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SMALL BUSINESS START-UP SYLLABUS 
 

 
 
INTRODUCTION SECTION September 15, 2010 
 

Introduction/Welcome/Class Overview/Goals 
Creating a Successful Business Plan:  Part 1 

 This is the foundation of the curriculum.  We will cover each part of the business 
curriculum. 

 
 

INTRODUCTION SECTION September 22, 2010 
  

Creating a Successful Business Plan: Part 2 Overview 
 
 

LEGAL SECTION: Aspects of Starting a Small Business Part 1    September 29, 2010 
  

1. Selecting your business structure 
2. Incorporating your business 
3. Common Business Forms and Agreements 
4. Promote and Protect your Invention/Intellect Property 

 
 

LEGAL SECTION: Aspects of Starting a Small Business Part 2    October 6, 2010 
 

1. Business Insurances 
2. Legal employment concerns for the start-up business 
3. Top 10 legal mistakes and how to avoid them 

 
 

ACCOUNTING:  Introduction to Quickbooks  October 13, 2010 
  

Introduction to QuickBooks - This is an introductory course meant for people 
contemplating buying and installing QuickBooks or those who are in the process of 
installing.  The content will exhibit the correct way to prepare your records with a 
program such as QuickBooks. Following the typical course of events for a new company, 
the workshop will progress from pre-opening expenses to the typical first month 
activities and then conclude by looking at the reports at the end of the first month  
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ACCOUNTING October 20, 2010  
 

Hiring a CPA 
a. Preparing financial statements –  
b. State and income taxes 
c. Payroll taxes 
d. SSI withholdings 
e. Budgeting 
f. Forecasting 

 
Demystifying Financial Statements  
Learn to use your basic financial statements and other key measurements to improve 
decision making, interpret company's financial signals and gain a "plain English" 
understanding of basic business terminology 

 
 

BANKING/FINANCE SECTION  October 27, 2010  
  

1. Opening a business account  
2. SBA Loans – How to qualify 
3. Financial Institution Loans – Are you credit worthy 
4. Other ways to finance your business 

 
 

TECHNOLOGY SECTION November 3, 2010 
 

1. IT Strategy for Small Business  
These sessions are about: replacing the fear of IT with knowledge of the basics of a 
small office network and the associated IT jargon; understanding  options when it 
comes to major financial investments in equipment/software; developing the 
confidence to ask questions and understanding; getting prepared so that, if/when 
disaster strikes, staff knows what to do. 

 
a.   What kinds of computers are necessary 
b.   Setting up your network/server 
c.   Setting up an e-mail system 

 
2. Computer Maintenance for Small Business  

Computers, unlike people, do not slow down with age. They slow down and freeze 
up due to bloat and corruption added either knowingly by the manufacturer or even 
unknowingly by the owner. We will discuss basic maintenance, as well as security 
steps, that will keep you from having to buy a new computer just because “It has 
become so slow”, including what to watch for when installing aftermarket 
programs, a weekly maintenance schedule everyone can do and stuff from the net 
to avoid. 
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MARKETING November 20, 2010  

 
1. Determining your Market 

Who your customers are? 
How to attract customers? 
 

2. Branding Strategy 
a. Establishing your logo 
b. Marketing Materials 
c. Value Proposition 

 
3. Establishing your on-line presence  

a. Website development 
b. Webhosting 
c. Domain name 
d. E-commerce  
e. Search engine optimization 

 
4. Branding through social networking 

a. Facebook 
b. Twitter 
c. LinkedIn 
d. Blogs 

 
 

MARKETING November 17, 2010 
 
Marketing as a MBE/WBE for Contracting 

a. How to get certified as MBE/WBE 
b. What are the benefits? 
c. Supplier Diversity 
d. Procurement Opportunities 

 
 

FINAL CLASS December 1, 2010 
 
Business Plan Presentations 

 
 
 


