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[bookmark: _Toc410310509][bookmark: _Toc282688914]PrefaceBusiness has only two functions – marketing and innovation
Milan Kundera

[bookmark: _Toc283024575][bookmark: _Toc410310510]What is Courseware?
[image: MC900071138[1]]Welcome to Corporate Training Materials, a completely new training experience!
Our courseware packages offer you top-quality training materials that are customizable, user-friendly, educational, and fun. We provide your materials, materials for the student, PowerPoint slides, and a take-home reference sheet for the student. You simply need to prepare and train!
Best of all, our courseware packages are created in Microsoft Office and can be opened using any version of Word and PowerPoint. (Most other word processing and presentation programs support these formats, too.) This means that you can customize the content, add your logo, change the color scheme, and easily print and e-mail training materials.

[bookmark: _Toc283024576][bookmark: _Toc410310511]How Do I Customize My Course?
Customizing your course is easy. To edit text, just click and type as you would with any document. This is particularly convenient if you want to add customized statistics for your region, special examples for your participants’ industry, or additional information. You can, of course, also use all of your word processor’s other features, including text formatting and editing tools (such as cutting and pasting).
To remove modules, simply select the text and press Delete on your keyboard. Then, navigate to the Table of Contents, right-click, and click Update Field. You may see a dialog box; if so, click “Update entire table” and press OK.
[image: ]
(You will also want to perform this step if you add modules or move them around.)
If you want to change the way text looks, you can format any piece of text any way you want. However, to make it easy, we have used styles so that you can update all the text at once.
If you are using Word 97 to 2003, start by clicking the Format menu followed by Styles and Formatting. In Word 2007 and 2010 under the Home tab, right-click on your chosen style and click Modify. That will then produce the Modify Style options window where you can set your preferred style options.
For example, if we wanted to change our Heading 1 style, used for Module Titles, this is what we would do:
[image: ]
Now, we can change our formatting and it will apply to all the headings in the document.
For more information on making Word work for you, please refer to Word 2007 or 2010 Essentials by Corporate Training Materials.

[bookmark: _Toc283024577][bookmark: _Toc410310512]Materials Required
All of our courses use flip chart paper and markers extensively. (If you prefer, you can use a whiteboard or chalkboard instead.) 
We recommend that each participant have a copy of the Training Manual, and that you review each module before training to ensure you have any special materials required. Worksheets and handouts are included within a separate activities folder and can be reproduced and used where indicated. If you would like to save paper, these worksheets are easily transferrable to a flip chart paper format, instead of having individual worksheets.
We recommend these additional materials for all workshops:
1. Laptop with projector, for PowerPoint slides
1. Quick Reference Sheets for students to take home
1. Timer or watch (separate from your laptop)
1. Masking tape
1. Blank paper

[bookmark: _Toc283024578][bookmark: _Toc410310513]Maximizing Your Training Power
We have just one more thing for you before you get started. Our company is built for trainers, by trainers, so we thought we would share some of our tips with you, to help you create an engaging, unforgettable experience for your participants. 
1. Make it customized. By tailoring each course to your participants, you will find that your results will increase a thousand-fold. 
· Use examples, case studies, and stories that are relevant to the group. 
· Identify whether your participants are strangers or whether they work together. Tailor your approach appropriately. 
· Different people learn in different ways, so use different types of activities to balance it all out. (For example, some people learn by reading, while others learn by talking about it, while still others need a hands-on approach. For more information, we suggest Experiential Learning by David Kolb.) 


Make it fun and interactive. Most people do not enjoy sitting and listening to someone else talk for hours at a time. Make use of the tips in this book and your own experience to keep your participants engaged. Mix up the activities to include individual work, small group work, large group discussions, and mini-lectures. 
Make it relevant. Participants are much more receptive to learning if they understand why they are learning it and how they can apply it in their daily lives. Most importantly, they want to know how it will benefit them and make their lives easier. Take every opportunity to tie what you are teaching back to real life.
Keep an open mind. Many trainers find that they learn something each time they teach a workshop. If you go into a training session with that attitude, you will find that there can be an amazing two-way flow of information between the trainer and trainees. Enjoy it, learn from it, and make the most of it in your workshops.
And now, time for the training!

[bookmark: _Toc410310514]
Module One: Getting Started
[image: MC900054966[1]]Many people believe you are born with business acumen, which is loosely defined as the ability to assess an external market and make effective decisions. Knowing what is necessary to navigate and create a successful business seems innate for certain people. For example, Steve Jobs showed great business acumen. Fortunately, it is possible for the rest of us to improve business acumen. The right training combined with experience will improve your business savvy. Don’t be afraid to get creative and experiment with your marketing.
Mike Volpe



[bookmark: _Toc287448862][bookmark: _Toc410310515]Housekeeping Items
Take a few moments to cover basic housekeeping items.
If you need an opening or a way to introduce the participants to each other, utilize the Icebreakers folder to begin or between breaks during the day.
Let participants know where they can find washrooms, break facilities, and fire exits.
Ask participants to turn off their cell phones or at least turn them to vibrate. If they must take a call, request that they do it outside.
Take this time to encourage the group to ask questions and make this an interactive workshop.
Write the words Respect, Confidentiality, and Practice on a piece of flip chart paper and tape it to the wall. Explain to participants that in order to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn!


[bookmark: _Toc410310516]The Parking Lot
[image: MC900057299[1]]Explain the concept of The Parking Lot to participants.
· The Parking Lot is a visible place where you will “park” ideas that arise which are not on the agenda, may be off topic, or are better addressed outside of the program.
· At the end of the session, we will review parked ideas and follow up, or make suggestions for your own investigation when you are back at work.
Suggestions for the trainer:
1. If you are working with a large group of participants, you may wish to nominate a recorder to park items as you are facilitating.
2. It’s a good idea to note the name of the contributor along with the parked item.
3. Items noted on the parking lot can be useful to you later as you plan future training sessions.

[bookmark: _Toc410310517]Workshop Objectives
[image: MCj02934740000[1]]Research has consistently demonstrated that when clear goals are associated with learning, it occurs more easily and rapidly. With that in mind, let’s review our goals for today. 
At the end of this workshop, participants should be able to:
· Know how to see the big picture
· Develop a risk management strategy
· Know how to practice financial literacy
· Develop critical thinking
· Practice management acumen
· Find key financial levers



[bookmark: _Toc410310518]Pre-Assignment
Complete this worksheet before the class begins. Make note of what you hope to learn or goals you want to address after the class.

1.) How would you describe business acumen? 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

2.) Have you ever taken a course to improve your acumen? What was the focus? 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

3.) Where do you feel your business acumen is weak? ___________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

4.) What do you hope to learn from this course? _______________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Any other thoughts: ______________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________



[bookmark: _Toc410310519]
Module Two: Seeing the Big Picture
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC910217213[1].wmf]Business acumen requires an understanding of finance, strategy, and decision making. Most managers and employees, however, are responsible for specific areas, and they have little understanding of the impact their decisions have on other areas. When too much focus is placed on one aspect of the business, it is difficult to make decisions for the good of the company. In order to make effective decisions, it is necessary for you to examine the big picture. Details create the big picture.
Sanford I. Weill



[bookmark: _Toc410310520]Short and Long Term Interactions
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC910216398[1].png]When looking at the big picture, it is necessary to consider long term as well as short term interactions. Short term interactions are immediate, single exchanges, and they are necessary for the company to survive. Without looking at the big picture, however, short term interactions may hinder long term success. For example, you may damage a business relationship by using aggressive sales techniques, costing you sales in the future.
Long term interactions are processes or relationships that are essential to growth. Long term business success requires the long term interactions. The relationships with customers, vendors, and employees need to be carefully cultivated. Failure to cultivate relationships occurs when there is a lack of communication or communication is not respectful. Long term relationships help guide the future of the business.

Improving Long Term Interactions 
Build relationships: Relationships must be based on mutual trust, respect, and support. 
Use feedback: Request feedback and listen to complaints.
Offer value: Provide value in product, services, and compensation. 

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the difference between long term and short term interactions. 

	Topic Summary
	Short and Long Term Interactions
Discuss the connection between long term and short term interactions. 

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	None

	Recommended Activity
	Ask participants to share examples of ways short term interactions affect long term interactions. These can be personal anecdotes or observations. 

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate. 

	Review Questions
	What may hinder long term interactions?



[bookmark: _Toc410310521]Recognize Growth Opportunities
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900282918[1].wmf]It is essential for every organization to recognize growth opportunities to ensure long term success. An opportunity is any project or investment that will create growth. Opportunities, however, can be overlooked when we do not pay attention to the big picture. Individuals with business acumen are constantly recognizing opportunities for growth. If recognizing opportunities does not come easily for you, there are steps to take that will ensure that you do not overlook growth opportunities.
Identify market trends: Monitor changes in the market such as technological advancements.
Actively research customer needs: Conduct market research and anticipate customer needs, which you will fulfill. 
Pay attention to competitors: Take advantage of a competitor’s weakness and learn from their strengths. 
Monitor demographic changes: Changes in demographics indicate potential shift in customer base or needs.
Consult employees: Do not overlook employee ideas; encourage brainstorming.
Monitor abilities of the workforce: Pay attention to employee skills. Offer training or hire new employees in response to growth opportunities.

	Estimated Time 
	10 minutes

	Topic Objective
	Foster the ability to recognize growth opportunities

	Topic Summary
	Recognize Growth Opportunities
Review weaknesses and how to change them.

	Materials Required
	01-Growth

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate. 

	Review Questions
	What is an opportunity?



[bookmark: _Toc410310522]Mindfulness of Decisions
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC910217208[1].wmf]Decisions need to be made carefully and mindfully. In stressful situations, it is easy to make decisions based on emotions or external pressure. Recognize these events which increase the risk of making a poor decision that can have long term consequences. Mindful decision making combines reason with intuition to come up with decisions that are based in the present. 

