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The contents of this publication are presented for informational purposes onl  y and
should not be considered in any way legal or professional assistance. We encourage
you to seek the advice and council of a licensed professional when dealing with legal
and financial matters.

While care has been taken to provide accurate, up -to-date information, the
information presented has been collected from numerous sources and is subject to
errors and changes and should be further researched for updates and accuracy.



WHAT IS AN ENTREPRENEUR?

x Someone who organizes and maintains a business ven ture .

x Someone who takes on the risk and does what he/she wants in order to make
a profit .

x Someone who can coordinate the resources available to meet a need.

How can you become an entrepreneur? How can you start your own business?
The Oconee County Economic Development Department and the Oconee County
Chamber of Commerce have designed this booklet to simplify your transition
into the role of an entrepreneur.

Starting a Busi ness in OconeeCounty will make establishing your own business
easier by givi ng you a guide to help you receive the information you will need.
The Oconee County Board of Commissioners and Oconee County Chamber of
Commerce are committed to promoting economic development.

We believe that begins with you. By giving you the proper  tools, we can help
build a strong economic foundation. We hope this booklet will be of assistance.

In order to receive the maximum benefits of the information contained in this
booklet, we suggest you treat it as you would a workbook. Start at the begi  nning
and work through to the end, making notes along the way.




IS ENTREPRENEURSHIP FOR YOU?

There is no way to eliminate all the risks associated with starting a small business. You

can improve your chances of success with good planning and prepara tion. A good
starting place is to evaluate your strengths and weaknesses as the owner and /or
manager of a small business. Carefully consider each of the following questions.

Are you a self -starter? It will be up to you & not someone else telling you to develop
projects, organize your time and follow through on details. Although there is no
guarantee that entrepreneurship will be successful for everyone, it is safe to say that the
owner and manager of a small business are essential if the businessisto  succeed.

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

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

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

How well do you plana  nd organize?  Research indicates that many business failures
could have been avoided through better planning. Good organization of financials,
inventory, schedules and production can help avoid many pitfalls. This quide is
intended to serve only as an in itial quide to enable you to begin your business;

it is not intended to serve as the sole planning mechanism that you use to

establish your business

Is your drive strong enough to maintain your motivation? Running a business
can wear you down. Some business owners feel burned out by having to carry all the
responsibility on their shoulders. Strong motivation and delegation of certain tasks can
make the business succeed and will help you survive slowdowns as well as periods of
burnout.

How will the bu  siness affect your family? The first few years of business sta rtup
can be hard on family life, affecting your relationship with your spouse, children, and/or
parents. There also may be financial difficulties until the business becomes profitable,
which could take several months or a few years. You may have to adjust to a lower
standard of living or put family assets at risk.

The Small Business Administration had developed a Self-Biz _Quiz to assist you
determine if entrepreneurship is for you. This can be found in Appendix A 0 Self-Biz
uiz.




DO YOUR RESEARCH

Before committing a great amount of resources to your entrepreneur ial venture, it is
advised that you do your research to determine if your idea has the potential to be
successful. There are a num ber of steps that you can take to help make this
determination. Although your research is not guaranteed to be fool -proof, steps you take
at this point can potentially save significant amounts of time and financial resources for
your venture. One resource included for your benefit is a One-Year Checklist for
Entrepreneurs (Appendix B) to be sure that you consider all necessary aspects of starting
your business in hopes of avoiding delays or additional expense.

Is there a market for your business idea? In order for a business to be successful, a
market must be present for either the product or the service that you seek to provide.
Then you must be able to tap into the market share at a level high enough to generate
adequate sales. For most products or s ervices there may be a market, but in order to be
truly successful you must match the market to the product/service. An early
determination that there is a market for your business idea will enable you to examine
other factors necessary to establish your business.

Is Your Business Idea Feasible? Answer the following questions regarding your idea.
Give complete, well thought out answers. If you are unsure about any question or
answer no to any of the following questions, then it is advised that you rethink your idea.
What type of business do you plan to start?

What kind of product do you plan to offer?

Will your product satisfy a need yet unfilled?

Will your product have a competitive edge based on price, location, quality or
selection?

Develop a busine ss plan. If you determine that your business idea is feasible, then it

is time to begin developing a business plan. A business plan precisely defines your
busi ness, identifies your goals and serves
include a current and pro forma balance sheet, an income statement and cash flow
analysis. It helps you allocate resources properly, handle unforeseen complications and
make good business decisions. Because it provides specific and organized information
about your company and how you will repay borrowed money, a good business plan is a
crucial part of any loan application. Additionally, it informs sales personnel, suppliers

and others about your operations and goals.

The Small Business Development Center,anarm of t he Uni versity of
services can assist you in the development of a business plan & in most cases free of
charge. You may contact the Small Business Development Center (SBDC) at (706) 542 -
7436 or www.sbdc.uga.edu for more information.

In most cases, you will be required to provide a business plan to potential banks  /credit
unions in order to qualify for loans under their programs.

Ge
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Legal aspects of starting a business. Deciding what form your business will take is
an important decision. This will have an impact on the future of your business including
your protection under the law, and the rules and regulations (for example: federal and
state taxes) that will apply to you.

