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Preface

Thank you for choosing 18 Steps to Starting Your Business as the tool to help you start your new business or to use as a textbook in your entrepreneurial classes. I hope that it will prove to be of great help to you.

[image: image]

It has often been said that, You can run your business by the seat of your pantsbut you will probably end up with torn pants. One of the principal reasons for business failure is the lack of proper planning. In todays world, both small and large businesses have come to understand that they need to take the time to evaluate their business potential and map a plan for the future. Start-up is where the planning and implementation begins.

It is the goal of this book to give a clear, concise, and easy-to-understand process to follow during business start-up. I have been working with business owners for many years and most of them have the same problemthey are experts in their industries, but are novices when it comes to knowing how to start and operate a business.

I, on the other hand, am not an expert in most industries, but I can provide you with what I hope are the necessary guidelines to follow in order to get a business organized, legalized, and operating. I would suggest that you start by reading through the entire book to get an overall picture of what you will be doing. Then you can go back to the beginning and work your way through the start-up process.

Who is this book for?
 This business start-up book has been written for new business owners and for small business training instructors.


	If you are a new business owner, you can use it as a home-study course, moving along at a pace that will meet your own goals. Each chapter will take you through a particular task and provide you with instructions, examples, and references.

	If you are an instructor, you can use our printed book, Steps to Small Business Start-Up as a classroom text. I will be happy provide a free Instructors Manual that has lesson plans and student activities for each chapter, numerous overheads, and even a couple of tests. To get the instructors manual, please give me a call at 714-544-0248 or email me at LPinson@aol.com



Thank you again for choosing 18 Steps to Starting Your Business to help you accomplish your goals. I appreciate your confidence in the book and wish you success in your new venture.

Linda Pinson


 CHAPTER 1

Its Time to Be Your Own Boss

You have decided that you would like to be a business owner. You want to quit working at that nine to five job that doesnt seem to pay well or to bring any excitement to your life. Instead, it sounds like a great idea to take the leap into entrepreneurship and be your own boss.

Why Do You Want to Own a Business?

Business ownership is often looked upon as a means of creating wealth and achieving personal freedom. Some of the most common reasons why you might choose to go into your own business are:


	To build a business for yourself instead of for someone else

	To pursue a passion (e.g. Ive always wanted to own a restaurant.)

	To be your own boss and master of your own time

	To make a living doing what really enjoy doing (woodworking, photography, writing, childcare, etc.)

	To capitalize on an invention

	To replace income from the loss of a job

	To create net worth (long-term capital appreciation)



Are You Are Ready to Make the Transition?

When you are contemplating business ownership, it tends to be exhilarating. However, it is common to experience uncertainty as well. Am I willing to invest the time it takes to start and run a business? Can I deal with the emotions that come with running a business? Will enough people use my services or buy my products? Will I make enough money to sustain the business and my desired lifestyle? Am I mentally prepared to give up my current salary and accept the financial uncertainties that come with running my own business? Will I be able to support my family?

In order to be successful in your new business you have to be fully committed to your vision. Instead of working eight hours a day, most new business owners work sixteen hours a day with very few days off for leisure activities. You will indeed be your own boss and the master of your time - but, that does not mean that you will be free. I have always thought that I am the toughest boss that I ever worked for.

Think about it and make sure that the timing is right to make your move from employee to business owner. Review possible threats that are likely to arise and determine how you will mitigate them. Determine what your strengths are and how you will use them to get your business up and running and on the road to profitability.

To complete your reality check, ask yourself the all-important question, Am I ready accept the responsibilities of business ownership? If the answer is yes, then it is time for you to move forward in a logical way to decide on a business and to get it off the ground and running smoothly.

Match Your Skills and Interests to Your Business

Skills are the things that you are good at. Interests are the things that you like to do. When you are considering the type of business you want to start, it is generally best to find one that utilizes your skills and that captures your interest. If you are good at something, but dont like doing it, you will soon find yourself wishing that you were doing something else. Likewise, if you are interested in what you are pursuing, but you are not good at it, you are not likely to stick with it for long.

After you have identified your various skills and interests, you can then begin to identify potential businesses that satisfy both requirements. This is where the true entrepreneur can use the imaginative processing to come up with creative ideas for new and unique businesses.

Examples:


	You know lots about flowers and plants, but you do not like to be outdoors. Dont go into the landscaping business. However, you might think about providing and maintaining indoor plants for restaurants, professional offices, real estate brokerages, and other commercial businesses.

	You are like working with pre-school children (interest) and you are trained as an elementary school teacher (skill). You might consider opening a day care center that specializes in learning activities and also offers after school care and tutoring.

	You have always wanted to open a clothing store. However, you hate being indoors. Most likely, you will probably always resent being stuck inside. Think about starting some kind of a kiosk clothing business in an outdoor mall or specialize in clothing sold at outdoor sports events, such as car rallies or surfing competitions.





[image: image] Skills & Interests Business Matching Worksheet
 To help you think your way through the above process, you will find a worksheet at the end of this chapter (page 6).



Look at Your Financial Situation

One of the most glaring problems that I often see with potential business owners is their failure to plan properly for the financial transition from employee to business owner. Cash flow problems can lead to unpaid bills, continuous calls from debtors, and emotional stress. Consider your financial situation before starting your business.


	Consider your personal financial situation. If you plan to quit your current job and devote all of your energies to your new business, it is a great idea to set aside enough money to pay your living expenses for at least six months. If you have a spouse or other family members that work, can you live on their earnings?
New businesses frequently are not very profitable in the early stages. Prior planning can provide you with a much-needed cushion in case you cannot take any money out of your business for a period of time.


	Think about start-up costs. If you are starting a new business from scratch, do you have the money you have to spend in order to get the business up and running? Think about whether you will have to rent an office, buy furniture, buy equipment, advertise, pay for permits, hire a lawyer, or number of other initial things that require spending money before you make money. Fitness centers and restaurants are examples of businesses that are required to expend significant amounts of money before they open their doors.

	Look realistically at initial sales potential of the business. The opportunities for initial earnings vary greatly from business to business. For instance many service companies can be profitable from the very beginning.
If you open a consulting business and have your office in your home, your earnings are limited only by your ability to attract and service clients. Likewise, a landscape or yard maintenance business can earn early profits if it has the right equipment, skilled labor, and customers. On the other hand, most product businesses, cannot earn income until the products are developed or purchased, advertised, and sold.


	If you need a funding, be aware of lender requirements. Get rid of the idea that business capital is easy to get. It is a common misconception that the U.S. Small Business Administration (SBA) and other government entities are waiting in the wings to dish out free money to entrepreneurs with great ideas. Nothing could be further from the truth. What is commonly referred to as an SBA Loan is really a loan from a traditional lending institution (bank), but guaranteed up to a certain percentage by the SBA to reduce the banks risk factor.
In addition to asking for a solid business plan, the bank will require that you have a high credit rating (FICO score), cash to invest in the business, and personal assets (equity) that can be captured in case you default on the loan.






[image: image] Note: See Chapter 16 for more information on financing your business.



