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CoLuMBIA COUNTY

CHAMBER of COMMERCE

EXECUTIVE SUMMARY

Dear Fellow Entrepreneur,

Congratulations on taking an important first step toward owning a successful business. As a small
business owner myself for over 20 years, | understand very well the long, difficult, yet rewarding journey
of self-employment. This Guide has been created to help you through the process of owning and
operating a profitable business.

First of all, let me be perfectly frank regarding the rigors of business ownership. It is not for the timid, the
lazy, or the faint of heart. This is very hard work and while the rewards can be wonderful they are usually
rather slow in appearing. When you close your doors at the end of the day, the work does not stop and
when you take a vacation (if you should be so lucky!) the responsibilities will follow wherever you may

go.

Second, there are hundreds of important decisions to make long before you ever complete your first sale.
Making a wrong choice can cost you precious time or critically impact your cash flow, so it is vital that
you do your research. The good news is: there are dozens of organizations ready, willing and able to
help you every step of the way. The resources these organizations have to offer cannot be overstated.
The bad news is: Entrepreneurs are “do it yourself’ people by nature, so they are not usually interested
in spending the time to seek help or do research. This is very bad news indeed, because this is why so
many businesses fail within the first two years of operation. The owners made fatal errors in judgment
regarding finances, staffing, location, inventory management etc. that could have been avoided if they
had only sought help.

This Guide is a first step in the process of owning a business. Great attention and care have been given
to each section to provide accurate and pertinent information. You should also know that it was created
by people who were once where you are now: following a dream. A Resource Directory is included at
the end of this publication. | encourage you to familiarize yourself with what each of these organizations
has to offer. This information may one day make the difference between success and failure.

We wish you the best of luck on your exciting endeavor!

%@J@W

Executive Director
Columbia County Chamber of Commerce
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Strongly
MOTIVATION Disagree Agree

1 \Ilglczjr;stantly see business opportunities or ide#s patential commercial 12 3 4 5 6 78910
2 I like growing or building businesses or takingadeand making

something of them 12 3 4 5 6 78910
3 | regularly come up with new ideas on doing thibg#ter or more

efficiently 12 3 4 5 6 78910
4 | am able to find solutions to challenges or proide 12 3 4 5 6 78910
5 | am able to find the help, assistance or resournesd to be successful 12 3 5 6 78910
6 I am a dynamic person providing vision, hope arefgyto those with

whom | work and partner 12 3 4 5 6 78910
7 | am a hard working person. | do what it takesuoceed 12 3 4 5 6 78910
8 | am able to adapt to changes & surprises quicktysuccessfully 12 3 4 5 6 78910
9 I am able to successfully manage risk associatddemeating and

growing a business 12 3 4 5 6 78910
10 | !thrive on learning. | am constantly seeking riefermation that can

help me with my business. 12 5 6 78910
11 | | am motivated by success and driven to do well 12 3 4 5 6 78910
12 Ir:;:lt()e/ve in working with others who can help mekeany dream a 12 3 4 5 6 78910

CAPACITY RELATED TO BUSINESS SKILLS

Consider Your self and Other Members of Your Managent Team

13 | Ability to assess market opportunities 12 3 4 5 6 78910
14 | Ability to develop products or services 12 3 4 5 6 78910
15 | Ability to provide products or services 12 3 4 5 6 78910
16 | Marketing and communications capacity 12 3 4 5 6 78910
17 | Fiscal management 12 3 4 5 6 78910
18 | Ability to acquire financial capital 12 3 4 5 6 78910
19 | Personnel or team, development & management 12 3 4 5 6 78910
20 | Ability to develop and sustain partnerships 12 3 4 5 6 78910
21 | Quality Control 12 3 4 5 6 78910
CAPACITY TO NETWORK AND PARTNER

22 | I am comfortable seeking information from others 12 3 4 5 6 78910
23 | Iregularly network to gain information for my bosiss 12 3 4 5 6 78910
24 | | have extensive resource network | am constantilgling 12 3 4 5 6 78910
25 | I am comfortable with partnerships 12 3 4 5 6 78910
26 | I have two or more partnerships associated wittbosiness 12 3 4 5 6 78910
27 | I'have learned how to deal with the challengesaofrering 12 3 4 5 6 78910
SUPPORT FROM FAMILY AND COMMUNITY

28 | I'am challenged and happy in my work building aitess 12 3 4 5 6 78910
29 | There is good balance between my work and persdiémal 12 3 4 5 6 78910
30 | Family and friends are supportive and encourage me 12 3 4 5 6 78910
31 | My community is supportive of me ad my undertaking 12 3 4 5 6 78910
32 | My community is actively helping me build my busése 12 3 4 5 6 78910
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THE BUSINESS PLAN

ONE YEAR CHECKLIST FOR ENTREPRENEURS

A business plan precisely defines your business, identifies your goals, and serves as your firm’s
resume. The basic components include a current and pro forma balance sheet, an income
statement, and a cash flow analysis. It helps you allocate resources properly, handle unforeseen
complications, and make good business decisions. Because it provides specific and organized
information about your company and how you will repay borrowed money, a good business plan
is a crucial part of any loan application. Additionally, it informs sales personnel, suppliers, and
others about your operations and goals.

