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The American Dream:
|s Entrepreneurship for you?

000000000000 O000000O000O00a0

On the Upside...

It's true, there are a lot
of reasons not to start
your own business.
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But for the right persorr
the advantages

of business ownership
far outweigh the risks.
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There is no way to eliminate all the risks associated with starting a small
business. However, you can improve your chances of success with
good planning and preparation. A good starting place is to evaluate you
strengths and weaknesses as the owner and manager of a small
business. Consider the following:

Are you a seBtarter?
It will be up to yemot someone els¢o develop projects, organize
your time, follow through on details.

How well do you handle different personalities?

Business owners need to develop working relationships with a variety of
people including customers, vendors, staff, bankers and professionals
such as lawyers, accountants or consultants. Can you deal with a
demanding client, an unreliable vendor or cranky staff person in the best
interest of your business?

How good are you at making decisions?
Small business owners are required to make decisions constantly,
quickly, under pressure and independently.

Do you have the physical and emotional stamina to run a business?
Business ownership can be challenging, fun and exciting. However, it's
also a lot of work. Can you face 12 hour work days six or seven days a
week?

P You get to be your own bossHow well do you plan and organize?

o

P Hard work and long hours

P Earning and growth poten

P A new venture is exciting.

P Running a business will
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directly benefit you, rather-
than increasing profits for
someone else.
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are far less limited.
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provide endless variety and

challenge and won't settle intgears. You may have to adjust to a lowe

a dull routine.

o
o
o
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o
o
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Research indicates that many business failures could have been avoide
through better planning. Good organtzdtiorancial information,
inventory, schedules, produetian help avoid many potential pitfalls.

Is your drive strong enough to maintain your motivation?

Running a business can wear you down. Some business owners feel
Iburned out by having to carry all the responsibility on their shoulders.
Strong motivation to make the business succeed will help you survive
slowdowns as well as periods of burnout.

How will the business affect your family?

The first few years of businessiptaan be hard to balance against
the demands of family life. Financial difficulti¢isebimziaess
becomes profitable which coulddashs or

standard of living or put family assets at
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SCORE BUSINESS START-UP
® | CHECKLIST

Counselors to America’s Small Business

1. Research your business idea
- Pick up SCORE and SBDC workshop schedules
- Use online business information resources, your local reference librarian
- Try SBAOs aut amastessmentianlsa simplabte precess tot
determine if you are readyw.sba.gov/contentugestartingassessmeitbol

2. Schedule an appointment for  free business counseling
- Contact SCORE (See page 4)
- Contact SBDC Business Specialist (See page 36)

3. Take entrepreneurial classes
- SCORE workshops in person or online (See page 5)
- SBDGsponsored workshops / Nx Level clgSsspage 36)
- Local college business / entrepreneurial class offerings
- Online training programs for small businessvomwessore.org

4. Get Legal & Accounting Advice and Select Business Structure
- The form of business structure has legal and tax implications (See page 6)
- Go taovww.business.dgov online legal and regulatory information
- Consult an attorney re: business form, leases, and contract law
- Determine recordkeeping requirements and accounting system
| RS publication 583, AStarting a Busi

5. Investigate business insurance needs (See page 14)

6. Determine business license/permit and regulatory requirements
- Idaho state business (See page 17)
- Washington state business (See page 16)
- City/County contacts (See page 15)
- Employee issues (See pagtl 10
- Federal Regulations, including IRS (gHg)e 18

7. Do abusiness plan (See page 8)

8. Learn about business financing options
- Goto a business loan briefing at the Spokane SBA Training Room (pg 22)
- Access SBA loan / venture capital information online
(Go tavww.sba.qgov/finanking
- Review business plan / loan proposal with SCORE or SBDC counselor
- Meet with local lenders

9. Schedule follow -up meeting with business counselor
- Assess readiness to start your business venture with SCORE or SBDC

10. Open for business. Youdre prepared to start!

Business Start-Up Checklist 3
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SCORE.

Counseling in Person or Online!

Counselors to America’s Small Business

Imaginewvhat it would mean to your business, you
family, your success, if you had access to a seas

SCORE counseling days and hours vary
eachlocation. Please call for an appointmg

at
Nt.

business professié@nabur own private caath

help you hash out your ideas and bring those ide
fruition. Now imagine if that service cost your bus
nothing

SCORE is a volunteer management counseling

program sponsored by the SBA, comprised of ac
and retired business executives who volunteer th
time counseling and advising small business owr]
on the many aspects of starting and better mana
their business@de advice provided by these men
and women is priceless, but the services are freg
to you.Remember, whatever path you are followif
building or expanding your small business, there
SCORE counselor who has already traveled the
path. Avoid some of the pitfalls and bumps in thg
by learning from their experience.

Clients may meet with a counselor at a SCORE
counseling center, or
place of business. The counselor chosen to servg
has the experience that most closely parallels yo
needs.

SCORE has flourished i
environment because of its dedication to quality
counseling, les@st workshops and its commitment
helping others succeed. Nationally, SCORE has
12,400/0lunteers in 389 chapters throughout the
country. Thechapters in the Inland NW boast mot
than 90nembers

Colville Tri Count (09584671
(Ferry, Stevens & Pend Oreille counties)
scorenewa@gmail.com or (800) 778318

Col umbia Basin Co(bU9)sgnell

EconomiDevelop. Authoility t t i t €G9 96212444

Ellensbhufjs cor e @pakt ec. c o nl84 ¢

Ephrata Chamber 009054606

Lake Chel an Chamb(&0d9) 6832603

Leavenworth Chamb(g09) 5638807

Moses Lake Chamb e(509)or633833

Omak Chamber of C@EO)&261880

Pasco Col umbi a B a(09hb470C5H

Pul | man, WAéscorepul | ma

Qui ncy Chamber of (500)c&24

Spokane (al/l S p o k(809 8522821
info@scorespokane (@minseling)
scorespokanelib@gmail (coanket research)
scorespokane@gmail.¢eorkshops/questions)

Tri Cities Regi ona(B09)Cds6ald
(Kennewick, Pasco, Richland & West Richland)

Watervill e Chambe(®09o#48387

Wenatchee Valley Chamber of Comm{8§.6622116

Wenat chee Hi spani (609®62416

Yaki ma Chamber of (509 2482004

do Al e n e /info@scbrespoland.os

,,,,,

Coeur

,,,,,,

Busi n a08)2630%4n

SCORE NATIONAL WEB SITE
E-Mail Counselingyww.score.org
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SCORE Spokane #180

Serving NE Washington & N. Idaho

801 W. Riverside Ave. Ste 444, Spoka9@0VA
Phone(509 3532821
scorespokane.ormfo@scorespokane.org
www.facebook.com/#!//SCORESpokane

MidColumbia Chapter #590 -ities
midcolumbiascore.§8§9) 736510

7130 W. Grandridge Blvd Ste C, Kennewick, WA 983B&. 4th, Ellensburg, WA 98926

info@midcolumbiascore.org

Central Washington Chapter #663 Wenatchee
centralwashingtonSCORK%0§) 662116

300 S. Columbia St, 3rd floor, Wenatchee WA 98
info@centralwashingtonSCORE.org

Yakima Valley Chapter #664
yakimavalleyscore.ord509) 242021

Ellensburd Economic Dev. Group of Kittitas

score@paktec.co(B09) 933847

801

For information on other SCORE chapters:
In Western Washington cald§ 5537320and in Southern Idaho c&@0§ 3341696

Call SCORE Toaay!

4 SCORE-Counselors to
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PLAN FOR SUCCESS WITH SMALL SCORE
BUSINESS WORKSHOPS

Counselors to America’s Small Business

IN SPOKANE

HowTo STARTA NEWBUSINESS BUSINES8ARKETING SALES

Start your business with the right legal, tax, insurance drecus on generating revenues. Gain insightg on ho
accounting advicehis course is free for Veterans to identify prospective customersactuthem.
HOWTOWRITEA BUSINES$LAN 5THWEDNESDAY SPECIAMORKSHOP

Understand the stegeded to develop your own plan.  In months where there is a 5th Wednesday, & speci
workshop will be held. Topics include: Protedting

SMALLBUSINES$INANCIAIRECORBEEPING Your Idea, Understanding Cash &hovBocial
Learn abolteeping good recoffds business taxes Media
and use of financial statements.

Workshops haMednesday$tom8:30am 12:30pm Cost$40preregisterefi50 day of class (walk ins)

at801 W. Riverside Avenue, Suite 444, Spokane SAVE $35 only $125 for 4 workshops
For more informatiom&linfo@ ScoreSpokane.org register online agcorespokane.org

IN WENATCHEE

TESTYOURSTARTFUP BUSINESYDEA HNANCINGYOURBUSINESS

Tips to check business idea viability pluspstarl 0 s  a n d.eadh avimablenders look for, how the process wor
and how to overcome common obstacles

BUSINES$LANS WHY, WHAT, ANDHOW

Learn why a plan is important and how to do a plan. SMALLBUSINES8OOKKEEPINEO1

Many businesses fail because they are so busy dpi
25 WYSTO GROWSALES work, they forget to Kk
Cut advertising costs, expand market share, and Dondot | et taxes and po
learn pennyise tips. business.

