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Dear Business Retention and Expansion Task Force Member:

The success of economic development prqgrams in Minnesota relies on the
initiative and cooperation of civic leaders like you. Through your
participation in the Business Retention and Expansion Program you will
have a unique opportunity to learn the needs of local businesses. With
this information you will be able to 'address specific problems being
experienced by your business community through the cooperative efforts of
your task force and local government.

It has been demonstrated that the majority of new jobs created in a
community comes from the expansion of existing businesses. New jobs in ,a
community and the personal income they generate result in increased retail
sales, new home and business construction, 'a larger local tax base and, in
turn, more jobs. Keeping Minnesota businesses healthy land growing means
listening to their concerns and forming partnerships to solve potential
problems. This is the goal before the Business Retention and Expansion
Task Force.

Without your interest and hard work, this program cannot work. It is
therefore with my deepest appreciation that I su~port your efforts to
begin the Business Retention and Expansion Program.

Sincerely,
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is to identify individuals who may be
serving on the Business Retention and
Force. You may want to include

o have real es backgrounds
o are involved in industrial development
o are involved in the business community
o have prior volunteer experience
o are known community supporters
o are involved with other community and civic

groups

Identify community service groups with members who
have the kground and organizational skills
necessary to help implement and operate the program.
Cont these groups offer to present the
Business Retention and Expansion Slide Show and a
brief k on how the program can benefit your
community. Mo of the information you'll need for a
present ion is provided in this manual, The degree
of interest shown by individuals will help you with
the next step. (A li of organi ions to consider
is at the end of this section.)

Select people whom you've met and identified as
having the skills needed for the program and arrange
to meet with them. Reintroduce these people to the
program person ly contacting them to explain the
need and primary purpose, The most ive way to
do this to with the individuals on a
one-to-one i, but telephone call can be
e ive. re to answer their que ions and

lain why they are important to the program. You
may wish to review the first meeting's agenda with
them to demons wh 's going to ta place and
how they fit in,

































RETENTION AND EXPANSION PROGRAM

Survey Form

Interviewers: In order to maximize the results of this business retention
effort, it is important that you discuss the following general facts about
the program with the person you are about to interview.

o The program sponsors.

o The program's objectives:

1. To identify the needs and wants of the business community.

2. To assure a cooperative relationship between business and
government.

3. To help with long- and short-term planning for business
development.

o All responses WILL BE kept CONFIDENTIAL.

o The survey is a cooperative effort of volunteers like yourself,
drawn primarily from the community.

o A personal visit is the best way to obtain this information.

o The survey will cover all businesses in the area to get the most
accurate information on which to base recommendations.

REMEMBER:

o Ask all of the questions on the form!

o Don't interpret the questions for the person being interviewed.

o Try to get clarification of unclear responses.

o Don't argue with the person's opinion.

o A professional demeanor will result in a more accurate survey
response and reduce the time necessary for the interview.

When you have completed the interview, check the survey form to be sure
that all questions have been addressed. Check questions I and J in
section III. If they have a positive response, notify the program
coordinator that the businesses are interested in planning assistance.

Code the survey using a pencil and return it to the coordinator.



BUSINESS RETENTION AND EXPANSION SURVEY

Survey Number _

Intervi ewer's Name _

Date Interviewed _

I. GENERAL INFORMATION

Name of the Business __

Address
_______________,Zip Code _

Telephone _

CEO or Manager's Name ___
Titl e _

Identification Codes: Legislative district
Region
County
City

Primary Business Type: (1) Manufacturing (2) Retail (3) Service

Principal Market Area: (Enter this as a percentage for each of the
following categories. The total of all
categories will be 100%.)

City
Trade area
State
Nat ional
International

SIC Code or Major Commodity or Service ___
(SIC Codes may have to be assigned by the survey coordinator.)

II. LABOR

For questions in sections A record a number 1 through 8 as
it relates to employees interval chart as seen below.

12 3 4 5 6 7 8 9
employees 0-4 5-9 10-19 20-49 50-99 100-249 250-499 500-999 1000+

Note:Full-time employment is 35 or more hours of work
per week; anything less is considered part-time.

