does!” Now,
howaver he undsrstands that this cheating has cut down his
profits and will now effect on his final sale price.
Everything has a price. ﬁa can neither increase profits too
much, bhecause that mauw alert the IRS, nor can he afford not to
because that will cut into his pension.

His First task was to get all his recaords and paperwork in
order. He had always kept good records but now he will keep
perfect ones, He considered hiding some of his purchases,
that would increase his profits, hut decided not to because he
thbught that any smart buyer would Find him out. Hs wanted to
sell to someone good because he did not wish toc take the
business back if the new owners could not meet the payments.
He went and talked to his accountént about the best way to
sell his business. Togsthasr they wdrkad ogut a plan to draw up
monthly balance shests showing the profits from month to
month. They also discussed a strategy for incresasing sales
and profits. Mr. Sullivan also went to his attorney for some
legal advice. They discussed possible cuntraﬁt terms and drew
up a rough draft so that Mr. Sullivan would know what ;a say
toc a potential buyer. Mr. Sullivan also asked both his
accountant and attorney if they knew any pecple who may be

interestad in purchasing his business. He would like to speak
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with them.

Next Mr. and Mrs.ASullivan planned a schedule for the ssle
of their business. They have decided zslready that they wish
to sell within & year. In their plan they gave themselves two
manths to prepare. This was the time to get their records in
order, and clear up their accounts payable and receivable.
They did not want to owe or bhe Ewed any money when they sold
out. At the end of this time, when they were ready, the
business would be placed on the markset. They planned on
selling the business themselves without the use of a broker,
thereby saving themselves the commission. However, if the
Sullivans did not succeed within six months they would
consider using one.

Now when they were ready the Sullivans planned to wait for

the right person with the right money.

The Sullivans were lucky. Though they had placed ads in
several newspapers, the buyer they Found was introduced to
them by one of their suppliers. Ricky Formosa had been
managing a tailor shop for his uncle for Five years and
thought he was ready to go out on his own. He had saved
enough money for a good sized down paygment and hoped that the
Sullivans would hold the paper For the balance. He offered
them their asking price but only had about 40% of it to put

down. The balance he suggested wouwld be paid over five years
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at 10% interest. At first the Sullivans had wanted all of
their money and told Mr. Formosa to try to ohtain his
fFinancing elsewhere, however, their accountant advised them
that theré wauld be certain tax advantages if they held the
note.

M. Sullivan’s countaer offer stipulated that Ricky makse a
bigger down paymant For a total of 58% of the sale price.
They negotisted back and Forth until they all reached a
compromise of 45% down and the balance to be paid over Five
years at 18.5% interest. This agreement was made formal by =&
contract of sale between the Sullivans and Rickg Formosa.
This contract was only an agreement to sell the husiness to
Mr. Formosa and not the final business contract. This Final
contract would be written by Mr. Sullivan’s lawyer and be
approved by Mr. Formosa’s before it was signed and made
official. They all agreed at this time that Mr. Formoss would
place %$20,000 as a good Faith deposit on the business, and
that this money would be held by the Sullivan’s attorney in
escrow until the closing.

Over the next several weeks a final contract was ironed
out, Both the Sullivan’s and Formosa'’s lawyers insisted on
particular clauses in the contract relating to the sals, and
payment, as well as the operation, future sale by Mr. Formosa,
and collateral used to back up the note; Basically the
contract stated that Mr. and Mrs. Sullivan were to sell their
business, inventory, and customers’® good will to Mr. Formosa

at the agreed price. Mr. Formosa promised to pay in monthly
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installments thea balance of ths note over a period of five
years. That is 6@ equal paymenis due on the 15th of each
month until complets. The Sulliwvans required that they hold a
lien on tﬁe business, its inventory, asnd equipment while also
stipulating that neither the business nor its equipment be
sold until this note was satisfied. Mr. Formosa'’s lawyer
insisted that the deal be contingent on Mr. Formosa being able
to assume the leasse he;d by the Sullivans and was sgually
insistent that a no compstition clause be written into the
contract stating that the Sullivans would not open anocther
cleaning or tailoring business within tmentg miles of Mr.
Formosa's shop. The contract also allowed for a Five day

grace period for late paument. IF a paument was between B and

3e days late an interest charge would be applied, while if a

payment was more than 31 days late the entire note would
become dues snd payable.

After the closing everyons was happy, the Sullivans sold
their business, Ricky Formosa had his own shop, and the
lawyers earned their money. The Sullivans went out to

celebrate and Ricky went to work.

Vocabulary and Terms

broker good faith lien

contingent | grace period meet the payments
counter offer ironed out rough draft
escrow skimming
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Suggestions

A. Ask each of the students to describs what happened when
they bought or scld their business. Have them explain the
negotiations, and what procedures they sach Followed. Were
they happy with the deal theg each reached? DJid the bhusiness
prove to be what they thought it would? If theuy were the
sellers did they tell ths whole truth?

B. Ask the students to share each other’s advice on how they
could have improved their advantages while buying or selling
their businesses.

C. Ask the students if they knew then what they know now about
the business what would they do differently. Also ask them tao
discuss what they have learned by buying or selling &
business.

. Create a business that is now up for sale. It can be a
good business, or one that is about to fail and the owners
want to bail out. Next form twoc teams, the sellers and the
buyers. Each team showld include an attorney, accountant, a
fFriend with advice, perhaps a bankear, alnng with the seller
or buyer. Have the sellers create the business records to
prove the profitability, wvalue, and asking price of the
business. Hawe the buyers look over these records, guestion
them, and make & counter offer if they are still interested in
the business. Hawve the negotiations continue until a éeal can

be reached.
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Unit 18 Closing Up and Walking Away

Ohjactive

The objective of this unit is that the students will
understand why some businesses fail, and haw these failures
effect the family members and other businesses associated with

the failed enterpriss.