The following outline of a typical business plan can serve as a guide. You can adapt it to your
specific business. It is helpful to organize the plan into several components to help make
drafting it a more manageable task.

Introduction

Give a detailed description of the business and its goals.

Discuss the ownership of the business and the legal structure.

List the skills and experience you bring to the business.

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

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?

Begin research. You must determine if there is a need for your product.

Contact the Small Business Development Center (SBDC) for assistance in writing a business plan and
other business start up services.

Contact the Georgia Department of Labor for information on educational seminars on labor/safety
issues.

SIX MONTHS BEFORE START-UP

Marketing

Discuss the products/services offered. What do you want to specialize in?

Identify the customer demand for your product/service. Who is your

intended clientele?

Identify your market, its size and locations. Would your business be better suited in
downtown area or in a rural part of the county? Can you work from your home?
Explain how your product/service will be advertised and marketed.

Explain the pricing strategy.

A Business Guide for the Columbia County Entreprene ur 7
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Research business and trade organizations.
Start looking for the best location for your business.
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FOUR MONTHS BEFORE START-UP

Name your business. You can check to see if a name is being used by contacting the
Georgia Office of the Secretary of State (www.s0s.ga.gov).

Make a final selection of the business location. Make sure that the location you
choose is within your budget and also fits into your business plan.

Remember: Location, location, location.

It will be beneficial to have people you can call on to listen to your ideas, problems,
and plans and provide feedback. These people should be able to provide you with
guidance, constructive criticism, and feedback.

Select people who can help you by giving you insight and ideas.

Choose your business’ legal form. Will you be a partnership, sole proprietorship, or
corporation? Please be advised that you should also consider legal assistance and
accounting for your business needs.

Financial Management

Explain your source and the amount of initial equity capital.

Develop a monthly operating budget for the first year.

Develop an expected return on investment & monthly cash flow for the first year.
Discuss your breakeven point.

Provide projected income statements and balance sheets for three years.
Project your cash flow. Write out an estimated statement of all revenues and
expenditures. This statement should cover three calendar years.

Explain your personal balance sheet and method of compensation.

Discuss maintaining your accounting records and how they will be kept.

Set up bookkeeping, accounting and office systems.

Continue working on your business plan.

THREE MONTHS BEFORE START-UP

Review preliminary financial objectives. How much profit do you expect to make?
Are you planning on making investments? What is your intended cash flow?
Decide on your pricing strategy. After determining your variable and fixed costs,
decide what your markup rate will be. You will also need to consider demand and
competitive factors in setting your price.

Forecast sales. Contact the SBDC or others in your field to help you forecast
accurately.

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

Continue refining your business plan.

A Business Guide for the Columbia County Entreprene ur 9
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TWO MONTHS BEFORE START-UP

Operations

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

Prepare a preliminary balance sheet. Contact the SBDC for assistance.

Secure necessary financing. Whether through a private lender or through other
sources, you must obtain the necessary amount of start-up capital.

Secure insurance coverage if applicable. (See Labor/Safety)

Discuss hiring and personnel procedures.

Discuss insurance and lease or rent agreements pertinent to your business.

Get your business license. (See occupational tax)

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

Account for production and delivery of products and services.

Prepare your marketing plan. How are you going to market your product and how
much will it cost? Are you going to use paid advertisement?

Determine advertising, promotion, and public relations strategies.

Review non-financial objectives (public image, legal questions). Are you a family
establishment or geared more toward adults? What form is your business taking? Do
you have all legal documents needed?

Complete improvements to your facility.

Start your hiring process. (See Labor/Safety)

Refine your business plan.

ONE MONTH BEFORE START-UP

Fine tune your cash flow budget

Prepare for your grand opening. The Columbia County Chamber of Commerce can
be of assistance in planning your events. Be creative but practical.

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.

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.
Remember: Word of mouth is your most powerful publicity! It's also the least
expensive. Spread the word.

A Business Guide for the Columbia County Entreprene ur 10
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START-UP AND AFTER

Budget your time. As a new business owner your time will be precious. Schedule
your time wisely.

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.