A. What was your average employment at this facility last year?
Average employment
Estimate the number of full-time
Estimate the number of part-time
How many are permanent (year-round)
How many are seasonal (6 mos. or less)

Codin Onl
Card 1

vI

v2 4

v3 10 __

v4 15 -- --
v5 18 - ---
v6 21 ---
v7 24 ---

v8 27

v9 28 ---
vl0 31 ---
vll 34 ---
v12 37 ---
vl3 40 ---

v14 43 ----

vI5 47
vI6 48
v17 49
v18 50
v19 51



B. How many of your employees (full-time equivalent) are in each
of the following occupational categories?

Codin Onl
Start Card 2/v26

v26 1
v27 4 _
v28 7 _
v29 10 _

Professional
Managerial
Sales
Clerical

Services
Agriculture

Machine operatives
Precision prod.
Technical

Handler/laborer

engineer,lawyer,architect
executive, plant managers
parts person, salesperson
typist, bookkeeper, clerk

dry cleaner, guard, cooks
groundskeepers, gardeners

machinist,lathe operators
plumber, appliance repair
dental hygienist, drafters
drivers,packager,handlers

v20
v21
v22
v23

v24
v25

52 _
55 _

58
61 _
64 _
67 _

Start Card 2

C. What are the average wages for each of the following categories?
Do not include fringe benefits. (Circle the appropriate number.)

$/HR 3.35-4 4-5 5-6 6-9 9-12 12-16 16-20 20 +
$/YR in ODDs 6.7 8 10 12 18 24 32 40

Profess iona1 1 2 3 4 5 6 7 8 v30 13
Managerial 1 2 3 4 5 6 7 8 v31 14
Sales 1 2 3 4 5 6 7 8 v32 15
Clerical 1 2 3 4 5 6 7 8 v33 16
Services 1 2 3 4 5 6 7 8 v34 17
Agriculture 1 2 3 4 5 6 7 8 v35 18
Machine oper. 1 2 3 4 5 6 7 8 v36 19
Precision prod. 1 2 3 4 5 6 7 8 v37 20
Technical 1 2 3 4 5 6 7 8 v38 21
Handler/Laborer 1 2 3 4 5 6 7 8 v39 22

D. Have you had difficulty recruiting or retaining employees in the
folloWing skills categories? (Enter appropriate number.)

I=No problem 2=Moderate problem 3=Severe problem

Professional
Managerial
Clerical
Sales
Services
Agriculture

Machine operatives
Precision production
Technical
Handler/laborer

Recruiting Retaining

v40 23
v42 25
v44 27
v46 29
v48 31
v50 33
v52 35
v54 37
v56 39
v58 41



E. Rate sll of the following factors as they relate to the
recruitment or retention of employees. (Enter the correct number.)

Codin Onl
Start Card 3/v8

l=Not Significant 2=Somewhat Significant

Recruit ing

3=S ign ifi cant

Retaining

Remoteness of the area
Area skill and labor supply

shortages
Local training programs for
needed skills unavailable

Seasonal nature of the work
Lack of educational facilities
Wage rates

Other/please note other problems relating to recruitment or
retent ion of necessary manpower: (Enter a 1 if problems are
noted. ) _

F. What are your major sources of recruitment? (Estimate the
percentage you use each source and enter that number in the
column. The total of all categories should equal 100%.)

Newspaper
Area vocational schools
Word of mouth
Job Service
Job Training
Other employees
College
Other

v60 43

v62 45

v64 47
v66 49
v68 51
v70 53

v72 55

v73 56
v74 58
v75 60
v76 62
v77 64
v78 66
v79 68
v80 70

G. Has your business ever participated in any training programs? Start Card 3

l=Yes 2=No v81

H. If yes, indicate which program(s) they where and if they were

successful?

l=Never used 2= Successful 3=Not successful

MEED-MN Employment &Economic Development Act 1 2 3 v82 2

Job Training OJT 1 2 3 v83 3

Job Skills Partnership 1 2 3 v84 4

Community College/Area Vocational schools 1 2 3 v85 5

Targeted Jobs Tax Credit 1 2 3 v86 6

Veterans OJT 1 2 3 v87 7



III. BUSINESS SERVICES

A. What importance do you give the following factors in
considering remaining, expanding or relocating?

Rating Key
I-Very Important
2-Important
3-Somewhat Important
4-Not important

Remaining, Expanding or Relocating Factors
(circle appropriate numbers)

Codin On1
Card 3 cant.