Text

Mr. and Mrs. Sullivan have owned their dry cleaning
’business For 25 ysars. It has been a good and profitable
business, yet they were more interested in retiring than they
were in staying. They had decided to begin planning for the
sale of the business. Mr. and Mrs. Sullivan both expected a
high return for their years of hardwork and had decided toc set
the sales price at the egquivalent of four years’® profit. Both
of them realized that in order to get a higher price sales and
profits would have to rise. They were willing to work harder
than ever to get what they wanted.

Mr. Sullivan, who operated the heavy equipment and did most
of the tailoring, contreoclled the business records. Although
Mrs. Sullivan helped out in the shop by taking care of the
counter and by doing some light sewing, she spent maost of the
time taking care of the home and familg; They were bo;h
excited about retiring and looked forward to traveling to
Europe. They figured they would need Jjust one more year to

prepare themselves For the sale of the business. Mr. Sullivan




got started right away.

He tock in new business by accepting some tailoring work
from two other dry cleaners in town. This enabled him to say
that he was selling a wholesale as well as a retail business.
He also offered a discount toc the police and Fire departments
in his town to build up some more sales. All of this extra
work and worry took its toll and Mr. Sullivan suffered a
stroke and died tuwo months into their plan;

Mrs., Sullivan was heartbroken. She was also unprEpared.ta
take over the husiness. Though she understood the business
and its cperatians, she was not up to the fask of running the
shop. Her children who grew up in the businsss now had their
own successful careers and did not have the time or desire to
operate a tailor shop. At first Mrs. Sullivan tried to hire
someane to help her long enough s that she could sell the
business. However, she found out that good help is hard to
Find. 0One fellow had trouble showing up for work everyday,
and she caught the woman she hired helping herself to some
mongy in the register. Because she had no help the wark was
not getting done on time and her customers began to go
elsewhere. When money seemed to get tight her suppliers
tightened their credit, making it even harder for her. Poor
Mrs. Sullivan was grief stricken and disgusted. 0Only a few
months hefore she had a husband and an cperating business, now
she had neither. AFter three months not a single offer on her
business camg in. She could not face the shop ang longer and

so one day she Just locked the door and clossed up the shop.
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Her children were Furious. They told har that by simply
closing the business and not sélling she would be throwing
away thousands of dollars. However, they made no offers to
help ut in the shop.

Three weeks later Mrs. Sullivan made an arrangement with =
pubhlic auctionser to sell the esquipment aﬁd inventory of the
shop. This could be completed without her sven being in the
store. After the sale Mrs. Sullivan then sold her home and

maoved to South Carglina to live with her widowed brother.,

Sugpestions

A. What happened to Mrs. Sullivan happens to many others,. the
businegs dies with the owner. In &8ll small businesses there
is a problem with succession. Discuss, "Who will run the
business when Fhe operator is unable to run it himself?” Do
the students have plans For such emergencies? Can they rely
on family®?

B. When a business closes up many pecple feel the loss. The
customers logss the product or service, employees loose their
Jobs, suppliers loose their business and perhaps any
outstanding money. While for some the same closing brings
them new husiness. Ask the students if any of their
businesses have besen effected for the better or worse by
another’s failure.

L. Ask the students what they would have done had they been
Mrs. Sullivan. UWhat advice would they offer? Recreste the

situation and solution through discussion or role play.
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Unit 19 Bankruptcy

Ob jective

The objective of this lesson is to Familiarize the students
with the terminology, procedures, and conseguences of filing

For bankruptcy.

Text

1. A Failing husiness can be compared to a dying person.
Business failure can result from an accident, mismanagement,
or detericrating conditions beyond the ccntrcl of the owners.
Basically a busingss Fails because it runs out of money. When
there is no money to pay debits as they come due the busipess
is said to be insoclvent. Insolvency is not a temporary set
back, such as not being able to pay a hill this week or this

manth, or bouncing a check or two. It is a condition that

exists after all sources of credit have dried up and any more
moray put into the business wowld just be pouring more good
money after bad. BSome may try to save a business from such a
terrible fate only to prolong the agony, others may try to
sell their failure to an unsuspecting or optimistic buyer, but

to many entrepreneurs the solution of last resort is to file

for bankruptcy.
Bankrupt. Ewven the word itself is snowugh to send shivers
up your sping. Bankrupt, to some it is the public admission

of failure and worthlessness; to others it implies a legally

permissible way to defraud creditors out of their money, and




to more and more people it is simply another chance to start
over again with a clean sheet., In actuality the banckruptcy
laws are designed to protect creditors from one another as
well as From the debtor, and to protect honest but unfortunate
debtors From their creditors.

In the Unitsd States the bankruptcy laws are known as the

Federal Bankruptcy Act. The Act was first written in 1888 and
has been revised several times, the last major revision heing
in 1378. The Act now contains 15 chapters. Most of these
chapters deal with Farmers, railroads, municipalities,
maritime shipping, big businesses. and perScnal bankruptcies..
Small businesses ars covered under Chapter 11. This is why
you may hear of somecone, "going into chapter 11,” which means
someone has entered bankruptcy. There are two types of
bankruptcy; 1) voluntary, in which the debtor applies fFaor
protection of the court, and 2) involuntary, in which a group

of creditors form a8 committes and ask the court to intsrcsds.

