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Vision  

òTo strengthen the ôfoundationõ of small businesses through relevant educational 

programsó 

 

Mission  

òTo foster small business growth through education and technical assistance and 

provide resources to develop relationships that lead to business opportunitiesó 

 

  

  



REGIONAL SMALL BUSIN ESS DEVELOPMENT PROGRAM  

SEPTEMBER 2009 ï DECEMBER 2009     
 

 

 

~Vision~ 

ñTo strengthen the ófoundationô of small businesses through relevant educational programsò 

~Mission~ 

ñTo foster small business growth through education and technical assistance and provide resources to develop relationships that lead to 

business opportunitiesò 

Program Overview 

Training Format  

Training Locations 

RSBDP Staff Contact 

Calendar Schedule 

Introduction to RSBDP 

Contracting 

Financial 

Human Resources 

Management 

Project Management 

Marketing  

Technical Management 

Apprenticeship 

Instructors 

Additional Sponsors 

RSBDP Client Agreement  

RSBDP Application 



REGIONAL SMALL BUSIN ESS DEVELOPMENT PROGRAM  

SEPTEMBER 2009 ï DECEMBER 2009     
 

 

 

~Vision~ 

ñTo strengthen the ófoundationô of small businesses through relevant educational programsò 

~Mission~ 

ñTo foster small business growth through education and technical assistance and provide resources to develop relationships that lead to 

business opportunitiesò 

 

 

PURPOSE 
The purpose of the Regional Small Business 

Development Program (RSBDP) is to help small 

businesses overcome the barriers that prevent them 

from growing by tying business education to 

contracting opportunities.   

 

HISTORY  
The passage of Substitute House Bill 1328 

(SHB1328) by the State of Washington 60th State 

Legislature sets the stage for state agencies and 

local government jurisdictions to take proactive 

measures so that small businesses can compete for 

contracting opportunities that suit their unique 

circumstances. 

 

This law only affects companies that are interested 

in work under the Small Works Roster.*  

ü A state agency or authnorized local 

government may use the limited public 

works process to solicit and award small 

works roster contracts to small businesses 

that are registered contractors with gross 

revenues under $1 million annually as 

reported on their federal tax returns. 

 
ü A state agency or authorized local 

government may adopt additional 

procedures to encourage small businesses 

that are registered contractors with gross 

revenues under $250,000 annually as 

reported on their federal tax returns to 

submit quotations or bids on small works 

roster contracts. 

 

OBJECTIVE  
Assist small businesses with developing their 

business acumen for government contacting. 

 

TARGET BUSINESSES 
This program targets businesses averaging under 

$1 million in revenues over their last 3 years tax 

returns.  While the program encourages inclusion 

of all business owners, there is not an ownership 

requirement.  Businesses that will benefit most 

from the program are construction contractors 

because of the passage of SHB 1328; however, 

firms with less than $250,000 in annual revenues 

(including start up businesses) are strongly 

encouraged to participate in the Regional Small 

Business Development Program. 

EXPECTATION    

Businesses are not guaranteed contracts for 

completing training courses.  Businesses that meet 

the size and capacity requirement for the Regional 

Small Business Development Program (RSBDP) 

will be included through the following process:   

  

ü Complete the Regional RSBDP 

 Application 

ü Participate in 3rd party review & 

assessment of your business. 

ü Pre-register for classes 

ü Actively participate in training classes 

ü Bid on appropriate opportunities 

 

Small business owners and employees have limited 

resources.  While the training program is free of 

charge, it does cost valuable time.  The members 

of the RESBDP expect each class to save business 

owners substantial time in learning and 

implementing business management topics.  

Businesses should leave classes with their needs 

met.  While outside work is required, it is our goal 

to ensure significant preparation for implementing 

business enhancements is provided in class. 

 

 

 

TRAINING CURRICULUM  
Training was developed around the concept of 

better preparing businesses where they typically 

have challenges in government contracting.  Each  

training class identifies what attendees should gain 

from participating.  Classes are in depth, provide 

hands-on applications, and are intended to reduce 

the amount of time required to implement 

management techniques. 

~PROGRAM OVERVIEW~  

~TRAINING FORMAT~  
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King County 
  Seattle Public Schools 

(JSCEE) 

2445 3rd Avenue South 

Seattle, WA 98134 

 

 

 

Pierce County 
Tacoma Public Schools 

Professional Dev. Center 

6501 N 23rd St 

Tacoma, WA 98406 

 

 

 

Days  
Tuesday, Wednesday, & Thursday 

 

 

 

Times 
(2 hrs) 6:00 PM - 8:00 PM 

or  

 

(3 hrs) 6:00 PM ï 9:00 PM 

 

 

 

 

 

 

 
 

 

Website:  www.seattleschools.org/area/sbdp 

Seattle Public Schools,  
John Stanford Center for Educational Excellence 

2445 3rd Avenue South, Seattle, WA 98134 

  

 

 

RSBD Program Manager: 

 Silas Potter      206.252.0634 

 swpotter@seattleschools.org 

 

RSBDP Administrator Assistant: 

 Marie Cruz  206.252.0561 

 mjcruz@seattleschools.org 

 

RSBDP Mgmt Specialist: 

 Cheryl Graves  206.252.0648 

 cgraves@seattleschools.org 

 

 

 

 

RSBDP Business Development Counselors: 

           Quailen Anderson, (A-J), 206.252.0520 

 qlanderson@seattleschools.org 

 

           

            Marques Bailey, (K-Z) 206.252.0631 

 Mdbailey1@seattleschools.org 

 

 

 

 

 

 

    

~ TRAINING LOCATIONS ~ ~RSBDP CONTACTS~ 

mailto:swpotter@seattleschools.org
mailto:mjcruz@seattleschools.org
mailto:cgraves@seattleschools.org
mailto:qlanderson@seattleschools.org
mailto:Mdbailey1@seattleschools.org
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29 

(3 hrs) 

Excel 

Professional/ 

Invoicing 

30 

(3 hrs) 

Business Plan I 

(Background/ 

Concepts) 

 

  

 

 

 
TUESDAY WEDNESDAY THURSDAY 

3 

(2 hrs) 

Bonding Workshop 

(BRG) 

Seattle Training 

Ctr. 