Decision making Steps:
1. Be in the moment: Pay attention to how you feel physically and emotionally. This allows you to reach your intuition and understand any feelings of conflict and their source. The source of the conflict may evolve as you become mindful. For example, conflict over the cost of change may shift to conflict that the change goes against company values. Naming the conflict will help you make the decision without fear.
2. Be Clear: Investigate for clarity. Begin by investigating your feelings and identifying the type of decision you are making. A neutral decision, for example, should not create a great deal of stress. Once you identify the decision, make sure you have collected the necessary information to make the decision. Additionally, you should consult the people who will be affected by your decision.
3. Make a choice: Once you have all the information, listen to your intuition, and write down your decision. Take some time to consider this decision. If you are still comfortable with the decision after a few days, act on it. 

	Estimated Time 
	10 minutes

	Topic Objective
	Understand mindful decision making.

	Topic Summary
	Mindfulness of Decisions
Examine opportunities.

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	None

	Recommended Activity
	Ask participants to consider decisions they made based on emotions or times that they ignored their instincts. How could mindful decision making have altered their decisions? List blocks to mindful decision making on the flipchart/board such as emotions, stress, outside pressure, finances.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is mindful decision making?



[bookmark: _Toc410310523]Everything is Related 
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC900441976[1].wmf]In business, it is necessary for each person to perform specific roles and functions. Every business role is related to each other. For example, poor production and poor customer service will affect sales. Too many sales returns cost the company money, damaging the profits. Each aspect of the business relies on the others. Most people only focus on their specific roles, without considering how they affect the other departments. Looking at the big picture allows you to see how everything is related, and it begins with the leadership. The leadership of the company is responsible for the culture and values. These guide the other aspects of business, which are: operations and marketing, finance and governance, and information and people. 
How to Relate:
Be Comprehensive: Monitor every area of the business to make sure each one is reaching their goals. 
Be Balanced: Make sure that each area of the company is sustainable, and make adjustments as necessary. 
Be Incorporated: Integrate every aspect of the business with the others. Show employees how they affect each other and the company as a whole.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand how everything relates to each other. 

	Topic Summary
	Everything is Related
Discuss ways to see the big picture and integrate the organization. 

	Materials Required
	02-Related

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is related to production?



[bookmark: _Toc410310524]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3FP1VG3N\MC900383520[1].wmf]Angela had to decide which direction to take the company to improve the profit margins over time. She could invest in employee training to improve customer service, or she could cut labor further to save money. Cutting labor would fix the problem immediately, but she was not sure it was the right decision. Every time she thought about cutting labor, she became nauseated. After careful consideration, Angela realized that she felt cutting the labor went against her mission to treat all employees as valued team members. 
After gathering data, she learned that sales began to dip when customer service complaints increased. Additionally, there was employee interest in a training program. Her intuition told her that implementing a training program would increase long term profits.

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Seeing the Big Picture case study.

	Topic Summary
	Case Study
Discuss the need for knowing what the position is for and what it entails when hiring new employees.

	Materials Required
	None

	Planning Checklist
	None

	Recommended Activity
	Discuss the results of the case study. How did a big picture view influence her decision?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What did Angela need to decide?





[bookmark: _Toc410310525]Module Two: Review Questions
1. What is a definition of a short term interaction?
a) An immediate exchange
b) Building a relationship
c) Growth
d) Interest
Short term interactions are immediate exchanges. They are singular events. 
2. What is essential to growth?
a) Short term interactions
b) Events
c) Long term interactions
d) Financial interest
Long term interactions are relationships. These are essential to the growth of a company.
3. What happens when you do not see the big picture?
a) Opportunities are focused
b) Opportunities are overlooked
c) Nothing
d) Growth is enhanced
Growth requires recognizing opportunities. Not seeing the big picture will result in overlooked opportunities. 
4. What will market research provide?
a) Investment opportunities
b) Long term interactions
c) Short term interactions
d) Information on customer needs
Recognizing opportunities for growth requires monitoring customer needs. Market research will help provide this information. 


5. What do experts in mindful decision making recommend?
a) Meditation
b) Exercise
c) Opportunity
d) Attending events
Mindful decision making requires connecting with intuition. Experts recommend taking up meditation to improve mindful decision making. 
6. Which of the following should not induce stress?
a) Operational decision
b) Neutral decision
c) Important decision
d) Strategic decision
It is important to identify the types of decisions that you have to make. A neutral decision should not be stressful. 
7. What do most people focus their energy on at work?
a) Big picture
b) Interests
c) Specific roles
d) Company roles
Most people only focus on their specific roles, without considering how they affect the other departments. This can distract from the big picture. 
8. What is necessary for being comprehensive? 
a) Make adjustments
b) Job descriptions.
c) Training programs.
d) Monitor every aspect
It is necessary to be comprehensive when examining how the aspects of the business are related. This requires monitoring every aspect of the business.


9. What happened when Angela thought about cutting labor?
a) Nothing
b) She became nauseated
c) She was comfortable with the idea
d) She knew it was the right decision
Angela physically reacted to the decision. She became nauseated with the idea of cutting labor.
10. What feedback did Angela receive from employees?
a) They were not interested in training
b) The employees were 
c) They were interested in training
d) There was none
Angela gathered information to make her decision. She learned that the employees were interested in training.
[bookmark: _Toc410310526]
Module Three: KPIs (Key Performance Indicators)
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900363644[1].wmf]Understanding when goals are reached is a necessary aspect of business acumen. Key performance indicators (KPIs) are metrics that show when goals are met. Each company will have a different set of KPIs, depending on individual business needs. Creating and managing KPIs will improve the success of your business as well as your own business acumen.The price of light is less than the cost of darkness.
Arthur C. Nielson





[bookmark: _Toc410310527]Decisiveness
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900383528[1].wmf]KPIs need to be developed decisively. This requires an understanding of which performances need to be measured and how they should be measured. Creating random metrics will not help gauge the effectiveness of your organization.


Decisive KPIs
Define areas to monitor: Determine which areas are successful and which ones need improvement. 
Identify criteria: Brainstorm ideas, and use them to create criteria that need to be monitored. For example, criteria would include customer conversion or units per transaction,
Define the measurements: Create specific SMART goals to monitor. An example would be an average of three units per transaction.
Once you have decided the type of KPIs you want, you need the buy in of the stakeholders. Communicate the information decisively and make sure that everyone understands the purpose.

	Estimated Time 
	7 minutes

	Topic Objective
	Understand KPIs.

	Topic Summary
	Decisiveness
Review ways to create KPIs.

	Materials Required
	03-Decisive

	Planning Checklist
	None

	Recommended Activity
	Complete the handout individually. Share your answers with the class. 

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Ask volunteers to share any experience they have.

	Review Questions
	What are KPIs?



[bookmark: _Toc410310528]Flexible
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC900439803[1].png]While it is necessary to be decisive with KPIs, they must not be static. Flexibility is necessary in every aspect of business, including KPIs. They must change as the goals change. It is important to remember that KPIs can be improved even when they are successful, which means that they need to be reviewed and altered accordingly. 
KPIs are often driven from the top down, and they are less effective when the initiative is inflexible. Allow the different departments to adjust KPIs according to their needs, and give them the authority to time implementing the KPIs so that their employees understand and embrace them. Employee buy in is essential to the KPI success. Additionally, coordinating the KPIs on a large scale can cause confusion. It is better to allow different role out times to avoid mistakes. 

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize the importance of being flexible. 

	Topic Summary
	Flexible
Discuss the benefits of being flexible with KPIs.

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	None.

	Recommended Activity
	Have the participants discuss observations or experiences when KPIs were and were not flexible. List the results on the flipchart. 

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What must KPIs not be?



[bookmark: _Toc410310529]Strong Initiative
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9SUN02KZ\MC900283365[1].wmf]Showing initiative is having the ability take charge over a new or unknown situation. Having initiative is a way for employees to be more automatous in their day to day tasks. It will lead to and produce better problem solving skills. Mistakes will happen, but do not treat them as mistakes or errors, use them as learning events. Taking the responsibility to look after an issue or event by finding the answer, is what having a strong initiative is about.
Developing initiative:
Recognize spots for improvement.
Show some confidence, if you have an idea share it.
Look for solutions, not problems.
Offer to fill in when gaps occur.
Don’t focus on or get discouraged by mistakes, learn from them.

	Estimated Time 
	8 minutes

	Topic Objective
	Recognizing an initiative. 

	Topic Summary
	Strong Initiative
Develop initiatives and KPIs.

	Materials Required
	04-Initiative

	Planning Checklist
	None.

	Recommended Activity
	Complete the handout individually and share your answers with the rest of the class. 

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What are initiatives?



[bookmark: _Toc410310530] Being Intuitive
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3FP1VG3N\MC900442128[1].png]Key Performance indicators can work from the top down or the bottom up. KPIs are created from the top down when they are used in dashboards because dashboards focus on operational goals rather than strategic goals. The dashboard provides intuitive and useful information to users. They require targets to be established for each KPI ahead of time. In order to use a dashboard, all business users need to be involved thus you should interview users to determine the dashboard metrics. 
Which questions need answers?
Who is affected by the question?
Why do you believe the question is important?
Which data do you use to answer the question?
Will creating KPIs create more questions?
What action needs to be taken?
What metrics will you use?
Once you determine metrics, use them to guide and coach employees. Individuals with business acumen understand that metrics should encourage employees to be successful rather than beat them down when the numbers are not met. 

	Estimated Time 
	7 minutes

	Topic Objective
	Introduce dashboards and intuitive information.

	Topic Summary
	Intuitive
Determine metrics and how to deliver them 

	Materials Required
	05-Intuitive

	Planning Checklist
	None

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What do dashboards focus on?



[bookmark: _Toc410310531]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900383516[1].wmf]Lee needed to increase customer satisfaction. He planned a customer survey initiative to improve service. He decided to start small and set the target for 10% improvement over the course of a month without talking to stakeholders or consulting data. The metric established was total complaints to customer service. The KPI targets were inflexible and established without employee buy in. After a month, customer complaints to customer service dropped 7%. However, the feedback on customer surveys indicated that many were still unsatisfied.

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the KPI case study.

	Topic Summary
	Case Study
Discuss the effective and ineffective KPIs.

	Recommended Activity
	Discuss the results of the case study. What was wrong with Lee’s KPI strategy?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What did Lee want to improve?





