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NOTICE: The contents of this publication are presented for informational
purposes only and should not be considered in any way legal or professional
assistance. We encourage you to seek the advice and counsel 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.

LAST UPDATED: February 10, 2011
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WELCOME

The Northwest Georgia economy has been based on entrepreneurship for
over 100 years. One of the most impressive examples involves a creative
teenager in 1895. That year, a young Dalton girl, guided by a traditional quilt
pattern, sewed thick yarns into muslin. She snipped and fluffed the yarn, then
washed the bedspread in hot water to hold the yarn in place. The girl's name
was Catherine Evans Whitener and today, she's a symbol of economic and
creative success!

Demand became so great for the type of bedspread Catherine had created
that by the 1930s, hundreds of local entrepreneurs were copying her
technique for pay. Entire families began working together, hand tufting
chenille bedspreads for 10 to 25 cents apiece.

Eventually, more than 10,000 cottage tufters -- men, women, and children --
were making chenille. Their wares, often featuring a popular peacock design,
were displayed along historic Dixie Highway. As these bedspreads fluttered
on the breeze, the area became known colloquially as Peacock Alley.

\ .

L 1
Cottage Industry to Fortune 500
Income from tufting helped many families survive the depression--and set
the stage for a community that had success and entrepreneurship woven,
quite literally, into its fabric.

Advances in machinery and technology -- and the entrepreneurial spirit of
Whitfield County residents -- took tufting from a cottage industry to big
business. Today, 90% of carpet is tufted and 80% of the US carpet market is
supplied by mills within a 65-mile radius of Dalton. The industry employs
tens of thousands of individuals, and has turned Dalton into a community of
innovation and high-tech development. Not only floor-covering, companies
in the chemical and plastics industries can be found as well.
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New Entrepreneurs

Today, Dalton and Whitfield County still encourage creative thinkers and
business trailblazers to call us home. The information included in this
booklet will answer many of the questions that arise when an entrepreneur
begins to think about opening a business.

We want you to be successful. We also want you to understand that owning
and operating a business is hard work. It takes dedication, patience, specific
skills and adequate funding.

The material you read here may lead to additional questions. Feel free to
contact any of the appropriate resources we’ve included at the back of the
booklet. Ask ANY question. Or just get help in discovering what questions
you need to ask.

You may also contact the Dalton-Whitfield County Joint Development
Authority, at 706-278-7373 for further assistance or for a referral to an
appropriate resource.

Congratulations. Deciding to open your own business is a commendable
goal, and we wish you much success.
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WHAT IS AN ENTREPRENEUR?

iAo

Definitions of an entrepreneur:
1. Aninnovator. One who recognizes opportunities and organizes
resources to take advantage of the opportunity.

2. One who assumes the financial risk for the initiation, operation, and
management of a specific business or undertaking.

3. Someone who attempts to profit by risk and initiative.

4. A person who starts a business.

EXERCISE ONE: IS ENTREPRENEURSHIP FOR YOU?

As you can see, entrepreneurship is, by its very nature and definition, risky. You can improve your
chances of success with good planning and preparation. One starting place is to evaluate your
strengths and weaknesses as a potential owner and manager of a small business.

Carefully consider each of the following questions and write your answers in the space provided. Be
as honest with yourself as possible — you are the only one evaluating your responses, just as you’ll be
the one responsible for your business.

1. It will be completely up to you — not anyone else — to be successful. It will be up to you to
develop successful projects and realistic timelines, organize your schedule and plan for every detail.
With that in mind, answer this question as honestly as possible--are you truly self-motivated or do
you need someone else to help you set goals and follow through on them? What are some life
experiences you've had that relate to your ability (or inability) to set your own goals and follow
through on them?
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2. Business owners have to develop good working relationships with a variety of different
personality types. These might include customers, vendors, staff, bankers, lawyers, accountants,
service technicians, etc. How well do you get along with different personalities? How will you deal
with a vendor who hasn’t come through on time or a staff person with a family emergency that
conflicts with your needs as a business owner? What about a client who hasn’t paid on time? Or,
conversely, a client who wants to be so chummy he’s taking time away from other important
deadlines? What if your IT vendor can’t make your computer do what you want it to? What if your
banker can’t provide the amount of funding you need? How will you deal with each of these
individuals? What are some specific life experiences that have prepared you for dealing with a variety

of personality types?

3. Business owners need strong partnerships. They must often ask others for assistance, expertise or
advice. They must create a network of potential mentors and advisors who will be willing and able to
help, if needed. How good are you at developing and sustaining partnerships? Do you enjoy
networking events that relate to your business? Do you easily see connections between people and
business ideas? Do you already have a network of people that you trust and rely on? Are you
comfortable reaching out to others for assistance? Provide some details here:

4. Small business owners must make decisions constantly, often very quickly and under intense
pressure. They must often make these decisions independently. And they must live with the
consequences of their decisions. How good are you at making decisions? Describe some specific
incidents in your life that relate to your ability (or inability) to make good decisions quickly:

5. Business ownership can be challenging, fun, and exciting. But it’s also a lot of work. Can you face
12- to 14-hour workdays, six or seven days a week if necessary? Are you completely committed to
doing what it takes to be successful? Specifically, do you have the physical and emotional stamina to
start and run a successful business? What have you experienced to-date that prepares you for this
and demonstrates your physical and emotional stamina?

JOINT DEVELOPMENT AUTHORITY

a Dalton - Whitfield County



6. Research shows that many business failures could have been avoided through better planning. As
a business owner, you will have to organize your financials, inventory lists, production schedules,
deadlines, files, personnel information, etc. Are you good at planning and organizing? Describe
some specific experiences that relate to your ability or inability to plan and organize:

7. Running a business can wear you down. Some business owners feel burned out by having to carry
all the responsibility for success on their shoulders. Strong motivation can make the business
succeed and will help you survive slowdowns as well as periods of burnout. Is your drive strong
enough to maintain your motivation, even when things aren’t going as planned? When have you had
to deal with similar situations? What did you do then? What should you have done differently, if
anything?

8. Business owners must be constantly aware of the bottom line. They must manage their money
wisely, know when to take financial risks and when to be conservative. They must maintain good
records and have an excellent grasp of how each decision they make will affect the company’s
budget. They must create processes that positively affect the way money is spent, bills are paid and
capital is invested. How good are you at fiscal management? How well do you manage your personal
or family budget now? What will you have to do differently to be a successful entrepreneur? Write
your thoughts here:

9. The first few years of business startup can be especially hard on family life. Your social life, too,
may become non-existent. The strain on those you care about may be hard to balance and even
harder to watch. There may be financial difficulties until the business becomes profitable, which
could take months or years. You may have to adjust to a lower standard of living or put family assets
at risk. Take a moment to consider how the business will affect your family and friends. How will
they react if things don’t go to plan? How will that affect you? Write your thoughts here:
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10. Based on your answers to the previous nine questions, what are the biggest personal challenges
you will face as a new business owner? What do you need to work on in order to be most
successful? What steps can you take now to begin preparing for the challenges ahead?

Are you sure you’re willing to take the numerous risks outlined above?
If you’ve read the questions carefully, you understand that starting a business
should not be taken lightly.

No matter how great your idea, how big your talent, or how obvious your

future success seems now, we encourage you to read the questions above one

more time. Read your responses. I f  you haven’t actually wr
down on the exercise above, think about that. Ask yourself why not. If

you don’t have the time or energy to honestly answer these questions, do you

really have the time and energy to dedicate to a business?)

Just for a moment, temper your enthusiasm. Ask yourself a few negative
“what-ifs”. Picture the worst-case scenario that relates to each of the
questions above.

Think of these negative possibilities not as mental downers that crush your

dreams, but as the necessary preparation a warrior needs before going into
battle.

You need to fully understand the risks. Now step back and look at your
business idea.

You CAN be successful. But because of the specific challenges outlined
above, you should take extra time for planning and organizing. Only a well-
thought-out plan will give you the best possible chance of success.

We hope the information provided in the next few pages will help you find
the tools you need to succeed.
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Starting your own business is not something to rush into. Careful, advanced
planning can ensure the success of your venture. Below is a suggested one-
year plan.

ONE YEAR BEFORE START-UP

C Refine your business start-up ideas in writing. Determine exactly
where you want to go with your new business.

C Decide exactly what business you want to start. Be very specific in
your business definition. What makes it different, special or unique?
Why is it needed? Why will it be successful?

C Assess the impact on your family and personal life. How will this
affect your relationships? Will your family support the use of finances
and time?

C Begin research. You must determine if there is a real need for your
product or service. This research can be performed by students,
professionals, or on your own, but it needs to be specific.

Build your personal skills by taking formal management/business
courses.

Contact Georgia Northwestern Technical College for continuing
education options.

Meet with the Small Business Development Center (SBDC) for
assistance in writing a business plan, mentorships, funding sources
and other business start-up services. Understand what help is
available to you.

@ Dalton - Whitfield County
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SIX MONTHS BEFORE START-UP

C Determine the specific focus on your business. What do you want to
specialize in? It is easier to excel at one area than at many.

C Start writing your business plan and creating your budget. Define
your target markets. Who is your intended clientele? Toward whom
should you aim your advertising?

C Research business and trade organizations that relate to your specific
business segment. Take advantage of what these groups have to
offer.

C Start looking for the best location for your business. Do you need
little or lots of space? Would your business be better suited
downtown or in a rural part of the county? Is a storefront location
needed or can you work from your home? Location can make or
break a business. Conduct the search on your own or contact a local
real estate agent.

C WARNING: Do not sign any leases or purchase documents at this
time.

FOUR MONTHS BEFORE START-UP

C Name your business. Be careful in deciding on a name and be aware
that someone may already be using the name. Have a few back-up
ideas. You can check to see if a specific business name is already in
use, by contacting the Georgia Office of the Secretary of State.

C Reserve a URL (domain name or web address)for your business
website. Use something easy to remember and relevant to your
business name.

C Make a final selection for your business location. Make sute the
location you choose is within your budget and fits into your business
plan. The Joint Development Authority can provide demographic
and business reports on prospective locations.

C Select outside advisors. Visit www.micromentot.org to find a mentor.
Select people who can help you by giving you insight and ideas.

C 'This will be a very hectic time. It will be beneficial to have people you
can call on to listen to your ideas, problems, and plans. These people
should be able to provide you with guidance, constructive criticism,
and feedback. They should be experienced and knowledgeable in
business.

C Choose your business’ legal form. Will you be a partnership, sole
proprietorship, or corporation? Legal form should be chosen very
carefully as it can impact your business in many ways.

C Set up bookkeeping, accounting, and office systems. How are you
going to operate your office? If you are going to keep your own
books, make sure your skills are adequate. Will you need to hire a
bookkeeper/bookkeeping firm?

q Dalton - Whitfield County
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C Seck outside demographic information on your targeted customer
base. Gather secondary information.
¢ Continue working on your business plan.

THREE MONTHS BEFORE START-UP

C Determine your cash needs. How much money do you need for start-
up? What will be your monthly variable and fixed costs? What is your
break-even point? These are all questions that must be answered.
You must estimate your cash flows.

C Review preliminary financial objectives. How much profit do you
expect to make? Are you planning on making investments? What is
your intended cash flow?

C Decide on your pricing strategy. After determining your vatiable and
fixed costs, decide what your markup rate will be. You will also need
to consider demand and competitive factors in setting your price.

C Forecast sales. Reconnect with the SBDC or others in your field to
help you forecast accurately.

C Determine your company’s employee needs. How many people do
you need on your staff? This is important to decide as it affects your
requirements for insurance, cash flow, etc.

C Project your cash flow. Write out an estimated statement of all
revenues and expenditures. This statement should cover one calendar
year. Also project your net cash flow for the entire year.

C Have a logo designed and begin preparing your letterhead, envelopes,

business cards and other collateral as needed.

Begin a website design and purchase a website hosting plan.