When & business reaches insolvency it with its attorney may
voluntarily petition to the United States District Court fFor
protection. In an involuntary petition the creditors must
show that the debtor bas committed an "act of bankrupt;y.” An
act of bankruptcy may include hiding or removing all or part
of é debtor’s property in order to defsulf the creditors, the

Favoring or paying of one creditor to the exclusion of
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anothar, the written admission of insalvency, or by letting a
receiver take charge of the property.

At this point the court will appoint a referee to gather
the fFacts caoncerning the casse. The debtor is required to make
a8 Full disclosure of all assets and to file reports to keep
the referse informed of the situstion. The debtor business or
company’s name changes From My Business” to "My Buéiness,
Debtor in Possession” and in many ways the hﬁsiness isg
operated and organized as s new venture., In time the court
will make its decision concerning the merits of the petition.
If the court rules in favor of the creditors the referee will
administer the property and husiness until a receiver or
trustee has besn named by the creditors’ committee. The
recgiver or trustee then takes possession of the bankrupt's
property, takes an inventory, and has an appraisal of the
bankrupt businéss’ worth. The receiver may recommend to the
court that the businsss be re-organized, and recommend changes
in the management and operation of the business until it can
become solvent again. If re—-organization is not wviable or
fecummended then the receiver hecomes the “trustee in
bankruptey” and will liquidate or sesll all tﬁe assets of the
bankrupt business. The trustee in bankruptcy then distributes
the proceeds among those entitled to the money. The Act
specifises who gets paid first. Legal Fees, salariss, ;nd
unpaid taxes are paid before secured creditors, unsecured
creditors, and investors. IF youw were in business as &

corporation you may have had to personally guarantee some
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bhusiness loans. This may méke you perscnally liable and Force
you into personal bankruptcy. In most states you can probably
keep your house and car, but you may have to refinance your
homs mortgage. In many states your salary may not be
garnished. |

Bankruptcy has very high costs both financialy as well as
emotionally. Assets are sold at below bargain prices because
the buyers know that you are in trouble and must sell. The
legal fees of trustees and lawyers are paid before the
creditors, so the creditors are never happy with the results.
It sesms that many times the little guy, débtur or creditor is
hurt the hardest. In business it’s a dog-eat—-dog world where
many storiss do not have a happy ending. It is up to you how

your story ends.

Vacabulary and Terms

defraud pick up the piesces referee
disclosure pouring good maney after bad secured creditor
dog-eat-dog proceeds trustee

insolvent receiver : unsecured creditor
Suggestions

A. Read, guestion, explain, and assess.

B. Ask the students to discuss whether any of them havé been
helped or hindered by bankruptocy, either their own or someone
else’s.

. Have the students discuss their attitudes towsrcd
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bankruptcy. Is it a chance to start all over, or an excuse to
get out of debt?

0. Have the students prepare a presentation titled ”Beware of
Insplvency.” Suggest to the students that this topic may
include steps to take to prevent insclvency, what signs to
lock for when customers are in trouble, or what tc do ance
your headed for insolvency.

E. Role-play s bankruptcy case. Assign students to act ocut
the wvarious people involved in a bankruptcy hearing.

F. In small groups askﬁthe students to discuss the

consequences of bankruptcuy, then report théir findings.
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IV Forms and Fecsimilies

In this day and age we have all become paper pushers.
Everyday we write bills, pay bhills, pay taxes, and Fill out an
almost endless amount of forms. No matter how much we may not
enjoy doing this, we can not get ocut of it. The Forms and
facsimilies in this section are only a small representation of
the many tupes to be written and completed by angbne in
business. Some such as checks and bank deposits are written
often, tax forms and registrations may be filed annually,
while business contracts and bill of sales may only be signed
once ar twice in a life*tihe.

These example Fforms are only samples of the real things,
each bank will offer a variety of checks and slips, esach state
a different form for contracts, even the federal tax form, the
1849 form, will changes from year to year. Use thesse for
practice and become Familiar with them. There is a hig
difference hztween $200 and 32,000 when your writing a check.
.Your accountant may advise a particular method or system For
keeping your business rescords, while it goes without saying
that your attorney should review any and all contracts that

are drawn up.
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YOUR COMPANY NAME
15 Business Street
Hometown, Your State 12345

(912> 345-6789 es-271
212
CURRENCY
CQIN
" DATE 19 .
DEPOS'T TICKET Checks and other ftems are received for depo_sif To:“ - =
subject 1o the provisions of the llJmform Commercial TOTAL
Cede or any opplicable collection agreemens.
My Community Bank
of Your State
Hometown Office, Hometown, YS 12345
0123456 7898 112233 4455
%2l T ;
Exz| | r : ' ’ % f |
oo ! : : :
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ENTER TOTAL ON OTHER SIDE

YOUR COMPANY NAME

1S Business Street
Hometown, Your Stats 12345
(012> 3Y5-5789

CURRENCY [
COIN
TOTAL CHECKS

DATE 19
Checks ond other items are received for depesit
subject to the provisions of the Uniform Commercial
Code or eny applicable collection agreement.

DEPOSIT TICKET

My Community Bank
of Your State
Hometown Office,

Hometown, YS 1234s

0123456 78990 112233 44SS

-
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ACCOUNT
NUMBER

DATE

NAME
{PLEASE PRINT)

ALL ITEMS ARE ACCEPTED SUBJECT TO THIS BANKS RULES AND REGULATIONS PERTAINING TO- SAVINGS ACCOUNTS.

Lo

| -D.EPOSIT; " _.

WITHDRAWAL

0 casu

.

