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Introduction
 
This guide is designed to provide informaton to Latn American immigrants who are considering 

startng a small business in Arkansas as well as established business owners who want to learn more 
about successful business practces. Our goal is to help you start a business in Arkansas by providing 
informaton about each step of the start-up process. The step-by-step process is also designed to help you 
develop a business plan by organizing your informaton through the use of worksheets and actvites 
included in each step. While almost all start-up businesses will eventually need to consider each of the 
topics we have included in this guide, you may choose to go through each step in a different order than 
they are listed. Most of the material we have included was developed in direct response to survey results 
collected from Latno entrepreneurs in Arkansas about special training or informaton they would like to 
receive. 

Step 1  – Assessing Your Business Potental 
This secton will help you identfy: 

• Potental risks that your business may encounter. 
• Your entrepreneurial personality traits. 
• Your business skills and knowledge. 
• Your lifestyle habits that will help you in your business venture. 

Step 2 – Defining Your Business Idea 
This secton will help you: 

• Define your business idea. 
• Identfy potental problems. 
• Identfy areas that need more research. 
• Write the Executve Summary of your Business Plan. 

Step 3 – Determining the Feasibility of Your Business Idea 
This part of the process involves conductng market research to answer questons about: 

• Your personal skills and knowledge. 
• Your potental customers. 
• Existng competton. 

Step 4 – Selectng Your Professional Business Advisors 
This secton describes: 

• How accountants and lawyers can help you establish your business. 
• How to select professional business advisors  who are best for you. 

Step 5 – Choosing a Business Legal Structure 
This secton describes the four basic legal structures of business ownership including: 

• Sole proprietorship. 
• Partnership (general or limited). 
• Corporaton. 
• Limited liability company. 
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Step 6 – Selectng Your Business Locaton 
This secton will help you chose a suitable locaton by describing: 

• The criteria for selectng a business locaton. 
• The general terms found in a lease agreement. 

Step 7 – Developing Your Business Financial System 
This secton explains: 

• The importance of having a business checking account. 
• How to choose a banker. 
• Accountng methods. 
• How to prepare financial statements. 

Step 8 – Writng Your Business Plan 
This secton describes: 

• The standard procedures for developing a business plan. 
• The documents you need to prepare a business plan. 
• The contents of a business plan. 

Step 9 – Understanding Regulatory Requirements 
This secton describes federal, state and local regulatory requirements you must meet to open a 

business in Arkansas. It includes informaton on: 
• General licenses and permits. 
• Additonal licenses, permits and inspectons. 
• Requirements for businesses with employees. 
• Taxes. 
• Insurance. 

Step 10 – Obtaining Financial Assistance 
This secton describes: 

• Sources of business financing. 
• How to apply for a bank loan. 
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Background
 
In 2008 the University of Arkansas received a three-year rural development grant from the United 

States Natonal Research Initatve Compettve Grants Program. This grant helped researchers identfy 
barriers to entrepreneurship among Latn American immigrant entrepreneurs in rural areas of Arkansas. 
The project is ttled “Latno Immigrants’ Guide to Startng a Business in Arkansas: A Handbook for 
Entrepreneurs.” The grant has two main purposes. These are: 

•	 To examine the entrepreneurial readiness and constraints among Latno migrants in rural and 
urban areas. 

•	 To develop educatonal outreach materials and programs to facilitate and support
 
entrepreneurial actvity among targeted rural Latno populatons.
 

In 2009 researchers from the University of Arkansas’ School of Human Environmental Sciences in 
Fayeteville administered the needs assessment survey to Latno immigrant entrepreneurs in 59 commu
nites in 26 countes in western Arkansas. Among other things, the questonnaire asked partcipants what 
problems they had encountered when startng their business in Arkansas. The researchers developed this 
guide to address the barriers and service needs that Latno partcipants  identfied in the survey. 

The tables below show some of the informaton we learned from the survey. The first table shows 
the top five barriers Latno immigrant entrepreneurs said they encountered when they opened their 
business in Arkansas. The next table shows the type of informaton they said would have helped them 
start a business. 

Table 1: Top barriers that Latno immigrant entrepreneurs encounter in Arkansas 

Ranking Barrier Percentage 

1 Having enough start-up capital 37% 

2 Understanding regulatons and taxes 13% 

3 Advertsing 12% 

4 Finding a locaton 10% 

5 Getng a license 3% 

Table 2: Informaton that Latno immigrant entrepreneurs need to start a business in Arkansas 


Ranking Barrier Percentage 

1 Understanding license or business regulatons 17.8% 

2 Help with developing a business plan 17.2% 

3 Management training 16.8% 

4 How to get a loan 11.6% 

5 Language classes or assistance 8.1% 
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The survey results show that Latnos’ biggest obstacle is obtaining enough money to start their 
businesses. Almost 40 percent of the business owners said they had difficulty getng the money needed 
to start their business. Another issue the partcipants identfied as an obstacle was understanding govern
ment regulatons and taxes. About 13 percent of Latno business owners said they had a difficult tme 
understanding where to go and how to get the licenses and permits needed to open their businesses. 
This guide was developed in an effort to help business owners overcome the obstacles identfied in the 
survey results. 

STEP 1 
Assess your 

business potential 

STEP 2 
Define your 

business idea 

STEP 3 
Determine the 

feasibility of your 
business idea 

STEP 4 
Select your 

professional business 
advisors 

STEP 5 
Choose your 
business legal 

structure 

STEP 6 
Select your 

business location 

STEP 7 
Develop your 

business financial 
system 

STEP 8 
Write your 

business plan 

STEP 9 
Understand 
regulatory 

requirements 

STEP 10 
Obtain financial 

assistance 
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Step 1 
Assessing Your Business Potential
 

Startng your own business requires a great deal of planning and preparaton. Entrepreneurs need to 
be prepared to deal with any problems that may happen in order for a business to be successful. 
Sometmes businesses fail because the owners looked forward to receiving the rewards of entrepreneur
ship without fully understanding the risks they may encounter. The first step in planning a business is to 
understand the risks involved in opening a business. Once you are aware of potental risks, you need to 
evaluate your assets, traits, skills and habits to see if you have what it takes to prepare for (and maybe 
avoid) those risks. 