It is recommended that before you enter into any of these four forms of business, that you
contact an attorney, CPA and/or other qualified individual (s). Obtaining the services of
these professionals can help you avoid mistakes that have costly penalties. These
individual s are highly trained and must maintain state licenses in order to do business in
this state. So use their services to help your business.

Speaking with someone well-versed in matters regarding the legal functions of business
will reduce the risk of mis takes in the business setup. You can probably do the necessary
paperwork and procedures yourself, but it might make sense to leave it up to the
professionals. Also, contact the Small Business Development Center (SBDC) at (706)
542-7436 or www.sbdc.uga.edu for more information.

There are four basic forms that a new business can take:
¢ Sole proprietorship
¢ Partnership (General or Limited)
¢ Corporation (C or S)
¢ Limited Liability Company

A sole proprietorship is usually owned and operated by one person. Under the law, it
is not actually considered a legal entity. It is instead considered an extension of the
person who owns the business. This individual has sole ownership of assets, but is also
solely liable for the deb ts of the business.

A partnership  can be formed in two ways. First, a general partnership is comprised

of two or more individuals who join to start a business. Each person has proportional

ownership of the business assets and proportional liability for business debts. Each

person also has authority in running this business. A partnership agreement can be

drawn up to alter each personds particul ar [
creditors may collect from each and every member of the partner ship (this may include

personal assets).

A limited partnership is made up of one or more general partners as well as one or
more limited partners. Limited partners contribute capital and share in profits/losses.
These limited partners, however, take no  part in the running of the business and are not
held | iable for the organizationds debt s.

Whether taking part in a general or limited partnership, it is advisable that you draw up

a partnership agreement . Thi s documennd wi | |
responsibilities. Partnerships are required to file both federal and state income tax.

While the partnership is not typically taxed, each partner reflects charges for the

partnership on his/her personal tax returns.
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A corporation is an entity, which must be approved by the state of Georgia through the
Office of the Secretary of State. A corporation must file federal, state and local taxes on

its operations. One advantage to a corporation is the protection from liability afforded to
shareholders. However, when an organization is small, creditors may require personal
guarantees of each predominate owner. Another advantage to the corporation is the
ease of raising capital through the sale of common or preferred stock. A disadvantage of

the corporation i s that the organizationds i ncome
the business and again on the shareholders personal income tax after collecting
dividends). There are two types of corporations: C and S.

The C corporations have their own ta x identification numbers and pay their own taxes.
The S corporation is the opposite. It is not taxed as if it is a corporation at all. Instead,

it is taxed similarly to a partnership. Gains and losses are reflected on the personal
income tax of the sha reholder. The S corporation does not provide protection from
liability to its shareholders. (Distinctions between C and S corporations can be
complicated. It is important to consult  your accountant or attorney before making a
decision.)

In order to inc orporate your business, contact the Office of the Secretary of State. You
will then reserve your corporation name. The incorporation process must be completed
within 90 days. The Office of the Secretary of State will instruct you in the completion of

all documents needed. You will be required to pay an incorporation fee by April 1 of each
year.

This incorporation process includes publishing your intent to incorporate in the local
newspaperodos | egal p u bdoicharge for ahis serviceN & Wies lpgal prgan s
for Oconee County is the Oconee Enterprise. To publish you r intent to incorporate |,
contact the Oconee Enterprise at (706) 769 -5175.

An attorney can normally draw up all appropriate documents for a fee . How much it will
cost depends on the attorney and the complexity of your business.

The limited liability company (LLC) is one owned by two or more persons known as
members. It is a mixture of other forms of organizations. This form combines some of
the partnership, corporation and S Corpor at i marebafiractive features. Similar to a
corporation, you must reserve a name and file the articles of incorporation. You and your
fellow members should write an operation agreement to control the conduct of the
business.

An LLC shields the perso nal assets of members as if they were shareholders in a
corporation. It also eliminates double taxation. In addition, an LLC may not have a
perpetual life. While this form of organization is gaining popularity, you must take great
care in the establis hment of an LLC to insure pass -through tax treatment.



ORGANIZING YOUR BUSINESS

Ensure you have the necessary skills for developing the business . Not all people
are cut out to start their own business. For example, you may have the greatest people
skil Is possible but have trouble with small details or finances. While this might not be
reason enough to abandon your dream of being your own boss, you should be sure that
you surround yourself with a team that more than adequately addresses all of the needs
that your business operation will need to be successful.

Set up your financial records. It is important that you establish your financial
records at this point in your business development. You will have costs and fees
associated with the completion of all tasks necessary to properly set up your business.
These disbursements will be important to you as you move forward, documenting all of
your expenditures and tracking your resources. It is recommended that you establish the
framework of how your fi nancial records will be maintained, including any financial
software that might be necessary to assist in your documentation.

Contact the Department of Labor and the Occupational Safety Hazard
Administration (OSHA) for information. Any business establi shed will have to
comply with a number of federal and state laws that govern employment. Although you

are not likely a lawyer, these legal issues will surely affect the operations of your
business. It is advisable that you contact the Department of Labor and OSHA to obtain
all of the necessary documents, forms, and information  on labor, safety, and educational
seminars that will assist you as the business owner. These offices were established to
assist people just like you as you work to make your busine ss succeed. Phone numbers
for each of these entities can be found in Appendix D d Contact Information .

