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Program Overview

el the course of 12 sossions, studencs participating In JA Company Program will experienca
tirst-hand the challenges, rewards, and pitfalls of operaling their own publicly traded company.
The sludents will assume specific reles in their company, zoll stock to their family, friends, and
neizhhiors to ralse capital; use that capital Lo pay sulartes and purchase an approved product

of their choies; then geli thelr product. At the cnd of the program, students will liquidate the
company. If the stisdent-run compary bug made a profil, stockholders will be yepaid their
original investment, plus dividendz, "The program is pot meant to be a echool fund-raiser or 2
theoretical cxervise, T is roal-1ife business, with real-life lossons students will cayry with them
inta their adult lives and careets.



eeting Ong

Meeting Agenda
« Meat your JA Compony Progren yolunleer,
« Learn ahout the JA Company Progran, _
« Dscuss company leadership roles and job applications,
El‘alnsturm your company values, mission, and 1:-‘151{:11
« Discuss the Company Capitalization Pl,-an.
+ Select your company name (aptional: Meeting One or Four).

Company Capitalization
Your new company needs start-up money. Tn JA companies, this is accomplished by selling

shares of compuny stock to the public for $2 each, It allows emplovees, friends, and relatives to
share in the ownership and success of your JA company,

The sale of company stock begins after Meeting Two and ends at Mecting Five, when vour JA
company approves its Business Plan and starls production. The initial capital neaded to laoanch
COMpany operations must be raized during this time period.

Please note that definitions of Key Terms (indicated in bold type) and relaled business vocabulary
aredeflinad in the Glossary on Pages 4214,

All Torms can be found on the Materials CD-ROM, in the Blackline Masters Packet, or are
provided by your JA volunteer, Thew can also be accessed on wwow ja.arg,

JA Stock Certificates are like regular stock, They represent part ownership in the company smd
Inelude voting privileges. An emploves must own a share of stock 1o sil on the board of divectors.

When the JA company coneludes operations and goes into liguidation, its protits will be
distributed among the slockholders by caleulating the book value of the stock. Book value is the
amount of dividend that will be distributed to stockholders aler all company bills, taxes, wages
and salaries, charity donations, bonuses, and JA Area Office involees have been paid.

Your company will begin selling stock atter Meoting Twn. You should become familiar with (he
basic procedure now, so you can proceed efficiently at the next meseting.

Selling Stock: Basic Procedure

When communicating with potential investors, be prepared to provide the following intormation:

« You arc selling stock in & Junior Achievement company,
= This is an eduecalional opportunity tor students to run and lguidate their own company.
+ Bach share of stock costs $2.
= Profit or refurn is nol guaranteed, but most peaple recoup their 82 investment plus
a stock dividend.
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The Human Resources Depart men! will distribute Stock Cerlilicates to all company employess.
When you make a sale, fill pat the required information on the Stock Certificate ancl the
Stockholder Information Card, Avenrats information iv vilal when determining possible stock
dividands when the company is lgoidated.

Pregsent the Stocl Certificate to the 2mockholder, Give the Stockholder Tnformation Card to the
vies preaident of Human Resowrees and the purchase moeney to Lhe viee president of Finance. Ail
ghork sales must be recorded on The Stockholdor Record Envelope,

What's in a Name?

Is it better to select 4 business name that brigygs woonind a product, a person, 4 location,

ar a cniture? Should it be cole or clever? Does the naine suggest autnority or plesaze? Tmaga
is important, ndeed, the tvpe of image you want o project to your target marked s vital 1o
FOUE SUCCESS,

A pompary name should inspire confidence and convey o profossional perception. Bul bame
recngnition is mare than thac Your company name izl be memovable and distinetve, For
axample, Tove “R” Us is 4 highly successtul example of one of many businezzss that decided the
“ R ITe” coneept could lenve a lasting impression o consumers’ minds,

A vorl go throweh the selection process, brainstorm examples of compandes that have seleeted
unique names. Consider Hiagen Dazg’ approach, The suceesaiul, international ice cream
pompany put a unique twist on it branding method, Although developed in the United Slaies,
he brand carries an upscsle, mperted, "Old World™ image, However, the name "Hiagea Dars”
has o real meaning, 1t's male o,

Cule and/or clever narmes ean s either for or agalnst pocompany. For example, a restaarant
ralled The Feed Lot may be vlever, but the name is havdly appealing, Cabbage Match, however,
wlih its cute title sand smart marketing techoigues, was able In launch a procuct (dolls known as
Cabhage Patch Kidz) that has spanned decades,

Slazans or lopos also can be used Lo clarity purpose, create a positive image, and spack
{mrmediate product identification, “Tust Do It” and *“Uhey're Grrreead!” have worked well for
Mike and Prosted Flakes, And MeTionald's golden arches, much like Junior Achievement’s
pyramid, skillfully commiumnicals a name and image throwgh o loga.

When n company is bought orsold, an intangible agzet called “geodwill™ iz an important pact of
the tranzaction. Goodwill is buill an a company’s reputation. The husiness’s nome is 8 slmila
concepl; it is an intangible asset thal the public associates wilh that particular compuny. 5o,

in eonclusion, what's in a name? Audionee, price, product tvpe, idenlilication, appeal, and
ek mered

Yonr may chooze a comparny name during Meating One or walt antil Meeting Foar, when
a prodiel s selectod. The declsion is yours,



Note: To protect the unlgue status of your new company as 4 non-legal corperation, avoid the
se of the words “Corporation,” “Incorporated,” and "Limited.” Instead, insert the phrase

“a JA company” following the business's name whenever it appears. For example, write
“Candles R’ Us, a Jundor Achievement company.”

Decisions! Decisions! Decisions!

Hawve you ever walched “movie eredits” roll by at the conclusion of o film? The credits list all
the people—actors and actresaas, writers, producers, directors, camera operators, tilm editors,
make-up artists, and conntless others—who worked together to produce the film. You might
think that a movie company §5 unigue, but almost every suceessfil business relies on the
combined efforts and varied skills and talents of all its emplovees.

Fven a suceessin] spocts teqim needs more than outstanding athletes, Coaches map out game
plans. Trainars and other staff work behind the scenes to moake sure the athletes stay healthy
and phyaically M. Managers, attorneys, marketinge and public relations staft, and other
professionals malntain financial records, plan marketing campaigns, and complete other relatod
fasks. All of these people contribute to the success of the team.

Review the JA Company Frogram Department Overview Moster, It details how vour company
should e structured and provides a list of the records each department will manage. The poster
identifies elected-officer positions, as well as the different jobs that are available for those who
wanl o apply for work,

Attention: For those who plan to run for otfice during Meeting Two, consider the following 1ips:

= Your speech may only be 1 minute in length.

= Communicate why you want a company leadership position.

 Deseribe why your fellow employees should hive von.

« [dentify the strengths vou will bring to the position.

* Dresa for succesz! Wear businesz or casual business attive when vou deliver
vour speech.

Note: All JA company emplovees must complete and veturn their job applications during this

mesting. Ask your JA volunteer for an applieation. Complete the applieation and fuen 1t in Lo
vour JA volunteer before you leave today,

Action Items

« [frunming for aflice, prepare a T-minute speech,
» Become familiar with the basic procedure for selling stook,
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Mesting Two

Meeting Agenda
« Elect the JA company officers.
» Form the JA eompany departments,
= Approve the company Charter/Bylaws Application.
= Initiate the Company Caplalization Plan.

Begin by reading the description of your department’s role and responsibilities, It time
allows, also read the sections explaining the ather departments’ functions. This will allow you
to sea how all the departments are inter-conmected and how they must work together tor the
success of the company,

Company President: Role and Responsibilities

Congratalations an heing elected o JA company president! You will have many responsibilitles,
bt vour most impartant task is to oversee and lead your JA company, Your role likaly will De
the mast visihle aspect of the business to the public and yvour colleagues, 1t's a job that should be
agsumed with the ulmaost reaponsibility.

A company president's duties include managing week-to-weely business matters, setting meeling
agendas, conduecting hoard of dircctors meetings, writing the Stoclholder Letter, and providing
leqdership during each meoting.

Throughon! the J4 Conpary Progream oporation, the president is responsible for;

= Providing overall direction and supervision.