Our study results show that one of Latno immigrant entrepreneurs’ greatest assets is the support 
they receive from their families. Almost 33 percent of the partcipants said they learned their trade from 
their family, and about 40 percent said they met with their family every day. Your relatonship with your 
family will be very important during every step of this process; so remember to include them in your 
plans and discuss how you can work together in this project. 

This secton will help you identfy: 
•	 Potental risks your business may encounter. 
•	 Your entrepreneurial personality traits. 
•	 Your business skills and knowledge. 
•	 Your lifestyle habits that will help you in your business venture. 

Below are listed some of the risks and rewards potental business owners should be aware of: 

Risks 
•	 Money 

� You must risk a porton of your own money to start a business. 
� You must provide at least 20 percent of the financing to get a bank loan. 
� Your business may not make a profit for two years. 

•	 Time 
� You will work long hours to maintain your own business. 
� You may have to work 60 to 70 hours per week. 
� You may have to work weekends and holidays. 

•	 Family 
� Your relatonship with your family may suffer because of the amount of tme you 

have to dedicate to your new business. 
•	 Failure 

� The emotonal and financial stress of startng a business can cause a business to fail. 
Rewards 

•	 Independence 
� You will have the freedom to make your own decisions. 
� You will be your own boss and will get to determine how the business is operated. 
� You will be able to do what you like to do. 

•	 Money 
� You may have the opportunity to make more money working for yourself than for 

someone else. 

You can avoid some risks by carefully planning and researching your project. Your first step in the 
planning process is to learn about your personal strengths and weaknesses and how they can affect your 
ability to administer your business. We have designed a set of self-assessment tools to help evaluate 
your personality, skills and lifestyle. These will help you decide if you are ready for the commitment 
of startng your own business. Your results will show where you may need some additonal skills and 
training to beter prepare yourself for entrepreneurism. 
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Personality Assessment 

The personality assessment statements are designed to help you see which entrepreneurial traits you 
have and which areas need improvement. 

Answer “yes” or “no” to each statement. 

Personality Traits Yes No 

I am a leader. 

I can make decisions. 

I am independent. 

I set goals and accomplish them. 

I plan ahead. 

I get along well with others. 

I am confident. 

I am responsible. 

I am flexible. 

I know my limits and respect them (financial, tme management). 

I am on tme for events. 

I meet project deadlines. 

I can recognize other peoples’ skills and talents. 

I am goal-oriented. 

I am persistent. 

• Review each statement and decide how you will improve in the areas where you answered “no.” 
� Can you get training or advice to help you improve your behavior in those areas? 
� Make a plan to deal with these topics so you can strengthen your business qualites. 
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Skills Assessment
 

The skills assessment statements are designed to help you see which entrepreneurial skills you have and 
which ones you need to work on before startng your business. 

Answer “yes” or “no” to each statement. 

Business and Skills Knowledge Yes No 

I know what skills I need to run my business.
 

I have experience working in the industry in which I want to start a business. 


I can use a computer.
 

I have and use an e-mail address. 


I have hired employees.
 

I have fired employees. 


I have supervised employees. 


I have trained employees.
 

I can create and follow a monthly or yearly budget.
 

I can establish and maintain a bookkeeping/record-keeping system. 


I know my current credit ratng.
 

I know how to apply for a bank loan.
 

I can prepare an invoice.
 

I can prepare my financial statements.
 

I can prepare my own taxes.
 

• Review each statement and decide how you will improve in the areas where you answered “no.” 
� Can you get training or advice to help you improve your behavior in those areas? 
� Make a plan to deal with these topics so you can strengthen your business skills. 

Assessing Your Business Poten�al 7
 



�
�

Lifestyle Assessment
 

The lifestyle assessment statements are designed to help you see which entrepreneurial habits you have 
and which areas need improvement.  

Answer “yes” or “no” to each statement. 

Lifestyle Habits Yes No 

I am willing to work 60 hours or more a week.
 

I am willing to work weekends and holidays.
 

I understand that I may have less tme and/or money to dedicate to my family, 
church, school or community untl my business is well established. 

I am willing to get professional assistance. 


I can get additonal training to improve my business.
 

I understand my limitatons (physical, financial). 


I do not get sick very ofen.
 

I do not get stressed very easily.
 

My spouse’s income can support my family without income from my business 
for one year. 

I have reliable and flexible child care.
 

My family will support me (emotonally and financially) during this venture.
 

I can lower my standard of living untl the business is well established.
 

I am prepared to lose my savings.
 

I can keep my full-tme job and run my business on the side if I must.
 

I can prepare my own taxes.
 

• Review each statement and decide how you will improve in the areas where you answered “no.” 
� Can you get training or advice to help you improve your skills in those areas? 
� Make a plan to deal with these topics so you can strengthen your business habits. 
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Step 2 
Defining Your Business Idea
 

Now that you know you have what it takes to start your own business, it is tme to put your skills to 
the test by defining your business idea. 

This secton will help you: 

• Define your business idea. 
• Identfy potental problems. 
• Identfy areas that need more research.  

Choosing theThis step will also serve you later, in Step 8, when you write your business 
right business is very plan. Many Latno business owners who took our survey explained that they 
important for your would have benefited from having a well-writen business plan and a clearer 

idea of what they wanted to achieve with their business before they success. If you choose a 
opened. Some partcipants realized afer they opened their businesses that business you do not 
they had over-commited themselves and their resources on big projects really like or understand, 
when they should have started with something smaller and more specific. For you may not be 
example, some taqueria owners had opened restaurants at first and later successful. 
reduced their menus when they notced they were mostly selling tacos.  

Answer the following questons about your specific business idea. You can also use this worksheet 
to write the Executve Summary (see page 32) of your Business Plan. 

Provide a general descripton of the new business. 

Describe the service or product you will provide. 

Describe your customers (pet owners, school children, constructon workers). 

Explain why they will buy from you (because of product quality, pricing, convenient locaton).  
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_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

How much will customers pay for your product or service? 


