S arting ABusi ness
| n Vést Contra Costa County

So You Have A GReaT
lm....

Busi NEss oPPORTUNITIES AND | DEaAs CovE FROM
Many Di RECTI ONS: ...

You nay be produci ng craft itens that you have been usi ng
as personal gifts. Hwdo you go about setting up a busi ness
tosd| your creationsinstores or a craft shons?

You nay have eat en out | ast ni ght and been di sappoi nt ed
inyour dinner. Gul dyoubuildatake-out restaurant around
your famly barbecue sauce reci pe and great cust oner ser-
Vi ce?

You nay have gotten of f BART and w shed t hat you coul d
get acup of coffee? ul dyouset upacoffeecart near the
BART stati on?

Sarting your own busi ness can be an exci ting experi ence.
It has nany rewar ds:

Hnanci a revards

| ndependence

Feel i ng good about your sel f
Geatingjobsfor others

Hel pi ng your clients and cust oners

Thi s bookl et i s desi gnedto hel p you t hrough sone of the
stepsyouw!| havetotaketostart abusinessinVést Gntra
Gsta Gunty.



WAAT Does OWwWNI NG
A Busi Ness Mean. . . . .

Sarting and runni ng a busi ness takes al ot of tine and
vork. \Wat are sone of the hats worn by busi ness owner s?
Look at thefd lownglist:

General Manager M keting Drector
AdvertisingDrector Gaphic Atist
Product i on Minager Product i on Viér ker
Servi ce Rrovi der Gfice Minager
Qder/RUTill nent Bookkeeper / Account ant
FleCQek Scretary

Recepti oni st Qust oner Rel ati ons
Shi ppi ng/ Recel vi ng I nventory Gntrol
Gntra Supply Fersonnel /Hring
Supervi si on Rersonnel Trai ning
Legd |ssues RbicRdations
Scurity H nanci al Mnagenent

Inthe start-up stage of devel opi ng your busi ness, you nay
feel that youhavetonakeall of thedecisionsanddoal |l or
nost of thework. As your busi ness grows, youw | di scover
that your dutiesandresponsibilitieswll increase. Youwl|
reach a poi nt when you nust share or del egat e sone of your
responsi bilitiesinorder toreduce your work | oad, growyour
conpany, and stay conpetitive.

Gtenbusiness owners fail tofindother busi ness peopleto
hel p t hembecause t hey want to nake al | of the deci si ons and
tohavefu |l cotrd over dl activities. Thiscantaketine anay
fromwhat you do best.

If youareacook andw | be opening arestaurant, your
ti ne nay be best spent in creating and cooki ng new nenu
itens. Your bookkeepi ng coul d be taken care of by an ac-
countant .

I'f you are openi ng a conput er repai r shop, your tinew ||
be best spent on repairing conputers. You nay want tohire
an of fi ce nanager to handl e cust oners, schedul i ng, and

phorecdl s.




Deci de the best use of your tine. Beforestarting your

busi ness, contact the Local Resources listedat theback of this “I vart torake andsdl| gift beskets
bookl et. Youw!! find counseling services and | owcost and vould | i ke to operat e a hone-
cl asses. Libraries containnany books on busi ness start-up. e et e
Abusi ness reference | i brarian can hel pyoufindinfornation a hone- based busi ness | i cense?’

for your type of busi ness.

Youarenot aloneinthis process of startinga
busi ness....helpisavail abl einyour conmunity.

Busi NEss LI ceNsE

Before signing al ease or begi nni ng a busi ness, nake sure that your type of businessis
alonedat that location. |If your business wll belocatedinan uni ncorporatedarea, the county
cotrasal your requirenents. If your businessiswthinthecitylinits, thecity contrad s nost
of your requirenents. You can contact the busi ness |i cense and zoni ng depart nents of the
cityinwichyouaregoingtolocatetolearnabout theregul ati ons.

B Cxrito B Sobrant e (uni ncor por at ed)
Gty Ofices Qunty FH nance Bui | di ng
10890 San Pabl o Avenue 625 Qurt Sreet, RPom100
H Grrito, CAY530 Mirti nez, CA 94553

Busi ness Li censes: (510) 2154310  Busi ness Li censes:
A anni ng/ Zoni ng: (510) 215-4330 (925) 646-4230

R chnmond San Pabl o

Gty Ofices Qne Al var ado Sguare

2600 Barrett Avenue San Pabl o, CA 94806

R chnond, CA 94804 Busi ness Li censes:

Li censes &Fernit s: (510) 215-3010

(510) 620- 6742 A anni ng/ Zoni ng;
(510) 215-3030

Lhi ncor por at ed ar eas

Qunty Applicationand Permt Center
651 Hne Sreet (North Wng, 2nd H oor)
Mrtinez, CA94553

(925) 646- 1600

I'f your | ocationchoice satisfiesthebusiness | icense depart nent and the zoni ng regul ati ons,
youcanapply for abusinesslicense. Youwl!| beaskedtofill out aformtelling about your
busi ness nane, ownershi p, and | ocati on. You nay al so be asked to esti nat e hownuch
noney you w | | nake. Mny cities base the anount they charge for t he busi ness | i cense on
the anount of noney your busi ness w |l earn.



L ocATI ON

The | ocat i on you choase for your busi ness i s very i npor-
tant. Younust besurethat it is convenient for your custom
ers, appropriate for your type of busi ness, al ows roomfor you
togrow andis affordable. Wen | ookingat | ocati ons, ques-
tionarea estate broker, tal kto surround ng shop owners and
use your ooservationskillstofindout:

Wat isthehistory of thislocation? Wat conpany noved

out and why? o
Isthislocation conveni ent for ny custoners and suppl i ers? /
Wit arethetraffic patterns?
Gan signs and t he st ore be seen fromt he street ? 1 Business license
Istheregoodfoat traffic? 3 advertiaing
Wiat stores are near nine? 5. financiar T
Wiereis ny cl osest conpetition? & networking
I's there enough parki ng for ny cust oners?

Besuretoplanfor your business grovth. W1l thelocation
al | owfor expansi on?