OL®

Continue working on and refining your business plan.

TWO MONTHS BEFORE START-UP

C Prepare the marketing plan. How are you going to market your
project and how much will it cost? Are you going to use publicity?
Are you going to use paid advertisement? You must decide how you
will go about introducing your business to the public.

C Get your business license. (See occupational tax)

C Review non-financial objectives (public image, legal questions). How
do you want the public to see your business? Are you a family
establishment or geared more towards adults? What form is your
business taking: Do you have all legal documents needed?

C Prepare a preliminary balance sheet. Contact the SBDC again, for
assistance.

C Secure necessary financing. Whether through personal savings or
through other sources, you must obtain the necessary amount of
start-up capital.
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Secure insurance coverage if applicable. (See Labor/Safety)
Determine advertising, promotion, and public relations strategies.
Order opening inventories. Talk to your suppliers for estimated
opening needs.

Order letterhead, business cards, grand opening invitations and other
collateral you may need for your specific business. Begin working on
your website, if you plan to have one.

Complete improvements to your facility or home office.

Start your hiring process. (See Labor/Safety)

Refine your business plan.

It is suggested you not proceed with the following steps unless you
have received a firm commitment for all necessary funds.

O OO0

)OO0

ONE MONTH BEFORE START-UP

C Fine-tune your cash flow budget.

C Prepare for your grand opening. The Dalton-Whitfield County Joint
Development Authority can be of assistance in planning your event.
Be creative but practical. Send out invitations utilizing your new logo.

C Consider delaying your official grand opening/ribbon cutting
until you’'ve been in hiwidoess for a
you can make sure that you’ve worked the “bugs” out and that all is
running smoothly.

C Set up your office, display areas, etc. Have everything exactly as you

want it. The last few days before opening are not the time to do this.

The look of your store or office sets the tone for your business. You

should put thought and time into it.

Review your final checklist.

Hire your staff. (See Labor/Safety)

Make sure everything works. It is better to find out that your

equipment does not work in advance. In that case, you can make any

necessary repairs and be ready to open your doors on time.

)OO

C Join the Chamber of Commetce to ensure your business is seen by
others. Schedule a photo-shoot of your ribbon cutting or opening
festivities. The Chamber will publish your new member information
in their monthly newsletter. Make plans to attend upcoming member
mixers. Remember: Word of mouth is your most powerful publicity!
It’s also the least expensive. Start spreading the word.

C Implement marketing, promotion, and opening plans. This will be a
good time to start advertising in local newspapers, radio, and
television if your budget permits.

C Start Facebook and Twitter accounts. Begin inviting your friends to
follow you on these services. Both are free.

q Dalton - Whitfield County
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START-UP AND AFTER

C Budget your time. As a new business owner your time will be
precious. Schedule your time wisely. It is important to get the
maximum use of time you have available. You might consider reading
some time management materials or speaking with someone who you
think manages time wisely.

C Continuously update your product/service. What is good about your
product? Make it better. What doesn’t work with your product?
Eliminate the problem as much as possible. If people patronize your
business for the original product, an improved product can only
increase that.

C LISTEN to your customers, advisors, and vendors. The customers
are your cash flow. It is important to gather their opinions and put
them to use. Their ideas can be helpful in updating your product.

C LISTEN to your advisors. You asked them to advise you for a
reason. Let them guide you.

C LISTEN to your vendors. These vendors have been in the business
much longer than you have. They can possibly provide you with
money-saving or moneymaking ideas.

C Check cash flow budget against actual performance.

¢ Maintain good communication with your bankers and vendors. By
keeping the lines of communication open you are helping yourself.
Should you need their help in the future, you will be more likely to
receive it.

C Continue to improve the 5 C’s of credit (Character, Collateral,
Capacity, Capital, and Condition)

C Work with investors. Make sute you are in contact with them. Make
sure that you understand the conditions of your repayment. When are
payments due?

C Make sure you fulfill all obligations to investors. You may need to call
them again someday.

C Check cost of living budget. If drawing money from the company for
living expenses, take only what’s necessary. Stick tightly to your
budget.
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YOUR BUSINESS PLAN

A business plan defines your business in precise terms, identifies your
specific goals, and serves as your firm’s resume. The basic components of a
business plan include:

- anintroduction and overview of the business

- the skills and experience of the business owner

- details on the products or services offered

- an analysis of the potential market for those products or services

- specific information that sets the business apart from the
competition

- information on how the public will learn about the business

- anincome statement and cash flow analysis for the business

- details on how the business will be managed on a day-to-day basis

- a summary of why the business is likely to be successful.

The business plan helps you organize your own thoughts and plans for the
business and requires you to formalize and commit to those plans. It helps
you allocate resources propetly, handle unforeseen complications, and make
good business decisions, while staying focused on the entity’s goals. The plan
can also be used to inform sales personnel, suppliers, and others about your
operations and goals and portray your professionalism.

Business plans are used to keep invested parties (yourself, your partners
and/or investors) informed about the company’s operations and goals.
Perhaps most importantly, a business plan will be a crucial part of any
business loan package. It provides specific and organized information about
the company and can explain how a loan will eventually be repaid.
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The following outline provides more details of a typical business plan and
can serve as a guide. You should adapt it to your specific business. Breaking
down the plan into several components helps make drafting it a more
manageable task. A sample business plan is included at the back of the
booklet.

Introduction

A You should give a detailed description of the business
Outline the business goals.

Discuss the ownership of the business and provide the legal
structure.

List the skills and experience that you personally bring to the
business.

Discuss the advantages you and your business have over your
competitors.

> > >

>\

>

Marketing

A Discuss details of the products/services you will offer.

A Tdentify the customer demand for your product/service. Who will

buy it and why? What are you sources for this information?

A Tdentify your market, its size, and locations. How far will people
come for your service?
Can they buy it online? What are the ages, income ranges or other
demographic information of your primary customer? Is your primary
customer male, female, retired, teenaged, rich, poor, educated,
uneducated, a veteran, a homeowner? Do they drive a car? Do they
go to a gym? Define your customer and determine how many of
those potential customers are in your area.
A Explain how your product/service will be advertised and marketed.
A Explain the pricing strategy. How much will you charge, and why?

>\

Financial Management
A Explain your source of initial funding, and the amount of initial

equity capital.

Develop a monthly operating budget for Year One.

Develop an expected return on investment & monthly cash flow for

the first year. If someone lends you money, how soon will they be

paid back?

A Provide projected income statements and balance sheets for Year
One and Year Two.

A Discuss your breakeven point. At what point will you have recovered
your own initial investment in the business, and at what point will
other funders recover their investment?

A Explain your personal balance sheet and method of compensation.
How will you pay yourself? How often and how much?

> >
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>\

Discuss who will maintain your accounting records and how they will
be kept.

Provide “what if”” statements that address alternative approaches to
any problem that may develop.

Operations

> > >>>r

>\

Explain how the business will be managed on a day-to-day basis.
Discuss hiring and personnel procedures. How many employees do
you need? Will they be full time or part time?

Discuss insurance, lease or rent agreements, and other issues
pertinent to the daily operation of your business.

Account for the equipment necessary to produce your products or
services.

Account for production and delivery of your products and services.

Concluding Statement

A

A

Summarize your business goals and objectives and express your
commitment to the success of your business.

Once you have completed your business plan, review it with a friend
or business owner. Make an appointment to review it with local
representatives of the SBA.

When you feel comfortable with the content and structure make an
appointment to review and discuss it with your lender. The business
plan is a flexible document that should change as your business
grows.

SOURCE: www.sba.gov
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EXERCISE TWO: IS YOUR BUSINESS IDEA A GOOD ONE?

Is your Business Idea Feasible? Answer the following questions regarding your idea. Give complete,
well thought out answers to these questions. If you are unsure about any of the following questions,
then you should rethink your idea and do more research.

1. What type of business do you plan to start?

2. What kind of product or service do you plan to offer?

3. Does this product or service already exist elsewhere? Explain:

4. Why will your product or service be more attractive than the competition? Will your price be
lower, location better, quality higher or selection greater? How do you know?

% Dalton - Whitfield County
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DOING BUSINESS ONLINE

You may have already decided you need some sort of web presence for the
business you’re starting—or you may be planning to conduct the majority of
your business online.

Remember that your web site should do more than just mimic any
advertising or marketing you’re doing. It should take full advantage of the
Internet's capability for interactive shopping and globally convenient access.

Think of your website as a 24-hour sales force. The thought and care with
which you design your site is the ‘sales training’ you are giving your virtual
sales force. Your web site should showcase information about your company
and products, of course, but it should also include an efficient way of
communicating and should, if at all possible, become an international
marketplace through which to sell your products and services.

Always keep your ultimate consumer in mind as you begin creating your site.
What does your customer want or need to see, hear, read? How do they want
to be treated? What will make them remember you over the competition?

What Equipment & Software Will You Need for your Online Business?
Here are some initial recommendations, if you plan to have an active online
presence:

>\

Computer with at leasi4Gb hard drive, 1Gb RAM, Pentium
processor and DSL or faster internet

Current browser and email program

Website design program if you plan to maintain your own
website

Web host with secure server for taking credit card
information online

Merchant account so you can accept credit cards

Scanner to copy and publish pictures or documents

Fax machine/copier/printer

Graphics program if you will be designing your own graphics
Bookkeeping software to record your transactions

FTP program to facilitate uploading files to your website
Web statistics program to monitor your Internet visitors

> >

>\

I I D
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Purchasing Your Domain Name and Web Hosting Services

Selecting a domain name is an important part of developing an Internet
business. While you will very likely want to secure a URL (web address) that
is relevant or identical to your business name, it may not be in your best
interest to use ONLY that name on the net. You may benefit by using two
(or more) domain names, one with your actual business name for customers
who would look for you online by typing your company name in their
browser (like microsoft.com or mcdonalds.com) and one for people who are
looking for your actual product or service and would look for that
product/setvice in a search engine (like software.com or hamburgers.com).

If you would like to register a domain name for your company, but don’t
know where to start, use your search engine. Type “domain registration” into
Google for instance, and you’ll find a number of domain registry services.
Prices vary, so do some online shopping of your own before you buy that
online address.

Many domain registry services also offer hosting services. Again, do a little
research before you buy. Some hosting services have better reputations than
others — some are more user friendly. If you’re not sure, ask another business
owner who they use and if they’re happy with their hosting company.

The main things you need from your hosting company are: reliability, access
to customer support when you need it and an adequate amount of server
space. Remember, a 15-page website with 2-5 graphics on each page, would
need between 120K and 3MB of space. Even if you have a much large
website with many more graphics, your website should be able to fit
comfortably onto about 20MB of hard disk space. The space used by email
accounts, databases etc. is also counted in the total web space. So if you have
50 email accounts each with 10MB storage an additional 500MB would be
required. Any web hosting package offering more than 1GB would be more
than sufficient. However, nowadays web hosting companies offer hundreds
of gigabytes of storage space.

Designing Your Site

If you do not have the time, the inclination or the skills needed to design and
maintain your own website, you will either need to hire someone to work in-
house or hire an independent design firm. Unless you plan to have a highly
active, involved and frequently updated (daily or houtly) website, it is
generally much more cost-effective to hire a design firm. But be sure to shop
around and ask an internet-savvy friend to critique any proposals you get
from a web-design firm.

Marketing Your Website

The most important aspect of the website is to generate traffic that will result
in increased business. Using internet marketing tricks just to get more people
to your site may not actually get you more business. And paying for
advertising that does not deliver targeted traffic is not an effective use of
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your advertising budget. Consider utilizing the following tools: pay per click
advertising, search engine listings, keywords and meta-tags, trading links with
related businesses or organizations, and listing your website on every piece of
printed collateral you produce. Popular advertising venues include Google
Adwords, Google Adsense and Facebook Ads. Consider using Facebook and
Twitter to also update customers and send them to your website. Social
media is becoming an important tool to communicate with customers.

