
 
Special five part series to be held in cooperation with North Carolina Institute 
of Minority Economic Development.  
 Basic Microsoft Training – Microsoft Word 

Tuesday, August 25, 6 p.m. – 9 p.m., Hospitality Fee:  
$10.00 
 Learning Microsoft Word will help you set margins, 
edit text, select and format characters and paragraphs, 
add page breaks and much more.  Find out how this 
seminar can help you stay connected in the electronic 
world. 

********************************************* 
!!     HHOW TO OW TO SSTART TART TTHE HE BBEST EST SSMALL MALL BBUSINESSES USINESSES     !!  
Tuesday, September 15, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Starting you own business is a big step in your career.  
Proper planning includes knowing your dreams and 
goals, making a business plan, measuring your progress 
and managing your business for success. 

********************************************* 
!  RECORD KEEPING FOR SMALL BUSINESS  !  
Tuesday September 22, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Do you need to learn how to maintain your records and 
how to prepare crucial tax reports for a small 
business?  During this seminar you will acquire a 
working knowledge of basic accounting skills for a 
small business with emphasis on the accounting cycle 
and cash flow analysis.  

********************************************* 
!  HOW TO FINANCE A SMALL BUSINESS  !  
Tuesday, September 29, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
This seminar is designed to assist you in pursuing 
business financing from many different sources.  
Financial Representatives will deliver an overview on 
the different loan programs available and how to 
prepare your applications.  Bring your questions! 

********************************************* 
Basic Microsoft Training – Microsoft Excel   
Thursday, October 1, 6 p.m. – 9 p.m., Hospitality Fee:  
$10.00 
This course is practical and fast paced.  Learn more 
about Microsoft Excel and how this program can help 
you at work, at home, or in your small business to keep 
your information organized using spreadsheets and 
charts with customized columns, rows, colors, etc. 

********************************************* 
!  GUERILLA MARKETING AND OTHER STRATEGIES!  
Tuesday, October 6, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Learn how to identify your market, your competitors and 
your opportunities.  This seminar will make you ask 
yourself tough questions before you invest in a product 
or service that may not be right for you or the market.  
Strategies and tactics for product positioning, 
marketing and advertising will be important components 
of your marketing plan.  

********************************************* 
!  HOW TO WRITE A BUSINESS PLAN  !  
Tuesday, October 13, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
This seminar will review the need for a business plan 
and help participants understand the necessary 
requirements of a complete plan.  We will provide the 
tips on preparing a plan you can take to the bank and use 
as a roadmap to guide your business.  

Microsoft Publisher 
Tuesday, October 20, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
In this seminar you will learn how to create professional 
looking publications quickly and easily.  Find out how to 
work with graphics, create web sites, automate various 
tasks and check your design. 

********************************************* 
Grant Writing 101 
Thursday, October 29, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Grant Writing 101 is where the participants will learn 
and understand each step of the grant writing process 
from preparation through submission.  Participants gain 
an advantage over those that do not have training in 
grant writing and learn what funders typically look for 
in a winning grant proposal. 

********************************************* 
Grant Writing 102 
Thursday, November 5, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Grant Writing 102 is where the participants are taught 
how to find funding and are given research tools.  This 
hands-on seminar will give participants the opportunity 
to review various components of funded grants.  They 
will also have the opportunity to break up in groups and 
write various components of a grant.  The instructor will 
constructively critique the writing of each group as a 
learning experience 

********************************************* 
How to Publish Your Book Now 
Thursday, November 12, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Have you always dreamed of attaining great success with 
a book, but didn’t know where to begin?  Author L. Diane 
Wolfe walks you through the steps, from creating a 
marketable product to generating publicity.  This session 
is offered in combination with the seminar on promoting 
your book, which is scheduled for Tuesday, November 17. 

********************************************* 
How to Promote Your Book Now 
Tuesday, November 17, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
Anyone serious about promoting their work is encouraged 
to attend this lively seminar.  All promotional options 
available will be outlined, including the incredible 
potential of the Internet as a resource and platform for 
your work, plus options for articles, manuscripts and 
music.   

********************************************* 
Microsoft PowerPoint 
Tuesday, November 24, 6 p.m. - 9 p.m., Hospitality Fee:  
$10.00 
This Microsoft program allows you to create a title slide, 
add new slides to a presentation, add clipart to a slide 
show, view the presentation plus other options to improve 
your presentation. 

********************************************* 
!  Understanding Employee Wage and Hour Standards  !  
Wed., December 2, 12:30 pm – 1:30 pm Hospitality Fee: 
$10.00 
It is very important for employers to understand and 
comply with these standards, while learning their rights 
and responsibilities in these matters.  Course content 
includes minimum wage, overtime, youth employment, 
vacation/sick policies, employment practices not regulated 
and exemptions under the Wage and Hour Act. 
 

“FALL 2009 – SMALL BUSINESS CENTER SEMINAR SCHEDULE” 
To register for these seminars, please call (252) 862-1304 

The Small Business Center is designed to serve the educational and training needs of the small 
business community, as well as those individuals interested in starting a business.  The Center 
offers a wide variety of courses, seminars, and workshops throughout the year.  One-on-one 
consultative assistance is also provided, as well as referrals and resource materials relating 
to small business occupations. 

 
Check our website at: www.roanokechowan.edu 

 
 
 

(1500 copies of this public document were printed at a cost of $165.00, or $.11 per copy.) 

!   THESE SPECIAL SEMINARS WILL BE BROADCASTED IN ROOM 126 OF THE JERNIGAN BUILDING.  !  
All Other Seminars Will Be Held In The Freeland Building. 

 