Miny ent repreneur s ar e openi ng hone- based busi nesses.
Eachcityhasitsow guidelinesandregul ations for gperatinga
busi ness froma hone. |1f you are consi deri ng | ocat i ng your
offi ceinyour hone, contact your busi ness | i cense depart nent
and zoni ng conmissi on for theregul ations for your area.

Fictimious Business Nave Rea STRATI ON

Abusiness naneiscaledfictitiousif it doesnot includetheower’sfull legd nane. For
exanpl e, i f Janes Johnson wants t o open a consul ting practice andiswell knowninthe
communi ty, he nay wshto operatewth his|egal nane as his busi ness nane. Hew |l not
havetofileafictitious nane statenent. |f he deci des to nane hi s busi ness Janes Johnson
Busi ness nsultations, hew !l havetoregister. Wenanythingis addedtotherea nane, the
nane becones fictitious. |If the naneindicates additional owners such as Janes Johnson and
Associ ates, thenaneisfictitious.

NAME NOT H LE A DBA NO DBA NEEDED
(HCNTAp H CI T A
Ry s Gfe .
Joe Adans .
@Gar deni ng Servi ce
The @ ot hi ng B oker .
Aanes- Adans Publ i shi ng .
Goiavanderbil t .
H8R Bl ock .



Anade-up or fictitious busi ness nane nust beregistered. Theprocess for registrationis
alsocalled“filingyour DBA (Doi ng busi ness as) and i s acconpl i shed t hrough 2 st eps:

1 Rbishyour fictitious

naneinagenera circu a
tion nevspaper that is
publ i shed i nthe county in
whi ch your business i s
located Youwll fill out a
formand pay afee at the
newspaper officefor the
paper you have chosen.
Thenaticewl! | beprinted
for 4weeks. Ater your

noti ce has appearedinthe

paper for 4 weeks, the
paper wll sendyoua
pidicaioncetificae

CONTACT NEWSPAPERS IN YOUR COUNTY AND ASK:

Do you publ i sh A ctitious Nane S at enent s?
Wat do you charge for this service?
Dbyoua sofilewththe Gty or Qunty Gerk? Isthereanadditionfeefor this?
Wat infornationdol needtobringwthneinorder toconpletethe Hctitious Nane

S at enent ?

2 TheRbicationCrtificate

hastobefiledwththe
Gty or Qunty G erk who
i ssued your busi ness

l'i cense. Sone newspapers
w | publish your CBAand
dsofilefar youefter
pidication. Thiswll save
you anaddi tiond trip.

SOVE LOCAL NEWSPAPERS WHICH FILE FictiTious NavE STATEMENTS ARE.

Gontra Gost a News Regi ster
1601 North M n,

Vel nut Geek, CA

(925) 934- 2780 (speci a i zes
inlega pubicationsand
county recor di ngs)

Fees for filingaFH ctitious Nane S at enent range from$35 t o $55.

H1ls Newspapers I nc.
6208 La Sl | e Are.

CGakl and, CA

(510) 339-8777 (H Crito
Journal &other | ocal papers)

Vé¢st County Ti nes
4301 Lakesi de Dri ve,
R chrond, CA
(510) 758-8400

Choosi ng a nane for your busi ness wll be one of your nost i nportant decisions. |f you
pur chase a franchi se, that decisionw!| be nade for you. |f you buy an exi sti ng busi ness, you

nay want t o keep t he sane nane or change to a hewone.

youw | | al so have to devel op a busi ness nane.

| f you devel op your own busi ness,



SOME THINGS TO THINK ABOUT IN CHOOSI NG
A NAME ARE.

1 I'sthe nane appropriate for thetype of busi ness? Bventhough cute and cl ever
nanes ar e easi | y renener ed by cust oners, they nay not gi ve a busi nessl i ke
I Nressi on.

2 Dpes your nane descri be your busi ness? A busi ness nane can be used t o adverti se
your product or service. For exanpl e; Royal Qfice Supply, Anderson’ s H nanci al
A anni ng, and Sams Take-out R bs tel | custoners what service or product the com
pany provi des. Foyal Gonpany, Anderson Associ ates, and Samis H ace don' t de-
scri be t he busi ness.

3 Isyour nanerestrictive? Try not to nake your nane so speci fic that you cannot
growand expand your busi ness wthout that nane | osingits descriptive val ue. You
nay start by providingone serviceand |l ater wshtoexpandintoprovidingrel ated
products and addi ti onal services. Sams Take-out Rbsisdescriptive, it tells uswat
fooditemisprovidedandthat wewl!| betakingit out of Sams shop. The nane w | |
berestrictiveif Sampl ans to expand hi s busi ness toincl ude ot her fooditens and sit
down rest aurant servi ce.

4 |syour nanetoolongtofit onconputer | abel s? Hwwoul d your nane be abbr evi -
ated or shortened?

5 Hwdoes your nane transl ate i nto ot her | anguages?

6 Werew || your nane appear indirectories? Qnsider thefirst letter of your nane;
thiswll determneitsa phabetica listingisdrectoriessuchasthe Y& | owPages.
Gustoners usual |y ook throughthefirst fewlistingsind rectorieswentheare
decidngwotocal. Itistoyour advantagetobecl oser tothe AsthantheZ s.
Aanes-AlenRbishinggetsfirst listinginpudishingdrectaies. Itisaconpetdy
fictitious nane; nooneinthe conpany has t he nane Aanes or Al en.

ACME SoupTime Epoch
Nails ByJane  Take Out TIXAl
PERFECTIONS Connor's Saddle U
Shoe Village Woobd ArTz



L EGAL  STRUCTURE

(ne of the nost i nportant deci sions youw | nake is decidingwow !l own your busi ness.
Thetermusedfor thisis“lega structure’. There are advant ages and di sadvant ages t o each
formaf busi ness organi zat i on.

SOLE- PROPRI ETORSHI P

Asol e-propri etorshi pis owned by one person. You nay have enpl oyees to assi st youwth
runni ng t he busi ness, but youw |1 be responsi bl e for naki ng t he busi ness and fi nanci al deci -
sas.