(01) Labor (cost, skill, etc.)
(02) Transportation (air, rail, water, port,

foreign trade zones, etc.)
(03) Land (zoning, cost, lease space, etc.)
(04) Permit processes
(05) Public utilities and services
(06) Government programs (assistance, incentives)
(07) Location to other companies
(08) Capital (conventional, venture,

industrial development bonds, etc.)
(09) Business service (financial, legal, research)
(10) Market access(local ,regional ,international)
(11) Quality of life (environment, recreation,

cultural, housing, etc.)
(12) State/local taxes

(13) Education (university,colleges, AVTI)
(14) Supply access (raw materials, components)
(15) Other (please specify)

234

234
234
234
234
234
234

234
234
2 3 4

234
234

123 4
123 4
1 234

v88

v89
v90
v91
v92
v93
v94

v95
v96
v97

v98
v99
vlOO
vIOl
vl02

8

9

10
11
12
13
14

15
16
17

18
19
20
21
22

B. What factors listed above do you regard as most advantageous
or favorable to remaining,expanding or relocating within this
community? (Specify up to four corresponding factors from
the above list.)

(1) _

(2)

(3) _

(4)

C. What factors listed above could discourage you from expanding
or remaining? (Specify up to four corresponding factors from
the above list.)

(1) _

(2) _

(3) _

(4)

vI03 23
vI04 25
v105 27
vI06 29

v107 31
vI08 33
vI09 35
vIlO 37



D. Have you ever sought management assistance from: Codin Onl
Card 3 cont.

Bank I=Yes 2=No vill 39
Higher education institution 1 2 v1l2 40
Local economic development group 1 2 v1l3 41
State agency 1 2 v1l4 42
Federal agency 1 2 v1l5 43
Attorney 1 2 v1l6 44
Accountant 1 2 vIl7 45
Professional consultant 1 2 vIl8 46
Other 1 2 vIl9 47

E. Have you sought management assistance from any public agency
or organization listed below?

Housing Redevelopment Authority I=Yes 2=No vI20 48
Small Business Development Center 1 2 vI2I 49
Regional Development Commission 1 2 vI22 50
Small Business Administration 1 2 vI23 51
Area Vocational Technical Institutes 1 2 vI24 52
Community College 1 2 vI25 53
MN Small Business Assistance Office 1 2 vI26 54

F. Have you received business financing assistance within the
last five years from:

Bank/Savings &Loan I=Yes 2=No vI27 55
Accountant 1 2 vI28 56
Venture capital company 1 2 vI29 57
Private investor 1 2 vI30 58
Local economic development group 1 2 vI3I 59
State agency 1 2 vI32 60
Federal agency 1 2 vl33 61
Family or personal savings 1 2 vl34 62

G. Have you ever sought marketing assistance from:

Bank I=Yes 2=No vI35 63
Private consultant 1 2 vI36 64
Local economic development group 1 2 vI37 65
State agency 1 2 vI38 66
Marketing club or group 1 2 vl39 67
Corporate franchise or affiliate 1 2 vI40 68
Trade associations 1 2 vI4I 69



H. Have you ever sought marketing assistance from any public
agency or organization listed below?

Codin Onl
Start Card 4

Small Business Development Center
Small Business Admininstration
AVTI

Community College

MN Small Business Assistance Office

l=Yes 2=No
2

2

2

2

v142 1
vI43 2
vI44 3
vI4S 4
vI46 5

1. Would you like assistance from the city to
develop a business plan?

l=Yes 2=No vI47 6

J. Would you like assistance from a Business
Finance Specialist to develop expansion plans?

I=Yes 2=No

IV. LOCATION

A. What were your primary reasons for locating your
business here? (Rank top four reasons, I being the
most important and 4 the least important.)

Family ties
Proximity to other businesses
Area labor costs
Labor supply
Qua1ity of 1ife

Proximity to market

Financial incentives (loans or tax abatement)
Availability of land
Availability of raw materials
Educational resources
Profit potential of area

B. Are the services prOVided in our community, as listed below,
adequate for your current or future business needs?

Rating key: I=Major problem

2=Somewhat of a problem
3=Potential problem

vI48 7

vI49 8
vI50 9

vI5I 10
vI52 II

vI53 12
vI54 13
vI5S 14
vI56 15
vIS7 16
v158 17

vI59 18

Roads
Sewers
Water
Police protection
Fire protection
Solid waste disposal
Emergency medical services
Electric/gas utilities
School system
Regulator inspection
Availability of facility space
Availability of land

I

I

I

1

I

I

I

1

I

1

I

1

2

2

2

2

2

2

2

2

2

2

2

2

3

3

3

3

3

3

3

3

3

3

3

3

vI60 19
v161 20
vI62 21
v163 22
v164 23
v165 24
vI66 25
vI67 26
v168 27
v169 28
vI70 29
vI7l 30



C. If you indicated a problem above, have you contacted the Codin Onl
city or county about this problem? Card 4 cont.

I=Yes 2=No vI72 31

D. If yes, was the problem solved?
I=Yes 2=No vI73 32

E. What suggestions do you have to improve the services to vI74 33

businesses in our community? (Enter a 1 to note suggestions.)

