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II.   INTRODUCTION
Information from the 1990 national census shows that people with disabilities have a higher rate of self-employment and small business experience than people without disabilities (12.2 percent of people with disabilities versus 7.8 percent of people without disabilities).  In fact, RSA's recent demonstration programs on individual choice reported that between 20-30 percent of their participants chose self-employment, substantially above the rate of self-employment or small business closures reported by state vocational rehabilitation agencies.
These statistics are particularly relevant now because of trends in the national economy.  The very nature of work is changing.  Governments and private sector employers are reducing their workforces, shifting toward more contingent employment, including temporary, part-time and contract employees.  These trends are increasing the demand for contract services and goods and many people are responding by starting small businesses or becoming self-employed.

Why Consider Self-Employment

So why are so many people with disabilities choosing self-employment?

· Self-employment offers individuals an opportunity to enhance their quality of life and can assist them to become self-sufficient.
· Self-employment offers the opportunity for an individual to be their own boss.

· Self-employment can provide flexible work hours and reduced transportation needs.

· Self-employment offers a substantial option available under our Social Security and Medicaid/Medicare systems, to accumulate personal wealth and manage income in a way that is predictable and personally adjustable even after passage of the Work Incentives Improvement Act.
· Small businesses owned by individuals with disabilities present the opportunity to create wealth in the personal control of the owner without having a third party making the decisions and holding all of the resources.  This is the essence of self determination.
III.   ROLES OF PARTICIPANTS IN THE SELF EMPLOYMENT PROCESS
Individual
Vocational Rehabilitation Counselor

Business Planning Team  

Business Consultant

Counselors do not have to be business experts to assist persons with disabilities with self employment.  Counselors and the Supported Employment Committee members are facilitators and are not expected to be business specialists or entrepreneurs.  Local resources can provide consultation, assistance with the business plan, and advice on business start-ups.
Individual – always in the “driver’s seat” throughout the process of planning, designing and operating the business.

· Determines if self-employment is the correct choice

· Decides what business to pursue

· Develops a business plan

· Starts a business

Vocational Rehabilitation Counselor

· Explains DVR’s and individual’s responsibilities

· Reviews the customer’s potential for self-employment

· Provides sufficient information about self-employment for the individual to consider including DVR Self-Employment Handbook
· Guides and supports the individual through the process

· Refers the individual to community resources for additional guidance and other possible funding sources
Business Planning Team – provides individualized guidance, advice and suggestions to the customer in various aspects of business.  The Business Planning Team (BPT) may include a benefits planner, employment facilitator, a banker, community leaders, and other representatives who are committed to the business concept.  BPT may also include a private Business Consultant, Small Business Development Center (SBDC) or SCORE Counselors to American’s Small Business representative, or a family member.

· Listens to, evaluates, and makes recommendations on the individual’s Self Employment proposal

· Reviews the business plan

· Helps to develop capital requirements for the business

· Helps with marketing and promotion

· Helps with other important linkages required for business success

Business Consultant – may or may not be necessary depending on individual/business needs.
· Guides the individual through the business plan

· Recommends funding sources

· Suggests marketing strategies

IV.   STEPS IN THE REHABILITATION PROCESS
1.
The individual applies for DVR services and necessary diagnostics/assessments are obtained through purchase or existing information.  The vocational exploration process begins with the preliminary assessment. 
2.
Eligibility is established.
3.
The eligible individual and the counselor begin the development of employment plan (IPE) process.  Self employment is an individual choice that may be considered as a method to reach the established employment goal.  This choice is based on assessments obtained in the eligibility determination process or additional needs assessments required to develop the IPE.  A vocational evaluation to assess aptitudes, interest, and abilities can be used if existing information is not available to assist the individual in determining if self-employment is an option they would like to pursue.  The individual can explore self employment as an option through the self-assessment process (See Section Assessment of Self-Employment Potential, page 8).  It is important the individual has considered various aspects of self-employment with the assistance of the counselor through the counseling process.
4. 
A preliminary exploration of the business idea by the counselor and individual is completed.  Consultation with the SBDC, SCORE, a Business Consultant, or a Business Planning Team can begin. A SWOT (Strengths, Weaknesses, Opportunities, and Threats) analysis is useful in analyzing the strengths, weaknesses, opportunities and threats that affect the business and allow the individual to select the most suitable business entity, business strategy, or opt out of self-employment all together.
5.
An assistive technology assessment to minimize impediments to job tasks/duties and/or a functional capacities assessment to assess the individual’s ability to perform the requirements of the business and facilitate the supports that make success possible and minimize the limitations imposed by the disability should be considered when indicated.
6.
Benefit planning with a BPAO (Benefits Planning, Assistance and Outreach) Specialist defining income required, work incentives available and necessary benefits that need to be maintained should be completed on individuals receiving benefits.
7.
Individual and DVR Counselor develop IPE with self-employment goal.  If additional supports are needed to assist with business functions an Individualized Plan of Employment will be developed with Supported Self-Employment as plan type.
8.
A feasible business plan is developed which includes a marketing strategy and financial plan.  SCORE, SBDC, Qualified business consultant, or Business Planning Team are resources that can assist the individual in this area.
9.
After initiation of plan additional services can require amendments to the IPE.
10.
Guidance and counseling to ensure coordination of services and a successful employment outcome is provided by the DVR Counselor.
V.   REVIEWING THE POTENTIAL FOR SUCCESS IN SELF EMPLOYMENT
Preliminary Assessment Questions 

The preliminary assessment may be the first personal contact the applicant (individual) has with the counselor.  The applicant may or may not have an expectation of self-employment at this time.  However, this meeting not only is needed to gather information for eligibility but gives both the counselor and applicant an opportunity to explore an individual’s potential for self-employment.  The counselor and individual may address the following questions:

1. What is your impairment with respect to DVR?

2. What are your abilities, impediments to employment, and rehabilitation needs?

3. What is your background, education, and/or work experience?

4. What work-related activities do you enjoy?

5. Are you interested in working for others or being self-employed?

6. What rehabilitation technology is needed to successfully complete an assessment?

7. What rehabilitation technology (after eligibility is determined) do you think will be needed to achieve a work goal?

8.  What are your expectations with respect to assistance from DVR?

9. What is your understanding of informed choice regarding the services available from DVR?
Vocational Assessment

Concurrent with, or subsequent to, a determination of eligibility, a comprehensive assessment of the unique strengths, resources, priorities, interests and needs, including the need for supported self employment, will be conducted for the purpose of determining the goals, objectives, and nature and scope of vocational rehabilitation services to be included in the IPE.  This assessment can be conducted by the counselor/individual team by gathering available and existing information.  This is especially relevant to the Transition individual where the school district has substantial information available.

If an individual expresses interest in self-employment an assessment of preferences, skills and willingness and ability to be self employed is essential.  This assessment may be provided by the Small Business Development Center (SBDC), a qualified business advisor, SCORE, Business Planning Team, or a vocational evaluation by a certified Community Rehabilitation Provider.   Some questions that may be asked are:

1) What functions are necessary for the business to operate?

2) What are the individual’s current skills and abilities to performing the required business functions?

3) What are the gaps between business functions and individual’s skills?

4) What resources or supports are needed to address the gaps?

· Training

· Job shadowing

· Self-employment Coach

5) What job training/accommodations may be needed to enhance the business operation? 
6) Does the individual have strong family support or can a strong support group be developed for him/her?

7) After analyzing the business functions, owner’s skills, and supports and resources is the self-employment goal the right “business match”?  

8) Is follow-along support services needed to assure success?

Assessment of Self Employment Potential

With assistance from the DVR counselor, Business Planning Team, and or Business Consultant, the individual should address the following questions:

1. Do you have experience in self-employment?

2. Why do you want to start your own business?  Why is starting your own better for you than working as an employee in a business that is already established

3. What personal or career goals and dreams do you hope to achieve?  For example, are you looking for income, for community participation, for personal satisfaction in a particular type of work, for control over your work and schedule, or are you trying to achieve some other goal or combination of goals?

4. What don’t you want to occur with this business?  Describe your worst nightmare.

5. Imagine that your business has become a reality.  What type of business or line of work do you imagine?

6. When you think about running your business, what day to day responsibilities do you see yourself involved in?  What is your daily routine like?  Does your daily activity excite you and offer the quality of life you are looking for?

7. What kind of work environment and “climate” – daily schedule, pace, social contract, and so on – are you looking for?  What does that place look like and who do you come in contact with there?  Does your imagined business provide these things for you?

8. What talents, training, or education do you have for the kind of work you are interested in?

9. What support do you have from others?  

10. What accommodations, if any, are needed for your disability?

11. What type of commitment do you feel is necessary to make this business a success?

12. What specific products or services will you sell?

13. What information do you have that indicates that people will want to buy your products or services?

14. Who are your potential buyers?

15. Does anyone else in your community already sell the products or services you have in mind?  If so, why do you think people might buy from you instead?

16. What equipment will you need to make or deliver your products or services?

17. Where will the business be located?  How will customers hear about and obtain your products or services?

18. Why do you think that you will succeed?
Counselor Observations
Throughout the process, the counselor should be aware of the individual’s planning skills, ability to develop a business plan, enthusiasm, initiative, and follow-through on deadlines.  The counselor may find the answers to the following questions valuable:

1. What are the individual’s physical and mental capabilities in relation to actual work requirements of the proposed business? 

2. Does the individual have the necessary support system to provide assistance for those tasks that he/she cannot perform? 

