JA BizTown® BizPrep

Welcome Letter

Dear Professional Office CEG:
We are lockdng forsard to your school's on-siie simulation wisit io 8 BirTown and hope that you and your team are, as well. We
o you are leaming a lot about operating your own business and handling your own cheddng account. Before long, yom will be
able to put your dnowladge to work and, hopefully, see success for both yourself and your busimess.
You will find masty imp-ortant papers in this BzPrep Packet. All pages must be read and/or completed bedore coming to (4 BirTown
and must be brosaght with you on the day of your on-site visit. There are also several tasks to be compleded in preparation for your
visit. Ploase nse the chodklist below o assure that all paperwork and fasks are compleded.
.. Tha Bugineas Costs Eheat has bean completed and chadoed. jor acouracy .
___________ _ The Lean Application has beon comnpleted and is ready to be taken to the Banle
___________ _ The Promdssory Mote has besen completed and is Teady to be taloen to the Bank.
____ The Eadio Ad has bean wratten clearty and legdbly.
___________ _ Tha Newspapaer Ad is complated noatly and commectly.
____The Web Fage Ad is completed and wrrtten clearty and legibly.
_______ The Business Logo is completed meatly and clearly.

________ Tha Phianthropy Pledge Sheet (2 your business decided o suppon charitable giving)
has beson signed, indicating your pledge to support charitable giving.

_____ Each employes has:

writtan his/her name on the top left comaer of every personal check and deposit ficket.

written his/her accoumt nambaer an the bottom right cormer of every personal chack and deposit tickeat.

completed the first deposit tcket with net pay. $200 cash back, and first depeait entry in the checlkebook magistar.

writtan the chock to the Bank jor §1.80 iz open thetr parscnal savings acoount, amd recorded the engry in their
checlchook register.

@ @@ @

_____ Each employes has remmoved. the completed Voter Registration Card from the Citizen
Guide and stapled it to the back: cover -of his/her checkbock.

_____ Each employes has a mame tag, with name, busnoess name, an-d job tite listed.

_____ Each employes has a friendly letter, correctly addressed, and ready to purchase a [A Bi=Town
stamp for mailing durimg your vasi.

During business stant-up on the day of your simulation wisit, give this completed signed beter to one of the [A BrTown staf
members. Your signamure at the bottam of this page indicates that your business team is ready for business! Thank you for bandling
this: respomsibilisy

Wi lock formard 1o stedhg YO0 S000.

A EisTowm Bad

Oux busineas has propared sach of the aboere items: —
CEQ'S Bigrature
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IV BizPrep Business Costs Sheet

Bm Professional Offices
i
Citizen Job Title & Name Account # Salary Periods  Salary
L 181 §6.50 X &=
Insurance Agent 183 $0.00 X 3=
leasingAgentl S — a3 W00 X 2=
leasingfgee2 a8 #or X oa-
Froperty Appraiser BT $8.00 X a=
Nonprofit Director 183 $3.00 X 2=
Detective 188 $9.00 X 2=
......................................................... $8.00 X a=
Tootal of All Salaries 5_
OPERATING COSTS
A dvertizing (34 to Newspaper, 54 to Radio Station, $4 to [ Multi-Media) $12.00
Taxes ($5.00 to City Hall for property taxes) 5500
Health Care (32 to FMICH Wellne=s Center/) 52.00
Supplias (35 to FedEx) $5.00
Uiilities (38 Citizems Energy for Utilities) 5500
Recycling (32 to Ray's Trash Bervice Inc.) 52.00

Total Operating Coasts §

Total Business Costs (Salaries plus Operating Costs) 3
(Business Loan Amount)
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