» Wanaging (with thae help of your JA volunteer) all company mestings,

Wriling The agenda and conducting board of directors meetings according to the rules of
parliamentary procedure. Also, you must ensure that JA company officers are familiar
with the rulas hwlfore the hoard of directors meeting (dMeeting Five),

« Upon comipany Houidation, compozing the Stockholder Letter, a brisf company overvisw,
and an acknowledgement lettor to the volunteer, (Review samples on the Muterials
CH-ROM or in the Blackline Masters Packet.)

Liguidation

TTpom company liguidation, the president will compose the Stockholder Taetter, a brief company
overview, and an acknowledpement letter to the volunieer, (Review the examples on the
Materials CD-IHOLL )

Management Duties

The JA company president is the business's “peint person.” This is a stodent-run, student-led
company, and as president you will direct that offort. Tneluded on the Materials CD-ROM is

a Tip Sheet for JA company officers. You may want to get togethor with yvour officers ourside
formal meeting times te review the Tip Sheet and address any relevant i2sues.



Board of Directors Meetings

Ag company president, wou are responsibile for the meeting agenda; this means deciding how

the meeting will flow to accomplish all ehjectives, The first assembly of the haard of directors is
during Meeting Five. At that time, all departments need to brietly detail their contribution to the
Business Plan and explain how il will be implamented during the Buziness Opporiunity phase,
as defined on the Business Opportunity Poster, The company must adopt the Business Plan
during Meoting Five.

Board of directors meetings will be conducted nsing the rales of parliameniary procedore, A
briet description of the process is found in the following section. The sams overview is presented
tor all company employens lo read in the Meeting Five material. As company president, yvou
must make sure all oficers have & working understanding of the rules before the first meeting.
Other employeos can follow along during the meeting. However, proceedings will not flow
smoothly unlaess vou and vour officers familisrize vouraelves with the rules beforehand.

The sccond—and final—gathering of the board of directors is Meeting Twalve, At that time,
you and your eolleagues will liguidare your company, approve the amount of payment to
stockhelders (iF your company makes a profit), close all boolks and aceounts, and complete the
Anmual Bepaori.

Rules of Parliamentary Procedure

The following is a list of hagic rules the company president must obscrve when conducting
official meetings:

» Allow only ano person o speak at a time.

 (3ive overyone an apportunity to speak; however, vou may ael a time lmil,

When an importan! policy decision is made, ask someone (o make a molion, A motion is
a statoment. of desived policy, For example, a company employer may sav, “[ move that a
dividend of $2.50 per share be paid to each stockhaldor.™

« A motion musl receive g gecond, A second indicates support o the motion, If no one
offers a second, the motion is dead, and discussion chds.

« If a motion has een made and seconded. it can be discussed. Someone can amend or
modify the maotion only with permizzion of the person who originated it, Onee 3 motion
hias heen seconded, it must be voted on, and either passed or defeabal, Then you may
move on bo the next motion.

« Whem all opinions about & motion have beot heard, anvone may call for 8 vote, For
example, “T move lo vote on the motion.” The company president then will say, “All
Lhase in Favor of the motion to. .. | say ‘aye’; all those apposed, say ‘nay,'” The motion is
passed with a simple majority present respending “aye.” The moetion fails with a present
majority responding “nay.” For controversial iszues, the president may take a silent,
heads-<down, hands-up vote or a ballet vote.

JA Compuary P'ruprarm




- Onee g moiion is passed. it takes effect immediately unless otherwise specified within
the malion.

- Bath oard of divectors meetings: ars regquirad 1o follow parliamentary procedure, and
the Minutas will be recorded by the company's Human Besourees Department, The
Minuies Torpiate is available on the Materials CT-ROM.




Human Resources Department: Role and Responsibilities

Congratulations on heing selected az part of the TToman Besourees Department in womre new
JA company? You are responsible for developing vour company's compensalion plan aned
mainiaining attendanece and paveoll information, the company charier, and ofber important
company records,

Your job is one of the most important in the company, Along with the presidenl, youn are
reaponsible for morale and helping emplovess work Lozether as a team. In addition, you are
regponsible for paving correct wages ina timely manner,

Throughout the JA4 Company Progrom operation, the Human RBesources Departiment is
ragponsible for the;

» Human Resources Department Business Plan (found in this section and on
the Materials CD-ROM)

= Attendance Becord (Materials CO-REOM)

= hdministrative Record (Materials CD-ROM)

= Btock Certificates (JA volunteer)

= Btockholder Becord Envelope (JA volunteer)

» Stockholder Record, started in Meeting Two and completed upon company liquidation
(Materials CD-EON)

The Human Resowrces Department is accowntable for managing essential business records,
including the company’s:

Compensation Plan—aA doscription of the company’s compenzation plan can be found in its
Bvlaws. During Mecting Two, vour company will approve the JA4 Company Program standard
Bvlaws—or choose to amond and pass a rovized version. Pleaze note that any Byrlaw cditing must
b reported on vour Human Besouroes Department Buziness Plan.,

Administrative Record—The Muman Bosouress Department is responsible for maintaining
accurate attendance and payrall records and an up-to-date roster of company emploveos and
conguliants (including names, addresses, phone numbers, and email addrosses).

Payroll Information—The TToman REeaources Department is 0 charge of computing payroll
and helping the Finanece Department propare payehecks during liquidation.

Altendance Record— The ofTicial company Atendanee Recomd musl be complate and accuraie.
Human Resaurces must take attendance al each meeting, (Consider waiting a few minulas o
allow lalecomers e arrive.}

High abseniesism is a serious problem and sometimes an indication thal the company is nol
meeting employvees needs. Consider phoning absenbees (o discover T problems exisl thal oMicers
and wvalunieers eould resalve, Mate alao that unexpected illnezszas and schaduling ar other
canflicts may e the cause of missed meetings.
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Stock Certificates—The Human Resources Department distributes the Stock Certificates (see
the Stockholder Record for instructions,) You are responsible for ensuring that all company
employees have a basic understanding of how to complete and submit the Stock Certificate.

Stockholder Record—As your company begins the capitalization process, the Human
Resources Department is responsible for distributing the company Stock Certificates, On the
Stockholder Record, write the number found in the Stock Certificate’s upper right-hand corner.
Include the employee’s initials next to the number.

Stockholder Record Envelope—Company employees must return the Company Copy of the
Stock Certificate to the Human Resources Department. Place the Company Copy in the envelope
and list the Certificate number and date.




Company Bylaws
Liat the official Bylaws that company cmplovecs have decided to adopt.

Article 1.

Article 11,

Article 111,

Artiele IV.

Article ¥, . ! '. !
Article VL

Article VIL

Article VIIL

Article TX.

J4 Campazy Pregram




Production Department: Role and Responsibilities

Congratulationy on joiting vour JA com rany's Production Department! You take care of
ordering materials, establishing proguction goals, developing strategies tor oreanizationa
produiction, and monitoring produet quality, The eiTiciency of your production, and the qualily
of ¥our produets wiil determine your com [HOF'S S1CoesEs.

Throughout the o4 Clroiigany Program pperaticm, the Mroduction Departmont is responsible
for the;
» Peoduction Department Business Pian (Ffound in this section and on
the Materials CT-BOM)
= Praduction Record (Malerials CTH-ROM)
» Peoduct Labels (44 woly it

Licpridation:
» Final Production Recort (Materials CD-ROM)
Material Purchases
Working with the Finanee Department, the Production Departimen| initiates purchases of
necesgary malerials. When ovdering, be sure to nee vour locul JA Aren Office’s tax-eypmpt

number 2o vou won'l have to Ay sales 1&x.

JA Area OMice Tax-Exemp: Nomber

Tips tor buylng maierials

* Recormend the quantity to be purchasod; place orders in 4 Cimely manner.
* Check all dellveries for shipping dam age gnd completencss,
= Oriler wdditional materials as nesded.

Product Labels

AR youdurn out your company producl, use JA Product Labels to track your invenlory, Make
lre that every preduct recelves only ane sticker, if a sticker or product is dumaged or destroyved,
make sure it is accounted far in the inventory.