AMOUNT

SAVINGD

=3

SIGNATURE - : R
{l CERTIFY THAT THE JOINT OWNER OF THIS ACCOUNT IS NOW LIVING)

{ToTaL

e
ARl

PREMiuUM

- : My Community Bank
S of Your State

' ACCOUNT
NUMBER

DATE

NAME
: {PLEASE PRINT)

ALL ITEMS ARE ACCEPTED SUBJECT TO THIS BANK'S RULES AND REGULATIONS PERTAINING TO SAVINGS ACCOUNTS.

SIGNATLRE
{| CEATIFY THAT THE JOINT OWNER. OF THIS

ACCOUNT ISNOW LIVING)

PREMIUM SAVINGS

My Community Bank
of Your State




(0}

c Department of the Treasury—Internal Revenue Service
& 1 0 4 0 U.S. Individual Income Tax Return :ﬂ @ 8 5

For the year January 1-December 31, 1985, or ather tax year beginning , 1985, ending .19 l OMB No. 1545-0074 ;
Use Your first name and initial (if joint return, also give spouse’s name and initial) Last name Your socllal ucurltly number .
IRS ; ; Lol
gtbl:elr- Present home address {(number and street, including apartment number, or rucal route) Spouse’s social 59‘.“"“1 number \
basse | _ | :
pring City, town or post office, state, and ZIP code Your occupation '
of type. Spouse's occupation
Presidential } Do you want $1 to go to this fund? . . . ) Yes No |Note: Mﬁegggr%ﬁr’ e :
Election Campaign If joint return, does your spouse want $1 to go to th|s fund" . Yes No regduce your refund. i
. 1 Single | For Privacy Act and Paperwork Reduction Act Notice, se¢ Instructions. :
Flllllg Status 2 Married filing joint return {(even if only one had income)
Check only 3 Married filing separate retura. Enter spouse’s social security no. above and full name here.
one box. 4 Head of househoid (with qualifying persen). (See page 5 of tnstructions.) If the qualifying persan is your unmarried child
but not your dependent, write child’s name here, :
5 Qualifying widow(er) with dependent child (year spouse died » 19 ). (See page 6 of Instructions.)
. 6a Yourself 65 or over Blind ] ﬂig 2:2:3“’
Exemptions b Spouse 65 or over Blind onfaand b »
Always check ¢ First names of your dependent children who lived with you ] E,“:fmmw
the box labeled fisted on 6 >
(Y:gurself. d First names of your dependent children who did not live with you (see page 6}. Enter aumber
eck other of children
boxes if they (If pre-1985 agreement, check here b [l 3 i _ i listed on 6d P
apply. e Otherdependents: ) Relationship | onthsveed | hove vt | rivethan o haf o
(1) Kame in your home | $1,040 or more? | dependent’s support? Efnz:w’mur
dependents
: Add numbers
entered in
f Total number of exemptions claimed (also completeline36). . . . . . . . . . . . . . . boes gbove W
7 Wages, salaries, tips, etc. (Attach Form(s) W-2.). ?
Income 8 Interest income (also attach Schedule Bifover$400) . . . . . . . . . . . . . . 8
Please attach 9a Dividends (also attach Schedule 8 if over $400) | 9b Exclusion [ ' W :
Copy B of your 9¢ ;
Farms W-2, W-2G, ¢ Subtract line @b from line 9a and enter the result . . .
and W-2F here. 10 Taxable refunds of state and local income taxes, if any, from the worksheet on page 9 of Instructions. | 30
lfyoudonothave 11 Alimony received . . . e
-::;ézi soefe 12 Businessincome or (loss) (aﬂach Scheduie C) L.y I
Instructions. 13 Capital gain or (loss) (attach Schedule D) . 13 .
14 40% of capital gain distributions not reported on line 13 (see page 9 of Instruc’aons) 14
15  Other gains or (losses) (attach Form 4797) ) 15 '
16 Fully taxable pensions, IRA distributions, and annuities not reported on Ilne 17 (see page 9) 16
17a Other pensions and annuities, including rollovers. Total received {17s |
b Taxable amount, if any, from the worksheet on page 10 of Instructions . 17v
}_ 18 Rents, royalties, partnerships, estates, trusts, etc. (attach Scheduie E) 18 j
19 Farm income or (loss) (attach Schedule F) e e e e e e e 19 ‘
20a Unemployment compensation (insurance). Total recenved . [ 20a] i [
Please b Taxable amount, if any, from the worksheet on page 10 of lnstmctlorrs N . i
armaney 21a Social security benefits (see page 10), Total received. . . . [ 21a] | ;
orger here. b Taxable amount, if any, from worksheet on page 11. { et : } Lk 21b| -
22 Other income (it type and amount—ses page 11 of nstructions) ' i
23 Addlines 7 through 22. Thisisyourtetalineome . . . . . . . . . . . . . .. p» |23
24  Moving expense {attach Form 3903 or 3903F) ‘
Adi ustments 25 Employee business expenses (attach Form 2106). . . . .
to Income 26 IRA deduction, from the worksheet on page 12 .
(See 27 Keogh retirement plan deduction .
% Instructions 28 Penalty on early withdrawal of savings e ,
5 onpagell) 29  Alimony paid (recipient's last name and Vit
3 ‘ . social sacurity no. ! } 129
‘ ; 30 Deduction for a married couplewhen both work (attachSchuMe M 30 :
. 31 Add lines 24 through 30. These are your total adjustments .- . - L
Njustad 32 Suaeio 3 10 5, o et g e S 5
_GJ'OSS !IIC__Q___II'IQ Instructions. }f you want IRS to