Making Your Site Interactive -- and Keeping it Up to Date

The Internet offers such great potential for creativity and multi-level
communication that your potential customers will expect you to take
advantage of it. Don’t leave them thinking that your website is just another
version of the flat, printed brochure you use. Include interactive elements,
such as clickable emails, on-line shopping, surveys or contests, maps, etc.

Building Your Customer Base

Every website you own should include a form where visitors can give you
their email address. Of course, only a small percentage of visitors will share
that information, but those who do can be developed into future customers
and repeat visitors.

Privacy statements

Every website you own should also display your customer/user privacy
statement. Start to notice these disclaimers on websites you visit and craft
one of your own. It is important that you keep your word to your
subscribers. That is, if you say you will not sell or distribute your email list to
others, you MUST NOT SELL OR SHARE these email addresses. The
CAN-SPAM Act, a law that sets the rules for commercial email, establishes
requirements for commercial messages, gives recipients the right to have you
stop emailing them, and spells out tough penalties for violations. All
promotional email must comply with the law.

JOINT DEVELOPMENT AUTHORITY
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MARKETING YOUR BUSINESS
K

Researching the Market

You should thoroughly research the potential market demand for your
product or service. First, determine what questions you need answered.
(Some examples of questions to ask are in the next section.)

The following are ideas on where to find the information you need.

Primary Data:
Primary data is partially based on your own experiences, and the experiences
of people you know. But this is just a small part of the equation.

Other sources of primary data include:
A Surveys of potential customers to determine their wants/needs.
A Observation of similar businesses
A Interviews with the owners of these other businesses
A Interviews with suppliers, vendors, bankers, etc.

Secondary Data:

A Visit a public library to conduct additional research on the business
category you’re focused on.

A Contact trade associations related to the business you want to open
(i.e. trade shows and trade journals that relate to kitchen and bath
design or software development or automobile repair or catering or
whatever business you plan to open). If you don’t yet know the
relevant trade associations, ask the SBDC for advice.
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A Contact the SBDC and the Dalton-Whitfield County Joint
Development Authority to find out what other data may be relevant
to your new business. See the Resource Directory at the back of this
booklet for contact information.

A Use various search engines on the Internet (i.e. Yahoo, Google, Bing,
etc.) to look for other information on your business category.

EXERCISE THREE: Who Will Buy Your Product or Service?

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 SBA for
more information on constructing your marketing plan.

1. Who are my customers? (This determines your target market):

2. Where are my customers located?

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

4. What are the needs of those customers?
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5. Who are my competitors?

6. How does my competition do it? (One method of marketing/dealing with
competition is the end-run strategy. In this strategy you adopt your competitors’
strategy with the intention of making it better)

7. How can I reach my potential customers with my product or service? (Remember, the
distribution of your product is very important. Where your product is located can affect how
well it sells.)

8. How much will your customers pay? (The pricing of your product is also very important.
You must take into consideration what your competitors charge, and you must also consider
your own costs and operational expenses.)

9. What are the current market trends? (What are people buying? It is important to be aware
of what market trends are. This relates back to knowing your customers’ needs. Try to
distinguish between trends and fads)

10. 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.)
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DEMOGRAPHIC INFORMATION

A variety of free demographic information is available on the Internet or
through the Dalton-Whitfield County Joint Development Authority. This
information breaks down population by different categories such as age, sex,
race, income, and education. It can be used to help identify the number of
people who may use your business or service.

SOME EXAMPLES INCLUDE:
www.locationdalton.com
www.fedstats.gov
www.factfinder.census.gov
www.dca.state.ga.us
www.georgiafacts.net
www.quickfacts.census.gov

il

EXERCISE FOUR: How Much Cash Will You Need to Start?

Use this worksheet to help determine how much money you’ll need to start your business

Estimated Annual Sales
(This is the YEAR ONE goal you have set for yourself. Use this number as a basisdon estimatingted | | need t
spend each month, in ordethts gos)

Estimated Monthly Expenses

Salary of Owner/Manager (how much will YOU make each month?)
All other salaries/wages (will you have additional staff?)

Rent (building and equipment)

Advertising per month

Monthly Office Expenses (supplies, etc.)

Telephone and Fax
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Computers and Internet Service
Utilities

Insurance

Taxes, inc. Soc. Security
Maintenance/Repairs

Monthly Legal/Professional Fees
Loan Payments

Miscellaneous
1. SUBTOTAL of Monthly Expenses (add all expense lines, above)
2. (Multiply SUBTOTAL 1 by the Number of Months in which

you do not anticipate having enough income to fully cover your expenses for a month. If
you estimate that to be three months, multiply the amount in line 1/SUBTOTAL above, by
3. If you estimate it to be six months, multiply the amount in line 1 by 6. Remember to
allow time for building a customer base, performing the services or selling the product, and
more time, for collecting payment from clients.)

One Time Start Up Costs

To determine these amounts, get specific estimates from suppliers, contractors,
professionals and/or government authorities to ensure accurate amounts.

Fixtures & Equipment
Decorating & Remodeling
Installation of Fixtures/Equip.
Starting Inventory

Deposits for Utilities

Startup Legal/Professional Fees
Business Licenses & Permits
Adv/Promotion for Opening

Other
3. SUBTOTAL of Startup Costs
4 TOTAL ESTIMATE OF CASH NEEDED

FOR START UP (Add Lines &nd 3 to get this number)

LINE 4 cquals the amount of cash you need on hand, to start your business and be
successful. If you don’t have easy access to this amount of cash flow, you need to consider a
small business loan or other funding. Talk to your local SBDC office for further assistance.
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LEGAL ASPECTS OF STARTING A BUSINESS

Deciding what form of legal entity 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 you contact an attorney, CPA, or other qualified
individual before you enter into any of these four forms of business.
Speaking with someone informed about the legal entities of business will
reduce the risk of mistakes in the business set-up.

You can probably do the necessary paperwork and procedures yourself, but
it makes sense to leave it up to the professionals. Also, contact the Small
Business Development Center for more information.

THERE ARE FOUR BASIC FORMS THAT A NEW BUSINESS
CAN TAKE:

A Sole Proprietorship

A Partnership (General or Limited)

A Corporation (C or S)

A Limited Liability Company (LLC)

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 debts of the business. All
personal assets are reachable by creditors or judgments.
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A partnership can be formed in two ways.

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 address each person’s particular liability. However, despite this document,
creditors may collect from each and every member of the partnership (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
profit/losses. These limited partners, however, take no part in the running of
the business and are not held liable for the organization’s debts.

Whether taking part in a general or limited partnership, it is advisable that
you draw up a partnership agreement. This document will detail each
partner’s rights and responsibilities. Partnerships are required to file both
federal and state income tax. While the partnership is not typically taxed,
each partner reflects profits or losses for the pattnership on his/her personal
tax returns.

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
predominate owners. Another advantage to the corporation is the ease of
raising capital through the sale of common or preferred stock. There are two
types of corporations: C and S.

The “C” corporations have their own tax 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. Its gains and losses are
reflected on the personal income tax of the shareholder. The S corporation is
a pass-through entity for tax purposes. (The distinctions between S and C
corporations can be complicated. It is very important that you consult with
someone who is knowledgeable on the subject before making a decision.)

In order to incorporate 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 every year by April 1.
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The Office of the Secretary of State
214 State Capitol

Atlanta GA 30334

404-656-2881

WWW.S0S.state.ga.us

This incorporation process includes publishing your intent to incorporate in
the local
newspaper’s legal publication. To publish your intent to incorporate, contact:

DALTON DAILY-CITIZEN NEWS
308 South Thornton Avenue

Dalton, GA 30720

Phone: 706-217-NEWS (6397)

An attorney can usually perform the necessary procedures for you for several
hundred dollars. How much it will cost depends on the attorney and your
business.

A limited liability company (LLC) is one that is owned by one or more
persons known as members. It is a mixture of other forms of organization.
This form combines some of the best features of partnerships, corporations,
and S corporations. Similar to a corporation, you must reserve a name and
file the articles of incorporation. You and your fellow members should write
an operating agreement to control the conduct of the business.

An LLC shields the personal assets of members as if they were shareholders
ina

corporation. It also eliminates double taxation. Some state and foreign
governments have not yet approved this form. In addition, an LL.C may not
have a perpetual life. While this form of organization is gaining popularity,
you must take great care in the

establishment of an LLC to ensure pass-through tax treatment.
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LICENSING AND PERMITS INFORMATION

Business License (also called an Occupational Tax)

If you plan to operate a business in the state of Georgia, you must obtain a
city or county business license. In some cases, such as if your business will be
operated in Whitfield County and outside the incorporated city limits, no
license is needed. You should discuss the details of your situation with the
licensing department. The fee for a license is contingent on the location,
type, and size of your business.

If your business will be located within the Dalton city limits:
The City of Dalton’s method of taxation is called an Occupation Tax, rather
than a Business License fee.

You will be asked to complete an Occupational Tax certificate return. The
Occupational Tax certificate return can be obtained from the City of Dalton
Clerk’s Office located at 300 West Waugh Street, 1st Floor West or at
www.cityofdalton-ga.gov.

For a new business or practitioner, the number of employees for its first year
of doing business shall be zero.

If you provide this return in person, to the City Clerk’s office, you will be
able to pick up your certificate within 48 hours. Alternatively, the certificate
will be sent to the mailing address on the return.

You can also apply by mail. You must fully complete, sign and date the
return and mail it to the address on the next page. Applications received
through the mail require more time to process because zoning requirements
also have to be completed. You will be sent a bill in the mail.

THE COST OF AN OCCUPATIONAL TAX CERTIFICATE IS AS
FOLLOWS:
$100.00 Administrative Fee plus

(1) for the First 25 Employees = $20.00 per Employee
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(2) for the next 25 Employees = $18.00 per Employee

(3) for the next 50 Employees = $16.00 per Employee

(4) for the next 100 Employees = $14.00 per Employee
(5) for the next 300 Employees = $13.00 per Employee
(6) for Each Additional Employee =$12.00 per Employee

For a new business or practitioner, the number of employees for its first year
of doing business shall be zero. In the second year of business the number of
employees shall be determined as the lesser of the number of actual
employees in the previous year as of the filing date for that year and the
number of employees in the current year as of the date of filing.

All payments are taken at the City Clerk’s office. The office accepts Visa,
Mastercard and American Express in addition to checks or cash.

You can contact the City Clerk’s office by phone, fax or mail, or you can visit
the City’s webpage, if you have additional questions concerning an
Occupation Tax Certificate.

Tel: 706.529.2490
Fax: 706.529.2491

City of Dalton (Occupational Tax)
300 West Waugh St #317

P O Box 1205

Dalton, Georgia 30722-1205

Web Page: www.cityofdalton-ga.gov

If your business will be located in WHITFIELD COUNTY, but
outside the city limits of Dalton, business licenses are not required, as
long as your business is operating in an appropriately zoned
commercial or industrial area.

To verify that your business is located within the City of Dalton’s corporate
limits, you can call the Building Inspectors Office at 706.278.6936.

ZONING

Once you have chosen a tentative location for your business, contact the
zoning department to determine the permitted uses of that location. There
might be special restrictions in that area. DO NOT INVEST ANY MONEY
IN A LOCATION UNTIL ZONING HAS BEEN THOROUGHLY
RESEARCHED!!!
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The Planning & Zoning Department can help you determine if your location
and type of business are in compliance with ordinances. You will be required
to submit your business plans to the zoning office to determine if the
business complies or can be adapted to comply with the following:

1- Current zoning classification

2- Building setbacks

3- Off-street parking availability and service entrance requirements

4- Buffer yards or required screening

5- Lot area minimum

6- Sign regulations

Sign permits are required for erecting and placing any mounted or
freestanding signs. Applications are filed through the Building Inspector’s
office. For specific information about signage, call the Dalton/Whitfield
Planning & Zoning’s office. Contact information is listed below.