Workshop schedule varies. Classes above are conducted monthly on a rotating basis at the Wenatchee Vall¢
of Commerce on Wednesday evenings fronr888Pm. Call for schedule. Co§iZsper business.
Toregister, call SCORE at the Wenatchee Valley Chambe21469) 662

Additional information atentralwashingtonscore.org/

by Chan

IN YAKIMA - BUSINESS DEVELOPMENT WORKING LUNCH SERIES

PLANYOURBUSINESS HNANCIN&OURBUSINESS

Are you ready to start a business? Learn about corporhgarn financing options, how to prepare a loar
structure, financing, licensing and getting started. and the truth about grants.
BUSINES$LANBASICS MARKETINYOURBUSINESS

Learn the basic requirements for building a business plRiscover how to identify your target market. Lg
Find out about target markets, projections & cash flowstrategies to increase market share.

Fee: $15includes lunch and matetiatstion: Central WA Business Resource Cénbér9th St., Yakima
Register: Call (509) 5rH40Fax: (509) 578508 orE-mailtammy@ycda.com

packa

arn

Workshops on other topics may be held throughout the year,
and at other locations upon requé&dteck Chapter websites or call the SCORE ch
nearest to you. (see page 4)

LIVE YOUR DREAM7Ai SCORE CAN HELP!

apter

SCORE-Counselors to Ameribcabs
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SELECTING THE RIGHT LEGAL STRUCTURE
FOR YOUR FIRM

by L. Diane Emmons Sole Proprietorship
The sole proprietorship is the simplest form of business.
This is a business owned by one individual. A husband

There are several business entities foranew business d wi fe are considered Aon

owner to select from in determining how to structuhe business cannot be owned by more than one
their business. These include sole proprietorshigserson or married couple. A sole proprietorship is
general partnerships, limited partnerships, corporatioi@mved as an extension of the individual who owns,
and limited liability companies. There are three basianages and is directly liable for the business. This
issues that are helpful to understand in order to makatity requires no legal documentation, however, a sole
the selection. They include control, liability, and taxatoaprietor must comply with general business
issues. The purpose of this article is to explain thesguirements such as business licenses, Department of
concepts and entities briefly. You are encouragedLlabor regulations regarding unemployment and
consult with your team of professional advisors (yaudustrial insurance, and Department of Licensing
accountant, attorney and insurance agent) in makimgulations requiring registration for use of a trade
sure the entity you select maximizes your goals. name that does not include the full legal name of the

owner of the business. A sole proprietor may apply for
A Control The form of business you select determine@n employer 1.D. number.

the degree of control over your business. A _ _ _
corporation with stockholders has a much differentAS @ sole proprietor, all profits will be reflected on

proprietorship. proprietor is responsible for his/her acts and the acts of
empl oyees. The sole propri

business assets are exposed to business risks. If it is a
simple enterprise (no employees) with few liabilities
which may be insured against, this entity may meet
your needs.

A Liability Liability is the degree to which your
personal assets are exposed to business risks. A
business owner can protect his or her personal
assets from the business risks by choosing to

conduct business in a form that limits liability. General Partnership

. L . A partnership is an association of two or more persons
A TaxationA corporation is a sepaeai@ble entity. to pcarry onpas owners a business for profitl.o A

If the corporatu;n mal;_eslaEroflg_th(_ebcorpoLatlon ngeneral partnership is funded by the amount the
e ol e, anc s secom . pih & PATners put n. _Generally, @ parter recenves a
bUSINESS OWNer ean évoi d double taxation [t))y """ percentage interest commensurate with the amount of
choosing to conduct business in a form that avoid capital he or she put in. A partnership may be implied
double taxation S_from the actions of the partners; hovyeve_r, s_uch an

' important fact should not be left to implication but
should be set out in a formal agreement.

A Tax Benefit/BurdefThree key factors determine

the overall tax burden on an entity: A written partnership agreement cannot be
_ overemphasized. It should address issues of
1. The tax brackets of the owners of the entity; management, additional capitalization, allocation of
2.The amount distributed currently rather than  profits and losses, operational guidelines, and dispute

retained by the entity; and _ resolution, alterations and termination procedures.
3. The length of time before the owners dispose of
their interests in the entity. The disadvantage of a partnership is that you are

responsible (liable) for your partner. This fact cannot be
altered even in a partnership agreement, however, the
One of the biggest tax advantages the owners ofagreement may contain provisions for contribution and
regular corporation have is that they may also ledemnification to cushion the blow.
employees of the corporation. Thus, stockholders who
are employed by a regular corporation can qualify Tére partnership will file an informational return; the

taxfavored fringe benefits that are not available tothear t ner 6 s percentage share

unincorporated business owners. income to the partner.

6 Business Tips: Selecting the Right Legal Structure for Your Business
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Limited Partnership

Limited partnerships ar ¥ellC iafureeddydtioe amoant thenneemisets coptsbute

one or more general partners and one or more liitedembership interest. The LLC may raise additional

partners. The general partners run the business; the diapitadl through its existing members and, subject to the

partners are passive investors and are prohibitedagr@@ment, by admitting new members.

taking part in management. The liability of limited partners

is limited to the amount of their contribution toAntheLC may be expensive to form depending on the

partnership. complexity of the agreement. If the business will be
managed and the profits divided in a simple standard

The name of t he entity formatsand the sharéhalders quality,ean Sxcorpochtion niiay

partnershipodo or AL. P. , Obethemtbre practicd enttye r egi st er ed v

Secretary of State. An L.P. must file a Master Business

License and obtain a federal I.D. number. Limited Liability Partnership
General partnerships and limited partnerships can apply to
Corporation be a limited liability partnership by filing a certificate with

A corporation is a taxable entity considered by law tdheeSecretary of State.

artificial person possessing the same rights and

responsibilities as an individual. A corporation is forrAe@dyner in an LLP is liable to the same extent as a

filing with the Secretary of State articles of incorporgpiarnnér in a general partnership, except aipartter

corporation is also required to have bylaws, which digbtador the negligence or malpractice of another partner.

rules and guidelines for how the corporation will be run.

The corporation will also be required to file a mbstee LLP provides professional services, the LLP is

business application with the state and an applicati@gdoed to carry a specified amount of malpractice

an employer |.D. number with the IRS. The corporatiosundlhce.

receive an annual report form from the Secretary of State,

which must be filled out and returned to the Secretdoy afhould consider reviewing your decision regarding

State to avoid dissolution. your choice of entity with professional advisors. The
decisions are not irrevocable and they may be staged to

A corporation is liable for its own debts. Its sharehotdersat different levels of growth. However, to maximize

have limited liability only up to the amount of yikir goals, consultation prior to making your decision

investment, so long as the corporation is adeqsammiyd be the most effective way to do business.

capitalized and the corporation formalities are observed.

Corporations are subject to double taxadtgathe

cor por at SulsSaeledtionlwighsthe dRSIWAS L. Diane Emmons is a business and real estate lawyer
corporation is not subject to double takmiiocome is in Spokane, Washington

passed through its shareholders. The election was created

for the benefit of small business endeavors. It can,

therefore, have no more than 75 shareholders who must

be individuals (not other corporations) who are U.S,
residents. / ) i x
For more information on busines

This entity is a hybrid. It offers the limited liability off responsibilities with respect to both
corporatioris_not _double taxemhd is governed by a |ega| and accounting issues, contact

n

formal written agreement. It is formed by filing a certifig i i
with the Secretary of State. The name of the compg your legal and EIGEELIILE advisor

must contain the words fl ) ) ) ) Jpany
liability co.,d ALLC,Od o More information is available onlige af; (
whether it will be managed by the members or by| www.business.gov/regisdefor

manager (who may also be a member). government definitions and advice.

Like a corporation, the limited liability company is liable

its own debts; members and managers are not liable f

the debts of the company and are not liable to each other
except for gross negligence, intentional misconduct, or a
knowing violation of the law.

Selecting the Right Legal Structure for Your Business 7
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THE BUSINESS PLAN

A good business plan is one of the best things you canX®Pi8opucTs AND SERVICES

ensure success. By itself, your business plan will notypgd€are your products (or services
your products better, your customers more enthused, 9tge and quality levels? =

sales greater, or your bank account fatter. Distribution channels (i.e., how are

What your plan will do is to makeHbithrough your products moved to the customers)?
your P gny gr competitors?

ideas. You will make fewer errors if your actions are b ¢ mak duct tcularly attractive?
upon research and analysis. at makes your products particularly attractive®

X MARKETING
Your business plan (NOTE: In this section, be as specific as possible. Use
...gives you a path to follow. It can help make the futurstatisticsand numbers, and note your sources. Too many
what you want it to be, with goals and action steps to goideketing plans are just enthusiastic fluff).
your business through turbulent economic cycles.

. . . Product
..lets your banker in on the action. By reading the det@!%é%?cribe theroduct or service fromgours t o me r 8 s
your business plan, your lender gains insight into your point of view.

situation that will help determine whether or not to lenddf@hat do customers like and dislike about your products
money. services, and company?

...provides a way to communicate your operations, goafs/Vhy do they patronize you?

and business philosophy to personnel, suppliers and yéi¥hat services are offered as part of the product (delivery,
other business contacts. service, warranty, support, refund offers)?

...develops you as a manager by ma[<ing you constructezonomics.
clear fAblueprinto of youRwHathR thd ch&ateristiesiof ydur ifdustry. Gréwing, €
making. declining, changing?

