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SCORE is a nonprofit, public service organization dedicated to 
helping entrepreneurs succeed as small business owners.  The 
material in this publication is based on work supported by the 
U.S. Small Business Administration (SBA) under cooperative 
agreement SBAH@-07-S-001. The participation of SCORE, 

SBA, or the sponsors of this publication shall not be considered 
an endorsement of any of the views, opinions, products, or 

services of any cosponsor or other person or entity.  
All SBA programs or cosponsored programs are extended to the 

public on a nondiscriminatory basis.  
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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 your 
strengths and weaknesses as the owner and manager of a small 
business.  Consider the following:  
 
Are you a self-starter? 
It will be up to you -- not someone else -- to 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? 
 

How well do you plan and organize? 
Research indicates that many business failures could have been avoided 
through better planning.  Good organization -- of financial information, 
inventory, schedules, production -- can 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 
burned 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 business start-up can be hard to balance against 
the demands of family life. Financial difficulties before the business 
becomes profitable which could last months or 
years.  You may have to adjust to a lower 
standard of living or put family assets at risk. 

 
On the Upside... 

 

It's true, there are a lot  
of reasons not to start  
your own business.  
  
But for the right person,  
the advantages  
of business ownership  
far outweigh the risks. 

 
 
P You get to be your own boss. 

 
P Hard work and long hours 

directly benefit you, rather 
than increasing profits for 
someone else. 
 

P Earning and growth potential 
are far less limited. 
 

P A new venture is exciting. 
 

P Running a business will 
provide endless variety and 
challenge and won't settle into 
a dull routine. 

Is Entrepreneurship for you? 

The American Dream:  
Is Entrepreneurship for you?  
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 BUSINESS  START-UP  
 CHECKLIST  
 

___ 1.  Research your business idea  
- Pick up SCORE and SBDC workshop schedules 
- Use online business information resources, your local reference librarian  
- Try SBAôs automated business start-up assessment tool, a simple 5-minute process to  
 determine if you are ready:  www.sba.gov/content/use-our-starting-assessment-tool 

 

___ 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) 
  - SBDC-sponsored workshops / Nx Level classes (See page  36) 
  - Local college business / entrepreneurial class offerings 
  - Online training programs for small business owners  www.score.org 
 

___4. Get Legal & Accounting Advice and Select Business Structure          
  - The form of business structure has legal and tax implications (See page 6) 
  - Go to www.business.gov for online legal and regulatory information 
  - Consult  an attorney re: business form, leases, and contract law 
  - Determine recordkeeping requirements and accounting system 
   IRS publication 583, ñStarting a Business and Keeping Recordsò is helpful. 
 

___ 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 page 40-41)   
  - Federal Regulations, including IRS (page 18-19) 
 

___ 7.  Do a business plan  (See page 8)  
 

___8. Learn about business financing options  
  - Go to a business loan briefing at the Spokane SBA Training Room  (pg 22) 
  - Access SBA loan / venture capital information online  
    (Go to www.sba.gov/financing) 
  -  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.  Youõre prepared to start! 

Business Start-Up Checklist 

http://www.sba.gov/content/use-our-starting-assessment-tool
http://www.score.org/index.html
http://www.business.gov/
http://www.sba.gov/category/navigation-structure/loans-grants/small-business-loans/sba-loan-programs
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Imagine what it would mean to your business, your 
family, your success, if you had access to a seasoned 
business professionalðyour own private coachðto 
help you hash out your ideas and bring those ideas to 
fruition. Now imagine if that service cost your business 
nothing.  
 
SCORE is a volunteer management counseling 
program sponsored by the SBA, comprised of active 
and retired business executives who volunteer their 
time counseling and advising small business owners 
on the many aspects of starting and better managing 
their businesses. The advice provided by these men 
and women is priceless, but the services are free 
to you. Remember, whatever path you are following in 
building or expanding your small business, there is a 
SCORE counselor who has already traveled the same 
path.  Avoid some of the pitfalls and bumps in the road 
by learning from their experience. 
 
Clients may meet with a counselor at a SCORE 
counseling center, or arrange for a ñsite visitò at their 
place of business. The counselor chosen to serve you 
has the experience that most closely parallels your 
needs. 
 
SCORE has flourished in todayôs evolving business 
environment because of its dedication to quality 
counseling, low-cost workshops and its commitment to 
helping others succeed. Nationally, SCORE has over 
12,400 volunteers in 389 chapters throughout the 
country. The 4 chapters in the Inland NW boast more 
than 90 members. 

Call SCORE Today!  
 

SCORE - Counselors to Americaôs Small Business 

Central Washington Chapter #663   Wenatchee  
centralwashingtonSCORE.org  (509) 662-2116 
300 S. Columbia St, 3rd floor, Wenatchee WA 98801 
info@centralwashingtonSCORE.org  
 
Yakima Valley Chapter #664 
yakima-valley-score.org  (509) 248-2021 
 
EllensburgðEconomic Dev. Group of Kittitas 
221 E. 4th, Ellensburg, WA 98926 
score@paktec.com   (509) 933-1847 

 

SCORE Spokane #180 

Serving NE Washington & N. Idaho 
801 W. Riverside Ave. Ste 444, Spokane, WA 99201 
Phone: (509) 353-2821      
scorespokane.org    info@scorespokane.org 
www.facebook.com/#!/SCORESpokane 
 

Mid-Columbia Chapter #590   Tri-Cities  
midcolumbiascore.org  (509) 736-0510 
7130 W. Grandridge Blvd Ste C, Kennewick, WA 99336 
info@midcolumbiascore.org 

For information on other SCORE chapters:  
In Western Washington call (206) 553-7320  and in Southern Idaho call (208) 334-1696. 

SCORE counseling days and hours vary at  
each location. Please call for an appointment. 

Colville TriCounty Economic Dev Districté... (509) 684-4571 
   (Ferry, Stevens & Pend Oreille counties) 
   scorenewa@gmail.com  or                            (800) 776-7318 
Columbia Basin College    (ext. 3139)ééé. (509) 547-0511                                    
Economic Develop. Authority-Kittitas Co.éé. (509) 962-7244 
Ellensburgð score@paktec.com ééééé. (509) 933-1847 
Ephrata Chamber of Commerceééééé.. (509) 754-4656 
Lake Chelan Chamber of Commerceééé.. (509) 682-3503 
Leavenworth Chamber of Commerceééé. (509) 548-5807 
Moses Lake Chamber of Commerceééé.. (509) 765-7888 
Omak Chamber of Commerceéééééé. (509) 826-1880 
Pasco Columbia Basin Collegeééééé...  (509) 547-9755 
Pullman, WAéscorepullman@gmail.com 
Quincy Chamber of Commerceééééé... (509) 787-2140 
Spokane (all Spokane locations)ééééé. (509) 353-2821  
  info@scorespokane.org (counseling) 
  scorespokanelib@gmail.com (market research) 
  scorespokane@gmail.com (workshops/questions) 
TriCities Regional Chamber ..éééééé.. (509) 736-0510 
   (Kennewick, Pasco, Richland & West Richland) 
Waterville Chamber of Commerceéééé.. (509) 745-8871 
Wenatchee Valley Chamber of Commerce... (509) 662-2116 
Wenatchee Hispanic Chamberéééé...é. (509) 662-2116 
Yakima Chamber of Commerceééééé.. (509) 248-2021 
 

Coeur dôAlene/Post Fallsééé...é..info@scorespokane.org 
Moscowééééé.éééééé.scoremoscow@gmail.com 
Sandpoint - Bonner Business Centerééé  (208) 263-4073 

 

SCORE NATIONAL WEB SITE 
E-Mail Counseling - www.score.org  

Counseling in Person or Online!  

http://centralwashingtonSCORE.org
mailto:info@centralwashingtonSCORE.org
http://yakima-valley-score.org
mailto:score@paktec.com
http://scorespokane.org
mailto:info@scorespokane.org
http://www.facebook.com/#!/SCORESpokane
http://midcolumbiascore.org
mailto:info@midcolumbiascore.org
mailto:info@scorespokane.org
mailto:scorespokanelib@gmail.com
mailto:scorespokane@gmail.com
mailto:info@scorespokane.org
mailto:scoremoscow@gmail.com
http://www.score.org
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SCORE - Counselors to Americaôs Small Business  

PLAN  FOR SUCCESS  WITH SMALL  
BUSINESS  WORKSHOPS   

Workshops on other topics may be held throughout the year,  
and at other locations upon request. Check Chapter websites or call the SCORE chapter 

nearest to you. (see page 4)   
   

LIVE YOUR DREAMñSCORE CAN HELP!  

IN SPOKANE  
 

HOW TO START A NEW BUSINESS 
Start your business with the right legal, tax, insurance and 
accounting advice. (This course is free for Veterans) 
 

HOW TO WRITE A BUSINESS PLAN 
Understand the steps needed to develop your own plan.   
 

SMALL BUSINESS FINANCIAL RECORDKEEPING  
Learn about keeping good records, for business taxes  
and use of financial statements. 
 

 

Workshops held Wednesdays, from 8:30am - 12:30pm 
 at 801 W. Riverside Avenue, Suite 444, Spokane 
For more information E-mail info@ScoreSpokane.org 

BUSINESS MARKETING & SALES 
Focus on generating revenues.  Gain insights on how 
to identify prospective customers and reach them. 
 

5TH WEDNESDAYñSPECIAL WORKSHOP 
In months where there is a 5th Wednesday, a special 
workshop will be held. Topics include: Protecting 
Your Idea, Understanding Cash Flow,  and Social 
Media 

 
Cost $40 preregistered; $50 day of class (walk ins)  
SAVE $35 only $125 for 4 workshops 
register online at: scorespokane.org 

IN WENATCHEE  
 

TEST YOUR START-UP BUSINESS IDEA 
Tips to check business idea viability plus start-up dos and donôts. 
 

BUSINESS PLANS: WHY, WHAT, AND HOW 
Learn why a plan is important and how to do a plan. 
 

25 WAYS TO GROW SALES 
Cut advertising costs, expand market share, and  
learn penny-wise tips.  

 

Workshop schedule varies. Classes above are conducted monthly on a rotating basis at the Wenatchee Valley Chamber  
of Commerce on Wednesday evenings from 5:30-8:30pm. Call for schedule. Cost is $25 per business.  
To register, call SCORE at the Wenatchee Valley Chamber (509) 662-2116.  
Additional information at: centralwashingtonscore.org/ 

FINANCING YOUR BUSINESS 
Learn what lenders look for, how the process works,  
and how to overcome common obstacles. 
 