LISTEN to your customers, advisors, and vendors. It is important to gather their
opinions and put them to use. Their ideas can be helpful in updating your product.
LISTEN to your vendors. These vendors have been in the business much longer than
you have.

Check cash flow budget against actual performance

Maintain good communications with your bankers and vendors. By keeping the lines
of communication open you are helping yourself.

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

Check cost of living budget. If you are drawing money from the company for living
expenses, be sure to take only what is necessary. Stick tightly to your budget.
CONSIDER DELAYING YOUR OFFICIAL GRAND OPENING/RIBBON CUTTING
UNTIL YOU HAVE BEEN IN BUSINESS FOR A COUPLE OF WEEKS. If you do, you
can make sure that you've worked the “bugs” out and that all is running smoothly.

Concluding Statement

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

SOURCE: www.sba.gov

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 or answer no to any of the following questions, then
you would rethink your idea.

What type of business do you plan to start?

What kind of product do you plan to offer?

Will your product satisfy a need yet unfilled?

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

A Business Guide for the Columbia County Entreprene ur 11
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RESEARCHING YOUR MARKETS

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

Primary Data:

Your experience

Experiences of people you know

Survey potential customers to determine their wants/needs. Observe similar businesses
Interview these business’s owners

Interview suppliers, vendors, bankers

Secondary Data:

Visit your public library

Contact trade associations (i.e. trade shows and trade journals)

Contact the SBDC, Georgia Department of Economic Development, Small Business &
Innovation Division and the Columbia County Chamber of Commerce and or the
Development Authority. See the Resource Directory for contact information.

Use various search engines on the Internet (i.e. Yahoo, Google, MSN, and Lycos. Alta
Vista, etc.)

MARKETING YOUR BUSINESS

Many new business owners underestimate the amount of time it takes to get a new customer or
client. If you are providing a service there is a good chance you will have to get your clients by
taking them away from someone else. This is going to require a mixture of prospecting activities
which could include cold calls on the phone or in person, networking, building strategic alliances,
referral meetings, trade shows, etc. When people are prospecting they will get more people telling
them no than yes. Are you mentally prepared for the rejection? Are you comfortable meeting
strangers, talking about money, getting people to make decisions? These are high risk activities
for anyone needing to get their emotional needs met from their business. In order to properly
market your product, you need to answer the following questions. This information can be used to
help you develop your marketing plan. Contact the SBDC for more information on constructing
this plan.

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

Where are they?

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

What are their needs?

Who are my competitors?

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).

How can | reach them? (The distribution of your product is very important. Where your
product is located can affect how well it sells).

A Business Guide for the Columbia County Entreprene ur 12
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How much will they pay? (The pricing of your product is also very important. You must
take into consideration what your competitors charge.)

What are the 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).

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).

EINANCIAL FEASIBILITY TO START A BUSINESS

Estimate of monthly expenses based on sales of $ Projected per year
Estimate of cash needed to start (Col 1X ___months)

"#,& L 7
" e (" (L& T (
$M4 " T7LA : $N
2$(7
W19 (
" % 9
$ $ 2!
$* $"$ (
(!

9(C ! I | $#
$ 'L (
170 (7
1 # ¥
(N

One Time Start Up Costs ***

Fixtures & Equipment Decorating & Remodeling Installation of Fixtures/Equip. Starting Inventory
Deposits for Utilities Legal/Professional Fees Licenses & Permits

Adv/Promotion for

Opening Other

TOTAL ESTIMATE OF CASH NEEDED FOR START UP

***To determine these amounts, get estimates froppkers, contractors, professionals and/or
government authorities to ensure accurate amounts
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LEGAL ISSUES TO CONSIDER

CHOOSING YOUR BUSINESS STRUCTURE

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 before you enter into any of
contact an attorney, CPA, or other qualified indivi
about the legal entities of business will reduce th
You can probably do some of the necessary paperwork
should consult professional counsel to select the |

business.

these four forms of business that you

dual. Speaking with someone informed
e risk of mistakes in the business setup.

and procedures yourself, but you

egal entity most appropriate for your

There are four basic forms that a new business can take:

* Sole Proprietorship

* Partnership (General or Limited)

* Corporation (C or S)

* 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.

Control

Liability

Taxes

Administration

Sole proprietor has
total control of
business operations
and complete share of
profits

All of sole proprietor’s
personal and
business assets are at
risk

Taxes reported on
sole proprietor’s tax
forms

No administrative
requirements other
than obtaining
business license and
registering trade
name

A partnership can be formed in two ways. Whether taking part in a general or limited
partnership, it is advisable that you draw up a partnership agreement. This document will detalil

each partner’s rights and their responsibilities. While the partnership is not

typically taxed, each partner reflects charges for the partnership on his/her personal tax returns.

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.