Register your trade name. In the State of Georgia, every person, firm or partnership
that conducts business has two options regarding trade name re gistration: 1) The
business name must include the last name of the individual owner of the business. 2) If
using a fictitious name (one not including the last name of the individual owner), the
fictitious name must be registered in the office of the Clerk of the Superior Court in
Oconee County. A corporation or limited liability company will not need to file this
registration, as it will already  be registered with the office of the Secretary of State.
Currently, the fee for trade name registration with th e Oconee County Clerk of Superi or
Court is currently $30.

The Clerkos of fall gpaperwoik lthat ngedsaos be c@mpleted. Similar to
publishing your intent to incorporate a business, you must publish a notice of your trade
name registration in the local legal organ (newspaper) . You must also file the required
affidavit. Notice of the filing of the trade name registration must be published once a
week for two weeks in the legal section of the Oconee Enterprise .

Failure to register a trade na me will not nullify contracts signed by the unregistered

entity. The court, however, is authorized to assess court costs against the parties who

have failed to register the trade name or partnership name at the time an action is filed.

Thus the trade nam e registration prevents a company from having to pay all court costs
7



in an action by or against a company. If you have a question as to whether your business
needs to register a trade name, contact the Oconee County Clerk of Superior Court .

Network, Netw ork, Network . One of the most critical aspects of the development of
your business is ensuring that you develop a strong network. This network will consist

of a number of individuals and groups that can help your business succeed. To name a
few, your ne twork will need to consist of financial resources, suppliers, consumers of your
product(s), users of your service(s), advertisers, potential labor pools, etc. Successful

networking will enhance the viability of your business in the long -term.

Doing Busi ness With the Government . Through the Governoros
center, learn how to become a registered vendor with the State of Georgia and its many

agenci es. Visit the Governords Small Busi neszs
list of current bi d opportunities and to register online. You may find information on the
Governorodés Small BA\pperidir B 8 Gont& el nformation i. n

Insuring Your Business . You will want to (and your lender will likely require that

you) obtain insurance for th e land, building, and equipment associated with your

busi ness. You wi || al so need to di scuss [ i

compensation insurances, to name a few. Although there is a cost associated with
insurance provision , these insuranc es are vitally important to protect your business
interests from unforeseen accidents.

It is advised that you speak with several agents to determine the best policies for you and
your business. Although it is a large factor, cost is not the only variable that you want to
consider. Evaluate the components of the policy, the reputation of the agent/company,
and the service that you expect from the agent.

ST.MARY’S




FIND ING A LOCATION

After you have established the fact that you are serious about starting a busin ess and
completed your research on how to establish your business, it is time to begin  finding the
location that is best suited for your business.

Requirements of your facility . Your first step is to determine what size facility you
need and any other requirements that you have of the facility. The physical dimensions,
height requirements, truck bays, road/highway access, etc. will all affect what type of
location that will adequately house your business.

Build, buy, or lease . A determination of what type of facility you will operate from is
the next step in finding a suitable location for your business venture. Some businesses
are suited to occupying existing, vacant buildings within the community. Other
businesses might be able to utilize existing facilities with some leaseholder
improvements. However, some businesses have specialized needs that require
customized locations. Your financial resources or personal preferences may also dictate
whether you focus of owning your own facility or leasing  a facility from someone else.

You must also determine where your business is best suited. If your business is

dependent upon a high -volume of traffic into and out of your location to generate sales,

then your business will likely need a location that i s along (or at least near)
transportation corridors with significant traffic volumes in the community. However, if

you will be starting a business that is dependent upon mail  -order or internet sales, then

any | ocation meeting t he enentsrmay meetypud seeds.oni ng r e (

Check the zoning requirements. Before committing an y of your financial resources to
a location for your business operation, check with the appropriate personnel within the
Oconee County Planning Department to ensure that the | ocation you have selected is
permitted to house the type of business that you plan to start. You may have to undergo

a rezoning of the property, request a variance to the zoning, or make application for a
conditional use under the zoning. Itis advised t hat you complete this step early in the
process as rezoning, variances, and conditional uses may require additional time that you
had not factored into the process to establish your business. Be advised that the
rezoning of the property is not an automati ¢ process. This process is subject to review
and approval by the Oconee County Board of Commissioners.

The Oconee County Planning Department can help determine if your location and type of
business are in compliance with local regulations . You will be r equired to submit
construction plans to the planning office to determin e if the business complies with :
¢ Current zoning classification
Building setbacks
Off-street parking availability and service entrance requirements
Buffer yards or required screening
Lot area minimum
Sign regulations

O 0 0 0 0



If your plans do not/cannot meet these specifications, you can discuss options with the
Planning Department . If you find the current zoning classification of your potential
location does not allow for your business, you ma vy file an application for rezoning. In
order to file this application , contact the planning department . The typical procedure to
be followed includes the following steps, but additional steps may be required based upon
the specific nature of the rezone r equest.
¢ Make application to the Oconee County Planning Department for a rezone
¢ Provide a Concept Plan as a component of the application for rezone ;
¢ Planning Department staff review the proposed rezone request and make a
recommendation on the project ;
¢ Oconee County Planning Commission reviews the proposed rezone request and
makes a recommendation on the project ;
¢ Oconee County Board of Commissioners conducts a public hearing in which the
applicant for a rezone, proponents for the rezone, and opponents of the rezone have
the opportunity to voice their support and concerns for the proposal
¢ Oconee County Board of Commissioners vote to approve or deny the rezone
request; and
¢ If approved, the applicant may proceed with the project, obtaining all necessary
permits before initiating work.