SMALL BUSINESS BOOKKEEPING 101 
Many businesses fail because they are so busy doing the 
work, they forget to keep ñscoreò with good clean records. 
Donôt let taxes and poor recordkeeping put you out of 
business. 

IN YAKIMA  - BUSINESS  DEVELOPMENT  WORKING  LUNCH  SERIES 
 

PLAN YOUR BUSINESS 
Are you ready to start a business? Learn about corporate 
structure, financing, licensing and getting started. 
 

BUSINESS PLAN BASICS 
Learn the basic requirements for building a business plan. 
Find out about target markets, projections & cash flows. 
 
Fee: $15, includes lunch and materials. Location: Central WA Business Resource Center, 9 N. 9th St., Yakima 
Register: Call (509) 575-1140, Fax: (509) 575-1508, or E-mail tammy@ycda.com 

FINANCING YOUR BUSINESS 
Learn financing options, how to prepare a loan package 
and the truth about grants. 
 

MARKETING YOUR BUSINESS 
Discover how to identify your target market. Learn 
strategies to increase market share. 

mailto:info@scorespokane.org
http://www.scorespokane.org
http://centralwashingtonscore.org/
mailto:tammy@ycda.com?subject=SCORE
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by L. Diane Emmons 
 
 
There are several business entities for a new business 
owner to select from in determining how to structure 
their business. These include sole proprietorships, 
general partnerships, limited partnerships, corporations 
and limited liability companies. There are three basic 
issues that are helpful to understand in order to make 
the selection. They include control, liability, and taxation 
issues. The purpose of this article is to explain these 
concepts and entities briefly. You are encouraged to 
consult with your team of professional advisors (your 
accountant, attorney and insurance agent) in making 
sure the entity you select maximizes your goals. 
 
Å Control. The form of business you select determines 

the degree of control over your business. A 
corporation with stockholders has a much different 
control issue than a partnership or a sole 
proprietorship. 
  
Å 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. 
  
Å Taxation. A corporation is a separate taxable entity. 

If the corporation makes a profit, the corporation 
pays a tax on the profit. It then distributes the profit in 
the form of dividends, and a second tax is paid. A 
business owner can avoid double taxation by 
choosing to conduct business in a form that avoids 
double taxation. 
 
Å Tax Benefit/Burden. Three key factors determine 

the overall tax burden on an entity: 
 

1. The tax brackets of the owners of the entity; 
2. The amount distributed currently rather than 

retained by the entity; and 
3. The length of time before the owners dispose of 

their interests in the entity. 

 
 
One of the biggest tax advantages the owners of a 
regular corporation have is that they may also be 
employees of the corporation. Thus, stockholders who 
are employed by a regular corporation can qualify for 
tax-favored fringe benefits that are not available to the 
unincorporated business owners. 
 

Sole Proprietorship 
The sole proprietorship is the simplest form of business. 
This is a business owned by one individual. A husband 
and wife are considered ñoneò for these purposes, but 
the business cannot be owned by more than one 
person or married couple. A sole proprietorship is 
viewed as an extension of the individual who owns, 
manages and is directly liable for the business. This 
entity requires no legal documentation, however, a sole 
proprietor must comply with general business 
requirements such as business licenses, Department of 
Labor regulations regarding unemployment and 
industrial insurance, and Department of Licensing 
regulations requiring registration for use of a trade 
name that does not include the full legal name of the 
owner of the business. A sole proprietor may apply for 
an employer I.D. number. 
 

As a sole proprietor, all profits will be reflected on 
Schedule C of your personal tax return. The sole 
proprietor is responsible for his/her acts and the acts of 
employees. The sole proprietorôs personal assets and 
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.  
 

General Partnership 
A partnership is an association of two or more persons 
to carry on as co-owners a business for profit. A 
general partnership is funded by the amount the 
partners put in.  Generally, a partner receives a 
percentage interest commensurate with the amount of 
capital he or she put in. A partnership may be implied 
from the actions of the partners; however, such an 
important fact should not be left to implication but 
should be set out in a formal agreement.  
 

A written partnership agreement cannot be 
overemphasized. It should address issues of 
management, additional capitalization, allocation of 
profits and losses, operational guidelines, and dispute 
resolution, alterations and termination  procedures. 
 

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 
agreement may contain provisions for contribution and 
indemnification to cushion the blow. 
 

The partnership  will file an informational  return; the 
partnerôs percentage share will be considered personal 
income to the partner. 

Business Tips: Selecting the Right Legal Structure for Your Business 

SELECTING  THE RIGHT LEGAL  STRUCTURE  
FOR YOUR FIRM 
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Limited Partnership 
Limited partnerships are ñlayeredò partnerships. There is 
one or more general partners and one or more limited 
partners. The general partners run the business; the limited 
partners are passive investors and are prohibited from 
taking part in management. The liability of limited partners 
is limited to the amount of their contribution to the 
partnership. 
 
The name of the entity must contain the words ñlimited 
partnershipò or ñL.P.,ò and must be registered with the 
Secretary of State. An L.P. must file a Master Business 
License and obtain a federal I.D. number. 
 
Corporation 
A corporation is a taxable entity considered by law to be an 
artificial person possessing the same rights and 
responsibilities as an individual. A corporation is formed by 
filing with the Secretary of State articles of incorporation. A 
corporation is also required to have bylaws, which are the 
rules and guidelines for how the corporation will be run. 
The corporation will also be required to file a master 
business application with the state and an application for 
an employer I.D. number with the IRS. The corporation will 
receive an annual report form from the Secretary of State, 
which must be filled out and returned to the Secretary of 
State to avoid dissolution. 
 
A corporation is liable for its own debts. Its shareholders 
have limited liability only up to the amount of their 
investment, so long as the corporation is adequately 
capitalized and the corporation formalities are observed. 
 
Corporations are subject to double taxation unless the 
corporation files a ñSub-Sò election with the IRS. An S 
corporation is not subject to double taxation; its income is 
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. 
 
Limited Liability Company 
This entity is a hybrid. It offers the limited liability of a 
corporation, is not double taxed, and is governed by a 
formal written agreement. It is formed by filing a certificate 
with the Secretary of State. The name of the company 
must contain the words ñlimited liability company,ò ñlimited 
liability co.,ò ñLLC,ò or ñL.L.C.ò The owners must identify 
whether it will be managed by the members or by a 
manager (who may also be a member). 
 
Like a corporation, the limited liability company is liable for 
its own debts; members and managers are not liable for 
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. 

 
The LLC is funded by the amount the members contribute 
for membership interest. The LLC may raise additional 
capital through its existing members and, subject to the 
agreement, by admitting new members. 
 
An LLC may be expensive to form depending on the 
complexity of the agreement. If the business will be 
managed and the profits divided in a simple standard 
format, and the shareholders qualify, an S corporation may 
be the more practical entity. 
 
Limited Liability Partnership 
General partnerships and limited partnerships can apply to 
be a limited liability partnership by filing a certificate with 
the Secretary of State. 
 
A partner in an LLP is liable to the same extent as a 
partner in a general partnership, except a partner is not 
liable for the negligence or malpractice of another partner. 
 
If the LLP provides professional services, the LLP is 
required to carry a specified amount of malpractice 
insurance. 
 
You should consider reviewing your decision regarding 
your choice of entity with professional advisors. The 
decisions are not irrevocable and they may be staged to 
occur at different levels of growth. However, to maximize 
your goals, consultation prior to making your decision 
should be the most effective way to do business. 
 
 
 
L. Diane Emmons is a business and real estate lawyer 
in Spokane, Washington 
 

Selecting the Right Legal Structure for Your Business 

 
For more information on business 
entities, their benefits, drawbacks and 
responsibilities with respect to both 
legal and accounting issues, contact 
your legal and accounting advisors. 
 
More information is available online at: 
www.business.gov/registerð for 
government definitions and advice. 

http://www.business.gov/register/


8 Business Tips: Guide to Writing A Business Plan 

A good business plan is one of the best things you can do to 
ensure success.  By  itself,  your business plan will not make 
your products better, your customers more enthused, your 
sales greater, or your bank account fatter.  
 

What your plan will do is to make you THINK through your 
ideas.  You will make fewer errors if your actions are based 
upon research and analysis.   
 

 
Your business plan 
...gives you a path to follow.  It can help make the future 
what you want it to be, with goals and action steps to guide 
your business through turbulent economic cycles. 
 

...lets your banker in on the action.  By reading the details of 
your business plan, your lender gains insight into your 
situation that will help determine whether or not to lend you 
money. 
 

...provides a way to communicate your operations, goals, 
and business philosophy to personnel, suppliers and your 
other business contacts. 
 

...develops you as a manager by making you construct a 
clear ñblueprintò of your business venture, for better decision 
making. 
 

While there is no single best format for a business plan, 
this one has been used successfully by thousands of small 
business owners.  Modify the following format to suit 
your needs. 
 
 
 

GUIDE TO WRITING  A BUSINESS  PLAN : 
BEGIN WITH THE BASICS  
 

XEXECUTIVE SUMMARY 
Summarize your plan in two pages or less.  Make it 
enthusiastic, professional, complete and concise.  Include 
the goals and objectives of the business.  If applying for a 
loan, state the amount desired. 
 

If you had five minutes to explain the basics of your 
business to an investor, what would you say? That is what 
goes in the summary.  Write this section last. 
 

XCOMPANY DESCRIPTION  
Give a brief company history.   
What does your company do?   
What are your products?  
Who are your customers?   
Where are you located?   
What are your key strengths?   
Is your industry or market growing?   
Who are the owners?   
Is the firm a proprietorship, partnership, or corporation? 

 

 

 

 

XPRODUCTS AND  SERVICES 
What are your products (or services)?   
Price and quality levels?   
Distribution channels (i.e., how are 
products moved to the customers)?   
Major competitors?   
What makes your products particularly attractive? 
 

XMARKETING  
(NOTE:  In this section, be as specific as possible.  Use 
statistics and numbers, and note your sources.  Too many 
marketing plans are just enthusiastic fluff). 
 
Product 
Å Describe the product or service from your customerõs 
point of view.  
Å What do customers like and dislike about your products,  
   services, and company?   
Å Why do they patronize you?   
Å What services are offered as part of the product (delivery,  
   service, warranty, support, refund offers)? 
 

