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PARTNERS IN EDUCATION IS A PROGRAM OF THE GREEN BAY AREA CHAMBER OF COMMERCE





GENERAL INFORMATION

The Green Bay Area Chamber of Commerce, the Small Business Council and Partners in Education will provide a unique opportunity for young entrepreneurs in the local community to experience firsthand the excitement and personal rewards of starting a new business.  The Youth Entrepreneur Program will award up to $500 to enterprising students from 13 to 18 years of age, from our ten partner school districts who are willing to start a business this summer.

To apply for the Youth Entrepreneur Grant, you must prepare this MINI-BUSINESS PLAN, which will be evaluated by the Service Corps of Retired Executives (SCORE).  The enclosed material will guide you in putting the plan together.

Your MINI-BUSINESS PLAN MUST be keyed from a computer (by downloading the mini-business plan from our website, www.titletown.org, you will be able to insert your information directly into the plan).  The keyed plan does not have to be long, but must include the information requested.  Some items may be as short as a paragraph.  Be as concise, but as thorough as possible in your explanations.  You should spend most of your time exploring business opportunities and planning a marketing strategy that will produce revenue.  Depending on how profitable your business is, you may be expected to repay up to one-half of the award received.  

If you are selected to receive a grant from the Youth Entrepreneur Program, members of the selection committee will be available to counsel you in managing the details of your business.  You will be expected to provide two short end-of-the-month financial progress reports and a final “annual report” about the business including actual vs. budgeted financial statements.  

Follow the checklist to prepare your MINI-BUSINESS PLAN and reports.  Your completed MINI-BUSINESS PLAN is due the first Monday in May.  Submit the forms to Nancy Schopf, PO Box 1660, Green Bay, WI 54305-1660.  Students’ MINI-BUSINESS PLANS that are selected to receive an award will be announced by late May.

If you have any questions in preparing your MINI-BUSINESS PLAN, contact Nancy Schopf, Vice-President – Education  & Leadership at 920-437-8704.
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TO GET STARTED

The first thing you must do is to decide what business you want to start.  It must provide a service or product that you can sell; one you feel is needed by the marketplace.  The business should eventually produce sales revenues.  The purpose of the Youth Entrepreneur Grant is to aid students in their set-up costs to get their business idea started.

When you have decided what you want to do, begin gathering market information for your MINI-BUSINESS PLAN.

First, complete June’s anticipated  “projected cash budget” form for the application process (see page 14).  It is the only “financial tool” you’ll have to be concerned with and it will keep your business plan “on track.”  See pages 12 and 13 for instructions for completing the PROJECTED CASH BUDGET sheet.

Second, complete the other sections of your MINI-BUSINESS PLAN (marketing, pricing, distribution, etc.) as you gather your expense (cost) estimates.  Don’t hesitate to adjust portions of your PLAN as you learn more.

Remember, if you have any questions regarding any portion of the MINI-BUSINESS PLAN; feel free to contact Nancy Schopf, 437-8704.  Incomplete business plans are LESS likely to be funded!



PROGRAM CHECKLIST

1.​​​​​_____ Obtain a blank MINI-BUSINESS PLAN form from Partners in Education, 400 S.

  Washington Street, PO Box 1660, Green Bay, WI 54305-1660, your school-to-work

  coordinator, counselor, business/marketing teacher, or your school principal.  

2._____ Prepare your MINI-BUSINESS PLAN.

Your plan MUST be keyed from a computer.  It does not have to be long, but must include the

 requested information.  Some items may be as short as a paragraph.  Be as concise but as thorough as

 possible in your explanation.

3._____ Select a business mentor and have him/her sign your plan.  Note: You may select your own

mentor or get a list from Partners in Education at (920-437-8704).
  A business mentor is a responsible adult other than your parent or guardian with whom you can discuss

  your business operations and to whom you can share  your progress reports.  A mentor can be a SCORE

 member, a teacher, or a local businessperson or other responsible adult.