Elficient Production Standards

Develop the production section of the eempany’s Business Plan—production moals, materials cost
enlinrates, gualitv-controd procedures, satety plans, and productian procedilres and sehedules,
Maintain the Preductlon Reeord and manitor DPropress,

Salety Gaidelines

Safe working conditions are wxtremely important in any company: it's Jusf pood biasiness. Wot
only should the Froduction Depurtment be conesrned about the welfre of company emplovess,
bt it alsn should implemeni an ettecive safety program. Unsafe eonditicns reduce productivity,
result in dapaped soods, and leave o company vilnerable to legal or povernment action.



@uality Control

The Production Department should ensure high-gquality standards by issuing timely reports on
the company’s progress toward meeting its production goals, The department must maintain the
Production Record and make sure quality-con trol checks take place regularly.

Packaging

gplect a method of packaging that will cnhance the product’s appearance and appeal and protect
it during storage and distribution, There are a wide variety of appropriate materials on the
market, including cardboard and plastic boxes, plastie bags, and shrink-wraps in many sizes and
shapes. Select the method that best gits your product,

Production Department Business Plan

The template for the Production Department Business Plan is available on the Materials
CD-ROM, The plan must be completed and attached 1o the final, comprehensive company
Busziness Plan for Meeting Five,

Az members of the Production Deparonent, yon milst cstablizh a process to ensure that all
oy stommers roceive high-yuality products, You need (o decide on the “how, where, and whe” af
product production. Your plan shoiid describe:

- Thi seleclad prodaction proccss.

- The qualily-control procedurces that wrill be put into place.

- The company's production scheduls, including beginning and ending dates.,
- The cost of packaging, labeling, and marketing the product.

Company Guality-Control Procedures

Wae thiz form to hrainstorm sour company’s slep by-step production process, inclading
regtlar quality checks. You will use this inforhation to complete the final version of the
Production Record. '

fContinued on next page)
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Marketing Department: Role and Responsibilities

Congratulations on oining your J& company’s Marketing Department! You are responsible
for develeping and carrving out your company’'s marketing strategy. You will train the sales
force, keep sales records, develop sales-incentive programs, and plan advertising campaigns.

Decause many crployees often are relnctanl to sell aggressively, your jub is one of the most
challenging in the company, Your ereativity, enthusiasm, and example will help stimulale
anles and guarantes sUCCEsS. Typically, murketing employees are sales leaders —Imaginalive,
innovative, and energetic in their efforts t© promote their business in nnigue Ways,

Throughout the JA Company Progrm operation. the Marketing Department is respongible
lor the:

« Markeling Department Business Plan (Materials CD-RODM)

« 8alpg Order Envelope (TA voluntesr)

- Sales Chart (JA volunlser)

« Sales Tactics (Meeting Tight)

Tiguidation:
= Wiarkeling Sales Summary { Materials CD-ROM;

The Markering Department is responsible for developing and carrying out | carefilly strucinred
plan thal will help the departm ent:

« Tdentify potential custamers.

- Dezipn an advertising and/or digtribulion strategy.

« Formulate a sales-training ard incentive progran.

. Sot sales goals and develop stralegies fror accomplisning them,

. T.ook for fiew and better sales methods and peeormmend new product lines,

- Prepare and train company em plovess to sell and deliver the product or service.

Advertising and Publicity Campaigns
Determing how you will promute Four producd {word-ol-mouth, posters, ohin ).

Product Inventory

The Marketing Department managoes the inventory of all finished goods, accepting products into
inventory when they are compleled by the Production Department. Marleting alsa maintains
the Sales Order Envelope, the Sales Chart, and completes the Sales Summary when the company
is Hquidated.

Sales Chart IMoster

Display the Sales Chart Poster after Meeting Five. List all company members names on the poster
and recerd the meney earned each woek rom product sales, This is your chanes to encourage J
lithe competition—the more you sell, the more sales commission vou make!
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Note: After Meeting Five, emplovees must turg in Lthe money from product sales to the Finance
Dopartment at each meeting, The arketing Depariment will retain the Sales Order Receipts in
the Sales Order Envelope. That information will be used to help complete the Bales Chart and the
Sales Summary upon liguidation,

Sales Records
The Sales Ovder Envelope alluws the Marketing Departmenl to track inventory in the possession
of employees and record individual sales and commissions,

Obtain the Sales Order Form (the Company Copy) Mrom the Finanee Department after it has
collected all employees' payrnents kept in their individual Sales Tracking Envelopes, Put

the Sales Ovder Form in the Sales Order Tn velope and record on the front of the envelope the
number of products sold cach weel

Tip: You may want to record o o seperate st the units scheduled for “falure doelivery™ as
indicated on the Sales Order Form.

Marketing Department Business Plan

The template for the Marketing Department Business Plan can be found oo the Matar| aly
CO-ROM. It musi be completed and attached te the comprehensive com pany RBusiness Plan for
Mleeting Fiva,

Marketing Analysis

A markeling analvsis is 8 detailed description of the market ¥our company will be enlering and
the pasition it hopes to achievo, You should be able to explain who your customers are and why
Your prodict i unique and fillz 3 consumer nead, Your product should satisfy a need or wani—
andl that should be demonstrated in the Marlkeiing Plan.

Marketing Stratepy

The marketing strategy deseribes your lavget market (who will by wour preducty; pricing
alrategy, or the hrealk oven pointthow tueh you can sell vour product for, covarsd during Meeting
Foury; the distribution and adveriising plan (where you can soll your product and how yog will
advertise); and projected sales {hivw many produdcts or services You think yeur company will gl

Distribution
As members of the Markeling Department. you need to decide where vou would like tosell ¥our
product o service:

* Busincsaes

* Friends and family

* Supermarkets, hanks, movies, achools, and places of wnrehip
* Bvents (eg., sporis BAMEH, COncerts)




Advertising/Marketing

Anmembers of the Marketing [repartment, ol need o decile how —or if pon will advertise.
some pptions are,

' « Fliers distributed at school
» Postors

I « Word of mouth

I v Lapeal newspapersd
« Bullatin boards

Bales Goals

Your company’s sales:goal decision will be influsnced by your product's bresk-even point, the

prijected number of products (obiained fron the Production Department), and the nimber of
COTMpAY employees,

Target Marlket
Whi will buy our product or service?

Distribntion |
We will sell pur product primarily hy:

Advertising
Our advertising strategy will be:

| Wewill advertise at or in:

AT} advertising materials (markers, poster board, eto:) will eoat: § =5

Sales Goal

T reach our poal of umits sold, each membet of the company will necd to aoll #t least
i produeis.
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Finance Department: Roles and Responsibilities

Congralularions un joining your JA company Finanes Lepartment! You are respansinle for
lnancial planning and hudgeting, keaping aceurate records, and maonitoring the com pany’s
HIOETess toward achicvinge its Moancial goalzs, Many business profecsionals heliove ¥ou have the
mnast impertant Jub in the com HLY. Aveuracy and honesty in tracking the company's tinancial
duta are esscncial,

Throughout the JA Company Program operation. the Fiaanes Department is responzsible fr the

* Financial Record {Malerials CT-RONT

* Sules Tracking Bnvelopes and Sales Order Farms (JA volunieer)

« Cennpany Bank Aceount, including checks (nstractions fourd in ihis section)

* Product Evaluation Form (fomnd in Mesting Four and on the Materials CI-HO)

Liyuidation:

- Statement of Activities (Matorials CT-ROLS

- Payroll Checks (from company bank account)

« Stockholder Dividend Checls ifrom company banl agcount)
« Sales Tax Record (Materials CD-ROM }

Financial Rocord

The Financial Record wses o dauble-atlry bookkeeping SYEEDL. A Elandard practivs in m lalnsss,
double-entry bookkeeping reiuires that each transaction be entered twice o e in the debit
volumn of the record and ones in the credit columm. Although it zaunds like exira Wil [he
double-sntry svstem helps prevent mistakes and track erors,

Plcture an old-fashioned pair of sealos, As long s the weighls are cqual, the two siiles will
counterbalance. If you add weight ta ane 2idp but not the other, the sealo will tp; 1 will he “out
of balanee.” Similarly, if vour debit urgl does not match your credil total, (hen the lnaneisa)
record will not balance and rngst be recalonlated,

Payroll

Obtain from the Human Resourees Department the total wages paid fo all J4 company
emplovess, Remember, vou will pay Wages for 1L meetings, Make only one BTy in the Finanecial
Record for the sntire payroll, althongh you will wrile an ndlvidual check o each LOLA T Y
member upon Tiguidation, The chockbonk register should indicate the payee and the amonnt

of each check.