 

4 

(3 hrs) 

Estimating III 

5 

(3 hrs) 

QuickBooks I 

 

10 

(3 hrs) 

QuickBooks II 

11 

(3 hrs) 

Business Plan IV 

(Financial Banking) 

12 

(3 hrs) 

Risk/Site Safety 

 

 

17 

(3 hrs) 

QuickBooks III  

18 

(3 hrs) 

Effective Technology 

Utilization 

 

19 

(3 hrs) 

Executive Coaching 

Tacoma Training 

Ctr. 

24 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MONDAY TUESDAY WEDNESDAY THURSDAY 
 1 

(2 hrs) 

Bonding 

Workshop 

(BRG)   

Tacoma 

Training Ctr. 

2 

(3 hrs) 

Business Plan V 

(Summary & 

Completion) 

 

3 

(3 hrs) 

QuickBooks IV 

7 8 

( 3 hrs) 

QuickBooks V 

9 

(2 hrs) 

Contracting 

w/Port  Port of 

Seattle 

10 

(3 hrs) 

Labor & Industry 

14 

How to Bid 

Sound 

Transit & 

SPS 

15 

(3 hrs) 

Quick-Books. 

VI 

16 

(2 hrs) 

Teaming & Joint 

Ventures 

 

17 

(2 hrs) 

Equal 

Employment 

Opportunities 

22 

 

 

 

23 24 

 

 

MONDAY TUESDAY WEDNESDAY THURSDAY 
 

 

 

 

 

 1 

( 3 hrs) 

MS Project I 

 

 

 

6 

 

 

6 

(3 hrs) 

Blue Print I 

 

7 

(3 hrs) 

Estimating I Basic 

 

 

8 

(3 hrs) 

MS Project II 

12 

(2 hrs) 

How to do 

Business 

w/City of 

Seattle 

 

13 

(3 hrs) 

Blue Print II 

14 

(3 hrs) 

Business Plan II 

(Marketing 

Research & 

Strategy) 

 

15 

(3 hrs) 

MS Project III 

 20 

(3 hrs) 

Estimating II 

 

21 

(3 hrs) 

Executive 

Coaching 

Seattle Training 

Center 

22 

(3 hrs) 

MS Project IV 

 27 

(2 hrs) 

Contracting 

w/Port of 

Seattle 

28 

(3 hrs) 

Business Plan III 

(Mgmt & 

Operation.) 

29 

(2 hrs) 

Business Lending 

TUESDAY WEDNESDAY THURSDAY SATURDAY 
1 

(2 hrs) 

Seattle 

RSBDP 

Launch  

 

2 

(2 hrs) 

Tacoma 

RSBDP 

 Launch  

3 

 

5 

 9 

(2 hrs) 

How to Do 

Business w/City of 

Tacoma & 

Tacoma SD  

10 

 

12 

15 

(3 hrs) 

IT Basic/MS 

Word  

16 

(3 hrs) 

Public Contracting 

Benefits & 

Limitations of 

Certification  

17 

(3 hrs) 

Prevailing 

Wages  

19 

DBE 

Contracting 

w/WSDOT 

22 

(2 hrs) 

Change 

Orders  

 

23 

(2 hrs) 

Contract 

Negotiations  

24 

(3 hrs) 

Business 

Analysis 

 

 

September 2009 

November 2009 December 2009 

October 2009 

Class Times:    2 hrs ï 6:00 pm ï 8:00 pm   &  3 hrs ï 6:00 pm ï 9:00 pm 
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INTRODUCTION TO THE RS BDP 
Learn how to enroll in and benefit from the RSBDP 

Do you have an interest in doing business with local 

government agencies?  Learn how local government 

is stepping up with small business.  Learn how local 

government is stepping up with small business.  This 

session will talk about the benefits of the RSBDP. 

 

Outcome:  Understand what the Regional Small 

Business Development Program is and how to 

become active in the program. 

 

Presenters:  RSBDP Partners 

 

Dates:       Tuesday, September 1, 2009 (King) 

       Wednesday, September 2, 2009 (Pierce) 

 

 

 

BUSINESS IS ALWAYS CHANGING   

Once your firm is bid-ready, it is important to 

continue to work with the program. 

Most agencies and corporations operate in 

different ways.  In addition, different size 

contracts, prime contracting vs subcontract-ing, 

and other variations can affect a firmôs ability to 

perform successfully on a contract. 

 

The Regional Small Business Development 

Program wants you to be able to perform well on 

all projects and increase your net profit .  For this 

reason, a representative may ask you to attend 

more classes, utilize project management 

services, and/or receive one-on-one assistance 

from your assigned Business Development 

Counselor (BDC). 

 

HOW TO BID SOUND TRANSIT  
The Sound Transit E-Bid System is an inline bidding 

system, e-procurement system, or tool for contractors 

who seek business opportunities at Sound Transit.  

The class helps contractors identify opportunities to 

bid and provides information on how to register as a 

Sound Transit vendor/supplier/ contractor.    