4._____ Submit your completed MINI-BUSINESS PLAN to Partners in Education, PO Box

  1660, Green Bay, WI 54305-1660, by the due date.

5._____ Prepare your June anticipated “projected cash budget” report (pg. 14) with your mini-business plan.  Each consecutive month submit your actual “projected cash budget” report and the following month’s anticipated report to your business mentor and to Partners in Education.

6._____ Prepare and submit a financial business “annual report” at the end of August (or when

  you close down your business to return to school) to your business mentor and Partners

  in Education.  Your annual report should be a short, concise report about your business

  successes or disappointments, lessons learned, including actual vs. budgeted financial

  statements.

7._____ Repay the Green Bay Area Chamber of Commerce Partners in Education fund up to

  one-half the original award you received using the following formula.  If net, before tax

  profit from the business, exceeds two times the original award, repay to the Chamber

  one-half of that excess, but no more than one-half of the original award.
For example:  Your original award was $200 and your net before tax profit (Your ending balance for August) was $400.  You would repay zero dollars.  $400 – (2 x $200) = $0

For example:  Your original award was $200 and your net before tax profit (Your ending balance for August) was $420.  You would repay $10.  $420 – (2 x $200) = $20; $20/2 = $10

For example:  Your original award was $200 and your net before tax profit (Your ending balance for August) was $800.  You would repay one-half of the award ($100).  $800 – (2 x $200) = $400; $400/2 = $200 which exceeds ½ original award of $200, so you would repay $100.

Business Plan For:

(Name of Company)

(Owner – Your Name)

(Date)

(School Official’s Name and Title)

(Mentor’s Name)

(Mentor’s Signature)


GENERAL INFORMATION:


Name of Company:









Address:











City/State/Zip:











Telephone Number:










Owner/Founder:














      (First Name, Middle Initial, Last Name)

Social Security Number:














          (For IRS Reporting)

Your Address (if different from above):







City/State/Zip:











Telephone:












E-Mail Address:











Description of business:  Please include a full description of the product or service offered by the company and the market(s) you will serve.  Include your business goals and objectives.  Be specific and ensure your goals can be measured over time so you can measure your progress.  For example:  $1,000 in gross sales by June 30th.



PROPOSED FINANCING:

A. Identify your start-up costs and on-going expenses to operate your business.  Start-up costs include:


Inventory:


Equipment:


Supplies:


Location costs:

On-going expenses (working capital), would be:


Inventory purchases:


Advertising/Promotion:


Wages:


Utilities:


Rent:

Additional Costs include: (Taxes, licenses, and other expenses)

Use the estimated expenses form on Page 15.  More detailed instructions for filling out this form are on Page 14.  


B. How will the award money be used:


C. Other sources of funding (if any) and how this money will be used:




MARKETING:

A. Describe the market segment (customer groups) you have identified or plan to get:


B. Describe your marketing strategy (this is your strategy for making your products or service available).  For example, you may decide to market specialized products or services, concentrating on a narrow product line or service in a market “niche” not served by large companies.  Or you may decide to provide a product-service package containing an unusually high amount of service.  Small businesses often work best offering personalized services.

C. Describe your competition, if any, and how you plan to compete against it:



MARKETING (continued):

D. Describe your “Market Mix”:  (the “Market Mix” is how you plan to combine the “four P’s” of Marketing:  Products or services, Promotions, Pricing, and Place (distribution) into your overall marketing plan.

1) Products or Services – describe what your product or service is and what is special about it that will interest your customers.

2) Promotion – this is how you intend to let people know about your business.  It includes advertising, salesmanship and other promotional activities.



Marketing (continued):

3) Price – what are you going to charge for your products or services?  You will have to know what your market and competitors traditionally charge and what your costs will be.  Generally, higher prices mean lower sales volume and vice versa.  Your price must cover your costs if you are to make a profit.  Do a break even analysis to find out how many items you must sell at what price to cover your costs.  The break even (BE) formula is:

BE (no. of units) =

 Fixed Costs







Price (per unit) – Variable Cost (per unit)

Fixed costs are costs that won’t change when you sell more items (rent, salaries, license fees, etc.), variable costs increase as you sell more items (raw materials).