Sales Tax Record

The iotal sales tax for ull praducts aold wili be caloulated and paid upon company liquidation
to the local JA Arca Office. (See the Sales Tax Record on the Materals CTROM for further
mstrudtions.) The Tinsncial Department must determine (e amaunt of city and state sales



taxes. During final product selection in Meeting Four, incorporate the correct fipure into the
total price of the product on the Product Bvalualion Form.

ity and State Sales Tax: (Weroent

Sales Tracking Envelopes

Every employes will receive a Sales Tracking Envelope, Taring the Business Opporionity phase
ot the company (beginning with Meeting Five), each employee must turn in hetr or his envelape
containing twe lems:

- Company Copy of the Sales Order Form
« Cash ar chocks From the products sold

After the employees turn in the Sales Tracking Envelopes, the Finance Depariment must make
sure the envelopes are initioled and returned for he next meeting, Give the Company Copy of
the Sules Order Form o the Human Resources Department for order tracking.

Company Bank Accounl

The Finance Deparbment muost open a bank areounl az soun as it elecls a vice prosident (after
Mecting Two). The vice president of Finance works with the program volunteer and local JA
Appa Oflee to et up a company aceoant and acquire checks,

Finance Department Business Plan

The Tinance Department is not required to produee a geparate Business Plan Decause the entive
JA company participales in determining the praduet price and break-gven poant, or the Product
' s 1 |

Evaluation, during Meeting Four. ¥ b
1

; | i m
The Pracuct Evaluation Form must be in eluded in hm pyerall company Business Flan. The

Minance Depariment muat_mm;ﬂnt’n =1 attach the Product Evaluation Form to the company
Business Plan prior to Meeting Five,

14 Company Progzam




Public Relations Department: Roles and Responsibilities

Congranations un joining the J4 company Fublie Relations Departrnent! The sueeoss if

every husiness depends on its custorer ha s#, @04 your department row assumes tho eriesial
respenisibility of attracting snd relaining those custormers. Ti's vour ety to obiain product
approval before your company begins praduction. Yoo zlso coordinate the development of the
overall Businesa Plan and the Anringal Repart, two tmportant docmments tha communicate oo the
public what vour JA company s all about.

Thronghout the 74 Comprany Program speration, the Pablic Relations Department iz reg ponsilie
for the:

* Prodoet Approval Applicatien tMalarials CD-ROM

* Business Plan Overviow (Materiais CLD-ROMY

* Membership ID eards (7A voluntesr)

= Board of Directory dinnies Template {Materials CT-RODM)

Liguidatumz:

- Annua? Report Checlelist wpon liguidation {discussei in Moeeting Ten and on the
Matorials CIMROM)

roduct Approval Application

This form must be completed ol submilled (by slandard mail or amail) imediataly after
oroduct seleetion (deeting Fourd, Bmail t5 the preferred method of Mlinp and wuaraniees »

24- to 48-hour response time, The JA Compny muat obtain producl approval from Wells Iargn
Insurance Servives USA beforo 1t begins produstiog,

Membership 10 Cards

Each company employee receives methership T card, The cord verifios to the pullic that he
or she is a L4 Crmpany Fragram participant. Insl ruct all Lompany members o koep Lhese caels
in a safe place becauso they will be needed for all mectinga.

Board of Directors Minutes Template

The Board of Tirectors Minatos Templaie is desisned a8 2 puido Mr cendneting tho meeting.
However, you will noed 1o add apace for recording the “Molions,” “Seconds,” and “Thepartront
lepart,” A good option is to take Meoting Minutes on a blank shoel of paper and transfer tha
iniormution aflerward, This tomplate should be used for doth board of diteclors et gs
(Merlings Five aad Twealve),

Business Plan Oveorview

Althouph a Business Plan may te modilled, It is the bueprint tor vour cam [HIYE AUCOSE,
Therefore, accurate, detailed preparation is everything. A well planned appronch helps
employecs doline a siulegy, carry ot the company’s mission and geuls, monitor brsineas
OPeTALIoNE, and asseas (nateomas,



The Business Plan Overview really is the resiilt of the combined efforts of the compan ¥'E
depariments. Rach is rezponsibie for compleling its qssigned contribution by o apecified date
(tormally set by the vice president of Public Relations). Defore Moeting Five, each department
ahould designate a schedule that ablows cnougzh time Lo organize the plans and complete the
Musiness Plan Overyview found on the Materials CD-RON. This vital document is the foumdation
of your JA company; il is the ke to apening the door to opportunity for your business,

Business Plan Overview

T Company Mission:

JA Company Vision

Tmploves Wapge: L =

OfMicer Wage: { i | —>

Target Marlet i

Eroduct: s

Prosact Price: -

ErealEven Polnt -

Praduct Sales Goal: =

Alditiona] Themis, _

T Conpany Prograsn



Company Meeting Information

Heviow Bylaws
Company emplovess must read fhe standard Bylaws included in (he Charter template aon the
Matorials CD-ROM. Brlaws are 9 set of viles adapted by an organizarion to govern its omplyvees
and regulate Jis affairs. Decide what changes nomd o be tade, if any, Your can add, delote, or
uthorwise edit your Eylaws, When the ram pany Arvives at g consensus hy a majerity wvole, g1l
EIPlOVees present musl sign the Charier Application and Bylaws (printed from (he Materials
CD-ROM Y, It st be aont along with the hard-copy Chartar trom e J4 Cranpary Program kit

ter the local JA Area Office,

Lhanges io Bylaws wordlog should be inserted in the electronic docoment and printed. The
company musl identify (he changes made in the standard lemplaie language 50 it esn he
reviewel and aceepted by local Ja Area Office alaft,

Review Stock Sale Procedure
When o mmuricating with patonrial Mvestors, be prepared to provice the fodlowing information:

* You are selling slock in u Junior Achicvement eampany. This iz an educational
epportunity for atudents to ron and then liguidale their awn COImpany.

« Bach share of stock cosis §2

= A profit or return, is non guarantesd, but most peaple recog rrtheir 82 mwvestment and
A stocly dividend.

Tae Human Resources Departinent is responsible for distributing Stock Certitficales to all
CONYOANY emunlnyess,

When v ou make u sale, fill out ihe required information on the Steck Ceriifeate anid the
Stockholder Tnformation Card. Aceurale Information is vital when daterm g possible stock
divideruds upon Eguidation.

I'resenl the Stock Certificate to the stoclkholder. Give the Stockhalder Inr ormation Card o the
vice president of Human Resouroes and (he stock sales money ta the viee pregident of Fin HLCE,
All stock sales must be recorded an the Sipckhalder Record Envelope,

Produel Seleetion
Ag Four JA COMPANY gees throngh the process ol selecting and refining a product idea,
be sure to reference the MNon-Approved Product Tist in Meeting Three on Puges v 23,



Action Items

« Bepin selling stock,

- Observe the local community (school, town, ote.). Consider potential products
based on these observations, Consider possible produetion methods and each
department's responsihilities.

« Vies prosidents zhould read and assess thelr depariment’s responsibilities, review
the Materials CD-ROM, and address any questions at the next meeting.

« Spnd (he completed and signed Charter Application and Bylaws and company Charter
{avalilable fram your JA volunteer} to the lncal JA Area Office.

14 Company Program




Mesting Thrae
Meeting Agenda

* Develop a market survey,
* Reline product ideas.
= Continue to develop a Business Plan,

Market Survey

A market survey seeks 1o gain the opinion ol patential huyers,

= Two impartant segments of & successiil market survey Inelude identifying vour target
population and accurately messuring potential demand and willingness 1o purchase the
product or serving,

« A market survey can be conducted as an infarmal diseussion or question/answer period
for a small group of people or compiled through detailed fpegs groups, questionnaires, or
surveys largeted at larger groups.

* However the survey is done, the possibility of stutistical analysis may be applicahle.
With all survey technigues, the goal is to discaver who your potential cuslomer is and
what praduct {or, more specifically, whetheor vour product) is appealing.

