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West Virginia District
Office
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Clarksburg, WV 26301
(304) 623-5631
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Charleston Branch
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Charleston, WV 25301
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Small Business Training Opportunities in WV

Business Fundamentals

June 7, 2012

June 12, 2012
June 12, 2012
June 12, 2012
June 13, 2012
June 13, 2012
June 14, 2012
June 14, 2012
June 15, 2012
June 19, 2012
June 19, 2012
June 19, 2012
June 26, 2012
June 28, 2012
June 28, 2012
July 19, 2012
July 19, 2012
July 24, 2012
Aug. 22, 2012
Aug. 28, 2012
Sept. 12, 2012
Sept. 20, 2012
Sept. 25, 2012

9amto 11 am
5:30 pm to 8:30 pm
9amto 12 pm
9 amto 12 pm
1pmto4 pm
5:30 pm to 8:30 pm
9amto 12 pm
10amto 1 pm
9amto 12 pm
9 amto 11:30 am
1 pmto4 pm
10amto 1 pm
9amto 12 pm
9amto 12 pm
11amto 2 pm
3 pm to 5:30 pm
1pmto 3 pm
9amto 12 pm
3 pm to 5:30 pm
9amto 12 pm
3 pm to 5:30 pm
5pmto 7 pm
9amto 12 pm

Martinsburg, WV
Beckley, WV
Charleston, WV
Wheeling, WV
Summersville, WV
Moorefield, WV
Winfield, WV
Welch, WV
Huntington, WV
Berkeley Springs, WV
Ronceverte, WV
Weirton, WV
Morgantown, WV
Clarksburg, WV
Mt. Gay, WV
Keyser, WV
Kearneysville, WV
Morgantown, WV
Petersburg, WV
Morgantown, WV
Moorefield, WV
Martinsburg, WV
Morgantown, WV

Business Fundamentals is designed specifically for people who are thinking of start-
ing a business, or have had a business for one year or less. The workshops provide
essential information on what an entrepreneur needs to know to start a business
successfully. Preregistration is required as seating is limited. Cost is $35. To regis-
ter, go to the SBDC Training Events calendar at wvsbdc.ecenterdirect.com/
conferences.action.

1 Year Marketing Plan
June 19, 2012 Beckley, WV

Are you planning your Christmas marketing in November? Not getting the results
you want? Need a way to track your marketing? Take the time to plan your market-
ing, know how you are going to market and tract what was effective. Cost is $55. Go
to www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

10 amto 2 pm

Fundamentals of Supervision and Management
June 20, 2012 Beckley, WV
Learn how to be an effective manager or supervisor. Master the basics of business

Online Course
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and organizations, learn the people skills required to motivate and delegate, and learn tools for
solving problems and resolving conflicts. Cost is $84. Go to www.westvirginiawbc.org or call
304-253-3145 to register or for more information.

Managing Customer Service
June 20, 2012 Online Course Beckley, WV

Customer service personnel interact with current and potential customers every day. But do
they truly spend time finding out what customers really want and giving them the highest ser-
vice possible? This six-week course will provide dynamite methods for bringing out the best in
your team, measuring customer service, and anticipating the needs of your reps and your cus-
tomers. Cost is $84. Go to www.westvirginiawbc.org or call 304-253-3145 to register or for
more information.

Performing Payroll in QuickBooks 2011
June 20, 2012 Online Course Beckley, WV

Cut your payroll tasks down to size with QuickBooks 2011. You'll learn how to access IRS in-
formation, set up entries for new employees, create checks, pay liabilities, enter employee
time, and track job cost data. You will need Intuit’s QuickBooks Pro 2011 for Windows or
QuickBooks Premier 2011 for Windows on your machine. Cost is $84. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Introduction to Peachtree Accounting 2012
June 20, 2012 Online Course Beckley, WV

Get the training you need to perform everyday accounting tasks using Peachtree Accounting
software. First, you'll set up vendors, customers, and inventory items. Then you'll see how
easy it is to record typical tasks such as good purchased, bills paid, items sold, and payments
collected. You'll also learn how to handle end-of-month procedures. Cost is $84. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Accounting Fundamentals
June 20, 2012 Online Course Beckley, WV