What makes your product or service unique? 

How much will it cost to open this business? 

How much money do you have to start the business? 

When do you plan to open the new business? 

Where will the business be located? 

Why have you chosen this locaton (convenient locaton, affordable rent, accessibility)? 

What are some potental problems you may encounter (competton, high prices)? 

How will you overcome these problems? 
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Start-Up Costs Worksheet 

Use this worksheet to make a general list of the business start-up costs you expect to have. This 
worksheet will also be helpful when writng your Business Plan to describe your financial requirements. 

Month 1 Month 2 Month 3 
Facilites Costs 
Rent 
Utlites 
Telephone 
Internet 
Fixed Assets 
Computers 
Equipment 
Furniture 
Refrigerator 
Shelves/Display 
Stove 
Telephones 
Payments 
Salaries 
FICA 
Benefits, Health 
Benefits, Disability 
Benefits, Life 
Retrement 
Taxes 
Federal 941 
State Franchise 
Withholding 
FUTA 
SUTA 
Cost of Sales 
Advertsing 
Inventory 
Producton 
Shipping 
Administratve Expenses 
Business Liability 
Business Property 
Insurance 
Office Supplies 
Travel 
Worker’s Compensaton 
Professional Services 
Accountng 
Bank Charges 
Legal 

Total 
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Step 3 
Determining the Feasibility 


of Your Business Idea
 

Now that you have defined your business idea, you must find out how practcal your project will be 
to carry out. 

This part of the process involves conductng market research to answer questons about: 

•	 Your personal skills and knowledge. 
•	 Your potental customers. 
•	 Existng competton. 

Conductng market research will help you with Part VI of your Business Plan, the Market Plan. The 
Market Plan secton requires that you describe your industry, your market, your compettve advantage 
and your marketng strategies. Follow these tps for researching your project and fill out the worksheet 
below to begin to describe your Market Plan. 

Some ways you can research your project are: 

•	 Personal Advice – Talk to people who already have businesses like the one you want to start. 
Find out some of the pros and cons of the industry so you have a beter idea of what you are 
getng into. If you do not want to ask local business owners about their experiences, go farther 
from home and talk to business owners who will not be your compettors. Ask your family and 
friends for advice and suggestons; they may know of opportunites of which you are not aware. 

•	 Library – Check the stacks and magazine racks for business guides, books and newspaper 
artcles about area businesses and industry trends. See what other people are saying about 
your selected industry and how it is doing in other areas. This is also a good tme to see how 
similar businesses advertse. 

•	 Internet – Search the internet for informaton about your selected industry. General searches 
may turn up informaton that is helpful and can give you an idea of what others think of your 
potental customers and competton. 

Keep the following topic areas and questons in mind while you are researching your project. 

Personal Knowledge 
•	 Do I have experience in this industry? 

•	 Do I have all of the necessary skills and knowledge? 
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__________________________________________________________________________ 
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__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

• Will I need any additonal training? 


• Do I need a business partner? 

• Do I have any contacts in this industry? 

• Do I have a general feel for the business? 

• Do I have enough start-up money? 

Product or Service 
• Is there a need here for this product or service? 

• Is this product or service compettve (quality, selecton, price, locaton)? 

• Who will supply me with the products that I need? 
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__________________________________________________________________________ 

Customers 
• Who are my customers? 

• Why will they buy my product? 

• What do my customers need?  

Competition 
• Who is my competton? 

• What are their strengths and weaknesses? 

• Who are their customers? 

• How busy is the competton? 
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Step 4 
Selecting Professional 


Business Advisors
 

Before beginning your new business venture, it may be helpful to consult with professional advisors 
who can help you make important decisions and advise you on legal and financial maters. 

Professional business advisors include: 

• Certfied public accountant (CPA) 
•  Lawyer  

It is very important to note that in the United States a notary is not a legal advisor. A notary, a 
public notary or a notary public has extremely limited powers in the U.S. By law, a notary can only witness 
and authentcate a signature or oath. Notaries are not allowed to give legal advice or fill out any legal 
document. Also, Arkansas law requires that anyone who advertses themselves as a “notario” must post 
the following notce at their place of business in English and Spanish: “I am not a licensed a�orney and 
cannot engage in the practce of law. I am not a representatve of any governmental agency with 
authority over immigraton or citzenship and I cannot offer legal advice or other assistance regarding 
immigraton.”1 

This secton describes: 

•	 How accountants and lawyers can help you establish your business. 
•	 How to select professional business advisors who are best for you. 

An accountant can help you with financial management decisions such as: 

•	 Choosing your business legal structure. 
•	 Setng up bookkeeping and record-keeping systems. The process for selectng •	 Preparing financial statements. professional advisors is very •	 Filing tax returns. similar to that of hiring new •	 Obtaining local, state and federal licenses and permits. employees for your business. 

You must meet with them, A lawyer can help you with legal issues such as: 
discuss their qualificatons 

• Choosing your business legal structure.	 and decide if you feel com
•	 Reviewing documents and contracts. fortable working with them. 
•	 Drafing documents and contracts. 
•	 Negotatng contracts. 
•	 Understanding labor laws and workplace safety regulatons. 

Here are some other suggestons to keep in mind when selectng your professional business 
advisors: 

•	 Ask your friends, family and associates for referrals. 
•	 Interview prospectve candidates and ask how they can help you establish a new business 

venture. 
•	 Discuss their fees, services and any previous experience advising on new business ventures. 

1Arkansas Code. Title 4 – Business and Commercial Law. Subttle 7 – Consumer Protecton. Chapter 109 – Use of “Notario” and Similar 
Terms.  
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Step 5
 
Choosing Your Business Legal Structure
 

Once you have defined your business idea and decided if you can possibly do it, you must choose a 
legal structure for your business. Registering the business’ legal structure allows you to open a bank 
account, establish your business financial management system and begin the regulatory process. 

