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YOUR BUSINESS TOOLKIT content

1. Are You Ready to Start a Business? This self-
employment readiness questionnaire helps a potential
business owner make this important decision by considering
a full range of resources, including financial, social, human,
natural and physical capital.

2. Bookkeeping Basics: Why Worry About Bookkeeping?
This workbook explains financial records, record-keeping
practices, how to identify tax deductions, and how to
claim them.

3. Bookkeeping Basics: Keeping and Organizing
Financial Records explains the need for separating
business and personal finances, providing sales receipts
or invoices, and organizing all business-related financial
source documents. It assesses record-keeping practices
and helps the business owner develop a plan to imple-
ment changes.

4. Bookkeeping Basics: Setting Up a System That
Works for You helps a business owner assess current
bookkeeping practices and develop a plan to implement
new practices.

5. Bookkeeping Basics: Deciding Who Takes Care

of Bookkeeping for Your Business identifies important
bookkeeping tasks and who is (or should be) responsible
for those tasks. The business owner learns about the
skills/qualifications needed for effective bookkeeping
and develops a plan for their own business.

6. How to Manage Your Cash Flow assesses cash
flow management practices, helps identify which ones
to maintain, improve or start, and helps develop a plan
to implement desired practices.

7. How to Solve Business Problems leads the business
owner through a step-by-step approach to problem - solving,

from identifying the problem to implementing a solution.

8. Taking Care of Business - A Guide to Starting and
Running a Business in Winnipeg is a resource guide to
services available for new business owners in Winnipeg:
in person, in print and online. This guide includes resources
for co-operatives.

9. Business Math: An Introduction to Basic Calculations
assesses business math skills and provides practice
with fractions, rounding up/down, percentages, averages,
and calculations with measures of time. It also helps
develop a plan for the business owner to improve their
math skills.

10. Business Math: Sales Forecasting, Sales Taxes,
Vacation Pay & Mark-up assesses skill and provides
practice with sales tax & vacation pay calculations, price
mark-ups sales forecasting calculations, and helps the
business owner make a plan to improve math skills.

YOUR BUSINESS TOOLKIT was developed by SEED
Winnipeg and reviewed by Literacy Partners of Manitoba
for effective use by individuals with different educational
backgrounds.

YOUR BUSINESS TOOLKIT was funded in part by:
- Government of Canada’s Office of Literacy and Essential
Skills Program
- Labour Market Strategy for Immigrants Initiative
(Province of Manitoba)
- Winnipeg Partnership Agreement
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