BE =

 Salary





Price $10.00 - $2.20 Variable Cost

BE = $5.00 

         $7.80

4)  Placement or distribution – how are you physically going to make your products or services available to your customers?  Discuss your transportation problems (for your products or yourself) and how you will solve them.


Biographical sketch(es) – briefly outline your work history and histories of other people

who will be in business with you:

Problems anticipated and other pertinent information (realistically discuss any problems, difficulties and other contingencies that might affect the business you’re proposing and how you will overcome these problems).



PROJECTED CASH BUDGET– Fill out the projected cash budget form on page 13.  Below are some helpful tips:

Beginning Cash Balance – this is any money you have to put into your business.  Your ending balance for each month is your next month’s beginning balance.

Cash Sales/Collections – this is the total of all sales for cash during the month.  The first month will probably be smaller than the following months.  This also includes any monies paid to you by customers who owe you money from purchases made the previous month.  (Cash includes checks as well as currency.)

Start Up Costs – the amount you pay for the items you need to begin your business including: equipment, beginning product inventory, office supplies, licenses and fees, initial advertising, beginning cash, deposits (if any), etc.

Purchases – the cost of things like raw materials you use to make your product, or a supply of your product (known as inventory) that you will sell to customers.  If your business is a service rather than selling a product, you may not have this expense.
Salaries – wages you pay your employees, including yourself, if your business is a corporation.  If your business is a sole proprietorship, your salary is the before tax net profit of the business.

Payroll Taxes – if you hire employees, you will have to pay the following taxes:


FICA (Social Security/Medicaid) – 7.65% of the employees’ wages.

Self-Employment – (if you are a sole proprietor) – 15.3% of before tax net

         income of the business.



State Unemployment Tax –  File form U/C-1 to determine status and tax rate. 


Federal Unemployment – 0.8% of employee wages.

Federal & State Income Tax Withholding – Publication W-166 (available from the local Wisconsin Department of Revenue office) and the table in Internal Revenue Service Publication 15, Circular E (available from the local IRS Office), will give you current federal and state income tax withholding information.

You should make an estimate of these taxes, based on estimated wages you plan to pay any employees.  If you will not have any employees you will only have to pay the self-employment tax.

Advertising/Promotion Expense – money you pay for advertising materials or services or any other services or materials you use to promote your business, product, or service to your potential customers.



(Does NOT apply for service orientated businesses)

Sales Taxes – sales tax owed if you sell a product at retail to the final user include

ALL of the following:

State of Wisconsin (5%)


+

Brown County (0.5%)


+

Sole proprietor Wisconsin state income tax 4.9% (this is the min. rate)


+

Sole proprietor Federal income tax 10% (if you earn less than $7,000)
YOUR TOTAL TAX is 20.4% of your earnings



Example:  If you make $1,000 during the summer, you are responsible to put

     $204.00 dollars aside to pay your taxes at the end of the year.

Net taxable income is total sales minus total expenses.

Licenses – what you pay for any state or local government required permits or licenses to operate your business.  Call 1-800-HELP BUS to find out if you need a state license or permit.

Other Operating Expenses – any other cost that you must pay to run your business (gas and oil for business use of your car, etc.)

Total Payments – sum of all the above cash payments.

Net Cash – it is not unusual to spend more money than you collect in starting a business.  A CASH DEFICIENCY results when you subtract your TOTAL CASH PAYMENTS from your TOTAL CASH COLLECTIONS and end up with a negative number.  If you get a negative number, list it and place parentheses ( ) around it.

PIE Business Development Award – selected MINI-BUSINESS PLANS will receive a grant.  This money usually “bridges” or covers any CASH DEFICIENCIES especially in the beginning.