Can you afford the location? It is also suggested that you determine all of your costs
prior to signing a contract on a location or executing a lease agreement with an owner. It
is imperative that your liabilities do not excee d your resources, especially at this point in
time. The next step in this process will assist you in the development of your financial
plan.

****Sign  permits are required for placing any mounted or freestanding signs.
Applications are filed through t he Planning Department office. For specific information
about signage details, call the Oconee County Code Enforcement Office at 706-769-3907.
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FINANCES

If you are interested in starting a new small business, it goes without saying that you
intend for th e venture to be profitable. In order for you to ensure  a positive profit margin
for your business, careful attention must be paid to your finances from the very inception

of the operation. A number of variables must be considered in determining your fina ncial
capabilities, which can be very confusing if you do not fully understand each of the
components involved.

Talk to Financial Representatives . Lenders and other financial service
representatives can be of great assistance to you moving forward with t his venture. They
can work with you and help in determin ing your investment strategy, contingency
planning , and debt capacity . These resources are available to you and can help identify
potential pitfalls and highlight an  y additional resources of which y ou might be unaware .

It will likely be easiest to begin talking to bank s with which you have an existing
relationship. Understanding you, your goals, and your business needs will enable the

lender to determine the best way to assist you. However,you s houl dndt t ake
response that you get as the final answer.  You will want your business product to be
competitive in the market; you should also want any loan that you may receive to have

the rate and terms that are most favorable to you. Negotia te with these lenders to
ensure that your needs are met to the fullest capacity!

Start -up Amount . You will need an amount of funds available in order to get a facility
operational that can sustain your needs. While it is impossible to identify all start -up
costs, they may include: obtaining a facility, obtaining permits and licenses, equipping a
facility, obtaining required inventory, training employees, and preliminary advertising.

It is strongly recommended that you contact the Oconee County Utilities Department
prior to signing any lease or acquiring any property to obtain a specific cost associated
with connection to utilities

In order to assist in determining your cash needs for your business to open, a form to
assist you is included in  Appendix E 0 Determining Cash Needed to Start a Business .

Working Capital . Your working capital is defined as the measurement of the liquid
assets a company has available to build its business.  To ensure that your bank account
does not start out in the red, y ou should have funds reserved to address issues that you
might not have thought of in the planning process. This working capital can be used to
invest in growth opportunities or for use in day -to-day operations.

Fixed Costs . Within any business ventur e, you will have regular and recurring
expenses where you will know the exact amount of the expense in advance. These fixed
costs may include a mortgage, lease, property taxes, insurance, depreciation, security,
equipment payments, base utility rates, sal aried personnel costs, etc.

11
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Variable Costs . Variable costs change with the amount of input or output required over

a given time period. For example, business costs that go up and down on a month  -by-
month basis should be estimated at this point. A numbe r of variable costs must be
evaluated, but can include: personnel costs, raw materials, acquisition of inventory,
utility usage rates, advertising, etc.

Markup . After your total costs (fixed and variable) have been determined, you should
evaluate what m arkup level will be required to generate the desired profit for your
business venture. This markup will be evaluated within your business plan in order for
you to obtain the highest return on your investment. The markup must be low enough
that your busin ess can ensure that individuals will purchase your goods or services.
However, you will want to strike a balance so that your markup is high enough to ensure

an adequate profit.

Break -even. When you achieve a break -even point, you have sold enough goo ds/services
to cover all of the costs associated with doing business (both your fixed costs and variable
costs). Beyond this point, all goods/services sold by your business will produce a profit.

Cash Flow . The cash flow of your business is measured b y evaluating the income
remaining after all expenses have been paid (operations and debt service).  The cash flow
statement, a mandatory part of a companyds fin
and cash equivalents entering and leaving a company du ring a defined period. A positive

cash flow indicates that you are taking in more money than you are expending, which is

what any small business owner desires ! This does not necessarily equate to profitability

though .

Forecasting Sales . Simply put, t his is an estimation of what your sales will be in the
future. By accurately forecasting your sales, you will be able to control your inventory
and plan for staffing changes that are needed to address up -swings or down -swings in
your business cycle. This is more difficult for new businesses due to the fact that you do
not have historical data on which to base your estimates. However, this is critical to your

1128
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FINANCING INFORMATION

When starting a business, one important consideration is where to obtain capital to back
your venture. Most start -up businesses seeking conventional financing require  collateral
and a capital contribution by the entrepreneur, usually 20%. The remaining financing
may be available from local ban ks or may require private investors.