This secton describes the four basic legal structures of business ownership in Arkansas including: 

•	 Sole proprietorship 
•	 Partnership (general or limited) 
•	 Corporaton 
•	 Limited liability company 

This secton provides the details needed to write Part VII, Management Structure and Organizaton, 
of your Business Plan. In the Management Structure and Organizaton secton, you will need to describe 
the legal form of ownership of your business, the management and personnel and the organizatonal 
structure. 

There are advantages and disadvantages that come with each legal structure. You should consult a 
lawyer and any partners you may have before choosing a structure. 

The issue of liability is very important to understanding which business legal structure to choose. 

•	 Limited liability means you are responsible (liable) only for the amount of money you invested 
in the company. If the business is sued, you are only responsible for paying up to the amount 
you invested in the business. 

•	 Unlimited liability means there is no distncton between your business and your personal 
assets. If the business is sued, your personal assets could be taken to pay your business debts. 

The informaton below describes the four basic legal structures of business ownership. 
This informaton is used with permission from the Arkansas Secretary of State’s publicaton 

Doing Business in Arkansas. 

Sole Proprietorship 
A business with a single owner with no formal or separate form of business structure is known as a 

sole proprietorship. The owner has sole control of and responsibility for the business. A sole proprietor
ship is easily formed, allows important decisions to be made quickly and typically has fewer legal restric
tons. In this situaton, the owner and the business are indistnguishable. The business has limited life and 
cannot be transferred to others. The sole proprietor’s responsibilites include: 

•	 Obtaining all capital. 
•	 Personal liability for all debts and claims against the business. 
•	 Claiming all profits and losses on the owner’s personal income tax return. 
•	 Obtaining state and local business licenses and permits. 
•	 Recording the name of the business with your local county clerk. 
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Partnership 
A partnership is an associaton of two or more persons actng as co-owners of a business and can be 

created by an oral or writen agreement between the partes involved. However, a writen agreement is 
highly recommended. This agreement should set out the responsibilites and obligatons of the partners 
as well as the percentage of ownership. 

General Partnership 

General partnerships are not required to file official registraton beyond that required for a sole 
proprietorship, but may file to be on record as a general partnership in the Secretary of State’s office. 

General partnerships: 

•	 Do not protect the personal assets of the business partners from claims against the 
partnership. 

•	 Are required to file informatonal returns with the Internal Revenue Service and Arkansas 
Income Tax Division. 

•	 Share their profits and losses among the partners according to their ownership percentage. 
Partners are then required to claim this income or loss on their personal income tax return. 

Limited Partnership 

Limited partnerships (LPs) are more intensely regulated than general partnerships. LPs consist of 
general partners and limited partners. The general partner(s) manage the business and have no liability 
protecton. The limited partner(s) are usually investors that are not involved in the day-to-day running of 
the business and whose liability is limited to the extent of their investment. 

Limited partnerships: 

•	 Are treated like a partnership by the Internal Revenue Service. 
•	 Were originally developed for real estate development ventures. 
•	 Are created by filing a Certficate of Limited Partnership with the Secretary of State. 
•	 Must file an annual report with the Arkansas Secretary of State. 

Limited Liability Partnership 

A limited liability partnership (LLP) is much like a limited partnership. However, the LLP allows all the 
partners to take an actve role in the management of the business while offering members some liability 
protecton from actons of the other partners. LLPs are most ofen used by groups of professionals such 
as doctors, accountants or architects. 

Limited liability partnerships: 

•	 Are treated like partnerships by the Internal Revenue Service. 
•	 Do not provide liability protecton against actons of individual partners. 
•	 Are created by filing a qualificaton of limited liability partnership with the Secretary 

of State. 
•	 Must file an annual report with the Arkansas Secretary of State. 
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Corporation 
A corporaton is a more complex form of business organizaton. The corporaton is a legal entty and 

exists apart from its owners or shareholders. As a separate entty, the corporaton has its own rights, 
privileges and liabilites apart from the shareholders, officers and board of directors. A corporaton can 
buy and sell property, enter into contracts, sue and be sued. Elected officers and the board of directors 
manage the corporaton. 

A corporaton: 

•	 Is created by filing Artcles of Incorporaton with the Arkansas Secretary of State. 
•	 May be formed for profit or for nonprofit purposes. 
•	 Is unaffected in its duraton by death or transfer of shares by any of the owners. 
•	 Requires more extensive record-keeping. 
•	 Pays taxes on its profits; profits are distributed to its owners via dividends and are taxable 

by state and federal taxing authorites. 
•	 Must file an annual franchise tax report with the Arkansas Secretary of State. 

S Corporaton 

The S Corporaton is a corporaton that chooses to be taxed under Subchapter S of the Internal 
Revenue Tax Code. Being an S Corporaton is a tax mater only. S Corporatons are “tax pass through” 
business enttes, meaning their profits and losses are reported by its owners on their personal tax returns. 

In additon, the S Corporaton: 

•	 Is a corporaton in the view of the state and complies with state corporaton laws. 
•	 Must have only one class of stock. 
•	 Must be made up of shareholders that are individuals, estates, or trusts, but not corpora-

tons. 
•	 Can only have shareholders that are United States citzens or residents. 
•	 Cannot be a member of an affiliated group of corporatons. 
•	 Is limited to 75 shareholders. 
•	 Is created by filing its Artcles of Incorporaton with the Arkansas Secretary of State and 

then the Internal Revenue Service. 
•	 Must file an annual franchise tax report with the Arkansas Secretary of State. 

Limited Liability Company 
The Limited Liability Company (LLC) combines many favorable characteristcs of corporatons and 

partnerships. The LLC provides limited liability to its members and offers them the same IRS tax treatment 
as partnerships. 

A limited liability company: 

•	 Must file Artcles of Organizaton with the Arkansas Secretary of State. 
•	 Allows members to manage the company themselves or to elect managers. 
•	 Allows members to engage in management without risk of losing their limited liability status. 
•	 Is a relatvely new form of business organizaton 
•	 Enjoys less regulaton on record-keeping. 
•	 May be taxed by the Internal Revenue Service as a corporaton or as a partnership, 

depending on its structure. 
•	 Must file an annual franchise tax report with the Arkansas Secretary of State. 