If your plans do not/cannot meet the specifications provided, you can
discuss options with the building inspector. If you find the current zoning
classification of your potential location does not allow for your business, you
may also file an appeal for rezoning. In order to file this appeal, you should
use the appropriate form the jurisdiction requires.

Dalton/Whitfield Planning & Zoning
301 W Crawford St

Dalton, GA 30720

706.876.2524

BUILDING CONSTRUCTION & RENOVATION

A building permit must be obtained for both new construction and
renovations of 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, complied with the regulations
pertaining to the area you are in, and construction is complete, the facility
will be inspected. You will then apply for a Certificate of Occupancy.
Without this certificate, it is illegal for your business to reside in the facility.

Dalton/Whitfield Building Inspection & Enforcement
301 W Crawford St

Dalton, GA 30720

706.275.7474
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SPECIAL CASES: Historic Areas

No building permit within the historic district may be issued by the Building
Inspector until the project has been submitted to the Historic Preservation
Commission and an approved Certificate of Appropriateness is issued. Work
undertaken in the district without a Certificate of Appropriateness creates a
legal risk of fines and/or having to reverse any work done for failure to
follow proper procedures. Work undertaken that is not done in accordance
with an approved Certificate of Appropriateness shall be treated the same as
work done without an approved COA. If work is initiated prior to approval
of a COA application or to obtaining a building permit, a cease and desist
order may be issued.

Details related to COA are available online at the City of Dalton’s website:
www.cityofdalton-ga.gov, or you may contact the City Administration
Department. City Administration is located on the third floor of City Hall.
You can reach the department by calling 706.278.9500.

Mandatory City of Dalton Codes — (Effective January, 2007)

The Building Inspector’s Office for the City of Dalton adheres to the
following construction codes:

International Building Code 2006 Edition

International Fuel Gas Code 2006 Edition
International Mechanical Code 2006 Edition
International Plumbing Code 2006 Edition
National Electrical Code 2005 Edition
International Fire Code 2006 Edition
International Energy Conservation Code 2000 Edition
International Residential Code 2006 Edition
International Property Maintenance Code 2003 Edition

TRADE NAME REGISTRATION

In the State of Georgia, every person, firm, or partnership that conducts

business has two options regarding trade name registration: 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
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owner), the fictitious name must be registered in the office of the clerk of the
Superior Court of the county where the business is located.

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. The fee for trade name registration is approximately $100.00 The
Clerk’s office will provide any paperwork that needs to be completed.

Similar to publishing your intent to incorporate a business, you must publish
a notice of your trade name registration in the local newspapers. 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 publication. Prices vary. In order to run your legal advertisement,
contact:

Dalton Daily-Citizen News
308 South Thornton Avenue
Dalton, GA 30720

Phone: 706.217.6397

Failure to register a trade name 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 name registration prevents
a company from having to pay all court costs 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 Clerk’s office.

TRADEMARK AND SERVICE MARK

Trademarks and Service Marks may be registered, if desired. The registration
is for 10 years and a small fee is required. These are also federal trademarks
laws. These apply where interstate shipments are involved and are obtained
from the U.S. Patent Office. A product must be sold, shipped, and invoiced
interstate prior to getting such protection from the Patent office.
Information and applications can be obtained from:

Special Services Division - Secretary of State
214 State Capitol

Atlanta GA 30334

404.656.2881

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:
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Rendering investment advice
Making alcohol products
Making tobacco products
Preparing meat products
Making or dealing in firearms

I > I >

You would need a Federal permit also to start large operations such as a
television station, radio station, common carrier, or producer of drugs or
biological products. The aforementioned businesses are all heavily
governmentally regulated. For information on federal licensing for these
types of businesses, contact:

The U.S. Department of Alcohol, Tobacco, and Firearms
2600 Century Parkway Suite 3430

Atlanta GA 30345

404.679.5130

The U. S. Federal Drug Administration
60 8th Street

Atlanta GA 30309

404.347.4265

The U.S. Federal Communications Commission
3575 Kroger Boulevard

Duluth GA 30096

888.225.5322

State Licensing

Many licensing regulations should be considered when establishing a business
or practicing certain regulated occupations in Georgia. Contact the Secretary
of State’s office for a listing of all occupations that require state licensing.
You can find a complete list of occupations requiring state licenses in
Appendix 1. Before applying, you would be well advised to check the current
licensing regulations through the office of the Secretary of State, the county,
and the city. For information, contact:

Georgia Secretary of State
Licensing Boards Division
166 Pryor Street SW
Atlanta GA 30303
404.656.3900

**The Office of theeBey of State offers a timesaving boGidetsehtddest
Registration Information for Businesses. This book iknuwe tsritiarly
BLUE BOOK. This book contains important phone numkbeand, latehestses,
addresses of officesaatmleatep essential to your business.
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Bulk Sales Law

If you plan to purchase an established Bulk Sales business, you as the
purchaser must comply with the Bulk Sales Law. It is required that, at least
five days before the actual purchase, each creditor must be notified
personally of the proposed sale. In counties of over 200,000 population, it is
necessary to publish this intent to purchase one time, not less than seven
days prior to the completion of the purchase. By all means, consult your
attorney.

HEALTH PERMITS

If your business is to involve food processing, handling, storage, or
distribution, you must obtain permits. If you are unsure if your business
needs a permit, contact the Health Department or the Ga. Dept. of
Agriculture

City of Dalton Restaurant/Health Inspections
706.272.2005

Whitfield County Restaurant/Health Inspections
Environmental Health Department
.706.272.2005

Georgia Dept. of Agriculture
404.656.3600

WWWw.agr.state.ga.us

TAXES

PROPERTY TAX STRUCTURE

Property tax rates represent local tax liability per $1,000 of fair market value
and apply to real and personal property. Effective Property Tax rates in
Dalton and Whitfield County are $8.73 per $1000 of appraised value. The
millage rate for Dalton and Whitfield County is 21.83.

STATE OF GEORGIA

Sales and Use Taxes

Every business that sells tangible personal property, such as merchandise, to
customers is required to obtain a seller’s permit. This is issued from the state
sales tax agency. (There are some businesses, however, that are exempt from
this requirement.) Typically, a separate permit must be obtained for every
business in which the property subject to sales tax is sold. If selling to a
retailer, wholesalers and manufacturers usually do not have to collect sales
tax on the goods they sell. This, however, is contingent on whether the
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retailer has a valid sellet’s permit and can provide you with a “resale
certificate.” Similarly, retailers are not required 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 to pay/file quarterly. The state sales tax is 4%.
In Whitfield County, a 1% Local Option Sales Tax and a 1% Special Local
Option Sales Tax (for education) are in effect. Combined, these state and
local sales taxes equal 6%.

Contact:

Georgia Department of Revenue
Sales & Use Tax Division

Atlanta GA 30303

404.417.3209

State 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. For information
on state excise taxes, contact:

Georgia Department of Revenue
Alcohol & Tobacco Division
Atlanta GA 30303

404.417.3206 or 800.659.1855

State Unemployment Tax

This tax on payroll is payable on the first $8,500.00. It applies to all
businesses.

Employers are classified in accordance with their actual experience in the
payment of contributions and with respect to unemployment benefits
charges against their accounts so that contribution rates will reflect such
benefit experience. An employer rate for any calendar year shall be
determined on the basis of his record as of the computation date for each
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calendar year.
Quarterly unemployment reports must be filed and returned to:

Georgia Department of Labor
Dalton District Office

1406 Chattanooga Ave.

Dalton, GA 30720
706.272.2209

Worker’s Compensation Insurance
Firms with three or more employees must carry worketr’s compensation
insurance either with a licensed insurance company or as a self-insurer.

State Board of Worker's Compensation
270 Peachtree St. NW
Atlanta GA 30303-1299

404.656.3818 or 404.656.3875 or 800.533.0682
www.state.ga.us/sbwc/

Minimum Wage and Overtime Wages

Obtain regulation regarding the minimum wage law as well as overtime wage
laws. Even if you don’t fall under federal minimum wage and overtime law,
you are still subject to Georgia minimum wage law requirements.

Georgia Department of Labor
1406 Chattanooga Ave.

Dalton, GA 30720

706.272.2301

Estimated State Income Taxes

The State of Georgia also requires that you pay estimated state income taxes.
The payment dates for estimated state tax are the same as those for federal
payments. The Form 500ES should be completed for sole proprietorships or
partnerships. A 9% per year penalty can be imposed for failure to file an
estimated return or failure to pay the correct amount of tax.

FEDERAL

Federal Excise Taxes

There are some forms of business for which the U.S. government requires
additional taxation. This will be a tax that you are responsible for collecting.
This tax does not come out of your pocket. Typically, it is added to the sale
price of your product or service. Form 720 Quarterly Federal Excise Tax
Return is used to file most federal excise taxes.
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Federal excise taxes can be broken into nine general categories of products
and services. They are:

>\

Motor vehicle use tax (vehicles greater than 55,000 Ibs. gross
weight)

Retailers tax (certain types of fuels)

Retail excise tax on the sales of the following: Heavy
trucks/trailers, tires and tubes, recreation equipment (e.g.
fishing/hunting supplies), firearms and ammunition.

Air transportation tax (if you are transporting people by air,
you have to collect this tax)

Communications taxes (e.g. on telephone or teletype services)
Wagering taxes

> >

>\

Taxes on U.S. mined coal

Environmental taxes (imposed on petroleum products,
various chemicals, and hazardous wastes)

A Alcohol, firearms, ammunition, and tobacco taxes

> > >

Be sure totaohto IRS for complete information on federal excise taxes.

Internal Revenue Service
Atlanta District Office

401 W. Peachtree St. NE
Atlanta GA 30303
800.829.3676

Federal Income Taxes
The amount and way you pay federal income taxes will be dependent on the
legal form in which your business is organized.

For a sole Proprietor or a member of a Partnership: In either of these
arrangements, you will be required to make estimated federal income tax
payments. These individual payments are due in four installments. These
payment deadlines are April 15th, June 15th, September 15th, and January
15th, for one whose tax year is the calendar year. Any amount left unpaid will
be due April 15th, of the following year. The Form 1040-ES is used to file
these taxes. 90% of your estimated tax must be paid during the course of the
year.

For a corporation: The Corporation is responsible for paying estimated
corporate taxes if it has taxable income. These taxes can be due as soon as
the fourth month of the corporation’s first tax year. The proper form for
filing these taxes is the Form 8109. You must deposit these payments in a
bank licensed to accept federal tax payments. The corporation will be issued
a coupon book. These coupons will carry the corporation’s tax ID number
and are to be used with all federal tax payment deposits.
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Forms necessary to file any of the estimated taxes mentioned above are
available at your local IRS office. A coupon book will be mailed to you upon
receipt of your Form SS-4 (the form filed requesting a tax ID number). For
more information, contact:

Internal Revenue Service
Atlanta District Office

401 W. Peachtree St. NE
Atlanta GA 30303
800.829.3676

Employer Taxes

There are taxes that as an employer you are responsible for both withholding
from employee wages as well as paying yourself. For more complete
information on employer taxes, see Labor and Safety Regulation Information
on page 42.

Federal Tax Identification Numbers

Your federal tax identification number is the number used to file your taxes.
It acts in a similar capacity to your social security number on your personal
income taxes. In fact, if you are a sole proprietorship you will probably use
your social security number. In partnerships and you will need a Federal Tax
ID number. To determine whether you need a tax ID number, contact the
Internal Revenue Service. The number should be acquired prior to opening a
bank account.

Internal Revenue Service
Atlanta District Office

401 W. Peachtree St. NE
Atlanta GA 30303
800.829.3676

Federal Unemployment Taxes

Federal Unemployment Insurance Tax is the employer’s responsibility. This
is not withheld from employee wages. Consult the Employer’s Tax Guide for
more information on the various taxes that you will be required to pay. The
Employer’s Tax Guide is a booklet designed to help you with all aspects of
taxation. Contact the Georgia and US Departments of Labor and Revenue to
receive the Employer’s Tax Guide and other relevant information.