 

Presenters: Sound Transit Representatives 

 

Date:  Monday, December 14, 2009  

 

                                                                                    

CONTRACTING WITH THE PORT OF 

SEATTLE  
For those who are new to Public Contracting.  This 

class will cover the basic of doing contracting with 

the Port of Seattle, both construction, small works, 

consulting and goods and services.  Will also provide 

information on future upcoming contracting 

opportunities.  (If you have done public contracting 

or are familiar with the process, it is recommended to 

attend the December Class. 

 

For those who have public contracting experience.  

This class is for firms who have done public 

contracting or are familiar with the public contracting 

process.  The class will cover on bidding and 

contracting requirements as well as future contracting 

opportunities.  

 

Presenters: Port of Seattle Representatives  

 

Dates:  Tuesday, October 27, 2009 

  (Primer) 

  Wednesday, December 9, 2009 

                          (Experienced) 

 

HOW TO DO BUSINESS WITH TACOMA 

PUBLIC SCHOOLS & CITY OF TACOMA  

This workshop will primarily focus on how to access 

bidding opportunities with the City of Tacoma and 

Tacoma Public School District No. 10.  We will also 

briefly discuss the various documents that you will 

need to submit to access other Tacoma agencies; 

bidding opportunities.  Familiarization with 

navigating the internet will be helpful. 

 

Presenter: Percy Jones (Pierce) 

 

Date:  Wednesday, September 9, 2009 

~CONTRACTING~  

~INTRODUCTION  ~ 
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HOW TO DO BUSINESS WITH SEATTLE 

PUBLIC SCHOOLS 
Attend the ñHow to Bidò training with attorney Ron 

English to learn bidding in the context of Seattle 

Public School District requirements.  This is a great 

opportunity to ask questions about how to create a 

qualified bid.  Gain confidence in responding to 

construction opportunities with SPS. 

 

Presenter: Ron English 

 

Date:  Monday, December 14, 2009 

 
HOW TO DO BUSINESS WITH CITY OF 

SEATTLE  
The City of Seattle will walk you through how to bid 

and quote on their projects.  Receive in-depth 

assistance with their forms and requirements.  Learn 

how they indentify contractors and evaluate your 

response.  Gain confidence in responding to 

opportunities with the City of Seattle. 

 

Presenter: City of Seattle Representatives 

 

Date:  Monday, October 12, 2009 

  

HOW TO DO BUSINESS WITH WSDOT & 

DBE CONTRACTING  
Explore WSDOTôs role in the economic base of the 

city, the county, and the region. Learn how to find 

various business opportunities with the Washington 

State Department of Transportation and explore 

resources available to assist your company. 

 

Presenter: WSDOT Representatives 

 

Date:  Saturday, September 19, 2009 

 

PUBLIC CONTRACTING -BENEFITS & 

LIMITATION S OF CERTIFICATION  

Learn the basics of public contracting.  

Learn about the realities of public contracting, how to 

avoid pit-falls, and when a firm can profit from 

opportunities.  This training will show what public 

agencies purchase, whom they purchase from, if your 

business is ready to sell to the government, and 

where and how to start. 

 

Instructors:  Erin Nielsen (King) 

   Percy Jones (Pierce)  

 

Date:   Wednesday, September 16, 2009 

 

PREVAILING WAGES  
Learn what is required for government contracting 

Government contracts or sub-contracts in 

construction require prevailing wages & certified 

payroll.  Not meeting requirements can affect future 

business opportunities, getting paid on time, and can 

have legal ramifications.  This class will prepare you 

to meet all of your requirements with ease.  This 

training is designed for construction contractors. 

Have a system in place to be in compliance with 

prevailing wage requirements. 
  

 Instructors:  Steve Rapkoch (King) 

   Percy Jones (Pierce) 

 

Date:  Thursday, September 17, 2009 

 
CHANGE ORDERS  
Prepare your business to ensure payment for work 

performed   

There is a process that must be followed in order to 

get paid on unexpected events that cause you to go 

outside your contract.  Learn what the limitations are 

on what you can add to your contract and what is 

allowed.  Learn how to set yourself up right so you 

can get paid on those allowable additions.  This 

training is developed for construction contractors.  

  

Outcome: Know what additional expenses can be 

added to a contract and how to ensure you get paid on 

those additions. 

  

Instructors:  Steve Rapkoch (King) 

   Percy Jones (Pierce) 

 

Date:   Tuesday, September 22, 2009 
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BONDING  
Learn about special bonding requirements 

Do you know about payment and performance 

bonds?  Learn about bond requirements for 

government projects and how they affect the size of 

jobs available to your business.  Identify what 

information you need to gather for a bond agent and 

why.  This training is typically for construction 

contractors, janitorial, and information technology.   

Outcome: Discover what payment and performance 

bonds are, when they are required, and what fits your 

business needs.    

  

Instructor:     Don Jenkins 

 

 Dates:           Tuesday, November 3, 2009 (King) 

                     Tuesday, December 1, 2009 (Pierce) 

 

   
 

 
BUSINESS LENDING 

Learn how lenders evaluate businesses; am I 

lending ready? 

Learn about the 5 Côs of financing.  Learn how 

lenders look at your cash flow, how your capacity is 

evaluated, how capital     investment is viewed, and 

how collateral is calculated.   

Outcome:  Understand your loan package, how to 

put it together, and how it is evaluated.  

  

Requirement: Understanding your Cash Position or 

equivalent. 

  

Instructors:  Banking Representative (King) 

  Banking Representative (Pierce) 

 

 Date:   Thursday, October 29, 2009 

 

MICROSOFT EXCEL/P ROFESSIONAL 

INVOICING ®  
Understanding the capabilities of Office for the 

beginner user 

Excel includes the following: working with Excel, 

organizing data, performing calculations on data, 

analyzing data, working with pivot table and working 

with graphics and charts.  Also, learn the secrets of 

one of the most powerful spreadsheet applications in 

our Small Business Development Program. We will 

walk you through the invoice process and highlight 

information that has to be on your invoice. 