18 Choosing a Business Legal Structure
 



 

So
le

Pr
op

ri
et

or
sh

ip
 

G
en

er
al

 
Pa

rt
ne

rs
hi

p 
Li

m
it

ed
 

P a
rt

ne
rs

hi
p 

Co
rp

or
at

on
 

S 
Co

rp
or

at
on

 
Li

m
it

ed
 L

ia
bi

lit
y

Co
m

pa
ny

 
O

w
ne

rs
hi

p 
Si

ng
le

 o
w

ne
r 

w
ith

no
 fo

rm
al

 o
r

se
pa

ra
te

 fo
rm

 o
f

bu
si

ne
ss

 s
tr

uc
tu

re
 

A
n 

as
so

ci
at

on
 o

f
tw

o 
or

 m
or

e
pe

rs
on

s 
ac

tn
g 

as
co

-o
w

ne
rs

 

A
n 

as
so

ci
at

on
 o

f
ge

ne
ra

l p
ar

tn
er

s
an

d 
lim

ite
d

pa
rt

ne
rs

 

A
 le

ga
l e

nt
ty

 th
at

ex
is

ts
 a

pa
rt

 fr
om

its
 o

w
ne

rs
 a

nd
sh

ar
eh

ol
de

rs
 

A
 le

ga
l e

nt
ty

 th
at

ex
is

ts
 a

pa
rt

 fr
om

its
 o

w
ne

rs
 a

nd
sh

ar
eh

ol
de

rs
.

Sh
ar

eh
ol

de
rs

m
us

t b
e 

in
di

vi
du


al

s,
 e

st
at

es
 o

r
tr

us
ts

. S
ha

re
ho

ld


er
s 

ca
nn

ot
 b

e
ot

he
r 

co
rp

or
a-

to
ns

. S
ha

re
ho

ld


er
s 

m
us

t b
e 

U
.S

.
ci

tz
en

s 
or

re
si

de
nt

s.
 

M
an

ag
em

en
t 

an
d 

Co
nt

ro
l 

O
w

ne
r 

ha
s 

so
le

co
nt

ro
l a

nd
re

sp
on

si
bi

lit
y 

of
th

e 
bu

si
ne

ss
 

Re
sp

on
si

bi
lit

es
an

d 
ob

lig
at

on
s

ar
e 

se
t o

ut
 in

 th
e

w
ri

t
en

 a
gr

ee


m
en

t b
et

w
ee

n
th

e 
pa

rt
es

 

G
en

er
al

 p
ar

tn
er

s
m

an
ag

e 
th

e
bu

si
ne

ss
. L

im
ite

d
pa

rt
ne

rs
 a

re
in

ve
st

or
s 

an
d 

do
no

t m
an

ag
e 

th
e

bu
si

ne
ss

. 

M
an

ag
ed

 b
y

el
ec

te
d 

offi
ce

rs
an

d 
bo

ar
d 

of
di

re
ct

or
s.

 C
or

po
 

ra
to

n 
ha

s 
its

ow
n 

ri
gh

ts
 a

nd
pr

iv
ile

ge
s.

 

M
an

ag
ed

 b
y

el
ec

te
d 

offi
ce

rs
an

d 
bo

ar
d 

of
di

re
ct

or
s.

 C
or

po


ra
to

n 
ha

s 
its

 o
w

n
ri

gh
ts

 a
nd

 p
ri

vi


le
ge

s.
 M

us
t o

nl
y

ha
ve

 o
ne

 c
la

ss
of

 s
to

ck
. 

M
em

be
rs

 m
an

ag
e

th
e 

co
m

pa
ny

th
em

se
lv

es
 o

r
el

ec
t m

an
ag

er
s.

 

Tr
an

sf
er

ab
ili

ty
 

of
 In

te
re

st
 

Bu
si

ne
ss

 h
as

lim
ite

d 
lif

e 
an

d
ca

nn
ot

 b
e 

tr
an

s
fe

rr
ed

 to
 o

th
er

s 

Pa
rt

ne
r 

m
us

t h
av

e
co

ns
en

t f
ro

m
ot

he
r 

pa
rt

ne
rs

 to
tr

an
sf

er
 in

te
re

st
 

A
bi

lit
y 

to
 tr

an
sf

er
in

te
re

st
 is

 d
et

er


m
in

ed
 b

y 
th

e
pa

rt
ne

rs
hi

p 
ag

re
em

en
t 

Sh
ar

es
 c

an
 b

e
fr

ee
ly

 tr
an

sf
er

re
d;

th
is

 is
 d

et
er

m
in

ed
by

 th
e 

A
rt

cl
es

 o
f

In
co

rp
or

at
on

 

Sh
ar

es
 c

an
 b

e
fr

ee
ly

 tr
an

sf
er

re
d;

th
is

 is
 d

et
er

m
in

ed
by

 th
e 

A
rt

cl
es

 o
f

In
co

rp
or

at
on

 

A
bi

lit
y 

to
 tr

an
sf

er
in

te
re

st
 is

 d
et

er


m
in

ed
 b

y 
th

e
A

rt
cl

es
 o

f
 O

rg
an

iz
at

on
 

Li
ab

ili
ty

 
O

w
ne

r 
is

 p
er

so
n

al
ly

 li
ab

le
 fo

r 
al

l
de

bt
s 

an
d 

cl
ai

m
s

ag
ai

ns
t t

he
bu

si
ne

ss
 

Pa
rt

ne
rs

’ p
er

so
na

l
as

se
ts

 a
re

 n
ot

pr
ot

ec
te

d 
fr

om
cl

ai
m

s 
ag

ai
ns

t t
he

pa
rt

ne
rs

hi
p 

G
en

er
al

 p
ar

tn
er

s
ha

ve
 n

o 
lia

bi
lit

y
pr

ot
ec

to
n.

Li
m

ite
d 

pa
rt

ne
rs

ar
e 

lia
bl

e 
on

ly
 to

th
e 

ex
te

nt
 o

f t
he

ir
in

ve
st

m
en

t.
 