Control

Liability

Taxes

Administration

Management and
profits shared
between partners per
the terms of the
partnership
agreement

General partners are
generally liable for
obligations of general
partnership and tort
damages incurred by
other general partners

“Pass-through” entity.
Each general partner
is taxed directly upon
his/her share of profits

No formal
administrative
requirement other
than obtaining proper
licenses and permits.
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A limited partnership is made up of one or more general partners as well as one or more limited
partners. Limited partners contribute capital and share in profits/losses. Limited partners may or
may not have authority in running the business depending on the partnership agreement.

Control Liability Taxes Administration
General and Limited Limited partner not “Pass-through” entity. | Registration
partners share in the personally obligated Each partner is taxed | requirements similar
control and profits of for liabilities of directly upon his/her to corporations, but no
the partnership per partnership. General | share of profits. burdensome record-
the terms of the partner: same as keeping or tax filing
partnership partner in a general requirements.
agreement partnership

A corporation is an entity, which must be approved by the state of Georgia through the Office of
the Secretary of State. An attorney can perform the necessary procedures for you. How much it
will cost depends on the attorney and your business.

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. A disadvantage of the corporation is that the organization’s income will
essentially be taxed twice (once for the business and again on the shareholders personal income
tax after collecting dividends).

There are two types of corporations: C and S.

The C corporations have their own 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 does not provide protection from liability to its shareholders. (The distinctions
between S and C corporations can be complicated. It is very important that you seek
professional counsel before making a decision.)

Control Liability Taxes Administration
Shareholders: Neither officers, “Double-Taxation” Formal incorporation
ownership rights & directors or unless “S” process and annual
elect directors. shareholders are corporation, which is a | registration with
Directors: govern liable for debts “pass-through” entity Secretary of State.
general affairs & incurred by the skin to a general Comprehensive
appoint officers corporation or torts partnership record-keeping and
Officers: manage committed in tax filing
business operations conducting the requirements.

corporation’s business

For more information on incorporating your business, contact the Office of the Secretary of State.

The Office of the Secretary of State
315 West Tower
2 Martin Luther King Jr., Drive
Atlanta, Georgia 30334
(404)-656-2817
Www.sos.state.ga.us

A Business Guide for the Columbia County Entreprene ur 15
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The limited liability company  (LLC) is one that is owned by two or more persons known as
members. It is a mixture of other forms of organization. This form combines some of the
partnerships, corporations, and S corporation’s best features. Similarly 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 in a corporation. It
also eliminates double taxation. Because an LLC is a somewhat new organizational form, it is
unclear how the partnership tax rules will apply. You may not be able to conduct inter-state trade
as an LLC. Many state and foreign governments have not yet approved this form. In addition an
LLC may not have a perpetual life. While this form of organization is gaining popularity, you must
take great care in the establishment of an LLC to insure pass-through tax treatment.

Control Liability Taxes Administration
Members share profits | Generally, members May be taxed as Similar to
per operating risk only their partnership or corporation’s
agreement which investment in the LLC | corporation, requirement with
specifies depending upon the regard to formation
management election filed with the and operation
procedures IRS

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 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 $10.00.

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. In order to run your legal advertisement, contact:

The Augusta Chronicle Columbia County News-Times
Legal Classified Department 4272 Washington Road, Suite 38
725 Broad Street Evans, GA 30809
Augusta, GA 30901

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.

Clerk of the Superior Court - Columbia County
640 Ronald Reagan Drive
Evans, GA 30809
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TAX INFORMATION

Federal Income Taxes
The amount and way you will 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 and federal self-employment tax
payments in advance. These individual payments are due in four installments. These payment
deadlines are April 15, June 15, September 15, and January 15 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 | 120-W. 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.

All 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 SS4 (the form filed
requesting a tax ID number).
Internal Revenue Service
2734 Perimeter Pkwy
Augusta, GA 30909
(706) 869-1374

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 (See Section K. Federal
Income Taxes above). 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

Employer Tax Responsibilities
There are taxes that as an employer you are responsible for both withholding from employee
wages as well as paying yourself.

Income Taxes

Businesses with employees must pay employer taxes and withhold employee taxes for both the
State and Federal governments. These should be deposited in any Federal Reserve Bank. You
will be given a coupon book to accompany your deposits. These deposits are required monthly or
quarterly. The Georgia and US Departments of Revenue will determine your time of payment.
You will be required to withhold Social Security and Medicare taxes. In addition to this
withholding, the employer must pay a matching amount. You should consult the current year tax
calendar for present percentages.