  

Outcome: Understand basic formatting, cell and 

ranges. Create simple charts, graphics and set up 

printing, and how to create a professional invoice. 

  

Requirement:  Memory Stick 

  

Instructors:   Ann Robinson (King) 

    Barbara Arnold (Pierce) 

  

Date:    Tuesday, September 29, 2009 

 
                                                             

QUICKBOOKS SERIES 
Hands-on QuickBooks Learning 

This 7-session training course will teach you how to 

use QuickBooks to manage your companyôs 

bookkeeping needs. You will learn how to set up 

QuickBooks to track your job costs and overall 

profitability, and to establish regular accounting 

procedures. This class covers job costing; typically 

for construction or other industries that need to 

track multiple costs to specific job.   

 

Session I 
Businesses are evaluated by their financial 

statements.  Learn where the numbers come from, 

what statements they appear on, how to setup 

accounts, payroll items, and how to use the Balance 

Sheet and Profit and Loss reports.  Understand how 

the Balance Sheet tells the financial history of a 

business.  

 Outcome: Understand what information appears on 

the Balance Sheet and Profit and Loss reports. 

  

Instructors:  Shelly Robbins (King) 

   Mike Stocke (Pierce) 

 

Date:  Thursday, November 5, 2009 

 

 ~FINANCIAL~  
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Session II 
Learn to create and track estimates, and different 

methods for invoicing. Determine which procedures 

will work best for your company.  Learn to enter and 

pay job-related bills. 

 

Instructors:  Shelly Robbins (King) 

   Mike Stocke (Pierce) 
  

Date:   Tuesday, November 10, 2009 

 

Session III 
Learn to automatically track billed and unbilled job 

costs, run reports, enter billable hours worked, and 

practice creating estimates and invoices. 

 
Instructors:  Shelly Robbins (King) 

   Mike Stocke (Pierce) 
  

Date:   Tuesday, November 17, 2009 

 

Session IV 
Learn to enter payments from customers and track 

your Accounts Receivable.  
  

Instructors:  Shelly Robbins (King) 

   Mike Stocke (Pierce) 

 

Date:  Thursday, December 3, 2009 

 

Session V 
Learn to enter non-billable expenses, payments on 

loans and credit cards, and transfer funds between 

accounts 
  

Instructors:  Shelly Robbins (King) 

   Mike Stocke (Pierce) 

 

Date:   Tuesday, December 8, 2009 

 

Session VI 
Learn to reconcile bank and credit card accounts, 

create Profit and Loss and Balance Sheet reports, and 

back-up your QuickBooks data. 
  

Instructors:  Shelly Robbins (King) 

   Mike Stocke (Pierce) 

 

Date:   Tuesday, December 15, 2009 

 
 

 

 

 

 

RISK AND SITE SAFETY  

 Learn ways to manage your risk and keep your job 

site safe 

Learn the basics of risk management in the 

construction industry.  This class will walk you 

through how to identify construction risk and 

exposure, develop a strategy for minimizing potential 

loss, and how to implement that strategy.  Learn 

about construction safety, OSHA compliance, and 

additional resources for your trade specialty. Learn 

what businesses are doing to make their job site safer. 

Outcome: Plan for minimizing your risk and keeping 

your staff safe. 

  

Instructors:  Steve Rapkoch (King) 

   Timothy Pinckney (Pierce) 

 

 Date:   Thursday, November 12, 2009 

 

LABOR & INDUSTRY  
Learn what is required for government contracting 

Government contracts or sub-contracts in 

construction require prevailing wages & certified 

payroll.  Not meeting requirements can affect future 

business opportunities, getting paid on time, and can 

have legal ramifications.  This class will prepare you 

to meet all of your requirements with ease.  This 

training is designed for construction contractors. 

  

Presenters:   Dept of L&I Representatives 

  (King & Pierce) 

 

Date:  Thursday, December 10, 2009 

 

  

~HUMAN RESOURCES~ 
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EQUAL EMPLOYMENT OPPORTUNITIES  
Identify how to find the right people and interview 

successfully 

Learn strategies for find the right people, attracting 

them to your business, and hiring.  Receive assistance 

with identifying employees in your company that are 

bringing your business down and how to let them go.  

Learn tips for determining what type of employees 

are the best fit: full-time, part-time, or contract 

employee. 

  

Outcome:  Increased comfort with hiring and firing. 

  

Presenters: Port of Seattle Rep (King) 

Jerry Lee (Pierce) 

 

Date:   Thursday, December 17, 2009 
 

 

 

 

 

 

 

 

 

 

 
 

 
 

BUSINESS PLANNING I- FOUNDATION  

Lay the foundation to meet your long-term goals 

Whether you are thinking about starting a business or 

have been in business for 10 years, many businesses 

do not have a business plan or all of their required 

documentation. Learn the reasons why   developing 

your business plan is important and an overview on 

how to write the plan.  This class will walk you 

through your business licensing requirements, 

insurance, tax requirements, and other topics core to 

your business.   
  

Outcome: Copies of your core requirements, basic 

understanding of what they are and why you need 

them, websites for templates, and sample documents.   
  

Requirement:  Memory Stick 

Instructors:  Carole Butkus (King) 

   Dr. Charles Horne (Pierce) 

 

Date:   Wednesday, September 30, 2009 

 
BUSINESS PLANNING II - MARKETING 

RESEARCH & STRATEGY  
Plan for success with the right organizational 

structure 

In this class, you will learn how to develop the 

management     related portions of your business plan 

including operations,     business ownership types, 

employees, organizational charts, key advisors, and 

SWOT analysis. 