3. Does the individual have a clear goal and vision of the proposed business? 

4. Does the individual have a reason for selecting the specific business as a self-employment enterprise? 

5. Does the individual have specific or related experience to the selected business? 

6. Does the individual have necessary transportation for the selected business? 

7. Will the customer take courses to acquire necessary knowledge? 

8. Does the individual have his or her own resources to invest into the business? 

9. Does the individual have access to private resources other than his or her own? 

10. Is the individual willing to take on debt to start the business? 

11. Has the cost of starting the business been looked at realistically?

12. Have actual cost figures been secured? 

13. Will equipment be rented, leased, or purchased, etc.? 
Supporting Assessments
The counselor should consider the need for psychological, assistive technology, and functional capacities evaluations to better understand the individual, minimize the limitations imposed by the disability and to assess the individual’s ability to perform the physical requirements of the business being considered.  However, formal vocational evaluations; and assessments that measure vocational skills, and traits may not be particularly useful in determining self-employment capacity.  Person-centered evaluations identifying unique gifts, talents, learning styles, hopes and dreams, family support, and other individualized inventories work best and should be given great consideration in assessing self-employment potential.
VI.   Types of Businesses
Individuals may decide what type of business entity is appropriate for them as long as the business is legal and not prohibited in this section.  Note:  For DVR purposes, Self-Employment and Microenterprises are terms that are interchangeable.
Individuals may choose to consult with an attorney or accountant before deciding on a legal structure.  There are no "one size fits all" rules to follow in making the choice.  A professional will look at their financial and business circumstances when helping them select a structure.  The choice of business entity can affect certain types of Public Benefits such as Social Security and Medicaid.  A benefits analysis is a critical step in the process of developing and maintaining a small business for an individual with a disability. Both SSI and SSDI have different policies and laws regulating self-employment; so, it is important to seek assistance from people who are knowledgeable in this area.  The law directs Social Security to establish a community based work incentives planning and assistance program to disseminate accurate information about work incentives and provide work incentives planning and assistance to SSA's beneficiaries with disabilities.  The benefits planning assistance and outreach (BPAO) specialists can assist an individual in understanding the effect self employment may have on Public Benefits (See Resource Section).  Individuals should reevaluate their choice periodically as their personal and business circumstances change.

The following are brief descriptions of the different types of businesses:

Sole Proprietorship
A sole proprietorship is an unincorporated business that is owned by one individual. It is the simplest form of business organization to start and maintain.  The business has no existence apart from the individual, the owner.  Profits are taxed at the owner's individual federal tax rate, with the amount reported on Schedule C or Schedule CZ.  Sole proprietorships do not file Florida corporate income tax returns, but owners have unlimited personal liability for any debts or other obligations the business incurs.  In Florida, that liability is limited by the state's homestead rights laws, preventing creditors from seizing an owner's home.

Limited Liability Company (LLC)

A Limited Liability Company (LLC) is a relatively new business structure allowed by state statute.  LLCs are popular because, similar to a corporation, owners have limited personal liability for the debts and actions of the LLC.  Other features of LLCs are more like a partnership, providing management flexibility and the benefit of pass-through taxation.  Owners of an LLC are called members.  Since most states do not restrict ownership, members may include individuals, corporations, other LLCs and foreign entities.  There is no maximum number of members.  Most states also permit “single member” LLCs, those having only one owner.

In Florida, LLCs may elect whether to be taxed as partnerships or corporations. (The Internal Revenue Service allows LLCs to choose whether to be taxed as partnerships or corporations, also.).  LLCs must file with the Florida Department of State, Division of Corporations.  (For more details on limited liability companies, see the Department of Business Administration (DBA) Florida section.)

Partnership

A partnership is the relationship existing between two or more persons who join to carry on a trade or business.  Each person contributes money, property, labor, or skill, and expects to share in the profits and losses of the business.  Before beginning a partnership, it is a good idea to create a written partnership agreement which identifies the responsibilities of each partner.  

A partnership must file an annual information return to report the income, deductions, gains, losses etc., form its operations, but it does not pay income tax.  Instead, it "passes through" any profits or losses to its partners.  Each partner includes his or her share of the partnership's income or loss on his or her tax return.  Limited partnerships must file with the Florida Department of State, Division of Corporations and, as pay a fee to designate a registered agent, as well as, filing fees.

Partners are not employees and should not be issued a Form W-2.  The partnership must furnish copies of Schedule K-1 (Form 1065) to the partners by the date Form 1065 is required to be filed, including extensions.

A partnership can't be dissolved on a whim, so one should be very careful if entering into one. Basically, a partnership is terminated only when all of the business' operations are discontinued or at least 50% of the partnership's capital and profits are sold to another partner or another person.  Make sure both partners have the same expectations for the business.  The individual funded by Florida Division of Vocational Rehabilitation should be the majority owner (at least 51%) of a business partnership.
Corporations
The two types of corporations are the traditional C Corporation and the more restrictive S corporation.  Corporations are separate legal entities that must be incorporated in this state with the Florida Department of State, Division of Corporations 

1. C Corporation – C Corporation is a standard corporation and most large businesses use this structure.  C Corporations provide good liability protection for the owner(s); however a C Corporation is seen as a separate entity and is taxed as such.  This can result in double taxation.  The Corporation can pay taxes on income, then the owners pay taxes on distributions they receive.  The ownership is in the form of shares, so ownership can be transferred more easily.  With a C corporation, the corporation rather than individuals pays taxes and assumes liabilities.  Florida has a 5.5% corporate tax..  Minutes of meetings must be maintained with at least one shareholder meeting per year.  Major changes in the business must be supported by resolutions.  Legal protection for the owners is only effective if there is no mixing of personal and corporate money and assets.  A C Corporation is usually formed with the aid of an attorney or accountant.  Some forms of public benefits, such as SSI, do not look favorably on any type of corporation

2. S Corporation - An eligible domestic corporation can avoid double taxation (once to the shareholders and again to the corporation) by electing to be treated as an S corporation. Generally, an S corporation is exempt from federal income tax other than tax on certain capital gains and passive income.  On their tax returns, the S corporation's shareholders include their share of the corporation's separately stated items of income, deduction, loss, and credit, and their share of non-separately stated income or loss.

A Sub S Corporation is usually formed with the aid of an attorney and/or accountant.  Some forms of public benefits, such as SSI, do not look favorably on any type of corporation.

VII.   SERVICES
Most individuals with disabilities will require support and technical assistance in planning for self employment.  Decisions to explore self employment should be based upon:
· A comprehensive assessment of the customer’s potential for success.

· Thorough preliminary exploration of the business idea by the counselor and customer.  

· Informed customer choice.

· Matching of the individual’s skills and abilities to the local employment market.

When self-employment is the means to a vocational goal, DVR will assist in accomplishing this objective.  Services will be based on individual needs and may include, but not be limited to:

· Assessment of customer potential.

· Training in the actual field of work.

· Purchase of tools/equipment necessary for training and/or entry level requirements for the occupation.

· Obtaining necessary initial stocks and or supplies.

· Assistance with start-up legal costs (including the cost of forming the business entity.)  Need to include time frames.
· Assistance with start-up marketing including the costs associated with custom web site design, development, maintenance, and E-commerce development.  Need to include time frames. 
· Assistance with accounting costs and financial reviews as indicated by IPE timelines.  Need to include time frames.  Should assure a minimum of quarterly reviews in IPE.
· Providing appropriate accommodations or assistive technology needed for start-up.

· Short term rental payment assistance and required security deposits for business start up.

· Assistance with obtaining the business plan in accessible, easily revised formats (printed or computer discs.)
· Referral to and coordination with community resources for basic business courses, assistance in developing a business plan, and assistance in business start-up.  This includes referral to the local Small Business Development Center (www.floridasbdc.com to locate nearest center) for business administration courses and counseling.  A referral also can be made to SCORE (www.score.org) or a qualified private business advisor to provide these services.

· Assistance with finding sources of funding.
· Referral to resources for small business loans.  DVR may not require individuals to obtain loans but should encourage individuals to become acquainted with banks and lending institutions which may provide financial assistance in the future.
· Acquiring licenses and permits required to lawfully engage in business.

DVR will not provide funding or be involved in assisting consumers plan for:

· Businesses speculative in nature, such as investments in real estate, etc.

· Businesses organized as hobbies (A hobby is defined as a pursuit for relaxation outside of a regular occupation.  A hobby has no plan for the business to make a profit) 

· Construction and/or purchase of real estate

· Sign or co-sign leases or mortgages

· Purchase of land

· Refinancing of existing debt

· Pay salaries

· Loans for expansion of existing businesses

· Deposit of monies into accounts for discretionary use or for any other purpose including business expansion loans

·  Purchase of vehicles (site law)
· Support businesses that may violate community morality or are unlawful

· Fund business license renewals on a continuing basis

· Businesses that are not-for-profit corporations
· Businesses that are franchises

· Any business with the objective of paying sub-minimum wage
All other applicable State and Federal laws, policies, and procedures must be followed, including State purchasing laws.

VIII.   SUPPORTED SELF-EMPLOYMENT
Supported Self-Employment means that an individual with a most significant disability can own a business.  The difference from Self-employment is that the individual requires supports and ongoing assistance in the day-to-day running of the business.  Supported Self-Employment follows the same requirements as Supported Employment (Refer to Policy Manual Chapter 17, Supported Employment Program).  Time limited or Phase I services are provided by DVR.  Extended Services (Phase II) or ongoing support services are provided by a State agency other than DVR, private non-profit organization, or any other appropriate non-DVR resource.  The major distinction from the Supported Employment definition in the Counselor’s Policy Manual, Chapter 17 is that the monetary income amount may not meet the competitive wage requirement of “competitive employment”.
IX.   BUSINESS PLAN
The business plan is a comprehensive document describing all relevant aspects of the business in the proposal and development stage as well as when it is fully operational.  It is the foundation for planning activities and provides justification for undertaking the endeavor.  All business plans should show the business making a profit with specified timelines.
The plan shall include: 

· Executive Summary.  This section generally describes the name and type of business, the business location, the product, the market, and the management and business goals. 

· Products or Services.  This section describes the product or service line and any proprietary position (patent, copyright, legal, and technical). 

· Manufacturing Process (if applicable).  This section describes the materials, source of supply and production methods. 

· Market Analysis and Marketing Strategy.  This section describes the total market, industry trends, target market, competition and the methods of selling, distributing and servicing the product or service line.

· Management Plan.  This section describes the business organization, personnel, facilities, and operating plan 
· Financial Plan & Benefits Analysis-B/A (a B/A is required if SSA, Medicaid, or other social benefits such as section 8 housing, food stamps, etc.., are involved) including at least 2 to 3 years of : Profit and Loss Projections; Cash Flow Projections; Balance Sheet Projections; Break Even Analayis; and Benefits Analysis Projecitons (if applicable).
The complexity and comprehensive nature of the business plan will be determined by the scope of the proposed business.  The Business Planning Team can provide assistance in determining how complex and comprehensive the business plan should be.

X.   CRITERIA FOR CLOSURE
It is difficult to determine when an individual pursuing a self-employment business goal is stable enough to consider closure.  Businesses take a long time to develop and turn a profit, although a business owner may work far more than 40 hours per week in the business.  Wage data may be misleading in self-employment because of the complications of expenses, putting money back into the business, business equity, etc.  If the counselor is uncertain as to whether a case should be closed, the counselor may consult with a Business Consultant of the Business Planning Team.  

When does a counselor close the case?  Based upon federal regulations, the counselor can determine that a successful employment outcome has been achieved when all of the following criteria are met:
· The provision of services under the individual’s IPE has contributed to the achievement of the employment outcome.  

· The employment outcome is consistent with the individual’s strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed choice.
· The employment outcome is in the most integrated setting possible, consistent with the individual’s informed choice.

· The individual has maintained the employment outcome for a period of at least 90 days for Self-Employment Plan and 150 days for a Supported Self-Employment Plan.

· The individual and the rehabilitation counselor consider the employment outcome to be satisfactory and agree that the individual is performing well on the job.

Since neither a specific monetary amount nor number of hours worked per week is mentioned in the Rehabilitation Act, it’s left up to the counselor and individual to decide when a case should be closed as successful.
Additional Criteria: For Consideration Only

Following are additional indicators that should be considered for successful closure.  The individual must meet an essential indicator plus one of the additional indicators.

Essential Indicator:

· The self-employment business has been sustained for 90 days or 150 days if the business is under a Supported-Self Employment plan (with post-employment follow-up) without additional support from DVR and is able to put money back into the business to maintain ongoing business expenses.  A self-employment enterprise will take time to make a profit.  Income is used to make a business flourish.  If the individual demonstrates an ability to meet business expenses without VR support, the owner is on the way to success.

Additional Indicators:

· Has gone off SSDI.  This is a “stand-alone” indicator.  If a person can produce enough income to go off SSDI, then their business must be, by definition, successful and producing a livable wage.
· Has experienced a decrease in public benefits (e.g. SSI, TANF, food stamps, housing subsidy, Medicaid, mental health services, etc.).  A person may have a successful business but not be producing enough income to eliminate public benefits.  All available income may be used to support or grow the business.  However, an indicator of success would be enough income to reduce the need for some benefits.
· Has made a net profit from the business or has significant gross income.  The person will submit business statements for counselor review.  Examine projected net income and compare to actual net achieved.  Obviously, profit indicates some success.  Gross income is also used since business expenses or reinvestment may negate profit.

· Has increased equity in the business (equipment, savings on assets and liability statement).  Person will submit business statements to the counselor for review.  Although unable to show a profit as mentioned above, a person may be increasing the business equity, indicating growth and stability.
XI.   RESOURCES - WHERE TO FIND HELP
The Able Trust www.abletrust.org/
The Able Trust's mission is to be the leader in providing Floridians with disabilities fair employment opportunities through fundraising, grant programs, public awareness and education. Its mission is accomplished by providing grant funds to Florida not-for-profit agencies and Florida citizens with disabilities.  The grant programs support a wide array of projects leading to the employment of Florida citizens with disabilities.

Advocacy Center for Persons with Disabilities at www.advocacycenter.org
Protection and Advocacy for Beneficiaries of Social Security (The PABSS Program)

Funded by the Social Security Administration under the Ticket to Work and Work Incentives Improvement Act of 1999 (TWWIIA) to provide advocacy assistance to beneficiaries of Social Security who have problems obtaining, maintaining, and retaining employment. 

Contact Information

Statewide Phone Number

850-488-9071 or (800) 342-0823 
Tallahassee
2671 Executive Center Circle, W. 
Suite 100 
Tallahassee, FL  32301-5092 
Voice: (850) 488-9071 
Toll Free: (800) 342-0823 
Fax: (850) 488-8640 
TDD: (800) 346-4127 
SC: 278-9071 
SC Fax: 278-8640 

Tampa

Tampa Times Building
Suite 513 
1000 N. Ashley Drive
Tampa, FL 33602 

Voice: (813) 233-2920 
Toll Free: (866) 875-1794 
Fax: (813) 233-2917
TDD: (866) 875-1837 
SC: 514-2912 
SC Fax: 514-2916

South Florida 

4441 Sheridan Street 
Hollywood, Florida 33021 

Voice: (954) 967-1493 
Toll Free: (800) 350-4566 
Fax: (954) 967-1496
TDD: (866) 478-0640 
SC: 473-1493 
SC Fax: 473-1496 

Nokomis

Voice: (941) 480-3258 
Fax: (941) 480-3385
SC: 516-0007

Pensacola

Voice: (850) 941-6040 
Fax: (850) 941-6041 
SC: 673-6040

Spring Hill 

Voice: (352) 666-5719
Toll Free: (866) 207-7927 
Fax: (352) 666-5720

Punta Gorda 

Toll Free: (866) 605-8787 
Fax: (866) 605-8787 

Jacksonville

Toll Free: (877) 221-9324 
Fax: (904) 221-9326 

Enterprise Florida Inc. (EFI) is the public-private partnership responsible for leading Florida's statewide economic development, international trade and business marketing efforts.

EFI's mission is to diversify Florida's economy and create better-paying jobs for its citizens by supporting, attracting and helping to create businesses in innovative, high-growth industries. EFI proactively targets high-value sectors including international commerce, information technology, life sciences, aviation/aerospace, homeland security/defense and financial/professional services.
EFI also works collaboratively with a statewide network of local and regional economic development organizations to continually improve Florida's business climate, ensure its global competitiveness and provide specialized assistance in each of Florida's 67 counties. 

Small Business at www.eflorida.com
Purpose: Enterprise Florida devotes a special section of its website to addressing the needs of the small business community. This tool provides information on EFI's programs as well as information about programs offered by other organizations throughout the state.
Access: Log on to www.eflorida.com/smallbusiness on the internet. 

Export Counseling
Purpose: Enterprise Florida's Division of International Trade provides counseling to Florida companies interested in exporting their products overseas.
How It Works: Export counseling sessions normally take the form of one-on-one meetings at the business location or an EFI office.
Contact:
Enterprise Florida International Trade Unit
(305) 569-2650

International Trade Field Offices
Purpose: The International Trade & Business Development field offices provide export consulting and other services.
Boca Raton
(561) 362-5626

Coral Gables
(305) 569-2650

Jacksonville
(904) 359-6600

Orlando
(407) 316-4600

Pensacola
(850) 595-5416

Tallahassee
(850) 922-8832

Tampa
(813) 276-9430 

Market Site Trade Events
Purpose: Enterprise Florida's Division of International Trade offers small and medium-sized Florida businesses interested in doing business internationally the opportunity to participate in overseas trade events and marketing missions to a number of countries worldwide.
How It Works: Open to all businesses registered in the state of Florida interested in doing business internationally, Enterprise Florida market-site trade events are professionally planned missions. They feature one-on-one, prearranged appointments with business executives interested in the specific product lines or services of participants. Or, they are professionally managed Florida product exhibits at leading international trade fairs.
Contact:
Enterprise Florida International Trade Unit
(305) 569-2650

Electronic Trade Leads Network 
Purpose: Through trade events, international marketing initiatives and its network of international offices, Enterprise Florida generates numerous trade leads - offers from foreign companies to buy goods or services from Florida - then coordinates them in a free, online database available to registered companies throughout Florida.
How It Works: Florida companies may register, free of charge, online at www.eflorida.com to receive a password. Using the password, they will be able to download trade leads by product, country or time period.
Who Is Eligible: All Florida companies interested in international business.
Contact: Enterprise Florida International Trade Unit
(305) 569-2650 
FloridaProducts.org
Purpose: To help Florida companies market their products overseas through a website listing Florida exporters by product specialization. It is available online to companies worldwide.
How It Works: Florida companies may register for free by visiting www.floridaproducts.org to complete an online registration form that includes information on the company and its products. Florida Products is a partnership between the World Trade Center Miami and Enterprise Florida.
Who Is Eligible: All Florida companies interested in international business.
Contact:
World Trade Center Miami
(305) 871-7910 

Venture Capital Information
Enterprise Florida's website, www.eflorida.com, includes a listing of venture capital companies with offices in Florida.
Venture capital from private investors and investment groups is critical to growing new technologies and businesses that expand the state's diverse economic base.
Enterprise Florida supports efforts in the state to match capital resources with entrepreneurs.
The Florida Venture Forum Inc. is an organization that holds regular conferences and other meetings that showcase high growth, private company prospects to venture capitalists, investment bankers and private equity investors throughout Florida, the Southeast U.S. and the nation.

Enterprise Bonds
Purpose: Enterprise Bonds are tax-exempt Industrial Development Bonds that provide a cost-effective means for qualified manufacturers, processors and nonprofit organizations in Florida to access the bond market for financing fixed-asset investment projects.
How It Works: Enterprise Bonds arrange bond financing into cost-effective groupings of smaller, individual project loans to form a larger composite issue.  By spreading the cost among many borrowers, it reduces bond issuance costs to make tax exempt financing more economical for smaller projects.  The program offers low cost (as low as 30% below the prime rate) variable rate financing through the use of composite bond issues.
Who Is Eligible: Florida manufacturers (those companies with a manufacturing SIC Code); nonprofits that have a 501(C)(3) federal tax classification and serve a community purpose such as healthcare, service, cultural or education groups.
The company must meet certain capital expenditure or prior bond issuance limitations and the company must also be creditworthy.
Amount of Funds: Minimum loan size is $800,000. Maximum is up to $10 million as recommended by local economic development officials.
Contact: 
Enterprise Florida
(407) 316-4692

Florida SBA Offices, Disney/SBA NEC, Small Business Development Centers and SCORE Chapters

Whether you are starting a new business or growing your existing business, it's important to get advice from the experts.  The Disney/SBA National Entrepreneur Center, Florida's Small Business Development Centers and SCORE offices offer free one-on-one counseling and low-cost workshops.
The Small Business Development Center (SBDC) program is funded by the U.S. Small Business Administration and, in Florida, by some state universities, community colleges and counties.  The SBDC network is headquartered at the University of West Florida. In addition to counseling, there are workshops on business planning, marketing, government contracting, finance, international trade and technology. SBDCs also help businesses apply for federal Small Business Innovation and Research (SBIR) grants.
SCORE "Counselors to America's Small Business," is a non-profit volunteer small business counseling association.  Retired executives with experience in owning or operating a business provide advice and assistance on topics such as writing a business plan, buying and selling a business and managing cash flow. 

National Entrepreneur Center
Disney/SBA National Entreprenreur Center
Landmark Center
315 E. Robinson St., Suite 100
Orlando, FL 32801
www.floridanec.org
(407) 420-4848
The Disney/SBA NEC includes a Business Information Center, the offices of the UCF SBDC and training facilities. It also assists in locating venture capital and other financing as well as developing business plans.

Office of Supplier Diversity
www.osd.dms.state.fl.us
(850) 487-0915
To apply for MBE certification, download and print an application from the website listed above. Or call to request an application. Certification is granted for a period of one year.
Florida Black Business Investment Board
www.fbbib.com
(850) 487-4850
Hispanic Business Initiative Fund
www.hbiforl.org
(407) 428-5872
Small Business Administration, Florida Offices
South Florida District Office
100 S. Biscayne Blvd., 7th Floor
Miami, FL 33131
www.sba.gov/fl
(305) 536-5521, (305) 536-5058 Fax
North Florida District Office
7825 Baymeadows Way, Suite 100B
Jacksonville, FL 32256
www.sba.gov/fl
(904) 443-1900, (904) 443-1980 Fax

Florida Small Business Development Centers (SBDCs)


>www.floridasbdc.com</a><br><br>


<B>State Director's Office</B><BR>



(850) 473-7800; (850) 473-7813 Fax<BR>


401 East Chase St., Suite 100, Pensacola, FL 32502<BR>


<A HREF=" 
www.floridasbdc.com

Florida Atlantic University 
(561) 297-1140; (561) 297-1141 Fax 
777 Glades Rd., Bldg. T-9, Boca Raton, FL 33431 
www.fausbdc.com
Fort Lauderdale (Office Depot), (800) 801-6520
Fort Lauderdale (Broward Library), (954) 357-8068
Lauderhill, (954) 730-3019
Palm Beach Gardens (Office Depot), (800) 801-6520
Stuart/IRCC, (772) 283-1816
Vero Beach/IRCC, (772) 978-6532
Fort Pierce/IRCC, (772) 462-4756
Miami, (786) 388-9040
Miami (Office Depot), (800) 801-6520
Key West, (305) 292-2396
Homestead, (305) 245-9762
Florida A & M University 
(850) 599-3407; (850) 561-2049 Fax 
1363 E. Lafayette St., Tallahassee, FL 32301
www.mckayw.com/SBDC
Florida Gulf Coast University
(239) 225-4220; (239) 225-4221 Fax
12751 Westlinks Dr., Bldg. 3, Unit 8, Fort Myers, FL 33913
www.fgcu.edu/cob/sbdc
Immokalee, (239) 658-3327
Naples, (239) 434-4804
Gulf Coast Community College
(850) 271-1108; (850) 271-1109 Fax 
2500 Minnesota Ave., Lynn Haven, FL 32444 
www.northfloridabiz.com
University of South Florida 
(813) 905-5800; (813) 905-5801 Fax 
1101 Channelside Dr., Suite 210, Tampa, FL 33602
www.sbdc.usf.edu
Bartow, (863) 534-5941
Largo, (727) 549-6393
Venice, (941) 408-1413
Temple Terrace, (813) 914-4028
University of Central Florida
(407) 420-4850; (407) 420-4862 Fax
College of Business Administration
315 E. Robinson St., Suite 100, Orlando, FL 32801
www.bus.ucf.edu/sbdc
Daytona Beach, (386) 947-5463
Sanford, (407) 321-3495
Melbourne, (321) 433-5570
Kissimmee, (407) 847-2452
University of North Florida
(904) 620-2476; (904) 620-2567 Fax
12000 Alumni Dr., Jacksonville, FL 32224 
www.sbdc.unf.edu
Ocala, (352) 622-8763
Gainesville, (352) 334-7230
University of West Florida
(850) 473-7830; (850) 473-7831 Fax 
401 East Chase St., Suite 100, Pensacola, FL 32502
www.sbdc.uwf.edu
Fort Walton Beach, (850) 863-6543 

Florida Small Business Development Centers
www.floridasbdc.com
(850) 473-7800

SBDC Specialized Programs
Procurement Technical Assistance Centers (PTACs)
(850) 473-7806; (850) 473-7813 Fax
401 E. Chase St., Suite 100, Pensacola, FL 32502
www.fptac.org
Fort Walton Beach, (850) 243-3514
Pensacola - Minority Business Enterprise, (850) 474-2632
Jacksonville, (904) 924-1100, x231
Tampa, (813) 905-5808
Pinellas Park, (727) 541-0805, x2108
Miami, (786) 388-7721
Boca Raton, (561) 297-1145
Fort Myers, (239) 225-4218
Ocala, (352) 622-8763
Palm Beach, (561) 297-0674 
Business Technology Commercialization (BTC)
(850) 473-7805
(850) 473-7813 Fax
401 E. Chase St., Suite 100
Pensacola, FL 32502 
Defense Economic Transition Assistance (DETA)
(850) 473-7807
(850) 473-7813 Fax
401 E. Chase St., Suite 100
Pensacola, FL 32502
www.floridasbdc.com/specialprograms/deta.asp
Florida Keys (305) 292-2396
Homestead (305) 245-9762
Melbourne (321) 433-5764
Tampa (813) 905-5816 
Office of International Programs
(850) 473-7808
(850) 473-7813 Fax
401 E. Chase St., Suite 100
Pensacola, FL 32502
www.floridasbdc.com/specialprograms 
Veterans Business Outreach Center (VBOC)
(800) 542-7232
(850) 271-1109 Fax
2500 Minnesota Ave.
Lynn Haven, FL 32444
www.vboc.org 

Florida SCORE Chapters
www.score.org
Bay County SCORE
Lynn Haven, FL 32444
(850) 271-1108; (850) 271-1109 Fax
www.northfloridabiz.com
Broward SCORE
Fort Lauderdale, FL 33301
(954) 356-7263; (954) 356-7145 Fax
www.score17.org
Central Florida SCORE
Lakeland, FL 33813
(863) 619-5783
Charlotte/DeSoto County SCORE
Punta Gorda, FL 33950
(941) 575-1818 
www.charlotte-florida.com/business/scorepg01.htm
Citrus County SCORE
Lecanto, FL 34461
(352) 621-0775
Gainesville SCORE
Gainesville, FL 32601
(352) 375-8278; (352) 375-5340 Fax
Hillsborough SCORE
Tampa, FL 33617
(813) 988-1435; (813) 914-4027 Fax
www.tampascore.org
Jacksonville SCORE
Jacksonville, FL 32256
(904) 443-1900; (904) 443-1980 Fax
www.scorejax.org
Lake Sumter SCORE
Leesburg, FL 34788
(352) 435-5031; (352) 323-3624 Fax
www.score414.com
Manasota SCORE
Sarasota, FL 34237
(941) 955-1029; (941) 955-5581 Fax
www.score-suncoast.org
Miami-Dade SCORE
Miami, FL 33137
(305) 536-5521, x150; (305) 536-5058 Fax
www.scoremiami.org
Naples/Collier SCORE
Naples, FL 34119
(239) 430-0081; (239) 430-0082 Fax
www.scorenaples.org
Ocala SCORE
Ocala, FL 34470
(352) 629-5959
Orlando SCORE
Orlando, FL 32801
(407) 420-4843; (407) 420-4849 Fax
www.scoreorlando.org
Palm Beach SCORE
West Palm Beach, FL 33401
(561) 833-1672; (561) 833-1470 Fax

Pasco/Hernando County SCORE
New Port Richey, FL 34652
(727) 842-4638; (727) 841-7266 Fax
www.mytownads.com/score439
South Broward/North Dade SCORE
Hollywood, FL 33021
(954) 966-8415; (954) 966-2313 Fax
South Palm Beach SCORE
Boca Raton, FL 33487
(561) 981-5180; (561) 981-5391 Fax
www.score-chapter412.org
Southwest Florida SCORE
Fort Myers, FL 33919
(941) 489-2935; (941) 489-1170 Fax
www.score219.org
Space Coast SCORE
Melbourne, FL 32935
(321) 254-2288; (321) 254-2288 Fax
Suncoast/Pinellas SCORE
Clearwater, FL 33762
(727) 532-6800; (727) 532-6800 Fax
www.score115.org
Treasure Coast SCORE
Fort Pierce, FL 34982
(772) 489-0548; (772) 489-0548 Fax
www.score308.com
Volusia/Flagler SCORE
Holly Hill, FL 32117 
(386) 255-6889; (386) 255-0229 Fax
www.score87.org 
WORKFORCE DEVELOPMENT RESOURCES
Workforce Florida Inc.
(850) 921-1119
www.workforceflorida.com
Appointed by Gov. Jeb Bush and chaired by Ray Gilley, President/CEO, Economic Development Commission of Mid-Florida Inc., this 45-member state board sets policy and provides oversight to 24 regional workforce boards in designing and implementing programs to develop a skilled workforce.
The Workforce Florida board's three standing councils - First Jobs/First Wages, Better Jobs/Better Wages and High Skills/High Wages - are tasked with developing strategies to target the needs of job seekers and employers across the employment spectrum - from entry into the workforce to cultivating workers to fill coveted high skill/high demand jobs.
Workforce Florida also directly administers two employer-specific training programs - one for new workers and one for existing workers:
Quick Response Training Program
This program provides grant funding for customized training for new or expanding businesses that produce an exportable product or service.  The companies must be creating full-time, high-quality jobs requiring specialized training that is not available in the local community.  Priority is given to businesses in targeted industries and in distressed urban and rural areas of Florida.  Through this customer-driven program, Florida is able to effectively retain and attract businesses creating new high-quality jobs.
Incumbent Worker Training Program
Expense reimbursement grants for customized skills upgrade training are available to existing for-profit Florida businesses.  Businesses with 25 or fewer employees receive priority and, as with the Quick Response Training Program, priority is given to businesses in targeted industries and in distressed urban and rural parts of Florida.

Agency for Workforce Innovation 
(850) 245-7105
www.floridajobs.org
This state agency implements Florida policy on workforce development, welfare transition, unemployment compensation and workforce information. It also compiles labor market information.

Employ Florida 
(866) FLA-2345
www.employflorida.net
Employ Florida is an affiliate brand created to help businesses quickly find workforce services throughout the state without having to know the names of 24 different workforce regions and 100 local one-stop centers.  Services available at the local level include on-site and online assistance to business owners who are looking for new employees as well as information on training resources in the area and hiring incentives.
Regional Workforce Boards
Florida's 24 business-led regional workforce boards are responsible for implementing programs in their communities that reflect the economic development, business and workforce needs of their region.  Locate local workforce services by using Employ Florida or the regional business contacts listed below (counties noted):

1. Workforce Escarosa Inc.
Escambia, Santa Rosa
(850) 473-0939
www.escarosa.org 
2. Workforce Development Board of Okaloosa & Walton Counties
Okaloosa, Walton
(850) 651-2315
www.jobsplusonestop.com 
3. Chipola Regional Workforce Development Board Inc.
Calhoun, Holmes, Jackson, Liberty, Washington
(850) 638-6080
www.onestopahead.com 
4. Gulf Coast Workforce Board
Bay, Franklin, Gulf
(850) 913-3285
www.workforcecenter.org 
5. Workforce Plus Center for Business and Employer Services
Gadsden, Leon, Wakulla
(850) 413-0315
www.wfplus.org 
6. Employment Connections
Hamilton, Jefferson, Lafayette, Madison, Suwannee, Taylor
(866) 212-9618
www.employmentconnections.org 
7. Florida Crown Workforce Employer's Service Center
Columbia, Dixie, Gilchrist, Union
(386) 758-0433
www.floridacrown.org 
8. WorkSource
Baker, Clay, Duval, Nassau, Putnam, St. Johns
(904) 798-9229, ext. 2201
www.worksourcefl.com 
9. Alachua/Bradford Regional Workforce Board
Alachua, Bradford
(352) 334-4070
www.alachuaonestop.org 
10. One Stop Workforce Connection
Citrus, Levy, Marion
(800) 746-9950
www.clmworkforce.com 
11. One-Stop Career Center Business Services
Flagler, Volusia
(386) 323-7008
www.onestops.com 
12. Workforce Central Florida
Lake, Orange, Osceola, Seminole, Sumter
(407) 531-1200
www.workforcecentralflorida.com 
13. Brevard Job Link Business Services
Brevard
(321) 504-7600 
www.brevardjoblink.org 

14. WorkNet Pinellas
Pinellas
(727) 524-4344
www.worknetpinellas.org 
15. Tampa Bay Workforce Alliance
Hillsborough
(813) 930-7511
www.workforcetampa.com 
16. Career-Central
Hernando, Pasco
(727) 816-1714, ext. 158
www.career-central.org 
17. Polk Works WorkForce 2020
Polk
(863) 534-2529
www.polkworks.org 
18. Jobs ETC
Manatee, Sarasota
(941) 358-2990
www.JobsETC.org 
19. Heartland Workforce Investment Board Inc.
DeSoto, Hardee, Highlands
(863) 385-3672
www.heartland-workforce.org 
20. Workforce Development Board of the Treasure Coast
Indian River, Martin, Okeechobee, St. Lucie
(772) 335-3030
www.tcjobs.org 
21. Workforce Alliance
Palm Beach
(800) 556-5627 
www.pbcworks.com 
22. WorkForce One
Broward
(954) 677-5627
www.broward-workforce.org 
23. South Florida Workforce
Miami-Dade, Monroe
(305) 470-5627 
www.southfloridaworkforce.com 
24. Southwest Florida Workforce Development Board Inc.
Charlotte, Collier, Glades, Hendry, Lee
(866) 294-4473
www.careerandservicecenter.org 

TRADE ASSOCIATIONS FOR FLORIDA BUSINESS
Florida's small businesses often turn to trade associations for industry research, networking and, perhaps most important, lobbying support in Tallahassee.  Membership costs and services and interaction with members vary widely from group to group.
Accounting
Florida Institute of Certified Public Accountants
(850) 224-2727
www.ficpa.org
Agriculture
Florida Farm Bureau Marketing Division
(352) 728-1561
www.fb.com/flfb
Florida Citrus Commission
(863) 499-2500
www.floridajuice.com
Florida Fruit and Vegetable Association
(407) 894-1351
www.ffva.com
Architects
Florida Association of the American Institute of Architects
(850) 222-7590
www.aiafla.org
Attorneys
The Florida Bar
(850) 561-5600
www.flabar.org
Banking and Finance
Florida Bankers Association
(850) 224-2265
www.floridabankers.com
Florida Credit Union League
(800) 342-1266
www.fcul.org
Florida International Bankers Association
(305) 579-0086
www.fiba.net
Business and Industry
Florida Chamber of Commerce
(877) 521-1200
www.flchamber.com
Associated Industries of Florida
(850) 224-7173
www.aif.com
National Federation of Independent Business
(850) 681-0416
www.nfib.com
Florida United Businesses Association
(850) 681-6265
www.fuba.org
Florida League of Cities
(800) 342-8112
www.flcities.com
Florida Economic Development Council
(850) 201-3332
www.fedc.net
Florida Association of Counties
(850) 922-4300
www.fl-counties.com
Contractors, Construction
Florida Roofing, Sheet Metal & Air Conditioning Contractors Association
(407) 671-3772
www.floridaroof.com
Asphalt Contractors Association of Florida
(850) 222-7300
www.acaf.org
Florida Concrete & Products Association
(800) 342-0080
www.fcpa.org
Florida Associated General Contractors Council
(850) 222-2421
http://members.aol.com/FloridaAGC/
Florida Association of Electrical Contractors
(407) 260-1511
www.faeccf.org
Florida Home Builders Association
(850) 224-4316
www.fhba.com
Education and Training
Florida Association of Community Colleges
(850) 222-3222
www.facc.org
Florida Education Association
(888) 807-8007
www.feaweb.org
Engineering
Florida Engineering Society
(850) 224-7121
www.fleng.org
Horticulture
Florida Nurserymen and Growers Association
(800) 375-3642
www.fnga.org
Hospitality
Florida Restaurant Association
(888) 372-9119
www.flra.com
Florida Hotel & Motel Association
(850) 224-2888
www.flahotel.com
Central Florida Hotel & Lodging Association
(407) 313-5000
www.cfhla.org
Insurance
Florida Association of Insurance Agents
(850) 893-4155
www.faia.com
Labor
Florida AFL-CIO
(850) 224-6926
www.flaflcio.org
Manufacturing
Associated Industries of Florida
(850) 224-7173
www.aif.com
Medical and Pharmaceutical
Florida Dental Association
(800) 877-9922
www.floridadental.com
Florida Medical Association
(800) 762-0233
www.fmaonline.org
Florida Pharmacy Association
(850) 222-2400
www.pharmview.com
Publications And Printing
Printing Association of Florida
(407) 240-8009
www.pafgraf.org
Real Estate
Florida Association of Realtors
(407) 438-1400
http://fl.living.net/
Florida CCIM Chapter
(888) 767-2246
www.flccim.com
Retail
Florida Retail Federation
(888) 357-3824
www.frf.org
Associated Grocers of Florida
(305) 696-0080
www.agfla.com
Merchants Association of Florida Inc.
(813) 273-7700
www.merchants-fla.com
Technology
Florida High Tech Corridor Council
(407) 562-1910
www.floridahightech.com
InternetCoast
www.internetcoast.com
Transportation, Trucking, Automotive, Aviation
Florida Transportation Builders Association
(850) 942-1404
www.ftba.com
Florida Trucking Association
(850) 222-9900
www.fltrucking.org
Florida Automotive Industry Association
(800) 989-1992
www.faia.org
Florida Aviation Trades Association
(321) 383-9662
(800) 280-9662
www.fata.net
Utilities
Florida Municipal Electric Association
(850) 224-3314
www.publicpower.com
Florida Electric Cooperatives Association
(850) 877-6166
www.feca.com
Federal Tax Resource

Internal Revenue Service
www.irs.gov/businesses/index.html
Florida Government Resources

State of Florida Official Gateway
MyFlorida.com
www.myflorida.com
State Board of Administration
P.O. Box 13300, Tallahassee, FL 32317-3300
(850) 488-4406
www.sbafla.com
Department of Agriculture and Consumer Services
The Capitol, Plaza Level 10
Tallahassee, FL 32399-0810
(850) 488-3022
http://doacs.state.fl.us
Department of Business and Professional Regulation
1940 N. Monroe St., Tallahassee, FL 32399-0750
(850) 487-1395
www.myflorida.com/dbpr
Department of Children and Families
1317 Winewood Blvd., Tallahassee, FL 32399-0700
(850) 487-1111
www.state.fl.us/cf_web
Department of Citrus
P.O. Box 148, Lakeland, FL 33802-0148
(863) 499-2500
www.floridajuice.com
Florida Division of Colleges and Universities
325 W. Gaines St., Tallahassee, FL 32399
(850) 245-0466
www.fldcu.org
Department of Community Affairs
2555 Shumard Oak Blvd., Tallahassee, FL 32399-2100
(850) 488-8466
www.dca.state.fl.us
Florida Department of Corporations Sunbiz
www.sunbiz.org
(850) 488-9000

Department of Corrections
2601 Blair Stone Rd., Tallahassee, FL 32399-2500
(850) 488-7480
www.dc.state.fl.us
Department of Education
325 W. Gaines St., Tallahassee, FL 32399
(850) 245-0505
www.firn.edu/doe
Department of Elder Affairs
4040 Esplanade Way, Tallahassee, FL 32399-7000
(850) 414-2000
http://elderaffairs.state.fl.us/
Department of Environmental Protection
3900 Commonwealth Blvd., Tallahassee, FL 32399-3000
(850) 245-2118
www.dep.state.fl.us
Department of Financial Services
200 E. Gaines St., Tallahassee, FL 32399
(850) 413-3100
www.fldfs.com
www.dbf.state.fl.us
Florida Fish & Wildlife Conservation Commission
620 S. Meridian St., Tallahassee, FL 32399-1600
(850) 488-1960
www.myfwc.com
Governor's Office
The Capitol, Tallahassee, FL 32399-0001
(850) 488-4441
www.myflorida.com
Agency for Health Care Administration
2727 Mahan Dr., Tallahassee, FL 32308
(888) 419-3456
www.fdhc.state.fl.us
Department of Health
4052 Bald Cypress Way, Tallahassee, FL 32399-1701
(850) 245-4443
www.doh.state.fl.us
Department of Highway Safety and Motor Vehicles
2900 Apalachee Pkwy., Tallahassee, FL 32399-0500
(850) 922-9000
www.hsmv.state.fl.us
Department of Law Enforcement
P.O. Box 1489, Tallahassee, FL 32302-1489
(850) 410-7000
www.fdle.state.fl.us
Department of Legal Affairs
Office of the Attorney General
The Capitol, Plaza Level 01, Tallahassee, FL 32399-1050
(850) 414-3300
www.myfloridalegal.com
Department of the Lottery
250 Marriott Dr., Tallahassee, FL 32301
(850) 487-7777
www.flalottery.com
Department of Management Services
4050 Esplanade Way, Suite 250, Tallahassee, FL 32399-0950
(850) 488-2707
dms.myflorida.com
Florida Public Service Commission
2540 Shumard Oak Blvd., Tallahassee, FL 32399-0850
(800) 342-3552
www.psc.state.fl.us
Department of Revenue
5050 W. Tennessee St., Tallahassee, FL 32399-0100
(850) 488-6800
www.myflorida.com/dor
Department of State
The Capitol, Plaza Level 02, Tallahassee, FL 32399-0250
(850) 245-6500
www.dos.state.fl.us
Department of Transportation
605 Suwannee St. MS 59, Tallahassee, FL 32399-0450
(850) 414-4100
www.dot.state.fl.us
Department of Veterans Affairs
11351 Ulmerton Rd., Largo, FL 33778
(727) 319-7400
www.floridavets.org
Workforce Florida Inc.
1974 Commonwealth Lane, Tallahassee, FL 32303
(850) 921-1119
www.workforceflorida.com
Agency for Workforce Innovation
Caldwell Building
107 E. Madison St., Tallahassee, FL 32399-4120
(850) 488-7228
http://www.floridajobs.org
XII Appendices 

Appendices A-H are tools for the counselor and client to use as they work through the Self-Employment/Supported Self-Employment Process. These are only samples and there are many tools and aides to assist with this endeavor which may better meet the needs. 
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Appendix A 

Sources and Uses of Funds and Supports 

Listed below are a variety of business supports and business financing resources. Please note, eligibility guidelines may differ among programs. For more information, please contact these centers directly. Contact information is available in the appendices located in the back of this text. 

Type of Fund or Support

Source 

Use 

Career/Employment Planning 

Vocational Rehabilitation 

Target Employment Goals Work Assessment Accommodations 

Training Strategies 

Benefit Planning 

BPAO 

Define Income Require Target Work Incentives Maintain necessary benefits 

Community Care Waiver 

Agency for Persons with Disabilities (APD) 

Long Term Supports for personal care or training needs 

PASS Plan 

Impairment Related Work Expense (IRWE) 

Social Security Administration 

Special Needs Trust 

Self or Family 

Business Planning *Marketing *Financial Planning 

Small Business Development Center (SBDC) 

SCORE 

Technical/Colleges 

Technical Assistance Self help workshops 

Property Essential for Self Support PESS 

Social Security Administration 

Business Capital 

Unincurred Business Expenses (UBE) 

Appendix A-1 

Use 

Type of Fund or Support

Source 
Personal Savings 

Self 

Investment 

Friends/Family 

Small Business Loans 

Small Business Development Centers Small Business Administration 

Local Economic Development Authorities Rural Development 

Banks and Credit Unions 

Assistive Technology 

Vocational Rehabilitation FAAST 

APD 

Appendix A - 2 

Appendix B 

Function / Skill Analysis 

A Function/Skill Analysis allows you to forecast possible support and training needs, and also to help you determine what legal entity is most suitable for your business. 

Once you have clarified your business concept, the next step is to analyze the relationship between the requirement of your business and your abilities and qualifications as the business owner. This allows you to figure out what resources and supports you will need. 

This analysis will not address all of the supports, resources or accommodations required for business success, because at this point it is only based on a concept rather than on an actual business. But it is an important part of your initial planning. 

A function/skill analysis involves putting information into three columns. The left-hand column is for Business Functions. List the specific functions that will occur on a daily, weekly, monthly, or as needed basis. Consider all of the various functions necessary for the business to operate. For example, your business may involve: 

	• 
	Production 

	• 
	Sales and marketing 

	• 
	Delivery 

	• 
	Management 

	• 
	Customer Service 

	
	


• Quality Control 

The middle column, Owner's Skills, focuses on your current skills and abilities related to performing the business functions. It is important that information be accurate and based on real experiences, not just guesses. Whenever possible, you should be able to give an example of when and where you have demonstrated each skill or ability on the list. 

The next step is to describe the Resources and Supports, including any training and job accommodations, that will be required to make up for gaps between business functions and owners' skills. Describe in the right-hand column who might provide the resource or support, how and how much or how often the support will be needed. Resources and supports can accommodate the owner, the business, or both. They can include everything from job training to accommodations such as a wrist watch alarm to help keep you on schedule. To the extent that you can at this point, try to think of the types of assistance and resources that are available to anyone starting a business. 
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Example 

Jane's business idea is to develop a plant care company, but she doesn't know if she has the right skills. Jane's business consultant suggested that she make an appointment with a local greenhouse to help determine the aspects of plant care she would have to know. 

At the greenhouse, Jane was able to identify most of the common house plants and the plant care that was required. Jane learned that most of her business customers would likely be local bank branch offices. This meant that Jane wouldn't have to know all there is to know about plants right away in order to go into business. She could start with a few common plant varieties, but she would also need training to enhance her knowledge over time. 

After meeting again with the greenhouse manager, her business consultant helped her negotiate an agreement beneficial to both Jane and greenhouse. The greenhouse agreed to provide a 5 % wholesale discount and two hours of plant science education per week to Jane, and in exchange Jane agreed top purchase all of her indoor and annual plantings from the greenhouse. Here is Jane's analysis: 

	Business Functions
	Owner Skills
	Supports and Resources
	Frequency

	Plant Care
	Visual Aide –Checklist
	Self
	Each plant

	Fertilizer Application
	Visual Aide – Schedule
	Self
	Each location

	Comment Card
	Independent – 

Check box on card
	Self
	As needed

	Invoice Signature
	Independent
	Self
	Record in van

	Other care as needed
	Assistance – Consult
	Greenhouse
	As needed

	Customer Service
	Mostly Independent – 

Consult via cell phone
	Partner
	As needed

	Special Orders
	Assistance – 

Uses reference book
	Partner
	As needed
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Function/Skill Analysis Worksheet 

	Business Functions
	Owner Skills
	Supports and Resources
	Frequency
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Appendix C 

Assessment of Self Employment Potential 

Address the following questions with assistance from your Vocational Rehabilitation Counselor, Business Planning Team and/or Business Consultant. 

1. Do you have experience in self-employment? 

2. Why do you want to start your own business? Why is starting your one better for you than working as an employee in a business that is already established? 

3. What personal or career goals and dreams do you hope to achieve? For example, are you looking for income, for community participation, for personal satisfaction in a particular type of work, for control over your work and schedule, or are you trying to achieve some other goal or combination of goals? 

4. What don't you want to occur with this business? Describe your worst nightmare. 

5. Imagine that your business has become a reality. What type of business or line of work do you imagine? 
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6. When you think about running your business, what day to day responsibilities do you see yourself involved in? What is your daily routine like? How many hours do you work each day?  Does your daily activity excite you and offer the quality of life you are looking for? 

7. What kind of work environment and "climate" - daily schedule, pace, social contract, and so on - are you looking for? What does that place look like and who do you come in contact with there? Does your imagined business provide these things for you? 

8. What talents, training, or education do you have for the kind of work you are interested in? 

9. What support do you have from others? 

10. What accommodations, if any, are needed for your disability? 

11. What type of commitment do you feel is necessary to make this business a success? 
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12. What specific products or services will you sell? 

13. What information do you have that indicates that people will want to buy your products or services? 

14. Who are your potential buyers? 

15. Does anyone else in your community already sell the products or services you have in mind? If so, why do you think people might buy from you instead? 

16. What equipment will you need to make or deliver your products or services? 

17. Where will the business be located? How will customers hear about and obtain your products or services? 

18. Why do you think that you will succeed? 
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Appendix D

Sample S- w-o- T Analysis 

Strengths 

· 2 years experience as greenhouse worker, filling wholesale orders, and on all phases of plant growth (planting seeds, cuttings, transplanting, etc.) 

· Good relationship with wholesale dealer who will provide generous credit, letter of references, and greenhouse space to incubate the business. 

· Mom is member of Rotary Club and has established three businesses willing to enter into a contract for interior plant care and seasonal plantings. 

· Local banker (friend of Dad's) has agreed to meet on a monthly basis to develop accounting and financial statements. 

· Local Altrusa club willing to make a $500 investment in start up costs. 

Opportunities 

· Dad is V.P. of operations for large neighborhood bank and will propose establishing gardens and planters for the bank, as well as proposing neighborhood plantings sponsored by the bank. 

· Cell phone may increase availability, given no storefront location. 

· Member of the Flower and Garden Club is willing to help set up contracts on a fee for service basis. 

·      Developing sales promotion with 

wholesale dealer may benefit both businesses. 

· A PASS plan may be written to save to purchase a vehicle and plant inventory. 

· Workshops on marketing are available at local business assistance center. 

Weaknesses 

·      Not very knowledgeable about 

specific plant names or plant requirements. 

· No storefront location, so it may be hard for people to hear about the business. 

· No experience setting up contracts. 

Need a lot of help. 

· No means of transportation for the business. 

Threats 

· No guarantee for reliable transportation while saving for a vehicle. Business income in the summer would have to recover expenses associated with frequent visits for watering and deadheading plants. This may cause a problem if without reliable and flexible transportation. 

· Summer season may require additional personnel be very busy and require constant watering that won't increase business income. 

· Several florists in the area that provide most of the areas summer plantings. 
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Now that you have reached this stage, look back at your answers to the business concept questions at the beginning of this section. 

· Considering the results of the functional analysis and the S-W-O-T analysis, can the business be designed in such a way to accomplish your original mission? Why or why not? 

· Are the Threats and Weaknesses balanced by Opportunities and Strengths? In what specific ways can the Opportunities and Strengths be used to overcome them? 

· Can you fulfill the management and ownership functions that you originally described? Why or Why not? If you need assistance with business functions, who is qualified and likely to agree to your terms? 

· Do you need to change the business concept to more adequately meet the needs of 

potential customers? 

· Is the original business entity selection the most appropriate structure for the business? 

· How do you plan to finance your business? 

· Do you have more questions to answer before proceeding further? If so. what are they? 
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APPENDIX E 

Creating a Business Plan 

Many aspiring business owners don't think about putting together a business plan - a detailed outline of the business' products or services, cash flow plan, marketing strategy, competition and other details - until a lender or potential investor requires them to put pen to paper. By then, however, they may have made critical mistakes. 

Here are some tips on organizing a business plan. The material is from a variety of resources collected by the U.S. Small Business Administration: 

· Use a printed 8 1/2" x 11" format. Use a loose-leaf binder to package the plan and to facilitate any revisions. 

· Begin with a cover sheet that includes the name, location and telephone number of the business, and the name of the person who wrote the business plan. 

· Keep it short and crisp without compromising the description of the venture. 

Include a one or two-page executive summary with an overview of the most important issues in the plan - including the business' niche, marketing, management experience and finances. 

• 
Organize it with a table of contents, logically arranged sections, and appendices. 

· In the plan, identify a target market. Define your audience and indicate whether the market is growing, steady or shrinking. Provide details about competitors, including their strengths, weaknesses, estimated market share, advertising strategy and how their product or service is different from yours. Include information about your pricing strategy. Finally, indicate how you advertise (or plan to) and promote the business. 

· Explain the benefits of your product or service to the user or customer. Describe how it is unique and its appeal to customers. Include information about your business' location - and how that location benefits your business - current and future space requirements and area demographics. 

· Demonstrate that you have an effective management team; that not only does it have necessary business skills to manage the venture, but also that it can work effectively together. Detail the backgrounds of executives, their qualifications, the need for additional management talent and how the owner plans to attract the new personnel. 

· Focus the plan toward the future. Attempt to develop forecasts of developing trends over the next three to five years. 
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· Do not be too optimistic in estimating sales potential. Develop scenarios that will describe the best case, worst case and most likely case. 

· Highlight current and potential problems and demonstrate how they will be overcome. By identifying problems ahead of time, you will also enhance your credibility with investors and lenders. 

· Develop a financial plan that includes a capital equipment list, a balance sheet, income statements for three years (or pro-forma income projections for a new business), cash flow statements, break-even analysis and loan applications. 
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APPENDIX F 

Starting Up: Questions and Answers 

Answers to frequently asked questions about starting a business in Florida. 

What type of business license does an individual need? 

It depends on the type of business. Occupational licenses are required for most businesses and are issued by counties and cities. Businesses should check with the county tax collector and city clerk to determine which licenses they need. Also, a state license may be required for certain businesses or professions. 

Where do individuals get information on state and federal taxes? 

For state tax information, contact the Florida Department of Revenue at (800) 352-3671; for federal tax information, contact the Internal Revenue Service at (800) 829-1040. 

How does an individual know what business structure to choose? 

Each form of business structure: sole proprietorship, partnership, limited liability company or corporation, has its advantages and disadvantages. Consumers may want to discuss this with an accountant or an attorney. 

How does an individual sell their product to the state? 

The Florida Department of Management Services, Division of Purchasing, coordinates the purchase of commodities and services for state agencies. To be placed on the vendors list, call (850) 488-8440 or go online at marketplace.mvflorida.com. 

How does an individual register as a minority-owned business? 

Florida's Minority Business Enterprise Program is operated by the Office of Supplier Diversity. Minority vendors interested in having their companies designated as a certified minority enterprise must complete an application. For information, contact OSD at (850) 487-0915 or online at www.osd.dms.state.fl.us. 
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Appendix G 

Creating a Business Plan 

Coverpage 

Include the name of the business, the business owners, contact information, and date. 

Executive Summary or Statement 01 Purpose 

The Executive Summary is an opportunity to "sell" the concept to your intended audience. This section should explain how and why the business and the owner will be successful. 

The Executive Summary should clearly state the vision of the business, the stage of the business (ie.: start up or otherwise), and the business structure (ie.: sole proprietorship, partnership, LLC). 

It should also identify the: 

· products and services for sale, 

· potential opportunities in the market, and 

· goals of the business within its first few years of operation. 

If the plan is a proposal for funds, the Executive Summary should include: 

· the purpose for writing the plan 

· the dollar amount, 

· the intended uses of the funds, and 

· how the business will be successful in carrying out the activities 

Table 0f Contents 

The Table of Contents lists the rest of the components of the business plan, and any appendices or supporting documents by page number. 

a. Business Description 

This section provides general information about the business and its competitive advantage. Competitive advantage refers to the strengths of your products or services relative to the strengths of your competition. For example, suppose you own a catering business that offers high-end sandwiches made with Boars Head meats, homemade bread, and the freshest produce. The competitive advantage of your business is quality, as opposed to price. Competitive advantage can also refer to service, delivery, and location. 

The business description should include the following information: 

· Name of business 

· Nature of business (manufacturing, services, etc.) 

· Brief description of what the business buys and sells, the quality, price and delivery of 

products and services . 

· How the ownership and management of the business is structured (the business entity) 

· The competitive advantage 

· The phase of the business (e.g. start up) 

b. Market Analysis 

The "market" refers to the people or entities that buy the kind of products/services that businesses in your industry sell. By conducting a thoughtful market analysis, you, the business owner, can make distinctions between the total market size and the target market your business specifically intends to serve. In conducting your market analysis it is important to identify: 

1) your sources of information, 

2) the strategies implemented to identify the market, and 

3) the reliability of your sources. 

Some of the questions this section should answer include: 

Demographics: 

· Who do you intend to sell your products and services to? 

· What are the ages, the gender, the geographical locations, and the income classifications of your market? 

Trends: 

·     What is the size of this market, what is it now, and how will it change over time? 

·     What percentage of the market do you intend to serve? 

· What are the opportunities and threats within this market? 

· What does the market demand and how do you know this? 

· What factors influence the market? For example, if your target market is teenagers, do the teenagers have spending money? Who influences their purchasing decisions? 

· What are the historical trends in the industry? 

Suppliers and distributors: 

Describe the relationships you have with your anticipated market, your suppliers, and your distributors. What are the terms of your relationship? For example, will you bill your customer or demand cash on delivery? Will you have a line of credit with your supplier? What is it about these relationships that will make your business stronger? If the relationships dissolve who will you turn to that can supply your business what it needs? 
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Source Identification: 

What sources were used and on what basis did you identify your potential customers? For example, did you use industry standards, surveys, interviews, taste tests, written reports, state or local data? 

Competition 

A good test for your business concept is to analyze the products and services offered by your competition and to evaluate how your competition is performing. The analysis should include a discussion of the products and services your competition offers in relationship to price, quality, location, and delivery. It should also include a breakdown of your competitors customer base. For example, 300 businesses in Fort Lauderdale, FL use catering services. The market share of West Fort Lauderdale Catering is 25%. 

An analysis of your competition is most effective when you identify the market share of each competitor and make distinctions between the products and services they offer from those you intend to sell in your business. The kind of questions this section should answer include: 

· Who are your competitors and what do their customers say about their products and 

services? 

· Of the total market size what percentage of the market does your competition serve? 

· What are the needs in the market? Can these needs be met by your competition? 

· What trends/factors affect your market share and the market share of your competition? 