Market Research

Lots of information about a product or serviee and its potential market can he found in the local
library, newspapers, and online, Spenid time gathering this essential ragearch,

* Key data might include local competition. Additionally, data collected on
soio-econom i levels, demographics, and epmpelilors mayv be helpfin]l when
selecting a product. This information can be obtained trom local buziness
bureaus and/or .8, Census Bureay renarts,

Non-Approved Product List

» Children's pajamas

 Baby=itting sorvices

« Window washing

= House-sitting sorvices

- Carnivals/circuses/amusement ridos

« Pet grooming/sitting

= Horse, donkey, tull rides

- Any homemade food item, ineluding but not Timgted to haked goods, zaueces, honey,
candy, soups, salads, sandwiches

- Growing and selling of frully or vogetahles

- Meat/ pontltry/seafood fish products, sven if purchased Mmom a wholesaler and
pre-paclaracd

= Dairy products, even if purchased from a whalesaler anil prepackaged, incl uding ice
cream and millk shakes

» Candle making

= Clothing manufacturing for children under the age of 10



« Ewrimming lessons

« Manulacturing sndfor selling fireworks

. Painting—houses, fences, or numbers on curbs
« Snow/iee removal or ice melt products

« Lawn or house services

« Manufacturing of tovs/games/ stuffed animals
« Fire startors

» Lamps

« Bafety or first ald lxits

« Cosmetics of any kind, including 1ip balm

« Boaps or lotions manufaciured by JA students
« Rice hazs nsed as heating pads

. Vitamins, medicines, nutritional supplemen ts
- Any product thal may cawse bodily injury or property damage

If you plan to manutacture, purchase, or sell a product or service thal is not specifically listed
as “approved,” vou must obtain approval prior to engaging in the manufacturing, purchasing, or
selling of such product or 2ervice.

Refine Product Ideas

[1 15 necessary to start refining your product ileaz, During Meeting Four, you will compleis a
Coat-Benefil Analysls on threa or four products. Choose ane or two favoriie product ideas and be
prepared to vote for your wp rhoices,

Please consult JA's Non-Approved Product List as you fine-tune your cholees and select
4 produact,

Business Plan

Nepartments should be working on their Business Planz. The vice president of Public Eelations
should have set 1 date when all Business Plans need to be submitted, Planning is croclal to success,
All JA company employess will approve the company’s overall Tusiness Plan at Meeting Five,

Stock Sales

Conlinue to zell shares of stock necded for initial capitalization. A company may sall up to

75 shares of slock for 82 sach, Although no company pmployes may (WL more than two shares
af slock, it is mandatory that each company emplayoec own one share of stock to serve an the
hoard of directors. Stock sales end at Meeling Five after the Dusiness Plan is approved and
proaluction begins,

Action Ttems

- Complete market research.
- Comtinue working on depactment Business FPlans.
» Continue selling stock.

[ Comparny Propras




Meeting Agenda
* Complate the Cos!-Benefil. Analysis of potential oroducts.

= Complete the Product Evaluation Form.,

» Set individual and company salos goals.

- Continue Business Plan development,

= Select your JA company product,

* If necassary, select a company name, mission, and vislon,

Cost-Benefit Analysis

A Cost-Benefit Analysis iz a decizion-malking tool you use every tay, often subconsciously, to
55488 oplions, It's similar to a “prosoon” list, with the rosts representing the “cons” and the
benefit the “pros.” The Cost-Renetit Analysis is available on the Materials CD ROM,

Product Evaluation Form

Step 1: Determine tixed eosts

Your Mixed costs are the husiness expenses that retnuin the same, regardless of the numbser of
products produced or services provided. Wages, renl, marketing capenses, and equipmeant are
examples of fixad costs,

The sample table below illustrates the fixed costs ercountersd by mosl JA companies. Tt sssumes
& company of 10 employees meeting for two hours each woalk lor 12 weelks. (Plaase note: WHECS
arc nal paid for the firsl. meeting, 3

Exprnses Sample Company Your Company
ALJA company emplovee 22 hours, 811 per employee,
wage (11 x $.50 per hour) (10 employees x $11 = SO
B. TA rompany officer $22 per officer,
wage (11 x §2 per meeling (o officers x §23 — $110)
C. Rent and ofher fixed $35 -

oxpanses, paid to the loeal

JA Apea Office with the

sales tax upon liguidation
D. Marketing supplics ' 325
B. Other
F. Total tixed costs 5270




The Human Hesourees Department can tell you what the agrecd-upem wage glructurs 5. For
mast JA companics, the wage siracture does not diffor from the one proeviously noted; 1€ 1s the
anme as the wage struelure specified in the { harter/Bylaws approved in Meeling Two. The
Markeling Department should recommmend a marketing budget.

Hpj&:.ﬁj;g’%;gre variable costs hecause the mammbe of workers and hours needed ta produace an
itern or good can vary as demand inereases or decreases. Ln JA companios, however, workers '
tf,-'piimﬂ}.r.urg"‘einpluyﬂﬂ“'fﬁr-a-ﬂxaﬂmmiﬁef;ﬂf: hours. A8 4 result, 1t_'1ﬂ'ndm.rén'jnﬁt.tn.-thimtiu-f :
wages as a fixed cost for [he purposes of this cxpreise. "

Step 2: Determine variahle costs

The cempany’s variable costs are the expenses st Muctuate or “wvary™ with the number of
opoads produced and sold, For example, a company selling prepaclaped candy will apend maore
o materials as production increases, Varialble cosls can be relatod to both production and the
sales process. Fov each unil anld, vour company will have to pay sales commissions and sales tax,
Tn Step 3, you will have an apportunity to calenlate these galps-related variable costs.

The tollowing workshest will help you astimate the variable vost of malevial when acditional
nnits are produced. With assistance from the Production Department, you will estimate your
pompany’s variahle costs with the chart below.

Product Sample Company | Your Company
A, Projesied total cost of materials ~ BlO0 |
E. Divided by the number of units L1 |
C. Material cost per unit | $1 |

Step % Defermine price
ow that vou have determined the fixed and variable costs for vour product, Fou can catahlizh a
praficable price.

The fallowing chart will help you determine your gross profic per wnit at various test prices.
Gross profil is the difforencs between the price and the variable costs of producing and selling
wOlT product.

. Epter one high and one low test price for your preluct. Inclade the sales tax.
« Use (the material cost per unit Mrom Step 2.
« Caleulate your gross profit pee unit at different prices,

[4 Coanpaity Proram:



Sample Sample Test Test
Price #1 | Price #2 | Priee #1 | Price #2
A. Net price per retail unit 0,00 $6.00
Variable costs
B. Sales commissions (10% ) -0 -G
C. Sales tax (5%) _ -.20 -l
0. Material cost per unit (Step 2) -1.080 -1.00 -
E. Gross per unit 83,25 24,10

Instructions:

Line A, Enter two test prices for vour prowluct. One price shauld be “high,” and the other “lav.

Line B, Enter the 10 percent sales commission coal,

Line C. Enter the city and state sales tax amount. Tn the example, the salestay rate was Five

pereent (F5.00 ¥ 05=25)

Line 1), Enter the matorials cost per unil from 8

Line A, and enler the result on Tine B,

tep 2, Line C, Subtract Lines R, , and I from

Line E. This is your gross per unit- the differcnee betweon ¥Your price and the variahle cost of

production and sales,

Step 4: Determine the break-sven point

A break-even analysis frequently is used b ¥ marmafacturing companies to set prices, Ti helps a
Company detertnine the number of units that must he sold to vover its costs (or break even).

Sample Sample Test Test
| Price#1 | Price#z | Price#l | Price p2
Fixed cost (Step 1)  EETILDD 27000 ‘
Divide the gross profit per unit | $4.25 $4.10 | -
Break-even point (units) | Blunits | 66 units ‘ |

Individual and Group Sales Goal

After vou calculate the hreask-cven point for the desired price, determine how many units each
employee will need to 2011 to break evern, What about making a profit? After vou reach the
breali-even paint, your company beping to make a profit. The more ¥ geldl, the moro sales

commission you egrn’

Individual sales goal:

Group sales goal:

Note: This weel is the ra! week to sell stock b

production. Good luck!

efote you approve your Business Plan and begin



Action Items
« Complete all department business plans necessary for Inclus
Busziness Plan prior to Meeting Five (or the dute apecified by

Puhblic Relations).
« At the upcaming board of directors meering, each depariment should be propared to offer

a briel report 1o the company about its part of the Business Plan.
« Last weck to sell stock!

ion in the company’s inal
the wice president of

T4 Camaay Frogram



Meeting Flve

Meeting Agenda
= Present the JA company Charter,
= Conduct the board of directors mesting,
" Approve the company Business Plan.