  

Outcome: Ability to develop the management-related 

portions of your business plan. 

  

Requirement:  Business Planning I 

  

Instructors:  Carole Butkus (King) 

   Dr. Charles Horne (Pierce) 

 

Date:   Wednesday, October 14, 2009 

 

BUSINESS PLANNING III - 

MANAGEMENT & OPERATIONS  
How to create a successful marketing plan 

In this class, you will learn how to develop the 

marketing sections of your business plan, including 

products/services, competition, target market, 

industry, and other aspects of marketing. You will  

learn how to develop sales projections and a 

marketing budget. 

  

Outcome: Clearer understanding of how your 

marketing plan    impacts your revenue and a start of 

a successful marketing plan. 

  

Instructors :  Carole Butkus (King) 

   Dr. Charles Horne (Pierce) 

  

 Date:  Wednesday, October 28, 2009 

 
 

~MANAGEMENT~  
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BUSINESS PLANNING IV - FINANCIALS 

AND BANKING  
Understanding the financial component of the 

business plan 

This class will teach you about the financial aspect of 

the business, and how to develop the financial 

projections required in your business plan.  

  

Outcome: The first draft of your financial 

projections for your business plan. 

  

Requirement:  Business Planning Sessions 1-III  

  

Instructors:  Carole Butkus (King) 

   Dr. Charles Horne (Pierce) 

 

 Date:   Wednesday, November 11, 2009 

 

 
BUSINESS PLANNING V  

Summary and Completion   

This one-on-one sessions happens prior to the 

Construction Opportunities event and provide 

feedback from lenders about your loan readiness. 

  

Outcome: Lending relationships and a better 

understanding of how to strengthen your lending 

opportunities.   

  

Requirement: Business Planning Sessions 1ðIV 

   

Instructors:  Carole Butkus (King) 

   Dr. Charles Horne (Pierce) 
  

Date:  Wednesday, December 2, 2009 

 

 

 

 

 

 

 

 

 

MS PROJECT® - SERIES  
  

Session I: Basic concepts of Project Management 

Learn why project management is important and how 

to manage projects for your business.  Learn the basic 

features of Microsoft Project.  Learn how to create 

and modify project tasks.   
  

Instructor s:  Jerome Polite (King) 

  Mike Stocke (Pierce) 
 

Date:   Thursday, October 1, 2009 

 

 Session II: Adjust task to meet project needs 

Improve your skills with adjusting task duration and 

assigning resources to MS project tasks.  Learn how 

this applies to your business and how to leverage 

these tools to be more affective 

 

Instructors:  Jerome Polite (King) 

  Mike Stocke (Pierce) 

 

 Date:   Thursday, October 8, 2009 

 
  

 Session III: Estimating in Microsoft Project 

Learn how to add costs to tasks and develop the 

overall project budget.  Learn how to utilize 

Microsoft Project for project scheduling and 

estimating. 

 

Instructors :  Jerome Polite (King) 

  Mike Stocke (Pierce) 

 

 Date:   Thursday, October 15, 2009 

 

Session IV: Reporting functions in MS Project 

Learn how to create and use reporting functions of 

Microsoft Project.  Look more professional when 

working with project managers by being able to show 

them your project time lines.  Feel more comfortable 

reviewing information they present to you. 
  

   

Outcome: Understand the basic concepts of project 

management and how to utilize MS Project to 

manage projects.   

~PROJECT MANAGEMENT~  
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 Requirement: Pre-registration & Memory Stick 

 

 Instructors :  Jerome Polite (King) 

  Mike Stocke (Pierce) 

 

 Date:  Thursday, October 22, 2009 

 

TEAMING & JOINT VENTURES  
Learn how to develop teaming and joint venturing 

agreements  

Before you pay thousands of dollars to an attorney 

take this class to learn how to develop your own 

agreement.  We still suggest having and attorney 

review it, but this will save you a lot of money.   

  

Outcomes: A questionnaire you can review to 

determine if it makes sense to take a contract. 

  

Instructors:  Ralph Ibarra (King) 

   Percy Jones (Pierce) 
  

Date:   Wednesday, December 16, 2009 

 

 

 

 
 

 
 

EXECUTIVE COACHING  
In this class we will address some of the challenges 

that business owners face in running their companies.  

While most business owners may have sufficient 

skills to address non-strategic day-to-day issues, you 

are now being called upon for leadership functions 

that you may not have previously performed, such as 

managing others, developing and communicating the 

companyôs vision and strategies, and creating the 

companyôs culture. 

 

Outcome:  You will gain an understanding of how to: 

ü clarify your vision for the company 

ü overcome obstacles 

ü change self-defeating beliefs and habits 

ü build trust and goodwill 

ü increase personal and organizational 

performance and achievement 

ü improve leadership skills 

ü develop strategies for achieving extra-

ordinary results 

ü focus on both personal as well as business 

goals 

 

Instructor : Darryl Russell (King & Pierce) 

 

Dates:  Wednesday, October 21, 2009 

  Thursday, November 19, 2009 

 

EFFECTIVE TECHNOLOGY UTILIZATION  
You have a cell phone, a PDA, an email address 

and a website.   

What other technologies can help your company?  

The Effective Technology Utilization class explores 

the myriad of ways that information technology (IT) 

applies to your business operations, marketing, sales 

and customer service activities.  Aspects of Web 2.0, 

CRM, social media, online consumer intelligence, 

viral video, user generated content, blogging and 

other IT tools, require out of the ordinary approaches. 