Economics 
Å What are the characteristics of your industry:  growing,  
   declining, changing?   
Å What is the size of your market? 
Å What is your share of the market?  Is it growing?   
Å What is the demand for your product?   
Å Are more firms entering?   
Å What are the barriers to entry?  
Å Is it becoming more competitive;  are profits being  
   squeezed? 
 

Customers 
Å Identify your customers, their characteristics, their  
   location.   
Å Why will they patronize you?   
Å What do they like about your company? 
 

Competition 
Å List your major competitors.   
Å Describe their size, location, reputations.   
Å Compare your goods and services with theirs.   
Å What are their major advantages?   
Å What are yours? 
 
Strategy 
Å What is your pricing policy?  Why? 
Å How do you promote, advertise, and sell? 
Å How do you distribute or deliver your products/services? 
Å What customer services will you offer?   
Å Relate your strategy to prior discussions of Product.   
   Economics, Customers, and Competition. 

 
XSales 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. 

THE BUSINESS  PLAN  
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XOPERATIONS  PLAN  

¶ Production 
Methods of production, product development, quality 
control, inventory control. 

 
¶ Location  

Describe  the physical location and explain why it is 
appropriate.  Is it leased or owned?  

 
¶ Credit Policies  

Do you sell on credit?  What terms?  How do you check 
credit? Collection policies? 
 
¶ Personnel  

Number and type of employees.   
Pay and personnel policies.   
Do you have position descriptions and training programs 
 
¶ Inventory 

How much? What is its value?   
List major suppliers.   
Do they extend credit?   
Who pays freight?   
Do they give discounts? 

 
¶ Legal Environment 

Licensing, bonding, permits, insurance, zoning,  
government regulations, patents, trademarks,  
copyrights. 

 

XMANAGEMENT  AND  ORGANIZATION  

Who has management responsibilities?   
Resumes of all key managers.   
Position descriptions  for key employees.   
List important advisors, such as attorney, accountant, 
banker, insurance agent, and advisory board or board of  
directors. 
 

XPERSONAL  FINANCIAL  STATEMENTS  

Include personal financial statements of all owners and 
major stockholders. 
 

XSTARTUP  EXPENSES AND  CAPITAL  
Carefully research your startup expenses.  Keep 
notes to document your numbers.  Organize your 
figures by dividing startup expenses into major 
categories.  We suggest:  
¶ Buildings/Real Estate 
¶ Leasehold Improvements 
¶ Capital Equipment 
¶ Location  & Admin. Expenses 
¶ Advertising & Promotion  
¶ Opening Inventory 
¶ Other Expenses 
¶ Contingencies  
¶ Working Capital 

The contingency category is a way of allowing for costs 
which cannot be foreseen no matter how thorough your 
planning.  Experienced  entrepreneurs suggest you add 
15% to 20% to your estimated expenses to allow for them. 
 
Working capital is money needed to operate and pay bills 
while the business gets going.  A carefully wrought cash 
flow projection is the only good way to estimate working 
capital needs.  Starting without adequate working capital 
will ensure early failure of the business. 
 
If this is a startup, you must also show the sources of 
capital.  Sources could include you, your partners or 
investors, private lenders, your bank, and perhaps 
equipment leases. 

 
XFINANCIAL  HISTORY 

If yours is an established firm, include financial statements 
for at least the past three years as an appendix to the plan. 
 
Our computer template includes a spreadsheet on which 
these historical statements can be condensed and laid out 
side by side for comparison.  It is a good idea to include 
some key ratios in addition to the raw numbers.  Current 
Ratio, Debt to Net Worth.  Return on Equity, and Inventory 
Turnover are a few useful basic ratios. 
 
Include an aging of accounts receivable, showing the total 
amount owing you from customers, and how much is 
current, 30 days past due,  60 days, 90 days, and over 90 
days past due. 
 
Do the same for accounts payable. 
 

XPROJECTED  BALANCE  SHEET  
Your plan should include a projected balance sheet showing 
assets (things owned), liabilities (debts), and ownerôs equity. 
 

If yours is a startup business, the balance sheet should show 
your financial position on opening day. 
 

Existing firms should do a projected year-end balance sheet. 
 

If you are using the business plan to apply for a loan, prepare a 
pro forma balance sheet projecting your financial position as of 
the day after the loan. 
 

X12 MONTH PROFIT PROJECTION  

In many ways, this is the capstone of your whole business 
plan.  This is where it all comes together, where you show in 
detail how your company will make a profit.   
 
Start by projecting sales month by month for the coming year. 
Break monthly sales into categories or departments; for 
example: by product type, customer group, geographic 
territory, or different contracts or projects.   

Business Tips: Guide to Writing A Business Plan 
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A projection built up in this fashion will be more 
accurate than just guessing  total sales for the month.  
Your Marketing Plan should be the basis for these 
projections. 
 

Now estimate the Cost of Goods Sold (COGS) for each 
category of sales for each month.  COGS  are those 
expenses directly related to producing or purchasing 
the product/service you sell.  For example: for retailers, 
COGS is the cost of buying merchandise; for 
manufacturers and construction, it is direct production 
labor and materials; for service businesses, it is 
production, labor and materials.  Breaking COGS down 
into departments will help you see which parts of the 
business deliver the most profit per sales dollar. 
 

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

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

A cash flow projection is basically nothing more than a 
forward look at your checking account.  It is derived 
from the profit projection, but looks at the financial data 
in slightly different ways.  The fundamental differences 
are: 
 

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

 

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

 

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

By forecasting the status of your bank account, the Cash Flow 
tells you whether your working capital reserves are adequate.  
Budgeting does not create sales or put money in the bank, but it 
can help put you in control.  When you know how much the off 
season will draw down your account, when you know how much 
it will take to get started on that new contract, when you begin 
negotiating that new bank loan months in advance because you 
can foresee the need, then you have gained a little more control 
over your own destiny 
 
All your projections should be based on careful research, not 
casual guesswork.  Keep notes detailing your major 
assumptions, and attach the notes to your projections. 
 
**The preceding was prepared by SCORE/Seattle. 

Business Tips: Guide to Writing A Business Plan 

 
Business Plan Workshops are offered by SCORE at a 
nominal cost. Class materials include a business plan 
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 produce 
a professional-looking business plan. 
 
Small Business Development Centers in Washington and 
Idaho, and the Spokane Valley Chamber offer NxLevel 
Business Planning Courses. Price for the 10-13 wk 
evening courses include manual and workbook. NxLevel 
courses are held on a recurrent schedule with various 
community sponsors. (See page 36) 
 
Looking for a free business plan example for a company 
like yours? Check out the 500 sample business plans 
on the BusinessPlanPro Software site at:  

www.bplans.com 
 
Business.gov and SBA.gov provide even help, from 
online workshops to business plan hints, templates, links 
to sample business plans.  Go to: 

 
www.business.gov/start/ or 

www.sba.gov 

http://www.score.org/template_gallery.html
http://www.bplans.com/
http://www.business.gov/start/
http://www.sba.gov
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FRANCHISING  
 
Hard work, dedication, and sacrifice are essential to the success of any business venture. But to circumvent higher 
risks associated with starting a new, independent business from scratch, some entrepreneurs choose franchising as 
a viable alternative. The franchisor provides established business expertise. The franchisee brings the 
entrepreneurial spirit and drive necessary to make the franchise a success. 
 

What Is Franchising? 
A franchise is a legal and commercial relationship between the 
owner of-a trademark, service mark, trade name, or advertising 
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. Generally, a 
franchisee conforms to the franchisor's business concept and sells goods or services supplied by the franchisor or that meet the 
franchisor's quality standards.  
 

Before selecting a franchise, consider the following: 
 

Your Investment 
Å Do you have savings or additional income to live on while starting your  

franchise? 
Å Will you purchase the franchise by yourself or with partners?   
Å Will you need financing and know where can you obtain it? 
 

Your Abilities 

Å Does the franchise require specialized knowledge or a technical skill-set 
such as auto repair, home and office decorating, or tax preparation 
experience? 

Å How much training does the franchisor provide?  

Å Have you ever owned or managed a business? 
 

Your Goals 
Å Will franchise ownership be your primary source of income or will it 

supplement your current income? 
Å Are you interested in retail sales or performing a service in a particular industry?  
Å Do you want to operate the business yourself or hire a manager? 
Å Would you be happy operating the business for many years? 
 

Franchising Strategy - When evaluating a franchise, closely evaluate the strength of the franchiser;  the franchiser's long-term 
goal;  the uniqueness of its product or service;  the type of consumer response the product or service is achieving; the amount of 
fees it charges;  the type of support it provides:  1) startup 2) operations 3) marketing;  and the length of the contract you will be 
signing. 
 

Pre-Purchase Detective Work - Routine investigation should be conducted prior to any business purchase. Contact other 
franchisees before deciding to invest.  Obtain a uniform operating circular to understand vital details about the franchiseôs legal, 
financial, and personnel history before signing a contract. 
 

Reasonable Expectations - Before signing, make sure that you will have the right to use the franchise name and trademark, 
receive training and management assistance from the franchisor, use the  franchisor's expertise in marketing, advertising: layouts, 
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 equipment, signs and supplies, 
and construct or remodel the business premises. 
 

Possible Pitfalls - The contract usually benefits the franchisor more than the franchisee. The franchisee is generally subject to 
sales quotas and often is required to purchase equipment, supplies, and inventory exclusively from the franchisor. The franchisor 
often has the right to terminate the franchise if it fails to operate the business according to the agreement, becomes delinquent on 
royalties, or violates other contract specifications. 
 

Get Professional Help - The tax rules surrounding franchises are often complex. Consult an attorney, preferably a specialist in 
franchise law, for assistance in evaluating the franchise package and tax considerations. An accountant can help to determine the 
full costs of purchasing and operating the business as well as assess the potential profit to the franchisee. There are also franchise 
consultants who can help you find the right franchise. FranNet offers a free book on franchising available through SCORE or from its 
website: www.frannet.com. FranChoice also offers a franchise buyng guide at www.franchoice.com. Both firms offer free 
consulting on franchise issues. 

SBA Guidance for Franchisees 
 

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

Franchise Registry-
www.franchiseregistry.com offers a listing of 
franchise companies whose franchisees 
benefit from a streamlined review process for 
SBA Loan applications. Participation is 
voluntary.  
 

Note: listing on the registry means that the 
franchise agreement does not impose 
unacceptable control provisions on a 
franchisee. It is not an endorsement by SBA 
nor an indication of the franchise systemôs 
quality or profitability.  