Board of Directors Meeting

The JA company president runs (he board of directors meeling, conducted according to the riles
of parliamentary procedires,

Each department should be prepared to briefly describe its partion of the Business Plan and Herw
it will carry oul those responsibilities dur ing the Business Opporhunity phase, The Business
Plan can then be approved, signallng the slart of a husinoss oppartunity or peoduaction,

Fellowing is an overview of parl lamentary procedure. It vou have questions, be sure 1o aslk
the company president o program volunieer for explanations. Althouweh this procesa may
seom formal and awlkwaed at frs, vou will understand it quickly. Ti's an catablishod way of
conducting formal business meelings, and vou likely will use the method m any times in

thie Tulirs.

Rules of Parliamentary Procedure

» Allow only one person at a time to spedk,

= Give everyone an opportunity to speak; the JA company president may set g time limit
On remarks.

» When an important. policy decision iz made, a5k & company emplovee to make a
“motion” A mution 1s 4 statement of desired policy, For example, an cmpleves may gAY,
“Tmove thal & dividend of $2.50 per share be paid to cach stockholder.”

* A motion must recelve a “soeand,” A second indicates support for the motion. I no one
offers a seeond, the motion is “dead” and discussion oruls,

» If'a motion has been made and seconded, i can bex discuissed. Someone can “amend” or
mmlify the mation anly with permission of the person who originated the motion. Onee
amuetion has been seconded, it requires a vote and iz either dofeated or pazged. Then vou
may move on to the next maolion.

* When all the opiniohs aboul a motion have been heard, anyone may eall for o vote, For
example, “T move tn vote on The motion.” The JA company prosilent then will say, “All
those In favar of the motion, say ‘aye’, all those vpposed sav 'nav.’ * The motion ig pazsnd
with o simple present majority responding “aye” or fails with a majority respond iy
"nay,"” For controversial issues, the JA company president can ask for a silent,
heads-downshands-up vote or a ballal vote,

* Onee paszed, & motion takes effect im mediately unless otherwise specified within
the motion,

= All board af dircctor meetings are roguired to use parlismentary procedure. The Human
Resources Department musl record (he mecting minulas,



Order Materials

T the Business Plan and the praduct have heen approved, the company can arder malerials s0
production can begin in Meeting Seven, Ordering promptly will give your compary A “leg up"
and possibly allow you to male & profit sooner.

Action Items

« Prepare to implement departm ental Business Plans,
« Tf possible, order the materials nocessary for production.

1A Cosparey Frograrn



Meeting Agenda
* Tmplement. the J4 company Business Blan,
* Review the Sales Order Forms,
+ Begin production, if possils,

Implement the Company Business Plan

All departments should have a clear understanding of what they need ta do to eontribute Lo the
suecess of the company. Neow is your fppartunity! Take charge and communicate, Tt iz up Lo all
emplovees to participate in making the company a protitable venipe,

Sales Order Forms

Review the Sales Order Forms, as ¥l will need to uze them to sell your cmnpany procduct, All
employees should understand what information needs (o be filled sut by the company members
and the custotner,

Deliver the company copy of the completed Sales Order Formis) to the vice presideni of
Marketing and the money 1o the wice president of Minance.

Production

It your company has ordered and reccived the necessary materials, then you are good to go,
Start producing! If you haven't ¥et recoived all the required items, order or checl on them now
b ensure they arrive in lime for vour next mesting,

Action Item

» [f necessary, order materials Mo produet production. Materials aps required far
Meeling Sovean,



Megting. Sevan

Meeting Agenda
« Tplement the J4 company Business Plan.
\ Continueproduction.
- Prepare Lo sell the producl to your farget market.

: w:Mﬁintﬁlﬁ-ﬁ'mi;i,rﬁ.ﬁﬁ_-qi'_gﬂgiﬁedﬁ eords of all iransactions:

Production

Produce, produce, produce! To sell yeur product, you must first produce your product. I your
company is having problems pgelting malerials needed for production, starl hrainstorming
sppative soliutions. lnvestigate your oplicms. Do you have touse that specific material? Will other
materials —available Tocally —work just as well? Be creative and innovativel

Product Sales

Tlae the Sales Order Forms o keep accurats records of producl salez, A1 information must [§]&
[illed out clearly by the cuslomer and the company member. The Sales Ovder Form (Company
Copy) goes to the viee president of Marketing and the money ta the vice president of Finanee.

Company Records

Each employee is responsible for tracking departmental records during the Business
Opportonity phase.

This is a busy lime for your JA company, Bvery departmenl, and the company as a whale, must
he in constant communication to engure company SMCCess.

Action Items

» Produce vour product, and sell, sell, sell!
» Complete any outstanding tasks matlined by the department vice presidents.
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Meeting Agenda
» Discuss sales ductics and practice sales presentalions.
» Bhare and develop heat practices for prodict sales,

» Implement the JA compary Business Plan,

Production
Continue to produce and sell your product, Roviewing Sales Tacties will enhunce vour efforts
and, hopefully, your company's profils,

Sales Tactics
The Marketing Department will lead emplovees in a review of sales tactics:

The Approach

Before you can sell a product or service, vou have b attract customers, When selling vour
product, make certain your appearance and conduel create a good first impressiong, Teaming
up with a pariner is a goml idea. simile, grest the prospect, and intraduce vourself and your
company. Concentrate on getting the custnmer's attention so that he or she will really listen to
your presentalion.

The Presentation

Be briel, If a customer is unfamiliar with Junior Ach ievement, provide a shorl description of
the organization, Point aut vour product’s main fealures, emphasizing customer benefits, If
appropriate, invite the customer o try it.

Ask questions that will elicit poailive responses, such as “Dio you think vou could use this?” ap
“l=nt i easy?” Listen allantively lo the customer's needs, ohjections, or comments. Answer any
gquestions, bul never arene,

Overcoming Objections

Don™t use all your selling points at the baginning of your pressntation. Hold ha rh d fiow henefits
and features in case the et atempt at closing does not succeed. Then you can explain
addilional benefits and features and share stories rom satisfed customers.

Try the “yes, but” technigue: “Our praduet is small, but it will fit casily in your car’s glove
compartment.” Some objections indicate that the customer is not Inlerested or s undeeided, 1
don't teed it” ar “I'l have to think it over” often are polite ways of saving "no thanks.” Review
the praduct’s features and benefits, 1§ vou determine that the customer is not interested, thank
him or her for tha apporiunity and move an,

The Close

Don’l ovarsell. You can lell quickly when a customer is not likely to purchase your Produce, By
the same token, it's often sazy to see whon o custom Bl is intripued. As soon as he or she HOPEATS
convinced of the produet’s value, nsk tor the order



Be alerl for buying signals, such as: *I1's vory allractive” or "How much is it?"” In closing, ask a
guestion indicating cusiomer aeeepranee, such as, “Would vou prefer the green or the red?” or
avivonld vou like ome or fwo!”

Follow-Up and Delivery

Deliver the product when promised. This is crucial to company success, You do not wanl a
dissatisfied customer to [ell other potential buyers aboul aorvics or delivery problems she or he
pxperienced when purchasing your product,

Al employvees of the company now should he in the middle of their sales efforts. Please note the
importance of accurate, np-to-date record-keeping.

Tips for Sales Success

Share with fellow emyployees how you el ahant sales prosentations you've made. Ask colleagues
which sales tactics worloed besl for therm. When conducting sales, make sure another employes
ar adult accompanies vou, Mever place woursell in an unsatie sitaation or at 4 questicnable
location. Also, don't waste the customer's time by being unprepared.

Business Plan

Conlinue to mplement your department’s Buainess Plan, reflect, and make ailjnstments as neadod.
Communicalion is the Key Lo success. Oake sure company employees discuss all issues.

The Golden Rule of Sales: Treat {he customer 45 you wonld want to be treatedl

Action [tems

- Comtinue product sales.

. Continue to report sales, manies, and production num bers tothe
appropriate departments,

- Cemtinue product production.