The advant ages of asd e-proprietorshipare:
Easy toform
Less paperwork the a Gorporati on
Less expensi ve toform
Fever | egal regu ati ons
The busi ness owner receives a | of theprofits
The busi ness i ncone i s taxed as personal i ncone
Tad cotrd

The di sadvant ages ar e:
Rersomd liabilityfor your business’ debts
Heavy responsibility
Linmtedabilitytoget | cans

PARTNERSHI P

Apartnershipisalegal businessrelationshipinwhichtw or nore peopl e agreeto share
owner shi p and nanagenent of a busi ness. Each partner owns a percent age of t he busi ness.
Apart nershi p agreenent nust be devel oped bef ore t he busi ness opens. It i s acontract
betweenthe partners that tel l s howyou want your busi ness rel ati onshi ptowork. Partnerships
can of t en have probl ens as i ndi vi dual s di sagree on nanagenent and financi al i ssues. The
devel opnent of a part nershi p agreenent nakes t he owners tal k about i ssues and nake
deci si ons on howt o handl e t hembef or e t he busi ness opens its doors. Books inthelibrary can
assist youin

The advant ages of a partnership are:
Easi er toformthan a Gorporation
Less expensi veto form | ess paperwork
Saredresponsibility
Expanded fi nanci a resour ces

The di sadvant ages are:
Ul intedpersomd liability
Transfer of owershipcanbed fficult




Al Partnershi ps shoul d have a Part nershi p Agreenent. Mny fri endshi ps and good wor ki ng
rel ati onshi ps have ended over busi ness di sagreenents. Vlen noney enters the picture,
friendships are oftenput aside. Taketine and careful | y prepare a part ner shi p agreenent and
haveit notarized InaPRartnership Agreenent, youw !l put inwiting:

The pur pose of the partnership

The goal s of the partners

The anount of noney each partner wll contributefor start-up

Additional noney eachpartner will contributeduringthelife of the busi ness
The way partners wll take noney out of the busi ness

The managenent power s and work responsi bilities of each part ner

The net hods for settling di sputes suchas nediationor arbitration.

The procedure for continuing the conpany i f apartner dies or vantstol eave.

Agood book vhi ch covers theseissuesis The Rartnership Book by Dennis Gifford It is
avalddeinthelibrary.

There are sone | egal advantagestoformngas aLlinitedLiability Qonpany or as a Qrpora-
tion. Theseforns of |egal structure offer sone protecti onof personal propertyincaseof alaw
suit agai nst your busi ness. The faol | ow ng resources are avai | abl e t o hel p you nake your
deci si ont

Busi ness nsul tants

Account ant s

Lawyer s

The Sval | Busi ness Admini stration

Local Busi ness Devel opnent Genters

Busi ness cl asses

Books on Legal Sructure (check your I ocal library)




Speci AL PERM TS

Sone busi nesses requi re speci al permits and | icensesinorder tooperate. Your | ocal busi-
ness | i cense depart nent can gi ve you i nf ornati on about the agenci es youw || needto contact.
Youw || a sovant tocontact the Glifornia@ficeof Rernit Assistance. This office canbe
reached by cal | i ng (916) 322-4245. Wen you contact GJPA a Busi ness Devel opnent con-
sultant wll assist you deternine the pernits you need and t he agenci es you shoul d cont act .

Fooo Probucts AND  CATERERS

Food product s for sal etothe public cannot be nadeinthe
ki t chen of your hone; food nust be preparedinalicensed
conmex ci al kitchen. ntact thefol | ow ng agenci es for
pernit infornation:

GlifoniaSate Departnent of Heal th Servi ces
Food and Drug Branch

185Berry Sreet, Qiite 260

San Franci sco CA 94107

(415) 904-9738

Qunty Envi ronnental Heal t h Depar t nent
1111 Verd Sreet, Mrtinez,
(510) 646-2521

@ty Busi ness Li cense and Zoni ng Depart nent s

CONTRACTORS

Uhder Glifornialaw contractors offeri ngto do work above
$300 nust be li censes. APRocket Licenseisissuedby the
state and shows the ki nd of work for whichthe contractor i s
licensesandthelicenseexpirationdate. Toget a pocket
l'icense, you nust:

 have 5 years of j our neynan experi ence.
e pass awitten examthat tests your know edge of trade
skillsadthel aw

Infornationonlicenses and pernitsis availablefrom
e (ntractors Sate Li cense Board 1(800) 321- 2752

« MECA Inc.
660 Mrri na Vdy Sout h,
R chnond CA 94804
(510) 620-0754

MECA oper at es a bui | der s exchange and pl an r oomand
publ i shes a busi ness and const ruct i on weekl y. They al so have
aconsul ting divisionthat does professiona, technica and
nanagenent consul ting.
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CH b Care PRrovi DERS
The fol | ow ng agenci es can provi de i nfornation of the
permts and|icenses care providers wll need.

GliforniaCildren Srvices
595 CGenter Avenue
Mrtinez, CA

(925) 313-6100

Chi I d Gare Qunci | 233-K 06
Thi s agency can provi de i nfornati on on permts,
narketing, andrates for |icensed day care.

Gormuni ty CGar e Li censi ng
(510) 286- 7062

SELLER s PERV T

Thefina seller of aproduct or abusi nesses that provi des ataxabl e servicei s responsi bl e for
collectingsal estax. Anexanpl e of ataxabl e serviceis anautonechanic; taxis not charged
ontherepair service, but ischargedonthepartsusedintherepair. Thesa estaxiscdlected
for andpaidtothe Sate Board of Equalization. |f your business requires youtoco |l ect sa es
tax fromyour custoners, theagency wll issueaSeller’s Rermit. Youw!| beaskedtofill out a
formwhi chw | includeinfornationabout your busi ness nane, | egal structure, estinated
busi ness i ncone and expenses, your driver’s |icense nuner, Social Security nunber. Contact
the Sate Board of Egual i zationfor acopy of theregistrationformsoyouw !l knowtheinfor-
nationrequiredand by preparedif theapplicationistobefiledinthe Agency office. Sone-
tines thi s process can be conpl et ed by nai | .