Business Tips: Franchising 

ñOne out of every three dollars spent by Americans for goods 
and services is spent in a franchised businessò  

International Franchising Association (www.franchise.org).  

http://www.frannet.com/
http://www.franchoice.com/
http://business.gov/expand/franchises/
http://www.franchiseregistry.com
http://www.franchise.org
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TYPES OF INSURANCE  TO CONSIDER  
 

General Liability - covers legal hassles due to negligence. Every service 
rendered may be capable of personal injury or property damage. Helps 
protect against payments resulting from bodily injury or property damage, 
medical expenses, the cost of defending lawsuits, and settlement bonds or 
judgments required during an appeal procedure. 
 

Product Liability - Every 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 are 
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 determining 
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 is 
important to determine the that property you need to insure for the continuation of your business and 
the level of insurance you need to replace or rebuild.  You must understand the terms of the insurance, 
including any limitations or waivers of coverage. 

 

Business Interruption - While 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 expenses 
during the period between when the damage occurs and when the property is replaced?  Business 
interruption (or ñbusiness incomeò) insurance can provide sufficient funds to pay your fixed expenses 
during a period of time when your business is not operational. 
 

òKey Manó - If you (and/or any other individual) are so critical to the operation of your business that it 
cannot continue in the event of your illness or death, you should consider ñkey manò insurance.  This 
type of insurance is frequently required by banks or government loan programs.  It can also be used to 
provide continuity in operations during a period of ownership transition caused by death or 
incapacitation of an owner or other ñkeyò employee. 
 

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  
ñnon-owned automobile coverageò) if you use your personal vehicle on company business.  This  
policy covers the businessô liability for any damage which may result from such usage. 
 

Officer and Director - Under 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 Office - If you are establishing an office in your home, it is a good idea to contact your 
homeownersô insurance company to update your policy to include coverage for office equipment.   
This coverage is not automatically included in a standard homeownerôs policy. 

Types of Insurance 
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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 is called 
underwriting. The insurance company reviews your application and determines whether it will provide all or a 
portion of the coverage being requested. Each underwritten policy carries a premium and a deductible. A 
premium is the price you pay for insurance. 
 

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

The National Federation of Independent Businesses provides information for choosing insurance to help 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 types of 
business, while others can connect you with policies specific to your business activities. For example, if you 
operate a tow truck service, you'll want to find an agent that can help find policies that specifically cover 
automotive service businesses. Often specialist brokers can get you the best coverage and best rates. 

 

3. Consider a Business Owners' Policy  

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

 

4. Find a Reputable, Licensed Agent  

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

 

Finding a good insurance agent is as important as finding a good lawyer or accountant. You should always look 
for one that has a license. State governments regulate the insurance industry and license insurance brokers. 
Many states provide a directory of licensed agents. If you are looking for a new agent start with your state's 
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 strike. If you 
have purchased or replaced equipment or expanded operations, you should contact your insurance broker to discuss 
change in your business and how they affect your coverage. 
 

See www.business.gov/manage/business-insurance for additional information. 

Five Tips for Buying Business Insurance 

http://www.nfib.com/tabid/56/Default.aspx?cmsid=20385&v=1
http://www.business.gov/finance/business-insurance/insurance-resources.html
http://www.business.gov/finance/business-insurance/insurance-resources.html
http://www.business.gov/manage/business-insurance
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 PROTECTING  YOUR 
INTELLECTUAL  
PROPERTY 
 

XTRADEMARKS   www.uspto.gov 
ñBrand nameò is a synonym for ñtrademark.ò  Trademarks 
distinguish one firmôs cornflakes or four-wheel-drive station wagons 
from anotherôs.  Without them, consumers could not buy products 
they like or avoid those they donôt like.  Trademarks may be 
words, logos or other symbols.  They may even be sounds, three
-dimensional symbols (such as the well-known McDonaldôs golden 
arches) or colors. 

 
Trademarks are not copyrights or patents.  They cannot be used 

to prevent one firm from copying the goods or services of 
another, nor from selling its goods or services under a common 

descriptive (or generic) name.     
 

If a firm has a substantial investment in original research or 
development of a new product or service, it should consider 

patent, copyright or similar protection.   
 

 
However, as patents expire or trade secrets become common 
knowledge in the industry, other firms will be free to use the 
technology and to sell it under the name by which it is known to 
consumers.   
 

Trademark Notice 
Anyone can use the (TM) or (SM) symbol but, technically a firm is 
not permitted to use the circled R symbol unless the mark is 
federally registered as discussed below).  The use of one of these 
trademark superscripts indicates that the user regards a word or 
other symbol as its trademark. 
 

Most states have registers covering that state, and federal registers 
cover the entire United States and its territories and possessions. 
 

Federal Registration 
Before one can obtain federal registration, preexisting rights must 
be established through use in the marketplace.  At least with 
respect to goods, use means that the mark must appear on labels 
and not merely in advertising. 
 

Federal registration also requires interstate use.  This means 
that the goods or services must cross state lines in one or more 
bonafide consumer transactions prior to registration.   
 

Trademarks:  
Obtain procedural guidance and application forms for nation-wide 
registration through the U.S. Patents & Trademarks Office. 
 

Patent & Trademark Office                                www.uspto.gov 
Arlington, VA              (800) 786-9199 
 

For statewide trademark registration in Washington: 
State of Washington www.sos.wa.gov/corps/Trademarks.aspx 
 

Office of Secretary of State Corporate Division (360) 725-0377 
Dolliver Bldg, 801 Capitol Way S, PO Box 40234, Olympia, WA  
98504-0234  
 

For statewide trademark registration in Idaho: 
Idaho Secretary of State Trademark Division          (208) 332-2810                                   
www.sos.idaho.gov/tmarks/tmindex.htm 
PO Box 83720, Boise, ID  83720-0800 

XPatents              www.uspto.gov 
 

A patent is an exclusive property right to an invention and 
is issued by the Commissioner of Patents and Trademarks, 
U.S. Department of Commerce.    
 

It gives an inventor the right to exclude others from making, using, 
or selling an invention for a period of 17 years in the United States, 
its territories, and possessions.  Design patents for ornamental 
devices are granted for 14 years. 
 

U.S. Department of Commerce           (571) 272-1000 
U.S. Patent and Trademark Office       TTY    (571) 272-9950 
Washington, DC   20231 (Automated line)        (800) 786-9199 
 

Check your local library for helpful literature on the patent 
process.  Look for prospective companies in your field of invention 
through the Thomas Register of Industry, a standard guidebook 
available at many libraries.  
 

SBDCs have information on protecting your idea, risk management 
and getting R&D Funding.  
      In Washington: go to www.wsbdc.org/risk-management  
      In Idaho: go to www.idahosbdc.org/folder.aspx?f=204 
 
Both the SBDC and SCORE offer periodic trainings on Protecting 
Your Intellectual property. Check websites for current schedules. 
 
The book entitled, òGeneral Information Concerning Patents,ó is 
now free online at: www.uspto.gov/web/offices/pac/doc/general/ 
 
A number of online tools, including patent searches, are available 
at: www.uspto.gov/patents/index.jsp 
 

Sirtiðwww.sirti.org 
665 N. Riverpoint Blvd., Spokane, WA 99202         (509) 358-2000 
Assists with development of high growth firms and intellectual 
property protection and funding. 
 
Spokane Public Library 
906 W. Main, Spokane, WA  99201   (509) 444-5300 
Patent Depository, extensive business library. 
 

Washington State University  
Innovation Assessment Center    (509) 335-8842 
442 Todd Hall PO Box 644750. Pullman, WA USA 99164-4750 
www.business.wsu.edu/iac 
 

XCOPYRIGHTS  www.copyright.gov 
 

Copyright is a form of protection provided by the laws of the 
United States (Title 17, U.S. Code) to the authors of original 
works of authorships, including literary, dramatic, musical, 
artistic, and certain other intellectual works. This protection is 
available to both published and unpublished works and helps 
authors, composers, and artists avoid the ñpiratingò of their 
literary and artistic work. 
 

Information on copyright procedures is available at the BIC. 
Additional info and registration forms may be obtained through: 
Register of Copyrights, Library of Congress, Washington DC  
20559.  Phone: (202) 707-3000 or (877) 476-0778. 
 
 

www.business.gov provides legal and regulatory information. 

Business Tips:  Protecting Your Intellectual Property 

http://www.uspto.gov/
http://www.uspto.gov/
http://www.sos.wa.gov/corps/Trademarks.aspx
http://www.sos.idaho.gov/tmarks/tmindex.htm
http://www.uspto.gov/
http://www.wsbdc.org/risk-management
http://www.idahosbdc.org/folder.aspx?f=204
http://www.uspto.gov/web/offices/pac/doc/general/
http://www.uspto.gov/patents/index.jsp
http://www.sirti.org/
http://www.business.wsu.edu/organizations/iac/Pages/index.aspx
http://www.copyright.gov/
http://www.business.gov/
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 CITY/COUNTY CONTACTS  IN WASHINGTON  AND  IDAHO  

Washington & IdahoðCity/County Contacts 

 

  
B & O Tax 
Many Washington State cities have a Business and Occupations 
(B&O) tax.  Check with your local City Treasurer to determine 
requirements. 
 

Business Zoning Information 
Check with your city or county zoning officials regarding 
requirements.  In Spokane, contact the Property Development 
Services in City Hall. 
 

Application for Business LicenseñCity or County 
Most cities and some counties require a business license or 
permits if the business is located in the city or county limits  
OR does business there, regardless of the physical location  
of the business. For example, if a construction companyôs home 
office is located in Kennewick, but they do construction in other  
cities, they need business licenses from each city. 
 