It is important to analyze these key factors based on real world terms, rather than simply assuming that customers will support your business. You may want to access a consultant from a business assistance center, such as the Small Business Development Center or interview your local economic development specialist. 

Competitive Advantage 

In this section, you, the business owner, should describe what it is about your products/services, price, quality, location, delivery, etc., that sets you apart from your competition. Remember, competitive advantage refers to the features of your products or services that are stronger than those of your competition. Questions this section should answer include: 

· Will you focus on affordability or quality? 

· Will you offer customized services or generic ones? 
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· Why will customer find your products and services more attractive than others? 

· Summarize your competitive advantage. Can you realistically deliver on these terms? 

In order for your business to sell its products and services, it must meet a need in the market. If you are having difficulty identifying a competitive advantage for your business, you may want to refine your analysis and revisit your assessment of the competition. 

Marketing and Promotional Strategies 

Marketing and promotional strategies are the ways in which your business will attract customers to buy its products and services. 

This section should answer several questions, including: 

· How will you attract your customers? 

· Will you use one strategy or several? 

· What resources will you dedicate for marketing and advertising purposes? 

· How will you evaluate the progress of your marketing and promotional strategies? 

· What are the goals of your marketing and promotional campaign? 

· If another entity will be used for marketing purposes, what are their qualifications and what are the terms of the arrangement? 

· What is your marketing budget? 

Location 

Location refers to the place where your office is located and the place where you conduct the operations of your business. It is possible to have more than one location. This section should answer the following questions, including: 

· From what location(s) will your business operate? 

· Where will your products and services be produced? 

· Describe how the location of your business will enhance its success. 

· If available by appointment only, how will you make yourself available and accessible to your customers? 

c. Management Plan 

This section answers questions about the legal structure of the business. There are many different ways to structure the ownership and management of a business. Refer to the "Selecting A Business Entity". A professional accountant and legal counsel are recommended for the purpose 

Appendix G - 4 

of assisting you in this process. Some of the questions the management section should answer include: 

· Is the business structure a sole proprietorship, a business partnership, or a limited liability company? 

· Who has the right to exercise management decisions? What are the terms of the relationships and who has the final authority? 

· Describe the "exit strategy" for owners and managers. How may an owner or manager terminate the relationship with the business? 

· List people involved with managing operations. 

· Describe educational, technical, professional, and business background of each person involved. 

· Describe the roles and responsibilities each person will have in carrying out the activity. 

Personnel 

The personnel section describes the roles and responsibilities of key management functions of the business along with a description of the various jobs for the day-to-day operation of the business. This section should answer the following questions, including: 

· Who will be employed by the business and what will the roles and responsibilities be for each job? 

· What are the training requirements, job performance expectations, salary, benefits package, and promotional opportunities for each job? 

· On what basis will people be employed? 

Attach job descriptions and qualifications for each job classification. 

Operations Plan 

This section describes the day-to-day operations of the business and how products and services are produced. The questions you should answer in this section include: 

· What is the production process? 

· What are the productivity requirements for various jobs? 

· What licenses or approvals do are required to carry out the production activities? 

Professional Associates 

Describe your legal counsel, accounting professional and other people or organizations involved in the affairs of this business. Legal counsel and accounting professionals are recommended for the purpose of structuring the business and the financial statements. 
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d. Financial Plan 

A significant portion of the business plan is dedicated to the Financial Plan. The Financial Plan discusses the capital required to start up, investment required, how the business will be capitalized in the future, and provides financial statements illustrating the projected financial performance of the business in the future. 

A variety of publications are available detailing the process of developing a financial plan. In addition, business resource centers often provide educational workshops and technical assistance to people interested in expanding or creating a business. A financial plan should include the following elements. 

Personal Financial Statement The Personal Financial Statement illustrates the total income, total expenses, and total cash the owner has available to invest in the business. Many people who create start up companies must have alternative sources of income until the business shows a profit. If a loan is required to start up or expand a business, a report illustrating the owner's credit history is often required. 

Projected income. An income statement tracks the business' revenues and expenses over a period of time to show if the business made or lost money during that time. Most income statements occur on a monthly, quarterly, and annual basis. A projected income statement is the owner's best guess (based on research conducted for the business plan) on how the business will perform over a period of time. Most banks, and in this case, funding agencies, will want 23 years worth of projected income statements to demonstrate how the business will become profitable over time. 

Break-even analysis. A break-even analysis looks at the relationship between sales, fixed costs, and variable costs. The relationships are studied to determine the units of production required for the company to "break-even." Once the break-even is determined, the units of production, or sales volume, required for a profit can be solved. Break-Even Formula: Revenue = Fixed Costs + Variable Costs. Sales dollars or units required for predetermined profit: Revenue = Fixed Costs + Variable Costs + Required Profit. 

Projected cash flow. The cash flow statement shows when cash is coming into the business and how and when the business will pay its expenses. It is different from an income statement in that it tracks when cash or payments are actually received by the 

4) 
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business, as opposed to when product or service is sold. Businesses offer a variety of different payment terms such as cash only, credit, or payment plans. If a business is having a difficult time paying its expenses in a timely way, it is necessary to adjust payment terms so that cash is received as soon as possible in order to stay solvent. The Cash Flow statement also helps to forecast the money, or capital required to start or operate the business so the business can meet its expenses until it is profitable. 

Projected balance sheet. The Balance Sheet, often referred to as a "snapshot", illustrates total business assets and total liabilities plus equity at a particular point in time. Business assets are the cash, accounts receivable, inventory, capital equipment, etc. that the business actually owns. Liabilities are the total money the business owes to other people, such as investors, loans from banks, etc. Equity refers to the capital supplied by investors and the business' retained earnings, or increase in equity as a result of the business operations. 

Capital equipment. The Capital Equipment List is an inventory of all of the equipment or materials already available or necessary for the business. 

Sources and Uses of Cash. This statement illustrates how much cash is needed, where it will come from, and how it will be used to start up and operate the business. 
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Appendix H
BUSINESS IDEA PROFILE SHEET 

WARM-UP EXERCISE 

My business idea is: 

Here are the proposed names for my business: 

First Choice: 

Second Choice: 

Third Choice: 

My business will sell: 

Products 

Services 

Both 

My business will be a: 

___ Manufacturing Business 

___ Retailing Business 

___ Combination 

___ Wholesaling Business 

___ Service Business 

If appropriate, please describe what your business combination will be: 

The percentage of sales that each part of the business will contribute to total sales is: 

_____ Manufacturing

_____ Wholesaling 

_____ Retailing 

_____ Service Business 

100%  TOTAL SALES 

My products, in order of importance: 

My services, in order of importance: 

My average customer (described in terms of age, gender, income level, education, housing type, and any other factors related to your proposed business activities): 

My business will serve the following geographic market areas: 

My major competition will be: 

Here is what my competitors can do better: 

Here is how my business will beat the competition: 

Personal Balance Sheet 

Prepared as of: 

ASSETS 

Cash - Checking Accounts Cash - Savings Accounts Notes/Contracts Owed to You Certificates of Deposit 

Life Insurance (Cash Value) Securities - Stocks, Bonds 

Real Estate (Market Value) Vehicles (Market Value) Individual Retirement Plans, Etc. Other Assets (Specify) 

Total Assets 

LIABILITIES 

$$$$$$$$$$ 

$ 

Current Bills You Owe Mortgages on Real Estate Loans You Owe 

Taxes You Owe 

Other Liabilities 

Total Liabilities 

NET WORTH 

Total Assets Minus Total Liabilities 

$$$$$
$

$ 

DETAILED COST OF LIVING BUDGET 

(Based on average month; does not cover purchase of any new items except emergency replacements.) 

REGULAR MONTHLY PAYMENTS 


House Payments (principal, interest, taxes, insurance) or rent 
$ 


Car payments (including insurance) 
$ 


Appliance, TV payments 
$ 


Home improvement loan payments 
$ 


Personal loan, credit card payments 
$ 


Health plan payments 
$ 


Life insurance premiums 
$ 


Other insurance premiums 
$ 


Saving/investments 
$ 


Total 
$ 

HOUSEHOLD OPERATING EXPENSES 

Telephone 

Gas and electricity Water 

Other household expenses, repairs, maintenance 

Total 

PERSONAL EXPENSES 

Clothing, cleaning, laundry Prescription medication Physicians, dentists Education 

Dues 

Gifts and contributions Travel 

Newspapers, magazines. books Auto upkeep and gas 

Spending money and allowances Miscellaneous 

Total 

FOOD EXPENSES 

Food - at home 

Food - away from home Total 

TOTAL MONTHLY EXPENSES 

$ $ $ $ $ 


Total cost of capital equipment (from page 17) 
$ 


Beginning inventory of merchandise 
$ 


Legal fees 
$ 


Accounting fees 
$ 


Other professional fees 
$ 


Licenses & permits 
$ 


Remodeling work 
$ 


Deposits (public utilities, etc.) 
$ 


Re~ 
$ 


Utilities 
$ 


Phone 
$ 


Advertising (grand opening, etc.) 
$ 


Signs 
$ 


Promotions (door prizes, etc.) 
$ 


Business cards, stationary, office supplies 
$ 


Bookkeeping system 
$ 


Other expenses: 
$ 

$ 

$$$

 $

$$ 

Sub-total Startup Expenses Plus 10% Safety Factor TOTAL STARTUP EXPENSES 

CAPITAL EQUIPMENT 

Equipment 

Total Cost - Capital Equipment 

Cost 

New or Used 

$$$$$$$$$$$$$$$$$$$$$$

$ 

This section will help you plan purchases of capital equipment needed to start your business. Capital equipment is defined as assets, which have useful lives of more than one year. Examples include machines, equipment, office furniture, and computers. 

List each piece of equipment needed to start your business. 

Fill in the cost of each piece of equipment, and specify whether it will be new or used. If used equipment is available that will justify your needs, considerate it. 