Demand for accounting professionals currently exceeds supply. If you're interested in increas-
ing your financial awareness and accountability while also gaining a marketable skill, this
course is for you. You'll learn the basics of double-entry bookkeeping, while also learning how
to analyze and record financial transactions, as well as prepare various financial reports at the
end of the fiscal period. Accounts receivable, accounts payable, payroll procedures, sales tax-
es, and various common banking activities will be covered. Cost is $84. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Accounting Fundamentals Il
June 20, 2012 Online Course Beckley, WV

While it is true that accounting professionals are scarce, those with corporate accounting expe-
rience are even more rare. This course will build on the knowledge you gained in our Account-
ing Fundamentals course to provide a solid understanding of corporate accounting practices.
You'll be able to analyze transactions and prepare various corporate financial reports. You'll
also gain practical experience working with dividends, plant assets, depreciation, accrued rev-
enue and expenses, retained earnings, stockholder’s equity, and more. Cost is $84. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.
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The Craft Of Magazine Writing
June 20, 2012 Online Course Beckley, WV

Ever read a nonfiction magazine article and said, | can write better than that? This class will
teach you the ropes from a pro and turn your dream of becoming a freelancer into a bright fu-
ture as a magazine writer. It's fun, it's easy and a great source of extra income whether you're
retired, planning for the future or staying close to the kids. Cost is $84. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

The Secrets of the Caterer
June 20, 2012 Online Course Beckley, WV

Do you love to cook and plan parties? Then start your own catering business and make mon-
ey doing what you love. In this course, you learn foundational skills about catering and the ba-
sics of the catering business, including many delicious catering recipes. Cost is $84. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Learn to Buy and Sell on eBay
June 20, 2012 Online Course Beckley, WV

If you have ever dreamed of working from home or just earning extra income by buying and
selling goods online, our experienced instructors will guide you every step of the way. Cost is
$84. Go to www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Keys to Effective Communication
June 20, 2012 Online Course Beckley, WV

If you often find yourself as a loss for words or lack of confidence in you communication abili-
ties, you'll appreciate this course. You will work step by step through the process of becoming
a great conversationalist. You'll learn to use communication to build rapport and create envi-
ronments of trust, warmth, and respect. Cost is $84. Go to www.westvirginiawbc.org or call
304-253-3145 to register or for more information.

Entrepreneurs’ Café

June 20, 2012 Huntington, WV

Would you like to be part of building the local economy? Modeled on the CAFE Huntington
dinners, this event will give local entrepreneurs a chance to pitch their business ideas to a
group. The group decides who has the idea. The winner receives a cash prize plus business
services donated by local businesses. Cost is $15. Go to www.unlimited future.org or call 304-
697-3007 to register or for more information.

Basic Accounting with QuickBooks
June 22, 2012 9amto 5 pm Beckley, WV
August 24, 2012 9amto5 pm Beckley, WV

Take charge of your bookkeeping and better understand your business finances today! Topics
include: measuring business profitability; track cost of goods sold; enter and write checks;
tracking payroll liabilities; using registers; invoicing customers; tracking and paying sales tax;
and customizing reports. Sessions will be conducted in a computer lab to facilitate hands-on
instruction. Cost is $125. Go to www.westvirginiawbc.org or call 304-253-3145 to register or
for more information.
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Business Planning for Profit

June 26, 2012 6 pmto 9 pm Huntington, WV

This six-week course covers in depth clarifying your business concept and defining meaningful
goals, conducting market research and developing your strategic position, handling govern-
ment requirements, managing your money, developing an effective marketing and sales cam-
paign, hiring and leading great employees, getting and staying organized. Tuition is based on
your income and is FREE to qualifying individuals. Go to www.unlimitedfuture.org or call 304-
697-3007 to register or for more information.

eMail Marketing
June 27, 2012 10 amto 2 pm Beckley, WV

Low-cost marketing at the press of a send button! Discover safe, legal, easy to use ways to
reach your customers about sales, new products, or specific items they asked about. Hands-on
class using Constant Contact. Cost is $55. Go to www.westvirginiawbc.org or call 304-253-
3145 to register or for more information.