Co
rp

or
at

on
 h

as
its

 o
w

n 
lia

bi
lit

es
ap

ar
t f

r o
m

 th
e

sh
ar

eh
ol

de
rs

,
offi

ce
rs

 a
nd

 b
oa

rd
of

 d
ire

ct
or

s.
 

Co
rp

or
at

on
 h

as
its

 o
w

n 
lia

bi
lit

es
ap

ar
t f

ro
m

 th
e

sh
ar

eh
ol

de
rs

,
offi

ce
rs

 a
nd

 b
oa

rd
of

 d
ire

ct
or

s 

M
em

be
rs

 c
an

m
an

ag
e 

th
e

bu
si

ne
ss

 w
ith

ou
t

ri
sk

 o
f l

os
in

g 
th

ei
r

lim
ite

d 
lia

bi
lit

y
st

at
us

. 

Choosing a Business Legal Structure 19
 



So
le

Pr
op

ri
et

or
sh

ip
 

G
en

er
al

 
Pa

rt
ne

rs
hi

p 
Li

m
it

ed
 

Pa
rt

ne
rs

hi
p 

Co
rp

or
at

on
 

S 
Co

rp
or

at
on

 
Li

m
it

ed
 L

ia
bi

lit
y

Co
m

pa
n y

 
So

ur
ce

s 
of

Ca
pi

ta
l 

O
w

ne
r 

m
us

t
ob

ta
in

 a
ll 

of
 th

e
ca

pi
ta

l 

Pa
rt

ne
rs

 p
ro

vi
de

al
l o

f t
he

 c
ap

ita
l 

Pa
rt

ne
rs

 p
ro

vi
de

al
l o

f t
he

 c
ap

ita
l 

Pa
rt

ne
rs

 a
nd

in
ve

st
or

s 
pr

ov
id

e
th

e 
ca

pi
ta

l 

Pa
rt

ne
rs

 a
nd

in
ve

st
or

s 
pr

ov
id

e
th

e 
ca

pi
ta

l 

Pa
rt

ne
rs

 a
nd

in
ve

st
or

s 
pr

ov
id

e
th

e 
ca

pi
ta

l 

Ta
xe

s 
O

w
ne

r 
cl

ai
m

s 
al

l
pr

ofi
ts

 a
nd

 lo
ss

es
on

 th
ei

r 
pe

rs
on

al
in

co
m

e 
ta

x 
re

tu
rn

 

Fi
le

 in
fo

rm
at

on
al

re
tu

rn
s 

w
ith

 th
e

IR
S 

an
d 

th
e

A
rk

an
sa

s 
In

co
m

e
Ta

x 
D

iv
is

io
n 

 

Fi
le

 in
fo

rm
at

on
al

re
tu

rn
s 

w
ith

 th
e

IR
S 

an
d 

th
e

A
rk

an
sa

s 
In

co
m

e
Ta

x 
D

iv
is

io
n 

Ta
xe

s 
m

us
t b

e
pa

id
 o

n 
th

e 
pr

ofi
ts

to
 s

ta
te

 a
nd

fe
de

ra
l t

ax
in

g
au

th
or

it
es

 

Pr
ofi

ts
 a

nd
 lo

ss
es

ar
e 

re
po

rt
ed

 b
y 

its
ow

ne
rs

 o
n 

th
ei

r
pe

rs
on

al
 ta

x
re

tu
rn

s.
 It

 is
 ta

xe
s

un
de

r 
Su

bc
ha

pt
er

S 
of

 th
e 

IR
S 

Ta
x

Co
de

. 

M
ay

 b
e 

ta
xe

d 
by

th
e 

IR
S 

as
 a

 c
or

po


ra
to

n 
or

 p
ar

tn
er


sh

ip
 d

ep
en

di
ng

 o
n

its
 s

tr
uc

tu
re

.  
Fi

le
an

nu
al

 fr
an

ch
is

e
ta

x 
re

po
rt

 w
ith

th
e 

A
rk

an
sa

s
Se

cr
et

ar
y 

of
 S

ta
te

. 

Fo
rm

al
it

es
 

Re
co

rd
 th

e 
na

m
e

of
 th

e 
bu

si
ne

ss
w

ith
 y

ou
r 

lo
ca

l
co

un
ty

 c
le

rk
 b

y
fil

in
g 

a 
D

oi
ng

Bu
si

ne
ss

 A
s

ce
rt

fic
at

e.
 

Cr
ea

te
 a

 w
ri

t
en

ag
re

em
en

t
be

tw
ee

n 
th

e
pa

rt
es

 in
vo

lv
ed

.
Fi

le
 w

ith
 th

e
A

rk
an

sa
s 

Se
cr

e
ta

ry
 o

f S
ta

te
:

St
at

em
en

t o
f

Pa
rt

ne
rs

hi
p

A
ut

ho
ri

ty
, A

rt
cl

es
of

 O
rg

an
iz

at
on

 

Cr
ea

te
 a

 w
ri

t
en

ag
re

em
en

t
be

tw
ee

n 
th

e
pa

rt
es

 in
vo

lv
ed

.
Fi

le
 w

ith
 th

e
A

rk
an

sa
s 

Se
cr

e
ta

ry
 o

f S
ta

te
:

Ce
rt

fic
at

e 
of

Li
m

ite
d 

Pa
rt

ne
r

sh
ip

, A
nn

ua
l

Re
po

rt
 fo

r 
Li

m
ite

d
Pa

rt
ne

rs
hi

p 

Fi
le

 w
ith

 th
e

A
rk

an
sa

s 
Se

cr
e

ta
ry

 o
f S

ta
te

:
Re

se
rv

at
on

 o
f

Co
rp

or
at

e 
N

am
e,

A
rt

cl
es

 o
f

 In
co

rp
or

at
on

 

Fi
le

 w
ith

 th
e

A
rk

an
sa

s 
Se

cr
e

ta
ry

 o
f S

ta
te

:
A

rt
cl

es
 o

f I
nc

or


po
ra

to
n.

 A
pp

ly
fo

r 
“S

” 
de

si
gn

a
to

n 
fr

om
 th

e 
IR

S.
 