Sate Board of Equal i zation
1001 Gal axy Vey, Suite 212
Goncord, CA 94524

(925) 687-6962
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BANK  ACCOUNT

Theonlywaytotell if your businessisnakingaprofit istokeepall busi ness noney sepa-
rate frompersonal noney. Your busi ness wll need a separat e busi ness bank account. Al
busi ness i ncone i n t he f ormof checks and cash nust be depositedintothat account. Contact
banks i n the areat o see whi ch ones have t he servi ces and t erns you need. | ntroduce your sel f
tothe bank nanager. Tell the nanager or | can of ficer that you are starting a busi ness and are
interestedin opening anaccount wththem Askif they|oan noney to your type of business.
You nay not need aloanat thistine. Asyour business grows, you nay need fundingtohire
enpl oyees, buy products or rawnaterialstofill large orders, or purchase an updat ed com
puter system It wll hel pyouto be known by t he bank’ s personnel and t o have chosen a
bank that Wil | cantoyour type of busi ness.

If youare operating your businesswthafictitious nane, youwl! |

be required to gi ve t he bank a copy of your CBARUbl i cation Gertifi- 2
cate. Thisprovesthat youhavetheright todeposit and/ or cash A
checks nade out tothat fictitious nane.

Bven t hough your nai n purpose i s setting up a busi ness bank '
account, you nay need ot her banki ng services. Look at thefol | ow )
ing list and see what ot her services you nay need.

Tax CoNsI DERATI ONS

Al businesses arerequiredtoget afederal identificationnunber fromthelR§ thisiscaled
an B Nnuner. Wsual |y, a sol e propri etorshi pw th no enpl oyees can use t he owner’ s Soci a
Security Nunber until enpl oyees are hired.

Wien you recei ve afederal identificationnunier, the IRSWII sendyou quarterly and year-
endtax forns. These nust befilled out and returned, evenif you have no enpl oyees.

I'f you have enpl oyees, you nust pay federal w thhol di ng
taxes, FUT A (unenpl oynent taxes), andF.1.CA (Scia Security
taxes). |f you have noenpl oyees, youareliablefor quarterly
estinat ed i ncone t axes and sel f - enpl oynent tax. The sel f-
enpl oynent taxisthesane as the Social Securitytaxthat is
w t hhel d froman enpl oyee’ s paycheck. 1t is the busi ness ownr
es cotribuiontoScia Secuity.

The IRSprovides i nfornation for busi ness owners. G| them
at 1(800) 829-1040 and ask for:

Tax kit for your business' |egal structure
I nfornati on on esti nat ed t ax
Federal identificationnunier applicationform

Asocontact theGliforniaSate Fanchi se Tax Board for i nfornati on on state taxes and
estinated tax paynents. Gl the Board at 1 (800) 852-5711 or 1 (800) 338- 0505
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THE Busi NESs PLAN

Abusiness planis awitten docunent prepared by the owner. The pl an descri bes the
busi ness, the product andthe narketingstrategy of the business. H nancial projections are
i ncl uded. Banks andinvestorsrequirethebusiness plan. Theplantellsthereader “here are
thesteps| wil taketoget toanother placeandherearetheproectedresul ts of those steps”.

The business planw || include prior activity and nost inportantly it incl udes estinated or
projectedfuture activity. The process of preparing abusi ness pl an assi sts the owner ineval uet -
i ng the reasonabl eness of his projections. Theplanwl| serve as aguidefor the ower. Mst
successf ul busi nesses operatewth a pl an or budget .

My busi ness owner s obt ai n assi stance inthe preparati on of their busi ness pl ans. The | ocal
Sl | Busi ness Devel opnent Genters, Sal | Busi ness Admini stration, the busi ness sections of
local libraries, andthelnternet provi de busi ness pl aninfornati on and assi stance. Busi ness
consul tant's and account ant s al so provi de such assi stance for afee. Theinput of the owner to
theplanisvital. Investors and |l enders are rel yi ng on t he owner to be know edgeabl e about
every aspect of the busi ness pl an.

ELEMENTS OF A BusiNess PLAN

| Executive Summary
Abrief descriptionof the busi ness and a sunmary of the
contents of the busi ness pl an.

| Descriptionof the Business
Adetai | ed descriptionof theproducts sd dor services
offered. Anindustry overview Thetarget custoner,
conpetition andthe narketing strategy. The nanage-
nent and per sonnel .

ll Fnancia Section
Profornacash fl owstatenents, past and pro ected. se
of desired funding. | ncone statenents, bal ance sheets,
sad esforecasts andather rel atedfinancia data Eisting
busi nesses nuist i ncl ude prior year’ s financia statenents.

IV Supporting Docunent s/ Appendi xes
Mr ket research, letters of reference, personal resunes
and any addi tional datatoassist thereadersof thispan
i n under st andi ng you and your busi ness.
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CITY OF SAN PABLO

One Alvarado Square, San Pablo, CA 94808

Finance Division (510) 215-3020
Business License Division (510) 215-3010
‘ . ' ~ Fax(510) 235-70‘59‘-
BUSINESS LICENSE APPLICATION-
New ‘ Renewal Change
1£ change of ownership, list previcus owner/business name
BUSINESS NAME _ ' START DATE
BUSINESS ADDRESS APT/SUITE NO.
CITY & STATE & ZIP
PHONE NO. ) BUSINESS TYPE

MATILING INFORMATION IF DIFFERENT THAN ABOVE:

MAILING ADDRESS .
CITY & STATE ZIP CODR

CWNERS NAME PHONE NO. ( )
ADDRESS ' APT/SUITE NO.