[bookmark: _Toc410310532]Module Three: Review Questions
1. What type of goals need to be established?
a) Reasonable
b) SMART
c) New
d) Established
When establishing KPIs, you need clear goals and objectives. The goals need to be SMART. 
2. Which areas of business need to be monitored?
a) Successful
b) Unsuccessful
c) Successful and unsuccessful
d) None
The first step of creating KPIs is determining the areas of business that need to be monitored. This requires identifying successful and unsuccessful areas that require monitoring.
3. Why needs to change with goals?
a) Nothing
b) Intuition
c) KPIs
d) Interest
KPIs need to be flexible and change when necessary. They should change when the goals change.
4. How should implementation of KPIs be determined?
a) By department
b) As a whole
c) Singularly
d) It does not matter
Flexibility should be given when implementing KPIs. The timing should be left to each department based on specific needs.


5. What do KPIs determine about initiatives?
a) They come to work even if they are sick
b) They take a lot of vacation time
c) They are liked by everyone
d) Their success
KPIs are used to measure results. These help determine the success of an initiative.
6. What is an acceptable target based on?
a) Research
b) Goals
c) Objectives
d) Interest
Targets are necessary for creating KPIs. These targets need to be based on research. 
7. How are KPIs created for dashboard?
a) Easily
b) Top down
c) With difficulty
d) Bottom up
KPIs are created from the top down or the bottom up. When using a dashboard, KPIs are created from the top down.
8. Who needs to be involved in establishing dashboard KPIs?
a) Management
b) Employees
c) All users
d) Customers
Dashboard KPIs are focused on operational goals. This requires interviewing the users. 


9. What was the initial target?
a) 7%
b) 10%
c) 3%
d) 17%
Lee created an initial target to improve customer service. The initial target Lee set was 10%.
10. How long did Lee time his objective?
a) One year
b) 6 months
c) 3 months
d) One month
Lee timed the objective for one month. It was not based on any reliable data. 

[bookmark: _Toc410310533]
Module Four: Risk Management Strategies
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9SUN02KZ\MC900367824[1].wmf]Risk management involves different strategies. The purpose is to identify and assess risks and prioritize them in order to monitor and reduce threats to the company. Implementing risk management requires looking at the big picture in the future and taking the proper steps for the good of the organization. Certain risks may be transformed to opportunities, and risk management is essential to business acumen. The first step in the risk management process is to acknowledge the reality of the risk.
Charles Tremper
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[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BUF3ILLB\MC900217316[1].wmf]A risk assessment will help identify the different dangers and opportunities you may face. There are different types of risks assessments you can implement, depending on the specific objective and the needs of the business such as strategic risk, internal audit, market risk, and customer risk. A risk assessment needs to be a continuous part of the business cycle to be effective. 
Risk Assessment Steps:
1. Recognize objectives: The scope of the assessment is based on specific objectives, created using SMART goals.
2. Identify potential events: Use prior and possible events to determine risks. Identify external factors such as the economy, politics, technology, and the environment as well as internal data. The information identifies risks and opportunities.
3. Identify risk tolerance: Determine the variation from the objective that is acceptable with risks.
4. Determine the probability and impact of risks: Assign an impact and probability rating to risks based on data. 
5. Outline responses for risks: Assign a response for each risk. These may be to accept, avoid, reduce, or share the risk. 
6. Determine the impact and possibility: Evaluate the controls and response. 
You should evaluate the assessment to determine what risks are connected between departments and to each other. 

	Estimated Time 
	10 minutes

	Topic Objective
	Explore the risk assessment.

	Topic Summary
	Continuous Assessment
Consider the different steps of the risk assessment.

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	You may want to bring in an example of a complete assessment for participants to view during the lesson. 

	Recommended Activity
	Creating a full assessment will require specific data that participants will not have at the moment. However, ask the participants to share the objectives they already established in the course. Then, brainstorm potential events for the objectives as a group. List these on the flipchart/board to help participants reach the next step of the assessment process. 

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	How often should a risk assessment be done?



[bookmark: _Toc410310535]Internal and External Factors
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC900389040[1].wmf]Managing risk requires identifying the external and internal factors that affect the company. In certain cases, internal factors and external factors will overlap. In fact, many internal hazards are external hazards. These factors are essential to the risk assessment. The key risks that every business faces are financial, strategic, operational, and hazard. You must determine which factors affect your business and how to address them. 
Internal Factor Examples:
Financial Risk: Internal risks include liquidity and cash flow.
Strategic Risk: Intellectual capital and R&D are examples of strategic risks.
Operational Risk: Accounting and the supply chain are examples of internal operational risks.
Hazard Risk: Employees and products are internal hazards.
External Factor Examples:
Financial Risk: External risks include taxes, interest rates, and credit.
Strategic Risk: Competition and customer demand are examples of strategic risks.
Operational Risk: Regulations, culture, and the supply chain are examples of external operational risks.
Hazard Risk: Suppliers, natural risks, and products are external hazards.

	Estimated Time 
	8 minutes

	Topic Objective
	Recognize the internal and external factors.

	Topic Summary
	Internal and External Factors
Discuss the different factors that influence risk.

	Materials Required
	06-Internal and External

	Planning Checklist
	None.

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is true of internal and external hazards?





[bookmark: _Toc410310536]Making Adjustments and Corrections
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\H0BR8P42\MC900370220[1].wmf]As we established earlier, risk management requires constant monitoring and assessment. As you gather information using KPIs and other tools designated to monitor progress, you will determine which management strategies are successful and which are unsuccessful. Correct and adjust the strategies to improve performance as necessary. Additionally, risks are subject to change. For example, a competitor who suddenly offers a similar product at a cheaper price changes your threat assessment. This will require adjustments and corrections in your objectives, strategies, and actions.

	Estimated Time 
	5 minutes

	Topic Objective
	Realize that adjustments and corrections are necessary. 

	Topic Summary
	Making Adjustments and Corrections
Discuss when it would be necessary to make adjustments or corrections.

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	None.

	Recommended Activity
	Use the competitor price as a starting point. Ask the class to brainstorm changing risks that would require adjustment, and list these on the flipchart/ board.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What does risk management require?





[bookmark: _Toc410310537]Knowing When to Pull the Trigger or Plug
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JVRZX2Z5\MC910217590[1].wmf]There are risks in every aspect of business, and not every program will be successful. Risk management strategies help you determine when to go for a win and when it is necessary to cut your losses. Allocating your resources to an ineffective strategy is wasteful. However, pulling resources from potentially successful opportunities may equal a loss. Individuals with business acumen understand how to allocate resources. 
Sometimes knowing where to invest is obvious. A program that hemorrhages money year after year, despite adjustments, needs to be cut. Similarly, rolling out a product that has consumer interest is probably a risk worth taking. Other answers are not so clear-cut, even when you have collected extensive data. In these cases, taking advantage of opportunity costs will help determine which risk is worth taking.
Opportunity Cost:
Opportunity Costs are defined as the value of an alternative decision. It is the actual monetary cost as well as the cost of value. In order to determine opportunity cost, however, it is useful to convert everything to dollar amounts. For example, the complete cost of employee training when sales are slipping could be calculated, and the alternative would be the complete cost of not training employees. When calculating opportunity costs, it is important to remember that it is based on projected costs, but it still provides useful information.
Opportunity cost = selected action – the alternative decision

	Estimated Time 
	8 minutes

	Topic Objective
	Recognize the importance going for the win vs. pulling the trigger.

	Topic Summary
	Knowing When to Pull the Trigger or Plug
Discuss how you decide to allocate resources based on risk.

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	None

	Recommended Activity
	Ask the class to discuss time they had to cut their losses or go for the win. What strategies did they use, and what were the results. List these on the flipchart/board. 

	Stories to Share
	Share any personal, relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is an opportunity cost?
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[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC900363676[1].wmf]Kay created a financial risk strategy for her young company. Her objective was to increase profits, and she examined the cash flow and liquidity of the organization in her assessment. She created a strategy based solely on this information, but after careful monitoring, she realized that the strategy was unsuccessful. The interest rate changed, and her actions had not compensated for the difference. She chose to make adjustments using the external and internal factors to guide her assessment. After three months, her strategy began to pay off. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Risk Management Strategies case study.

	Topic Summary
	Case Study
Discuss what is necessary to create an assessment and strategy.

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What did Kay forget to factor, and how did it affect her business.

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What was Kay’s objective?
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Module Four: Review Questions
1. What determines the type of risk assessment besides the business need?
a) Risk
b) Objective
c) Opportunity
d) Strength
There are different types of risk assessments. The type of risk assessment you use should be based on the needs of the business as well as the objectives addressed. 
2. What do risk assessments identify besides risks?
a) Objectives
b) Interest
c) Opportunity
d) Nothing
Risk assessments obviously assess different risks. They also identify opportunities or risks that can be transformed into opportunities.
3. What is an internal financial risk?
a) Interest rate
b) R&D
c) Cash flow
d) Credit
Financial risks may be internal or external. Cash flow is an internal financial risk. Credit and Interest rates are external financial risks.
4. A product falls under which type of risk?
a) Internal and external 
b) Internal 
c) External
d) It is not a risk
A product is a hazard. It may be both an internal risk and an external risk. 


5. What do unsuccessful risk management strategies require?
a) Amount of personal photos.
b) Personal information.
c) Amount of personal blogs.
d) Adjustment
Monitoring and assessment determines which strategies are effective. Unsuccessful strategies require making an adjustment.
6. A change for a competitor alters which of the following?
a) Risk
b) KIP
c) Strategy
d) Action
Changes in risks need to be monitored closely. A change with a competitor alters the risk, which requires adjustments to objectives, strategy, and action.
7. What occurs when you cut a potentially successful project?
a) Nothing
b) Loss in potential profits
c) Saves money
d) Technology skills
Allocating resources is an important skill. Cutting a project that could be successful risks the company profits.
8. What is a useful way to measure opportunity cost?
a) Make accurate plans
b) Only use it for financial plans
c) Convert everything to dollar amounts
d) It is not useful
Opportunity costs are not always clearly financial. The best method for determining opportunity costs is to convert everything to a dollar amount. 