Network Security for Your Small Business

June 27, 2012 12 pmto 1 pm Huntington, WV

Bring your lunch to Unlimited Future, Inc. for a brown bag lunch and learn. Ben Mohebbi of
ALLCOM will offer an introduction to network security and six steps to secure your small office
or business information.Go to www.unlimitedfuture.org or call 304-697-3007 to register or for
more information.

Mentoring and Coaching in the Workplace Level 2
July 2, 2012 Online Course Beckley, WV
October 1, 2012 Online Course Beckley, WV

C/M 1l take a further in-depth look at variables involved in employee support. Additionally, in
this course you will develop skills in the development, implementation, and support of coaching
and mentoring programs in your workplace. Critical analysis and improvement of your pro-
grams alongside group dynamics and innovative strategies will also be examined in terms of
coaching and mentoring programs. Cost is $195. Go to www.westvirginiawbc.org or call 304-
253-3145 to register or for more information

Intro to Social Media

July 2, 2012 Online Course Beckley, WV

Get involved in the move from in-person to online communication. Learn what social media are
and their role in your business and personal life. Find out the top sites and how businesses
are using the sites for communication, customer retention, branding, marketing, market re-
search, needs assessment and serving customers and clients. Cost is $195. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Marketing Using Social Media
July 2, 2012 Online Course Beckley, WV

Develop a two-way communication and marketing strategy for your organization using social
media. Let your instructor guide you in exploring major social media, including Twitter,
Linkedin, and blogging. Learn quick, easy ways to use Twitter, blogs and Linkedin to engage
your customers or clients and keep them interested in your business. Cost is $195. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.
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Boosting Your Web Site Traffic

July 2, 2012 Online Course Beckley, WV

Acquire the basic skills to boost your web site traffic, including how to analyze your visitor traf-
fic, how to use search engine optimization to get greater visibility and exposure in Google

searches, and how to redesign your web site copy to increase your visitors and results. Cost is
$195. Go to www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Online Advertising

August 6, 2012 Online Course Beckley, WV

Get the keys to making online advertising work for you and your organization. See how pay-
per-click advertising with Google AdWords works. Find out how to test low budget Adword
campaigns. Learn how you can target local audiences. Then discover Facebook advertising
and how you can determine the demographics and even numbers of people you want to reach.
Cost is $195. Go to www.westvirginiawbc.org or call 304-253-3145 to register or for more infor-
mation.

Integrating Social Media in Your Organization

August 6, 2012 Online Course Beckley, WV

Take away a practical strategy and techniques for implementing social media for your organi-
zation or business. Learn how to create your own private social media using Ning, work social-
ly using Google Docs and calendars, and move your web site to an interactive Web 2.0 site.
Cost is $195. Go to www.westvirginiawbc.org or call 304-253-3145 to register or for more infor-
mation.

Improving Email Promotions

September 4, 2012 Online Course Beckley, WV

Discover new ways to improve your email promotions, including when to email, what to email,
and testing email copy. Then find out how to analyze your email response rates, including get-
ting the bench marks for open rates and click through rates. Learn how to improve your email
promotion and responses with tracking and testing. Cost is $195. Go to
www.westvirginiawbc.org or call 304-253-3145 to register or for more information.

Entrepreneur Boot Camp

September 4, 2012 Online Course Beckley, WV

At the end of this course, you will be able to identify the abilities required of successful entre-
preneurs and how to acquire them, develop goals to help establish your business, develop an
outline for your plan, and take home techniques to successfully manage your new business.
Cost is $195. Go to www.westvirginiawbc.org or call 304-253-3145 to register or for more infor-
mation.

Mentoring and Coaching in the Workplace Level 1

September 4, 2012 Online Course Beckley, WV

Develop skills in the development, implementation, and support of coaching and mentoring
programs in your workplace. Take home the much-awaited toolkit you have been searching for
to improve your employees’ performance and create the working environment that your em-
ployees will find truly rewarding. Cost is $195. Go to www.westvirginiawbc.org or call 304-253-
3145 to register or for more information.
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Home Based Business Show
Sept. 21-22, 2012 10 amto 9 pm Beckley, WV

The Home Based Business Show is a great way to not only introduce and sell your products to
those not familiar with them, but also book parties and recruit others interested in becoming
direct sellers. The extra income you can generate from your business can make a real differ-
ence in this slow economy. This is a wonderful opportunity to tell your story and get others in-
volved as a representative of your company. For more information, go to
www.westvirginiawbc.org or call 800-766-4556.