Find a Mentor

Before you go into business, it would be great to align yourself with someone with experience in your industry and experience in business management. Working with a mentor can prepare you for the travels that lie ahead in your business journey by sharing knowledge and expertise. The relationship with your mentor will help prepare you for success and protect you from failure.

If you are one of the fortunate few, you will have a close friend or business associate who has the necessary skills and would be willing to advise you. If not, business mentors can be generally be found through your local chamber of commerce and various business organizations.

Provided below are some resources:


	Service Corps Of Retired Executives (SCORE) - A national organization sponsored by the Small Business Administration (SBA) of volunteer business executives who provide free counseling, workshops and seminars to prospective and existing small business people. Local SCORE chapters consist of retired professionals who are available to give free business advice. (www.score.org)

	Small Business Development Centers (SBDCs) - Sponsored by the SBA in partnership with state and local governments, the educational community and the private sector. They provide assistance, counseling and training to prospective and existing business people.

	Small Business Institutes (SBIs) - Organized through the SBA on more than 500 college campuses around the nation. The institutes provide counseling by students and faculty to small business clients.

	Chambers of Commerce - Local branches of your chamber of commerce can be a great resource for mentors. An example is the Greater Dallas Hispanic Chamber of Commerce. (www.gdhcc.com)

	MicroMentors - MicroMentors help entrepreneurs grow their businesses through mentoring relationships with experienced business professionals. (www.micromentor.org)




Tech Tip

Search for Information about Business Mentors

You can also find useful information and articles on the Internet regarding business mentoring. Here are some web addresses that you might want to look at.


	www.score.org/60_guide_business_mentor.html

	www.score.org/article_value_of_business_mentor.html

	www.inc.com/guides/growth/24509.html

	http://www.entrepreneur.com/startingabusiness/startup basics/findinghelp/article45254.html

	http://www.peermentoring.com





Whats Next?

In this chapter, you were encouraged to evaluate your own readiness to make the transition from employee to business owner. By now, you should also better understand how evaluate business opportunities that match your skills and interests as well as your personal financial situation.

Chapter 2 will focus on the choices you will have as to whether you want to start a new business, buy an existing business, or purchase a franchise. You will also find some information to think about if you are toying with the idea of starting a non-profit business or you are wondering how to capitalize on a new product or invention.

[image: image]


CHAPTER 2

Think About
 Ways to Start a Business

You have decided that entrepreneurship is for you and are ready to start a business. The next decision you will have to make is what kind of a business you will start. There are many routes that can be taken toward owning a business. For instance, you can:


	Start your own business

	Buy an existing business

	Buy a franchise

	Invent a product and take it to market

	Become a social entrepreneur



Start Your Own Business

Having decided to become a business owner, you now need to determine what business you will start. To help you in your decision making, ask yourself these questions. What kind of things do I like to do? Can my hobby or interests be turned into a commercially viable venture? Is there a need in the marketplace that I can fill? The last question will also help you determine if there is a niche in the marketplace that your new business will fit into.

Before embarking on your venture, do some research to determine who your competitors will be. Look at their strengths and weaknesses. Then think about how your business will be different and whether or not you can reasonably expect to gain that all important competitive edge in your industry and specifically within your target market.

If you are thinking of starting a business, there are several questions that you should ask yourself. The table below will guide you through some of those things.




	Things to Consider as you Start Your Business



	Issue
	Questions to Ask



	About Me
	What are my strengths?
 What skills do I have?
 What are my hobbies
Can any of these attributes be turned into a business venture?



	Type of Business
	What is the best legal structure for my business?
 Do I need a business partner?
 What skills and strengths does the potential business partner have?
 Will the partner have investment capital?



	Location
	Where will my business be located?
 Can I operate my business from home?
 Will I buy or lease a facility?
 How much space will I need to operate my business?



	Money
	How much money do I have to put into the business?
 Where will the rest of the money I need come from?
 Is my credit in good standing in case I need a bank loan?
 Are there specific financial programs that will help me start my business?



	Customers
	Who are my customers?
 How will I find my customers?



	Advertising
	How will I let people know my business exists?
 Where will I advertise my business?
 How much will it cost for advertising?
 Can I afford to hire an advertising professional or agency?





Buy an Existing Business

If you decide to buy an existing business, the first thing you will want to do is determine the type of business you want to own. This decision will be based on your skills, qualifications, interests, and overall abilities. In making this decision, find a business that will give you the opportunity to use your skills effectively.

How Do You Find a Business to Buy?

When you have decided on the type of business that you are best suited for, the next step is to search for a business. There are several considerations you will have to keep in mind as you look for a business to buy. These include location and how much you can afford to spend (budget). Now that you have an idea about where you want to look for a business and how much you have to spend, you can start looking.


	The Internet is a great place for you to start looking. You can simply start by going to any search engine and typing businesses for sale in the search box. Be more specific by putting your location. For example, if you are looking for a business in Phoenix, Arizona, type businesses for sale in Phoenix, Arizona. Conducting the search on your own may prove to be time consuming and may not yield the best results. If so, you might want to use a business broker. You may be responsible for some business broker expenses. Doing you own searching on the Internet will be free.

	Business brokers help people buy or sell a business and have the resources to help you reach your goals. You can tell them the type of business you are would like to buy and they can search within their database to see if one is available. If not, they can search for one that meets your criteria, saving you the time. Business brokers typically charge the seller a percentage of the final sale price, payable at the close of the deal. Be sure to ask a broker up front if there are any fees or expenses you will be responsible for as the buyer and perform due diligence before selecting a business broker. Get references and check to see if he or she is a member of a local or national business broker association.

	Another free resource is your local newspaper. The Business Opportunities section will feature advertisements with business for sale. The Sunday paper has a larger listing in that section. You can also use the newspaper and the Internet to place an ad stating the specific type of business you are looking to purchase.

	You can also search for a business to buy by attending various networking events and using word of mouth as a starting point. Start by attending local civic and business organization meetings as well as events sponsored by your local Chamber of Commerce. There are also industry specific organizations or associations that you can visit. Networking with people that are in a specific industry will enable you to learn more about available opportunities.



Due Diligence Required

Regardless of the route you choose to take in your search, there are some key things you will need to do once you have found a business you are interested in buying. The first is doing comprehensive due diligence. A business may appear to be successful and show a profit. However, that does not mean it has no problems. You will want to find out everything about the business including what is owned, borrowed, leased, and owed. You do not want to get into a situation that leaves you with a stack of bills, unpaid vendors, rent due, and other outstanding debt.

The second thing you will want to know is the value of the business. You will have to conduct a detailed financial analysis and valuation to determine the appropriate price to pay. As part of your analysis, you will review profit and loss statements, balance sheets, key assets, contingent and actual liabilities, and cash flow statements.

With your due diligence and financial analysis complete, you are ready to move forward with the acquisition of the business.