If you are a sole proprietor, you are not required to pay withholding. You are
however required to pay self-employment tax. Contact the Internal Revenue
Service for complete details.
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PATENTS AND INVENTIONS

Publications concerning patent laws, trademarks, and inventions are available
at the Federal Bookstore and Department of Commerce. Patent attorneys
and agents are listed in your local yellow pages. Patents are registered at:

U.S. Department of Commerce
Patent & Trade Marks Office
2021 Jefferson Highway
Washington DC 20230
703.557.3158

Establishing Electric, Gas, Water, Sewer, and Garbage Service

Three suppliers provide utilities in Whitfield County, depending upon
location.

Electricity, gas, water, and sewerage are provided for the City of Dalton
through Dalton Utilities at 1200 V. D. Parrott, Jr. Parkway.

Established in 1889, Dalton Ultilities provides water, wastewater, electric and
natural gas services to Dalton/Whitfield County and portions of Whitfield,
Murray, Gordon, Catoosa and Floyd counties.

For Utility Services (electric, water, wastewater and natural gas), customers
must provide a valid service address. A security deposit is required in the
form of cash or certificate of deposit, an irrevocable letter of credit, or a
surety bond. The customer may sign up for services at the Utility’s business
office at 1200 V.D. Parrott Jr. Pkway, Dalton, GA 30721.

Dalton Utilities

Mailing Address: P.O. Box 869, Dalton GA 30722-0869
Physical Address: 1200 V.D. Parrott Jr. Pkwy, Dalton GA 30721
706.278.1313

www.dutil.com
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North Georgia Electric Membership Corporation
1850 Cleveland Highway

Dalton GA 30720

706.259.9441

WWW.NZemec.com

Georgia Power

1289 Abutment Road
Dalton GA 30720
706-278-6686

WWWw.georgiapower.com

Telecom Services - (Broadband, Internet, Telephone, Cable TV)

Dalton Utilities - OptiLink

In 1999, Dalton Utilities” OptiLink division began offering broadband
connectivity, expanding in 2003 to include cable TV, telephone and internet
for area homes and businesses. Dalton Ultilities serves approximately 73,000
customers and employs 335 area residents. For OptiLink telecom services
(broadband, telephone, internet and cable TV), customers must provide a
valid service address. Dalton Ultilities currently does not charge service
deposits upon initiation of service, nor do they require a signed contract. The
customer may sign up for services at the Utility’s business office at 1200 V.D.
Parrott Jr. Parkway, Dalton, GA 30721, or via telephone, or online.

OptiLink Mailing Address: Dalton Ultilities, P.O. Box 869, Dalton,
GA 30722-0869

OptiLink Phone: 706.529.1313

OptiLink Website: www.dutil.com

Windstream Communications

Windstream Communications can provide the new business owner in
Whitfield County with telephone and data equipment, paging systems, optical
Ethernet, and high speed dedicated Internet and broadband service at
competitive prices. Highly trained and experienced local technicians
complete installations.

To open a new Windstream business account, customers will need: a
business address, contact and federal tax i.d. information and their service
requirements. Credit requirements and deposits will vary.

Windstream Phone Numbers: 706.279.7663 or 706.279.7679
Windstream Website: www.windstream.com
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Charter Communications

The Charter Business Bundle combines data, telephone and video service for
convenience and savings. Visit Charter’s website at www.charter-
business.com for an online solutions analyzer that can help you determine
your specific needs. Or phone a customer service representative to get
started. Call Charter Business™ Customer Support at: 800.314.7195.

LABOR & SAFETY REGULATION INFORMATION

Educating Yourself on Labor/Safety Issues

The Georgia Department of Labor is available to provide consultation to
new businesses in the state. The local and state departments offer educational
seminars and presentations throughout the year. These classes cover a wide
range of labor-related topics such as labor laws, labor issues, prevailing
wages, unemployment insurance, benefits, and employment services.

It would be advisable to contact the local Georgia Department of Labor
(GDOL) office regarding these classes. These seminars are intended to
provide you with all the information you need to prepare you for the
employment aspects of running a business. You should begin these classes
up to one year before your intended start-up. At these seminars you will be
provided with a section of the instructional workbook. After attending a
certain number of these seminars, you will have the entire workbook. The
Georgia Department of Labor or the U.S. Department of Labor can help
walk you through all employment and labor issues and questions.

Georgia Department of Labor
Dalton District Office

1406 Chattanooga Ave.

Dalton, GA 30720

706.272.2301

US Department of Labor

www.dol.gov

OSHA

Issuing and enforcing of occupational and safety health regulations is
handled by the United States Department of Labor. The Occupational Safety
and Health Administration (OSHA) is the federal agency, which administers
these policies. The requirements put forth by OSHA include posting notices
to employees and maintaining accurate records of employee injuries. OSHA
will provide you with information on all requirements as well as related
publications. OSHA policies and regulations must be posted in the
workspace where all employees may see. In addition to OSHA, the US
government also supports the Employment Standards Administration, Mine
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Safety and Health Administration, Veterans Employment and Training
Service, and the Pension and Welfare Benefits Administration. Each of these
departments is designed to protect both the employer and employee. Similar
to OSHA, each issues and enforces a unique set of requirements and
regulations.

Occupational Safety & Health Administration
U.S. Department of Labor

1375 Peachtree Street NE, Suite 587

Atlanta GA

404-374-3573

www.osha.gov

Drug Free Workplace

Your business can become eligible for a 7.5% discount on your Workers’
Compensation Insurance Premiums. This is possible through the Drugs
Don’t Work Program.

The Dalton-Whitfield Chamber of Commerce has information available for
you about the program. Or you can find information online, through the
resources listed here.

Dalton-Whitfield Chamber of Commerce
http://daltonchamber.org/drugs_dont_work1.htm

Georgia Chamber of Commerce
Atlanta, Georgia
www.gachamber.com/affiliates/drugs

U.S. Department of Labor
404.347.3573
www.dol.gov

Georgia Department of Revenue
404.656.4071

APPLICATION, HIRING & TERMINATION PRACTICES
There are basic ground rules to hiring and firing employees. There are legal
requirements 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. In addition to the
do’s and do not’s listed below, contact the Georgia Department of Labor for
more on correct hiring and firing policies.
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Application and Hiring

DON’T:

A D o nsk bbviaus queslimnsot ask questions regarding sex, age,
race, immigration status, etc. or anything related to these areas. These
are sensitive areas and cannot be used as discriminating factors. Some
applicants may believe that all gathered information is used. It is for
this reason that you should not ask these questions. It is best to avoid
these topics so as to eliminate all possibility of legal problems.

A D o nriteton te job applicationf@mmates taken during interviews
should be made on photocopies or other paper. This allows you to
preserve the original application without marring it for your
permanent records.

DO:

A Do Imit your interview questions to. jDbegitiies> reason to ask
questions that do not apply to the responsibilities of the position.
You may ask if an applicant has any barriers to completing the duties.
Do not ask questions like “Do you have children?” or “Are you
married?” Small talk is acceptable if the interviewer is careful. Do not
venture into conversation that might produce seemingly
discriminatory information.

A Do nake sure all company procedures follow emplBymentstatutes
advisors or attorney review your system for application, hiring, and
termination before you begin hiring and periodically thereafter.

is to be familiar with the law. When you are in doubt about any issue
concerning labor or safety, contact the Georgia Department of
Labor. See the Resource Directory for contact information.

TERMINATION

DO’S:

A Doreview company pafigi@shave not yet developed company
policies regarding application, hiring, and termination, call the
GDOL. Make a checklist of your procedures. Make sure that you
have followed the rules in the firing process. If you have not
completed your checklist, YOU SHOULD NOT TERMINATE
THE EMPLOYEE YET. Take care to finish all steps in the process
to alleviate any questions and possible legal repercussions.

A Do lave a stated code of expected evipyibisee bepmyers face
problems due to unclear expectations of conduct. It is easier to prove
reasons for termination if such a code is in place. This
documentation will be helpful if you are faced with paying restitution
because it will show that you had sufficient cause to terminate the
employee.
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A Do onduct an exit intervigwallows you to tie up any loose ends.
Final paychecks can be issued, and company property (e.g. keys,
paperwork, and files) can be returned. Ask the employee what he/she
liked or disliked about your company. Ask for feedback on aspects of
your company of which this person has knowledge. This person
might be a bit more forthcoming with problems or constructive
criticisms than someone who still works there.

A Do lkeep terminaticemnoemployee between you (management).and the employee
The fired employee will appreciate your discretion in this matter.
Termination should not be discussed with other employees. Privacy
can help you avoid harsh feelings and legal repercussions.

A Do lavemployees sign a i€leasre offering the fired employee
severance pay ot anything else of value, have him/her sign a release
of liability to the company. This may protect you in case of legal
action.

Where to Find Your Labor Force

There are many resources through which one can find employees. The first
things that typically come to mind are the classified advertisements in local
newspapers. You can place ads in these publications for week-long and even
month-long periods. Contact the publication you wish to use for more
specific information.

The Georgia Department of Labor is an agency that can assist you in finding
employees. For more information on how the GDOL can help you, call
706.272.2301. There are many temporary personnel agencies located in the
area which also have access to employees. Consult the yellow pages for a list
of these companies.

FINANCING INFORMATION

3

-tt’

When starting a business, one important consideration is where to obtain
capital to bank your venture. Most start-up businesses require a capital
contribution by the entrepreneur, usually 20%. The remaining financing may
be available from local banks or may require private investors.
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Loan Programs

Many small business loans are operated under loan programs available
through the Small Business Administration (SBA). Besides the SBA, there are
other organizations that help with small business funding including Access to
Capital for Entrepreneurs (ACE) Loans and the United States Department of
Agriculture (USDA). ACE Loans is a non-profit micro-lender that provides
loans up to $50,000 to small businesses that lack access to traditional forms
of credit. Similar to the SBA, the USDA has loan programs including
guaranteed loans.

ACE Loans
3173 Hwy 129 North
Cleveland GA 30520
706.348.6609

www.aceloans.org

USDA Rural Development
12 Felton Place, Suite A
Cartersville GA 30120
770.386.3393

http:/ /www.rurdev.usda.gov

Small Business Administration

There are several Small Business Administration loan programs available to
businesses, all of which require bank participation. These loan programs,
however, are not guaranteed. They are all subject to change based on the
SBA’s current budget.

* SBA Low Doc. This program provides financing for small businesses
through guaranteeing a percentage of the bank’s loans to the business. The
maximum loan is $150,000 and not more than an 80% guarantee. The loan
administered by the bank is termed “Low Doc” because documentation has
been greatly reduced and red tape is at a minimum. Eligible expenditures are
for land and building, machinery and equipment, inventory, and working
capital.

* SBA Guaranteed Loan Program 7 (A). This program provides financing
to small businesses through guaranteeing a percentage of the bank’s loan to
the business. Eligible expenditures are for land and building, machinery and
equipment, working capital, and some restructure of existing debt. The
maximum SBA will guarantee is $750,000 and not more than 75% of the
total loan.

* SBA 504 Loan Program. This program provides financing for small
business through a low interest, fixed rate, long-term loan. The Small
Business Administration takes a second lien position behind the bank.
Eligible expenditures are for land and building, long-life machinery, and
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equipment. The minimum SBA will finance is $125,000, and the maximum is
$1,000,000. Job creation is a requirement of the program.

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 his/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 required on real property used as collateral
Personal guarantees required of those persons (or companies
with 20% ownership)

Secondary collateral may be required

> >

> > >

Personal financial statements & financial statements of

business (if applicable)

How to Apply

You must first seek financing from a bank or other private source. If that is
available at reasonable terms, the SBA cannot make a loan. Take your
business plan to your banker and discuss your financial requirements with
him/her. His/her involvement is essential. Then, call the Small Business
Development Center at 706.880.8353 to discuss the projects eligibility for
SBA assistance.