CITY & STATE & ZIP ,
WORKING OUT OF YOUR BONE? 'OWNERS SOCIAL SECURITY NO.
FEDERAL ID NO. STATE ID NO.
RESALE/STATE BOARD NO. : )

STATE CONTRACTORS NO.
OWNERSHIF TYPE: (CHECK ONE) SOLE PROPRIETOR __  PARTNERSHIP CORPQRATION

NEEEREE = —---l----.-------‘-------.-’-----.--H.--.---------------------------'
Permission from the property owner is required before license will be iszsued.
I am the property owner and give the above persom(s) permission to conduct

business at the Iabove address.

Property owner signature date

QUARTERLY FEE: (Contxactors Only)

IEARLY FEE:
Basic Minimum Fee Minimum Fee 566,00
2-24 Fumployees @ 520 each Per Employee_ @ $6.75 each

Total Fee : [

£106,00
Over 25 Emp. & $13.50 each.
Additicnal Fees
{see Fee Schedule)

- I

Late Penalties
{imo 20%; 2mo 30%; 3mo.50%)

Total Yearly Fee

I DECLARE THAT I AM THE OWNER AND/OR EMPLOYEE OF THE BUSIKESS DESCRIBED, AKD
TO THE BEST OF MY KNOWLEDGE THE INFCRMATION CONTAINED OR THIS AFPLICATION 15

TRUE AND CORRECT.
DATE

SIGNATURE

ZONING DEPT. USE: Home Occupat. Permit required:
Yes {7 No /7 License Approved /7 Denied/lJ

By Date

13



F1I NANCI AL

STATEMENTS

F nancial statenents arethe docunents that reflect the
financial conditionof abusiness. Hnancial statenents reflect
bot h past financia activity andthey are al so esti nat ed or
proectedfor fuurefinancia activity. Various personsrequire
thefinancial statenents of abusiness; owers, | enders,
patential investorsandtaxi ngauthorities.

The goal of nest businessesistonakeaprofit. Rofitis
defined as t he excess of revenue or sal es over expenses. The
docunent that reflects the anount of profit abusi ness nade
or planstonakeisreferredtoas an | ncone S at enent or
Profit and Loss S at enent .

I ncone S at enent shows how much r evenue and ex-
penses was i ncurred by a busi ness over aperiodof tine. The
expenses are | i sted and subtract ed fromt he revenue or sal es
and the anount of net i ncone or | 0ss i s shown. The naxi -
numperi od of tine anincone statenent wll cover i s one
Ve
Inadditiontotheincone statenent there are other
financia statenents requi red of abusi ness.

Bal ance Sheet The statenent that reflects the anount of
assets omned by abusi ness, thedeltsor liabilitiesof abusi-
ness and the owners equity i n the busi ness. Assets areitens
of val ue owned by t he busi ness. The busi ness i s vi ened as a
separateentity for accountingpurposes. Liabilitiesarethe
debt s, amounts owed by t he busi ness. Qaners Equity or
Gupital representsthe anount of assets the owner investedin
thebusiness plusthe net prafit retai nedinthe busi ness.

Satenent of Ganers Equity Thi s statenent shows how
nuch personal funds t he owner has pl aced i n t he busi ness
andor takenout of theduringaparticu ar periodof tine. In
additionthis statenent shows theincrease or decreasein
owners equity dueto net i ncone or net | oss.

Gssh HowS atenent This statenent reflects all the
sour ces of cashinfl owt o abusi ness, custoners, owner, | oans,
sa e of assets, etc. andtheuses of al thecashoutfloms. Gish
outflons aretypically used for operati ng expenses, delt
repaynent, purchase of asset, owners personal w thdraval s,
etc. Notethat credit sal es and purchases woul d not bein-
cluded i nthe cash fl owst at enent .
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Projected FH nancial S at enent s Busi ness pl ans and | oan
applicationsusua lyrequiredestinated or prg ectedfinanci a
statenents. Lendersinparticul ar want to see hownuch cash
fl owand profits the busi ness anti ci pat es generati ng over the
lifeof theloan. It isinportant for the busi ness ower to
reviewproj ected financial dataprior tonaking na or opera-

tiond decisioms.

SawLE  FiNaNa AL

Revenue

Gt ering servi ces
Rest aurant sal es
Tatd revene

Expenses
SHaies

Food
Ktchenrenta
| nsur ance
Advertising
Sl i es

M scel | aneous
Tata expenses

Net | ncone

Psset s
Gash
Spplies
Equi pnent
Van

Tota Assets

STATEMENTS

Tasty Catering Service
Income Statement

For the Year Ended December 31,

$68, 000
12, 000

$80, 000
$25, 000
16, 000
12, 000
3, 000
1,000
1,000
1,000

$59, 000

$21, 000

Tasty Catering Service
Balance Sheet
December 31,

Liadlities
$5, 000 Account s Payabl e
1, 000 Not es Payabl e
6, 000 Tad Lidilities
20, 000
Onners Equity
Tod Lidhlities&
$32, 000 Qnners Equi ty
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$2, 000
6, 000
8, 000
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$32, 000



Tasty Catering Service
Statement of Owners Equity

For the Year Ended December 31,

Gypita Bal ance January 1,
Net | ncone

Sibad

Less: owners draw ngs

Capi tal bal ance Decenfer 31,

Tasty Catering Service
Cash Flow Statement

$20, 000
21,000

41, 000

17,000

$24, 000

For the Year Ended December 31,

Gash f1 owfromoperati ons
Recei pt s fromQust oner s
D sbursenent s for operati ng expenses

Gash f | owf romaperati ons

Gash H owfromfi nanci ng activities
Reduct i on of Not es Payabl e

Gnners w t hdrawal s

Gash fl owfromfi nanci ng activities
Net decreasein cash flow

Begi nni ng cash bal ance

Endi ng cash bal ance
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$80, 000

59, 000

$21, 000

5,000

17,000

(22,000)
(1, 000)
6, 000

$5, 000



ACCOUNTI NG SUPPORT

Mbst non-accountants are not famliar wthfinanci al statenents and woul d have gr eat
difficutyinpreparingthemwthout the assistance of atrai nedaccountant. Tofamliarize
yoursel f wi th accountingterninol ogy and use consi der taki ng a short -t ermcourse or wor k-
shop. Your nay refer toyour local |ibrary, bookstores and I nternet for accounti ng books and
reference naterials. If youhave started your busi ness, you shoul d consi der hiri ng a bookkeep-
i ng servi ce or account ant .