Georgia Department of Labor Georgia Department of Labor Atlanta Office
601 Greene St 148 International Blvd. NE
Augusta, Georgia 30901 Suite 265 Sussex Place
(706) 721-3131 Atlanta, Georgia 30303-1751
(404) 656-6000
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Unemployment Insurance Taxes

Federal Unemployment Insurance Tax is the employer’s responsibility. This is not withheld from
employee wages. The Employer’'s Handbook prepared by the Georgia Department of Labor is a
booklet designed to help you with all aspects of taxation.

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.

Workers’ Compensation Insurance
Workers’ Compensation insurance is required of any business with more than three employees.
The rates vary with the business type and the risk level. For more information, contact the State
Board of Workers’ Compensation.

State Board of Workers’ Compensation
(404) 656-3875
www.state.ga.us/sbw

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 corporations
you will need a Federal Tax ID number. To determine whether you need a Tax ID number,
contact the Internal Revenue Service.

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 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 retailer has a valid seller’'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.

Georgia Department of Revenue
160 Davis Rd.
Augusta, GA 30907
(706) 651-7600

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.
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Federal Excise Taxes
There are some forms of business on 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. Federal excise taxes can be
broken into nine general categories of products and services.
- Motor vehicle use tax (vehicles greater than 55,000 Ibs. gross weight)

Retailers tax (certain types of fuels)

Retalil 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)

Alcohol, firearms, ammunition, and tobacco taxes

LICENSING AND PERMITS

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 home-based businesses and some county areas
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.

All businesses with a physical location in Columbia County are required to pay Occupational Tax.
The fees are based on your number of employees and range form $100 to $2250. For additional
information or to obtain copies of necessary forms see the “Operating Business in Columbia
County” under the “Business” section of the Columbia County Government website at
www.columbiacountyga.

You may visit the Columbia County Licenses office in person at:
Evans Government Complex
630 Ronald Reagan Drive
Evans, GA 30809
(706) 868-3379
www.columbiacountyga

If your business will be located within the Grovetown City limits contact:
City of Grovetown Clerk’s Office
103 Old Wrightsboro Road
Grovetown, GA 30813
(706) 863-4576
www.grovetowngeorgia.com

If your business will be located within the Harlem City limits contact:
City of Harlem
320 N. Louisville Street
Harlem, GA 30814
(706) 556-3448
www.harlemga.org
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LABOR AND 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 can help walk you through all of your
employment and labor problems.

Georgia Department of Labor
601 Greene St.
Augusta, Georgia 30901
(706) 721-3131
www.dol.state.ga.us

OSHA

The 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 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 and Health Administration
U.S. Department of Labor
1375 Peachtree Street N.E. Suite 587
Atlanta, Georgia (404) 374-3573
www.osha.gov

Drug Free Workplace

Your business can become eligible for 7.5% discount on your Workers’ Compensation Insurance
Premiums. This is possible through the DRUGS DON'T WORK PROGRAM. Contact the Georgia
Chamber of Commerce website listed below for more information on this program.

Georgia Chamber of Commerce
Atlanta, Georgia
www.gachamber.com/affiliates/drugs
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COLUMBIA COUNTY and MUNICIPALITY SERVICES

It's important as a Columbia County entrepreneur to research the zoning requirements before
investing in a specific location for your business whether it is purchased or leased.

ZONING

If you live in any areas within the county other than the city limits of Grovetown or Harlem, the
Planning and Development Services Division of Columbia County is responsible for maintaining
and implementing the Growth management Plan, reviewing development site plans, and
administering the zoning and subdivision regulations. For additional information or to obtain
copies of necessary forms see the “Operating a Business in Columbia County” under the
“Business” section of the Columbia County Government website at www.columbiacountyga.gov.

Department of Planning Planning & Zoning Planning & Zoning
& Development Services Harlem City Hall Grovetown City Hall
Evans Government Complex 320 N. Louisville Street 103 Old Wrightsboro Road
630 Ronald Reagan Drive — Harlem, GA 30814 Grovetown, GA 30813
Building A 706-556-0043 706-860-5094
Evans, GA 30809 conniesmith@grovetownga.us
706-312-7166

BUILDING OCCUPANCY

A building permit must be obtained for both new construction and renovations of and additions to
existing buildings. Before you 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, your 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.

Building Commercial & Engineering Services
Evans Government Complex
630 Ronald Reagan Drive — Building A
Evans, GA 30809
706-312-7269

HEALTH PERMITS

If your business is to involve food processing, handling, storage, or distribution, you must obtain
permits from the Environmental Division of the Columbia County Health Department, which
handles the permits for the entire county in addition to the cities of Grovetown and Harlem.