v. HISTORY

A. What year did YQY begin operating your firm?

Year

8. What year was the business established?
Year

C. What form of organization is your business?

(1) Corporation
(2) Partnership
(3) Family Business
(4) Sole proprietor
(5) Non-profit corporation

D. Have you expanded your business facilities within the past
3 years?

vI75 34

vI76 36

vln 38

E. If yes, was it

(1) At the same location
(2) At a new location within our community

l=Yes 2=No vI78 39

vI79 40

F. If the expansion was at a new location, did the old location
remain an operative part of your business?

I=Yes 2=No vI80 41

G. Have you reduced your business operation in the last 3 years?
I=Yes 2=No

H. What was the reason for the reduction?

(1) Market decline
(2) Increased competition
(3) Increased cost of production
(4) Other _

vI81 42

vI82 43



I. What changes is your business planning for the Codin On1

next 2-3 years? Card 4

No change Change

Mix of goods and services 1 2 vI83 44

Expand facil ity 1 2 vI84 45

Relocate 1 2 vI85 46

Add employees 1 2 vI86 47

Reduce number of employees 1 2 vI87 48

Change production technology 1 2 vI88 49

Add product line 1 2 vI89 50

Other 1 2 vI90 51

J. If you plan to relocate, where would you move?

(1) Within city vI9I 52

(2) Within county
(3) Withi n state
(4) Other

K. When do you expect this relocation to take place?

(1) Within the next 6 months vI92 53
(2) 6 months to 1 year
(3 ) 1 year to 3 years

L. What is your principal reason for relocating vI93 54

outside the city? (Enter 1 to indicate a response.)

M. Would you be interested in the results of this survey?
I=Yes 2=No vI94 55
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DESIGNING VOLUNTEElfJOBDESCRIPTIONS;'

Themostimportant~lernentof yourBusi~essRetention
arid. Expansion Program\'lill be' th"ei nterviewer who
will gather .theiiinforination from the local
bus; nesses.

c
. Thetnteryie\'ler is your.direct 1ink'. to

the business. and Will. Fepresent the program .. If the
i nteriJi ewer.doesn.'tipj"ojectthe ri ghtimage or seems

,ins i.ncere about >hi.s> task, .theinformati on . can ,be'
skewed or i ncompl~te"cR~spordents react qui ckl y to
the i r fi rsti mpr~ssion§.iand,willnotdevotet i me to
answeri ng questions' fronl' sO,meone . they p.erce; ve as
unfamiliar .' with.?r disinterested in his wor.k. Look
forin'dividualswho: .' '. ' "

o Are maturean2''1ill ... t~k~on responsi bili ty ,
o Have good communi cation skills and a pleasant

voice .·<c/iii · .'. ... ' '
oHaveacommitl11~nt,ito comp1eti ng the taskof

gatheringthedata·,. .• ". ".
o Have a genuine i'nterest in people' '.' i

o Have characteristics similar to those of the
surveypopul at ion.,' •... ' .

o Willn'either antagonize norji1fluence the
respondent .

To assist you ,in choosing the right individuals for
the job it' is helpful to have i written job desctip
t i on for' .,the vo.ll.mteeti ntervi ewe'rs. ' The job
deseri pt ion will define thetilsks to b,e performed and
clarify therespons i bilit i es between the superv,isor
and volunteer. A job, descri pti on -' reduces the'
possibility that the interviewer' wUl be~ unclear
about expectat i onsofduti es, m~thods' and time
commitments \' , The job -descri pt i on 'will become a lias is
for recruittng,' managing and . e'valuating the inter
viewer's' work .. Trainihgwil-lalso have more
definition when/ thereisa .' clear/tlnderstanding of
what an i ntervi,e~er ~ s' expected to' doan~ how to
prepare for the job: ' ' '

"

Notes

A suggested . format 'for the vollmteer intervi ewer'so job descripti on is shown on° the foll owi ng' page.

, ,
c,
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2 OF

MANUFACTURING RETAIL ICE ROW
TOTAL

PRECISION PO I 17 I 6 I 5
I .9 I 10.9 I ,8
I .0 I 2. I 7.5
I 1.6 I .5 I . 1

TECHNICAL I I 1 I
I 6.3 I .0 I 2.
I 5 I I
I .2 I 0 I

HANDLERS I I 7 I 16 I 1
I 78,8 I 6, I 14,8 I 10.
I 2 ,5 I 3.0 I .9 I
I 8,6 I .8 I 1. I

COLUMN 1
TOTAL 1 .0
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