Form 1040 (1985) Page 2

33 Amount from line 32 (adjusted gross income) . .. 33
Tax 34a [fyou itemize, attach Schedule A (Form 1040) and enter the amount from ScheduIeA line 26 34a
Compu- Caution: If you have unearned income and can be claimed as a dependent on your parents'
tation return, check here » D and see page 13 of instructions. Also see page 13 if you are married
filing a separate return and your spouse itemizes deductions, or you are a dual-status alien.
(See b If you do not itemize but you made charitable contributions, enter
Instructions your cash contributions here. (If you gave $3,000 or more to any
on page 13.) one organization, see page 14.) 34b
¢ Enter your noncash contributions (you must atfach Fann 82831)’ over 5500) 34c
d Addlines 34band 34c. Enterthetotal . . . . . . . . . . 3%
e Divide the amount on line 34d by 2. Enter the result here T
35 Subtract line 34a or line 34e, whichever applies, from line 33 A -
36  Multiply $1,040 by the total number of exemptions claimed on line 6f (see page 14) ... . |36
37 Taxable income. Subtract line 36 from line 35. Enter the result (but not less thanzero) . . . 37
38  Entertax here. Check if from [] Tax Table, (] Tax Rate Schedule X, Y, orZ,or [] ScheduleG |38
39  Additional taxes. (See page 14 of instructions.) Enter here and check if from 1 Form 4970,
0 Form4972, or O Forms844. . . . . . . . . . . .. ... .. |3
40 Addlines38and39.Enterthetotal. . . . . . . . . . . . ... .....plao
. 41  Credit for child and dependent care expenses (attach Form 2441) | 41
Credits 42  Credit for the elderly and the permanentiy and totally disabled
(See (attach Schedule R) . . . . . . N L. 4
Instructions 43  Residential energy credit (attach Form 5695) Co 43
onpage 14.) 44  Ppartial credit for political contributions for which you have receupts 44 /
45  Add lines 41 through 44, These are your total personaicredits . . . . . . . . . . . . | 459
46  Subtract line 45 from line 40. Enter the result (but not lessthanzero), . . . . . . . . . | 46
47  Foreign tax credit (attach Form 1116) . . . . . O I ¥ J
48  General business credit. Checkif from  [] Form 3800,
[J rorm3468, [] Form58s4, [] Formed7s. . . . .-L48
49  Addlines 47 and 48. These are your total business and othercredits . . . . . . . . . . | 49
50  Subtract line 49 from line 46. Enter the result (butnotlessthanzero) . . . . . . ... . p| 50
51  Self-employment tax (attach Schedule SE). . . . . . . . . .. . . . .. . . . |51
Other 52  Alternative minimum tax(attachForm6251). . . . . . . . « « v v v v . .. . |52
Taxes 53  Taxfrom recapture of investment credit (attach Form4255) . . . . . . . . . . . . . |93
(Including 54  Social security tax on tip income not reported to employer (attach Form4137) e e 54
Advance Eic 35 TaxonanIRA(attachform5329) . . . . e e e e e e e . .. . | BB
Payments) 56  Add lines 50 through 55. This is your totaltax I & -]
57 Federalincometaxwithheid . . . . . ' ' 57
Payments 58 1985estimated tax paymentsand amount applled from 1984 return | 58.
59 Earned income credit(seepagel6) . . . . . . ... . . |59
&“SCL’VFE{;TS 60 Amourt paid with Form4868 . . . . . : 60
?ﬁ.»gfﬁzp 61  Excess social security tax and RRTA tax W|H1held (two or more
) employers) . . . . . 61
62 Credlt for Federal tax on gasoime and spe(:|al fuels (aﬂhch Form 4136), 62
63 uiated Investment Company credit (atfach Form2439) . . . | 63
64 Add lines 57 through 63. These are your total payments L
65 ifline64is Iarge;'thaﬁ fine 56, enter amount OVERPAID -
Refund or g6 - Amount of line 65 to be REFUNDED TO YOU . -

Amount 67 _ Amountof line 65 to be appied toyour 1986 estnmatedtax e I & I L
YouOwe g5 line 56 is larger than line 64, enter AMOUNT YOU OWE. Attach-check or money ordef for ful amount
payabie to “‘Internal Revenue Service." Write your social security numberand 1985 Form 1040"onit . '

Check P [ _itrorm 2210(2210F) is attached. See page 17.  Penalty:  $ ]
Under penalties of perjury, | declare that | have examined this retum and accompanying schedules and statements, and bo the best uf my knuwledge and. o

Please belief, they are true, correct, and complete. Declaration of preparer(other than taxpayer) is based on all information of which preparer has any knowiedge.
Sign ’ | ’
Here Yoursignature - “Date ' " Spouse’s signature (i Afing foirtly, BOTH mustsign) - .
Preparer's ’ Date : . _ Preparer’s social security no.
: ; ‘ Check if . S
:ﬂld . signature : self-employed [ -
repal'el‘ s Firm's name (or -1 EL No. - H
Use Only yours, if self-employed) .
and address ZIP code )
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ACCOUNTS PAYABLE
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1 2