Columbia County Health Department
Environmental Division
6420 Pollards Pond Road
Appling, Georgia 30802
(706) 541-1318

A Business Guide for the Columbia County Entreprene ur 21
A Community of Pride ~ A County of Vision ~ Endless Opportunities




UTILITIES

To start a new utility service, please contact the appropriate agency in Table 1.0. When calling
please remember to have:

The correct service address
The name(s) to appear on the account
The mailing address if different from service address

The date the new service is to start

A local telephone number

Table 1.0
Utilities Columbia County City of Grovetown City of Harlem
Water and Administration- Grovetown City Hall City of Harlem

Sewer Service

Business Office
4325 Evans to Lock Rd.
Evans, GA 30809
706-863-6928

103 Old Wrightsboro Road
Grovetown, GA 30813
706-863-4576

320 North Louisville St.
Harlem, GA 308014
706-556-3448

Gas Service

Georgia Natural Gas
877-850-6200
www.onlygng.com
SCAN Energy
877-GO-SCANA
www.scanaenergy.com

Georgia Natural Gas
877-850-6200
www.onlygng.com
SCAN Energy
877-GO-SCANA
www.scanaenergy.com

Georgia Natural Gas
877-850-6200
www.onlygng.com
SCAN Energy
877-GO-SCANA
www.scanaenergy.com

Electric Service

Georgia Power
1-888-660-5890
WWw.georgiapower.com

Georgia Power
1-888-660-5890
Www.georgiapower.com

Georgia Power
1-888-660-5890
Www.georgiapower.com

NOTE: Telephone and Internet Services are not lidt@bove since many providers offer special promesi@nd/or packages.

Please check your local listings.

COLUMBIA COUNTY CHAMBER OF COMMERCE

The Columbia County Chamber of Commerce actively serves its members as an advocate,
resource, and catalyst for business success. Several programs and initiatives are planned to
include a Welcome Aboard program that reaches out to new county residents, a Speed
Networking program that allows members to give one minute commercials about their products or
services to other business owners and Small Business Mentoring groups that bring seasoned and
new business owners together along with professionals who will interactively help each other in
the growth and development of their companies.

Great networking opportunities are offered every month for a business owners to attend. Some of
these opportunities are: professional development workshops, “Not Just Coffee” breakfast
meetings, or after hours “Success Columbia County Style” evening events. Visit the website
www.columbiacountychamber.com for a calendar of events and attend one of these today!

DEVELOPMENT AUTHORITY OF COLUMBIA COUNTY
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The Development Authority of Columbia County is the central Economic Development
organization for Columbia County. Using a variety of marketing, financial, and strategic planning
tools, the Development Authority recruits quality businesses and helps retain and expand existing
industry. Visit the website www.choosecolumbiacounty.com to learn more about and select the
Business Location Center to learn more about doing business in Columbia County.

COLUMBIA COUNTY CONVENTION & VISITORS BUREAU

The mission of the Columbia County Convention and Visitors Bureau (CCVB) is to promote the
County as an attractive destination for recreational opportunities, special events, regional
meetings, and family reunions by aggressively marketing the county’s valued natural resources
and facilities to create a positive economic impact and enhance the quality of life. The CCCVB
works in tandem with the Chamber and the Development Authority to provide multiple
opportunities for you to market your business to visitors. Visit the website
www.choosecolumbiacounty.com and click on the CCCVB logo to find out ways to utilize the CVB
to market your business to visitors. Also, the Savannah Rapids Regional Visitor Information
Center, located in the Gatekeepers Cottage at Savannah Rapids Park, is open daily to greet the
thousands of guests who visit that natural treasure. Contact them at 706.447.7677 for additional
assistance.

RESOURCE DIRECTORY
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When starting a business it is important to have a diverse base of information sources. One way
to insure 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 information.

County & City Business Services

Business Training & Advocacy

Evans Government Complex - Dept. of
Planning & Development Services

630 Ronald Reagan Drive — Building A
Evans, GA 30809 (706) 312-7166
http://www.columbiacountyga.gov

Evans Government Complex - Building
Commercial & Engineering Services

630 Ronald Reagan Drive — Building A
Evans, GA 30809 (706) 312-7269
http://www.columbiacountyga.gov/

Columbia County Health Department
Environmental Division

6420 Pollards Pond Road

Appling, Georgia 30802 (706) 541-1318

Clerk of the Superior Court
Columbia County

640 Ronald Reagan Drive
Evans, GA 30809

City of Harlem

320 North Louisville St.

Harlem, GA 308014 (706) 556-3448
www.harlemga.org

Grovetown City Hall

103 Old Wrightsboro Road

Grovetown, GA 30813 (706) 863-4576
www.grovetowngeorgia.com

Advertising

The Augusta Chronicle

725 Broad Street

Augusta, GA 30901
http://www.augustachronicle.com/

The Columbia County News-Times
4272 Washington Road, Suite 38
Evans, GA 30809
http://www.newstimesonline.com/