Asotin County, WA                                      (509) 243-2020                    
Building & Planning Dept.  
PO Box 610, Asotin, WA 99402-0610 
 

Bonner County, ID (Zoning questions)        (208) 265-1458 
Planning Dept, 1500 Hwy 2, Ste 200, Sandpoint, ID  83864 
 

Bonners Ferry, ID                                        (208) 267-5558 
Environmental (for Restaurants) & Home Health (Day Cares) 
7402 Caribou St., Bonners Ferry, 83805        
 

Clarkston, WA                                              (509) 758-5541 
City Hall, 830 5th Street, Clarkston, WA 99403 
                                                                        

Coeur dõAlene, ID                                        (208) 769-2229 
Clerks Office, City of Coeur dôAlene, 710 E. Mullan Ave. 83814 
 

Idaho Health District OfficeñPanhandle Health District 
2195 Ironwood Ct., Coeur dôAlene ID 83814     
www.phd1.Idaho.gov                                   (208) 667-3481 
 

East Wenatchee, WA                                   (509) 884-9515 
City Hall, 271 9th St NE,  E Wenatchee, WA 98802    
                                                                         
 

Ellensburg, WA                                           (509) 962-7204 
Business Licenses, City       www.ci.ellensburg.wa.us                      
401 N. Anderson St., Ellensburg  98926 
 

Kennewick, WA 
Customer Service, 210 W. 6th Ave., Kennewick, WA 99336 
www.ci.kennewick.wa.us                            (509) 585-4268 

 

Kootenai County, ID                            www.co.kootenai.id.us                              
County Recorder                                               (208) 446-1000 
451 Govt. Way, Coeur dôAlene, ID 83814 
 

Lewiston, ID                                                       (208) 746-7363 
Building Permits:                                              (208) 746-1319 
Community Development, 215 D St, Lewiston, ID 83501        
Zoning and Land Use:                                      (208) 746-1318  
 

Liberty Lake, WA             www.LibertyLakeWa.gov/licensing 
Business Licenses                (509) 755-6703 / (509) 755-6700 
Zoning:                                                               (509) 755-6707 
 

Pasco,  WA                                                 www.pasco-wa.gov                                    
Associate Planner, City of Pasco,                    (509) 545-3402 
525 N. 3rd Ave., Pasco, 99301   
   

Richland, WA                                        www.ci.richland.wa.us                                       
Business Licensing                                          (509) 942-7390 
City of Richland, 505 Swift Blvd., 99352 
 

Sandpoint, ID  
City Planning Dept., Sandpoint, ID         (208) 263-3317 
Panhandle Health Dist. (Restaurants)         (208) 265-6384 
Home Health Program (Day Cares)                 (208) 263-5159 
 

Spokane, WA                                                     (509) 625-6070 
City of Spokane Taxes & Licenses (B & O,  licenses) 
City Hall, St.reet Level  - 808 W. Spokane Falls Blvd.,  99201 
Zoning Dept.: (509) 625-6149  www.spokanecity.org/business 
 

Spokane County, WA                                        (509) 477-4787 
Spokane Co. Dept. of Assessments -(Pers. /Real Property Tax) 
1116 W. Broadway Ave., 99206  
 

Spokane County Planning Dept., 1026 W Broadway,   99201 
(Home-based business permit is required in Spokane County) 
www.spokanecounty.org                                 (509) 477-3675 
 

Spokane Regional Health District                     www.srhd.org 
Environmental Health Div. Rm 402, 1101 W. College, 99201 
Contact if ANY food is served in bsns.   (509) 324-1560, Ext. 2  
 

Spokane Valley (City of), WA           www.spokanevalley.org                        
Business Registration (Business & Occupational licenses) 
11707 East Sprague Ave Ste. 106, 99206          (509) 921-1000 
 

Stevens County, WA 
Planning Dept., Courthouse Annex, 260 S. Oak St., Colville, WA 
(Check on Zoning  -  Home-Based business)     (509) 684-2401 
  

Wenatchee, WA 
City Hall, 129 S Chelan Ave,  98801                  (509) 664-3300 
 

West Richland,  WA                                          (509) 967-3431 
Planning Asst., City of W. Richland,   
3801 W. Van Giesen, 99353                  www.westrichland.org                               
 

Yakima, WA                                            www.ci.yakima.wa.us                                     
City of Yakima                                                   (509) 575-6000 
Yakima Co. Public Services   (Zoning)            (509) 574-2230 
Yakima Co. Assessor    ( Property Tax)          (509) 574-1100 
Yakima Health District (Food)                  (509) 575-4040         

Local city and county licensing requirements vary.  

 Contact your local City or County government office 
for more information, even if they are not listed here.  

Ä Check with Planning Depts for zoning requirements.  

Ä Check with Building Depts for bldg construction 
permits.  

Ä Check with your County Health Dept if your business 
deals with the sale of food.   

http://www.phd1.idaho.gov/
http://www.ci.ellensburg.wa.us/
http://www.go2kennewick.com/index.php
http://www.co.kootenai.id.us/
http://www.libertylakewa.gov/licensing/
http://www.pasco-wa.gov/
http://www.ci.richland.wa.us/
http://www.spokanecity.org/business/
http://www.spokanecounty.org/
http://www.srhd.org/
http://www.spokanevalley.org/
http://www.westrichland.org/
http://www.ci.yakima.wa.us/default.asp
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WASHINGTON  - STATE REGULATIONS  & START-UP REQUIREMENTS   

 State Regulations and Start-Up Requirements - Washington 

WASHINGTON  STATE OFFICE LOCATIONS  
 

Washington Dept. of Licensing,  Master License Service    
PO Box 44810, Olympia, WA 98504-4810 
(360) 902-5799           www.dol.wa.gov/forms/700028.html 
 

Dept. of Labor & Industries - Questions call (800) 753-6506 
 

Colville                                (800) 509-9174 / (509) 684-7417 
Dept of Labor & Industries                   298 S Main St, Suite 203 
 

Kennewick - Dept. of Labor & Industries &      4310 W 24th Ave 

Employment Security        (800) 547-9411 or (509) 735-0100 
 

Moses Lake                                               3001 W. Broadway                  
Dept. of Labor & Industries   (800) 574-2285 or (509) 764-6900 
 

Okanogan (kiosk only) Okanogan City Hall, 120 3rd Ave. N 
                                                           

Oroville (kiosk only)          Oroville City Hall, 1308 Ironwood 
 

Pullman                                         1250 Bishop Blvd SE, Ste G 

Dept. of Labor & Industries  (800) 509-0025 or (509) 334-5296 
 

Richland                                                        (509) 734-7526 
Dept. of Revenue                                           1657 Fowler St 
 

Spokane                                   132 S Arthur,  2nd Floor, Rm E                                                          
Dept. of Revenue, 1330 N Washington, Ste. 5600  (509) 327-0200 
Dept. of Labor & Indust.   901 N. Monroe #100   (509) 324-2600 
Employment Security Tax Office                          (509) 532-3090 
 

Walla Walla  (kiosk only)           Port of Walla Walla,310 A St. 
 

Wenatchee 
Dept. of Revenue  630 N. Chelan Ave, Ste B-3  (509)  663-9714 
Dept. of Labor & Indust. 4310 W. 24th Ave.     (509) 735-0100  
Employ. Security Department  215 Bridge St.     (509) 665-6605 
 

Yakima 
Dept. of Revenue, 3703 River Rd #3 98902        (509) 454-5160 
Dept. of Labor & Ind.15 W. Yakima Ave,Ste100  (509) 454-3700 
Employ. Security Dept., 306 Division St.              (509) 574-0105 
Dept. of Social & Health Serv. (Day Care)           (509) 575-4265 

REGISTERING  YOUR BUSINESS  
Doing Business in WA-Guideé.http://access.wa.gov/business     
You can license your business, register a trade name, and obtain a 
Unified Business Identifier (UBI) online. The UBI number remains with 
the business as long as the owners and the ownership type are the 
same. Use the ñMaster Business Applicationò for the following: 
 

Å Trade Names:  A trade name is any name used in the course of 
business that does not include the full legal name of all the owners of 
the business. In the case of a limited partnership or a corporation, it is 
any name that differs in any respect from the name registered with the 
Secretary of State. 

 

The trade name registration provides a record of all owners of a 
business. Registering your trade name does not protect the name from 
use by others. The right to use a trade name belongs to the one who 
first uses it in connection with their business. If you do not register the 
trade name you are not entitled to maintain a lawsuit on behalf of your 
business in any court of this state.  
 

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

 

Search the Dept. of Licensing for firm names and trade names at: 
www.dol.wa.gov/business/checkstatus.html Note: If the search 
result is ñNo matches were found for your search,ò it doesnôt guarantee 
that the name is not being used, only that it has not been registered. 

 

    Search the Office of the Secretary of Stateôs Trademark Division for 
corporation names, trademarks and servicemarks that are registered in 
this state. Contact their office at (360) 725-0377 or  http://
www.sos.wa.gov/corps/.  Search the Washington Department of 
Revenue for business records at: www.dor.wa.gov, and the 
Washington Labor and Industries for Building Contractor names at: 
www.lni.wa.gov  

    Search the U.S. Patent & Trademark Office at www.uspto.gov/ for 
federally reserved names and marks. 

     
Å State Excise Taxes:  Everyone engaged in any business activity 

within Washington state MUST file (Form 2406).  Covers state gross 
receipt taxes (B&O, Public Utility) as well as ñ sales and useò taxes.  
(800) 647-7706. Mail completed forms to: Dept. of Revenue, PO Box 
47478,  Seattle, WA 98504-7478.  

 

Å Specialty & Miscellaneous Licenses:  Contact  the Dept. of 
Licensingôs Master License Service or download a Master Business 
Application from www.dol.wa.gov/business.    

 

Å Contractorõs Registration: Required before construction contractors 
can submit any bid offer to do any work within Washington State.  Get 
applications from the Dept. of Labor and Industries.  Submit 
application there or to the Contractor's Registration Section, PO Box 
44000, Olympia, WA, 98504-4000.     Fee plus bond and liability 
insurance.          www.lni.wa.gov/TradesLicensing/default.asp 

 

Washington State Business Assistance Hotline:  (800) 237-1233 
(in Washington) or go to: access.wa.gov/business/. 
 

Washington State Dept. of RevenueñTaxpayer Services 
Phone: 800-647-7706  Web Site: www.dor.wa.gov 

 

Check Environmental Regulations: Permits for air, water, or waste 
disposal may be required from the WA Dept. of Ecology 
www.ecy.wa.gov.   E. WA: (509) 456-2926 Ctrl. WA: (509) 575-2490 
 

Office of  Minority & Womenõs  Business Enterprises  (OMWBE)   
(360) 753-9693    Website: www.omwbe.wa.gov 
See page 35 for additional information. 

Office of the Secretary of State       www.sos.wa.gov/corps 
Dolliver Bldg., 801 Capitol Way South 
PO Box 40234,  Olympia, WA 98504-0234  
 

Corporations Division          (360) 725-0377  
Corporations, non-profits, limited partnerships, LLPs and 
LLCs must register with the Secretary of Stateôs office. Foreign 
or out-of-state corporations must apply for a Certificate of 
Authority to Do Business in Washington.  (Applicants must 
also register with state tax authorities). 
 