9. What did Kay examine?
a) Nothing
b) Internal factors
c) External factors
d) Internal and external factors
Kay examined cash flow and liquidity. These are internal factors. She ignored the external factors.
10. What did Kay overlook?
a) Internal factors
b) Cash flow
c) Liquidity
d) Interest rates
Kay overlooked external financial factors. Interest is an external factor that she overlooked in her assessment.
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Module Five: Recognizing Learning Events
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JVRZX2Z5\MC900038827[1].wmf]Every day is an opportunity to learn something new. Individuals with business acumen are able to recognize learning events and take advantage of these opportunities. To be successful, you must always be learning. As you gather knowledge, you will find yourself learning from your mistakes and improving your decision making process. The ability to recognize learning events will benefit you as well as the organization.Live as if you were to die tomorrow. Learn as if you were to live forever.
Mahatma Gandhi
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[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6C958H6\MC900441515[1].wmf]Every encounter offers a learning experience. The key to recognizing learning events is to develop a sense of always learning. Identifying the eight different ways that we learn, will ensure that you do not overlook learning opportunities.

1. Imitation: We learn from observing and imitating others such as instructors or respected mentors.
2. Reception/Transmission: Reception is the experience that requires you receive a transmitted message. It may be written or verbal, and it can include values as well as academic understanding.
3. Exercise: Actions and practice create learning experiences. These can occur in any action that you practice such as writing, meditation, or computer programs.
4. Exploration: Searching for answers or discovering information requires individual initiative. This comes from websites, interviews, books, etc. 
5. Experiment: Experimenting or assessing the success of a project shows different possible outcomes and influences problem solving.
6. Creation: The creative process is also a learning process. These can be individual or group projects. The process ranges from painting to developing a new survey.
7. Reflection: Analysis before, during, or after an action is a learning opportunity. This can be done on a personal level or with the help of friends and colleagues.
8. Debate: Interactions with others cause us to defend or modify our perspectives. These are potential learning experiences.

	Estimated Time 
	10 minutes

	Topic Objective
	Review the ways we learn.

	Topic Summary
	Develop a Sense of Always Learning
Discuss learning experiences.

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	None.

	Recommended Activity
	As a group, discuss the different ways that we learn. List examples of each on the flipchart/board.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	How many basic ways do we learn?





[bookmark: _Toc410310542]Evaluate Past Decisions
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\VNUEA0YR\MC900383234[1].wmf]Our past decisions often guide our current actions. Both successful and unsuccessful decisions need to be evaluated in order to identify errors in judgment as well as effective thought processes. Ask yourself a few questions after each decision, and learn from your mistakes and achievements.

Questions:
What was the outcome?
Did the outcome meet expectations?
Would you repeat the same decision?
What information or advice can you take away from this decision?
When you take the time to learn from all of your decisions, even your ineffective choices will bring you success.

	Estimated Time 
	5 minutes

	Topic Objective
	Exploring the impact of consistency on brand.

	Topic Summary
	Evaluate Past Decisions
Discuss being consistent with your brand

	Materials Required
	07-Evaluate Decisions

	Planning Checklist
	None

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Why evaluate decisions?



[bookmark: _Toc410310543]Problems Are Learning Opportunities
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JGDFC6V4\MC900070860[1].wmf]People prefer to avoid problems or mistakes. However, problems are not always avoidable. When problems arise, you have a chance to learn from them and turn them into opportunities. The first step to learning from problems is to correctly identify the problem. For example, a shortage in cash flow may be caused by loss of sales or unexpected expenses.
Once the problem is identified, consider different solutions or opportunities. For example, a change in the market may provide you with an opportunity to introduce a new product you have been considering. If the problem is familiar, what were your past solutions? For example, did a price reduction help increase sales and improve cash flow? Once you consider the different opportunities associated with your problem, you must make a decision. If you make a mistake, embrace it. If you face the same problem again, you will know what to avoid.

	Estimated Time 
	5 minutes

	Topic Objective
	Recognize problems and how they can become opportunities. 

	Topic Summary
	Problems Are Learning Opportunities
Discuss ways to address problems. 

	Materials Required
	Flipchart/Board, marker

	Planning Checklist
	None

	Recommended Activity
	As a group, list different problems companies face in the flipchart/board. Consider different opportunities they offer. Ask students to share their mistakes addressing some of these problems and what they learned. 

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is the first step to learning from problems?





[bookmark: _Toc410310544]Recognize Your Blind Spots
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\FNO02FZP\MC910217220[1].wmf]We all have blind spots in our lives, and they can easily transfer to our business success. Blind spots are parts of our personalities that are hidden to us. They may be deep-seated fears, annoying habits, or judgmental attitudes. Allowing blind spots to persist will cost your company in innovative ideas. Blind spots will also permit ineffective activities to continue. Recognizing your blind spots is not difficult, but it does require the courage to make necessary changes.
Request Feedback: Ask trusted friends and colleagues for honest assessments. 
Reflect: Take the time to reflect on your decisions, thought processes, and actions. If you are honest with yourself. You will identify blind spots.
Study: Use books, courses, etc. to help you become more in tune with your views and potential blind spots. Figure out what you don’t know and strive to learn.

	Estimated Time 
	10 minutes

	Topic Objective
	Reviewing blind spots and how to recognize them.

	Topic Summary
	Recognize Your Blind Spots
Discuss blind spots.

	Materials Required
	Flipchart/Board, marker

	Planning Checklist
	None

	Recommended Activity
	It is easier to recognize blind spots in others. Ask the class to volunteer blind spots that they have seen other people exhibit, and list these on the flipchart/board. Afterwards, take a moment to silently reflect on these blind spots. Do you think you exhibit any of them?

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is a blind spot?





[bookmark: _Toc410310545]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3FP1VG3N\MC900439586[1].png]Craig felt like he was running in circles at work. He was always putting out fires that came from his past decisions. He was not sure why he kept making mistake after mistake, and faced problem after problem. As a result, the first 2-3 hours of the workday were unproductive. They were devoted to handling problems that should have already been addressed in the decision making process. Finally, he decided to break the vicious cycle. He examined his past decisions, and identified a repeated pattern of poor communication in his planning. Craig chose to learn from this mistake and alter the pattern. After taking advantage of his knowledge, he faced fewer difficulties and gained back precious hours in his workday. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Recognizing Learning Events case study.

	Topic Summary
	Case Study
Discuss the benefits of learning events and the consequences of refusing to learn.

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What did Craig have to learn in order to move forward?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What was Craig spending too much time doing?
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Module Five: Review Questions
1. Which of the following requires individual initiative?
a) Imitation
b) Exploration
c) Exercise
d) Creation
All of the answers are different ways that we learn. Exploration is discovery. It requires individual initiative. 
2. At which point is reflection possible?
a) After a decision
b) During a decision
c) Before a decision
d) Before, during, and after a decision
Reflection is an opportunity for learning. It can take place, before during, and after a decision or action.
3. What should you do after each decision?
a) Crunch numbers
b) Determine if it is successful
c) Ask questions
d) Brainstorm
You need to evaluate each decision. This requires you to ask a few questions about the decision.
4. Which decisions do you need to evaluate?
a) Successful and unsuccessful
b) Successful
c) Unsuccessful
d) None
All decisions provide learning opportunities. You need to evaluate your successful decisions as well as your unsuccessful decisions, which allow you to learn from your mistakes and victories.


5. What must you do to identify opportunities and solutions?
a) Solve the problem
b) Embrace mistakes
c) Consider options
d) Identify problem
You need to identify learning opportunities and solutions. However, this first requires identifying the problem.
6. What occurs when you make a mistake addressing a problem?
a) You learn what to avoid
b) You learn what is successful
c) You create a new problem
d) Nothing
Mistakes will be made when addressing problems. These mistakes, however, teach you what actions to avoid in the future.
7. What is necessary for recognizing blind spots?
a) Data
b) Honesty
c) Creativity
d) Learning
Blind spots are hidden from us. In order to identify them, we need to be honest with ourselves and accept honesty from others.
8. What is not an example of a blind spot?
a) Fears
b) Annoying habits
c) Persistence
d) Judgmental attitudes
Blind spots are hidden aspects of personality that can have negative consequences. Persistence is not a blind spot, but the other answers are. 


9. How many hours a day did Craig spend putting out fires?
a) 1-2
b) 2-3
c) 3-4
d) 2-4
Craig spent the first few hours of each day handling problems. They averaged to 2-3 hours each morning. 
10. What mistake did Craig keep making?
a) Lack of interest
b) Lack of funding
c) Over confidence
d) Lack of communication
Craig finally examined his past decisions and actions. He discovered a lack of communication lead to repeated mistakes.
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Module Six: You Need to Know These Answers and More 
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ZOU2G9EF\MC900234625[1].wmf]Running a business is a complex enterprise. In order to look at the big picture in your business, you need to know the answers to some basic financial questions. It is not enough for your accountant to know this information. Business acumen requires you to be aware of these answers so that you will be able to guide your company to success. Without knowledge action is useless and knowledge without action is futile.
Abu Bakr






[bookmark: _Toc410310548]What Makes My Company Money?
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900431603[1].png]The purpose of every business is to make a profit. You need to make money in order to survive, but in order to do this; you must identify what makes your company money. You need to examine your products and services to determine which ones are actually making money for the company. For example, a bakery makes croissants, cookies, and cakes. The croissants account for 80% of the sales, and the cakes make up 15% of the sales. Cookies make up 5%, and some days most of them are thrown out. Knowing what makes your company money will provide influence and help steer the future of the company.

	Estimated Time 
	5 minutes

	Topic Objective
	Recognize what makes money.

	Topic Summary
	What Makes My Company Money?
Discuss identifying what makes money.

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None

	Recommended Activity
	Discuss what happens when companies cling to products that do not make money. Discuss a strategy for the bakery, and list ideas on the flipchart/board.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is the purpose of a business?



[bookmark: _Toc410310549]What Were Sales Last Year?
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\X3YWEB9O\MC900440391[1].png]Companies need to grow to stay competitive. You are able to identify growth only when you see an increase in sales over time. Knowing last year’s sales is essential to understanding the current status of your company. For example, you should use last year’s sales to calculate the rate of change.

Rate of change:
1. Subtract the difference between last year’s sales from this year’s sales. Last year’s sales were $90,000 and this year is $100,000.
 $100,000 - $90,000 = $10,000 increase
2. Divide increase or decrease by the previous year.
10,000/ 90,000 = .111
3. Multiply the rate by 100. 
.111 x 100 = 11% increase

	Estimated Time 
	10 minutes

	Topic Objective
	Review why you need to know last year’s sales.