Other Local Information

Columbia County Chamber of Commerce
4424 Evans to Lock Road

Evans, Georgia 30800 (706) 651-0018
www.columbiacountychamber.com

Georgia Institute of Technology

East Georgia Regional Office

1054 Claussen Rd. Suite 301

Augusta, GA 30907 (706) 737-1414

SCORE (small business counselors)

3140 Augusta Tech Drive

Augusta, Georgia 30906 (706) 793-9998
http://www.scoreaugusta.org

University of Georgia

Small Business Development Center

1054 Claussen Rd, Suite 301

Augusta, GA 30907 (706) 737-1790
www.sbdc.uga.edu

U.S. Small Business Administration
Georgia District

233 Peachtree Street, NE, Suite 1900
Atlanta, GA 30303

(404) 331-0100

www.sba.gov

Staffing

Georgia Department of Labor — Local Office
601 Greene Street

Augusta, Georgia 30901 (706) 721-3131
www.dol.state.ga.us

Financing

CSRA Business Lending

3023 Riverwatch Parkway, Suite A
Augusta, Georgia 30909

(706) 210-2010 or (706) 210-2011
www.csrabusinesslending.com

Professional Associations
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Development Authority of Columbia County
Government Way

Evans GA 30809 (706) 312-1371
www.choosecolumbiacounty.com

Columbia County Convention and

Visitors Bureau

630 Ronald Reagan Drive

Evans GA 30809 (706) 447-7677
www.choosecolumbiacounty.com

Savannah Rapids Regional Visitor
Information Center

3300 Evans-to-Locks Road

Martinez GA 30907 (706) 868-3373
www.choosecolumbiacounty.com

Better Business Bureau
1227 Augusta West Parkway, Suite 15
Augusta, Georgia 30909 (706) 210-7676

www.bbb.org

Tax Agencies

Georgia Department of Labor-Atlanta Office
148 International Blvd.

NE Suite 265 Sussex PI.

Atlanta, Georgia 30303-1751

(404) 656-6000

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

Georgia Department of Revenue
160 Davis Rd.

Augusta, GA 30907

(706) 651-7600
www.georgia.qov

Internal Revenue Service
2734 Perimeter Pkwy

Grovetown Merchants Association
P.O. Box 153

Grovetown Georgia 30813
www.grovetownmerchants.net

(706) 860-9699

Merchants Association of Columbia County
P.O. Box 204455
Martinez, GA 30917

Corporate Registration/Licensing

The Office of the Secretary of State
315 West Tower

2 Martin Luther King Jr., Drive
Atlanta, Georgia 30334
(404)-656-2817
WWw.Sos.state.ga.us

Professional Licensing Boards
237 Coliseum Drive

Macon, Georgia 31217

(478) 207-2440
Www.sos.state.ga.us/plb

Employment Requlation

State Board of Workers’ Compensation
270 Peachtree Street, NW

Atlanta, Georgia 30303-1299

(404) 656-3875

www.state.ga.us/sbwc

U.S. Department of Labor- OSHA
1375 Peachtree Street N.E. Suite 587
Atlanta, Georgia

(404) 374-3573

. .q
Augusta, GA 30909 www.osha.gov
(706) 869-1374
WWW.irs.gov
GLOSSARY OF TERMS
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Assets - Resources, owned or controlled by a company, that have future benefits. These benefits
must be quantifiable in monetary terms.

Balance Sheet - A list of a company’s assets, liabilities, and owner’s equity at a particular point in
time.

Break Even - The unit volume where total revenue equals total cost; there is neither profit nor
loss.

Capacity - The amount of goods or work that can be produced by a company given its level of
equipment, labor, and facilities.

Capital - The funds necessary to establish or operate a business.

Cash Flow - The movement of money into and out of a company; actual income received and
actual payments made out.

Cash Flow Statement - A presentation of the cash inflows and outflows for a particular period of
time. These flows are grouped into major categories of cash from operations, cash investing
activities, and cash-financing activities.

Collateral - Assets pledged in return for loans.

Conventional Financing - Financing from established lenders, such as banks, rather than from
investors; debt financing.

Debt Financing - Raising money for a business by borrowing, often in the form of bank loans.
(See Conventional Financing above)

Debt Service - Money being paid out on a loan; the amount necessary to keep a loan from going
into default.

Disbursements - Money paid out.

Equity - Shares of stock in a company; ownership interest in a company.

Expenses - Outflows of resources to generate revenues.

Fixed Costs - Those costs that are not responsive to changes in volume over the relevant range
of time.