Charities Division www.sos.wa.gov/charities/ (800) 332-4483 
Organizations engaged in charitable solicitations or 
registration of a charitable trust must file with the Charities 
Division.  Businesses employing one or more person should 
also register with the state taxing authorities.  The Charitable 
Solicitations Act, RCW 19.9 applies to both charitable 
organizations and trusts and independent fund raisers. 

http://www.dol.wa.gov/forms/700028.html
http://access.wa.gov/business
http://www.dol.wa.gov/business/checkstatus.html
http://www.secstate.wa.gov/corps/
http://www.secstate.wa.gov/corps/
http://www.dor.wa.gov/
http://www.lni.wa.gov/
http://www.uspto.gov/
http://www.dol.wa.gov/business/
http://www.lni.wa.gov/TradesLicensing/default.asp
http://access.wa.gov/business/
http://www.dor.wa.gov/Content/Home/Default.aspx
http://www.ecy.wa.gov/
http://www.omwbe.wa.gov/
http://www.sos.wa.gov/corps/
http://www.sos.wa.gov/charities/
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IDAHO  - STATE REGULATIONS  & START-UP REQUIREMENTS  

State Regulations and Start-Up Requirements - Idaho 

Business Resources for the State of Idaho 
Access to business tools, information, licenses and forms. 

www.business.idaho.gov 
 

Idaho Dept. of Commerce       http://commerce.idaho.gov/ 
PO Box 83720, Boise, ID 83720                      (208) 334-2470    
Idaho Commerce provides information on all Idaho Programs 
for Business, & publishes a ñStarting a Business in IDò guide. 
 

Registering Your Business 
If a sole proprietorship or general partnership, you must record 
a "Certificate of Assumed Business Name"  with the Secretary 
of State. If a corporation, you must file duplicate originals of 
the "Articles of Incorporation" with the Secretary of State to 
receive a "Certificate of Incorporation."  Forms for 
partnerships, corporations, and LLCs are available online.  
For more information contact: 
Secretary of State of ID - Comm. Div - Business Entities 
PO Box 83720, Boise ID 83720-0080 
www.sos.idaho.gov/corp/corindex.htm          (208)334-2301 
 

Specialty Licenses 
Idaho does not have a single statewide "business license."  
However, there are numerous state and federal agencies 
which regulate and license business activities.  In complying 
with regulated business activities and licensing requirements, 
businesses are encouraged to contact: 
 

Office of Attorney General - Business Regulation Division 
210 Statehouse, Boise, ID 83720                     (208) 334-2424 

  

State Sales Tax                                       www.tax.idaho.gov                                      
Idaho has a 6% sales and use tax on tangible personal 
property purchased, rented or consumed within the state.  This 
tax also applies to admission, fees for recreation, fabrication, 
labor, motel or hotel accommodations, and catalog sales to 
Idaho residents.  There is also an additional 2% sales tax for 
hotels, motels, and campgrounds, which is used to promote 
tourism.  Businesses selling or consuming tangible personal 
property, or involved in recreation or entertainment must file an 
"Application for Idaho Permit Based Taxes" (Form TCA) with 
the Idaho State Tax Commission.  This will result in the issuing 
of a "Sellers Permit Number" with directions for the collection 
and periodic payment of Idaho Sales and Use Tax.  For more 
information on state sales and use taxes contact your local 
Idaho State Tax Commission or call (208)334-7660 or (800) 
972-7660.  
 

Coeur d'Alene Area:  
Idaho State Tax Commission                        (208) 769-1500   
1910 Northwest Blvd., Suite 100, Coeur d'Alene, ID 83814 
                                                                                          
Idaho Dept. of Labor                          http://labor.idaho.gov      
317 W. Main Street, Boise, ID 83735               (208) 332-3570 
Look no further if you want to search for employees, register a 
new business, download free labor posters, or access labor 
market information.  

 

Employer Requirements 
There are several requirements that must be addressed by 
businesses which have employees.  Specifically, they must 
pay employment taxes, acquire worker's compensation 
insurance, and follow labor regulations.   
 
Employment Taxes 
A business with employees must apply for a Federal (EIN) 
Number, using form SS-4, available from the IRS (see 
Federal Registration).  After applying the business will 
receive a Federal Tax Deposit Coupon Book (Form 8109).  
These coupons are used when the business makes deposits 
of deducted employee personal income tax payments, joint 
employee/employer social security tax, Medicare payments, 
and employer payments for Federal Unemployment tax. 

 
Idaho Employee Income Tax 
Idaho requires that each employer file a W-4 form for each 
employee and obtain a social security number so that state 
personal income tax can be deducted from paychecks.  To 
complete this process, employees must obtain a "State 
Withholding Permit" by filing an "Application for Idaho Permit 
Based Taxes" (Form TCA) with your local Idaho State Tax 
Commission.   

 
Idaho Unemployment Tax 
Idaho businesses with employees are required to pay an 
unemployment tax.  Employers file with an "Unemployment 
Insurance Status Report" (Form I-71-1) to secure an 
employer account number and tax rate for the payment of 
unemployment tax through with Idaho Dept. of Labor .  For 
more information contact your local Job Service Office, or  
the state Idaho Dept. of Labor office. Phone: (208) 332-3570     
 
Idaho Worker's Compensation 
Most employers operating in Idaho are required to carry 
worker's compensation insurance. A business can insure ]
with one of almost 300 private carriers in the state or with  
the Idaho State Insurance Fund. For more information: 
 
Idaho Industrial Commission         www.iic.idaho.gov 
700 S. Clearwater Lane,                    Phone: (208) 334-6000 
PO Box 83720,  Boise, ID 83720-0041       

 
City and County Regulations 
Businesses are encouraged to investigate regulations, 
permits, and licenses required by the cities and counties 
where they will locate or operate.   
 
City clerkõs office listings:  
www.idahobizhelp.org/regional/City_Clerks.htm 
 
County website listings:  go to The ID Assoc. of Counties 
at: www.idcounties.org/ and click on ñcounties.ò 

Idaho Small Business SolutionsÊ at www.idahobizhelp.org streamlines 
 the licensing process and helps you find business assistance. Use the small  

business wizard to develop a customized checklist of some of the most  
important local, state, and federal regulations affecting your business. 

http://business.idaho.gov/Default.aspx?AspxAutoDetectCookieSupport=1
http://business.idaho.gov/
http://commerce.idaho.gov/
http://www.sos.idaho.gov/corp/corindex.htm
http://www.tax.idaho.gov/
http://labor.idaho.gov/
http://www.iic.idaho.gov/
http://www.idahobizhelp.org/regional/City_Clerks.htm
http://www.idcounties.org/
http://www.idahobizhelp.org/
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Your small business must comply with the numerous local, state 
and federal regulations. Avoid the temptation to ignore 
regulatory details. Doing so may avert some red tape in the 
short term, but could be an obstacle as your business grows. 
 
Most businesses in Idaho and Washington obtain one or more 
licenses or permits from local, state and federal agencies. The 
licenses or permits required will be determined by your type  
of business, its organizational structure, and location. 
 
 

U.S. Dept of Labor, Wage and Hour Division  www.dol.gov 
Regulates working conditions, wages, and payment practices.   
                                                                               (866) 487-2365 
 

Occupational Safety & Health Administrationñ(OSHA)  
U.S. Dept. of Labor   www.osha.gov                  (800) 321-6742                   
OSHAôs mission is to save lives, prevent injuries and protect the 
health of America's workers. It establishes and enforces protective 
standards,  and reaches out to employers and employees through 
technical assistance and free consultations to businesses that  
want to establish safety and health programs. 
 

Region X OSHA-Training Institute  
https://osha.washington.edu/ 
The only OSHA Training Facility in the Pacific NW. Experienced 
OSHA-approved instructors present up-to-date federal and state 
safety and health regulations via high-quality, standards-based 
training throughout the region, and online! Classes are held in 
Anchorage, Boise, Portland, Seattle and Spokane.  
 

IDAHO 
OSHA - Boise Area Office                  (208) 321-2960                               
1150 North Curtis Road, Suite 201,  Boise, ID 83706   
Safety & Health Consultation Program             (208) 426-3283 
Boise St. Univ., 1910 University Dr, MS-1825, Boise, ID 83725 
www.boisestate.edu/oshcon/  
E-mail: consultation@boisestate.edu 

 
WASHINGTON 
Washington operates its own occupational safety and health 
program under a plan approved by the U.S. Department of Labor.  
WA Dept of Labor & Industries, Div. of Indust. Safety & Health 
P.O. Box 44643, Olympia, Washington 98504 
(360) 902-5800                      (800) 4BE-SAFE    (800)-423-7233  
E-mail: workshopsched@lni.wa.gov    www.lni.wa.gov/safety 
The state has consultants throughout the state to help you.  
 

U.S. Citizenship and Immigration Services (USCIS) 
Formerly known as INS    www.uscis.gov 
You must fill out an Immigration Form I-9 for each employee  
and keep it on file. Form I-9 can be downloaded from the  
Website at www.uscis.gov/i-9.                           (800) 375-5283  
Spokane: (509) 353-0585                    Tri-Cities: (509) 373-7223   
 

U.S. Internal Revenue Service (IRS) 
A new business owner must be aware of many Federal Tax 
obligations. The IRS has free publications, representatives to 
answer tax questions, and tax workshops to acquaint you with 
required registrations and tax obligations. The IRS free publication, 
ñTax Guide for Small Businessò (Publication 334) and the IRS CD-
ROM, ñThe Small Business Resource Guideò (Publication 3207)  
are good places to start. To order forms and publications: call  
(800) 829-3676, or from the Internet: www.irs.gov/businesses. 
The IRS Web site has a wealth of information & answers to 
frequently asked questions to view or print out.  

SELF EMPLOYMENT TAX: Self-employment tax (SE Tax) is 
Social Security and Medicare tax primarily for individuals who 
work for themselves.  If you have self-employment earnings of 
$400 or more, you are liable for paying self-employment tax and 
must attach a Schedule SE to your Form 1040 tax return.  Social 
Security coverage provides retirement benefits, disability benefits, 
survivor benefits, and hospital insurance (Medicare) benefits. 
 