	Topic Summary
	What Were Sales Last Year?
Discuss different methods that can add a personal touch to your online communications.

	Materials Required
	08-Sales Last Year

	Planning Checklist
	None

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Why are last year’s sales important?



[bookmark: _Toc410310550]What is Our Profit Margin?
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900439830[1].png]Every business needs to make a profit. The profit margin indicates how well the company is running. A large, successful company typically has a 13% net profit margin. The higher the profit margin, the more efficient the business is run. There are two types of profit margin: gross profit margin and net profit margin. Both are found when the profit is divided by the total revenue. The difference between the two is that the net profit margin is profit after tax and operating costs. 
Example:
Revenue = $150,000
Gross profit = $50,000/150,000 = 33% gross profit margin
Net profit = $10,000/150,000 = 10% net profit margin

	Estimated Time 
	5 minutes

	Topic Objective
	Realize the importance of knowing profit margin. 

	Topic Summary
	What is Our Profit Margin
Practice determining profit margin.

	Materials Required
	09-Profit Margin

	Planning Checklist
	None.

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is profit margin?



[bookmark: _Toc410310551]What Were Our Costs?
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6C958H6\MC910216329[1].png]A company’s costs affect other financial aspects such as profits. This is why it is so important to control costs. Many companies choose to increase profits by cutting costs. However, this can backfire when the costs you cut directly affect the customers’ experience. 

Basic Costs:
COGS: Cost of goods sold is also called direct cost. This includes costs associated with production, materials, labor, inventory, distribution, and other expenses. The individual COGS must stay below the sale price to make a profit.
Operating expenses: Overhead expenses are included in operating expenses, which is any expense necessary to keep the company running that is not COGS. Examples include support function salaries, rent, marketing, R&D, utilities, equipment, travel, etc.
Interest and other expenses: Interest on loans or investment losses are not part of running the business from day to day, but they affect the bottom line. Other expenses include lawsuits and selling an asset.
Taxes: Federal, state, and local taxes are unavoidable costs of doing business. 

	Estimated Time 
	10 minutes

	Topic Objective
	Recognize the importance of understanding costs. 

	Topic Summary
	What Were Our Costs
Consider the costs of your business. 

	Materials Required
	10-Costs

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is another name for COGS?



[bookmark: _Toc410310552]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3FP1VG3N\MC900441451[1].png]Shelly’s printing company had a profit margin of 7%, down 2% from the previous year. She decided to improve her finances by cutting costs. She began by negotiating with her vendors, which saved her a decent amount of money. She also cut labor in half. Customers complained about longer wait times, and her long term employees soon found jobs elsewhere. This required her to hire and train new employees. By the next year, her profit margin was unchanged. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the You Need to Know These Answers and Others case study.

	Topic Summary
	Case Study
Discuss why complete company knowledge is so important

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What did Shelly forget to consider?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What actions did Shelly take?
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Module Six: Review Questions
1. What must you examine to determine how your company is making money?
a) Products
b) Products and services
c) Services
d) Cash flow
You make money by selling your products and services. They need to be examined to determine which ones are making money.
2. Which product made the most money in the example?
a) Cookie
b) Cake
c) Croissant
d) Cupcake
The croissants make up 80% of the bakery’s sales. This product makes the company the most money.
3. What is the difference between last year’s sales and this year’s sales?
a) Rate of change
b) The last step in the rate of change
c) First step in the rate of change
d) The second step in the rate of change
You need to compare sales for two years in the rate of change. The first step is to determine the difference between the sales. 
4. What do you divide the increase or decrease to determine the rate of change?
a) Last year’s sales
b) Current sales
c) Total sales
d) You do not divide
The rate is determined using last year’s sales. This is what you divide into the increase or decrease.


5. What is the average net profit margin for a large company?
a) 12%
b) 33%
c) 10%
d) 13%
Profit margin shows you how well the business is running. The average net profit margin for a large organization is 13%.
6. Gross profit margin does not include which of the following?
a) Operating cost and taxes
b) Taxes
c) Operating costs
d) Revenue
You can determine gross and net profit margins. Gross profit margins to not include operating costs and taxes when establishing the amount of profit.
7. How do many companies attempt to increase profits?
a) Increase costs
b) Cut costs
c) Avoid taxes
d) Improve operating costs
Many companies cut costs to improve profits. This strategy, however, will backfire when customers are affected by the cuts.
8. What must stay below the sale price?
a) Interest
b) Operating Expense
c) COGS
d) Taxes
Costs of goods sold must stay below the sale price. Going above the sale price will affect profits.


9. What was the profit margin the previous year?
a) 7%
b) 9%
c) 2%
d) 11%
The profit margin was down 2%. It is 7%, making the previous profit margin 7%. 
10. What happened to the profit margin after Shelly implemented changes?
a) It dropped 2%
b) It increased 2%
c) It fell 7%
d) It remained the same
Shelly’s decision decreased vendor costs, but increased hiring costs. The profit margin remained unchanged. 
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Module Seven: Financial Literacy (I)
[image: C:\Program Files (x86)\Microsoft Office\MEDIA\CAGCAT10\j0233018.wmf]Financial literacy is essential to business acumen. In order to see the big picture, you have to understand every aspect of the company’s finances. Fortunately, anyone can improve financial literacy with some basic instruction and practice. This module and the next will provide you with information to improve your understanding of financial literacy.To succeed, you will soon learn, as I did, the importance of a solid foundation in the basics of education – literacy both verbal and numerical, and communication skills.
Alan Greenspan





[bookmark: _Toc410310555]Assets
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\X3YWEB9O\MC900196574[1].wmf]Assets are anything of value that the company has that will create a profit or improve revenue. Many assets are listed on a balance sheet such as a building or product. Some assets, however, are not listed on the balance sheet. Assets such as customers and employees are not listed, but they are the most valuable assets that companies have. 
A company’s strength is determined by its assets, especially its liquidity. A liquid asset is cash or is easily converted to cash, making it more stable in times of emergency. However, businesses are not supposed to hoard cash; they are meant to invest in other assets and utilize them to increase the return in productivity. For example, you may purchase a machine that increases production. The key is balancing liquid assets with the assets you utilize.

	Estimated Time 
	5 minutes

	Topic Objective
	Recognize different assets and their importance. 

	Topic Summary
	Assets
Introduce assets and their role in finances.

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None

	Recommended Activity
	Have the class brainstorm different assets. Identify them as liquid or asset utilization in the flipchart/board.

	Stories to Share
	Share any personal relevant stories about content that you loved or hated.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is an asset?



[bookmark: _Toc410310556]Financial Ratios
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\1YC1WJ78\MC900441460[1].png]Financial ratios are formulas that provide information about the company’s status. The information used to find financial ratios is typically taken from the financial statement. Ratios are used to find a variety of information, including trends, liquidity, profitability, assets, and financial leverage. We have already examined some ratios in the previous module. The following are some more basic ratios you will need to navigate your financials.
Ratio Formulas:
ROA (Return on Assets) = Net income/Total assets x 100
Inventory Turnover = Cost of Goods Sold/ Inventories
Revenue Sales Growth = This year’s revenue/ last year’s revenue -1 x 100
Earnings Per Share Growth = This year’s EPAs/Last year’s EPAs -1 x 100

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce some financial ratios

	Topic Summary
	Financial Ratios
Practice using financial ratios.

	Materials Required
	11-Ratios

	Planning Checklist
	None.

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is a financial ratio?



[bookmark: _Toc410310557]Liabilities
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900291970[1].wmf]Liabilities are money that you owe or a debt. Mortgages or credit balances are liabilities. Liabilities are a measure of financial health. Too many liabilities are an indication that the company is in trouble, particularly if the liabilities exceed the assets. Liabilities may be short term or long term. Short term liabilities are considered mature within a year, and they typically have lower interest rates. Long term liabilities last longer than a year. They are a greater risk, and have higher interest rates.

	Estimated Time 
	5 minutes

	Topic Objective
	Introduce liabilities.

	Topic Summary
	Liabilities
Review what liabilities are and how they affect the business.

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None

	Recommended Activity
	As a group, brainstorm different liabilities. Identify them as long term or short term liabilities on the flipchart/board.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is an example of a liability?



[bookmark: _Toc410310558]Equity
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\X3YWEB9O\MC900383232[1].wmf]Both assets and liabilities are used to determine equity. Your equity, in turn, will determine what type of business risk you are. Lending institutions and investors examine your equity carefully. Good equity is associated with being a low risk investment and it makes you a low risk borrower. 


Equity Equation:
Assets – liabilities = Equity
Essentially, equity is what you have left after paying off all of the debts that you owe. 
Issuing stocks to shareholders can create equity. For stockholders, equity is what they would have after liquidation. A higher equity ratio indicates that they will earn more money.
Equity Ratio = Shareholder equity/Assets x 100
Understanding equity and what it influences is necessary to improve your business acumen.

	Estimated Time 
	10 minutes

	Topic Objective
	Understand how equity relates to other financials.

	Topic Summary
	Equity 
Practice determining equity. 

	Materials Required
	12-Equity

	Planning Checklist
	None.

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Define equity.



[bookmark: _Toc410310559]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3FP1VG3N\MC900365650[1].wmf]Tim is considering a small business loan to purchase some new equipment for his company. He estimates that the equipment will improve productivity by 10%. His total liquid assets equal $100,000. His total liabilities are $85,000. He is not sure if he has the equity for the 5-year loan that he is hoping for, but he fills out the application. The loan amount that he applies for is $25,000. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Financial Literacy (I) case study.

	Topic Summary
	Case Study
Discuss how knowing about financial elements is essential to your business success. 