Conventional  Financing . Conventional financing is the form of a loan from a bank or
credit union which is not guaranteed by a governmental entity.

There are several Small Business Administration (SBA) loan progr ams available to
businesses, all of which require bank participation. These loan programs, however, are
not automatically available to small businesses . They are all subject to change at the
discretion of SBA. Currently, only out -of-town banks participa te with SBA programs.

¢ SBA Guaranteed Loan Program 7(a) : This program provides financing to small
businesses through guaranteeing a percentag
Eligible expenditures are for land and building, machinery and equipment, and

some restructuring of existing debt. The maximum amount that will be loaned by
SBA is $2,000,000. The maximum amount that SBA will guarantee is $ 1,500,000.
Development projects where the applicant intends to lease out the majority of the
facility are i neligible for 7(a) assistance.

¢ Patriot Express Pilot Loan Program : This initiative is affiliated with the 7(a)
program and seeks to provide a more rapid turnaround time for approval. This
new program is geared toward businesses that are at least 51% owned /controlled
by veterans, active duty military, reservists, national guards, or the spouse of a
deceased service member/veteran who died of a service -connected disability. The
maximum loan amount under this program is $500,000 and SBA will typically
guaran tee 75-85% of the loan. The average turnaround time for this program is 36
hours.

¢ SBA 504 Loan Program : This program provides financing for small business
through a low interest, fixed rate, loan  with terms of 10 or 20 years . The Small
Business Adminis tration takes a second position behind the bank in the project .
Eligible expenditures are for land and building (construction of new facilities,
modernizing, renovating, or converting existing facilities) , grading, street
improvements, utilities, parking lots, landscaping, or purchase of long-term
machinery and equipment. The maximum participation by SBA is $1,500,000.
Job creation is a requirement of the program  and the typical standard calls for the
creation of 1 job for each $50,000 of participation b y SBA.

¢ SBA Micro -Loan Program : This program provides financing of small amounts
for new, emerging, or growing small businesses. They maximum amount of a
microloan is $35,000, but the average is approximately $13,000. Credit decisions
are made by intermed iate lenders on the local level. There is a 6 -year maximum
term for the loan, but the specific terms are determined based upon the size of the
loan. Typical interest rates for this program range from 8 -13%. Collateral is
required.

13



While each of these programs has specific requirements for eligibility, there are certain
standards that must be met for all loan programs. A loan applicant must be of good
character, show the ability to operate a small business successfully and have a
reasonable amount of h is/her own resources to invest to withstand possible losses. In
addition, the following will likely be required:

¢ Credit report;

¢ Collateral adequate to secure the debt (List of collateral and its value );
¢ Appraisals on real property used as collateral;
¢ Personal guarantees of those persons (or companies with 20% ownership);
¢ Secondary collateral;
¢ Business Plans; and
¢ Personal financial statements and financial statements of businesses (if
applicable).
How To Apply for Funds . You must first seek financing from a bank or other private

source. If that is available at reasonable terms, the SBA may not be able to make the
loan. Take your business plan to your banker and discuss your financial requirements
with him/her. The involvement of your personal banker is critical to this process. After
speaking with your personal banker , you may call the Oconee County Economic
Development Office at (706) 769 -5120 or the Small Business Development Center
(SBDC) at (706)542-7436 t o discuss the prasgiseacce.0s el

14
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MARKETING

Researching Your Markets . It is recommended that you research your potential
market demand for your product or service. First, determine what questions you need
answered. The following are ideas on where to find the informatio  n you need.

Primary Data:
¢ Your experience;
Experiences of people you know ;
Survey potential customerst o determine their wants/needs;
Observe similar businesses ;
I nterview these ;lamdsi nessds owners
Interview suppliers, vendors, bankers , etc.

O 0 0 0 0

Secondary Data:

¢ Visit your public library ;

¢ Contact trade associations (trade shows and trade journals) ;

¢ Contact the SBDC, Athens Technical College , the University of Georgia,
Gainesville College, Piedmont College, the Oconee County Economic Development
Department, and/or the Oconee County Chamber of Commerce. See the Resource
Directory for contact information; and

¢ Use various search engines on the Internet (Yahoo, Lycos, Alta Vista, Google, etc.)

Marketing Your Business . In order to properly market your product, you need to

answer the following questions. This information can be used to help you develop your

marketing plan. Contact the SBDC for more information on constructing this plan.
¢ Who are my customers? (This determines your target market.)

Where are my customers?

How many potential customers are there? (This indicates your market size .)

What are the c u st 0 meeds® s

Who are your competitors?

How does my competition do it? (One method of marketing/dealing with

competition is the end -run strategy. Int hi s strategy you adopt Yy

strategy with the intention of making it better.)

¢ How can | reach the potential customers ? (The distribution of our product is very
important. Where your product is locate d can affect how well it sells.)

¢ How much will the customers pay? (The pricing of your product is also very
important. You must take into consideratio n what your competitors charge.)

¢ What are the market trends? (What are people buying? It is important to be
aware of market trends. Thisrelate s back to knowing your cus!H
to disti nguish between trends and fads.)

