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TO REGISTER

Enclose check or money order made payable to
CBC-SBDC and mail to:

Small Business Development Center
Attn: Training Coordinator
901 N. Colorado Street

Kennewick, WA 99336
For questions or information Email us at: .............. sbdc@tridec.org
or call: 735-6222

Registration will be confirmed when payment is received.
Classes are filled on first-paid, first-served basis. Call for space availability.

Refund Policy

Refunds will be issued for cancellations received in writing, one week prior to the scheduled class.
Unless based on sickness or family emergency, no transfer of fees within 48 hours of class date.

Minimum class size required. If this minimum is not met, we will call you to cancel the class and offer
arefund or to transfer your payment to another class of your choosing.

Class size limited to accommodate size of site and participant interaction.

REGISTRATION FORM

Enroll today as class size is limited!
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UPCOMING CLASSES

August
26  ABC's of Assessing Your Business Idea

September
2 Financing Your Business
7  Starting A Business/Questions You Were Afraid to Ask
9  Basic Record Keeping
13 QuickBooks I-A for Small Business - CH2MHill-W180D
18  Starting A Business/Questions You Were Afraid to Ask
20  QuickBooks I-B for Small Business - CH2MHill-W180D
23 Marketing for the Small Business
30 IRS #l-Setting Up for IRS: Choosing the Right Identity

October
4 QuickBooks II-A for Small Business- CH2MHill-W180D

5 Starting A Business/Questions You Were Afraid to Ask
11 QuickBooks II-B for Small Business- CH2MHill-W180D
14 IRS #II-Sole Proprietor/Schedule C and Expenses
19  Starting A Business/Questions You Were Afraid to Ask
19  Small Business Money Management
26 Develop an Employee Handbook
28  IRS #lIl- Employment & Sales Taxes: Federal & State

November

1 QuickBooks I-A for Small Business- CH2MHill-W180D
2 Overcoming “Invisibility”-Public Relations Skill Development
2 Starting A Business/Questions You Were Afraid to Ask
4 Overcoming “Invisibility-Panel Discussion
8 QuickBooks I-B for Small Business- CH2MHill-W180D

15  Payroll | Using QuickBooks- CH2MHill-W180D

16 Starting A Business/Questions You Were Afraid to Ask

22 Payroll Il Using QuickBooks- CH2MHill-W180D

30 Simple (but effective) Strategic Planning for Small Business

December
6  QuickBooks II-A for Small Business- CH2MHill-W180D
7 Starting A Business/Questions You Were Afraid to Ask
13 QuickBooks II-B for Small Business- CH2MHill-W180D
21 Starting A Business/Questions You Were Afraid to Ask

Columbia Basin College complies with the spirit and letter of state and federal laws, regulations and
executive orders pertaining to civil rights, equal opportunity and affirmative action. CBC does not
discriminate on the basis of gender, race, national origin, religion, age, marital status, physical, mental or
sensory disability, sexual orientation or Vietnam veteran status in its educational programs or employment.
Questions may be referred to Ruben Lemos, Affirmative Action Officer, (509) 547-0511, ext. 2334.

Individuals with disabilities are encouraged to participate in all college sponsored

events and programs. If you have a disability and require an accommodation, please
(} contact the CBC Resource Center, (509) 547-0511, ext. 2252, or TTY/TDD at (509)

546-0400. This notice is available in alternative media by request.

Reasonable arrangements for persons with disabilities will be made if requested at

least two weeks in advance. Call 735-6222, or mail your request to CBC-SBDC,

901 N. Colorado, Kennewick, WA 99336.

BUSINESS CLASSES

Local experts serving new recipes with innovative
courses to spice up your business.
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Come and get a taste of success.



STARTING A

SMALLBUSINESS

SMALL BUSINESS
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AT BUSINESS

BUSINESS
TOPICS

Starting Your Business:
Questions You Were Afraid to Ask

This 2.5 hour hands-on workshop includes information on licensing and reg-
istration with state and local governments, additional help and resources for
your particular business needs, loan basics, the whats and whys of a business
plan, networking and researching for success. Held every 1st and 3rd Tues-
day of the month at WSU Tri-Cities, in the CIC Library. $20 Prepaid/$35 Late
Registration. Seat guaranteed with payment, if not yet at maximum. Call for
space availability.