3

CREDITOR'S NAME

AMOUNT

AMOUNT

BAI ANCE

INVOICE #

CHARGED

CHARGED

CHARGED

COLUMN WRITE ®




- U CASH PAYMENTS FOR EXPENSES

2 D 3 4 =)
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STATE OF .

D D DEPARTMENT OF LAW AND PUBLIC SAFETY *
— DIVISION OF MOTOR VEHICLES
w g BUREAU OF CERTIFICATE OF OWNERSHIP
a = TITLE TRANSFERS AND DUPLICATES
o o CN 017
L SO
ty o B e - o
§ N ;;‘E ‘APPLICATION FOR CERTIFICATE OF OWNERSHIP
: g Q%E e PLEASE DESCRIBE THE VEHICLE ACCURATELY
! lE:"’ Eu:( I'E' =
: O -3
£95 18
i l aﬂg |w g . . b
% e 88}5" ]E MAKE OF VEHICLE YEAR BODY TYPE
1% E
: 32 | i
E gl... 3 COMPLETE VEHICLE IDENTIFICATION NUMBER INOT THE MOTOR NUMBER) ‘COLOR MODEL
[3p] 3 - H
. S ii 3 Actual present true mileage ETE
- | 0 M A 000 OO e
= Ig 4 .
g & § & o 18 PLEASE GHECK Does your vehicle now have a lien? - [YES] [NG
3 > 2 134 “YES" OR “NO" {is your vehicle financed?) i '
: g Z 1E 4 I you checked “YES™, print name of bank or finance company befow.
By . 8 185 _Ifvou checked "NO". print “NONE" in the box below.
- ; 2z - n g - fs ”W: '
C 3 | p—— W < Iw ;l
s g z s ]
g zg | &
5 E - g = ¥ IZ & o
BB @ < "E I.‘J 5 £)] NAME OF BANK OR FINANCE COMPANY (LIENHOLDER), IF NO LIEN WRITE "NONE"
e - ZzE h3 |
g 8 i <z I“H 0
- 53 l2s [
Ly u D B ] pyrrepmpm——
i g op it -
'-‘: — N Q¥ l ] STREET ADDRESS OF LIENHOLDER CITY OR TOWN R ﬁATE ZIF CODE
: H a | STATEMENT OF APPLICANT |, the undersigned, hereby ‘certify the above
: w o~ ! information as true and correct to the best of my knowledge, and | also certify that |
= M | have compared the identification number shown on this application with that on the
g-—-—'é ——— IE motor vehicle and found that they agree in every particular,
[ " |= SIGN !
g g - 8 0 I3 HERE X — DATE
z < w ]
i - R F S YOUR NAME
2 3
S22 | >3 |
59’5 " LICENSE NUMBER (IF BUSINESS - CORPCODE)
ooo) | |55 T
. 000 E&E‘ . . _ . ) .
w %@5 W 3 | rLease [ DATEOF BRI EYE COLOR SEX
E g 2% oz | e | R
g L g 5,8 g0z2 CLEARLY éfnen
3] 2 = .
& , £ 38 O2F [ZEZ3w |
j E 2 2yhi 22z (%3559
; E Z 22% :
£ & a3 EE KE - | GITY, STATE, ZIP CODE
1 ‘ N -
-] e . g
| srreer msmEss—
oy — ) FIATE
ST N CRER LCaISE RIMeerey 1 wmax [
- S ] meame OF
T - . i . 1- " ] ;
'UIIF“E.I_ e —
HERE.
CO-OWNER
MISSTATEMENTS MAY RESULT IN SUSPENSION OF REGISTRATION PRIVILEGES
- Bt e
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on May 15, 1978, and a 1ike amount opl;the 15th_

1984. ' Said p‘a’

iy

In the evsant"any payment_g :x,,L
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SHtate of Fetn Jergep, Countp of Bergen {gs.:  MWe it Remembered,

that on April g 1978 |, before me, the subscriber, an Attorney at
Law of New Jersey,

persanally appeared . 1y

whao, I om satisfied, ig the person named in end who executed the within Instrument,
and thereupott  he acknowledged that he signed, 8 jgered the same as

his act and deed, for the uses and purposes therein exp

An Attorney at Law of New Jersey
} s8.:  Be it Bemembered,

SHtate of Netw Fersep, County of
, before me, the subacriber,

that on 19

personclly eppeared . .
who, being by me duly sworn on h oath, deposes and makes proof lo my satisfoction, that

he 15 the Seeretary of
the Corporation named in the within Instrument;

that is the

President of said Corporation; that the execution, as well as the making of this Instrument, has
been duly authorized by a proper resolution of the Board of Directors of the said Corporation; that
deponent well knows the corporate seal of seid Corporation; and that the seal affized to soid
Instrument is the proper corporute seal and wos thereto offized and said Imstrument signed and
delivered by said President as and for the voluntery act and deed of seid Corpora-
tion, in presence of depoment, who thereupon subscribed h name thereto as atlesting witness.

Swarn to and subsceribed before me,
the date aforesaid. ;
0
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uTtse ALL-STATE LEGAL SUPPLY CO.

=N TRANSFER)
=2 ::N:FOBRI.I;: g;MS:\IEECIIBﬁ:'.LEDDE IND. OR CORP. Eﬂl nf éau 269 SHEFFIELD STREET, MOUNTAINSIDE, N.J. 07092
L 4
*
HKuony (11 Ben by these Presents
That '
residing or located at  ~ Liberty Road .
in the Borough of Bergenfield in the County of

Bergen and State of New Jersey herein referred to as the Seller,

for and in consideration of the sum of $ 32,000, 00 paid to kim, ot or before the ensealing and

delivery of these presents, by

residing or located at ™. . Johnson Avenue .
in the Borough of Dumont in the County of

Bergen and State of New Jersey kerein referred to as the Buyer,

sells, transfers, sets over and assigns unfo Buyer the following described business;

Route for Tumann Meats, specifically the forty-six stores or customers
set forth on the attached sheets, located in Bergen and Hudson Counties,

New Jersey,
ARMdorirdoai

including the stock in trade, fixtures, equipment, good-will, irade name, licenses, lease and all rights
under any contracts for vending machines, public telephones or any other renial or use of equipment af
the said premises, more particularly described and mentioned in the Schedule herein.