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. Do you think he got the loan? If so, do you think he has a high or low interest rate?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Why does Tim want the loan?
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Module Seven: Review Questions
1. What do assets determine?
a) Profits
b) Company strength
c) Interest
d) Cash flow
Company strength is determined by its assets. Liquid assets prepare the company for times of trouble. Utilized assets increase productivity.
2. What is the most important asset a company has besides customers?
a) Cash
b) Buildings
c) Employees
d) Machinery
Not every asset appears on the balance sheet. Employees and customers are considered to be the greatest assets a company can have.
3. Where do you find the information to create financial ratios?
a) Balance statement
b) Interest earnings
c) Financial statement
d) Income statement
Financial statements include the different elements of finance. The information on a financial statement is used to create financial ratios.
4. Besides the inventory, what is necessary for an inventory ratio?
a) Cost of goods sold
b) Total revenue
c) Net income
d) Total assets
All of the answers are found on the financial statement. The cost of goods sold is necessary for an inventory ratio.


5. What indicates that the company is in trouble?
a) Nothing
b) Assets are greater than liabilities
c) There are no liabilities.
d) Liabilities are greater than assets
Liabilities and assets work together to determine the health of an organization. When liabilities are greater, the company has too much debt.
6. What will be paid within a year?
a) Short term liabilities
b) Assets
c) Long term liabilities
d) Equity
Liabilities are financial debts. Short term liabilities are typically paid within a year.
7. Which action will increase equity?
a) Remove stock options
b) Issue stock
c) Increase inventory
d) Stop marketing
Stocks and equity are tied together. Issuing stocks will actually increase equity in the company. 
8. What is used to determine equity besides liabilities?
a) Ratios
b) Liquidity
c) Assets
d) Income
Assets and liabilities are used to determine equity. Equity = Assets – liabilities. 


9. What are Tim’s assets?
a) $25,000
b) $100,000
c) $85,000
d) $15,000
Tim’s liquid assets equal $100,000. His liabilities equal $85,000.
10. What is Tim’s equity?
a) $25,000
b) $100,000
c) $85,000
d) $15,000
Tim’s liquid assets equal $100,000. His liabilities equal $85,000. This makes his equity $15,000.

[bookmark: _Toc410310561]
Module Eight: Financial Literacy (II)
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\3FP1VG3N\MC900363638[1].wmf]Financial literacy requires you to read and understand different reports such as the income statement, balance sheet, and cash flow statement. These internal reports along with external information that you gather, will help you lead a financially stable business. Although it is not glamorous, financial literacy is a necessary part of business acumen.Knowledge is the fundamental factor – the major enabler – of enterprise performance.
Karl M. Wiig





[bookmark: _Toc410310562]Income Statement
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6733BSS\MC900030044[1].wmf]The income statement allows you to see what money the company made. It is also called a profit and loss statement because it shows the profits or losses for a period, typically a quarter or year. An income statement shows information from the two previous reports, allowing you to determine growth. Each income statement is unique, but there are six measures need to be included.
Parts of an income statement:
Revenue: Sales or gross revenue
Cost of goods sold: COGS or the cost of sales
Gross profit: Revenue – COGS
Operating expenses and income: Itemize each expense to calculate income
Net income: Net profit
EPS: Earnings per share is for public companies
Other expenses and income may also be included if necessary.

	Estimated Time 
	10 minutes

	Topic Objective
	Realize the importance of an income statement.

	Topic Summary
	Income Statement
Discuss how the income statement applies to you.

	Materials Required
	13-Income Statement

	Planning Checklist
	Find an example of an income statement to show the class. 

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	How much information does an income statement contain?



[bookmark: _Toc410310563]Balance Sheet
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6733BSS\MC900303613[1].wmf]A balance sheet shows you where your company stands at a given time by showing assets, liability, and equity. Balance sheets are prepared the last day of the month, quarter, or year. The balance sheet allows you to determine the financial health of an organization. While balance sheets are created based on the needs of each company, there are specific topics that need to be addressed.
Items on a balance sheet:
Current assets: specifically liquid assets
Total assets: includes long-term assets such as investments
Current liabilities: liabilities paid within a year
Total liabilities: includes liabilities to be paid past 12 months
Stockholders’ equity: Stockholders’ equity is used in public trading. If the company is private, equity is the difference between total liabilities and assets.

	Estimated Time 
	10 minutes

	Topic Objective
	Describe a balance sheet and its uses. 

	Topic Summary
	Balance Sheet
Discuss the items in a balance sheet

	Materials Required
	14-Balance Sheet

	Planning Checklist
	Find a copy of a balance sheet to use as a guide.

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is included in an income statement?



[bookmark: _Toc410310564]Cash Flow Statement
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9SUN02KZ\MC900293324[1].wmf]A cash flow statement is exactly what it sounds like. It provides information about the cash generated and how it was used. It is also called a sources and uses of cash statement. Cash flow statements are usually generated every quarter or year and contain the three most recent reports. You can use the information in the cash flow statement to define the net increase or decrease in cash equivalents.
Equation:
Cash from operations +/- cash from investments +/- cash from financing = Net increase or decrease
Each cash flow statement is unique, but there are specific items that should be included on the report.
Items on a cash flow statement:
Net cash (used or provided by) operating activities
Net cash (used or provided by) investing activities
Net cash (used or provided by) financing expenses
You begin the cash flow statement with the net income from the income statement, and it ends with the cash equivalent, the beginning of the balance sheet. 

	Estimated Time 
	10 minutes

	Topic Objective
	Identify a cash flow statement

	Topic Summary
	Cash Flow Statement
Discuss value propositions and practice developing differentiator phrases.

	Materials Required
	Overhead and cash flow statement

	Planning Checklist
	Find an example of a cash flow statement

	Recommended Activity
	Show the cash flow statement on the overhead. Ask the participants to follow the cash flow, and answer any questions they may have. 

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Define a cash flow statement.



[bookmark: _Toc410310565]Read, Read, and Read
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6733BSS\MC900441734[1].png]Financial literacy requires continuing education. Do not become complacent in your learning. Read everything that you find concerning financial literacy. You need to read relevant trade publications and periodicals to keep up with the current information. Once you find pertinent information, consider different ways to integrate it into your company’s financial strategies. 
Source of information:
Books
Periodicals
Trade publications
Government publications
Blogs/websites
Databases

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the importance of continuing financial literacy education. 

	Topic Summary
	Read, Read, and Read
Review ways to improve your financial literacy 

	Materials Required
	Flipchart/board, marker

	Planning Checklist
	You may want to bring is sources that you find useful. 

	Recommended Activity
	As a class, discuss the different sources of financial literacy and list them. Which ones do you think are more accurate, and which ones do you find easier to use?

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What does financial literacy require?



[bookmark: _Toc410310566]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\QUVP2ZLH\MC900431538[1].png]Brie prepared her balance sheet at the end of the quarter. Looking at current information, she had $10,000 in equity. She considered the equity healthy, but she did not compare it to previous statements. The following quarter, her accountant prepared a balance sheet statement that included balance sheets from the previous two quarters. Brie realized that her equity had been falling. It was currently $8,500.

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Financial Literacy (II) case study.

	Topic Summary
	Case Study
Discuss the importance of using statements to monitor progress

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What was Brie’s mistake, and what did she overlook?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Why did Brie prepare?


[bookmark: _Toc410310567]
Module Eight: Review Questions
1. What is another name for an income statement?
a) Balance sheet
b) Profit and loss statement
c) Cash flow statement
d) There is no other name
Income statements show income over a time period. It is also referred to as a profit and loss statement.
2. How often do you typically update an income statement?
a) Monthly
b) Semi-annually
c) Quarterly
d) Weekly
Income statements are typically updated quarterly. They may be updated yearly for smaller organizations.
3. What does a balance sheet determine?
a) Profits 
b) Cash flow
c) Financial health
d) Loss
A balance sheet shows the financial health of an organization. It includes the assets, liabilities, and equity.
4. How many past balance sheet statements should be in a report?
a) 2
b) 0
c) 1
d) 3
A balance sheet needs to include to past statements. This will show the progression of the company.


5. How many past cash flow statements should appear with the current statement?
a) 2
b) 0
c) 1
d) 3
Cash flow statements should include past statements. They need to require 3 past statements. 
6. What begins the cash flow statement?
a) Net income
b) Gross income
c) Cash equivalent 
d) Balance sheet
Cash flow statements begin with the net income from an income statement. They end with the cash equivalent.
7. What is the benefit of trade publications?
a) They are timeless
b) They are current
c) They are frequent
d) They entertaining
Periodicals and trade publications are useful sources of information. They are typically current. 
8. What is the purpose of studying financial literacy?
a) Understand income
b) Determine profits and loss
c) Integrate it into the financial strategy
d) Understand cash flow
Financial literacy finds information. This is incorporated into the financial strategy. 


9. What was Brie’s equity at first?
a) $2,500
b) $10,000
c) $1,500
d) $8,500
When Brie prepared her balance sheet, she had equity of $10,000. She believed it was healthy.
10. How many balance sheets showed a trend?
a) 1
b) 4
c) 2
d) 3
The accountant showed the current balance sheet along with the two previous. This is a total of three different statements. 

[bookmark: _Toc410310568]
Module Nine: Business Acumen in Management
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\H0BR8P42\MC900090563[1].wmf]Business acumen requires careful cultivation of resources, specifically one of the most important resources, employees. Managing people is a complex process, but developing your management skills will help you become an effective manager who achieves significant results. Pay careful attention to talent management, change management, asset management, and organizational management.Good managing consists of showing average people how to do the work of superior people.
John D. Rockefeller




[bookmark: _Toc410310569]Talent Management
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JVRZX2Z5\MC900441469[1].png]Talent management differs from employee management in the development process. Rather than abandoning employees to tasks, managers develop employee talent to benefit the organization. Studies have shown that talent management can increase productivity and decrease turnover. There are many different strategies involved in talent management. Below, you will find a few strategies that will improve employee development and increase productivity.
Strategies:
Mentor: Develop mentorship programs, and team up new employees with more experienced ones.
Invest: Invest in effective training programs that develop individuals and make them feel valued.
Communicate: Communicate effectively, which involves active listening and being open and honest. 
Evaluate: Choose tools and measures to evaluate the effectiveness of your strategies such as surveys, employee feedback, productivity, etc.

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce the process of talent management.

	Topic Summary
	Strategies
Consider how talent management fits in individual organizations.

	Materials Required
	Worksheet Nine: Talent Management

	Planning Checklist
	None 

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is the purpose of talent management?