ABC’s of Assessing Your Business Idea

Is your Business Idea a good one, personally and professionally? Discuss the
factors that will help you determine if your business idea makes sense for you
and for the marketplace. Class covers self-assessment, family issues, a review
of risks and rewards, market trends, competition, and how to write a detailed
feasibility analysis. Outline of your personal business plan included.
Thursday, August 26, 2004
Instructor: Johan Curtiss,

Manager Business Information Center, WSU

Marketing for the Small Business

Just exactly what is YOUR Market and how do you reach them? Your edge over
the competition is by understanding and then applying the processes of how
to carry out market research for your own brand of business. The different
levels of research, primary and secondary, are each critical to your business
success. Utilizing the Internet as well as other resources is our focus on how
to take your business to those that want what you have to offer. An outline of
a basic marketing plan that you can personalize is also included.
Thursday, September 23, 2004
Instructor: Melanie Jones,

Director of Marketing, Lourdes Health Network

Financing Your Business

Get the inside scoop on how to get money to run your business! Learn about
the different sources of capital, what a banker or investor looks for in a proposal
and how to work with your banker before, during, and after the loan process.
Handouts on how to qualify and present your business idea included.
Thursday, September 2, 2004
Instructor: Rick Peenstra,

Vice President Community 1st Bank

The Small Business Development Center is a no-fee service agency collaboratively
funded by CBC and the SBA through the Washington Small Business Development
Center. We are located at and partner with TRIDEC to provide assistance to
entrepreneurs, independent business owners and managers interested in
developing, improving or expanding their business. Services include mentoring,
one-on-one counseling, networking, education programs and access to
innovation assessment programs, patenting information and market research.
Contact us at 735.6222 for more information.

The Small Business Development Center operates in partnership with the U.S. Small Business
Administration. The support given by the U.S. Small Business Administration through such
funding does not constitute an express or implied endorsement of the cosponsor(s) or
participant’s opinions, products, or services.

The SBDC s partially funded by the U.S. Small Business Administration. SBA's funding is not
an endorsement of any products, opinions or services. SBA funded programs are extended
to the public on a non-discriminatory basis and available to individuals with disabilities.
This material is based on work supported by the U.S. Small Business Administration. Any
opinions, findings, conclusions or recommendations are those of the author (s) and do not
necessarily reflect the views of the SBA.

The following classes using the QuickBooks software are conducted in Room
W180D, the CH2MHill Building in the Northwest corner of the CBC Campus, en-
trance off Argent Road near the Pasco Airport.

QuickBooks Pro 2003- for Small Business
I-A, I-B, & 1I-A, 1I-B

This series of workshops are sold as two independent 6-hour courses, con-
ducted in 2 separate SETS of 3-Hour Classes and are presented in a “hands-
on"format for Basic and Advanced skills. All classes will use QuickBooks sam-
ple companies, teaching you generic techniques that you can then apply to
your personal business. Basic computer skills, and a basic understanding of
financial statements are required. We also request that you preview the In-
tuit Website (http://www.intuit.com) in an effort to make certain this is the
appropriate software for your needs.

For the first class in the Basic set, QB I-A will walk you through the setup wiz-
ard using the Easy Step Interview. This is handy for those of you that are just
beginning to use the software, or if you want to be sure that you did not miss
shortcuts or small setup details that might be important later in your report-
ing. QB I-B will teach you the processes for reporting, invoicing and editing
your chart of accounts. Questions raised in class one will be addressed in
class 2 as time permits.

The Advanced set of classes, QB II-A & B will address a more thorough un-
derstanding of your chart of accounts, some inventory, working between ac-
counts, paying bills, bank account reconciliation, credit card management,
accounts receivables & sales tax issues. Questions raised in Part A class will
be addressed in Part B class, as time permits.

QuickBooks Basic Set: 1-A & 1-B
Mondays, September 13 & 20, 2004 ,
orNov 1&8, 2004
Instructor: Carel Landess,

MPA
QuickBooks Advanced Set: II-A & 1I-B
Mondays, October 4 & 11, 2004 ,
orDec6 & 13,2004
Instructor: Kim Pietrok,

CPA

PAYROLL - | &I, using QuickBooks
These classes sold as a set.

This 6 hour course, broken into two 3-hour classes, teaches you what you
need to know about adding employees to your business. Our instructor will
explain the legalities of why you must keep clear and concise records on each
employee, and methods to achieve this. You will be taught how to set up an
effective system for keeping necessary payroll records, employee records,
taxes, withholding and quarterly/annual tax deposits. This set of classes be-
gins with the basic information regarding your responsibilities as an employ-
er, covering W-2's, 1099 ‘s and L&l requirements. Class two uses QuickBooks
software to manage employee information. You will work with an existing
sample company, setting up accounts, adding employees, entering transac-
tions, and creating reports.