EMPLOYER TAXES:  If you have employees, you are required to 
withhold income tax, Social Security (FICA), be liable for the 
employerôs portion of Social Security taxes and pay 
unemployment tax, under certain circumstances. Nonpayment of 
federal taxes can result in audits, penalties, difficulties 
obtaining bank financing and business closure. 
 

ESTIMATED TAX:  If you have earnings from self-employment 
and/or other income upon which no withholding has been 
deducted, you need to make estimated tax payments every 
quarter in order to avoid penalties.  For help, consult your 
business accountant or local IRS office. 
 

INFORMATION RETURNS:  If you pay an independent 
contractor more than $600 a year, issue payee statements by 
January 31st, and send Form 1099 and transmittal Form 1096 to 
the IRS by February 28th.  If you pay employee wages, Form W-
2 must be issued to your employees by January 31st, and W-2s 
must be sent to the IRS accompanied by transmittal Form W-3 by 
February 28th. 
 

 

TAXPAYER ID/EMPLOYER IDENTIFICATION NUMBER (EIN): 
You generally use your Social Security number as your taxpayer 
ID number, also known at your employer identification number 
(EIN). However, you must have an EIN if you (1) pay wages to 
one or more persons or (2) are liable for filing any pension or 
excise tax returns, including those for alcohol, tobacco or 
firearms. 
 

To get an EIN, fill out a Form SS-4, available at your local IRS 
office, from the IRS Web site at www.irs.gov, or by calling (866) 
816-2065. If you need to apply for your 1st state UBI and EIN, the 
Dept of Revenue at 4407 N. Division, Suite 300 in Spokane can 
issue both at the same time. You can also fax your Form SS-4 to 
(215) 516-3990. If you ask for a reply by fax, you can get your 
EIN in about five workdays. Requests by mail usually take 5-6 
weeks. 
 

TAX QUESTIONS? 
CALL: Call toll free (800) 829-1040 for general tax information.  
The field assistance phone numbers are as follows: Spokane 
(509) 353-0508; Tri-Cities (509) 376-0705; and Yakima (509) 
454-5675. 

Federal Regulations and Your Business 

U.S. Social Security Administration                                  
(800) 772-1213       www.ssa.gov 
Nearly all employees, employers and self-employed persons are 
required to participate in the social security program.  Employers 
are required to withhold a fixed percentage of employee wages, 
match each employeeôs contribution and make periodic deposits to 
the IRS.  Forms are  available from the IRS.  Self-employed persons 
must also make contributions. 
 

U.S. Department of Transportation (USDOT) 
(360) 705-7000       www.dot.gov 
Businesses in the trucking industry must contact the USDOT to 
obtain their USDOT number and Federal Highway Operating 
Authority (ICC) number. 

FEDERAL  REGULATIONS  GOVERNING  YOUR BUSINESS  

http://www.dol.gov/
http://www.osha.gov/
https://osha.washington.edu/
http://www.boisestate.edu/oshcon/
mailto:consultation@boisestate.edu
mailto:workshopsched@lni.wa.gov
http://www.lni.wa.gov/Safety/default.asp
http://www.uscis.gov/portal/site/uscis
http://www.uscis.gov/i-9
http://www.irs.gov/businesses/
http://www.irs.gov/
http://www.ssa.gov/
http://www.dot.gov/


19 

SELF-EMPLOYMENT TAX 
 
Self-employment tax (SE Tax) is Social Security 
and Medicare tax primarily for individuals who work 
for themselves.  If you have self-employment 

earnings of $400 or more, you are liable for paying self-
employment tax and must attach a Schedule SE to your Form 
1040 tax return.  Social Security coverage provides retirement 
benefits, disability benefits, survivor benefits, and hospital 
insurance (Medicare) benefits. 
 
You figure SE tax yourself using Schedule SE (Form 1040). Social 
Security and Medicare taxes of most wage earners are figured by 
their employers. Also you can deduct half of your SE tax in figuring 
your adjusted gross income. Wage earners cannot deduct social 
security and Medicare taxes.  
 
Fiscal year filer. If you use a tax year other than the calendar 
year, you must use the tax rate and maximum earnings limit in 
effect at the beginning of your tax year. Even if the tax rate or 
maximum earnings limit changes during your tax year, continue to 
use the same rate and limit throughout your tax year. 
 
How to Pay Self-Employment Tax. To pay SE tax, you must 
have a social security number (SSN) or an individual taxpayer 
identification number (ITIN).   
 
Å Obtaining a Social Security Number. If you never had an 

SSN, apply for one using Form SS-5, Application for a Social 
Security Card.  You can get this form at any Social Security 
office or by calling (800) 772-1213. Download the forms at 
www.ssa.gov. 

 

Å Obtaining an Individual Taxpayer Identification Number. 
The IRS will issue you an ITIN if you are a nonresident or 
resident alien and you do not have and are not eligible to get 
an SSN.  To apply for an ITIN , file Form W-7, Application for 
IRS Individual Taxpayer Identification Number.  

 
Estimated Taxes. You must pay the tax as you earn or receive 
income during the year. You generally have to make estimated tax 
payments if you expect to owe tax, including SE tax, of  
$1,000 or more when you file your return. If you are a self-
employed individual and do not have income tax withheld, 
you must make estimated tax payments. 

Who Must Pay Self-Employment Tax? You must pay SE tax and 
file Schedule SE (Form 1040) if 7our net earnings from self-
employment were $400 or more. 
 
Your net earnings from self-employment are based on your 
earnings subject to SE tax. Most earnings from self-employment 
are subject to SE tax. Some earnings from employment (certain 
earnings that are not subject to social security and Medicare 
taxes) are subject to SE tax. 
 
Note: The SE tax rules apply no matter how old you are and even 
if you are already receiving social Security or Medicare. 
 
Are You Self-Employed? 
Å You are self-employed if any of the following apply to you: 
Å You carry on a trade or business as a sole proprietor or an 

independent contractor. 
Å You are a member of a partnership that carries on a trade or 

business. 
Å You are otherwise in business for yourself. 
 
Trade or business. A trade or business is generally an activity 
carried on for a livelihood or in good faith to make a profit. You do 
not need to actually make a profit to be in a trade or business as 
long as you have a profit motive and make ongoing efforts to 
further the interests of your business. 
 
Part-time business. You do not have to carry on regular full-time 
business activities to be self-employed. Having a part-time 
business in addition to your regular job or business also may be 
self-employment. 
 
Sole proprietor. You are a sole proprietor if you own an 
unincorporated business by yourself, in most cases. However, if 
you are the sole member of a domestic limited liability company 
(LLC), you are not a sole proprietor if you elect to treat the LLC as 
a corporation. For more information on this election and the tax 
treatment of a foreign LLC, see Form 8832, Entity Classification 
Election. www.irs.gov 
 
For additional information, go to:  
http://www.irs.gov/businesses/small/ or take the IRSôs Small 
Business/Self-Employed Virtual Small Business Tax Workshop: 
www.tax.gov/virtualworkshop. 

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 activity not engaged in 
for profit. In order to make this determination, taxpayers should consider the following factors: 
Å Does the time and effort put into the activity indicate an intention to make a profit? 
Å Does the taxpayer depend on income from the activity? 
Å If there are losses, are they due to circumstances beyond the taxpayerôs control or did they occur in the start-up 

phase of the business? 
Å Has the taxpayer changed methods of operation to improve profitability? 
Å Does the taxpayer or his/her advisors have the knowledge needed to carry on the activity as a successful business? 
Å Has the taxpayer made a profit in similar activities in the past? 
Å Does the activity make a profit in some years? 
Å 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 activity produces a loss 
when related expenses exceed income. The limit on not-for-profit losses applies to individuals, partnerships, estates, 
trusts, and S corporations. It does not apply to corporations other than S corporations. 
 

Further information is available in IRS Publication 535, Business Expenses at www.irs.gov 

Self-employment Taxes/ Hobby or Business? 

http://www.ssa.gov/
http://www.irs.gov/
http://www.irs.gov/businesses/small/
http://www.tax.gov/virtualworkshop
http://www.irs.gov
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The SBA Branch Office in Spokane, Washington serves the eastern 20 counties in Washington and the 10 northern 
counties of Idaho, an area commonly referred to as the ñInland Northwest.ò The area has a population of approximately 

two million, and approximately 50,000 businesses.  
 

This office assists small business owners and prospective 
entrepreneurs through training, counseling and business-
development programs.  
 

SBA conducts free Business Loan Briefings at 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 application. General 
inquiries regarding SBA  loan programs and business 
assistance, are fielded during Spokane SBA Business 
Loan Briefings (see pg 22).  
 

Additionally, the SBA Training Room (same address) in 
Spokane hosts free or low-cost workshops for entrepreneurs 
on various topics related to starting, operating and growing 
successful businesses. 

 

SBA resource partners ï SCORE ñCounselors to Americaôs Small Business,ò and Small Business Development 
Centers (SBDC) ï provide direct technical assistance services. Current and prospective small business owners can 
contact the SBA or its resource partners directly to take advantage of free and confidential expert business counseling 
and/or low-cost business management workshops. Spokane SCORE offers workshops and counseling at the 
Spokane Branch office. To schedule an appointment or register for a workshop go to www.scorespokane.org 
or call (509) 353-2821. For more information,  Email: info@scorespokane.org. 
 

With over 90 percent of Washington and Idaho businesses being classified as small, the SBA financial and business 
development services are of vital importance to the region.   
 
Directions: 
From 1-90 or From the South: 
Take Lincoln north 5 lights past freeway. Turn right on Riverside,  the 
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) side 
of the street  
 

From north Monroe: 
Turn left on Riverside, which is 1 block after you cross the Monroe 
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 right, 
and turn left on Browne. Go 2 blocks south to Riverside, then turn right. 
The SRBC is on the southwest corner of Post and Riverside 1 block 
west of the Bus Plaza. 
 

Easiest and least expensive route: Take the bus! The SBA and SCORE office is located 1 block west of the Bus 
Plaza, at the southwest corner of Post and Riverside.  