Banks and other lendinginstitutions oftenrequirefinancial statenents that are revi eved or
auditedby acertifiedpudicaccountant. Ask busi nessesthat youfrequent for areferra to
thei r accountant. Your | ocal Busi ness Devel opnent Genter and or Chanber of Conmer ce can
al sorefer youtoanaccountant or bookkeepi ng servi ce.

Mintainal | busi ness recei pts, invoi ces and cancel | ed checks. At nini numopen a separ at e
checki ng account for your busi ness. You nust be abl e to docunent al | busi ness expenses for
tax reporting purposes. Taxes nust be w t hhel d fromenpl oyees pay, t her ef or e have your
accounti ng syst emest abl i shed prior to hiring enpl oyees.

Additional federal taxfornsthat arerequiredfor snal | busi nesses arethe “Schedul e C and

the “Schedul e SE” The sanpl es onthe fol | ow ng pages refl ect the reporting of busi ness
i ncone and sel f enpl oynent tax liability.
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Schedule C Profit or Loss from Business OMB Mo, 1545-007%
(Form 1040) (Sole Proprietorship) .‘ 9 99
» Partnerships, jolpt vehtires) etc, mikst filel Fortn 1085 or Form 1055-Bi
ﬂ?@’%’é’?&g&;’ﬁ&%ﬁﬁ?:: ¥ (99)| ™ Attach to Form TJEU or u‘orm 1041. = See Instructions for Schedule C {Form 1040). 09
Name of Proprietor Social Sacurity Number (SSN)
Jane B Doe 044-11-7248
A Frincipal Busingss or Profession, Including Product or Service (see instructions) B Enter Cods from Instructions |
Service: Catering > )
€ Business Name. If No Separale Business Name, Leave Blank. D Employer iD Humber (EIN), if Any
Tasty Catering Service 99-9999929
E  Busness Address (nehdesuie or comnoy = 2600 Mission Bell Drive ___________ . __.
City, Town or Pos ice, &, ade San Pablo. Ca. 94806
F Accounting method: {1} Cash (2 |:| Accrual  (3) D Other (specifyy » _ _ _ __ _ _ _____ L __
G Did you ‘materially participate’ in the operation of this business during 19997 If ‘No,' see instructions for limit on losses . ... Yes —H No
[ 3

If startad or acquired this business during 1989, check here

Income
1 Gross receipts or sales. Caution: If this income was reported to you on Form W-2 and the
Stetutory ernployesd box on that form was checked, see the instructions and check here ... ..., I“|:| 1 80,000,
2 RetUMNS BN Al OWEANOBS . o it e 2
3 SUBACE HNE 2 FIOM NE 1 ottt it et it e et v et et k] 80,000,
4 Cost of goods sold (from line 42 ONPAGE 2) . .. .. . e e 4
5 Gross profit. Subtrack lINg 4 From N8 3 ... . oot e 5 80,900,
6 Other income, inchkiding federal and state gasoline or fuel tax crediterrefund .. ... ... ... ..o [
7 Grossincome. Addlines B and B ... ... .. e 7 80, 000.
Expenses. Enter expenses for business use of your home only on line 30.
Vertising . ... ooiiei e 8 1,000.[ 18 Pension and profit-sharing plans ......... 19
Bad debts from sales of 20 Rent or lease (see instructions):
services (see instructions).... .. k] a Vehicles, machinery, and equipment .. ...| 20a
10  Car and truck expenses (see instrs) .. .. 10 b Other business property ................. 20b
11 Commissions and fees ... ......[ 11 21 Repairs and maintenance ............... 21
12 Depletion . ...... PEICTIT 12 22 Supplies (not included in Part 1l ........ 22 1,000,
13 IID? reciation gng S?ction 23 Taxesandlicenses ..................... 23
expense deduction | .
{nat included in Part Il 24 Travel, meals, and entertainment:
{see instructions) . ............. 13 aTravel .. ... ... 248
14 Employee benefit programs b Meals and
{other than on ling 19} .........| 14 Enlertainnéent e
¢ Enter nondeductible
15 insurance {other than health) ...| 15 3,000. amount included on line
16 interest: 24b {see instructions) ..
a Mortgage (paid to barks, ete} ........ i6a d Subtract line 24¢ from line 24b ....... ... 24d
bOther ...l 16h 25 Utilities ... .o .| 25
17 Legal & professional services .. |17 26 Wages (less employment credits) ........ 26 25,000.
18 Officeexpense .. ... ... ...... 18 27 Other expenses {from line 48 on page ) .........| 27 29,000.
28 Total expenses before expenses for business use of home. Add lines 8 through 27 in columns ............. » 28 59,000.
29 Tentative profit (10ss). Subtract liNe 2B oM lINE 7 .. ... et i e ia s e 29 21,000,
30 Expenses for business use of your home, Attach Form 8829 .. ... . ... ... ... o 30
31  Net profit or (loss). Subfract fine 30 from line 29.
& |f a profit, enter on Form 1040, line 12, and also on Schedule SE, line 2 {statutory _
empioyees, see instructions). Esfates and trusts, enter on Form 1041, fine 3.
® f a loss, you must go on o line 32. 31 21,.000.
32 If you have a loss, check the box that describes your investment in this activity (see instructions). |
* If you checked 32a, enter the loss on Form 1040, line 12, and alse on Scheduls SE, line 2 Il investrnent is
(stafutory employees, see instructions). Estates and trusts, enter on Farm 1041, fine 3. 32a at risk.

* [f you checked 32b, you must attach Form 6198,

Some invesiment
32b i—| is not at risk.

BAA For Paperwork Reduction Act Notice, see Form 1040 instructions.