Whilehere is no single best forniat a business plan, ~AWhat is the size of your market? ol N
this one has been used successfully by thousands of sﬁwnat is your share of the market: IS,)'t growing-
business ownenglodify the following format to suit at is the demand for your product~

—

AAre more firms entering?

our needs. .
y AWhat are the barriers to entry?
Als it becoming more competitive; are profits being
GUIDE TO WRITING A BUSINESS PLAN: squeezed?
BEGIN WITH THE BASICS Customers
X EXECUTIVE SUMMARY Aldentify your customers, their characteristics, their
Summarize your plan in two pages or less. Make it location.

enthusiastic, professional, complete and concise. Incluf@/hy will they patronize you? .
the goals and objectives of the business. If applying for@hat do they like about your company~

loan, state the amount desired. "
Competition

If you had five minutes to explain the basics of your  AList your major competitors.
business to an investor, what would you say? That is whiaescribe their size, location, reputations.

goes in the summaWrite this section last. ACompare your goods and services with theirs.
AWhat are their major advantages?

X COMPANY DESCRIPTION AWnhat are yours?

Give a brief company history.

What does your company do? Strategy

What are your products? AWhat is your pricing policy? Why?

Who are your customers? AHow do you promote, advertise, and sell?

Where are you located? AHow do you distribute or deliver your products/services?

What are your key strengths? AWhat customer services will you offer?

Is your industry or market growing? ARelate your strategy to prior discussions of Product.

Who are the owners? Economics, Customers, and Competition.

Is the firm a proprietorship, partnership, or corporation?

X Sales Forecast

Now that you have written a description of your market,
you need to do a detailed forecast of sales, by
department, month by month, for the coming year.

8 Business Tips: Guide to Writing A Business Plan



X OPERATIONS PLAN The contingency category is a way of allowing for costs

q Production which cannot be foreseen no matter how thorough your
Methods of production, product development, qualitp/anning. Experienced entrepreneurs suggest you add
control, inventory control. 15%to 20% to your estimated expenses to allow for them.

q Location Working capital is money needed to operate and pay bills
Describe the physical location and explain why it is While the business gets going. A carefully wrought cash
appropriate. Is it leased or owned? flow projection is the only good way to estimate working

capital needs. Starting without adequate working capital

q Credit Policies will ensure early failure of the business.

Do you sell on credit? What terms? How do you check
credit? Collection policies? If this is a startup, you must also show the sources of
capital. Sources could include you, your partners or

1 Personnel investors, private lenders, your bank, and perhaps
Number and type of employees. equipment leases.

Pay and personnel policies.
Do you have position descriptions and training progtXrfNANCIAL HISTORY

If yours is an established firm, include financial statements

1 Inventory for at least the past three years as an appendix to the plan.
How much? What is its value?
List major suppliers. Our computer template includes a spreadsheet on which
Do they extend credit? these historical statements can be condensed and laid out
Who pays freight? side by side for comparison. It is a good idea to include
Do they give discounts? some key ratios in addition to the raw numbers. Current
_ Ratio, Debt to Net Worth. Return on Equity, and Inventory
TLegal Environment Turnover are a few useful basic ratios.
Licensing, bonding, permits, insurance, zoning,
government regulations, patents, trademarks, Include an aging of accounts receivable, showing the total
copyrights. amount owing you from customers, and how much is
current, 30 days past due, 60 days, 90 days, and over 90
X MANAGEMENT AND ORGANIZATION days past due.
Who has management responsibilities?
Resumes of all key managers. Do the same for accounts payable.

Position descriptions for key employees.
List important advisors, such as attorney, accountant,

banker, insurance agent, and advisory board or boar PROJECTED _BALANCE S_HEET _
directors. Your plan should include a projected balance sheet showing

assets (things owned), i abi

X PERSONAL FINANCIAL STATEMENTS
Include personal financial statements of all owners aH
major stockholders. y

ayours is a startup business, the balance sheet should show
our financial position on opening day.

Existing firms should do a projecteshgdaalance sheet.
X STARTUP EXPENSES AND CAPITAL 9 pro)

Carefully research your startup expenses. Keep |f you are using the business plan to apply for a loan, prepare
notes to document your numkeg@anize your  pro forma balance sheet projecting your financial position as o
figures by dividing startup expenses into major the day after the loan.

categories. We suggest:

1 Buildings/Real Estate X 12 MONTH PROFIT PROJECTION

1 Leasehold Improvements In many ways, this is the capstone of your whole business

1 Capital Equipment plan. This is where it all comes together, where you show in
1 Location & Admin. Expenses detail how your company will make a profit.

1 Advertising & Promotion

1 Opening Inventory Start by projecting sales month by month for the coming year.
1 Other Expenses Break monthly sales into categories or departments; for

1 Contingencies example: by product type, customer group, geographic

1 Working Capital territory, or different contracts or projects.
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A projection built up in this fashion will be more By forecasting the status of your bank account, the Cash Flow
accurate than just guessing total sales for the mor tells you whether your working capital reserves are adequate.
Your Marketing Plan should be the basis for these Budgeting does not create sales or put money in the bank, but it
projections. can help put you in control. When you know how much the off

_ season will draw down your account, when you know how much
Now estimate the Cost of Goods Sold (COGS) for it will take to get started on that new contract, when you begin
category of sales for each month. COGS are thos negotiating that new bank loan months in advance because you

expenses directly related to producing or purchasit canforese¢he need, then you have gained a little more control
the product/service you sell. For example: for reta over your own destiny

COGS is the cost of buying merchandise; for

manufacturers and construction, it is direct product All your projections should be based on careful research, not

labor and materials; for service businesses, it is

casual guesswork. Keep notes detailing your major

production, labor and materials. Breaking COGS (assumptions, and attach the notes to your projections.

into departments will help you see which parts of tl
business deliver the most profit per sales dollar.

Now estimate operating expenses month by montt
the year. These are necessary expenses which a
not directly related to buying or making your produ
service. They are also known as overhead items.
Examples are: telephone, rent, insurance, taxes, a
the salaries of office, sales, and management
personnel. Use the same categories of expense y
use (or plan to use) in the regular Income Stateme
you get from your accountant. This makes it easie
draw on history in making projections, and it make:
easier to compare your actual statements to your
as time goes by.

X Cash Flow Projection

Your profit projection will show how you intend to
prosper by having revenues exceed expenses. Nc
you must show that you can pay your bills while
prospering. Bills are paid with cash, not with profit

A cash flow projection is basically nothing more th:
forward look at your checking account. It is derive:
from the profit projection, but looks at the financial
in slightly different ways. The fundamental differer
are:

T On the income side, a cash flow asks not when ¢
sale is made, but rather when cash is actually
collected from the customer.

1 On the outgo side, the question is not when an
expense is incurred, but rather when the check v
have to be written to pay the bill.

1 Some items show only on one of the two stateme
but not on the other. Depreciation, for example i
real business expense, but not an item of cash fl
(you never write a check for depreciation). On tF
other hand, the principle part of a loan repaymen
not an expense (only the interest portion is), but
definitely takes cash out of the business, and
therefore needs to be shown on the cash flow
projection.

**The preceding was prepared by SCORE/Seattle.

Business Plan Workshopee offered by SCORE at
nominal cost. Class materials include a business
guide. (See page 5.)

SCORE has excellent business plan templates and

financial statement spreadsheets online at:

www.score.org/template gallery.html

The templates will save you time and help you to
a professionilaloking business plan

3\
plan

produce

Small Business Development Centers in Washindton anc

Idaho, and the Spokane Valley Chambéxlosfes|
Business Planning Coursd#rice for the-18@ wk

evening courses include manual and workbook. NxLevel
courses are held on a recurrent schedule with varjous

community sponsors. (See page 36)

Looking for a free business plan example for a co

like yours? Check outtb@ sample business plans

on the BusinessPlanPro Software site at:
www.bplans.com

Business.gov and SBA.gov provide even help, frdgm

Inpany

online workshops to business plan hints, templatgf, links

to sample business plans. Go to:

www.business.gov/staoy
www.sba.gov
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FRANCHISING

Hard work, dedication, and sacrifice are essential to the success of any business venture. But to
risks associated with starting a new, independent business from scratch, some entrepreneurs ch
a viable alternative. The franchisor provides established business expertise. The franchisee bring l(m
entrepreneurial spirit and drive necessary to make the franchise a success

What Is Franchising? fiOne out of every three |dol
A franchise is a legal and commercial relationship bet and services is spent|in
owner e trademark, service mark, trade name, or adve International Franchising Associatienftanchise.ojg

symbol and an individual or group wishing to use that
identification in a business. The franchise governs the method of conducting business between the two parties. Gene
franchisee conforms to the franchisor's business concept and sells goods or services supplied by the ftaechisor or the
franchisor's quality standards.

SBA Guidance for Franchisees

Consumer Guide to Buying a Franchise
http://business.gov/expand/franchises/

Before selecting a franchise, consider the following:

Your Investment
ADo you have savings or additional income to live on while staf

franchise? _ : Franchise Registry
Awill you purchase the franchise by yourself or with partners? www.franchiseredistry.caoffers a listing of

AWill you need financing and know where can you obtain it? franchise companies whose franchisees
Your Abilities benefit from a streamlined review process for

ADoes the franchise require specialized knowledge or a teséinig SBA Loan applications. Participation is

such as auto repair, home and office decorating, or tax prepa voluntary.
experience? Note: listing on the registry means that the
AHow much training does the franchisor provide? franchise agreement does not impose
AHave you ever owned or managed a business? unacceptable control provisions on a
franchisee. It is not an endorsement by SBA
Your Goals nor an indication |[of

Awill franchise ownership be your primary source of income or| quality or profitability.
supplement your current income?