Fi
le

 w
ith

 th
e

A
rk

an
sa

s 
Se

cr
e

ta
ry

 o
f S

ta
te

:
Re

se
rv

at
on

 o
f

Li
m

ite
d 

Li
ab

ili
ty

Co
m

pa
ny

 N
am

e,
A

rt
cl

es
 o

f O
rg

an
i

za
to

n,
 F

ra
nc

hi
se

Ta
x 

Re
gi

st
ra

to
n 

20 Choosing a Business Legal Structure 




Step 6 
Selecting Your Business Location
 

Choosing a locaton  is a very important part of startng a new business. Almost 10 percent of the 
Latno immigrant entrepreneurs who partcipated in our study said that selectng a locaton was the 
biggest problem encountered when they started their business in Arkansas. A litle more than 4 percent 
of partcipants said informaton about how to rent a locaton would have helped them start their 
business. 

The worksheets that are provided in this step will help you write Part VIII, Business Operatons, of 
the Business Plan. The Business Operatons secton describes your business locaton, the licenses and 
permits required and your business operatons plan. 

Your business locaton usually serves as your customers’ first 
impression of your business. Your locaton will help customers decide 
if they want to buy your product or use your service. Picking a good 
locaton will also make it easier to get your licenses and permits and 
will help your customers feel at home in your business. 

This secton will help you chose a suitable locaton by describing: 

• The criteria for selectng a business locaton. 
• The general terms found in a lease agreement. 

The first thing you must do before choosing a locaton is to 
check with the City Clerk’s office to make sure the area where the 
building is located is zoned for commercial use. 

The second step in choosing a locaton is deciding whether to 
buy or rent the building. There are advantages and disadvantages to 
each opton. One of the most obvious disadvantages to rentng is that 
the building’s owner can determine the price and availability of your 
business locaton. If you have researched an area well and are sats
fied that it is where you want to stay, then buying an existng building 
may be your best opton. On the other hand, if you are not sure the 
locaton is ideal, then rentng may be a beter situaton. Rentng 
allows you to move your locaton if your business expands. 

Whether you rent or buy, there are certain factors you should 
consider when choosing a locaton. 

¡¡REMEMBER!! 

Have the building inspected 
by an independent building 
inspector before se�ling 
on a business locaton. 

Have a real estate 
lawyer read and 

approve your lease 
or purchase contract 

before signing anything. 

Do not hurry to choose 
your locaton. It is beter to 
take a litle more tme and 
pick a locaton that is best 
suited to your needs. 

Check with your city’s 
Building Inspecton 

office to see if you need 
a Building Permit before 

making any repairs or 
constructon changes to 

your business space! 
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Criteria for Selecting a Business Location
 

Accessibility 
•	 Is it easily accessible from the street? 
•	 Is it close to other businesses that will atract 

customers? 

Area 
•	 Is it in a good part of town? 
•	 Is the area improving or deterioratng? 
•	 Is it difficult to commute to this area? 

Competton 
•	 Is it too close to your competton? 

Conditon 
•	 Is the building in good conditon? 
•	 Can it pass an independent building


 inspecton? 

•	 Can it pass the city’s building code


 inspecton? 


Convenience 
•	 Is it easy to get in and out of the area or 

parking lot? 

Cost 
•	 Can you afford the rent? 
•	 Is it worth the rent? 

Crime 
•	 Is this a high crime area? 
•	 What are the shoplifing rates of nearby 

businesses? 

Customers 
•	 Do your potental customers live in the area? 

Employees 
•	 Are qualified employees available nearby? 
•	 Are qualified employees willing to travel to 

this locaton? 

Growth 
•	 Is there room to expand? 
•	 Can you rent an adjoining building or space if 

you need to expand? 

Neighborhood 
• Will your business bother your neighbors? 
• Will your neighbors bother your business? 

Parking 
•	 Is there enough parking? 
•	 Is the parking area in front of the building? 
•	 Is the parking area smooth, in good conditon 

and clearly marked? 

Regulatons 
•	 Does the building meet all government
 

regulatons for this type of business?
 

Requirements 
•	 Does it meet all of your requirements for 

business? 
•	 Will it need improvements to meet your 

requirements? 

Safety 
•	 Is the area safe? 
•	 Is there enough lightng around the building? 

Signage 
• Is the sign appropriate and easy to see? 

Space 
•	 Is there enough space to conduct your
 

business? 

•	 Is the space suitable for your needs? 

Suppliers 
•	 Are your supplies located nearby? 
•	 Can suppliers quickly and easily access the 

building for loading and unloading? 

Traffic 
•	 How is the traffic flow in the area? Too much? 

Too litle? 

Utlites 
•	 Are the provided utlites enough for your 

business needs? 
•	 Are the utlites included in the rent? 

Visibility 
•	 Can you see the business from the street? 
•	 Can you distnguish it from nearby
 

businesses?
 

Zoning 
•	 Does the area comply with local government 

zoning requirements? 

22 Selec�ng Your Business Loca�on 




Site Criteria Checklist
 

You can use the following Site Criteria Checklist to evaluate potental business locatons and grade them 
according to those things that are most important for your business. Make copies of this page and take 
the checklist along with you to make notes when you look at potental business locatons. 

Locaton Address: 

Factors 

Grade 

✓ ✗ 

Accessibility 

Area 

Competton 

Conditon 

Convenience 

Cost 

Crime 

Customers 

Employees 

Growth 

Neighborhood 

Parking 

Regulatons 

Requirements 

Safety 

Signage 

Space 

Suppliers 

Traffic 

Utlites 

Visibility 

Zoning 

Total 

Locaton Address: 

Factors 

Grade 

✓ ✗ 

Accessibility 

Area 

Competton 

Conditon 

Convenience 

Cost 

Crime 

Customers 

Employees 

Growth 

Neighborhood 

Parking 

Regulatons 

Requirements 

Safety 

Signage 

Space 

Suppliers 

Traffic 

Utlites 

Visibility 

Zoning 

Total 
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Leasing Glossary
 

The Leasing Glossary below provides an overview of general terms included in most lease agreements. Be 
sure to understand each of these terms and have a lawyer read over your contract before you sign it. 