[4 Campany Prograc



Meeting Nine

Meeting Agenda
* Reflect and assess individual and company sales gnals,
* Implement the company Business Plan.
i.ﬁ@ﬂﬁﬂuq-gmdu;ﬂm and sales, .
* Tmplement best sales practices; practics sales presentitions,

Production

Cantinue to produce and sell your product. Reviewing the sales presentation steps will enhanee
your efforts and, hopefully, your company's profits,

Review Company Goals and Fx perience;
Answor the following questions:

* As individualy, departments, and o JA company, have we progressed based on our
company's mission and salos goals?

- As a company, should we expaml our efforts to increase sules?

* Do wo need to increase production?

* Do we nesd to expand our markoting or advertising efforts?

»Are dll company departmoetits keeping accurate, up-to-date records?

» What is our greatost JA COMpEny success thus fard

= Whal can our company do belier?

- Identily one company member who has worked extromaly hard but has not received
recotilion. How can vou acknowledge Ihis persan?

» What have you enjoyed most about FOUr company so far?

* What is the vne thing vou are most excitod abowut?

Business Plan

Continue to implement your department's Business Plan, retlect, and make adjustments, as
needed. Communieation between departments is the kov to sucesss, Male sure amployveos
communicate ahaut all issies,

Action Items

» Continue product production.

= Continae sefling,

- Complete any tatstanding tasks us outlined by the vies presidents,
- Begin thinking about company liquidat i,



Megting Ten

- Comtinue to implement the company Business Plan.
Wrapping Up Production

Tt tav seom hard to believe, but your JA company has only one more week of produclion left.

Mo bs the time to tale a product inventory and estinate hoe ey more enits you think you
might need.

Tf vou are holding excess inventory, conzider having & sale. How would this affect your profit
margin? Can you afford to lower the price to sell more products, or do you almplyr nesd more
aggressive sales tactice? Do yon need more product markeling? Now is the time to start thinking
ahout these issues as production draws to a close in Mee ting Tleven,

Gearing Up for Liguidation

The Annual Report Checklist and the liguidatinn forms are necessary for (he next meeting, And
it's peser too early to prepare! Further details about the Annual Report and the liguidation
process are in (he materials for MMeetings Elaven mud Twelve.

Action Ttems

« Begin wrapping up proeduction.
+ Begin preparing the Annuaal Report.
+ Begin preparing for company liguidation.
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Meeting Eleven

Meeting Agenda
= Complete the JA Career Assessment.,
- Create a Personal Action Plan.
= Prepare for liguidation,
- Prepare the Annual Report,

Assessment and Analysis

The Personal Action Plan (ineluded on this paga) is available on the Materials CD-ROM and in
the Blackline Masters Pacled,

Personal Action Plan

Whal is an entreprencur? An entreprencur is an innoy Ator —one who recognizes opportunities
avd vrganizes ressurces W take aldvantage af them.

The four basle practives of suceessiul entrepreneurs are:

* Entrepreneurs have a sense of mizsion about (their business —a desp belicf
that they are doing something impartant, To achisve their “mizsion,” they become
experis at idenlilying market noeds and producing competitive products or services.

* Enireprencurs create a powertul custemers/product vision for themselves and their
employees, They have a clear underslanding that “loving the customer” and “lisving the
product” arc the keys to creating and maintaining a high-growth business.

- Entrepreneurs are masters of innavation, They vonstanlly are in action, equipping their
Company to mael customer needs. Successiol BOtreprensurs musl establizh methods (hat
are better, cheaper, and more efficient than the competilion.

* Entrepreneurs are self-inapired. They love what they do and continually seek wavs to
improve how they do it. This high Tevel of commitment and performance results fram
knowing they will face the consequences (posilive or negative) of their offorts on a
dadly hasis,

Al of you are entreprensurs. By participaling in F4 Company Program, you crealed g custarmer/
praduct vision by becoming experts in market necds and by producing competitive products,
You maintained & high commitment to your company and faced the posilive and nesative
comsequences that ave part of all business enterprizes. Within a few months, you formed a
chmpany, generated a product, made a profit (hopefully), and Minally Hguidated the company.
What an incradible ackievement!

Mew comes the major question: How can you translate all the experience you gained through
JA Comparny Program into a viahle entropreneurial venture? What type of product will you
erested What s the market need? Use the plan on the following pages to axplore the possibililies,



What's noxt!
Yo want to start your own business, but where do you begin?

You may have an idea for a product and market that excites vou, You think it has preat potential.

Pud with your limited financial resources, vou need to get started fast! What should you
coneenlrate on? How shonld you spend your time What are the most important setions vou
feed o lake o get starbed?

The Personal Action Plan is designed to provide gnidance and inspivation as vou develop
strategies for vour enfreprencurial venoara,

Fill ir1 the blanks below and restructure your rezponses in the first column into potential
business activities in dthe second eohomn., Ter exampls, “T lilke computers” could become
“rarmputer cepmic,” Al “T'mogoned al gardaning” conld becote “landscaping service.”

Some of vour nlerests ard skills way require creatibve thinking to redefine them as buziness
pppoctunities, A few might not work at ail; just set those aside and move omn.

What do | really like to do? Marlket/prodoet winners
L. 1

2. Z

3 3,

4 1

a. a3

What am I really good at doing? Market/product winners
1 L

2 3

3 &

4 4.

3 a3
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What markei need do I see? Marketproduoct winners

1. 1.
2 2,
i i,
4 ]

. fi.

Identify the most oromizing market/product winoer—the one Lhat voul aee fmost excited about
and answer the following quesiions.

Whart actions wili T take (o identily the necessary Nnancial resogress (Inclhuding
payments from initial ensiomers) needed for (he stari-up phase of the business?

Whal actiows will T talie lo desipn/makes the lirsd version of the prodoct or service
available For mariei testing?



What actions will I talke to assess and set up the production and marketing capabilitics
required to make and sell the product and to serve the customers?

T

You now have a basis to begin pursuing your own chtrepreneurial venture. Review the guestions
wour've just answered, and place dates next to the actions you belicve are crucial o getting wour
venture oft the ground. Commit to pursning these actions over the next three to six moniths.

Think and reflect on all vou have achicved throughout the JJA Company Progrem experience,
Tse these skills, think creatively, and ger excited. Your entrepreneurial venivre awaits!

Liguidation Process

Have vou ever noticed an advertisement in & newspaper or on televizion announcing “Going Out
nf Business  Liguidation Sale? What exactly does that mean?

Liguidation is the process of converting company assets (what a company owns) into cash,
gettling all accounts, and distributing the remaining cash to the owners or donating it to a
charitable cause, For example, furniture store owners who are quitting business not only try to
gel] all product inventory but alsoe the delivery trucks, computers, office equipment, and other
property, Businesses are liguidated for a variety of reasons: The company might necd more
money to pay its bills, or the owners might be ready to retire, for example.

Unlilee most real- world buzinesses, however, JA companics are liquidated simply becanse they
are designed to oporate for only a specific length of time.

Liquidation Steps

Final Review of Records

Fach departmeant should keep aceurate, up-lo-date records throughout the course of company
operation, Make sure all the information is correct and complete; this will be & tremendous help
when vou bepin the liguidation proceds,

Stock THvidends Caleulation

If poesible, meet as 4 company to review and check in with each department to decide it vour JA
commpany wonld like to donate some proceeds to 8 charitable organization or allocate bonuses
before the caloulation of the book value for stockholders. The Finanee Department will caleulate
the hool value in the Finaneial Statement of Activities,
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To provide benuses or deaations, your company masl have made a profic aler payving all bills
and fixed costs, 'T'he company may Chooge an amodnl foe Tonozes ar donations; however, the
dividend to steckholders mugl be al leasl 202,

Liguidation Forms

Temmplates tor the lignidation firms are avd Bable on the Materials CO-ROM ar on www_Ja.org,
The paperwork must be completed before the final board of dlrectora mesting Mdeeling Twalve).
The Mublic Relations Department is respongible for the overall TAquidation Reporl, which is
included in the Annual Heport.