TO HAVE AND TO HOLD, the same unto Buyer forever, subject to the

following:  pyrchase money note for $30,000.00 amortized over six years
in equal monthly payments of $511.48 with interest at 7 percent per

annum.

The warrgnties, covenants and promises contgined in the agreement Rherelofore entered into
between Seller and Buyer for the sale and purchase hereby consunimated, shall not merge in but shall
survive this Bill of Sale and become a part hereof and shall continue in full foree and efect as though
get forth herein ot length. .

Seller covenants and agrees, o and with Buyer, to warrant and defend the sale of said business,
goads aM;g e;hattels hereby sold,unfo Buyer against all and every person or persons, except as otherwise
erein staied. '

All the terms, covenants and condifions herein conmtained shall be for and ghall inure
; © z i to the
ben:eﬁt of and shall bind the respective parties hereto, and their legal representatives, successors and
aesigns, respectively. ’

In all references herein to any parties, persons, entities or co ] ]
a rporations the use of eny particular
gender or the plural or singular number is intended tr:: include th it
text of the within instrument mey require. © e approp @ gender or mumber as the

-.’!l'l wim_ess Wheceot, the seller has hereunto set his hand and seal, or caused these presents to be
signed by ity proper corporate officers and caused its proper corporate geal to be hereto affived, the

. deyof April 9 78.
_— //
Higued, Healed and Belivered A
in the presence of Y — o

ot Aitested bp
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ORI TR PLRTY = Bt Sy i kb,

State of Poepy Fergep, } g8+
Countp of Bergen

1. Heisnot g minor,

2. Heis the owner of and in actual Poszession of the business and
3. He has the absolute right gnd euthority to sell same under #

the Bill of Sale.

4. There are ng lens, morigages, Security tnterests, Fudgments,

employment Compensation or Social Security taves unpaid,
have any claim of any nature whatsoever against the said business and g00ds and chattels ang that

the same qre free and clear, except,

5. The Following is q true grd complete list of Seller's ex
0 edach and the names and addresses of all persons known to Seller to assert

claims againgt Seller whether disputed or not,
Name Address Amount

addresses, the amounls owed

6. This affidawit is made to
that Buyer relies upon the

Bworn anmy subgcribien to before me,

thiz AT day of

t

2

being duly sworn, says:
Property mentioned in this Bill of Sale,
ke conditions and terms mentioned in

levies, Municipal, State, Federal, [/n.
HOY aRY Persons oy corporations whe

isting Creditors; their names and businese

nduce Buyer to rurchose sqid business gnd goods ang chattely knowing
en

TULR of the statem

ts herein coniained.




SCHEDULE A
DESCRIPTION AND LOCATION OF COLLATERAL

ms constituting the collaferal referred lo in this security
any item iz or will be a fixture

The following is a schedule of the ite
nd address of the owner of

agreement and the address where each ttem is and shall be located and if
attached to real estale, the description of the real estate and the name o

record thereof.

Delivery rcute as set fortn on attached sheets.

together with oll accessories, substitutions, additions, replacements, parts and accessions affized to or
used in connection with the collateral.
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353—N. J. SECURITY AGREEMENT ON GOODS AND CHATTELS

UNIFORM COMMERCIAL CODE

IND. OR CORP.

Kar

ALL-STATE DFFICE SUPPLY COQ.
45 EDISON PLACE, NEWARK, N. J. 6T102

This Aareement,

made the day of April 19 73
Hetioeen - . T,
residing or located gt . . Johnson Avenue
in the Borough of Dumont in the County of

Bergen

regiding or located at

and State of New Jersey

Liberty Road

herein referred to as the Debtor;

in the Borough of Bergenfield in the County of
Bargen aend State of Hew Jersey herein referred to as the Secured Party:

itesseth, that Debtor hereby gramts to Secured Party o security intervest in the collateral de-
scribed in Schedule A herein to secure payment of an indebtedness in the sum of (8 30,000.00 )

THIRTY THOUSAND-————— == ——————— —— =mm————== Dollars
together with interest, payable in the following manner: Negotiable, promissory note in

the amount of $30,000.00 with interest at 7 percent per annum amortized
over six years with equal monthly payments of $511.48 due on the 15th
day of each month, beginning May 15, 1978,

and to further secure performance by Debtor of all other terms herein.

1. USE OF COLLATERAL. Debtor represents that the collateral will be used
¢ %) a. In business.
( J b. For personal, family or household purposes.
( ) e Infarming operations.

a. FIXTURES. If the collateral is or will be attachked to real estate prior to this loan
or prior to the perfection of Secured Party’s security inferest, Debtor will furnish Secured Party
2with subordinations by all persons having any interest in the real estafe. The nomes, addresses and
interests of all persons whose interests are to be subordinated, are

NOXE

o b. GOQODS USED IN MORE THAN ONE STATE. If the collateral iz goods of a type
w;n;hrtzi ngmal{y used in more than one State, the chief place of business, if other than Debtor's address
set forth above, is

NONE
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2. DEBTOR WARRANTS AND COVENANTS THAT:

2.1 USE OF PROCEEDS OF LOAN. If the loan is to be used to pay, or the debt represents
& portion of the purchase price of the collateral, Debtor either will use all the proceeds of the loan to
pay the purchase price and for mo other purpose, or authorizes Secured Party to pay the proceeds directly
to the seller of the collateral and to pay premiums for the insurance set forth in Paragraph 2.4.