¢ What are the technological trends? (One obvious answer to this question is the
Internet. Will you be using technology? How can it be used to help your business?
Do you need to advertise on the Internet? Do you need a network of computers for
your business? If you are in a business related to technology, it is imperative that
you stay abreast of any changes.)

O 0 0 0 0
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How to Market . When you answer the above questions, you w ill need to determine
what form of advertising fits best into your business strategy and your budget. The most
effective advertising markets directly to your target audience. It is recommended that
you evaluate whether word -of-mouth, fliers, mass mailing s, targeted mailings,
magazines, billboards, newspaper, radio, television, or online advertising best suits your
business model.

Where to Market . If you intend for the vast majority of your customers to come from
Oconee County, local newspaper and sele cted radio marketing might be sufficient to
advertise your products/services. However, if you intend to draw customers from within
a fifty -mile radius, your advertising strategy (and budget) will have to increase in scope.
Selecting where to utilize your advertising dollars will likely have a significant impact on
the business derived from your marketing efforts.

A variety of free demographic information is available on the Internet , through the
Oconee County Economic Development Office, or through the Oconee County Chamber of
Commerce. This data can highlight the population in different categories, such as age,
sex, race, income and education. It can be used to identify the number of people who may
use your business or services.

A wealth of demographi ¢ data is also available from Northeast Geor gia Regional
Development Center, Georgia Department of Community Affairs, the Sm  all Business
Development Center, the U.S. Census Bureau, or the Georgia Department of Labor.

Cost of Marketing . The cost to advert ise varies greatly depending on the source and
timing that you select. Either during the phase where you are determining the most
advantageous advertising vehicles or immediately after you choose, contact the sources
with which you desire to advertise and obtain a copy of their current advertising rates in
order to determine how much advertising will cost. Depending upon the cost, you may
have to review and revise your marketing strategy.

International Trade . International trade can be difficult, but also can provide
tremendous opportunities. Most start -up businesses will not be participating in
international trade. However, if you choose to export or import goods, the following
contacts may provide you with valuable information. The U.S. Export Ass  istance Center
can provide you access to all federal exporting resources. Athens Technical College may
also be of assistance with its Georgia International Trade Data Network.
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EMPLOYEES

Your employees are the face of your company whether customers wa Ik into your
establishment or call on the telephone. Having appropriate employees will be an asset to
your business while having inappropriate employees will serve as a detriment.

How many employees to hire . It is important to determine how many peop le it will
take to ensure smooth business operations. If you plan to operate with multiple shifts, it
will be important to ensure that all essential functions of the business are covered on
each shift that you plan to operate. Additionally, you must take into account that
employees will be sick, take vacations, and have other circumstances that will likely
prevent them from being on the job every day that you intend for them to work.
Therefore, an employment strategy must be developed to address these co ntingencies.

What wages to pay . It is understood that as a business owner, you intend for the
income taken in each month to exceed the money spent during the same period.
Similarly, employees are working to ensure that their checking accounts have enou  gh
money to pay their bills each month. Therefore, you must determine what a fair wage to

pay them will be. If employees are undercompensated, it would be natural to expect that

at some point in time they will be seeking other employment after you have t rained them
in your operations; at that time you will have to invest in training another employee.

As of July 24, 2008, the federal minimum wage was established at $6.55 per hour. On
July 24, 2009, the federal minimum wage will increase to $7.25 per ho ur. There is no
superseding state minimum wage within the state of Georgia.

It should be noted that if you are in particular industries and intend to obtain contracts
utilizing federal dollars, your wages on particular projects may require you to evalua te
federal wage rate determinations for prevailing wages to be paid for certain
classifications. All public works contracts with federal agencies require that you pay at
least prevailing wages that are predetermined under the Davis  -Bacon Act. These rates
can be found (by classification) at www.access.gpo.gov/davisbacon/ga.html .

According to the U.S. Department of Labor, an employer who requires or permits an
employee to work overtime is genera lly required to pay the employee premium pay for
such overtime work. Employees covered by the Fair Labor Standards Act (FLSA) must
receive overtime pay for hours worked in excess of 40 in a work week of at least 1 %
times their regular rate of pay. The F LSA does not require overtime pay for work on
Saturday, Sunday, or regular days of rest. The FLSA only requires additional overtime
pay for hours worked in excess of 40 during a work week. Additional extra pay is to be
determined between the employer and the employees. The FLSA does not require extra
pay for weekends or nights or double time pay. Information on overtime can be found at
www.dol.gov/compliance/laws/comp -flsa.htm .
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Youth L abor. Federal and state employment law provides some restrictions for
employment of youth under the age of 18. The U.S. Department of Labor monitors and
enforces all federal child labor laws.  According the Department of Labor, the Fair Labor
Standards A ct (FLSA) restricts the hours that individuals under 16 years of age can
work and lists hazardous occupations that are deemed too dangerous for young workers
to perform. Under FLSA, 1 6- and 17-year olds are not restricted in the number of
permitted hours they may work in any occupation other than those declared dangerous
by the Secretary of Labor. A useful summary of federal child labor laws has been
developed by the Department of Labor. This can be accessed at
http://youthrules.dol.gov/pdf/brochures/YouthRulesBrochure.pdf

Providing Benefits . Some employers choose to provide benefits to their employees.
They may include medical insurance, dental insurance, life insurance, holiday pay, etc.
Employers may choose to pay all or a portion of the benefit cost on behalf of employees.