  

Outcome:  Improved technology utilization for all 

aspects of your business. .   

  

Requirement:  Memory Stick 
  

Instructors:  Ann Robinson (King) 

   Barbara Arnold (Pierce) 
  

Date:   Wednesday, November 18, 2009 

 

BUSINESS ANALYSIS 
How do you go about pricing your products and/or 

services in response to procurement and contracting 

opportunities?   

 

What factors must you apply to assure profitability in 

every transaction?  Do you know how to anticipate 

~MARKETING~  
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unexpected circumstances that can affect the 

successful performance and fulfillment of a public 

works contract?  The Business Analysis class will 

assist you in obtaining the knowledge and skills to 

effectively deal with these questions and others. 

  

Instructors : Ralph Ibarra (King) 

   Timothy Pinckney (Pierce) 

  

Date:    Thursday, September 24, 2009 

 

IT BASICS AND MICROSOFT WORD  

Overview of Microsoft Word for the beginner user 

Learn the basics of Microsoft word, MS Word is a 

word processing program available on many 

platforms, including Windows and Macintosh 

systems. 

 

Outcome:  Use and understand basic relevant 

functions of MS Word.  Apply your MS Word 

knowledge and hands on exposure in the classroom; 

understand key business applications for the 

improvement of your business skills and unlocking 

the world of technology. 

 

Instructors:   Ann Robinson (King) 

                      Barbara Arnold (Pierce)  

 

Date:  Tuesday, September 15, 2009 

 

 

 

 
 

BLUEPRINT I ðII  
Participant will learn the applicable skills for 

effectively reading and utilizing architectural 

blueprints to determine material, labor, and design as 

required by the project manual.  The student will 

learn:  
 

SESSION IðTuesday, October 6, 2009 

1.  How to use the project manual to determine scope 

of work. 

2. ñGround upò material takeoff techniques, 

formulas, and procedures. 

 SESSION IIðTuesday, October 13, 2009 

1.  How to ñreadò floor plan, elevation, and cross    

     section plan views. 

2.  How to verify design and material specification 

     tables as they pertain to the contractorôs trade or 

     skill. 

3.  Systems and techniques for moving through  

     and around the blueprint without losing oneôs 

     place. 
 

OUTCOME :  Upon completion of the course the 

student should be able to effectively determine what 

areas of the blueprint are relevant to their skill or 

trade and be able to determine the material, design, 

and construction requirements necessary to 

successfully estimate and complete the project. 
  

Class materials needed include:  architectôs 

scale/ruler, hand held calculator, writing utensil, and 

notepad. 
  

Instructors:  Steve Rapkoch (King) 

              Dalton Gittens (Pierce) 
 

Dates:  Tuesday, October 6, 2009 

  Tuesday, October 13, 2009 

 

ESTIMATING I ðIII  
Participant will learn the applicable skills for 

effectively determining the cost and sell price for 

scope of work project management. 
  

SESSION IðWednesday, October 7, 2009 

1. Methods and formulas for estimating labor hours 

    and their subsequent cost (including prevailing  

    wage). 

2. Systems for performing thorough material  

    takeoffs and accurate material costing. 

  

SESSION IIðTuesday, October 20, 2009 

1. How to factor fixed overhead into the project 

    costing. 

2. How to maximize profitability while remaining  

    competitive through effective project manage- 

    ment, stringent cost control, and professional 

    negotiation. 

    ~TECHNICA L MANAGEMENT ~ 
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 SESSION IIIðWednesday, November 4, 2009 

1.  Techniques for making your employees integral  

     to your profitability and success. 

2.  Why the SWAG method of estimating is a  

     recipe for disaster and must be avoided at all  

     cost. 
  

OUTCOME:  Upon completion of the course the 

student should be able to effectively perform basic 

estimating practices that improve project 

performance and profitability and set the contractor 

up for the future. 

  

Class materials needed include:  architectôs 

scale/ruler, hand held calculator, writing utensil, and 

notepad. 
  

Instructors:  Steve Rapkoch (King) 

               Dalton Gittens (Pierce) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

SEATTLE PUBLIC SCHOOL DISTRICT  

APPRENTICESHIP PROGRAM  

Learn more about a career in construction 

The Seattle Public School District apprenticeship 

preparation   program is geared towards preparing 

students and young people for the workforce.  The 

program accepts Seattle Public school students, 

graduates and other young people.  In addition, the 

program provides support services to all participants, 

which includes physical assessment, drug testing, 

math assessment and driverôs license retrieval and 

assistance. Anyone who is deficit in any of these 

areas, we provide support services to overcome the 

deficiency.  The Seattle Public School District also 

has a direct hire program, where the School District 

is able to directly place qualified students in 

apprenticeship opportunities in the workforce, where 

available. 

 

Dozens of large construction jobs are underway in 

the region, with many more in the works.  At the 

same time, one-third of the current construction 

workforce is nearing retirement age.  Together, these 

realities mean that it is critical to train the next 

generation of the regions construction workforce.   

 

If you are considering a career in construction, or 

know someone who might be, a good first stop is 

Washington Stateôs Construction Center for 

Excellence.  Located in Renton Community College, 

itôs a clearinghouse for information about 

construction workforce education and training.  You 

can learn more by calling 425-232-2352 ext. 5582, or 

www.rtc.edu/communityresources/cce. 

  

Pre-apprenticeship programs offer job readiness 

training to help people develop the skills needed to 

enter and succeed in paid apprenticeship programs.  

While not every apprenticeship candidate needs pre-

apprenticeship training, it provides a stepping stone 

for those who need it.   

  

If you are unsure where to start, contact the 

Apprentice Opportunity Project at 206-381-1384. 