Extraordinary Customer Service

October 1, 2012 Online Course Beckley, WV

Learning to build your customer service skills will have a powerful impact on your career suc-
cess as well as success in other areas of your life. Through this course you will discover the
direct relationship between service skills and career achievement. You will become skilled at
being an exceptional service provider. Cost is $145. Go to www.westvirginiawbc.org or call
304-253-3145 to register or for more information

Government Contracting Free Webinars

The U.S. Government is the largest purchaser of goods and services. Learn how your small
business can take advantage of the various government contracting programs. All webinars
listed below will start at 2 p.m. and last approximately an hour. Visit www.charleston.score.org
for more information or to register or call 304-347-5463 or email score258@wvscore.org. The-
se webinars are sponsored by the US Small Business Administration, West Virginia SCORE,
and the Regional Contracting Assistance Center.

What to Do Business with the Government? Meet SAM!—June 21, 2012
Surety Bond Guarantees—July 19, 2012

Government Contracting 101—Aug. 16, 2012

Small Business Certifications in Federal Contracting—Sept. 20, 2012

Marketing Your Business to Federal Buyers—Oct. 18, 2012
Marketing to State & Local Governments—Nov. 15, 2012

Upcoming Exporting Webinars and Seminars

Learn how your company can tap into the Global Marketplace! The Commerce Department is
offering a series of webinars on the basics of exporting and business opportunities in foreign
markets. To register, and for more information, select the event title listed below or call 304-
347-5123 or 304-243-5493.

Highlighted Webinars:
Basic Guide to Exporting Webinar Series - Monthly—$15

Roles and Responsibilities of the Importer, Customs Broker and Freight Forwarded in Sales to
Canada and Mexico - Jun. 13—$25

Basic Guide to Exporting Webinars:
Financing Your Exports & Getting Paid - Jun. 13—$15
Temporary Exports: Carnets and Other Tools - Jun. 27—$15

Events:
National Events and Trade Shows:
AES Compliance Seminar and Workshop - June 19, Philadelphia, PA—$185
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HBA Global Expo - June 19-21, New York, NY
American Association for Clinical Chemistry Clinical Lab Expo - Jul 15-19, Los Angeles, CA

MINEXxpo - Sept. 24-26, Las Vegas, NV

1

The Small Business Administration provides small business counseling and training through a variety of
programs and resource partners, located strategically around the country.

Women's Business Centers (WBCs)

Women's Business Centers represent a national network of nearly 100 educational centers designed to assist
women start and grow small businesses. WBCs operate with the mission to level the playing field for women
entrepreneurs, who still face unique obstacles in the world of business. WBCs also work with male entrepre-
neurs so contact them for assistance if you are in their area. The West Virginia WBC also excels in training,
both online and instructor-led. Check out their web site at www.westvirginiawbc.org.

SCORE

The SCORE Association (Service Corps of Retired Executives) is a resource partner of the SBA dedicated to
entrepreneur education and the formation, growth and success of small businesses nationwide. There are
more than 10,500 SCORE volunteers in 374 chapters operating in over 800 locations who assist small busi-
nesses with business counseling and training. SCORE also operates an active online counseling initiative. For
West Virginia's SCORE locations, go to www.wvscore.org.

West Virginia Small Business Development Centers (WVSBDCs)

The Office of Small Business Development Centers (SBDC) provides management assistance to current and
prospective small business owners. SBDCs offer one-stop assistance to individuals and small businesses by
providing a wide variety of information and guidance in central and easily accessible branch locations. The
program is a cooperative effort of the private sector, the educational community and federal, state and local
governments and is an integral component of Entrepreneurial Development's network of training and counsel-
ing services. In West Virginia, go to www.wvsbdc.org for more information and office locations.

The SBA listing of these events is not an endorsement of the views, opinions, products or services of any cospon-
sor, person or entity. The mission of the SBA is to aid, counsel, assist and promote the interests of small businesses
by providing financial, procurement and business development assistance and advocating on their behalf within the
government. All SBA programs are extended to the public on a non-discriminatory basis.

Updated—June 19, 2012
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