FDi20112 10421799
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Schedule SE Self-Employment Tax OB No. 15450074
(Form 1040) = See instructions for Schedule SE (Form 1040). 1 999
inenal Bavanun sonsea” (38) * Attach to Form 1040. 17

Mame of Person with Seli-Employment Income (as shown on Form 1040) Social Security Number of Person

Jane B Doe with Self-Employment Income » |044-11-7248

Who Must File Schedule SE

You must file Schedule SE if:

*  You hadg net earnings from self-employment from other than church employee income (line 4 of Short Schedule Sk or line 4¢ of Long
Schedule 3E) of 3400 or more, Or

® You had church employee income of $108.28 or mere. Income from services you performed as & minister or a member of a religious
order is not church employee income. See instructions.

Mote: Even if you had a loss or 3 small amount of income fram self-employment, it may be to your benefit to file Schedule SE and use
either 'optional method’ in Fart il of Long Schedule SE. See instructions.

Exception: iIf your only seif-empl gment iNcome was from earnings as a minister, member of a religious order, or Christian Science

pract\tmner and you filed Form 4361 and received IRS approval not to be taxed on those earnings, do not file' Schedule SE. Instead,
write 'Exempt — Form 4361° on Form 1040, line 50,

May [ Use Short Schedule 5E or Must 1 Use Long Schedule SE?
m—"-{ Did You Receive Wages or Tips in 1999? |——————

No I Yes
Are you a minister, member of a religicus order, or Yes Yes
Christian Science practitioner who received IRS approval | —p, Was the totab bf ypur waiges pnd tips suibief] toj sprjal
not to be taxed on earmings from these sources, but you security or railrnad retirement tax plus your net earnings
owe self-employment tax on other earnings? from self-employment more than $72,6007
No No
¥ A
Are you using one of the optional methods to figure your Yes No| Didi {low receive tips subjert tol spial securilg\ or Medicare  |Yes
net earnings (see instructions)? ™1 ‘o tax that you did not report to your employer? e
No
A4
Did you receive church emplayee income reported on Yes
Form W-2 of $108.28 or more?
No
¥ y
[ You May Use Short Schedule SE Below [ —— You Must Use Long Schedule SE
Section A — Short Schedule SE. Caution: Read above to see if you can use Short Schedule SE.
1 Netfarm p:ofll or (Ioss) from Schedule F, ling 36 and farm parmershlps Schedule K-1 (Form 1065).
line 15a .. e 1
2 Met profit or {logs) from Scheduls C, line 31; Schedule C-EZ, tine 3; Schadule K-1 {Form 1065}, line 162
(other than farming); and Schedule K-1 (Form 1065-B}, hox 0, Ministers and members of rellglous orders.
see Instructions for amounts to report on this line. See instructions for other income to report ....... I 21,000,
3 Combine iNes TANd 2 ... oo it B 21.000.
4 Netearnings from self-employment. Mu!hply line 3 by 92.35% ( 9235) If fess than $400 do not file
this schedule; you do not owe self- employment tax . . ! 19,394,
5 Self-employment tax. If the amount on line 4 is; .
* 72,600 or less, multiply ine & by 15.3% (.193). Enter the result here and on Form 1040, line 80.  —. ..., 5
® More than $72,600, mthgzolme 4 %y 2.9% (.029), Then, add $9,002.40 to the result. Entar the
total here and on Form 1 line 5 N
@ Deduction for one-half of selt-employment tax. Muitlply ling 5 by 50% (5)
Enter the result here and on Form 1040, line 27 . .. | € ‘ 1,484.
BA& For Paperwork Reductlon Act Notlce, see Form 1040 Instrucilons Schedule SE (Form 1040) 1999

FDIATI0T  13:/10/49
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dty of R chnond
Busi ness S art - up Check Li st

Permit Li cense

BUSI NESS LI CENSE

Al busi nesses/ persons conduct -

i ng busi ness of any kindin

R chnond are requi red t o have a
Gty of R chnond Busi ness

Li cense. Newbusi nesses are
requi red torecei ve cl earances
fromt he A anni ng Bui | di ng, and
Hre Departnents prior tobeing
i ssued a busi ness | i cense.

Li cense appl i cati ons nust be
processedin personinorder to
recei ve t he proper cl earances. A
freeschedu eis avail abl efrom
t he H nance Depart nent

Busi ness Li cense Lhit.

FI CTI TI QUS BUSI NESS NAVE
STATEMENT

If youw !l conduct business
under a nane ot her t han your
lega nane, youw !l needtofile
aFctitious Busi ness Nane
Satenent wththe Gunty
Cerks Ofice

SALES AND USEH/ SELLER S
PERM T

If youwll besdlingtang b e
persona propertyinthe Sate of
Glifornia younust apply for a
Sl es and Use Pernit .

HEALTH PERM T
ArealthRernmit isrequiredfor
busi nesses whi ch di spense f ood
tothe public. The pernit nust
be obtai ned prior to openi ng.

ALCOHOLI C BEVERAGE

LI CENSE

If youvart tosd | dcondic
bever ages fromyour busi ness,
you nust obtai nan Al coholic
Bever age Li cense. The type of

l'i cense neededw I | dependif you
s | fa onsiteor of site
consunpt i or/ use.

20

| ssui ng Agency

dty of R chnond F nance
Depar t ment

Busi ness Li cense Lhi t

2600 Barrett Avenue

R chnond, CA 94804
(510) 620-6742

Qunty G erks Gfice
822 nai n S reet
Mirtinez, CA 94553
(925) 646-2954

Board of Equal i zation
1515 d ay Sreet #303
CGakl and, CA 94612
(510) 622-4100

Qounty Heal t h Depart nent

2120 D anond Boul evar d #200

Qoncord, CA 94520
(925) 646-5225

Depart nent of Al coholic
Bever age Gontr ol

7677 Cakport Street #200
Qakl and, CA 94621

(510) 639-0628



STATE | NCOVE TAX/
CORPORATE | NCOVE TAX
Brery businessinthe S ate of
Gliforniaisrequiredto submt
anannual tax statenent tothe
Franchi se Tax Board.