2.2 SELL, ETC. Debtor is the owner of the collateral free of any other lien or security
interest and 1will not sell, exchange, lease or otherwise dispose of the colluleral, nor permil any person
other than Secured Party to acquire o lien or security inferest therein or file a financing statement cov-
ering the collateral,

2.8 PRESERVATION. Debtor will maintain the collateral in good condition and repuir and
preserve if against loss, damage or depreciation in value other than by reasonable wear.

2.4 INSURANCE. Debtor will carry insurance on the collateral against damage or loss by

fire, theft and other casualty, including eollision, if applicable, in an emount not less thap &
with responsible tnsurors authorized to do bustness in this State, loss to be payeble fo the

parties as their respective inferesis maw thon appear. In the event of any loss or demage to the collateral,
Debtor forthiith shell notify Secured Party in writing and file proofs of loss with the appropriate
insurors, Debior, upon request, shall deliver to Secured Party the policies or cerfificates of insurance.

. 2.5 TAXES. Debtor will pay ihen due, tares and essessments or license fees of any nafure
relafing to the collateral or its use.

2.8 AUTHORITY TO SECURED PARTY. Debtor authorizes Secured Party, if Debtor fails
so o do, to do gl things required of Debtor by Paragraphs 2.3, 2.4 and 2.5 herein and charge all reason-
able expenses incurred by Secured Party to Debtor with interest at 7 %.

. 27 REMOVAL AND INSPECTION. Debtor will not remove the collateral from the specified
location, except in the normal course of business for temporary periods, without the prior written consent
of Secured Party and will permit Secured Parfy to inspect the collateral at any reasonable time.

. 28 PERFECTION OF SECURITY INTEREST. Debtor will join with Secured Party in
executing, filing and doing whatever may be necessary under applicable law, to perfect, continue and
terminate Secured Party's security interest in the collaterel, at Debtor's expense.

. 2.9 EXTENSIONS AND RELEASES. Debtor consents to any extension of ttme of payment.
If this agreement secures a nmote, the note is a separate instrument and may be wegotiated by Secured
Party without releasing Debtor, the collateral or any guarantor or co-maker.

4. GENERAL.

3.1 GUARANTOR OR CO-MAKER. If there be more than one Debtor, guarantor or co-
malker of a note or of this agreement the obligation of ell shall be primary, joint end several.

3.2 NON-WAIVER BY SECURED PARTY. Failure of Secured Party to insist upon strict
performanc_e of any of the warranties and covenantsof this agreement or to exercige any option herein
conferred in any one or more instances shall not be comstrued as a waiver or relinquishment for the
f;ture of any such werranties, covenants or options, but the same shall be and remain in full force and
effect.

3.3 NOTICES. All notices to either party shall be by mail or telegraph addressed to such
party at the address set forth herein or previously changed tn writing or by personal service upon suck
party or s proper corporate officer. Reasonable notice, when notice 1s required, shall be not less than

days.

3.4 SEVERABILITY. Any part of this agreement contrary to the laws of this State or any
State having jurisdiction shall not invalidate otker parts of this agreement.

8.8 LAW GOVERNING. All the terms herein and the rights, duties and remedies of the

parties shall be governed by the Uniform Commercial Code. (N.J.8. 124}
4. DEFAULT. Debtor shall be in default under this agreement upon the occurrence of any of

the following:

41 NONPAYMENT OF PRINCIPAL AND INTE%E,’.ST. Failure to pay the principal or
any instellment thereof or interest on the debt or note within <V days efter the due date.

4.2 BREACH OF AGREEMENT BY DEBRTQR. Failure by Debtor to keep, observe or per-
Form any provision of this agreement.

8. ACCELERATION. The unpaid balance of the principal sum due and interest thereon shall im-
mediately become due and payable at the election of Secured Party in the event of any of the following:

5.1 DEFAULT. As defined kerein.

5.2 MISREPRESENTATION, Misrepresentation or material falsity of any certificate or
statement made or furnished by Debtor to Secured Party in connectim{ wit% tiis ggrem‘nt.

5.8 INSOLVENCY OR TERMINATION. Termination or sale of business, insolvency or
deatk of Debior or commencement of any insolvency proceedings by or against Debtor.

. 5.4 INSECURITY. Depreciation or impairment of the value of the collaterel, or a change
in the financial stalus of Debtor, which jeopardizes the prospect of payment of the debt or performance
of any of the covenants and conditions herein. .

6. REMEDIES ON DEFAULT. In addition to all the rights and remedies hercin for default,
Secured Party shall Rave suck other rights and remedies as contained in the Uniform Commercial Code.

. 61 ASSEMBLING COLLATERAL. Upon ary default and upon demand, Debior agrees to
immediately nsgemble the collateral and make it aveilable to Secured Party at the place and at the time
designated in the said demand,

62 COUNSEL FEES AND LEGAL EXPENSES. Upon any defoult Secured Party may
charge Deblor such reasonable counsel fees, legal expenses and other charges incurred by Secured Party
1,Cn :imkmg and selling the collateral, rendering the surplus if any, according to the Uniform Commerecial

ode. -




All the terms, covenants and conditions herein contained shall be for and shall inure to the benefit
of and _shcidl bind the respective parties hereto, and their legal representatives, successors end assigns,
regpectively.

In oll references herein to any parties, persons, enfities or corporations the use of any particular
gender or the plurel or singular number is intended fo include the appropriate gender or number as the
text of the within instrument may require.

Fn Witness Whereof, Debtor gnd Secured Party have hereunto set their hands and seals, or caused
these presents to be signed by their proper corporate officers and caused their proper corporate seal to
be hereto affized, the day and year first above mentioned.

In the Presence of
{(L.S.})
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