Policy Manual . It is advisable for any business to develop a policy and/or procedure
manual that can clearly define the expectations and practic es for business operations.
With a standardized manual, the employees understand the requirements set forth by

the company, as well as the ramifications for not following the procedures. These may
also be helpful if a situation arises where a lawsuit is  filed against the business. A good
defense may be established if you have followed the practices set forth in such a manual.

Wor kersd CompensatiWor teasad aGempensation | nsur ¢
any business with more than three employees , but rates vary with the business type and

the risk | evel. For more information, contact
Application, Hiring and Termination Process . There are basic ground rules for

hiring and firing employees. There are legal r equirements to acquiring or terminating

employees. If handled incorrectly, personnel issues can result in legal problems. These

legal problems can be large enough to close your business. It is important to make sure

all your bases are covered. Inadditi on to the dods ARppeadxnFod s | i
Personnel Resources contact the Georgia Department of Labor for more information on

correct hiring and firing policies.

Where to Find Your Labor Force . There are many resources through which you can
seek employees. The first location that typically come sto mind is the classified section of
local newspapers. You can place ads in these publication s for week-long and even month -
long periods. Contact the publication you wish to use for mo re specific informa tion. The
Georgia Department of Labor is also an agency that can assist you in finding employees.
For more information on how the G eorgia Department of Labor can help you, call the
local office located at 150 Evelyn C. Neely Drive, Athens, GA 30604 at ( 706) 583-2550.

Other places you might contact are Athens Technical College, the University of Georgia,
Gainesville College, or Piedmont College. You may choose to contact Cooperative
Education or Career Planning and Placement offices at these schools to determine if they
have mechanism s in place to assist you in your search to find qualified applicants
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LICENSES AND PERMITS

Business License . If you plan to operate a business in the state of Georgia, you should
contact the appropriate offices about obtaining a business license. You should discuss
the details of your business venture with the licensing department . The fee for a license
is contingent on the location, type and size of your business and could range from $ 20 to
over $1,000 depending upon the number of employees and the jurisdiction in which you
are located. Please keep in mind that these costs vary and some jurisdictions require you
to attend a council meeting prior to being issued a business license

If your business  will be located w ithin the  Watkinsville  city limits , contact :
City of Watkinsville

City Hall

191 VFW Drive

Watkinsville, GA 30677

Phone: (706) 769-5161

If your business will be located within the Bishop city limits:
Town of Bishop

Town Hall

P.O. Box 196

Bishop, GA 30621

Phone: (706) 769-0076

If your business will be located within the Bogart city limits:
City of Bogart

City Hall

125 Main Street , P.O. Box 206

Bogart, GA 30 622

Phone: (770) 725-7386

If your business will be located within the North High Shoals city limit s:
Town of North High Shoals

Town Hall

108 Jefferson Road

North High Shoals, GA 30645

Phone: (706) 769-4289

If your business will be located in unincorporated Oconee County
Oconee County Code Enforcement

22 N. Main Street, P.O. Box 145

Watkinsville, GA 30677

Phone: (706) 769-3907
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Building Permits . A building permit must be obtained for new construction
renovations , and additions to existing buildings. Before you may construct a new facility

or renovate an existing one, you must have this permit. Once you have obtained a
building permit, satisfactorily completed each required inspection, complied with all
applicable regulations and completed construction, your facility will undergo a final

inspection. You will then apply for a Certificate of Occupa ncy. Without this certificate,
your business cannot operate in the facility. A Certificate of Occupancy can be obtained
from the Oconee County Code Enforcement office.

Health Permits . If your business is to involve food processing, handling, storage, o r
distribution, you m ust obtain permits from the Oconee County Health Department,
which handles the permits for the entire county and city. If you are unsure if your
business needs a permit, contact the Oconee County Health Department at (706) 769-
3983.

Federal Licensing . Most new small businesses most likely will not require any type of
federal licensing to conduct business, unless you will be engaged in one of the following
activities:
¢ Rendering investment advice ;
Making alcohol products ;
Making tobacc o products;
Preparing meat products ; and/or
Making or dealing in firearms

O 0 O 0

You would need a federal permit to start large operations such as a television station,
radio station, comm on carrier or producer of drugs/ biological products. The
aforementioned businesses are all heavily regulated by the government . For information
on federal licensing for the se types of businesses, contact the U.S. Department of Alcohol,
Tobacco & Firearms (ATF); the U.S. Federal Drug Administration (FDA); or the U.S.
Federal C ommunications Commission (FCC).

State Licensing . Many licensing regulations should be considered when establishing a
business or practicing certain regulated occupations in Georgia. Contact the Secretary of
Stateds office f or oastHatireyaire stage licerisinga IYdu camdindap a t i
complete list of occupations requiring state licenses in  Appendix G & Occupations and
Facilities Requiring State Licensing . Before applying, you would be nefit from checking

the current licensing regulation s through the office of the Secretary of State, the county

and the city.
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TAXES

Georgia Sales & Use Taxes . Every business that sells tangible personal property to
customers, such as merchandise, is required to obtainasell er 6 s per mi t . byThi s
the Georgia Department of Revenue . (There are some businesses, however, that are

exempt from this requirement.) Typically, a separate permit must be obtained for every

business in which goods subject to sales tax are sold. If selling to a retailer, w holesalers

and manufacturers usually do not have to collect sales tax on the goods they sell. This,
however, i s contingent on whether the retailer
you with a oresale certificateo.

Similarly, retailers are not r equired to pay sales tax on items you purchase for resale.
You may purchase blank resale certificates at office supply stores. If state law requires
that your business collect sales and use tax, you must keep detailed records of your gross
receipts from sales/rentals. These records must include all sales/rentals whether or not
you believe them to be taxable. Your records must also include evidence of all deductions
you claim on sales/use tax returns. In addition you must record the total purchase price
of all tangible personal property acquired for sale, lease or consumption.

Sales tax forms must be filed monthly. The taxes must also be paid on a monthly basis.
You can contact the Georgia Department of Revenue to petition for special permission for
pay/file quarterly.

Georgia Taxes. Every business establishment within the state of Georgia will be
required to maintain records and annually file all appropriate tax documents. One
component necessary to complete this process is to obtain a state tax id entification
number. This Georgia Tax ldentification number can be obtained from the Georgia
Department of Revenue.

Additionally, questions that you may have on Georgia Excise Taxes, Estimated Georgia
Income Taxes, or any other taxes may be answered by r epresentatives of the Georgia
Department of Revenue at (404) 417 -4417

Georgia Excise Taxes . In addition to federal excise tax, you may be responsible for
collecting state excise tax as well. The categories are comparable to the federal
categories. Alcoholic beverages, tobacco products, motor carriers and trucks with more
than two axles are included in the taxed categories. You should contact the Georgia
Department of Revenue for complete information.

Federal Taxes. Like Georgia, the Internal Revenue Service requires businesses to
maintain records and annually file all appropriate tax documents. Your federal tax
identification number is the number used to file your taxes. It acts in a similar capacity

to your social security on your personal income t axes. In fact, if you are a sole
proprietorship you will probably use your social security number. In partnerships and
corporations you will need a Federal Tax ID number. To determine whether you need a
Tax ID number, contact the Internal Revenue Servic e.
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Additionally, questions that you may have on  Federal Excise Taxes, Employer Taxes,
Income Taxes, Unemployment Insurance Taxes, or any other federal taxes may be
answered by representatives of the Internal Revenue Service at (866) 816-2065.

Understan ding State & Federal Taxes . Tax laws within the United States (and
within the state of Georgia) are difficult to fully understand. While you are preparing to
establish your business and be sure that all facets of the business & operation flow
smoothly, you will not likely have the time or energy to devote to fully digest tax
requirements. Fortuna tely, there are individuals whose job is to understand these
regulations and keep you advised of what must be done to comply with the laws o your
accountant.

Your accountant can be an invaluable help to your business as they can ensure that you
comply with the laws, but have adequate time to devote to the day -to-day operations of
your business. When searching for an accountant to work with you and your business
look for an individual you can trust who understands what you are trying to accomplish

with your business.
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UTILITIES

Establishing Water, Sewer and Garbage Service . To establish water or sewer
service, you must contact the provider for the area in which you desire to open a
business.  Within the county, those providers include the Oconee County Utility
Department and the City of Bogart . You will be required to sign a service contract and
pay a deposit. This deposit is refundable at the closing of your final bill. The amount of
your deposit is dependent on the type of your business, size of the meter, and additional
factors.

For water and/or wastewater service ., You should contact the Oconee County
Utility Department before purchasing or leasing any facility to determine what
specific fees or charges may be applicable to your business . You should be aware
that not all portions of the county a re connected to a public water or sewer system . If you
are located within an area served by the Oconee Co unty Utility Department, you should
visit the Utility Department office  to fill out appropriate forms, pay prescribed fees, and
establish service.

Establishing Gas Service . To establish gas service in Oconee County, you must
contact an available service provider. Following the deregulation of the natural gas
industry in the 1990s, you are able to choose from the eleven available providers with in
the state of Georgia. To obtain information on these providers, visit WWW.pSc.state.ga.us
or call (866) 839-5838.

Establishing  Electrical Service . Within Oconee County there are two electrical
services available 8 Georgia Power and Walton EMC.  Each has its own application
process. Which provider you will use is dep endent on where your business is located , but
you may have a choice depending upon the amount of electricity to be used by your

business.

To establish service, you will need to provide the service address, name of person
responsible for bill payment and the name of your company. A deposit will be assessed
for each business that begins service. The deposit amount for a business (unlike a
residential deposit) varies from business to business and can  be several hundred dollars.

Establishing Telephone Serv ices. AT&T provides telephone service for businesses in
areas within Oconee County. To establish phone service, call AT&T at (866) 213-6300.
An order for service will be taken and a credit evaluation will be made. Whether
establishing service in a new or existing facility, a small business services representative
should be consulted.

23


http://www.psc.state.ga.us/

Appendix A
Self -Biz Quiz