Buy a Franchise

Buying a franchise is one of the most popular ways to start a business. By acquiring a franchise, you open yourself up to the possibility of selling products and/or services that have instant name recognition. You will also benefit from the training you will receive at the beginning as well as the ongoing support to help you become successful. Like any business venture, there are costs associated with purchasing a franchise. You may pay some or all of the following fees to the franchise: initial franchise fee, ongoing royalty payments, and advertising fees. Other start up costs will include rent, build-out, equipment, inventory, licenses, and insurance.

There are two common ways for participating in a franchise program.


	The classic method is to buy a new franchise. This means you will have to find a location and do the build out yourself. This is a start-up situation and you dive into the new business as an owner/operator. Many successful entrepreneurs have built multi-unit empires this way. Newer franchises usually provide this route for business ownership. During the process, you will have the assistance of the franchisor.

	The other way is to buy an existing franchise. Several types of franchises are available in various industries. To find a franchise of your choice, you can attend franchise trade shows with the goal of visiting exhibitors in an industry that has a strong appeal to you. While listening to the presentations given by the exhibitors, be sure to get answers to some of the following questions. How long has the franchisor been around? How many franchise units exist in your local area and where are they located? What is the initial franchise fee and are there additional start-up costs? Are there ongoing royalty payments and if so, how much are they? What assistance is provided at the beginning and on a continuing basis? What controls are imposed by the franchisor?



Before You Buy a Franchise

Before buying a franchise, there are several things to consider including the amount of money you have to invest, your skills and abilities, and the goals you have set for yourself. The table on the next page will guide you through some of the things you need to consider in order to make a sound decision. 




	Things to Consider When Selecting a Franchise



	Issue
	Questions to Ask



	Investment
	How much do I have to invest?
 Will I need financing?
 Will I purchase the franchise by myself or with others (partners)?



	Skills & Knowledge
	What industry experience is required by the franchisor?
 What skills do I have that can be applied to this franchise? What specialized knowledge do I have?



	Goals
	Am I interested in getting into a particular industry?
 Am I interested in retail sales or providing a service?
 Do I want to operate the business myself or hire a manager?
 Will the income from the franchise be adequate if it is my only source of income - or does the franchise need only to serve as a source of supplemental income?
 Am I interested in owning just one franchise unit or several?





Caution! Read the Franchise Offering Carefully!

Franchise offers are written to convince prospective buyers that they should sign on the dotted line and send in their franchise fees as soon as possible. Proceed with caution. It is not always true that, He who hesitates is lost. I periodically read franchise offers for clients and have discovered that they range from very simple to very complicated. The common denominator is that by law the franchisor is required to disclose somewhere in the document certain pieces of information that will allow you to perform a fairly accurate picture of the viability of the franchise opportunity.

It is important that you read between the lines. Dont just look at revenue projections. Chart out all of the possible financial requirements that may be imposed on you by the franchisor during the opening and operating of the franchise - royalties, advertising, training, insurance, etc. If you are not careful, you can find yourselfcaught in a contract full of legal obligations that eat heavily into your profits.

Finally, be sure that there is a sufficient demand for the products or service in your geographic location. What works in one part of the country may not be feasible in another, either financially or otherwise. Talk to current franchisees to see how things are working out for them and what level of support they are receiving from the franchisor.


Tech Tip

Use the Internet to Research Franchises

You can also use the following resources on the Internet to find a franchise:


	 www.entrepreneur.com/franchise

	 http://www.franchise.org

	http://www.smallbusiness.com/wiki/Buying_a_franchise

	http://www.franchisetimes.com





Invent a Product

Many great businesses have been developed from new product ideas. You may have a new business concept or a new product you feel would be viable in the marketplace. Be aware that the process of taking a new idea product onto the marketplace can be lengthy and in some cases difficult.

In his book, Successful Inventing, Norman Parrish (inventor, author, and mentor) states that product development and business planning must be a concurrent process. In order to have the financial support necessary to accomplish all of the tasks required to take an idea from its conceptual state through all of the subsequent stages, the inventor should have a realistic business plan and understand the nature of cash flow and how to manage it.


	The first step in launching your product is to determine its feasibility. This will let you know whether your new product is viable and help you determine the potential of it becoming a commercial success. Determining feasibility is a very important step and we suggest you take it seriously. You will need to make an informed decision as to whether to proceed with your business idea before you invest a lot of time and money only to find out it has no commercial value.

	If you have determined that your product has commercial viability, you will then want to check to make sure there are no similar products on the market. More importantly, there are no products that have intellectual property you may infringe upon as this could result in lawsuits against you. To do this, go to the United States Patent and Trademark Office (USPTO) website (www.uspto.gov) to conduct a patent search.

	Now that you have determined that your product has commercial viability and know that there are no similar products out there with intellectual property protection, you are now ready to move to the next step: protecting your product. You will want to protect your product with a patent(s) or related intellectual property rights. You can do this step on your own by going to the USPTO website. You can also use the services of a patent attorney. While costly, consulting with a patent attorney or patent agent at an early stage will provide you with the best solution for protecting your product as well as your business.

	Once the product has been protected, you will need to develop a working prototype of your invention. You can do this by buying the various components that make up your invention and assemble them yourself. Alternatively, you can work with a manufacturer in your area to build the prototype. At this stage you will have to decide whether you want to license your invention to a company that will manufacture and market the product or start a business of your own. In making your decision, consider the costs associated with starting your own business.



Become a Social Entrepreneur
 (Commonly a Non-Profit)

You can start a business by becoming a social entrepreneur. A social entrepreneur recognizes a social problem and uses entrepreneurial skills and traits to start a business that will address the social problem and make a significant change. Success for the social entrepreneur is measured by the impact they have on society as opposed to financial measures.

Your vehicle as a social entrepreneur will most likely be a non-profit organization. Social entrepreneurship is becoming so popular that a growing number of colleges and universities are establishing programs focused on educating and training social entrepreneurs.

Creating a non-profit organization is like creating a for-profit business. Just as you would do when creating a for-profit company, you will need to do some extensive planning before you start filing incorporation papers and applying for your tax exemption from the Internal Revenue Services. Running a non-profit organization will take more that just compassion. Much like starting a for-profit entity, you will have to conduct research and ask yourself several questions. What non-profit am I interested in starting? What products and/or services will be offered through my organization?

What needs will my organization fulfill in the community? Who currently provides similar services in the community (competition)? What competitive advantages do I have over existing non-profit organizations? What will I do to create demand for my organization and sustain operations?

As you would need to start a for-profit business, you will need start-up finances. The capital will enable you meet your start up expenses as well as help you to obtain professional services such as legal and accounting. You will want to seek legal assistance to incorporate into a non-profit entity. The professional you use will also help you draft a set of corporate bylaws, which will serve as the procedure that the Board of Directors, and possibly the members of the corporation, will utilize to make decisions on behalf of the corporation. Once you have drafted you bylaws, you will hold an organizational meeting to formally create the non-profit corporation. At this meeting the bylaws should be adopted, the Board of Directors should be elected, and all other relevant business should be conducted.

Before developing your non-profit organization, ask yourself the following questions. Do I have the necessary skills and experience to operate a non-profit organization? What managerial and financial resources do I have access to? Who will make up my Board of Directors? Where will I locate my organization? What position will I hold in the organization and how will I be compensated? The answers to these questions will help you create an operational plan that will serve as a blueprint for running a successful non-profit organization.


Tech Tip

Examples of Social Entrepreneurs

Below are examples of successful social entrepreneurs:


	Margarita Quihuis, Hispanic-Net
 http://www.hispanic-net.org

	Muhammad Yunus, Grameen Bank
 http://www.grameen-info.org

	Margaret Sanger, Planned Parenthood Federation of America
 http://www.plannedparenthood.org

	Vikram Akula, SKS Microfinance
 http://www.sksindia.com

	John Muir, The Sierra Club
 http://www.sierraclub.org






 CHAPTER 3

Start Branding Your Business:

Name, Logo, Business Card, Letterhead

Branding defines and focuses a companys image. Branding is one of the most important concepts in todays business world.

Strong brands today are reinforced through a mix of advertising online and offline, public relations strategies, sales incentives, and customer service efforts. Consumer reaction defines the branding in the long run.

Where do you begin?

When your company is in the start-up phase, you can begin the branding process by properly packaging your companys image to be visually recognizable.

In this chapter, we will guide you through the following processes:


	Naming your company to its best advantage

	Developing an effective logo for your company

	Designing your first business cards

	Creating letterhead and envelopes



Name Your Company!

Choosing your business name will be one of the most important decisions you will make when you are starting your company. It is the first opportunity you have to package - or brand - your company for everyone with whom your business will be dealing.

Whenever your company name is heard or viewed in written form, it will be the defining factor as to how your company is initially perceived (branded) in the mind of your target audience. If your company manages to stay in business for the next twenty years, the name you chose will still be with you unless you changed it somewhere along the way.

Many times a prospective business owner is in a hurry and picks a company name that seems to be appropriate at the time, only to find out later on that it has become a nemesis. That actually happened in my own case.

My company name, established in 1986, has the name OUT OF YOUR MINDAND INTO THE MARKETPLACE. I taught entrepreneurial classes to inventors and called the class by the same name. I was soon selling a self-help book, also by the same name. Then I needed a business name to obtain a business license, repay sales tax to the SBE, and to file income tax returns. Why not use the same name? And thats just what I did. That was fine at the time, but eventually, I became a publisher of business books and business plan software. I began dealing with large companies, universities and colleges, and other major clients and venders. It has now been twenty-one years since I named my company. Others say what a neat name it is.

As for me, I have regretted it for every reason, but one - it is memorable. It does not reflect what I do (publishing business books and developing business plan software), it is not a very serious sounding name, and it sometimes embarrasses me to say it in front of certain audiences with whom I have had no previous business relationship. However, after twenty-one years, I would be hard-put to change the name and to get the information out to my expanded marketplace. I have learned to smile and accept that it is my business name and will be until the business dies. However, I have had to combat it with a dignified logo, credibility, and incredible customer service.

How Do You Choose a Name for Your Business?

There are several questions you can ask yourself when you are considering the name for your business. Some of them might be as follows:


	Are you buying a franchise? If so, chances are that the business will already be named. In that case, your problem is solved for you. If not, the franchisor will guide you as to what names will be acceptable to them.

	Are you buying an existing business? You will have to decide if you want to keep the current name of the company or rename it. Ask yourself if the current name suits your vision of the business and if it is important to keep it the same in order to best serve previous customers. If the answer is no, you will have to decide on a new name. If so, apply the following questions to the renaming of the business.

	Is your name descriptive of the business? It is important that your business name conveys an image of your products and/or services. The name should not be long and cumbersome. Your target market needs to perceive that yours is the company that can solve its problems and fill its needs.

	If your business expands, will the name still be appropriate? The name you choose should not be restrictive. It should be general enough that it will still encompass the essence of the company after several years growth and expansion.

	How well will your name combine with your logo? Can the name be abbreviated and be utilized as an acronym? Can you incorporate it into your logo to further brand your company? I have used OM..IM with my logo (a fanned book). It looks great, but when you say it out loud, it doesnt have much of a ring to it.

	Should you consider using your domain name as your business name? Many companies who operate solely on the Internet choose to use their domain names as their business names. Examples are buy.com and Amazon.com. If the company has brand identity, using its domain name provides customers with instant recall of both name and location on the net.

	Where will your name fall in alphabetical listings? It has long been a habit on most occasions to place lists of names in alphabetical order. This holds true for telephone books, internet listings, membership directories, etc. People also tend to choose the first name that they perceive as appropriate to what they are looking for. If it will work for you, you might just as well choose a name beginning with A as one that begins with Z

	Will your name work internationally? Sometimes, a company name does not translate well in other languages. Osco was the name of a well-known drugstore in the U.S. The name did not have a pleasant meaning in Spanish. The name was changed to maintain the large Hispanic customer base.

	What is your legal structure? Depending on the legal structure you have chosen (and the form of that legal structure), your name may have to reflect that choice. For instance, corporation names generally end with Inc. Law firm partnerships often have the designation LLP.

	Would your business be best served by using your own name? Many service providers (and/or product sellers) already have name identity and credibility. In that case, it might be best to use your own name, either by itself or in conjunction with words that describe your business. Some examples might be:

	Naming a law firm Ortega and Chavez, LLP

	Incorporating a tax firm under the name, Lopez and Ochoa, Inc.

	Naming a company Mario Ortega Professional Diving School






Develop a List of Business Names

After taking all of the previous questions into consideration, it is best to formulate a list of possible names for your business and then make your decision.


	Enlist other people to help you come up with names. Sharing your ideas with other people who understand the nature of your business and the market that you are targeting can be interesting. They can often come up with names that you have not thought of.

	After you make your list, sort the names according to priority. Then go back and look at the questions on the previous page to see if the selected names meet most of the criteria for choosing an effective business name.

	Resort your list of names and establish their final priority. You will now have the most desirable candidates for your business name.



If the Name is Available, Register It

The final links in the process of naming your business are to: 1. find out if the name(s) on your list are available for use. - and - 2. file your DBA or your Certificate of Incorporation.


	If you are a sole proprietor or a partnership, you should check with the county in which your business will be located. All businesses operating under a fictitious name are required to submit a Fictitious Name Statement to register their DBA (Doing Business As) business name. The county will have a record of all DBAs that have been filed and are current.
If a business has already registered the name that you were planning to use, you cannot use the same name. Go to the second name on your list and check that out - and so on - until you arrive at the name that is both appropriate and available.

The next step is to go ahead and file your DBA to gain ownership of your business name. Be aware that you will have to name a location for your business in the process. (For more information, see Chapter 9 - Register Your Fictitious Name (DBA.).


	If your business is a corporation, you will need to check out the availability of your corporate name at the state level. Generally there will be an office under the jurisdiction of the Secretary of State that is responsible for the registration of businesses incorporated within the state, registration of out-of-state corporations qualified to do business within the state, and names registered or reserved by other corporations.
If the name you have selected is available, you can use it when you file your certificate of incorporation. A charter will not be issued until the state determines that the name is available, the certificate has been executed, and there has been no violation of state law.




Develop Your Companys Logo

After you have decided on your company name and established its ownership through registration with the county and/or your state, the next step is to design your logo - the graphic image that you will use identify your business and distinguish it from the competition.

Your logo should be chosen before your business is launched on the market. It will become increasingly important as your business matures. The right logo will help promote your business in the market and will aid in attracting potential customers. Two examples of logos that have become well-known over the years are McDonalds golden arches and Nikes single swoosh.

Your logo should create a long-lasting impression on your customers and evoke feelings of trust and reliability. Just this morning, a plumbing companys van passed me on the freeway. The first thing I noticed was the company logo. It was a graphic of a plumber cheerfully scrambling to fix his customers problem. It wasnt the name that attracted me. It was the logo!

Designing Your Logo

A logo design should be eye catching and simple. The most important logo features are the shape of the design and the balance of the colors used.

Simplicity is the key to an effective logo. It should not have overwhelming colors and details. If you use lettering, it should be in a simple and easy-to-read font type. Remember that your logo should attract and make a positive impact on your customers.

There are several alternative as to who will design your company logo.


	You can hire a graphic designer. If you decide to use a professional to design your logo, it would be a good idea to ask to see samples of other logos developed for previous customers. In the beginning, it will be necessary for you to work together to decide on the components (shape, color, lettering) of the logo. The designer needs to know what your business is all about and what message you wish to convey to your customers. You will most likely be provided with four or five design ideas to choose from. As the design progresses, you will continue to proof changes until the logo has been refined to your satisfaction.

	You may choose to design your own logo. This could work very well, especially if you or one of your friends has artistic talent and a working knowledge of graphics software such as CorelDraw or Adobe Illustrator. This would give you unlimited creative freedom.

	You can opt to use logo design software. The best logo programs have a friendly user interface and will help you to generate logos using predefined designs combined with color and other choices. The disadvantage of using logo software is that your logo may end up being similar to those of other businesses.




Tech Tip

Free Logo Designs

If you are on a really tight budget, free logo designs may be a great option. There are many logo design companies on the internet that offer free logo designs. They are absolutely free of cost and come with no extra hidden charges.

Free logo designs are easy to get, simple designs that can convey your business message in the simplest terms. They come in nearly every color and all that is required is of you is adding your company name. With literally hundreds of logo designs to choose from, getting a free logo design is ideal for those who cannot afford to spend much when starting a business.

Note: Since they are free you can have no modifications made to them aside from adding your company name. Any modifications you wish to make with free logo designs require extra charges.



Design Your Business Cards

Business cards are the one marketing tool used by every business, large or small. They give your business credibility and provide your customers and your associates with a reminder of what your business is about and that you are the person who will be their point of contact.

Your business card will incorporate the name of your company and your logo, utilizing the basic design and colors that you have chosen. In addition, your business cards should have the following information:


	Key information about your products and services

	Your name and position with the company

	Company address

	Telephone number

	Fax number

	Web site address

	Email address



In the beginning, I would suggest that you do not print too many business cards unless you are sure that all of the information will stay the same. If you have a computer, you can buy business card stock from you local office supply store and use your jet ink printer for your first cards. When you are ready for higher quality cards, you can use a printer and make selections regarding paper quality, type of printing, colors, size, etc.

Create Letterhead and Envelopes

The last of the basics needed for initially branding your company is to design and print your letterhead and envelopes. It is important when you communicate by mail for your company to project professionalism. Even the smallest business will be well-served by having simple, well-designed stationary.

This is generally a fairly simple task. It generally utilizes your logo and your company name. In addition, both the letterhead and envelope will have the companys contact information including:


	Company address

	Telephone number

	Fax number

	Web site address

	Email address





[image: image] Note: If your company is a corporation, the letterhead may contain additional information, such as corporate officers, board members, etc. Generally these are in small print on the left side of the letterhead.



As with business cards, I would suggest that you do not print letterhead and envelopes in large quantities unless you are sure that all of the information will stay the same. You can buy good quality paper and business envelopes (in whatever color and texture you choose) from your local office supply store. Lay out your letterhead and envelopes in your word processor or a graphics program. Your jet ink printer will provide for your needs without a heavy front-end investment.

Later on, if you decide that you want higher quality letterhead and envelopes in a larger quantity, you can use a printer. The key is deciding which choice will serve your company better in terms of budget, timing, and quality.

Summary

The purpose of this chapter has been to lead you through some of the key tasks that will begin the branding process for your company - your name, you logo, your business cards, and your letterhead and envelopes.

In the marketing chapter (Chapter 17), you will develop your marketing strategy and see how everything you do in this chapter will contribute to defining and focusing your companys image and successfully selling your products and/or services into the marketplace.




End of sample
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Service Income 22,000

Deposits on Sales or Services 0
Collections on Accounts Receivable 3.000

3. MISCELLANEOUS INCOME
Interest Income
Payments to be Received on Loans

4. SALE OF LONG-TERM ASSETS

5. LIABILITIES
Loan Funds (Banks, Lending Inst., SBA, etc.)

6.EQUITY
Owner Investments (Sole Prop. or Partnership)
Contributed Capital (Corporation)
Sale of Stock (Corporation)
Venture Capital

A. Without product sales = $ 131,000
TOTAL CASH AVAILABLE —

B. With product sales = $ 221,000
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Ace Sporting Goods Balance Sheet

Business Name:  Ace Sporting Goods ‘September 30, 2007
T
ASSETS LIABILITIES
Current Assets Current Liabities
comn s__ oz | sccumspaye s__2m
PetyCasn STt | NotesPuae s o
Accounis Recevatio s 5400 | merstpaaie stz
nvertory s Tos00
ShortTem vesiments s 0 | Toses Pyt
Prepad Expenses s toer Foders ncome Tox s__sa0
Set-Empioment Tox -
LongTerm Investments s o St ncome Tex —
Sols ToxAccun -
Fixed Assets Provery Tax s o
Land aegatcon) s_ 185000
Payrot oot s__amo
Busdngs s_ 1000
1.con 171600
2 Less Ace. Dege. LongTerm Liabikies
Notes Pyl s_1smm0
Improvements 1 0 I
1.con
2. Less Acc. Depr. TOTAL LIABILITIES $_ 215,290
Eqprent s__sm0
1.con 7200 NET WORTH (EQUITY)
2lesace Do 140
Propristorship s
Funae s__210 «
1.con 2150 Partnership
2 Less Ace. Dege o o S, 0% €ty s
aryBike, 0% Ecuty s
Autosences s__teax «
1.con 19700 Corporation
2 tessacc Do 376 Contel tock s
Supls Pagin s
Retanes Eamings s
Other Assets
' s
2 s TOTAL NET WORTH
Assets - Liabilfies = Net Worth
an
TOTAL ASSETS s, Liabllities + Equity = Total Assets
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Ace Sporting Goods Iravel Record

TRIPTO: __ Dallas, Texas
Dated From: _7-11-07 To: _ 71607

No. Days Spent on Business :__6

MEALS AUTOMOBILE
Dhoeniy, AZ__| Mobil Gas alao 21]oo]
Dhoenity AZ__| Greentree I 1250
Chiols, M| Tgon 23{30]
Las Cruces, M| Holiday I Z7m) i
Las Cruces, NM.| Eoon 50
Tafi, TC Moli's Cofe 1d2s]
Dallas TC ol 1 275 sdo)
Dullas, | Fapo Center sloo]
Dallas, X | Slarvey's Tatery 21j0
Dallas, T Soliday I 2450) siloo
Dallas, TC Holiday I 0] o
Dallas, X | Tapo Conter 14[00] 9
Dallas, DC___| Holiday Inn
Pokie, TX. Texaco
Tofie, TC Denny's
Cliols, NM___| Foliday I
Chols, M| Floliday Inn. 7
Flugsafh, 2| Texaco
TOTALS —>

Attach all receipts for Meals, Hotel, Fares, Auto, Entertainment, etc. Details of your expenses can be noted on the receipts.
File your travel record and your receipts in the same envelope. Label the envelope as 10 trip made. File all travel records
togeiher. When expenses are allocated, be sure not to double expense anything. (Ex: Gas cannot be used if you elect to use

Tt ak the g

foir dachativis one-cir ncrias
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Ace Sporting Goods
Fixed Assets Log

COMPANY NAME: Ace Sporting Goods

DATE % USED METHOD || DEPRECIATION

OF PREVIOUSLY
IN SERVICE BUSINESS|| PERIOD || pEPRECIATION ||~ ALLOWED

AsseT RECOVERY
PURCHASED | W/ EAED S

2001 Dodge Van_|| 1032 || 18700 X 2008 D8 /12106

1BV Computer V1505 || 6450 . 200% DB

Ricoh Copter 1272905 || 3000 S0 SIEDE

Climbing Simutator || /17706 || 4,500] 150% 45

2007 Dodge Van &05/06_|| 28000 5y 200% DB

Tennis Protrivg s15/07_|| 1,500] 2 200% DB

NOTE: See IRS Publication

34, Tux Guide for Small Business, for more detailed information on depreciation. Also
Publ

tions 534. 544, and 551.
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Ace Sporting Goods
Accounts Payable

Account Record

CREDITOR:;__ Jofinson Mills

ADDRESS: 7222 Main Street
Tofinson, NV 26401

TEL. NO: _(800) 555-7201 ACCOUNT NO. _2012
mworce || mvoice || mvorce oate (| amount || wvoice
DATE NO. AMOUNT TERMS PAID PAID BALANCE
T I It
z1e07|| 261 oo [[ aeeso ||~ svomo7 || soofoo oo
vigor|| 3% soo|oo || Aeeso || wasror || so0foo ol
wor|| a7 1.200|o0 || NGorzwto || erzaor || 176 |00 oloo

2607 816 2,000

Aswzx10 || ooz || sooloo || 1500]00
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Ace Sporting Goods Inventory Record
Non-ldentifiable Stock

DEPARTMENT/CATEGORY: Ski Hats / Headvear

e e e P
DATE || Stock# Description e T
20505 Knitted Headbands 5,000 2|50 0_|or
325/05 || 19-12 Face Masks 3,000 512 45080 | 1/07 |
/1405 || 19-10 Hat/Mask Combo 1,200 700 3,514.00 | /07
1806 || 19-09 | Hats, Multi-Colored 10,500 4|0 544000 | 1/07
&/31/06 || 1907 | Gortex fuw/bill) 10,000 841 50,460.00 | 1/07 |

BEGIN 2007
20107 || 19-12 | Face Mas 2,500 4,80
22807 || 1909 | Hats, Multi-Colored 10,300 4o

NOTE: 1. This record is used for ins

ntory of like items that are manufactured or

purchased in bulk. It is a good idea to divide your records by department,

category, or by manufacturer.

2. Inventory of these items is done by a physical count or by computer records.
A physical inventory is required at the close of your tax year.

3. Inventory is valued according to rules that apply for FIFQ or LIFO (first
in first out or last in first oui). The selected method must be used consistenly.

In'order to understan
Publication 33¢

xd apply rules for inventory evaluation, refer to IRS
Tux Guide for Small Busin
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Ace Sporting Goods Inventory Record
Identifiable Stock

WHOLESALER:__ Anderson Custorm Designs Page_1

PURCH || INVENTORY PURCHASED || purch. || paTE NAME OF
DATE PRICE || soLD
Stock # | Description (Optienal)

v1eor Golf Design 207 || . Bearce

23/07 || Red S | Tennis T-Shirts
Red M| Baseball T:Shirt
Blue L | Soccer it 20707 Wong

21607 || WL | Goff Tshin Souor e
V16707 || WM [Soceer Tt

VIGHO? ||Gr. 2| Tennis TSfiirt
Gr M| Basketball Tt

1. Use this record for keeping track of identifiable goods puschased for
resale. If your inventory is very large, it may be necessary to use some
sort of Paint-of-Sale inventory system.

Each page should deal with either: (1) purchases in one category, or
(2) goods purchased from one wholesaler

NOT

3. Use the name of the wholesaler or the category of the purchase as

o s,
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Ace Sporting Goods
Entertainment Expense Record

NAME: Johin Kelley

DATED: From -01-0;

PLace o susiness nawe oF || aount

ENTERTAINMENT PURPOSE ENTERTANED SPENT

The 410 Club SellUniform Line || William Long

Seafood Chef Consult wiattorney || Thomas Moore

The Cannon Clb || Staff Dinner Conpany Tuplogees

NO'

For more information on Meals and Entertainment, ple:
to IRS Publication 463, Travel, Entertainment and Gi
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Ace Sporting Goods
Accounts Receivable
Account Record

CUSTOMER: __ M

ADDRESS: ___222Stevens Road
Winnermucea, N 89502
TEL. NO:_(702) 555-2222 ACCOUNT NO._1024

INvOICE || INVOICE AMOUNT || INVOICE
NO. AMOUNT PAID BALANCE

3116007 || 36: et 30 41207
/19007 Net 30 V3007
5720007 2 Nowz10|[ 526007
w1607 ¢ 714007

71207






OEBPS/images/viii.jpg
from Linda Pinson
Author of the SBA Publication, “How to Write a Business Plan”

WRITE YOUR BUSINESS PLAN WITH AN EXPERT AT YOUR SIDE

Ourstep by:step planning pocess wilrabe you o arganize your
B S sy st B oo e
Copial and ensure success

omplete instructons guide you theough each part ofyour pan.
Spocil Wob page ™ot inksyou o marketing & feancal rescarch sios
' Thvoo completereal o business plans (product, service and a
dotcom) servo 2 exampios 1 holp you avercome wriors bock
8 Automate Your Business Plan s 3 stancfone software program
ot a st of templtes depending on somone efse's Sofware for
ek, Compatbiy and suppert I you have questions call s

ATTRACT LENDERS & INVESTORS WITH A CUSTOMIZED BUSINESS PLAN

G Yourplan wil be tailored to your specific industry and o your situation.
o holp you research and wrke a winring marketing plan.
' We halp you develop a vald so o financil projoctons

me of the great features you will like about ou software
sinucions, oxamples and pro-formarted s fo il pars ofyour plan
I s pro-set wih headers.fonts, margins. and print commands.
e plns Impertrpr o profects een computs, Wors Exca"compabl

SAVE 100+ HOURS WITH OUR INTEGRATED (LINKED) FINANCIAL SPREADSHEETS

[ You will move with ease through your entire finarcial plan.
" W sot up nd frmat all o yout nancal preadshots
1= Our Chart o Acounts Wizard qonratescustonized spreadsheets
= Kumbors flow o ai rlted formulated snd formatod spreadshocts.
I Amortizing Sofoware cauatesfoa principa & nerest payments.

I Your lender will be happy to see the following financial information:
Soutces & Uses of Funds

T ———y —
iy
s Sy St Dt D

208 OUT OF YOURMIND

INTO THE MARKETPLAC
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Ace Sporting Goods
Mileage Log

NAME: __Ace Sporting Goods (Jofin Kelley)
DATED: From, Jlt[y 1 To__July 31, 2007
Y oF NAME OR
OTHER BUSINESS PURPOSE
DESTINATION || o OTHER
701 ||sn Diggo, || Convention center || Calfornia sports Expo 157,
ro |loprssca The Prin Co. P/ brochures L5

701__ || £ong each, C || 99 Long 3tigh || Defiver tniforms G

707 || Fullerton, CA_ || Barkof Anerica || Lown Mecting 17mi.
717 || os Angetes, 2 || oo orp. Nigotiate incencory purchase || 5 mi.
725 || cosngeles, ca || 17 Consuliation 1L3mi

TOTAL MILES THIS SHEET 479

NOTE: 1. Amileage record is required by the IRS to claim a mileage deduction
Ttis also used to determine the percentage of business use of a car

2. Keep your mileage log in your vehicle and record your mileage as it
Ocows. Itis very diffacolt to recall after the fact
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Ace Sporting Goods

Revenue & Expense Journal

July 2007, page 2

Balance forward—]

29500

24500

15000

1. 1. Advertising

45000

T & E Products

38000

Regal Stationers

Deposit

1. Sales (taxable)

2. Sales (out of state)

. Sales (resale)

Services

bank chg).

‘Bank charges

2340

oy

7119 | Petty Cash deposit

TOTALS
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Ace Sporting Goods
Petty Cash Record

PETTY CASH - 2007

oate || PamTowHoM | ASGoUNT || pEpOSIT || AOUNT
iCsou oF EXPENSE]

BALANCE|FORWARD

% % Deposit (CK. 237)

ACE Hardware Maintenance

Regal Stationers | Office Supplies

US. Tostmaster | Tostage

The Steak Jlouse | Meals

3¢ % Deposic (CF. 267)

Toward the end of the year, you can let the Petty
Cash account run a minus balance. On December
31st, a check is written for the balance and the
account is zeroed out.

The amount of cash spent during the year will be
exactly equal to the amount deposited into the Petty
Cash Account from your checking account,

NOTE: 1. Save all receipts for cash purchases.
2. Exchange receipt for cash from petty cash drawer.
3. Use receipts 10 record expenses on petty cash form.
4. File receipis. You may need them for verification,
5. Do s o reaed petiy cash dosowts
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OUT OF YOUR MIND

AND INTO THE MARKETPLACE™

7531 Wit Sand Drive, Tusi, CA G780 714544 0248 FAX. T14-T30-1411

Small Busiess Books
Business Plan Softare

TOMATE YOUR BUSINESS PLAN

Companion Software to
Anatomy of a Business Plan

Version 2008 for Windows®

"We require considerabl nformation to comple loanpackages. Anatomy
of 2 Business Pl and Automate Your Business Plan re both ssets to any
startup or existing small business. Your financial software program, with its
hands-on approach and step-by.siep process,lays the groundvork tht s
Seaiatery forspaltunmaases) Paula RW. Riley, Vice President
COC Sl Busiess Finace Corp

You can easly create and print your customized winning business plan with thisstep-by-tep program.
f your busness You can
dovelop muliple plans concurently.and pars of e plan can o coped ntanl o anohe plan by using our
“ingor Plan” e, An added bonusis ur special eb page ha quides ou Ihrough you esearch and ot
ks you o s of sies whore you can g marketng, demegraphi, and fnancia normation.
We save you 100¢ hours with our Integrated (Linked) Financial Spreadshest Workbook.Fist e help you
undorstand th iancial salements and povide fled-n examples Al spreadsheets are cuslomized fo your
businoss when you use our Chartof Accounis Wazard. Nombers and informabon you nput nono worksheot il
automabcal flow o i eated spreadshoels. Evorying s formlaled and formatied fr cacuaton and paout.

You do ot need any addiional software with Automate Your Business Plan. We use our own sand-alne,ful-
powered word processor and spreadshoed programs Our s e aiso compalile wih Mcroso Word. Word Prict
and Excel. It you have he opon withn o stwaref detot and use your own word processar andiorspread
shestappications. AYBP i aso Mac compatie i you have 2 new Mac o have PC readersoftware (ex Virtal )

The SBA,in Washington D.C., chose Anstomy of 3 Business Plan (ncude s wih e sotware) as
tho basis i Pubbcaton WP 32, How fo Wirte 3 Business Plan. Analomyofa Business Pan (Ben
Franiin Avard winer fo Best Businoss Bookof e Year now i s 22nd yoar an 71 edion. has guided
over 1,000,000 businéss owners hrough the business panving rocess I has been used exensivly by
universies and colegos, SBABIC Certers, S0, and corporatons. s a {avordo nanes troughout
ho U3 and has been ransited iio several foexg angusges ncudng Chines, laian, and Spanish

REQUIREMENTS OHDERBEANK

Please send me. NAVE.

Version 2008 for Windows® %m;mﬁzamﬁ‘:-”"“ COMPANY_

e e L
Sofware 8 Tet Phg. @595 ;‘:’?SWE—
A S
e Pesesary: (G
SN N T g —
hems it e
{oR -
Nhea vy
et | wikmootovets el

238 e S e Tusn CA 2750
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Name of Potential
Financial Institution

A.City Bank B. Home

National Bank

Manager: Manager:
J.Smith L. Jones
Personnel: great

Tellrs: fiendly

1. Have you aready established a
Working relationship with

a. the management?

b the personnel?

2. Whatkind of business bank
accounts are available?

business checking
+CDs, etc.

3. Does this bank offer merchant
credit card services?

o yes

4. Does the bank partcipate in
business loan programs?

real estate only.

5.5 the bank a federal depository bank? | yes

27 years old

6.Is the bank a stable financial institution?

7. How many branches does the bark have?| 103

8.Isthe location of the bark convenient
for your business?

yes

9. What are the bank's hours of operation?
Are they open on Saturday?

93 Mon-Thurs.
96F; 101 Sat

93 Mon-Thurs
96F; 103 Sat

10. Willthe bank place a holding period
‘on your deposits?

3days waived except

For 27 paty
free w/$750 min.

1. What will it cost you to have a
business checking account?

free wiS500 min.

12. What other services does the bank have?
a. elecronic banking?

ano a.yes

b. safe deposit? b.yes (fee) b.yes
. notary public? c.no cyes
d.electronic vansfer? d.yes d.yes

e. other? e ATM . ATM; seminars

nice bank, but
doesn'fll needs

seems 1o be stable.
andfils all needs

13, What s your overal feeling about
the bank?
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'GENERAL RESALE CERTIFICATE BOARD GF EQUALIZATION

California Resale Certificate

| HEREBY GERTIFY:

1,110l val sellers permt number

2.1am 9032000 1 o businsss of salingtho folowing ype oftangbis personal roperty

3. Tris cerficate i for th purchass fom of e tem(s) I rave
istod n paragraph 5 belon. [

4.1 il resel the femis) iste n paragraph 5, wich | am purchasing under tis esale certicate i the form of
tanglle persoral property i the reguier course of my business operatons, and | wil 6o 50 prio 1o makng any
s of the temis) oher than demonstration and csplay whie hoing the fem(s) for sle Inthe rogulr course of
my business. | understand tha | se e Femis) purchased under this crtficate in any manmer other than as
Just Gescribeo, | il owe use tax based on each e purchase prce or a5 ofberwise provided by aw.

5. Descripton of property to be purchased s esale

6.1 nave read and understand the folowing

For Your Information. A person may be quity of 8 misdemeanor under Revene and Taxation Code secton
60545  the purchaser knows a the fime of purchase that he or she wil ot resel he purchased fem pror o any
se (cther than retetion, Gemonsraton, or isplay while hoding i fo resale) and e or she fumishes a resale
certficat to av0 payment o the seller of an amolnt as tax Acctioraly, 2 person mausig a fesae certicate
o personal gain ot to evade the payment of tax s abie, for each putchase, for the tax that would have been
e, plus a penaly of 10 percent ofthe fax or S50, whichever i more

~
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for Starting
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18 Steps for Starting Your Business neatly guides new business
owners through everything that needs to be done to get their
companies offthegroundand up and running! "

Start Your Business the Right Way

Starting your own businessis always exciing.but it also means thatyou need o understand and do
all of the things that il fum you greatidea nto a fnctioning company. With ll ofthe things to be
considered (your business name. location. legal structure. business license, seller’s permit,
insurance, web site, finance, marketing. ec.). it is easy to feel s if you are going through a maze.
This step-by-step guide is thorough. clear concise. and easy-fo-follow. Linda Pinson has been
successfully educating entrepreneurs for more than 20 years. With this book. she has once a
provided youwith one of he most dependable and nforniaive sources o the market,

Packed with the most up-to-date information, forms, examples, and worksheets, this book
will guide you patiently through everything you need to start a successful new business.

B Find the rght businessfor you by matching Protec your business with insurance, copyrighs,
our skill snd inerests trademarks and patents

B Decide ifii best 1 buy a busines,sart
spany.buy  rancise, o be
3 social entreprencte
N N e o your legal
structue,and choose a locsion

B Fisdouthowto
aDBA, and get

Look at financi

options for your busi

Setup your bookkeeping and plan your cash flo

arch your target market and plan your

advertising strategy

business lcense, fle

Learn Intenet basis and develop a web site
- for your business

0 qualfy for a b

dbusiness Ml Leamthe basics of business planning

About the Author

ly recognized author, cducator,
consultant, and business expert, specializing in financial
management, She i the authorof nine entrepreneurial books,
many of which have been translated into other languages

including Spanish, Chinese, and talian. Linda is also the
developer and publisher of the popular Automate Your
Business Plan software, companion toher bst scling boo
Anatomy ofa Business Plan, now inits 2t year and used by
overone millon business owers.
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1. Types of Business Insurance

A. Property and Liability . Life and Health
Generai Liability Life Insurance.
Property Damage Liability Disabiliy Insurance
Fire Insurance Employee Benefits
Earthquake / Flood Insurance Group Insurance
Theft Retirement Programs
Fidelity Bonds. Overhead Expense
Surety Bonds
Boiler and Machinery Coverage
Product Liability
Workers' Compensation
Business Interruption Insurance
Vehicle Insurance
Umbrella Insurance

1. Figure Our Your Insurance Priority Shopping List

A Immediate Protection that is: 1. Required.
2. Necessary
3. Desirable.

B. Long-Term Protection that is: 1. Required.
2. Necessary.
3. Desirable.

lil. Key Points

A. Insurance is a major factor to consider in forming a business.

B. First year property and liability premiums will sometimes be higher than
other years due to frequency of misstatement by the insured and high
risk {0 the insurance company.

C. Choosing your insurance agent/broker (consultant and buyer) is one of
the most important decisions you can make.

IV. Five Steps to Prevent Your Business from Failing
Due to an “Insurable” Cause

A. Recognize risks you will be facing.

B. Follow guidelines from covering them economically.
C. Have a plan in mind.

D. Get advice from experts.

E. Insure your business now!
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Skills & Interests Business Matching Worksheet

Skills

(what I am good at)

Interests.

(what 1 ike to do)

Business
Possibilities
(business ideas that match skills & interests)






OEBPS/images/49-2.jpg





OEBPS/images/74.jpg
'APPLICATION FOR CERTIFICATE OF REGISTRATION BOARD OF £
USE TAX ACCOUNT

Uso acttional shests o include information fo mers than two inavidua

- FOR BOARD USE ONLY
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State Board of Equalization

Issues Sellers Permits to

Suppier )

[ I Sells to 1
Deser Supplier ] Retailer Refailer
s.nlx fo ol il Sells to
Retailor I Consumer Use Otlier Then

For Resalo
suis to Sl o
Consumer
Parts Taxablo if
Consumer squaltomore than
10% of total ropaie
bil

Taxos
Rosponsivilty of
ratailer to calect

‘rom consumor
and pay to SBE

@ Colloct and roport
axon ortscqual fo

mora than 10%

All Sellers: report and pay

taxes collected (or due)

T Toxes Taxes
Responsiviy of Responsibiity of Notaxos paid
ety realer (o collect: orcolectod if
(0Poyndreportax || oo consumar shipped by
onpors oowalio 0% || and pay toSBE commen caier

Taxes
Rosponsibity of
retalerto report

purchasss and pay

taxto SBE

to

State Board of Equalization

Note: When a manufacturer sels to an out-of-state retailer who, in tum, selis to a consumer in
that state, the sales tax is collected by the retailer and paid to that state. If mailed direclly (o the
out-of-state consumer (via common carrier), no sales tax is collected or paid on the product.
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‘CALIFORMIA LOGATIONS (List All Locatons - Altach Adatnal Sheos, Neodod)
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