Steps to Make Your Loan Proposal Stronger!

In today’s financial environment, banks have plenty of cash to lend but find
themselves in a regulatory squeeze requiring that they issue loans only to the
best applicants. “Best” is defined as being closest to zero risk. Gone are the
days of the “character” loan to help you get over a crunch or a “confidence”
loan to fuel projected growth. A business start-up loan you ask? You better
rely on persistence. If you are going to obtain a business loan, you need now,
more than ever, to do your homework. Do not try to take shortcuts with
your friendly loan officer. Cover all the bases your first time out!

This is a quick list of seven common errors or omissions found in failed loan
requests:

1. Many applicants have not prepared the required documentation to support
the loan proposal. The most common is the omission of a sound business or
strategic plan. Not every business loan requires a business plan, especially if
the business has a history of a strong cash flow. However, most banks
require existing businesses to produce two or three years of financial
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projections along with a description of the project and history of the
business. A new business will need a full business plan to explain the cash
requirements and management issues of the business. For existing and new
businesses, if a loan officer asks to see a three-year plan and it is not
available, management looks bad.

2. Many small business owners actually go to a bank not knowing how much
money they need to borrow. Nothing is more frustrating to a lender when he
ot she hears, “Well, how much can I get?” Always be specific about the loan
amount and provide a detailed schedule showing how you intend to use the
borrowed money and clearly demonstrate the need. Do not borrow more
than you need.

3. If you do not document how you intend to pay the loan back, the deal is
dead. Ordinarily, business loans must be paid back through continuing cash
flow. To demonstrate repayment, three years of Historical Statement
(Balance Sheet and Profit& Loss) are mandatory. Cash flow projections
showing the impact of the loan for the first 12 months are a must. Make sure
your financials are credible. Poorly prepared statements, especially internally
prepared statements, are the kiss of death.

4. Many applicants are not realistic about how much and what type of asset-
based collateral is needed to put their request over the top. Don’t expect to
obtain a long-term loan (five years +) secured by inventories or receivable
(current assets). You must be prepared to reach into your personal net worth
and put up the hard stuff, mostly real estate. If you show reluctance to offer
what you have, “doubt” about your confidence and commitment to the
enterprise creeps into the application and the process gets tougher. Don’t
overstate the quick sale value of collateral; be realistic. Eventually, you will
have to get appraisals, and if they come in short, you will have wasted
everybody’s time.

5. Aggressive tax strategies that result in no year-end tax obligations because
no profit is claimed by the firm will result in no evidence of repayment ability
in your application. Federal tax returns, both personal and business are the
final determinant of company performance and management integrity.
Always claim 100 percent of your income, and whatever you do, don’t plead
to your banker, “It’s done all of the time.” You’ve just revealed that there is a
huge contingent tax liability looming out there that could result in the
business being closed when you’re sent “up the river.”

6. You should not ask the bank to do it all. Some applicants neglect the net
worth component of the balance sheet. If the loan request puts the bank in
over four times your net worth, the application is on shaky ground. High
debt compared to your stake in the business gives the bank excessive control
over the operation, and they don’t want to own your company anyway. Keep
things reasonable in owner’s draw or officer’s salary. Don’t raise the
possibility that the company is being milked. Before you submit your loan
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application, go to the library or go to your local SBDC and find the latest
edition on the Robert Morris and Associates’ (RMA) Annual Statement
Studies. The Statement Studies contain composite balance sheets and income
statements for more than 360 industries. This is valuable information for
comparing your company to the industry, and more than likely your banker
will evaluate your business based on this book or another similar source such
as Dun and Bradstreet.

7. Don’t be reluctant to tap into the vast amount of help to get a first class
loan proposal pulled together. A good loan package or accountant will charge
for this service, but it will be money well spent if you’re not sure you can
tackle the job yourself.

This statement is especially true if government programs are involved, i.e. the
U.S Small Business Administration. Preparing and submitting a business loan
proposal can be a complex process, but with a common sense attitude and
help from the Small Business Development Center, it will be a fruitful
experience.

Banks are in the business of lending money; keep that in mind. If you get
turned down, keep on trying. Your project may be the perfect loan for a
banker down the street.

Source: Tony OO6Reilly, Executive Direct
in Savannah GA.

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 United States Export Assistance Center can provide you access to all
Federal exporting resources. The Georgia Department of Economic
Development has an International Trade office. The Dalton-Whitfield
County Joint Development Authority can connect you with additional
resources. You may contact them at the following addresses:

International Trade Specialist

Georgia Department of Economic Development
75 Fifth St. NW

Suite 1200

Atlanta GA 30308

404.962.4114
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United States Export Assistance Center
233 Peachtree St. NE

Atlanta GA 30303

404.657.1900

Dalton-Whitfield County Joint Development Authority
890 College Drive

Dalton, GA 30720

706.278.7373
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RESOURCE DIRECTORY

When starting a business, it is important to have a diverse base of
information sources. One way to ensure success is through education. The
more you know about your field, the better off your business will be. The
following is a list of potential resources for your information.

Airport-Dalton

706-278-4700

ALCLA (Alianza Comunitaria
Latino-América)

706-529-9577 or
acladalton@yahoo.com

American Red Cross

706-278-5144

Attorney--City

706-259-2586

Better Business Bureau i

1-800-548-4456 or
423-266-6144 or
(703) 276-0100 or www.bbb.org

Board of Realtors

706-278-0297

Building Inspection

706-278-6936

Business License/Finance - City

706-278-6006

Charter Communications 1
Broadband, TV, Phone Service

706-428-2290 or
866-472-2200

City Administrator's Office

706-278-9500

Clerk - City

706-529-2490

Clerk - Superior Court

706-275-7450

Convention & Visitors Bureau

706-270-9960 or
800-331-3258

County Administrator

706-275-7500

County Commissioner

706-275-7500

County Extension Agent

706-278-8207

County Tax Assessor

706-275-7410

County Tax Commissioner

706-275-7510

CRI Carpet & Rug Institute

706-278-3176 or
800-882-8846
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Dalton Convention & Visitors
Bureau - (at Trade Center)

706-270-9960 or 800-331-3258
or visitdaltonga.com

Daily Citizen News

706-217-6397

Dalton Floor Covering
Manufacturing Association

706-278-4101 or
800-288-4101

Dalton Housing Authority

706-278-6622

Dalton Public Schools

706-278-8766

Dalton Utilities

706-278-1313

Dalton-Whitfield Chamber of
Commerce

706-278-7373

Deeds 706-272-7450
Department Labor- Local 706-272-2301
District Attorney 706-272-2121
Downtown Development Authority | 706-278-3332
Drainage 706-278-7077

Driver's License -Tues/Sat

706-272-2272

Economic Development i Dalton-
Whitfield County Joint
Development Authority

706-278-7373
(Business Assistance, Expansion,
Relocation)

Elections

706-278-7183

Express Shuttle

800-896-9928

Fire Department - Dalton

706-278-7363

GA Dept. of Trade and Tourism

404-656-3545 &
Fax: 404-651-9063

Garbage Pickup

706-278-7077

Georgia Welcome Center

706-937-4211

Georgia Power

706-278-6686

Hamilton Medical Center

706-272-6000

Health Department

706-226-2621

Historical Society

706-278-0217

Housing Authority

706-278-6622

Human Resources--City

706-281-1267

Humane Society

706-226-5002

Immigration Task Force (INS)

706-272-3075 or 1-800-375-5283

Income Tax Forms (Federal)

706-295-6667 or 800-829-3676 &
800-829-4477

Income Tax Forms (GA State)

404-417-4477 or
877-602-6477

IRS Office (Local)

706-278-5039

Job Line

706-279-9023

Juvenile Court

706-278-6558

Keep Dalton/Whitfield Clean and
Beautiful

706-226-6211

Labor Department

800-822-5391

Landfill 706-277-2545
Library 706-876-1360
Magistrate 706-278-5052

Municipal Court

706-278-1913

Regional Dev. Center

706-272-2300 (RDC)

Notary Public/To Become

706-275-7450

North Georgia Electrical
Membership Corp.

706-259-9441

OPTI LINK Services

706-529-1313

OSHA- GA Tech Office -

706-272-2702
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Passport Office (at Dalton Post
Office)

706-279-0751 or
800-275-8777

Police Department

706-278-9085

Post Office (Dalton Main)

706-279-0751

Post Office (Rocky Face)

706-226-3144

Postal Inspection Service

404-608-4500

Property Taxes

706-278-7183

Public Works Department

706-278-7077

Recreation Department

706-278-5404-Dalton City

Recreation Department

706-226-8341-County

Recycle

706-278-7077

Registrar of Deeds

706-278-7183

S.B.A. (Small Business
Administration)

404-331-0100

SCORE (Service Corp of Retired

Executives) 423-553-1722
Sheri ffdéds Offi ce|706-275-7400
Signs -- City 706-278-6936

Signs -- County

706-275-7474

Social Security

706-226-1023

Starting Small Business - Univ.GA
Bus. Dev. Ctr. (State
Grants/Loans)

706-272-2700

Street Address in City

706-278-6363

Street Address in County

706-275-7474

Superior Court

706-275-7450

Tax Assessor

706-275-7410

Trade Center

706-272-7676 or
800-824-7469

Transfer Station

706-226-6325

Tunnel Hill City Hall

706-673-2355

Tunnel Hill - Historical

706-673-3300

United Way

706-278-9230

U.S. Census Bureau

404-247-2274

Vehicle Registration

706-275-7505

Voter Registration

706-278-7183

Whitfield County Schools

706-278-8070

Windstream i Broadband, TV,
Telephone Services

706-279-7010

Zoning 1 City

706-278-6936

Zoning --County

706-275-7474
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Appendix I: STATE ISSUED LICENSES

The following professions require licensing through the State of Georgia.
Please contact 404-656-3900 for more information on these business
categories. T

State Board of Accountancy

Certified Public Accountant

Registered Public Accountant

Foreign Accountant

Public Accounting Firms

State Board of Architects and Interior Designers
Architects

Interior Designers

Georgia Athlete Agent Regulatory Commission
Athlete Agents

Board of Athletic Trainers

Athletic Trainers

Georgia Auctioneers Commission

Auctioneers

Auctioneer Corporations

Non-resident Auctioneers

Non-resident Corporations

State Board of Barbers

Master Barbers

Teachers

Apprentices

Schools / Shops

Georgia Board of Chiropractic Examiners
Chiropractors

Construction Industry Licensing Board
Conditioned Air Contractors

Electrical Contractors

Low Voltage Contractors

Master & Journeyman Plumbers

Utility Contractors

State Board of Cosmetology

Master Cosmetologists

Estheticians

Nail Technicians

Schools / Shops

Composite Board of Professional Counselors, Social Workers and
Marriage and Family Therapists

Professional / Associate Counselors

Master / Clinical Social Workers

Marriage and Family Therapists

Georgia Board of Dentistry

Dentists
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Dental Hygienists

Board of Examiners of Licensed Dieticians
Dieticians

State Board of Professional Engineers and Land Surveyors
Professional Engineer / Engineer-in-Training

Land Surveyors / Land Surveyors-In-Training

State Board of Registration for Foresters
Foresters

State Board of Funeral Service

Funeral Director

Embalmer

Funeral Home Establishments

Apprentices

State Board of Registration for Professional Geologists
Professional Geologists

State Board of Hearing Aid Dealers and Dispensers
Hearing Aid Dealers

Hearing Aid Dispensers

State Board of Landscape Architects

Landscape Architects

State Board for the Certification of Librarians
Librarians

Board of Nursing Home Administrators

Nursing Home Administrators

Administrators in Training

State Board of Occupational Therapy
Occupational Therapists

Occupational Therapy Assistants

State Board of Dispensing Opticians

Opticians

State Board of Optometry

Optometrists

State Board of Pharmacy

Pharmacists

Pharmacies

State Board of Physical Therapy

Physical Therapists

Physical Therapy Assistants

State Board of Podiatry

Podiatrists

Board of Examiners of Licensed Practical Nurses
Licensed Practical Nurses

Board of Private Detective and Security Agencies
Private Detective Employees

Private Detective Businesses

Private Security Businesses

Private Security Guards
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Training Instructors