Income Statement - A matching of a company’s accomplishments (i.e. sales) with effort
(expenses from operations) during a particular period of time. (Revenues -Expenses = Net
Income)

Leasehold Improvements - The changes made to a rented store, office or plant, to suit the
tenant and make the location more appropriate for the conduct of the tenant’s business.
Liabilities - Commitments to payout assets (typically cash) to or render services for creditors.
Licensing - The granting or permission by one company to another to use its products,
trademark, or name in a limited, particular manner.

Liquidity - The ability to turn assets into cash quickly and easily.

Market Share - The percentage of the total available customer base captured by a company.
Net Worth - The total ownership interest in a company, represented by the excess of the total
amount of assets minus the total amount of liabilities.

Partnership - A legal relationship of two or more individuals to run a company.

Profit Margin - The amount of money earned after the cost of goods or all operating expenses
are deducted; usually expressed in percentage terms.

Pro Forma Statement - A financial statement detailing management’s predictions.

Receipts - Funds coming into the company; the actual money paid to the company for its
products or services; not necessarily the same as a company'’s actual receipts.

SBA — Small Business Administration

SBDC — Small Business Development Center

Sole Proprietorship - Company owned and managed by one person.

Variable Costs - Those costs that are directly responsive to changes in volume over the relevant
range of time.

Venture Capitalists - Individuals or firms who invest money in new enterprises.

Working Capital - The cash available to the company for the ongoing operations of the business.
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Ten Reasons to Invest in the Columbia County Chamber of Commerce
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MEMBERSHIP APPLICATION

(Please complete an application for each location to be listed in the Directory)

PLEASE PRINT OR TYPE DATE

COMPANY NAME TELEPHONE FACSIMILE
MAILING ADDRESS CITY STATE ZIP
PHYSICAL ADDRESS CITY COUNTY  STATE ZIP

(if different from mailing address)

Member companies are encouraged to name “assigned members” to the chamber roster. The base $300
membership investment includes 5 assigned members who receive regular mailings, e-mails and faxes
from the chamber. One additional assigned member may be listed for every $100 of investment above
the $300 base membership. Please provide additional contact information on an attached sheet.

Please choose classifications as you
are listed in the Yellow Pages .

# OF LOCAL FULL TIME EMPLOYEES

PRIMARY BUSINESS CLASSIFICATION

Web Site Address

ALTERNATE CLASSIFICATION

PRIMARY CONTACT & TITLE E-MAIL
SECONDARY CONTACT & TITLE E-MAIL
ADDITIONAL CONTACT & TITLE E-MAIL
ADDITIONAL CONTACT & TITLE E-MAIL

ADDITIONAL CONTACT & TITLE E-MAIL




ANNUAL MEMBERSHIP INVESTMENT RATES

,1$? $DP #5C 66<

| . REG U LAR M EM BERSH | PS (Memberships are billed annually on the anniversary date of initial payment)

1. Minimum Investment

Business/Industry Membership (includes 5 full-time employees) $300.00
+ $5 per full-time employee over 5 $5 x = $
Financial Institutions per location ~ $500.00 x$500= $
Subtotal | $

2. Additional Locations

Businesses of the same name and owner whose primary location

is a member in good standing $150.00
+ $5 per full-time employee over 5 $5 x = $
Subtotal Il $

| | . SPEC'AL M EM BERSH | PS (Memberships are billed annually on the anniversary date of initial payment)

Individual
No business affiliation. Membership listing will be in the “INDIVIDUALS” category only.
No street addresses, phone numbers or websites included in listing.

Applies to Government Representatives & Elected Officials. $175.00
Churches & Charities or select associations (Board approval required) $125.00

National Non-Franchised Retail Chains
Three year membership, per location. $950.00

Affiliate Membership
Real Estate agents, insurance agents, attorneys and other professionals
whose parent company is a member in good standing. Membership listing will

be under parent company category. $150.00

One time processing fee for all new memberships $ 25.00

TOTAL $

IN COMPLIANCE WITH THE OMNIBUS BUDGET RECONCILIATION ACT OF 1993, 10% OF YOUR
MEMBERSHIP DUES ARE NOT DEDUCTIBLE AS A BUSINESS EXPENSE BECAUSE THEY ARE ALLOCABLE
TO LOBBYING EXPENDITURES. FURTHER INFORMATION ABOUT THIS LAW SHOULD BE OBTAINED FROM
YOUR TAX ADVISOR. WE WILL SHARE INDUSTRY GROUP AVERAGE.

For further information, please call the Chamber at 706-651-0018.
Please return this form with check enclosed to: 4424 Evans to Locks Road, Evans, Georgia 30809
Or fax with credit card information to: 706.651.0023

We gladly accept: Visa MasterCard Discover American Express

Name on Card: Card Number

Expiration Date Signature of Card Holder:




