Building a Successful Small Business

A Six-Week Course for Entrepreneurs

Sponsored by the Catskill Development Foundation 

with support from the Appalachian Regional Commission

October 1-November 8, 2007

Location: E-Center, Delhi NY

To register: 607-746-8595
Or email   lori.paulson@co.delware.ny.us

Classes will be held on Monday and Thursday evenings from 6-9 pm

Double Class on Saturday, October 13 from 9-4, with one hour lunch break

Facilitated by Executive Service Corps, Oneonta, NY: with instructors from Hartwick College, SUNY Delhi, ESC consultants and area professionals

COURSE OUTLINE

Monday, October 1 and Thursday, October 4

BUILDING A BUSINESS (classroom)

Goals & Objectives of the course


Examine Mission & Vision for Starting a Business


Do I have what it takes?
Assessing one’s strengths and weaknesses


What is a Business Plan?  Elements & Organization of Business Plan


Determining Financial Needs and Cash Flow


What the bank wants to know


Types of Business Structures: Sole Prop, LLC, Corporation

Meet your Mentors (each student will be assigned a personal mentor to guide them through the program)

Monday, October 8- COLUMBUS DAY-No class

Thursday, October 11

PRINCIPLES OF MARKETING/ Brand and Product Development (classroom)


What is Marketing? 


Developing a Marketing Plan


Marketing research; identifying my market/customers


Writing an effective press release


Media lists and outlets: radio, TV, newspapers, magazines, more


Product development and pricing

Saturday, October 13 :Double Session  9-12, lunch, 1-4

MARKETING & GRAPHICS INTENSIVE(Computer Lab) 
        


Using WORD, OFFICE, PUBLISHER and other software to create ads, 
brochures, business cards, etc.
Developing a media/press kit


Using the Internet for marketing 

E-Commerce-How it can work for you

Monday, October 15

SALES & CUSTOMER SERVICE (classroom)


Know your customer, Customer service with a smile


Advertising & Publicity: How they are the same and how they differ


Creating an advertising budget


Sales & Distribution

Thursday October 18 and Monday, October 22

FINANCIAL RECORDKEEPING (computer lab)


Importance of keeping accurate Financial Records


Managing revenues, expenses, taxes, payroll


Accounts receivable-Creating and tracking invoices


Accounts payable-Recording and tracking bills


Tools for Recordkeeping: Excel and QuickBooks introduction


Creating Reports: P&L, Balance Sheets, Break-even analysis

Thursday, October 25

LEGAL & INSURANCE (classroom)


Types of businesses-sole proprietorship, corporation, LLC, other


The importance of an accountant, lawyer and insurance agent


What to ask and expect of each of them


Types of Insurance-employee, liability, other

Monday, October 29

HUMAN RESOURCES (classroom)


Employee Management


Hiring, firing, evaluating, motivating


Payroll, FICA, new hire forms


Worker’s comp, benefits, Health insurance

Thursday, November 1 and Monday, November 5

BUILDING THE BUSINESS & MARKETING PLAN (classroom)


Filling in the blanks, SWOT Analysis


Identifying Business Costs & Funding Sources


Reviewing Financial Projections & Cash Flow analysis


Preparing loan applications


Reviewing marketing plan and budget


One on one work with mentors, Group questions and answers

Wellness Check, Additional Resources available

Thursday, November 8

FINAL WRAP-UP and BUSINESS PLAN PRESENTATIONS (Classroom)

Presentations will be in the form of a 5 minute “pitch” to a potential investor or loan officer.  Questions and Answers.  

Certificate presentation and party.
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