AAre you interested in retail sales or performing a service in a particular industry?

ADo you want to operate the business yourself or hire a manager?

Awould you be happy operating the business for many years?

Franchising StrategyWhen evaluating a franchise, closely evaluate the strength of the franchiser; thetianchiser's lonc
goal; the unigueness of its product or service; the type of consumer response the product or service istathieving; the
fees it charges; the type of support it provides: 1) startup 2) operations 3) marketing; and the lengthioi¢he contract \
signing.

PrePurchase Detective WeiRoutine investigation should be conducted prior to any business purchase. Contact other
franchisees before deciding to invest. Obt alegal, a uni
financial, and personnel history before signing a contract.

Reasonable ExpectatiorBefore signing, make sure that you will have the right to use the franchise name and tradema
receive training and management assistance from the franchisor, use the franchisor's expertise in maykeng, adverti
displays, and fixtures, and do business in an area protected from other competing franchisees.

Some franchisees negotiate to have the franchisor help obtain building permits; purchase or lease equipesent, signs ¢
and construct or remodel the business premises.

Possible PitfallsThe contract usually benefits the franchisor more than the franchisee. The franchisee is generally sub
sales quotas and often is required to purchase equipment, supplies, and inventory exclusively from theif@anchisor. Th
often has the right to terminate the franchise if it fails to operate the business according to the agreeomiecomes d
royalties, or violates other contract specifications.

Get Professional Helffhe tax rules surrounding franchises are often complex. Consult an attorney, preferably a specie
franchise law, for assistance in evaluating the franchise package and tax considerations. An accountantttan help to d
full costs of purchasing and operating the business as well as assess the potential profit to the franchizeiSdere are «
consultants who can help you find the right franchise. FranNet offers a free book on franchising availablethiteugh SCi
websitewww.frannet.confFranChoice also offers a franchise buyngwwigdranchoice.conBoth firms offer free

consulting on franchise issues.
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c,d TYPES OF INSURANCE TO CONSIDER
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*?.f:‘-’i"-f___'."f | General Liabilitycovers legal hassles due to negligence. Every service
* rendered may be capable of personal injury or property damage. Helps
j protect against payments resulting from bodily injury or property damage,
W medical expenses, the cost of defending lawsuits, and settlement bonds or
judgments required during an appeal procedure.

.

Product LiabilityEvery product is capable of personal injury or property damage. Companies that
manufacture, wholesale, distribute and/or retail a product may be liable for its safety. Businesses a
considered liable for negligence, breach of an express or implied warranty, defective products, and
defective warnings or instructions.

Liability law is constantly changing. An analysis of your liability insurance needs is vital in determin
an adequate and appropriate level of protection for your business.

Property- There are many different types of property insurance and levels of coverage available. It
important to determine the that property you need to insure for the continuation of your business ar
the level of insurance you need to replace or rebuild. You must understand the terms of the insura
including any limitations or waivers of coverage.

Business InterruptionWhile property insurance may pay enough to replace damaged or destroyed
equipment or buildings, how will you pay costs such as taxes, utilities and other continuation expen
during the period between when the damage occurs and when the property is replaced? Business
i nterruption (or Abusiness incomeo0) insuranc
during a period of time when your business is not operational.

0 Key -Nyou(and/or any other individual) are so critical to the operation of your business that it
cannot continue in the event of your i1l 1l ness
type of insurance is frequently required by banks or government loan programs. It can also be use
provide continuity in operations during a period of ownership transition caused by death or

i ncapacitation of an owner or other fAkeyo en

Automobile It is obvious that a vehicle owned by your business should be insured for both liability
and replacement purposes. What is less obvious is that you may need special insurance (called
Anowned automobile coverageo) if you use you
policy covers the businessdé |iability for an

Officer and Directetnder certain circumstances, officers and directors of a corporation may
become personally liable for their actions on behalf of the company. This type of policy covers this
liability.

Home Officelf you are establishing an office in your home, it is a good idea to contact your
homeownersd insurance company to update your
This coverage is not automatically included
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FIVE TIPS FOR BUYING BUSINESS INSURANCE

1. Assess Your Risks

Insurance companies determine the level of risk they'll accept when issuing policies. This process i
underwriting. The insurance company reviews your application and determines whether it will provi
portion of the coverage being requested. Each underwritten policy carries a premium and a deduct
premium is the price you pay for insurance.

Premiums vary widely among insurance companies, and depend on a number risk factors, includin
business location, building type, local fire protection services, and the amount of insurance you pur
deductible is the amount of money you agree when making a claim. Generally, the higher deductibl
to pay, the lower your premium will be. However, when you agree to take on a high deductible you
on some financial risk. So, it's important to assess your own risks before you go shopping.

The National Federation of Independent Businesses provides infbouaimmnifisurartoehelp you
assess your risks and to make sure you've insured every aspect of your business.

2. Shop Around

The extent and costs of coverage vary by company. Some brokers specialize in insuring specific ty
business, while others can connect you with policies specific to your business activities. For examp
operate a tow truck service, you'll want to find an agent that can help find policies that specifically c
automotive service businesses. Often specialist brokers can get you the best coverage and best ra

3. Consider a Business Owners' Policy

Insurance can be purchased separately or in a package called a business owners' policy (BOP). P
separate policies from different insurers can result in higher total premiums. A BOP combines typic
into a standard package, and offered at a premium that is less than if each type of coverage was pi
separately. Typically, BOPs consist of cover property, general liability, vehicles, business interruptic
types of coverage common to most types of businesses. BOPs simplify the insurance buying proce
save you money. However, make sure you understand the extent of coverage in any BOP you are
Not every type of insurance is included in a BOP. If your business has unique risks, you may requir
coverage.

4. Find a Reputable, Licensed Agent

Commercial insurance brokers can help you find policies that match your business needs. Brokers
commissions from insurance companies when they sell policies, so it's important you find a broker
reputable and is interested in your needs as much as his own. Make sure your broker understands
associated with your business.

Finding a good insurance agent is as important as finding a good lawyer or accountant. You shoulc
for one that has a license. State governments regulate the insurance industry and license insuranc
Many states provide a directory of licensed agents. If you are looking for a new agestatart with yoL
department of insurance

5. Assess Your Insurance Coverage on an Annual Basis

As your business grows, so do your liabilities. You don't want to be caught underinsured should disaster str
have purchased or replaced equipment or expanded operations, you should contact your insurance broker
change in your business and how they affect your coverage.

Seewww.business.gov/imanage/businessirancgor additional information.
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PROTECTING YOUR | X Patents WWW. USPLO. 0oV

INTELLECTUAL A patent is an exclusive property right to an invention and
is issued by the Commissioner of Patents and Trademarks,
PROPERTY U.S. Department of Commerce.
It gives an inventor the right to exclude others from making, using
TRADEMARKS WWW.USPto.qov or selling an invention for a period of 17 years in the United State:
Br a nameo is a synonym fitgterritgriesr aacipesaeasionrs. Besign pateaty fer eraamrnsal
di stingui sh on ewhdeliriverstaton wagonsteYicessake granted for 14 yeais
from anot her 6s. Wi thout t cCo mers cou buy
: .S. Dépat Ero Cbimmerc kS‘/jj) 2‘&13060
they I|ike or avmdemarksimaybee t fy& g Ld B rfo\derhg:k%ﬁim TTY (572729950

words, logos or other symbolShey may even be sounds, th . :
_dimensional symbols (such as tHe wellwn  Msgddem a/Jagiggton, DC 2023Automated line) (800)7869199

arches) or colors. Check your locéibraryfor helpfiiteraturen the patent
processLook foprospective companies in your field of invention

Trademarks are not copyrights or patents. They cannottbeugkdhEhomas Register of Industaystandard guidebook
to prevent one firm from copying the goods or serviceyafable at malityraries.
another, nor from selling its goods or services under &

| on . . . . .
descriptive (or generic) name. ‘:QgBT&mave information on protecting your idea, risk management

and getting R&D Funding.

If a firm has a substantial investment in original researchlBrWashington: gawow.wsbdc.org/riskianagement

development of a new product or service, it should gonsidiefdaho: go vovw.idahosbdc.org/folder.aspx?f=204
patent, copyright or similar protection.

Both th&BDCGandSCORBffer periodic trainings on Protecting

However, astents expire or trade secrets become commorYour Intellectual property. Check websites for current schedules.

knowledge in the industry, other firms will be free to use th
technology and to sell it under the name by which it is kno&@fg
consumers.

ook entitledGe ner al I nformatii®mn Co
free online wtvw.uspto.gov/web/offices/pac/doc/general/

Trademark Notice A number of online tools, including patent searches, are available

Anyone can use the (TM) or (SM) symbol but, technically s@fiing.uspto.gov/patents/index.jsp
not permitted to use the circled R symbol unless the mark[ig. .

.Sirti.org
. Riverpoint Blvd., Spokane, WA 99202 -4800) 358
ssists with development of high growth firms and intellectual
property protection and funding.
Most states have registers covering that state, and federal registers
cover the entire United States and its territories and posseSfiokane Public Library
906W. Main, Spokane, WA 99201 (509)445300

Federal Registration S _ . Patent Depository, extensive business library.
Before one can obtain federal registration, preexisting rights must

be established through use in the marketplace. At least witWashington State University

respect to goods, use means that the mark must appear orfabetgion Assessment Center (509) 338842

and not merely in advertising. 442 Todd Hall PO Box 644750. Pullman, WA U82A580164
www.business.wsu.edu/iac

federally registered as discussed below). The use of one
trademark superscripts indicates that the user regaais a w
other symbol as its trademark.