Franchi se Tax Boar d
1970 Br oadway

Cakl and, CA 94612
(800) 852-5711

FEDERAL | NCOVE TAX
For infornati on regardi ng
enpl oyee wi t hhal di ngs, sel f

Internal Revenue Service (1R
21 Broadvay Sreet
Cakl and, CA 94612

enpl oynent tax, sol e proprietor-
shi p, partnershi pand Grpora
tiontaxes, contact thelnternd
Revenue Service (1R5).

EMPLOYER REQ STRATI ON

If you hire enpl oyees, you nust
register wththe Sat e Ehpl oy-
nent Devel opnent Depart nent
w thin 15 days af ter your

enpl oyees are hi red.

M SCELLANEQUS

Qi ldGreSatelLicense

Gntractors S at e Li cense Board

R chnond A anni ng Depar t nent

R chnond Bui | di ng Depar t nent

R chnond Fi re Depart nent

R chnond Pol i ce Depart nent
(Rernits)

R chnond Redevel oprent
Agency

R chnond Chanber of GCom
nerce

Sal | Busi ness Admini stration

Pxcific GsandHectric

Wter UWility—East Bay MD

Tel ephone—Paci fic Bl |

Exporting

I nporting

Qount y Busi ness Li cense

(800) 829-1040

Enpl oynent Devel opnent

Depar t ment

3478 Buski rk Avenue #215
Aeasant HIIl, CA94523-4345

(925) 977-8265

(510) 286- 7062
(800) 321-2752
(510) 620-6706
(510) 620- 6868
(510) 307-8031
(510) 620- 6675

(510) 307-8140
(510) 234- 3512

(415) 744-1628
(800) 743-5000
(510) 232-5051
(800) 310- 2355
(415) 705-2230
(415) 705-4340
(925) 646- 4122
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RESOURCES
CHAMBERS OF COMMERCE

B Cerrito Chanber of Gormer ce
10848 San Pabl o Avenue

H Grrito, CA¥4530

(510) 233-7040

B Sobrant e Chanber of Commer ce
3817 San Pabl o DamRoad, Suite 330
H Sobrante, CA 94803

(510) 223-0757

R chnond Chanber of Commer ce
3925 Macdonal d Avenue

R chnond, CA 94805

(510) 234-3512

San Pabl o Chanber of Commer ce
(ne Al varado Sguare

San Pabl o, CA 94806

(510) 234- 2067

W\EBSI TES
Vebsi tes useful tosnal | busi ness owners.

Jte Address Comrent s

VYWV cont r acost a. cc. cc. Us short -t ermbusi ness cl ass schedul e

waw sbdc. net busi ness | i nks, taxes, denographi cs
WAIN Ci . i chnond. ca. us Gty of R chnond departnent infornation
wan sba. gov US Swall Business Adninistration

http://dir.yahoo. comiBusiness  business plan, variety of relatedinfornation
and_Econony/ Smal | _
Busi ness_| nf ornati on

W, ent er pr eneur nag. com vari ety of snal | business i nfornation
wav cel cee. edu extensi ve entrepreneuri al dat abase
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LOCAL RESOURCES

For i nf ornat i on on busi ness owner shi p and types of busi nesses, contact t he busi ness refer-
encelibrariana your locd library:

(510) 374-3998
QntraGstaCntra Library
1750 Cak Par k Boul evar d,
Heasant HII, CA94523
(925) 646-6434

OntraGstalibrary
H GrritoBRanch

6510 S ockt on S reet
H Grrito, CA¥530

R chnond Mai n Li brary
325 Qvic Genter Haza
R chnond, CA 94804
(510) 620-6561

(510) 526- 7512

ntraGstalibrary
B Sobrante Branch
4191 Appi an Vay

B Sobrante, CA94803
(510) 374-3991

Qntra@stalibrary
San Pabl o Branch

2101 Mar ket Avenue
San Pabl o, CA 94806

For infornati onon prograns and services for individual sinterestedinstartingabusi ness,

contact thefd |l owng

Gntra Gxsta @l | ege

Busi ness Depart nent
Entrepreneuria Trai ni ng Genter
2600 MissionBel | Drive

San Pabl o, CA 94806

(510) 235-7800, BExt. 4322

Vst Gounty Busi ness Devel oprnent Gent er
Devel opnent Gorpor ati on

334 11th Sreet

R chnond, CA

(510) 236- 3788

Gntra Msta Sal | Busi ness
Devel oprent Cent er

22425 B sso Lane, Quite 270C
Goncord, CA 94520

(925) 646-5377

Sal | Busi ness Admini strati on,
SnFanciscoDstrict Gfice
Busi ness | nf or nat i on Gent er
4455 Mrket Sreet, 6th H oor
San Franci sco, CA 94105
(415) 744- 4242

SCORE

(Service Qxrpof Retired Executi ves)

These counsel ors are retired busi ness owners and nanager s who vol unteer their tineto
provi de free busi ness counsel i ng t o newand exi sti ng busi ness owners. An appoi nt nent can be
arranged w t h t hemby cont acti ng t he R chnond Chantber of Conmer ce at (510) 234- 3512
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o Far | Tl

This brochureis dedicatedtoal | persons who dr eamof
owing abusiness. Takethetinetogather al theinforna
tion, useall theresources avail al etoyou and be patient.
You possess vhat i s the key toyour success, “your busi ness

i dea and your deternination.”

& are here to support you i n naki ng your dreama success-

fu busi ness.

Barbara WI | i ans, CPA

CRrREDI TS

Athors:

Gaphi cs:

Rinting

SPECI AL

Jerry Jinnett, coauthor of the Anatony of a Busi ness H an
Barbara Wi lians, GPA Business Instructor,
Qntra Gsta @l I ege, San Pabl o, CA

Medi a Desi gn Depart nent ,
Qntra Gsta @l I ege, San Pabl o, A

Q aftsnan Trade Press, H chnond, CA

THANKS

To t he B ng Mari on Kauf f nan Foundati on for thei r fundi ng of the
Junp Sart Entrepreneurial Training Arogramat Gontra Gsta @l | ege
adtheirintia support for theprintingof thisbrochure.
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