Payroll I-A
Monday, November 15, 2004

Payroll I-B
Monday, November 22, 2004
Instructor: Erica Shockley,

Accountant

Small Business Money Management

Do you know how to determine and anticipate the cash flow needs of your
business? We will teach you how to use financial statements as a cash man-
agement tool. We will provide you with the right information to help you
manage your company'’s growth and not run out of money. Bring a calcula-
tor-we will apply the principles on case studies that you can take home and
apply to your own business.
Tuesday, October 19, 2004
Instructor: Lisa Layton,

President, The Resources Group

Overcoming “Invisibility”;
Public Relations Skills Development

Itis difficult to collaborate or develop strategic partnerships when the poten-
tial partners aren't clear about who you are or what you do. This workshop
is designed for provide a proactive, cost effective and successful mechanism
for publicizing and promoting your company or organization. This increased
visibility will enhance your opportunities to expand and collaborate, as well
as position you as a resource in the community.
Tuesday, November 2, 2004
Instructor, Lisa Toomey,

Owner, Kohl Communications

Overcoming “Invisibility” Panel Discussion;

As a follow up to our PR Skills development course, a live panel discussion
with local media representatives will be your opportunity to put what you
learned in class to use. These media experts will explain what they know to be
effective in publicizing your business, and what opportunities can be gained
specific to small business.
Thursday, November 4, 2004
Instructor, Lisa Toomey,

Owner, Kohl Communications

Simple (but effective) Strategic Planning

Five years from now you'll arrive. The question is where? Without a strategic
plan your company will be tossed about like a ship without a sail. This class
will teach you how to create a personalized and effective strategic plan that
can serve as a road map for your future. Once your plan has been developed
you can design your day-to-day activities to get you there, and establish a
system on how to return should you stray.

Tuesday, November 30, 2004

Instructor: Jeff Lubeck,

CPA CBM CEP CSPM

Develop skills

Understand finance and bookkeeping

Learn IRS compliance

Compare your business with the industry standards
Improve your marketing efforts

Network and make contacts

Handouts for reference

Questions answered

+
+
+
+
+
+
+
+

For additional class or program information email:
kneary@columbiabasin.edu

IRS TAXES- 3 Part Series-(Not required as a set)

This series is to help you learn about your basic responsibilities for federal
taxes. Our local experts are Certified IRS Instructors and will concentrate on
what you need to know and how to apply it personally to your business. At-
tendees will receive a Free IRS Small Business CD-ROM featuring step-by-step
information on creating a Business Plan and extensive business tax informa-
tion. The classes will cover Record keeping, Avoiding Tax Penalties, Estimated
Taxes, Business Use of Your Home, What is Deductible, Taxes for Your Employ-
ees, What Can Be Depreciated and answers to your Federal Tax Questions.

IRS #l- Setting up for IRS: Choosing the Right Tax Reporting

Identity
Thursday, September 30, 2004
Instructor: Eldon Reiswig,

Co-Owner- Paperworks
IRS #ll1- Sole Proprietor/Schedule C & Expenses
Thursday, October 14, 2004
Instructor: Julie Reiswig,
Co-Owner- Paperworks
IRS #3- Employment & Sales Taxes; Federal & State
Thursday, October 28, 2004
Instructor: Ron Burt,
Accountan

Develop Your Employee Handbook

Employee management requires a proactive approach. To be assured that
you are establishing and meeting expectations, this tool is an important as-
set. This course will provide pertinent information, handouts for examples
and direction on how to make your company manual a personalized tool that
will keep your employees informed about required company regulations and
policies and reduce potential for liabilities.

Tuesday, October 26, 2004

Instructor: Tracy Hill,

Owner, Imagine That!

Basic Record Keeping

Gain a better comprehension of how and why good financial records are
pivotal to the proper management of your business. We will teach you how
to understand basic accounting principles and tools such as balance sheets
and profit/loss statements. From this knowledge you will see how these tools
explain the financial picture of your business. Understanding this “snapshot”
can help you see where you have been successful, as well as where you may
face danger zones.

Thursday, September 9, 2004

Instructor: Kim Pietrok,

CPA

Location:............. CBC Pasco, Building B
2600 N. 20th, Pasco, WA 99301
Exceptions in class description.

LTy [-H— 6:00 to 9:00 p.m.

Fee: ..., Prepaid $35/Late Registration $50,
Sets are charged at regular fee X 2.
Late fees apply to classes not paid within 48 hours of date.
(Seat guaranteed only with payment, as space available)

Bonus:............... With 5 prepaid classes, 6th class FREE
(Sets count as 2 classes toward 6th Free)

....Seats limited to size of facility. Call to confirm placement.

....Cash, check (payable to CBC-SBDC), Credit Card:
in person, by phone or mail.

(For other than in-person payments, receipts will

be mailed to you or delivered day of class.)

Pay by phone to: 735-6222

8:00 a.m. - 5:00 p.m with either Mastercard or Visa.

Mail to:

TRIDEC: Attn. Training Coordinator,
901 N. Colorado,

Kennewick, WA. 99336.