Our partners, the labor unions and construction 

contractors, support apprenticeship programs that 

offer paid training under direct supervision of skilled 

trades workers.  Apprenticeship can be a great way to 

ólearn while you earnô and prepare for a rewarding 

career. 

 

For more information please contact: 

Charles Rolland, (206) 323-0458 

Rolland@cablespeed.com 

  

 

 

 

~APPRENTICESHIP~ 
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Other Apprenticeship Programs:   

  

Kin g County 

Seattle/King County Building Trades Council 206-

441-0550 

 Local WorkSource affiliates: 

Auburn 253-804-1128 

Downtown Seattle 206-436-8304 

North Seattle 206-440-2500 

Rainier 206-721-6070 

Renton 206-205-3644 

South Seattle 206-764-5822 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
BARBARA ARNOLD  
Owner of Arnold Services has over 15 years 

experience I the computer and electronics industry.  

Her broad range of technical and entrepreneurial 

experience in working with small and large 

businesses is strengthened by a Bachelor of Business 

Administration Degree from Pacific Lutheran 

University. 

 

Mrs. Arnold believes in staying active in the 

community and has served as a member of the Board 

of Directors for Tacoma YWCA, ad is presently a 

member of the Business Masters Exchange Club of 

Pierce County, and the Northwest Minority Business 

Council.  Arnold Services is a Certified Minority 

Owned business through the Northwest Minority 

Business Council. 

 

 

CAROLE BUTKUS  
Carole Butkus is the Director of the Washington 

Business Center at Community Capital Development.  

She has owned her own small businesses, worked in 

small businesses, and provided consulting/technical 

assistance and training to small businesses for a 

number of years.  Carole holds a M.B.A. from 

Washington State University. 

 

 

BOBBEE DAVIDSON 
An experienced trainer that specializes in the 

Microsoft office products, and has provided 

instructor-led training for community colleges and 

universities for over 16 years.  She has also provided 

soft skills training for local businesses and produced 

specialized courseware for specific audiences.  She 

holds a Bachelor of Science degree in 

Communication from the University of Idaho. 

 

 

RON ENGLISH  
Deputy General Counsel of the Seattle School 

District, where his practice focuses on construction, 

~RSBDP INSTRUCTORS~ 
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real property and business matters.  In more than 30 

years as an attorney, Mr. English has 

represented public agencies and private clients in 

government contracts, construction disputes, 

intellectual property, municipal finance, real property 

and employment matters, and has delivered speeches 

and papers on a wide range of government 

contracting and construction topics.  

 

 

DALTON GITTENS  
Principal of Gittens Architects and has practiced 

architecture and design since 1973.  He has held 

varying roles as draftsman, designer/draftsman, 

interior designer, project manager and project 

architect for several architecture and design firms in 

the Unites States and Canada.  Mr. Gittens attended 

the University of Oregon where he received a 

Bachelorôs Degree in Interior Architecture.  He also 

received his Master of Architecture Degree and a 

Certificate in Urban Design from the University of 

Washington.  Actively engaged in the community he 

has been a board member of several community 

organizations while practicing commercial and 

residential architectural work.  Mr. Gittens is licensed 

to practice Architecture in Washington State and the 

State of California. 

 

 

DR. CHARLES HORNE 
Dr. Horne has an extensive background in various 

aspects of Commercial, Socio-Economic 

Development and Academic activities including but 

not limited  to Project/Program Management & 

Administration; Budget Analyses and Feasibility 

Studies; Pre-Development Planning and Management 

Consultation; Curriculum Development & 

Presentation; Community Relations and Mitigation; 

Planned Community Development & Restoration.  

Dr. Horne holds a  

 

Doctor of Theology, and Doctor of Divinity from 

Hardy Academy of Theology; Masters, Public 

Administration from Univ. of Puget Sound; 

Bachelors of Art, Sociology/Community from 

University Puget Sound; and Associates Degree in 

Social Studies from Tacoma Community College. 

 

RALPH B. IBARRA  
President of Marketeer Unlimited (a Bruno Enterprises 

Company). Mr. Ibarra applies his business development and 

marketing skills in culturally relevant ways to achieve his 

clientôs business objectives. Principal industries served 

include aerospace, health care, law enforcement, and 

market-focused commerciali-zation of intellectual 

property. Ralph is proficient in crafting strategies for 

advancing the contracting opportunities for small, 

minority-, women-, and veteran-owned business 

enterprises in private and public sectors. 

 

 

PERCY JONES 
Percy Jones is currently serving as the HUB Program 

Coordinator, Disadvantaged Business Enterprises 

Liaison and Title VI Coordinator for the City of 

Tacoma.  He has worked in the civil rights arena 

since 1973.  Mr. Jones has attended the Defense 

Equal Opportunity Management Institute, American 

Contract Compliance Association Training Institute 

and other classes, which focused on contract 

compliance.  He has conducted training for the 

Tacoma Community College on How to Bid on 

Government Contracts.  He has presented 

information at numerous workshops, conferences and 

trade shows concerning bidding opportunities with 

the City of Tacoma. 

 

 

ERIN NIELSEN  
Program Manager for the Washington State 

Procurement Technical Assistance Center (PTAC) at 

the Snohomish County EDC.  The program serves 

1,000 small businesses per year through agreements 

with 8 non-profits.  Last yearôs efforts resulted in 

over $160 million in contract awards for clients.  She 

brings experienced from working with hundreds of 

businesses and learning why they succeed and fail.   
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TIMOTHY PINCKNEY  

EMT CEO of Environmental Management Training, 

LLC.  Developed a small consulting firm for 

OSHA/EPA compliance and designed a manual 

approved by local unions and state L & I.  Timothy 

has trained over 200 people under the Brownfield 

EPA grant in hazardous waste operation, confined 

space, and heavy metal awareness.  Washington State 

Department of Labor and Industries Certified Trainer 

Asbestos Initial Workers.  His is a member of Bates 

Technical College Faculty of Environmental Science 

Bio-Tech Dept.  Member of Washington State 

Biotech Committee for Employment.  Vice President 

of the National Business Exchange Club of Tacoma.  