[bookmark: _Toc410310570]Change Management
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BUF3ILLB\MC900441988[1].wmf]Change is inevitable in any organization. Unfortunately, human beings are not wired to accept change easily, so tensions may run high as people resist changes. You can help alleviate the stress associated with change with effective change management. Smoothly implementing change will reduce lost productivity as well as improve workplace culture.

The Process:
1. Prepare:
· Define the change: Identify the change, communicate with employees, and assess the needs as well as potential resistance.
· Choose a team: Find team members to lead the change.
· Sponsor: Determine how leadership will actively sponsor the change.
2. Manage:
· Develop plans: Create a change management plan and communicate the details.
· Act: Implement the change management plan, and continue to communicate the expectations.
3. Reinforce:
· Analyze change: Use surveys and feedback to determine success.
· Manage resistance: Understand the causes, look for gaps, and communicate the need for acceptance.
· Correct or praise: Praise individuals who implement change effectively, and give corrective actions for resistance. 

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the importance of change management. 

	Topic Summary
	Change Management
Discuss effective and ineffective change. 

	Materials Required
	Flipchart/ Board, marker

	Planning Checklist
	None

	Recommended Activity
	Shares stories of positive and negative change experiences. List the aspects of each on the flipchart/board. Identify where positive experiences fall under the change management process. 

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	How do people react to change?





[bookmark: _Toc410310571]Asset Management
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TQXFRQ6\MC900383498[1].wmf]Asset management is a plan that you implement to define your assets and how they are used. Mismanaged assets will affect your, equity, credit, and reputation. Implementing asset management may be easier with the help of different software programs available.


Steps:
Involve the departments: Determine which departments have assets that need management and coordinate with them. The individual departments are responsible for their assets.
Create a list: Create a list of assets along with the price paid, maintenance, devaluation, and disposal costs. Each department should create its own list.
Identify assets to manage: Choose the different assets that require management. They may be physical, intellectual, etc.
Develop a plan: Use a separate plan for each of the following: facilities management, maintenance plan, capital development.

	Estimated Time 
	10 minutes

	Topic Objective
	Define the purpose of asset management.

	Topic Summary
	Asset Management
Outline the steps of asset management.

	Materials Required
	16-Asset Management

	Planning Checklist
	None.

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is an asset management plan?



[bookmark: _Toc410310572]Organizational Management
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\QUVP2ZLH\MC900441986[1].wmf]Organizational management is unique to each company, depending on structure. It assumes that each singular element is linked to others. The individual unit as a whole must be managed effectively. It requires planning that will lead to company goals.
In organizational management, each employee needs to be part of the plan. You begin with a wide scale plan, and work your way down to the individual employee level. The responsibilities outlined in the plan should fall along the organizational structure of the company. The structure is what links the different positions. For example, there may be regional managers, divisional managers, and departmental managers who oversee different employees. The plan should reflect the distinct divisions. When this is done correctly, all employees will understand the expectations on them and how they contribute to the success of the company. 

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce organizational management. 

	Topic Summary
	Organizational Management
Discuss the planning of organizational management.

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None

	Recommended Activity
	Ask the class to share their experiences with organizational management. What made it effective or ineffective? List these on the flipchart/board.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What does organizational management assume?



[bookmark: _Toc347762854]

[bookmark: _Toc410310573]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6C958H6\MC900433892[1].png]Angela decided to update the IT system for her company. She was sure that her employees would be thrilled with an easier to manage POS system and other technological advances. Angela sent out a memo with the date of the change, and she was surprised by the reaction. No one seemed excited, and some employees vocally complained. Still, she was certain that they would embrace the change quickly. One month after the change was made, productivity dropped by 7%. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Business Acumen in Management case study.

	Topic Summary
	Case Study
Discuss change management techniques.

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What difference would a change management strategy make?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Why did Angela decide?


[bookmark: _Toc410310574]
Module Nine: Review Questions
1. What does investing in employees accomplish?
a) Nothing
b) They feel valued
c) They feel undervalued
d) They leave quickly
Investing in employees shows them that they are valued. This should decrease turn over and improve retention.
2. What is the product of a successful talent management program?
a) Improved culture
b) Decreased productivity
c) Increase productivity
d) Increased hiring
Talent management develops employee skills. This helps increase productivity. 
3. What do surveys accomplish?
a) Allow people to vent
b) Implement change
c) Analyze change
d) Identify resistance
Surveys and feedback help analyze change. This is essential to the success of change management. 
4. What occurs in every phase of the change management process?
a) Communication
b) Action
c) Analysis
d) Planning
Communication needs to occur in all three phases of the process. This prevents confusion during the change.


5. What will make an asset management plan easier?
a) Financial statements
b) Staffing
c) Practice
d) Software
You must create lists for an organizational management plan. There is software that makes the process easier. 
6. Who is responsible for individual assets?
a) Departments
b) CEO
c) Manager
d) Everyone
Different assets belong to different departments. Each department is responsible for caring for its own assets.
7. What will determine if a company has a district manager?
a) Organizational management
b) Organizational structure
c) Asset management
d) P&L
The organizational structure is the breakdown of positions. Organizational management involves organizational structure in the planning process. 
8. How do you begin a plan for organizational management? 
a) Specific
b) On an individual level
c) Broadly
d) You do not
Organizational management involves planning. The planning begins at a broad, holistic level. It then moves down to the employee level.


9. How did employees initially react?
a) They were excited
b) They complained
c) They supported the decision
d) It is not clear
The employees did not react to the news well. The vocal employees complained about the change being implemented.
10. What occurred one month after the changes?
a) It is not clear
b) Productivity increased 7%
c) Productivity remained the same
d) Productivity dropped 7%
Angela hoped the changes would increase productivity. A month after the change, productivity decreased by 7%.

[bookmark: _Toc410310575]
Module Ten: Critical Thinking in Business
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\VNUEA0YR\MC900234543[1].wmf]In business, you are constantly bombarded with information. You rely on this information to make important decisions. Business acumen requires that you do more than absorb information. You need to think critically to about information and make your decisions accordingly. The essence of the independent mind lies not in what it thinks but how it thinks.
Christopher Hitchens






[bookmark: _Toc410310576]Ask the Right Questions
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\JVRZX2Z5\MC900433797[1].png]Critical thinking requires you to ask questions continually. You should question people, information, plans, etc. The key to critical thinking is asking the right questions. The questions should:

Identify assumptions: Is it verified?
Explore perspectives: What is another point of view?
Examine evidence: Why did this occur?
Attempt to understand: What do you mean?
Consider different implications: Is this important?
For example, a critical thinking question about statistics would be, “Is this source credible?” By asking the right questions, you will weed out useless or harmful information and utilize the information that will help you in your endeavors. 

	Estimated Time 
	10 minutes

	Topic Objective
	Understand how to ask the right questions. 

	Topic Summary
	Ask the Right Questions
Discuss critical thinking questions

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None

	Recommended Activity
	Ask the class to brainstorm different critical thinking questions for different scenarios. List these on the flipchart/board. 

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What are critical questions?



[bookmark: _Toc410310577]Organize Data
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6733BSS\MC900370206[1].wmf]Critical thinking and decision making requires you to analyze different data sets. Organizing your data will make it easier for you to analyze. There are programs that will help you get organized. Data may be grouped together for specific reasons, or they may follow certain patterns. For example, you would want to group financial statements together when organizing data. Once you organize your data, you will see trends emerge as you draw conclusions. For example, market trends will become apparent once you organize your research on external business factors. The trends that you see in the data will help guide and shape your business. 

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce the importance of organizing data. 

	Topic Summary
	Organize Data
Understand the value of organizing data.

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None

	Recommended Activity
	Ask the participants to share different ways that they organize data. Share their methods on the flipchart/board.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Why organize data?



[bookmark: _Toc410310578]Evaluate the Information
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\QUVP2ZLH\MC900431645[1].png]You must always evaluate information and conclusions before making any decisions. You should differentiate between a fact and an opinion by using one of the right questions. You also need to identify information and conclusions for any signs of bias. For example, does a conclusion you are reading consider all of the information available? Even when information is factually based, it may not be relevant to the argument, which indicates possible bias. For example, the fact that it was cold one night does not provide information about the lunar cycle. You need to identify facts that are relevant, substantial, and applicable before you draw your own conclusion from the information presented. 

	Estimated Time 
	10 minutes

	Topic Objective
	Explore ways to evaluate information.

	Topic Summary
	Evaluate the Information
Discuss ways to evaluate information. 

	Materials Required
	17-Evaluate 

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Share your work with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What should you do before making decisions?



[bookmark: _Toc410310579]Make the Decision
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\8X37435D\MC900383234[1].wmf]Critical thinking is useful in the decision making process. You already know how to ask questions and evaluate information. Once you have done both, you have a few more considerations before you make the decision. Once you have evaluated everything, make the decision and act on it. You can feel secure knowing that you based your decision on accurate and relevant information. 

The effects of your decision: How will the decision affect you, your business, and others? Is the effect long term or short term?
Options: Do you have more than one option?
Your feelings: Are you comfortable with the decision?

	Estimated Time 
	10 minutes

	Topic Objective
	Know how to make critical decisions. 

	Topic Summary
	Make the Decision
Review making a decision.

	Materials Required
	18-Decision

	Planning Checklist
	None

	Recommended Activity
	Complete the worksheet individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What needs to be done before you reach the decision making process?





[bookmark: _Toc410310580]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\X3YWEB9O\MC900370210[1].wmf]Doug was considering joining forces with a startup. The company was exciting, and there was a good chance that it would be profitable. The preliminary data and financial statements were positive, and Doug was leaning toward accepting the offer. One day he read a negative exposé of the startup written by the startup’s competitor. The article made Doug nervous, and he decided that he would not go through with the business deal. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Critical Thinking in Business case study.

	Topic Summary
	Case Study
Discuss the methods of critical thinking.

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What motivated Doug’s decision?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What was Doug considering?