Federal registration also requires interstate Tihées means
that the goods or services must cross state lines in one or s(re )
bonafide consumer transactions prior to registration. COPYRIGHTS www.copyright.gov

Trademarks: Copyright is a form of protection provided by the laws of the
Obtain procedural guidamckapplication forms for nadiben ~ United States (Title 17, U.S. Code) to the authors of original
registration through the U.S. Patents & Trademarks Office.works of authorships, including literary, dramatic, musical,
artistic, and certain other intellectual works. This protection is

Zﬁfﬁnﬁ T\r/;ae\demark Office W" available to both published and unpublished works and helps
gton, authors, composers, and artiststabhqiei riat i ngo of
For statewide trademark registration in Washington: literary and artistic work.

State of Washingtomww.sos.Wa.qov/corps/Trademarks.asprnformation on copyright procedures is it C

Office of Secretary of State Corporate Divi§60)7250377 Additional info and registration forms may be obtained through
Dolliver Bldg, 801 Capitol Way Bp#@0230Dlympia, WA  Register of Copyrights, Library of Congress, Washington DC
98504234 20559 Phone(202) 703000or (877) 47@778.

For statewide trademark registration in Idaho:

Idaho Secretary of State Trademark Division -1208) 33dww.business.gowrovides legal and regulatory information.
www.s0s.idaho.gov/tmarks/tmindex.htm
PO Box 83720, Boise, ID 83320
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CITY/COUNTY CONTACTS IN WASHINGTON AND IDAHO

Locakity and county licensing requirements vary, Kootenai County, ID www.co.kootenai.id.us
. ._County Recorder (200446
Contact your local City or County government officg = 1 govt . Wwa y Coeur dbAl en
for more information, even if they are not listed here. ’
« : : : . 4 Lewiston, ID (208) 748363
A Check with Planning D&ptoning requirements Building Permits: (20B)F46
A Chechvith Building Depts for bldg construction Community DevelopmeB1,5 D St, Lewiston, ID 83501
permits. Zoning and Land Use: (208846
A Check witjour County Health Dept if your businggiserty Lake, WA  www.Libertyl akeWa.gov/licensing
deals with the sale of food. Business Licenses (50967863 / (509) 76300
Zoning: (600Y 755
Pasco, WA www.pascava.gov
B& O Tax Associate PlanneGity of Pasco (509) 34852

Many Washington State cities have a Business and OcegBa{oBgd Ave., Pasco, 99301
(B&O) tax. Check with yourdityal reasureo determine

requirements. Richland, WA www.ci.richland.wa.us
] ) ] Business Licensing (509) 942390
Business Zoning Information City of Richland, 505 Swift Blvd., 99352

Check with yatity or county zoning officialsgarding _
requirements. In Spokaaetact thBroperty DevelopmentSandpoint, ID

Services in City Hall. City Planning DepSandpoint, ID (208) 263317
Panhandle Health DifRestaurants) (208) 266384

Application for Business Liceris€ity or County Home Health Progrdiday Cares) (208) 263159

Mostcitiesand some counties require a business license or

permits if the business is located in the city or county lirgig@kane, WA (509)%256070

ORdoesbusinesshere, regardless of the physical locatié{ty of Spokane Taxed &ensegB & O, licenses)
of the business or exampl e, if a @'%_'ﬂaﬁstt-riegé)léf‘t’eﬁqg MV. S(P%(C'H‘?E Rals 0l h o me

office is located in Kennewick, but they do construction 4@@th@Dept. 625149www.spokanecity.org/business
cities, they need business licenses from each city. Spokane County, WA (509 4774787
Asotin County, WA (509) 242020 Spokane Co. Dept. of Assessme(fiters. /Real Propdrax)
Building & Planning Dept. 1116W. Broadway Av@9206
PO Box 610, Asotin, WA 9506002 Spokane County Planning Delti26 WBroadway 99201

; ; Homebased business peimiequired in Spokane County)
Bonner County, I@oning questions) (208) 264458 ( P a P
Planning Dep,500 Hwy 2, Ste 200, Sandpoint, ID 83g&#VW.spokanecounty.org (509 4773675
Bonners Ferry, ID (208) 268558 Spokane Regional Health District www.srhd.org
Environmentafor Restauran&)Home Heal{Day Cares) Environmental Health DRm 402, 1101 W. College, 99201
7402 Caribou St., Bonners Ferry, 83805 Contact ANY foods served in bsng509) 324560, Ext. 2
Clarkston. WA (509) 758541 Spokane Valley (City of), WA www.spokanevalley.org
City Hall330 5th Street, Clarkston, WA 99403 Business Registratigi@usiness & Occupatidicahses)

11707 East Sprague Ave Ste. 106, 99209 9211000
Coeur doAl ene, | (208)762229

: ; A S@y@[@ Cougt)g1 WA g .
Clerks Office City of Coeur doA IPIanning’ DeptCourthoEse An'r\l/let>1<,|2é0%.nOaKA‘S\{.,eColvillg, 6\/

Idaho Health District OfficPanhandle Health District ~ (Check on ZonirgHomeBased business)509) 682401

2195 Il ronwood Ct ., Coeurv\;jer@aéﬂeee\wg I D 838114
www.phd1.ldaho.gov (208) 663481 v Hall129 S Chelan Ave, 98801  (509) 668300
East Wenatchee, WA (509) 889515

West Richland, WA (509) 963431
Planning AsstCity of W. Richland,
3801 W. Van Giesen, 99353 www.westrichland.org

City Hall271 9th St NE, E Wenatchee, WA 98802

Ellensburg, WA (509) 962204
Business Licenses, City www.ci.ellensburg.wa.us Yakima, WA www.ci.yakima.wa.us
401 N. Anderson St., Ellensburg 98926 City of Yakima (509) 576000

_ Yakima Co. Public Services (Zoning) (5@2B574
Kennewick, WA _ Yakima Co. Assessor ( Property Tax) (509DB74
Customer Servic@10 W. 6th Ave., Kennewick, WA 99336kima Health District (Food) (509) 578040
www.ci.kennewick.wa.us (509) 588268
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WASHINGTON - STATE REGULATIONS & START-UP REQUIREMENTS

REGISTERING YOUR BUSINESS

Doing Business in WBu i chiépéd/access.wa.gov/busine
You can license your business, register a trade name, and oh
Unified Business Identifier (UBI) online. The UBI number rem
the business as long as the owners and the ownership type a
same. Usetliila st er Business Appl i d

ATrade NamesA trade name is any name used in the course
business that does not include the full legalatidheeafners of
the business. In the case of a limited partnership or a corpo

any name that differarigrespect from the name registered with th

Secretary of State.

The trade name registration provides a record of all owners
business. Registering your trade hame does not protect the
use by others. The right to use a trade name belongs to the
first uses it in connection with their bu$iy@sslo not register t
trade name you are not entitled to maintain a lawsuit on bef
business in any court of this state.

List each name you want to register in the Fees section on
the application. There is a $5 fee for each name you registe

Search the Dept. of Licensing for firm names and trade nan
www.dol.wa.gov/business/checkstatus.Maoté:If the search
result is ANo matches were
that the name is not being used, only that it has not been re

Search the Office of the S
corporation names, trademarks and servicemarks that are
this state. Contact their off{@6a) 728377or http://
www.sos.wa.gov/corpsBearch the Washington Department
Revenue for business recordsvat:dor.wa.goand the

Washington Labor and Industries for Building Contractor nanfe®gieyment Security Tax Office

www.Ini.wa.gov
Search the U.S. Patent & Trademark Qffive @gpto.govor

federally reserved names and marks.

A State Excise Taxe&veryone engaged in any busictgiy
within Washington state MUST file (FormC\@8} state gross
recei pt taxes ( B&s@lesarudmkes.c
(800) 647706Mail completed form®ipt. of RevenuPO Box
47478, Seattle, WA 985078.

A Specialty & Miscellaneous Licens€sntact the Dept. of
Licensing6s Master License
Application framww.dol.wa.gov/business

ACont r act or mRequilRkbgforesconstraction aomtr
cansubmit any bid offer to do any work within Washingt@est S
applications fraheDept.of Labor and IndustriesSubmit
application theseto the Contractor's Registration SeCtiBox
440, Olympia, WA, 988040 Fee plubond and liability
insurance. www.Ini.wa.gov/TradesLicensing/default.asp

Washington State Business Assistance Hot(B@0) 237233
(in Washingtorgr go tcaccess.wa.gov/business/

Washington State Dept. of Revénlaxpayer Services
Phone: 808477706 Web Sitewww.dor.wa.gov

Check Environmental RegulatidPermits for air, water, or was
disposal may be required from the WA Dept. of Ecology
www.ecy.wa.govE. WA: (509) 42826 Ctrl. WA: (509) 2490

Office ofMi nor i t y Bésind¥eHEnerprises (OMWBEP _ _ _ e ,
also register with the state taxing authorities. The Charitable

(360 7539693 Websitewww.omwbe.wa.gov
See page 35 for additional information.

WASHINGTON STATE OFFICE LOCATIONS

5S
taashington Dept. of Licensing, Master License Serv

AiROWBILGX 44810, Olympia, WA 98804

r 3660025799 www.dol.wa.gov/forms/700028.htm
ationo for the fol] oqwing:
Bept. of Labor & Industrieguéstions c4800) 758508

Lowile (800) 509174 / (509) 68417

rddiept afisabor & Industries 298 S Main St, Si

th t
Ker?newick Dept. of Labor & Industries4310 W 24th Ave
Jeqployment Security (800) 549411or(509) 736100

NABGEqMke 3001 W. Broadway
K&€EPL. of Labor & Industi{@80) 572285%r(509) 766900
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IDAHO - STATE REGULATIONS & START-UP REQUIREMENTS

Business Resources for the State of Idaho

Access to business tools, information, licenses and fornfgMPloyer Requirements
www.business.idaho.gov There are several requirements that must be addressed by

businesses which have employees. Specifically, they must
Idaho Dept. of Commerce http://commerce.idaho.gov/ pay employment taxes, acquire worker's compensation

PO Box 83720, Boise, ID 83720 (208) 332470  insurance, and follow labor regulations.

Idaho Commerce provides information on all Idaho Programs

for Business, & publishe&mpoynferTaxesti ng a Business 1in
A business with employees must apply for a Federal (EIN)

> > ) Number, using form4 @vailable from the IRS (see
If & sole proprietorship or general partyensimust recordeeera| Registration). After applying the business will

a "Certificate of Assumed Business Name" with the S fl¢ a Federal Tax Deposit Coupon Book (Form 8109).
of Statelf a corporation, you must file duplicate original§ahse coupons are used when the business makes deposits
the "Articles of Incorporation” with the Secretary of Staig {aducted employee personal income tax payments, joint
receive a "Certificate of Incorporation.” Forms for — ompjovee/employer social security tax, Medicare payments,

partnerships, corporations, and LLCs are available onligg employer payments for Federal Unemployment tax.
For more information contact:

Secretary of State ofi{Bomm. DivBusiness Entities  |daho Employee Income Tax

Registering Your Business

PO Box 83720, Boise ID 88080 Idaho requires that each employer flf@wfor each
www.sos.idaho.gov/corp/corindex.htm (208)3323A  employee and obtain a social security number so that state
Specialty Licenses personal income tax can be deducted from paychecks. To

mplete this process, employees must obtain a "State
thholding Permit" by filing an "Application for Idaho Permit
ised Taxes" (Form TCA) with your local Idaho State Tax
ission.

Idaho does not have a single statewide "business lice
However, there are numerous state and federal agenci
which regulate and license business activities. In com
with regulated business activities and licensing require ,
businesses are encouraged to contact:

Idaho Unemployment Tax

Office of Attorney Generdlusiness Regulation Division |daho businesses with employees are required to pay an
210Statehouse, Boise, ID 83720 (208) 332424  unemployment tax. Employers file with an "Unemployment
State Sales Tax www.tax.idaho.gov Insurance Status Report" (Fétrh)lto secure an
Idaho has @6sales and use tax on tangible personal employer account number an_d tax rate for the payment of
property purchased, rented or consumed within the stat¥1€fRioyment tax througHdwtitDept. of LaborFor
tax also applies to admission, fees for recreation, fabririgﬁb‘?{m ormation contact your local Job Service Office, or
labor, motel or hotel accommodations, and catalog saldd&state Idaho Dept. of Labor office. @06p&2-3570

h : ? € o
Idaho residents. There is also an additional 2% sales WWorker‘s Compensation

hotels, motels, and campgrounds, which is used to prog./ 0Sh,employers operating in Idaho are required to carry

tourism. Businesses selling or consuming tangible perSorgl -, O - .
property, or involved in recreation or entertainment mu %%eéﬁ compensation insurance. A business can insure

|
"Application for Idaho Permit Based Taxes" (Form TCQ_ fgneoogﬁigﬂigﬁggnggvgﬁgalr:r(')?rsmg‘réhiﬁf(s)tr?;%g (;r¥v ith
the Idaho State Tax Commission. This will result in thé$s(Aj : :

of a "Sellers Permit Number" with directions for the Co”ﬁﬁmlndustrial Commission www.iic.idaho.gov

and periodic payment of Idaho Sales and Use Tax. Fop, Clearwater Lane ' m@'%ooo
information on state sales and use taxes contact your | Ide 83720. Boise. ID 83020

Idaho State Tax Commission 2@3JB34660or(800) ' '

9727660. City and CountiRequlations
Coeur d'Alene Area: Businesses are encouraged to investigate regulations,
Idaho State Tax Commission 208) 169500 permits, and licenses required by the cities and counties

1910Northwest Blvd., Suite 100, Coeur d'Alene, ID 838d4here they will locate or operate

Idaho Dept. of Labor http://labor.idaho.gov Ci ty cl erkds office |listings
317 W. Main Street, Boise, ID 83735 (208) 333570 www.idahobizhelp.org/regional/City Clerks.htm

Look no further if you want to search for employees, register a o _

new business, download free labor posters, or access faBHnty website listinggjo to The ID Assoc. of Counties

market information. at:.www.idcounties.org¢g nd cl i ck on ficount
I ~small |l daho Smal | B uaswiww.idahabizhlp.dsimeanlites s B
0 busi nessm the licensing process and helps you find business assistance. Use the small
H OI UT]ONS business wizard to develop a customized checklist of some of the most
Pl A important local, state, and federal regulations affecting your business.
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FEDERAL REGULATIONS GOVERNING YOUR BUSINESS

Your smatiusinessmustcomply with the numerous local,
and federal regulatighsoid the temptation to ignore

regulatory detailDoing so may avert some red tape in
short term, but could be an obstacle as your business

Most businesses in Idaho and Washington obtain one
licenses grermits from local, state and federal agencie
licenses or permits required will be determined by you
of business, its organizational structure, and location

st&teLF EMPLOYMENT T3edfemployment tax (SE Tax) is

Social Security and Medicare tax primarily for individuals who
thavork for themselves. If you haxergatiyment earnings of
gr&4R0 or more, you are liable for pay#mgselyment tax and

must attach a Schedule SE to your Form 1040 tax return. Social
orgfewdty coverage provides retirement benefits, disability benefit:
5 §uivor benefits, and hospital insurance (Medicare) benefits.

[ Y¥#PLOYER TAXESyou have employees, you are required to

U.S. Dept of Labor, Wage and Hour Divisiemvw.dol.gov

withhold income tax, Social Security (FICA), be liable for the
empl oyerbés portion of Soci al
unemployment tax, under certain circumstanpagment of

Regulates working conditions, wages, and payment practicfgieral taxes can result in audits, penalties, difficulties

(866) 482365

Occupational Safety & Health Administrat{QBSHA)
U.S. Dept. of Labowww.osha.gov (800) 326742

obtaining bank financing and business closure.

ESTIMATED TAK:you have earnings frorreaghloyment
and/or other income upon which no withholding has been

OSHAOGs mission is to save Heduct€dSyouneed B Yn&kB dstimatld tax palyrBehts edetyd |
health of America’'s workers. It establishes and enforces prejggttée in order to avoid penalties. For help, consult your
standards, and reaches out to employers and employees tRiiss accountant or local IRS office.
technical assistance and free consultations to businesses that ]
want to establish safety and health programs. INFORMATION RETURNgou pay andependent
contractormore than $600 a year, issue payee statements by
Region X OSHMaining Institute January 31st, and sEodm 1098nd transmittal Form 1096 to
https://osha.washington.edu/ the IRS by February 28tkiou pagmployeavages, Form-W
The only OSHA Training Facility in the Pacific NW. Experieperdst be issued to your employees by January 32, and W
OSHAapproved instructors presetttdate federal and state  must be sent to the IRS accompanied by transmittal llyorm W
safety and health regulations viguatity, standardased February 28th.
training throughout the region, and online! Classes are held-n
Anchorage, Boise, Portland, Seattle and Spokane. TAXPAYER ID/EMPLOYER IDENTIFICATION NUMBER (EIN):
IDAHO You generally use your Social Security number as your taxpayer
. , ID number, also known at your employer identification nymber
OSHA Boise Area Office _(208) 322960 | (E|N)However, you must havElBif you (1) pay wages to
ég?gtyg_r'tgaﬁﬁrgz r?s%alLt(zja't iggltlfrgg}émBOISébg E%gg g | Oneormore persons or (2) are liable fanyilepsion or
Boise SUniv, 1910University Dr, M825, Boise, 83725 ﬁ?(ecésr?ntsa.lx returns, including those for alcohol, tobacco o
www.boisestate.edu/oshcon/
E-mailconsultatig@boisestate.edu To get an EIN, fill out a Form4S8vailable gbur local IRS
office, from the IRS Web sitevatirs.govor by callin@66)

WASHINGTON 8162065If you need apply for youststateUBlandEIN the
Washington operates its own occupational safety and healtRept of Revenue at 4407 N. Division, Suite 300 in Spokane can
program under a plan approved by the U.S. Department pfisaberboth at the same time. You céaxgiso-orm SStto
WA Dept of Labor & Industries, Div. of InBasety & Health| (215) 583990 If you ask for a reply by fax, you can get yqur
P.O. Box 44643, Olympia, Washington 98504 EIN in about five workdays. Requests by mail usuélly take 5
(360) 908800 (B0Q 4BESAFE 800-4237233 weeks.
E-mailworkshopsched@Ini.wa.g@ww.Ini.wa.gov/safety TAX QUESTIONS?
The state has consultants throughout the state to help YaU-cal LCall toll fre@00) 82004Cor general tax information.
U.S. Citizenship and Immigration Services (USCIS) The field assistance phone numbers are asSfodikare
Formerly known as INS WWW.USCIS.goV (509) 358508;Tri-Cities(509) 376705; an®akimg509)
You must fill outlammigration Forrddifor each employee 4545675.
and keep it on fil®rm-B can be downloaded from the . . . .
Website atww.uscis.qovi. (800) 375283  U.S. Social Security Administration
Spokane: (508530585 -Tifies: (509) 37223  (800) 7+2213 WWW.Ssa.gov

) Nearly all employees, employers aamhpkdfed persons are
U.S. Internal Revenue Service (IRS) required to participate in the social security program. Employers
A new business owner must be aware of many Federal Tagre required to withhold a fixed percentage of employee wages,
obligations. The IRS has free publications, representativesid t ch each empl oyeeds contrib

answer tax questions, and tax workshops to acquaint you #glRS. Forms are available from the IRB1pBgied persons

required registrations and tax obligations. The IRS free p
Max Gui de f dRubliGtioa33hd tieURSIED
ROM, fiThe Small Busi ness
aregood placdo startToorder forms and publicatioreall
(800) 828676 or from the Intermetw.irs.gov/businesses
The IRS Web siteas a wealth of information & answers to
frequently asked questions to view or print out.

ubligati@Bo make contributions.
ess o

RS Bepartmest ofJ (anspogagion (USRAYT) i cat i on
(360) 703000 www.dot.gov
Businesses in the trucking industry must contact the USDOT to
obtain their USDOT number and Federal Highway Operating
Authority (ICC) number.

2
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h Séipl X0 S d
%’9_ SELF'EMPLOYMENT TAX Who Must Pay ployment TaxPou must pay SE tax an

=) file Schedule SE (Form 1040) if 7our net earnings from self
) ] ] employment were $400 or more.
© Selfemployment tax (SE Tax) is Social Security
and Medicare tax primarily for individuals wheouerket earnings fromesaffloyment are based on your
_ for themselves. If you havesgfoyment earnings subject to SE tax. Most earnings-gomlegihent
earnings of $400 or more, you are liable for paying self are subject to SE tax. Some earnings from employment (certai
employment tax and must attach a Schedule SE to your éaniings that are not subject to social security and Medicare
1040 tax return. Social Security coverage provides retireax@s) are subject to SE tax.
benefits, disability benefits, survivor benefits, and hospital
insurance (Medicare) benefits. Note: The SE tax rules apply no matter how old you are and e\
if you are already receiving social Security or Medicare.
You figure SE tax yourself using Schedule SE (Form 1040). Social
Security and Medicare taxes of most wage earners are figngetbbySefEmployed?
their employers. Also you can deduct half of your SE taxAn figowiiage sedimployed if any of the following apply to you:
your adjusted gross income. Wage earners cannot dedud{ s§@iglcarry on a trade or business as a sole proprietor or an
security and Medicare taxes. independent contractor.

. , You are a member of a partnership that carries on a trade ¢
Fiscal year fileff you use a tax year other than the calencélr business. P P

year, you must use the tax rate and maximum earnings Ignit P ;
effect at the beginning of your tax year. Even if the tax ragrg ofa’u are otherwise in business for yourself.

maxi?:um earnings "”Jilt. char;]ges dhuring your tax year, cqpgaE&husinesa trade or business is generally an activity
use the same rate and limit throughout your tax year.  carried on for a livelihood or in good faith to make a profit. You

How to Pay Seffmployment TaXo pay SE tax, you must not need to actually make a profit to be in a trade or business «

. . P A s you have a profit matigmake ongoing efforts to
have a social security number (SSN) or an individual t : :
identification number (ITIN). gr the interests of your business.

- : . Parttime businessYou do not have to carry on reguiiandull
A Obtaining a Social Security NumHlgrou never had an siness activities to beesaffloyed. Having a-fiave

. U Tl b
SSN, apply for one using For &Fplication for a Soc lIJ : ; e k -
Security Card. You can get this form at any Social S%?Eﬁglsoymaedrﬂ{tlon to your regular job or business also may b

office or by callif8)0) 772213 Download the forms at

WWw.ssa.gav Sole proprietofYou are a sole proprietor if you own an

A Obtaining an Individual Taxpayer Identification Numb#tncorporated business by yourself, in most cases. However,
The IRS will issue you an ITIN if you are a nonresidey@@re the sole member of a domestic limited liability compan
resident alien and you do not have and are not eligib(elt6-jatou are not a sole proprietor if you elect to treat the LLC
an SSN. To apply for an ITIN , file FarApylication foi@ corporation. For more information on this election and the ta
IRS Individual Taxpayer Identification Number. treatment of a foreign LLC, see Form 8832, Entity Classificatio

Electionwww.irs.gov

Estimated Taxe¥ou must pay the tax as you earn or receive . _ _

income during the year. You generally have to make estinfdtagdiienal information, go to:

payments if you expect to owe tax, including SE tax, of http://www.irs.gov/businesses/small t ak e t he |

$1,000 or more when you file your Ifetatnare a self Business/Setimployed Virtual Small Business Tax Workshop:

employed individual and do not have income tax withheldww.tax.gov/virtualworkshop

you must make estimated tax payments.

ARE YOU RUNNING A BUSINESS OR ENGAGING IN A HOBBY?

Internal Revenue Service guidelines determine whether an activity is a business or a hobby, an actiyity not
for profit. In order to make this determination, taxpayers should consider the following factors:
Does the time and effort put into the activity indicate an intention to make a profit?

Does the taxpayer depend on income from the activity?

I f there are | osses, are they due to cirupumst a
phase of the business?

Has the taxpayer changed methods of operation to improve profitability?
Does the taxpayer or his/her advisors have the knowledge needed to carry on the activity as a syccessf
Has the taxpayer made a profit in similar activities in the past?
Does the activity make a profit in some years?

Can the taxpayer expect to make a profit in the future from the appreciation of assets used in the|activity
If an activity is not for profit, losses from that activity may not be used to offset other income. An astiyity pro
when related expenses exceed income. The lifotmmofiioibsses applies to individuals, partnerships, estates,

trusts, and S corporations. It does not apply to corporations other than S corporations.

ToToToToToo  Too T T

Further information is available in IRS Publication 535, Business/axpdrnsgs\at
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SBA SPOKANE 801 W. Riverside Ave, Suite 444
Spokane WA 99201
BRANCH OFFICE General Info Phone: (206) 553-7310

WWW.SBA.GOV  WWW.SBA.GOV/WA

The SBA Bran@ffice in Spokane, Washington serves the eastenti€)in Washington and the 10 northern
counties of I daho, an area commonly referred to
twomillion, and approximdg§00businesses.

This office assists small business owners and prospective
entrepreneutisrough training, counseling and business
development programs.

SBA conducts fridasiness Loan Briefingd the Spokane
Regional Business Center. Participants learn about different
sources of funding, what lenders look for, and what resources
are available to help prepare their loan apjiieagoal.

inquiries regarding SBA loan programs and business
assistance, are fielded durigokane SBA Business

Loan Briefings (see pg 22)

Washingto

Additionally, the SBA Training Room (same address) in
Spokane hodtee or lowcost workshop$or entrepreneurs

on various topics related to starting, operating and growing
successful businesses.

SBA resource partieBCORE fACounselors to Americads Small B
Centers (SBDCprovide direct technical assistance services. Current and prospective small business owners
contact the SBA or its resource partners directly to take advantage of free and confidential expert business
and/or lowost business management workSipmpsne SCORE offers workshops and counseling at the
Spokane Branch office. To schedule an appointment or register for a workshopvgsdorespokane.org

or call (509) 353821. For more information, Enmaii@scorespokane.org

With over 90 percent of Washington and Idaho businesses being classified as small, the SBA financial and
development services are of vital importance to the region.

Directions:

From 190 or From the South:

Take Lincoln north 5 lights past freeway. Turn right on Riverside,
Federal Post Office is on the northwest corner). Go 1 block. The
SRBC is at the corner of Post and Riverside, on the south (right) s
of the street

From north Monroe: -
Turn left on Riverside, which is 1 block after you cross the Monrog
Street bridge. The SRBC is on the southwest corner of Post and [§
Riverside .

From north Division:
After you cross the Division Street Bridge, follow the curve to the o3

and turn left on Browne. Go 2 blocks south to Riverside, then turn| srsc, 801 w. Riverside Ave., Spokane, WA
The SRBC is on the southwest corner of Post and Riverside 1 block

west of the Bus Plaza.

Easiest and least expensive rolitgke the bus! The SBA and SCORE @dtiated 1 block west of the Bus
Plaza, at the southwest corner of Post and Riverside.

20 Spokane Branch Office Profile
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5. Small Business Administrafion

PROGRAMS & RESOURCES
WWW.SBA.GOV

SBA was created as a federal agency in 1953 to aid, counsel, and protect the interes
business concerns, to preserve free competitive enterprise, and to strengthen the ov
our NationSBA works collaboratively with resource partners to provide information, tools and
assistance to entrepreneurs and small business owners.

SBA helps entrepreneurs access resources to start a business, and helps existing small companies not ot
but also strengthen their footing, and grow in a tough Rlegmugrey major role in economic recovery, the core
mi ssion i s 8BAO0mp I-GapialeGuhseling, and &ontracts

CAPITAL

SBA finance programs play a central role in helping to stimulate the econating ayailabgttggpf capital and
buildinghe confidence of both lenders and bor®B&nstovides guaranteegon and revolving-feredit

loans made by commercial lenders (banks/credit unions), certified development companies, and microloal
Roughly 30 ofSBA loans are made to-gfafirms.

The SBA is a direct lender of disaster |bmmsdowners, renters, and business owners

For info on specific loan progse@fmage6, attend an SBA loan briefing, or detsd¢binzel@sba.gov

COUNSELING
SBA resource partners generously share their expertise as trusted mentors for entrepreneurs and small b
owners. They conductdost workshops and provide free and confidential business guidance (by appointme

SBA resource partners in eastern Washington state and north Idaho include:
SCORE o0Counsel ors to Albvmmtionsara Gomtacs oraphdes 4BndsH.i ne s s
Smal | Busi ness Devel oplLoatons ar@eantactsiorspage 6B DC S s )
Veteran Business Outreach Center (VBOC) Regional resource for veterans. 35

Additional guidance and access to training resources are provided onmevbysiSBéawat
For more info on SBA Spokane Branch counseling and training resoy@es;@paildn@sba.gov

CONTRACTING
Federal goals are that 23% of overall comtragtsr receive products and se¢ovge$o small businesses, with
smaller setside goals for firms owned by women, minorities, veterahsalewiceterans & others.

Procurement Technical Assistance Centers (PTraDsand assist companies seeking government contracts.
PTACs help firms registéheCentral Contractors Registry (C&Rhational database usgdederalontract
managers and prime contractors to find prospective venders/Rewfisicaticsr in CCR is required prior to the
award of a federal contract, order, or purchase agreement.

There is a salértification process for small businesses based on established size standards; for disadvant:
businesses; and for firms owned and actively managed by women, minorities, veterans or persons with di

SBA certifies companies iB(#E)eBusiness Development and HUBZone pradgfamgovernment contracting
program info within the SBA Spokane Brarsdegrag83 or email gharon.pataky@sba.gov

SBA Customer Service: SBA Programs 21
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Business Loan Get Your Business
Briefings Loan Questions

the www.sba.gov/wa  Answered!

o 1st & 3rd Thursdays
Preregistration recommende

801W. Riverside Ave., Suite 444 patricia.jordan@sba.gov Startspromptlyat NOON

Spokane, WA 99201 .
(FI:/Iap to SRBC on p. 46) Briefing lasts about 1 hour.

**Be sure tallow time for parkingnd arrange for parking thamger than one hour
Check in EARLA the SB/ASRBC Suite 444
SBA Loan Brief@ARTS PROMPTatY12:00 p.m.

Attend an SBA Business Loan Briefing to Learn:
What Lenders look for in a credit application;
What resources and financing programs are avadatule;
What to do and where to go next.

\JJ

Depending on the amount of money you need, your personal circumstances, and where you reside, the
are several options for people looking for a small businessTloare are special loan programs for small

businesses in Idaho and Washington. There are also special progesmset fiimdixeidg.
Go to an SBA Loan Briefing to get information needed to pursue funding for your business!

Schedule a folloyy appointmentith a SCORBunseldo review yoloan proposal or business plan

GO VIRTUAL if you cannot attend a loan briefing in person

Use younome or office phonbedarthe presenter
andyourcomputer to view the PowerPoint Presentation.
ReadyTalknables SBA to offer this easy aswbnhoption.

SBA ReadyTalk participation instructions for virtual
attendees on loan briefing days: On the computer:
ALog ontwww.readytalk.cam

On the phone:
ADial tofiree tq866) 740260by noon to join by 310940 the box on the left.
conference call.

Awnhen prompted, enter Participant Login Access
Code 08109402

*Note SBA Loan Briefings held in Seattle on the 2nd & 4th Thursdays each month
can also be accessed by ReadyTalk using the same directions listed above.

AFillin a simple participant registration form to jo
live session and view the PowerPoint Presentat

AType the same Participant Login Access Code of

n the
ion

22 Financing For Your Company: Loan Briefings


mailto:patricia.jordan@sba.gov?subject=Loan%20Briefing
http://www.sba.gov/wa
http://www.readytalk.com

FREQUENTLY ASKED LOAN QUESTIONS

Do you need to be declined by two banks before applying an SBA loan guaranty?
NO!!l' On the contrary,need a bankilling to make the loan. You deal with your bank; they will deal with SBA. If you
approved, the loafuisded by the bank and the $BAranteesa certain percentage based on the loan amount.

Does the SBA provide grants to small businesses th
No. The SBA does not provide grants to start or expand small $Bsigessmsesbusiness loans written by the banks.
The bank loans the money and in turn receives payment from ¢aelonmwier The SBA is a silent partner on the loar
If the borrower defaults, SBA purchases a portion of the loan balance, reducing the risk for the bank. Hodever the
by the business does not change.

Where can | find information on GRANTS?
For information on grants available through a variety of Federal, state and local organizatjicargsggtolrhe WA
State SBDC provitketpful tips about GRAN®S their websiteaww.wsbdc.org/grants

Does my business qualify for SBA assistance?

To be eligible, a business must be small per SBA Size Semgagks.30 )approximately 98% of businesses are small k
size; the business cannot be-profin(except employee stock ownership programs; and it cannot be engaged in spe
lending, investment or rental real estate. Loan funds cannot be used to pay creditors who are inadequately secure
cannot be used If funds are otherwise available (i.e. directly from the lender or from personal assets avithout hards
owners.

What do | need to do to increase my chances of gettlBBA loan?
Research and develop a business plan that includes realistic financial projections and an estimate of antétipated e
planned and organized presentation will be an important factor in the review of your loan request.

How much money do | need to put in the business as equity to qualify for an SBA loan?
For a new business, expect to provide appr@Omoad&yercentf the total required starting capital. For established firr
the ratio of total debt to net worth after the loan is made should be approximately 4:1 or better.

How long will it take to get my loan?
he longest part of the process is getting the documentation together. Once that is done and the lender approves tl
internally, it usually takes SB@&ays to approve a loan.

Where can | get the loan application?
Application forms vary depending on the lender and the type of financing used.. If the lender determinestisat an S
required, they will provide you with the forms.

What is the interest rate on an SBA loan?

You negotiate the interest rate with your |l ender s
discretion.
What iif | dondét have much coll ateral?

When a loan guaranty is approve@xpB&all available company assets to be offered as collateral. If company asse
insufficient to fully secure the loan, liens on personal assets may be required. Often, this means a sevend on the
however, if adequate collateral simply is not available, this fact alone will not cause SBA to decline doantherwise ¢

I f the SBA doesnét guarantee my | oan what other op
I f your | oan application is denied, dono6t g(Chee&k up.

page 2% There are other companies that use different evaluative techniques and loan money at a slightly higher ir
than a traditional bank loan. In addition some states, counties and cities commonly work with local bahks to provi
support to small businesses as part of their economic development programs. Ask your banker to help you explol

Still not sure what is available in your area or where to apply?

Try t he carchenginen®rBusinass Loans, Grants, and Financ
at:http://search.business.gov/startLoans. laiml

www.sba.gov/category/navigatgiructure/loangirants

ng
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BUSINESS LOAN APPLICATION CHECKLIST

SBA is not the only source forlmmsaliess loans. State and local ecalew@icpment

agencies and numerous nonprofit organizapomgde lowmterest loans to small

businesses that may not qualify for traditional commercial loans. But, each loan program |
specific forms you need to fill out.

The good news is that most of these other | ender
a good idea to gather what youol |l need before yc
Here are the typical items required for any small business loan application:

Loan Application FormForms vary by program and lending institution, but they all ask for the same informati
You should be prepared to answer the foll owing ¢
you fill out the application:

Awhy are you applying for this |l oan?

AHow will the | oan proceeds be used?

Awhat assets need to be purchased, and who ar e
AwWhat other business debt do you have, and whoc
AWho are the members of your management team?
APersonal Background

Either as part of the loan application or as a separate document, you will likely need to provide some perso
background information, including previous addresses, names used, criminal record, educational backgroul

Resumes Include evidence of management or business experience, particularly for loans to a new busines

Business Plan All loan programs require a sound business plan to be submitted with the loan application. Ir
a complete set of projected financial statements, including profit and loss, cash flow and balance sheet.
See pages 8 and 36 for more resources on business planning.

Personal Credit ReperlYour lender will obtain your personal credit report as part of the application process.
Prepare by obtaining a credit report from all three major consumer credit rating agencies to discover inaccu
and blemishes that can hurt your chances of getting a loan approved. Try to clear these up before beginnin:
application process. (See page 48 to see how your Credit Score affects your ability to get financing.)

Business Credit Reportf you are already in business, you should be prepared to submit a credit report for y
busi ness. Review your businessd credit report be

Financial StatementsSee list at right for financial statement requirements for new and existing businesses.

Legal DocumentsDepending on a | oands specific requireme
more legal documents. Make sure you have the following items in order, if applicable:

ABusiness licenses and registrations required fc¢
AArticles of I ncorporation

ACopies of contracts you have with any third par
AFranchise agreement s

ACommercial | eases

ASales Agreement (if loan involves purchase of ¢
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