Ending Cash Balance – This amount equals the expected TOTAL PROFIT for your business at the end of the summer.

NOTE:  You may wish to show a “Contingency Expense” on your CASH BUDGET to take care of any unforeseen costs.  Most companies estimate between 10% and 20% of total expenses as a contingency cost.  Select a percentage you feel is appropriate for your total expense estimate.



Name:













PROJECTED CASH BUDGET

	
	June

Anticipated
	    * June

Actual
	July

Anticipated
	* July

   Actual
	August

Anticipated
	* August

  Actual

	BEGINNING CASH BALANCE

 (The ending balance of each month is

  your next month’s beginning balance)
	
	
	
	
	
	

	CASH COLLECTIONS (Cash sales)
	
	
	
	
	
	

	TOTAL CASH  (Beginning balance plus collections.
	
	
	
	
	
	

	CASH PAYMENTS
	
	
	
	
	
	

	     START-UP COSTS
	
	
	
	
	
	

	     PURCHASES (raw materials/inventory)
	
	
	
	
	
	

	     SALARY/WAGES
	 
	
	
	
	
	

	     SELLING EXPENSES
	
	
	
	
	
	

	     ADVERTISING /PROMOTION
	
	
	
	
	
	

	     SALES TAXES
	
	
	
	
	
	

	     OTHER/OPERATING EXPENSES
	
	
	
	
	
	

	TOTAL PAYMENTS
	
	
	
	
	
	

	NET CASH (Total cash minus total payments)
	
	
	
	
	
	

	PIE BUSINESS DEVELOPMENT GRANT
	
	
	
	
	
	

	ENDING CASH BALANCE (Net cash & grant)
	
	
	
	
	
	


INSTRUCTIONS FOR

ITEMIZED ESTIMATED EXPENSES

General

Estimating and predicting expenses (costs) resulting from your proposed business is extremely important.  You must strive to make them as accurate as possible.  Transfer your estimated expenses to your cash budget.  Keep an actual expense journal during your business operations.

Explanation of terms on form

Expenses description – describe, as specifically as you can, each type of expense you expect to incur during the June 1 through August 31 time period.

Date incurred – write the date you expect to actually pay cash for the expense.

Amount – write the estimated expense amount to the nearest dollar.  For example, write $10.00 not $9.60.  Show specific cost for an item if you know it.  You may have to estimate some expenses.  For example, based on your marketing plan, you may determine that you’ll need $15.00 in supplies every three business days.  Additionally, you decide to buy supplies at the beginning of each two-week period (15 days).  Since there are 10 business days in this period (excluding weekends), you calculate:


10 business days


   

      x  $15.00 in supplies = $50.00 in supplies per two week period


 3 business days

For the entire summer, you will calculate 6-two week periods x $50.00 = $300.00 in supplies.  If you purchase supplies every two weeks you will have $50.00 expenses every two weeks.



ITEMIZED ESTIMATED EXPENSES

	Expense Description
	Approximate Date Incurred
	Approximate Dollar Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




YOUTH ENTREPRENEUR PROGRAM

PARENT/LEGAL GUARDIAN RELEASE FORM

To be signed by parent if child (children) are under 18 years of age.

I hereby grant my permission for the student named below to participate in the Youth Entrepreneur Program and I hereby give consent for the student’s photograph to be taken during the program and the photograph and likeness to be used for any business and promotions for the program.  I understand that my child (children) will be accepting a grant to own and operate a

small business during the summer.  I also understand he/she (they) will be expected to submit a monthly report for June and July and a final report at the end of  August.  I support them in this project.

I hereby acknowledge that I have carefully read this release and understand its impact and effect.

Student’s Printed Name:







Date:


Student’s Signature:




   



Date:


Parent/Legal Guardian’s Printed Name:





Date:


Parent/Legal Guardian’s Signature:






Date:


Parent/Legal Guardian’s Printed Name:





Date:


Parent/Legal Guardian’s Signature:






Date:
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