[bookmark: _Toc410310581]
Module Ten: Review Questions
1. How often should you question information?
a) Once
b) Continually
c) Daily
d) Weekly
It is important to question all information. You must do so continually to think critically.
2. Why ask questions?
a) Learn more information
b) To be annoying
c) Identify useful information
d) Find new ideas
Questions weed through information. They identify useful information from useless information. 
3. What will organizing data help you find?
a) Information
b) Decisions
c) Trends
d) Groups
Organization is part of data analysis. When data is organized, you identify trends, which help you reach conclusions.
4. What makes data analysis easier?
a) Conclusion
b) Data
c) Trends
d) Organization 
Organization groups data together. This makes data analysis easier because trends are apparent. 


5. What will the right questions identify?
a) Interest
b) Decisions
c) Timing
d) Opinions
When evaluating information, you need to separate fact from opinion. The right questions will help identify opinions. 
6. You need to evaluate the information for signs of _______.
a) Bias
b) Opinion
c) Interest
d) Conclusions
Information and conclusions are at risk of bias. It is important to evaluate the information and conclusions for signs of bias.
7. What do you Not need to think about when considering the effect of your decision?
a) Yourself
b) Other companies
c) Company
d) Others
You need to consider the effects of your decision. Consider how it will affect you, the company, and others. 
8. What do you need to consider after making a complete evaluation?
a) Wait
b) Reevaluate
c) Act
d) Nothing
Once you have evaluated everything necessary to make your decision, you need to act. You have already considered all the options; so do not wait. 


9. Who is the source of the negative information?
a) Doug
b) Competitor
c) Business partner
d) Uncertain
The negative information came from a competitor. Doug did not evaluate it.
10. What is a source or positive information?
a) Business partner
b) Competition
c) Agreement
d) Financial statement
The financial statement encouraged Doug. It is not clear if he evaluated the statement. 

[bookmark: _Toc410310582]
Module Eleven: Key Financial Levers
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\VNUEA0YR\MC900367544[1].wmf]There are key financial levers that drive any business. These financial levers may be overlooked, but you do so to the detriment of the business. Identifying the levers is the first step to addressing them correctly. Once you understand these key levers, you will increase your business acumen. Many small businesses would rather face an angry barbarian horde than tackle their cash flow statement or price a new product.
Nicole Fende






[bookmark: _Toc410310583]Investing in People
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\QUVP2ZLH\MC900439612[1].png]People are a key financial lever in any business; people are your greatest asset. The people associated with your business are your customers and your employees. If you do not invest in your people, you are making a disastrous mistake. 
Employees: Many companies cut back on expenses related to employees to save money. However, this can backfire and cost you qualified people. Consider investing in employees the following ways:
Training
Bonus
Fair salary
Relationships
Opportunity for advancement
Customers: Your job is to anticipate customer needs and wants. You invest in your customers when you offer them what they need. Consider the following customer investments:
Create new products
Develop a customer experience
Improve relationships

	Estimated Time 
	10 minutes

	Topic Objective
	Understand the importance of investing in customers and employees.

	Topic Summary
	Investing in People
Explore ways to invest in your people

	Materials Required
	19-Invest

	Planning Checklist
	None

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	Who should you invest in?



[bookmark: _Toc410310584]Effective Communication
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\X3YWEB9O\MC900441463[1].png]Business knowledge and acumen are not useful if you are incapable of communicating effectively. Communicating is a key to the success of any business, and it begins with listening. You must actively listen to people so that you can answer their questions accurately. Before you begin a conversation, you should also become familiar with the topic.
Communication Techniques:
Be honest and concise: Communicate honestly and quickly with people.
Be clear: Use clear, concise language to avoid confusion.
Be polite: Always answer questions and never interrupt.
Be friendly: Use a conversational tone and avoid confrontation.

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce communication.

	Topic Summary
	Effective Communication
Discuss effective communication skills.

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None.

	Recommended Activity
	As a group, list communication techniques that you have found effective on the flipchart/board. You may also discuss ineffective communication techniques.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What are effective communication techniques?



[bookmark: _Toc410310585]Process Improvement
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\1YC1WJ78\MC900432620[1].png]Process improvement is used to analyze business processes. It is also used to introduce a new process or changes to existing ones. Benefiting from process improvement requires you to follow some basic steps:


Steps to Improvement:
Identify: Identify processes to change and prioritize the order of the change process.
Establish measures: Determine objectives and measures used to determine the performance.
Determine and validate: Determine if there are obstacles and the exact path necessary to reach objectives
Support: Get buy in from leadership
Data: Collect and analyze data from surveys, metrics, etc.
Options: Provide different change options.
Revise: Revise the project based on the options chosen.
Implement: Use change management strategies to implement to plan.
Approval: Gain acceptance from stakeholders.
Evaluate: Evaluate the success of the process

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce Process Improvement

	Topic Summary
	Process Improvement
Discuss steps to process improvement. 

	Materials Required
	Flipchart/Dry erase board, marker

	Planning Checklist
	None.

	Recommended Activity
	Ask the class about their experiences using process improvement. Discuss the different steps and other processes that overlap such as a change management process. Write their answers on the flipchart/dry erase board.

	Stories to Share
	Share any relevant personal experiences.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is process improvement?



[bookmark: _Toc410310586]Goal Alignment
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\W6733BSS\MC900230931[1].wmf]Part of looking at the big picture of business is goal alignment. Goal alignment is aligning the goals of all managers and employees with the goals of the business. Aligning individual goals is done at the team level. For example, a team goal to increase production 10% over the next month will affect the individual goals. 
Team goals are based on the information from cascading goals. These start with goals at the top of the company and change as they cascade down to the different employee levels. Once you have team goals, you can identify your individual goals. Remember, they must be based on company goals. It is also wise to create SMART goals that are specific, measurable, attainable, relevant, and timely.

	Estimated Time 
	10 minutes

	Topic Objective
	Introduce goal alignment.

	Topic Summary
	Goal Alignment
Practice creating and aligning goals. 

	Materials Required
	20-Goals

	Planning Checklist
	None

	Recommended Activity
	Complete the handout individually. Share your answers with the rest of the class.

	Stories to Share
	Share any personal relevant stories.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What is goal alignment?



[bookmark: _Toc410310587]Case Study
[image: C:\Users\Darren\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\X3YWEB9O\MC910216355[1].png]The board of directors of Market Chain approved a plan to decrease labor spending and cut back on customer rewards to increase profit and liquidity. The company initially saved $5 million. After six months, however, turnover increased and sales began to fall. Turnover cost the company $3 million, and the estimated sales loss was also $3 million. The results of the information caused the board to reconsider their decision. 

	Estimated Time 
	5 minutes

	Topic Objective
	Outline the Key Financial Levers case study.

	Topic Summary
	Case Study
Discuss the importance of people

	Materials Required
	None.

	Planning Checklist
	None.

	Recommended Activity
	Discuss the results of the case study. What did the board fail to consider in their decision? What will their next decision be?

	Stories to Share
	Share any relevant personal/professional story.

	Delivery Tips
	Encourage everyone to participate.

	Review Questions
	What motivated the decision?


[bookmark: _Toc410310588]
Module Eleven: Review Questions
1. What is your greatest asset?
a) Cash
b) People
c) Property
d) Stock
People are the greatest asset of your company. The people who are company assets are customers and employees.
2. What do you risk by not investing in employees?
a) Decreased productivity
b) Increased productivity
c) Loss of employee
d) Retained employees
Employers should invest in their people. Not investing in your employees means that you risk losing them. 
3. How do you begin effective communication?
a) Questions
b) Answers
c) Listening
d) Tone
Communication begins with listening. Active listening is necessary for active communication.
4. Communication should always be clear and ______. 
a) Concise
b) Rambling
c) Dull
d) Fun
How you communicate will determine its effectiveness. The communication need to be both clear and concise. 


5. What is the last step of process improvement?
a) Implement
b) Revise 
c) Identify
d) Evaluate
All of the answers are steps to process improvement. The last step is to evaluate the process’ success. 
6. What is the first step of process improvement?
a) Identify
b) Evaluate
c) Implement
d) Revise
All of the answers are steps to process improvement. The first step is to identify processes and changes.
7. Which goals begin at the top and work their way down?
a) Aligned
b) Cascading
c) SMART
d) None
Cascading goals begin at the top of the organization. They cascade down to the lower positions of the company.
8. What is not included in a SMART goal?
a) Measurable
b) Specific
c) Attitude
d) Timely
SMART goals are specific, measurable, attainable, relevant, and timely. Attitude is not included in SMART goals.


9. How much did the company save?
a) $2 million
b) $5 million 
c) $3 million
d) $6 million
The company cut investments in customers and employees. The company saved $5 million initially. 
10. How much did the company lose over 6 months?
a) $2 million
b) $5 million
c) $3 million
d) $6 million
The company lost $3 million from each cut. This is a total of $6 million.
	
[bookmark: _Toc410310589]
Module Twelve: Wrapping Up
[image: ]Although this workshop is coming to a close, we hope that your journey to understanding basic acumen strategies is just beginning. Please take a moment to review and update your action plan. This will be a key tool to guide your progress in the days, weeks, months, and years to come. We wish you the best of luck on the rest of your travels! There’s no such thing as knowledge management; there are only knowledgeable people.
Peter Drucker




[bookmark: _Toc410310590]Words from the Wise
Kara Udell: I look for energy, charisma -- I look for people who obviously have a level of business savvy and acumen, because this is a show where it's about business. 
Sven Goran Eriksson: The greatest barrier to success is the fear of failure.
Isaac Mophatlane: If you did not look after today’s business then you might as well forget about tomorrow.
William Edwards Deming: If you do not know how to ask the right question, you discover nothing.

[bookmark: _Toc410310591]Review of Parking Lot
Review the items on the parking lot. Some items may need one-on-one participant follow up. You may be able to clear other items up now. Follow-up workshops may even be appropriate.

[bookmark: _Toc410310592]Lessons Learned
· Know how to see the big picture
· Practice risk management
· Recognize learning opportunities and take advantage of them
· Practice financial literacy
· Exercise critical thinking and decision making
· Understand financial levers

[bookmark: _Toc410310593]Completion of Action Plans and Evaluations
Do a quick round robin and ask everyone to share one thing that they learned today. Then, ask participants to make sure their action plans and evaluations are complete.
If possible, ask participants to buddy up and set up a follow-up system, so that they can check up on each other in the coming days, weeks, and months. If appropriate, provide your contact information in case they have any question
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