State Board of Examiners of Psychologists

Psychologists

Georgia Board of Nursing

Registered Professional Nurses

Licensed Undergraduate Nurses

Advanced Practice Registered Nurses

State Board of Examiners for Speech Language Pathology and
Audiology

Speech Language Pathologists

Audiologists

State Board of Registration of Used Motor Vebicle Dealers and Used
Motor Vebicle Parts Dealers

Used Motor Vehicle Dealers

Used Motor Vehicle Parts Dealers

State Board of Veterinary Medicine

Veterinarians

Faculty Veterinarians

Veterinarian Technicians

State Board of Examiners for the Certification of Water and
Wastewater Treatment Plant Operators and Laboratory Analysts
Public Water Supply System Operator (Class I, 11, II1, IV)
Biological Wastewater Treatment System Operator (Class I, 11, I1I, IV)
Industrial Wastewater Treatment System Operator

Water or Wastewater Lab. Operator

Wastewater Collection System Operator

Composite State Board of Medical Examiners

Physicians / Physician Assistants

Physician Resident-in-Training

Perfusionists

Respiratory Care Professionals

Acupuncturists

Auricular Detoxification Specialists

State Bar of Georgia

Lawyers

Office of the Commissioner of Insurance

Insurance Agents

Georgia Department of Agriculture

Pesticide Applicators

Real Estate Appraisers Board

Real Estate Agents

Office of the Secretary of State - Securities Division

Stock Brokers / Dealers

Investment Advisers

Charitable Fundraisers

Cemetery / Funeral Service Dealers

Soutce: Georgia Secretary of State website (www.sos.state.ga.us/plb/)

% Dalton - Whitfield County

JOINT DEVELOPMENT AUTHORITY
56



Appendix II: ADDITIONAL RESOURCES

* Better Business Bureau of Northwest Georgia. Phone Number: 1-800-
548-4456

cGeorgia Secr et aThyoffedis deidatedtoehe s Of f i c e
success of small business in the state. A variety of information can be
obtained through this office, including the BLUE BOOK. The Office of the
Secretary of State’s BLUE BOOK provides postage paid response cards so
you may access the following forms or agencies:

* Business Incorporation Forms

* Professional and Occupational Licensing Forms

e State Tax Application

* Internal Revenue Service Forms

* Georgia Department of Economic Development

* U S Small Business Administration

* UGA Small Business Development Centers

* Georgia Tech Services for Business and Technology

* Governor’s Office of Consumer Affairs

* U S General Services Administration

* Georgia Department of Labor

¢ U S Department of Labor

* Georgia Department of Consumer Affairs — Office of Business and
Economic Assistance U S Export Assistance Center

¢ Georgia Department of Insurance

* Georgia Department of Agriculture

Also available through this booklet are various books and publications on
starting a business and entrepreneurship.

Office of Secretary of State
214 State Capitol

Atlanta GA 30334
404.656.2881

WW W.sos.state.ga.us

The Secretary of State may authorize the filing of documents by electronic
transmission and the Secretary of State shall be authorized to promulgate
such rules and regulations as are necessary to implement electronic filing
procedures. The Secretary of State may prescribe and furnish on request
forms for:

(1) An application for a certificate of existence;

(2) A foreign corporation’s application for a certificate of authority to
transact business in this state;

(3) A foreign corporation’s application for a certificate of withdrawal,

(4) The annual registration; and

(5) Such other forms not in conflict with this chapter as may be prescribed
by the Secretary of State.
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Document Fees

(1) Articles of incorporation $100.00

(2) Application for certificate of authority 225.00

(3) Annual registration 30.00

(4) Agent’s statement of resignation No fee

(5) Certificate of judicial dissolution No fee

(6) Application for reservation of a corporate name 25.00

(7) Civil penalty for a foreign corporation transacting business in this

state without a certificate of authority 500.00

(8) Statement of change of address of registered agent - $5.00 per
corporation but not less than 20.00

(9) Application for reinstatement 100.00

(10) Any other document required or permitted to be filed by this

Chapter 20.00

* Minority Business Development Agency Regional Office: Located at
401 W. Peachtree Street, Room 1715, Atlanta GA 30308. Phone Number
404-730-3300

* Small Business Administration: Regional Office Phone Number 404-
347-4999. District Office Phone Number: 404-347-2441. Internet address:
www.sbaonline.sba.gov

* U S Department of Labor: This office can provide you with information
on OSHA. Atlanta Office — Located at 1375 Peachtree St., NE, Suite 587.
Phone Number: 404-347-3573

* University of Georgia Cooperative Extension Service: Located at 1220
LaFayette Parkway. Phone Number 706-883-1675

* Ga. Dept. of Economic Development: 75 Fifth St., NW, Atlanta GA
30308. Phone Number: 404-962-4003

* SCORE: Setrvice Corps of Retired Executives. Contact 423.553.1722, or
email: score.cha.tn@comcast.net

OTHER WEB BASED RESOURCES FOR ENTREPRENEURS

CCH — Business Ownet’s Toolkit Website: www.toolkit.cch.com
Kauffman Foundations Resources for Entrepreneurs: www.entreworld.org
PriceWaterhouseCooper — Vision of Reality: www.pwcglobal.com

The Wall Street Journal Center for Entrepreneurs: www.startup.wsj.com
Microsoft Small Business Solutions: www.bcentral.com

Edward Lowe Foundation: www.edwardlowe.org

Entrepreneur.com: www.entrepreneur.com

Minority Business Entrepreneur (MBE) Magazine: www.mbemag.com
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Appendix III: SAMPLE BUSINESS PLAN

This is a SAMPLE Business Plan. Review this document for ideas on
formatting and narrative content. Your FINAL business plan must
include additi onal financial projections, etc. Your local SBDC

can assist with these projections. TO BROWSE SAMPLE BUSINESS
PLANS ONLINE, by business category, visit www.bplans.com.

Executive Summary

Whitfield Computing Strategies is a new company that will rely on the proven

skills of its founder to take advantage of the growing need for computer training.

I. M. Smart, who brings over a decade of computer training expertise to the

business, will lead the company as it establishes itself as a high quality

computer training service provider in the Dalton metropolitan area. Whitfield

Computing Strategies (WDS) will initially limit its courses of instruction to

Mi crosoft Windows 95, Excel , and Word (or Corel
WDS will begin offering classes, currently under development, on creating and

maintaining web sites.

Constantly evolving technologies and software offer small businesses an

opportunity to work smarter. But the increased opportunity comes at the

expense of increased complexity. Substantial market research establishes that

computer training is one ofthecount r yés f astest growing service
WDS is in a position to capture a significant portion of the local market for

computer training. Further, WDS is projected to return a profit in its very first

year of operations, due in large part to the size of the market and the relatively

low investment required to begin operations. First year revenue is projected to

exceed $350 thousand.

WDS will differentiate itself from its competitors (generally larger firms located
in Atlanta or Chattanooga) through a strong local presence, lower pricing and
the development of unique electronic workbooks that will serve as training aids.
By specializing in just a few of the most popular software applications, WDS
gains access to the largest segment of a growing market. This tightly focused
approach also makes it easier for WDS to establish and retain a position as an
industry leader, able to serve a wide regional market from its headquarters in
Whitfield County.

Business Background
The company

Whitfield Computing Strategies is a dynamic technology corporation that is
poised to capture substantial market share in one of the fastest growing service
industries in the country, computer training. WDS is a Georgia corporation
incorporated in 2006 and wholly owned by Mr. I. M. Smart. WDS will establish
its base of operations in downtown Dalton, Georgia. WDS intends to offer
computer training courses in several software packages that have been almost
universally accepted by small- to medium-size businesses and by many
individuals. These include Microsoft Windows 2000, Excel, and Word, and
WordPerfect. Courses under development will be launched in 200X, providing
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instruction on how to create and maintain web sites on the Internet.

The owner and principal employee, .M. Smart, has extensive experience as
manager of the computer training and development department of his current
employer, Computerized Business Machines (CBM), at their Atlanta
headquarters. In addition, Mr. Smart has developed a marketing strategy that
is well suited to building a large market share in the regional small to mid-size
business market. WDS has the potential to gain a reputation for offering quality
courses in computer training that provide value long after the classes end.

Assisting Mr. Smart will be Ms. Sue Howe, an independent contractor who

hel ped train CBMés sales and customer service
considerable training experience and can meet the high standards that WDS

has set for its training services.

The service

WDS was created for the sole purpose of providing computer software training
services in the Northwest Georgia area. The courses in Microsoft Windows,
Excel, and Word (or WordPerfect) are designed to provide employees and
owners of small businesses with the skills they need to work efficiently in a
computerized business environment. Training in web site development and
maintenance, to be offered beginning in 2008, will enable small businesses to
easily establish their own Internet presence for marketing and promotional
purposes.

The training courses will generally be offered at a rented facility located in
Ringgold. The facility is easily accessible and has substantial parking. Where

[

appropriate, however, WDS wil|l provide training

anywhere in the Northwest Georgia or Chattanooga area.

A key selling point will be the price WDS charges for its services. Because
WDS has been able to negotiate a favorable lease and will much lower
expenses that its competitors in larger metropolitan markets, it will be able to
offer customers a substantial discount compared to larger training companies.

The workbooks

One method that WDS will use to distinguish its training courses from those

offered by other companies is through the use of a group of electronic

workbooks developed by Mr. Smart. These workbooks, one for each

application, will serve as a training aid during sessions, and as a valuable

reference tool thereafter. The workbooks incorporate ideas and concepts

proven successf ultendre at CBM colled witiSinmavatived s

new concepts developed as a result of his insi
operations.

The workbooks will be provided to WDS students on floppy disk or CD-ROM.
They abandon the topical approach found in user guides and online help in
favor of a workflow approach. Each workbook approaches the software as a
user would, but brings them up the learning curve far faster than any tutorial
can. The material in each workbook is laid out in a logical and easy-to-follow
format. They clearly illustrate the commonly used features of each application,
providing numerous examples and shortcuts that apply to a variety of different
business and personal situations.

Key personnel

[.M. Smart is the owner and manager of WDS. He has significant computer
software experience and management skills developed as the manager of the
Technical Support and Training (TST) group for Computerized Business
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Machines. He plans to utilize this experience in preparing and presenting
computer training programs.

Mr. Smart was a technical support technician and in-house training instructor
for eight years before becoming manager of TST three years ago. He holds
degrees in both education and electrical engineering. In addition to installing
software and assisting in setting up networks, Mr. Smart oversaw the
development of a series of comprehensive computer training programs for
beginning, intermediate, and advanced computer software users. The
innovative process of combining personal instruction and hands-on training will

be adopted in WDS6s computer training programs.

As the manager for TST, Mr. Smart coordinated a staff of five instructors who

trained company employees in various Microsoft software packages such as

Word, Excel, PowerPoint and Windows. Mr. Smart also taught a number of

these courses. Utilizing this experience, Mr. Smart will coordinate the training

efforts of a part-time instructor and a training assistant in order to provide

WDS6és students with the gr eaningpersonneimount of

Mr. Smart also managed a group of six computer technicians who performed all
types of repairs to computers and printers. Because Mr. Smart has a technical
background, his staff often consulted with him when complex repair issues
arose. This experience will prove to be especially valuable in day-to-day
operations. Computer downtime will be minimized because Mr. Smart can
make at least minor repairs rather than waiting for a computer technician.