Featured in ñBlack Enterprise Magazineò for Hazmat 

and Microbial Training of evacuees and companies in 

New Orleans for the Hurricane Katrina rebuild effort. 

 

 

JEROME POLITE  
Seasoned Information Technology Project Manager.  

His most recent employment was with the 

Weyerhaeuser Corporation where he worked for the 

past 10 years as a Project Manager, System Designer, 

and held other Senior Strategic Planning positions in 

the corporate Information Technology Division. 

Jerome has over thirty-five years experience in 

Information Technology. He is an adjunct Professor 

at the University of Phoenix. 

 

 

STEVE RAPKOCH  

Steve Rapkoch is the President of Pro Prep 

Enterprises, Inc. and a part-time member of the 

William Factory Small Business Incubator in 

Tacoma, Washington.  Mr. Rapkoch has over 30 

years experience managing and owning small 

business enterprises specifically in the building 

materials and construction industries. He holds a 

Bachelor of Science degree in Economics from 

Western Oregon University. 

 

 

SHELLY ROBBINS  
Founder of The QuickSource, Inc. specializing in 

QuickBooksÈ Software.  Shellyôs goal is to provide 

businesses with the people, resources, and 

information needed to make QuickBooks® a simple 

yet powerful tool to effectively manage the 

bookkeeping tasks and reporting needs for 

businesses.  Shelly is a Certified QuickBooks® 

ProAdvisor.  

 

ANN ROBINSON 
Project Manager with 20 years in Technology and 

Telecommunications.  Ann has successfully worked 

in different Fortune companies, such as, The Boeing 

Company, AT&T Wireless, and King County.  She is 

a small business owner of, Innovative Technology 

Solutions (ITS).  She holds a B.S. in Computer 

Science and a MBA in Engineering Technology.  

 

 

DARRYL L. RUSSELL  
Darryl Russell, President of the Russell Group, LLC, is a 

well known and successful businessman in the Pacific 

Northwest.  He spent 25 successful years in sales, 

management, and marketing in the communications and 

high technology arena with nationally recognized 

companies like Xerox, Honeywell, Exxon, MCI, GE 

Information Services, and Focal Communications.  Darryl 

achieved Presidents Club status with Xerox, Exxon Office 

Systems, and MCI.  He has earned top sales and 

management professional awards on multiple occasions 

with these companies.  The Russell Group is a business 

leadership coaching and organizational development 

company.  Our business is designing and facilitating 

processes that enable our clients to pursue excellence.   

 

 

MIKE ST OCKE 
A highly respected and effective trainer and IT hard-ware 

expert, with over 19 years of experience in Microsoft 

office products, QuickBooks, MS Project, and Adobe 

software products.  Mike holds a Bachelor of Science 

degree in Workforce Education from the University of 

Southern Illinois. 
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COMMUNITY CAPITAL DEVELOPMENT 

(CCD)  

CCD provides technical consulting services to small 

businesses in all industries (for a full list of services 

please visit their website). Assistance is available for 

free. 

Phone: 206-324-4330, Fax: 206-324-4322 

info@seattleccd.com, www.seattleccd.com 

 

 

 

 

 

 

CONTRACTOR RESOURCE CENTER (CRC) 

The CRC provides technical consulting services to 

small businesses in the construction industry. They 

can assist with filling out and submitting the 

Regional Small Business Development Program 

application. They also provide assistance with 

apprentice programs. Their services are available for 

free. 

Phone: 206-329-7804, Fax: 206-568-5121, 

CRC5000@yahoo.com; Address: 25522 East Cherry 

Street, Seattle, WA 98122 

 

 

 

 

 

 

 

 

URBAN LEAGUE METROPOLITIAN 

SEATTLE/CONTRACTOR DEVELOPMENT 

ANDCOMPETITIVENESS CENTER 

(ULMS/CDCC) 

The ULMS/CDCC provides technical consulting 

services to small businesses in the construction 

industry (for a full list of services please visit their 

website). The ULMS/CDCC is available to assist 

with filling out and submitting the Regional Small 

Business Development Program application. 

*A small membership fee may be required 

Phone: 206-323-0721, Fax: 206-323-0793, 

pikarriem@cdcccontractors.com, 

www.urbanleague.org 

 

 

 

 

 

 

 

WASHINGTON STATE PROCUREMENT 

TECHNICAL ASSISTANCE CENTER (PTAC)  

The PTAC provides technical consulting services to 

small businesses in all industry (for a full list of 

services please visit their website). The PTAC is 

available to assist with filling out and submitting the 

Regional Small Business Development Program 

application. Assistance is available for free. 

 

Application Assistance for Washington 

Phone: 425-248-4217, Fax: 425-745-5526,  

Other territories visit www.washingtonptac.org. 

King County Technical Assistance 

206-252-0697; eloshitoye@seattleschools.org 

Snohomish County Technical Assistance 

425-248-4215 

Pierce County Technical Assistance 

253-722-5808, Jeremy@williamfactory.com 

 

 

 

 

NERS 
 

 

 

 

 

 

 

 

 
 

~ Community Sponsors~ 

CRC 
 

http://www.seattleccd.com/
mailto:CRC5000@yahoo.com
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