Amnmual Report
The Annusl Report 1s o docament that swmmarices ol showessas your JA company. The more
professional and detailed it cun be, tha belter,

Annual Report Checklist

The Apnual Report should inchide the following:

« Tille Page, including company logo iF prsaible (Marzeling Department)
« Taole of Contetils (Praduction Department)

« Cornpany Overview and Teiler uwo Siockholdaors (oresidond)

s Thani You Tedter e Volunbeer (president)

s Drepartrment: Overview Lelier (vice presidents)

s Finanelal Stajement of Activicies (Finance Dopartment:

s Liguidalion Repors {Public Relations Tepartimency

» Dompany Bylaws (TTuman Besonraes Doeparament)

s Busiraess Plan Overview (Public Belations Department)

 Binding, copying, el (Production Deparioient)

Aoy acditioral Hlems o would Tike Lo include—such as plemares o1 chiarts— will only add (o the
s Amd valuls of $ouar company™s Annmal Repore.

Action ltems

v Complete production and sales,

 Complete the JA Career Assessmeent,

 Complote the Annual Report.

» Complete the Personal Action Plan,

» Cormplete the liguidation forms and the Annual Bepoct Checklist prior o Mesting Twelyea,



Mesting Twelva

Meeting Agenda
Ennﬂm:t the hoard. Dfrl']rncturs mmhng to liguidate the COMPANY.

« Distribute the Stockholder Dividend checks and all company checks.
« Distrihute the Annoal Report.

Board of Directors Liguidation Meeting

Thiz mecting is similar to the first board of directors mesting, with the president using the rules
of parliamentary procedurs, (See Pages 5 6 in this Guidebook,)

Thi following is a list of actions that must be accomplished at the board of directors
lguidation mesting:

» Tach department will provide a brief overview of the liguidation speration,

« If your JA company made a protic, vote on the dividend amount caleulated by the
Finance Department and pay stockholders.

« All company accounts, books, and records should be cloged.

« The Annual Report should be completed and approved by the board of directors,

« All checls and the Lettor to Stockholders (created by the presicdent) should be sent,

« Al wage and salary checks to JA company emplovess should be ready to be disbursed.

« Any remaining bills, sales tax, or tixed costs should be paid.

= Coelebrabe your company’s success!

Reflection and Celebration

Think back on all you've accomplished. Your JA company has done great things, You have
developed & company with o mission and vision, capitalized, created a prodoct, markeled and
gold the product, and made a company profit (hopetully), Congratulations! You should be proud
nf all you achisved. Thank swou Tor yaur hard wark,

Action Items

Studenis

« Pay all remaining expenses.

» Distribute the stockholder dividends and letter to stockholders,
« Distribute the Annusl Beport.

+ Celebrate the company's success,
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Glossary

Accounts payable: Tha monay a company
owes s supplicrs.

Acvcounts receivable: The money owed to a
company by its deldors,

Annual reporl: & report conlainitig a
smnary of the company’ s oparations and
pertinent financial information.

Assets: Anvihing owned that has value,

Balance sheet: & Nnuancial siatemeand
summarizing the firm's assels, lHabilities, and
tiot worth.

Best practices; Activities or procedures that
are more efficient and effective than others,

Board of direclors: The governing body of a
corporation clectad by shareholders 1o male
policy decizions and appoint officers to run the
COMLDALY.

Book value: The amount of dlvidend that

wWill be distribuaied o slockholders aler all
company bills, taxes, wages and salaries,
charity donations, bonuses, and JA Arca Oifice
invoices have been paid.

Break-even point: The level of sufput 4t
whilch rotal revenne eqals wotal onsis.

Business plan: A document that details a
Company's mission and Feals, management,
marketitpe, and finances.

Bylaws: 4 set ol rales adopted by an
arganizalion o gavern metmbers and repuiale
its affairs.

Capital: Money, Foods, equipment, or lancd
used to produce other goods or services;
rnomey wsed to start or expand 4 business, In
aceounling il 12 the usiness equity or nedt
worth, which equals total azzets minus total
Liabilitics.

Capital goonids: Tha machinery, Laals, ard
cquipment used in production.

Capitalization: The sum of the varions
securities issued by a corporation, including
honds, stocks, wad surplus.

Chariler: A governmment dovumenl crealing
a business and defining its righis and
limitations.

Contract; A legally enforceabls sgreement
hH".'l'n'HEI'I LAt d CH TIREITH P =L N

Corparation: A uainess managed on bhehalf of
its ownerss/steckholders; a legal entity creaied
by governmental charter to corry on approved
activities.

Cost ol poeds sold: Ao accoonting lerm for
the cambinead cosis ol halerial, Tahor, Facoory
overhead, and othor direct expenaas involvod
in producing goods far sale. 1t does not include
costs of selling: or general Manigement,

Credil: In aceounting, & eokkeeping enlry
crmsiiinting an addition o an nearme, el
worth, Hability accounr, or a dedaction from
an exponsc not or assot account. Wach crodit
ettfry has a corresponding dobit cntry.

Dehid In secounting, 8 bookkeeping entry
cotatioating an addilion Lo an expenss or @ssal
aceound, liabilily accoumd, or & deduciion Trorm
an cxponse het o assob accounl. Tach dehiil,
has a corresponding crodit cnory.

Demand: The quantities of a product or
geryvice Lhal peonle are willing and able 1o by
at various possible prices at a parbiculas Lime
and place.

Depreciation: A decreasc in valoc of proporty
dire 0 wear or cheolescencs, A decrease ia the
amoinnt of poads or seryvices that 8 given sum
of motey can by,



Imvidends: Pavmenls waslockhol ders from a
COMPANY's parnings,

Double-entry kookkeeping: A standard
business practice that requires that each
mransaction be entered twice once in the debit
eolumn of the record and once in the credil
calumrn. Deubla-entry bookkeeping helps
preven! mistakes and [rack ermrs.

Enireprencur: An innovator; one who
rocognizos opportunitics and organizes
resources to talie advantage of them.

Expensey: Something thal couses spending
maoney spent or needed Tor doing a job or
running a hsiness.

Fixed costs: The business expenscs that
remain the same, regarcdless of the number of

products produced or services provided, Wapes,

rent, marketing expenges, and equipment are
examples of fixed cosly,

Franchise; 4 license o aperats an
individually owned business az it it was
part of @ large chain.

Gross profit: The difference betwesn sales
and the cost of goods sold,

Tneome: Money received in the form of wages,
salary, renl, or inkerest. A gain or continuing
Benefit usually measurad in money received
from capital or labor.

Income statement: A summary of o firm's
revenue, costs, and tazes over a period of time,

Tncome LAX: A (A% 0N A Person’™s or a
QUMpAany’'s heotne,

Lease: A transter of property use for & pariod
of time in return for a rental pavment. A lease
is d binding contract.

Liability: Anv claim on or debt of a business
ar individual: what a bmsiness owes,

Liguidation: The pavment of all obligations
and the conversion of azsets into cash for
apportionment among business owiners,

Loss: In accounting, any excess of costs over
income, Loss is the opposite of profit,

Managemenl: Group of managers; the act of
comiradling or divesting.

Market value: The current or prevailing price
of a product as indicated by current market
quotations.

Markeling: The husiness activities thal lake
plare between production and the purchase of
the produact.

Ket profit: The profit left atter expenszes,

Net worth: Capital; the difTerence belwesn
assels and lahililies,

{Opportunity cost: The next best alternative
given up when making a choico.

Parliamentary procedure: The standard
rudes a company president must observe whils
conducting mestings,

Parinership: A husiness owned by two or
micte peaple.

Par value: I'ace or nominal value; the value
imprinted cn the stock certificate,

Productivity: A measure of aulpul per unil of
gl or eubpul per sorker per houar.,

Profit: That which remains after the costs of
the buziness have beon moet,

Proxy: A written authorization transfecring

voting rights to ancther al a slockhalder
meeling,

[A Campame Program




Salavy: Momey paid o an amployes for work
done, vsually given bi-monthiy at an anmnual
rate, regardless of hours workeod.

Share: A portion of Intersst in a business,
usually referred [0 a2 8 share of stock,

Sole proprictorship: A husingss awned by
O POt 8071,

Stock: Shares in the ownership of a corporation.
Stockhoelder: Owner of slock 1o o corporalion.

Supply: The amount callers will nffer For sale
at different possible prices ail a pariicular time.

Yariable costs: Thoze costs that can increase
or decredse 4= putput expands or contracts,

Waze: Money paid bo an erploees Tor woek
done, nsually given on an houarly, daily, oran
a piecowork bazizs,
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