Marketing Plans
Market analysis

Mr. Smart undertook substantial research prior to forming WDS. The focus of
this research was on the growth of computer training in general and on the
geographic market he plans to serve. The research results were quite
encouraging. Computer training is at the beginning of a period of great
expansion, according to the findings of several respected industry trade
journals. Because of the great technological innovations being made in
personal and business application software and the anticipated impact of the
Internet on daily life, many individuals and businesses are finding themselves
overwhelmed with the possibilities that these new business tools offer.

The Management and Decision Information Systems Institute (MDISI) recently
conducted a regional study of small business training needs. The study
indicates that 85 percent of 500 Southeast-based business owners polled
anticipated an immediate need to have one or more employees trained in the
use of the popular spreadsheet and word-processing software packages
developed by Microsoft. Computer industry figures suggest that computer use
in the State of Georgia does not deviate substantially from the regional
average. Thus, the findings of the MDISI study are useful in establishing the
number of potential students that WDS might serve.

Within a 30-mile radius of the Dalton area, information compiled by the Dalton-
Whitfield County Joint Development Authority reveals that there are 5,000
businesses that are classified as small to midsize (one to 50 employees). The
average number of employees is 15. This means that, in the target market that
WDS hopes to serve, there are approximately 75,000 potential students.
Because WDS is implementing a marketing strategy that stresses quality
training at an economical cost, the company will capture a substantial portion of
the target market from the larger, more expensive, regional and national
training firms. By offering the same or higher quality training at a cost 25

ac C ¢
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percent less than the larger chains, WDS will be perceived as being in step with
the information, time, and budgetary need of small to medium-size businesses
and individuals.

According to a recent article in PC World, fasSi
is rising, the demand for PC training and education is also growing. Whether

they hire computer training centers or have their own in-house training

program, local companies are realizing that investing in hardware is not

enough. For a firm to truly be in the information technology mainstream, it must

investin i ts most precious resource, its people.o

Marketing strategy

Essentially, WDS will market itself as offering the same or higher quality
computer training than its larger competitors, but at a much more reasonable
price. WDS will forego many of the trappings of higher priced competitors,
such as fancy imprinted folders, complimentary mouse pads, etc. Instead,
WDS will sell to the small business market by emphasizing value and by
identifying with their information, time, and budgetary needs.

As part of this strategy, WDS will advertise in several local newspapers and
magazines. In particular, Mr. Smart has received reasonable advertising
estimates from the Daily Citizen News. For $250 per month, the Daily Citizen
will run two quarter-page ads per month. After the initial six-month period,
WDS is also considering running a full-page ad for $350 per month in the
Dalton Magazine.

The preferred mode of advertising is word-of-mouth. WDS hopes to hold
information seminars on computing tips at all the chamber of commerce
luncheons within a 30-mile radius of the business. In addition, Mr. Smart has
begun writing several articles for small business publications. Research
results in the MDISI report suggests that this type of marketing initiative can
generate a significant amount of business through referrals.

WDS also intends to utilize the vendor contacts Mr. Smart developed as the

technical support manager at CBM in order to obtain access to those small

businesses that are purchasing computer systems. Mr. Smart will also

approach business owners in person in order to identify their computing needs

and how he might satisfy them. Mr. Smart will utilize his own experience,

training, and understanding of clientsd needs
the old ones. He will not rely on a sales force to generate business.

Pricing strategy

WDS will charge significantly less for training services than the larger computer
training firms because WDS will have lower overhead expenses and fewer
employees than the larger firms. Based on a survey of computer training firms
in Atlanta and its surrounding suburbs, training firms charge, on the average,
$220 per person for a six-hour training session in Microsoft Word or Excel. For
approximately $450, a student can receive three six-hour sessions that include
basic computing, Word and Excel.

Since WDS hopes to appeal to the cost conscious small business owner, it
anticipates offering a six-hour training session in Windows, Excel, and Word (or
WordPerfect) for $155 to beginners. Advanced classes for these software
packages will be offered for $165 per student. A total package, including
beginning or advanced training in Word or Word Perfect, Excel and Windows,
will be offered for $380. This represents a substantial discount over the
competition, regardless of whether clients select training in a single software
application or training in multiple applications.
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Action Plans

Personnel

WDS plans to keep wage and salary expenses low, at least initially. To achieve

this objective, WDS will hire just two employees, I.M. Smart and June Kelvin.

Ms. Kelvin will work part-time and function as a training and office assistant.

They will be assisted, during busy periods, by a part-time trainer, Ms. Sue

Howe, who is an independent contractor. Ms. Howe will function as an

additional computer trainer for evening classes and weekends. Based on the

schedule Mr. Smart has prepared, Ms. Howe will generally not be needed

during the businesso6 fisl owdo péeolidagsds during the

Ms. Howe also has received extensive training that will allow her to review and
evaluate new software and network products. While working at CBM, she
earned a certificate as a Microsoft Certified Systems Engineer. As a result she
has developed expertise in planning, implementing, maintaining, and
supporting information systems including, Microsoft Windows NT, BackOffice
and various other server software. In addition, she has earned training
certificates from the Institute for Technology Training in Microsoft Word,
Windows, Excel, PowerPoint and Windows.

WDS and Ms. Howe have agreed on the following compensation arrangement.

Ms. Howe will receive $180 for every three-h our fbegi nnersodo cl ass she
This payment will increase to $200 for advanced three-hour classes. During

the busy months, when Ms. Howe teaches two three-hour classes and two

advanced classes every week, she will receive $760 per week.

The training and office assistant, June Kelvin, has five years of experience
working as an office manager for a large computer training firm as well as
extensive training in most common software packages. This training will
provide a benefit to the WDS when the instructors need some extra help with
larger classes. WDS has offered Ms. Kelvin $8 per hour for general office
duties and $12 for any time spent in training classes assisting the instructors.
Mr. Smart estimates that, in an average week, Ms. Kelvin will perform 10 hours
of general office duties and six hours of training assistance. Accordingly, her
weekly wages should average about $200.

Tuition collection

WDS will require that a non-refundable deposit be sent when a student
registers for classes. Full payment will be required at the time a student shows
up for class. Payments for classes may be made with cash, credit cards, or
personal checks. WDS will offer deferred monthly billing to those corporate
clients with 20 or more employees. Since the revenue generated from this
client segment is expected to be small, and the risk of nonpayment is small, the
accounts receivable and bad debt expense should be no more than 3 percent
of all net monthly sales.

Expenses

After salaries, the cost of computers and the cost of obtaining a training facility
will be the largest expenses that WDS will face.

Computer equipment: Following an exhaustive analysis of the financial and
other implications of buying, renting, or leasing, WDS has decided to lease its
computers and printer. A factor that played a large part in that decision was the
likelihood that any purchased equipment will become obsolete in a relatively
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short period of time. WDS must have available computers that are at least
equal in sophistication to those used by its customers. The substantial initial
cash outlay required to purchase 15 computers also played a part in the
decision to lease or rent.

WDS obtained estimates from a number of computer hardware distributors for
the purchase of 15 500 MHz Pentium Il computers with 64 MB of RAM, 10
gigabyte hard drives, and all necessary software. The most competitive price
that WDS found was $2,699 per machine and $3,000 for the printer. The total
purchase price would be $46,855 including sales tax.

Based on estimates obtained from several leading computer rental firms in
Atlanta, WDS can expect to pay approximately $140 a week to rent the same
computers described above. WDS anticipates that it will offer two classes of no
more than 15 students each per week. Accordingly, the monthly cost of renting
these machines, including one laser printer, will be $8,450.

Finally, in order to lease 15 similar computers and a laser printer, the best price
quoted by a local distributor was $33,500, which includes all maintenance of
the machines. The lease would run for 36 months with interest at an 11
percent annual rate. The total of the 36 monthly payments would be $37,855.
The lease payment of $3,154 per month is more than $5,000 less than the
monthly rental alternative, and is the option Mr. Smart will take.

Training facility: WDS considered several options regarding the type of
service to offer to its clients. First, WDS could avoid the expense of paying rent
on a training facility and restrict
place of business. In the alternative, WDS could rent a training facility and
conduct training sessions at this facility in addition to offering training at the

clientds premises. Because Mr. Smar t

term basis, the purchase of a training facility was not considered a reasonable
option.

The first option, while reducing costs, is not a viable one for WDS. The
company hopes to generate most of its income through large classroom
training sessions. This is more advantageous because it involves almost the
same amount of work for the trainer to teach a group as it does to teach an
individual. However, a group setting generates a much larger amount of
training revenues at one time. For example, even if WDS doubled its single
application tuition from $155 to $310 to provide on-site training, it would still
generate less revenue than the $1,600 that WDS would make training 10
students at $160 per student for the same time. However, in order to
accommodate clients and establish good will, WDS will, on occasion, offer on-
site training at a premium price when requested to do so by customers.

WDS has negotiated a favorable lease with the property management firm that
manages the strip center in which the training facility will be located. The firm
has offered WDS a three-year lease with a three-year renewal option. The
monthly rent is $1,000 for the first year, $1,200 the second year and $1,400 for
the third year. During the three-year renewal period, rent will increase by 5
percent per year. This rental amount includes water, waste removal, and all
maintenance costs.

Financial Projections

Based on a survey of 100 computer training firms in small or midsize
Southeastern cities, including Gainesville and Savannah it was determined that
a computer training facility with one full-time and at least two part-time staff
members can be expected to train 30 new students every week. Of this

t
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number, it is expected that 25 percent will be repeat customers. That means
that WDS can expect to generate 120 new students and consult with 30
previous students every month.

The percentage breakdown of the number of students who will select either a
single course or the total package is based on statistics provided in the MDISI
study and a report included in The Journal of Computer Training and
Development, May 2000, Vol. 12. The findings of both of these reports reflected
the fact that individuals who have taken previous computer training courses are
more likely to pursue additional training to gain even greater proficiency and
expertise in different software applications. Using these statistics, WDS
estimates that gross revenue in the first year will be $351,840, or an average of
$29,340 per month. This monthly estimate can be broken down as follows:

50% of all new students taking one session $7,335
50% of all new students taking three-session package $15,485
70% of previous students taking three-session package $5,420
30% of previous students taking one additional session $1,100

Because the demand for WDS computer training services is expected to grow
in the second year of operation, gross revenue for the second year is expected
to increase by 28 percent to $450,878.

While these calculations are based on an average of all the gross profit or loss
by month, WDS, like many businesses in the computer training industry, will be
subject to common business cycles. Based on the above mentioned study
done by The Journal of Computer Training and Development, market research
shows that the number of students participating in training courses January
through March will increase by 10 percent to 25 percent. During the spring and
summer months of May through August, the number of students drops off by
approximately 20 percent.

Computer training firms can expect a 20 percent to 30 percent increase in the

number of students during the fall months of September through November. As

with other non-retail businesses though, December sessions usually drop by 25

percent . One way that WDS will try to counter
training gift certificates to be given as holiday presents. WDS would provide gift

wrapping and delivery to any location within the Northwest Georgia area. This

sales promotion is expected to offset the December decrease by 10 percent.

In the second year of operations, WDS plans on offering a class in developing
and maintaining an Internet home page. The class will also focus on how small
businesses can profitably use the Internet to market their products. .M. Smart
is currently heavily involved with developing Internet home pages at his current
job with CBM. He feels that the cost of Internet connect time can be passed on
to students as part of their registration fee. Thus, WDS will incur little additional
expense by offering this new course and still generate an additional 20 percent
in revenues every month.

Based on discussions with a number of vendors that provide software to
computer training firms, a computer training business just starting up can
expect at least a 15 percent to 20 percent monthly increase in student
enrollment in year two over year one. Accordingly, WDS is planning for a 15
percent increase in student enroliment in year two. For a detailed analysis of
the actual monthly gross income for the first two years of operation, review the
profit and loss statements provided in the financial projection section.

% Dalton - Whitfield County

JOINT DEVELOPMENT AUTHORITY