Spokane Branch Office Profile  

SBA SPOKANE   
BRANCH  OFFICE  
 

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

 801 W. Riverside Ave, Suite 444  
Spokane WA 99201 

General Info Phone: (206) 553-7310  

Idaho 

Washington 

SRBC, 801 W. Riverside Ave., Spokane, WA 

 

http://www.scorespokane.org
mailto:info@scorespokane.org
http://WWW.SBA.GOV
http://WWW.SBA.GOV/WA
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PROGRAMS & RESOURCES 
WWW.SBA .GOV 
 

 
SBA was created as a federal agency in 1953 to aid, counsel, and protect the interests of small 
business concerns, to preserve free competitive enterprise, and to strengthen the overall economy of 
our Nation.  SBA 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 only survive 
but also strengthen their footing, and grow in a tough economy.  Playing a major role in economic recovery, the core 
mission is accomplished thru ñSBAõs Three Cs - Capital, Counseling, and Contracts.ò 
 

CAPITAL  

SBA finance programs play a central role in helping to stimulate the economy by boosting the availability of capital and 
building the confidence of both lenders and borrowers.  SBA provides guarantees on term and revolving line-of-credit 
loans made by commercial lenders (banks/credit unions), certified development companies, and microloan lenders.  
Roughly 30% of SBA loans are made to start-up firms.  

 
The SBA is a direct lender of disaster loans for homeowners, renters, and business owners . 
 

For info on specific loan programs, see page 26, attend an SBA loan briefing, or email to ted.schinzel@sba.gov. 
 

COUNSELING  
SBA resource partners generously share their expertise as trusted mentors for entrepreneurs and small business 
owners.  They conduct low-cost workshops and provide free and confidential business guidance (by appointment).   
  
SBA resource partners in eastern Washington state and north Idaho include: 
SCORE òCounselors to Americaõs Small Businessó Locations and contacts on pages 4 and 5. 
Small Business Development Centers (SBDCõs)           Locations and contacts on page 36 
Veteran Business Outreach Center (VBOC)           Regional resource for veterans.  35 

 
Additional guidance and access to training resources are provided online by SBA  at www.sba.gov.   
For more info on SBA Spokane Branch counseling and training resources, email to patricia.jordan@sba.gov. 
  

CONTRACTING  
Federal goals are that 23% of overall contracts to buy or receive products and services to go to small businesses, with 
smaller set-aside goals for firms owned by women, minorities, veterans, service-disabled veterans & others.   
 
Procurement Technical Assistance Centers (PTACs) train and assist companies seeking government contracts. 
PTACs help firms register in the Central Contractors Registry (CCR) - a national database used by federal contract 
managers and prime contractors to find prospective venders/contractors.  Registration in CCR is required prior to the 
award of a federal contract, order, or purchase agreement.  
 
There is a self-certification process for small businesses based on established size standards; for disadvantaged 
businesses; and for firms owned and actively managed by women, minorities, veterans or persons with disabilities.   
 
SBA certifies companies in the 8(a) Business Development and HUBZone programs. For government contracting 
program info within the SBA Spokane Branch area, see page 33 or email to sharon.pataky@sba.gov. 

http://www.sba.gov
mailto:ted.schinzel@sba.gov
http://www.sba.gov
mailto:patricia.jordan@sba.gov
mailto:sharon.pataky@sba.gov
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Business Loan 
Briefings  

at the  

GO VIRTUAL  if  you cannot attend a loan briefing in person . 
 

Use your home or office phone to hear the presenter  
and your computer to view the PowerPoint Presentation.  

ReadyTalk enables SBA to offer this easy and no-cost option. 
 

  SBA ReadyTalk participation instructions for virtual 
attendees on loan briefing days: 
 

On the phone:  

Å Dial toll-free to (866) 740-1260 by noon to join by 
conference call.   

Å When prompted, enter Participant Login Access 
Code of 3109402  

 

*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.   

Financing For Your Company:   Loan Briefings 

Preregistration recommended 
patricia.jordan@sba.gov 

   

 

801 W. Riverside Ave., Suite 444 
Spokane, WA 99201 

(Map to SRBC on p. 46) 

Get Your Business 

Loan Questions 
Answered! 

 

1st & 3rd Thursdays 
 

Starts promptly at  NOON 
 

Briefing lasts about 1 hour. 

 

**Be sure to allow time for parking and arrange for parking that is longer than one hour.  
Check in EARLY at the SBA, SRBC Suite 444.  

SBA Loan Briefing STARTS PROMPTLY at 12:00 p.m. 

 

Schedule a follow-up appointment with a SCORE counselor to review your loan proposal or business plan. 

Depending on the amount of money you need, your personal circumstances, and where you reside, there 

are several options for people looking for a small business loan.  There are special loan programs for small 

businesses in Idaho and Washington.  There are also special programs for fixed-asset financing.   

Go to an SBA Loan Briefing to get information needed to pursue funding for your business! 

www.sba.gov/wa 

Attend an SBA Business Loan Briefing to Learn: 
 What Lenders look for in a credit application;  

What resources and financing programs are available; and  
What to do and where to go next. 

On the computer:   

Å Log  onto www.readytalk.com. 

Å Type the same Participant Login Access Code of 
3109402 in the box on the left. 

Å Fill in a simple participant registration form to join the 
live session and view the PowerPoint Presentation 

mailto:patricia.jordan@sba.gov?subject=Loan%20Briefing
http://www.sba.gov/wa
http://www.readytalk.com
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Do you need to be declined by two banks before applying an SBA loan guaranty?  
NO!!  On the contrary, you need a bank willing to make the loan. You deal with your bank; they will deal with SBA.  If your loan is 
approved, the loan is funded  by the bank and the SBA guarantees  a certain percentage based on the loan amount.   
 
Does the SBA provide grants to small businesses that donôt need to be repaid?   
No. The SBA does not provide grants to start or expand small businesses . SBA guarantees business loans written by the banks. 
The bank loans the money and in turn receives payment from the borrower each month. The SBA is a silent partner on the loan:  
If the borrower defaults, SBA purchases a portion of the loan balance, reducing the risk for the bank. However the amount owed 
by the business does not change.   
 
Where can I find information on GRANTS?  
For information on grants available through a variety of Federal, state and local organizations, go to: www.grants.gov .  The WA 
State SBDC  provides helpful tips about GRANTS on their website:  www.wsbdc.org/grants.  
 
Does my business qualify for SBA assistance?   
To be eligible, a business must be small per SBA Size Standards. (See page 31)ðapproximately 98% of businesses are small by 
size; the business cannot be a non-profit (except employee stock ownership programs; and it cannot be engaged in speculation, 
lending, investment or rental real estate. Loan funds cannot be used to pay creditors who are inadequately secured. An SBA loan 
cannot be used If funds are otherwise available (i.e. directly from the lender or from personal assets without hardship to the 
owners. 
 
What do I need to do to increase my chances of getting an SBA  loan?  
Research and develop a business plan that includes realistic financial projections and an estimate of anticipated earnings. A well 
planned and organized presentation will be an important factor in the review of your loan request.   
 
How much money do I need to put in the business as equity to qualify for an SBA loan?  
For a new business, expect to provide approximately 20 to 30 percent of the total required starting capital. For established firms, 
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 the loan 
internally, it  usually takes SBA 1-5 days to approve a loan. 
 
Where can I get the loan application?   
Application forms vary depending on the lender and the type of financing used.. If the lender determines that an SBA guarantee is 
required, they will provide you with the forms. 
 
What is the interest rate on an SBA loan?    
You negotiate the interest rate with your lender subject to SBA maximums. Rates can be fixed or variable, at the lenderôs 
discretion.  
 
What if I donôt have much collateral?   
When a loan guaranty is approved, SBA expects all available company assets to be offered as collateral.  If company assets are 
insufficient to fully secure the loan, liens on personal assets may be required.  Often, this means a second on the family home; 
however, if adequate collateral simply is not available, this fact alone will not cause SBA to decline an otherwise qualified loan.   
 
If the SBA doesnôt guarantee my loan what other options do I have? 
If your loan application is denied, donôt give up.  There may be other financial resources better suited for your needs.  (Check 
page 29). There are other companies that use different evaluative techniques and loan money at a slightly higher interest rate 
than a traditional bank loan.  In addition some states, counties and cities commonly work with local banks to provide financial 
support to small businesses as part of their economic development programs.  Ask your banker to help you explore the options. 
 
 

Still not sure what is available in your area or where to apply?  
Try the governmentôs search engines for Business Loans, Grants, and Financing  

at: http://search.business.gov/startLoans.html or 

www.sba.gov/category/navigation-structure/loans-grants 

FREQUENTLY  ASKED LOAN  QUESTIONS  

http://www.grants.gov/
http://www.wsbdc.org/grants
http://search.business.gov/startLoans.html
http://www.sba.gov/category/navigation-structure/loans-grants
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BUSINESS  LOAN  APPLICATION  CHECKLIST  

SBA is not the only source for small-business loans. State and local economic-development 
agencies ï and numerous nonprofit organizations ï provide low-interest loans to small 
businesses that may not qualify for traditional commercial loans. But, each loan program has 
specific forms you need to fill out.  
 

The good news is that most of these other lenders require the same kinds of information and documentation. So itôs 
a good idea to gather what youôll need before you even start the application process. 
Here are the typical items required for any small business loan application: 
 
Loan Application Form -  Forms vary by program and lending institution, but they all ask for the same information. 
You should be prepared to answer the following questions. Itôs a good idea to have this information prepared before 
you fill out the application: 
 
ÅWhy are you applying for this loan? 
ÅHow will the loan proceeds be used? 
ÅWhat assets need to be purchased, and who are your suppliers? 
ÅWhat other business debt do you have, and who are your creditors? 
ÅWho are the members of your management team? 
ÅPersonal Background 

 
Either as part of the loan application or as a separate document, you will likely need to provide some personal 
background information, including previous addresses, names used, criminal record, educational background, etc. 
 
Resumes -  Include evidence of management or business experience, particularly for loans to a new business. 
 
Business Plan -  All loan programs require a sound business plan to be submitted with the loan application. Include 
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 Report -  Your 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 inaccuracies 
and blemishes that can hurt your chances of getting a loan approved. Try to clear these up before beginning the 
application process. (See page 48 to see how your Credit Score affects your ability to get financing.) 
 
Business Credit Report -  If you are already in business, you should be prepared to submit a credit report for your 
business. Review your businessô credit report before beginning the application process. 
 
Financial Statements -  See list at right for financial statement requirements for new and existing businesses. 
 
Legal Documents -  Depending on a loanôs specific requirements, your lender may require you to submit one or 
more legal documents. Make sure you have the following items in order, if applicable: 
 
ÅBusiness licenses and registrations required for you to conduct business 
ÅArticles of Incorporation 
ÅCopies of contracts you have with any third parties 
ÅFranchise agreements 
ÅCommercial leases 
ÅSales Agreement (if loan involves purchase of a business) 