Basic Lease Provisions 

Rent – Is it comparable to others in the locaton? 
Term – Short term or long term? 

•	 Try to keep the inital lease short term in case the business is not successful at the inital 
locaton or you realize later that you need more room to grow. 

Exclusive – No businesses similar to yours is to be allowed in the shopping center. 
Expansion clause – A provision that allows you to expand your business. 

•	 Make sure the lease provides stpulatons so that you can: 
� Expand the space. 
� Move your locaton. 
� Cancel the lease. 

Floor area – How much square footage? 
Optons – Is there an opton to renew the lease afer the first term expires? 
Parking rights 

•	 Adequate parking space is provided. 
• Make sure nearby businesses don’t take over parking spaces. 

Percentage rent – Is there a fixed rent plus a percentage of your sales? 
• If so, negotate a cap. 

Personal guarantee – AVOID this; consult your lawyer. 
Rent increase – Is there a fixed rent increase or is it based on the Consumer Price Index (CPI)? 

•	 If it is based on the CPI, negotate a percentage cap. 
Right to assign or sublet 

• Make sure the landlord’s consent is “not to be unreasonably withheld.” 
Signs – Be specific with exhibit and descripton. 
Storage – Is there enough room for storage? 
Tenant costs – What costs are included in the rent? 

•	 Business property insurance? 
•	 Gardening/landscaping? 
•	 General maintenance? 
•	 Graffit removal? 
•	 Liter collecton? 
•	 Remodeling costs? 
•	 Security? 
•	 Sewer? 
•	 Structural maintenance? 
•	 Taxes? 
•	 Trash collecton? 
• Utlites? 

Tenant improvements – Who is responsible for improvements to the building? 
•	 Landlord is responsible. 
•	 Renter is responsible. 
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Step 7 
Developing Your 


Business Financial System
 

Now that you have: 
•	 developed a solid business idea, 
•	 chosen your business legal structure, 
•	 hired your professional advisors and 
•	 selected your business locaton, 
•	 you must develop a financial system for your business. 

Slightly more than 16 percent of the Latno immigrant entrepreneurs who partcipated in our study 
said they would like to receive management training. Managing your company’s financial system is an 
important part of supervising your business team. 

A financial system is the process of organizing, recording and tracking your financial transactons. 
Keeping organized records helps you monitor your funds and make good decisions about how to spend 
your money. 

This secton explains: 
•	 The importance of having a business checking account 
•	 How to choose a banker 
•	 Accountng methods 
•	 How to prepare financial statements 

The worksheets in this step will help you write the Part IX, Financial Plan, of your Business Plan. The 
Financial Plan must include your start-up investment requirements, your cash-flow projectons and finan
cial records for your business. 

Business Banking 
It is very important to keep your business and personal checking accounts separate at all tmes. A 

separate business account adds legitmacy to your business and makes it easier to keep accurate records 
of your expenses and cash flow. 

The first step in opening a business checking account is to choose a bank (or banker) who is right for 
you. Having a good relatonship with your banker is essental; you must feel comfortable talking with your 
banker about your financial issues. Do not feel pressured to open a business checking account with the 
first bank you visit; you should shop around and see which bank offers you the best deals. 

Here is a list of criteria that you should consider when choosing a bank (or banker) for your business: 

Size of the bank 
•	 The bank should be large enough to service your needs but not so large that it ignores 

your requests. 
Experience working with small businesses 

•	 Look for a bank that has worked with, and enjoys working with, other small and growing 
companies. 
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Problem response guidelines 
•	 Ask how the bank will react if you are late on a payment – will they foreclose immediately 

or will they work with you? 
Helpfulness 

•	 Will the bank (or your banker) go out of his/her way to help you or are you just a number. 
Experience in your industry 

•	 Look for a bank that is familiar with your industry and understands the problems you 
may encounter. 

Accounting Methods 
Afer you have established a separate business account, you will need to organize and manage your 

financial records. Talk to your accountant about what financial informaton you need to record. Ask your 
accountant  to help you create filing and record-keeping systems that work best for you. You may also 
consider buying financial management tools (such as accountng sofware) that can help you record and 
manage your business finances. 

Two basic methods of accountng are: 

•	 Cash Basis Method 
� Record income when you receive cash. 
� Record expense when you pay bill. 

•	 Accrual Method 
� Record income when sale occurs. 
� Record expense when you receive service/goods (when expense is incurred) – 

even if you pay bill later. 

Financial Statements 
The three basic financial statements are: 

•	 Balance sheet 
•	 Income (profit and loss) statement 
•	 Cash flow statement 
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Balance Sheet 

The balance sheet is a point-in-tme statement of all of your assets and liabilites. The difference 
between these two numbers (total assets and total liabilites) is your equity in your business. 

BALANCE SHEET 

Company Name: 

Date: 

ASSETS 

Cash on hand 

Cash in checking account 

Cash in savings account 

Automobiles 

Buildings 

Furnishings 

Inventory 

Investments 

Land 

Life insurance cash value 

Money owed to me 

Stocks and bonds 

Other personal property 

Other assets 

Total Assets 

LIABILITIES 

Bills 

Credit card balances 

Installment account (auto) 

Loans 

Mortgages 

Unpaid taxes 

Other liabilites 

Total Liabilites 
Net Worth (Total Assets - Total 
Liabilites = Net Worth) 
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Income Statement/Profit and Loss Statement 

The income statement describes your income and expenses over a period of tme, usually monthly 
or quarterly. 

INCOME STATEMENT 
Company Name 
From (date to date): 
INCOME 
Revenues/gross sales 

Less returns 
Less discounts 

Interest 
Refunds 

Total Income 

EXPENSES 
Advertsing 
Automobile 
Bank charges 
Benefits, disability 
Benefits, health 
Cleaning supplies 
Cost of goods sold 
Equipment costs 
Insurance, business 
Interest on loans 
Internet 
Payroll 
Professional fees 
Rent/mortgage 
Repairs/maintenance 
Sales expenses 
Shipping and postage 
Storage 
Taxes, except income tax 
Telephone 
Travel 
Utlites 
Miscellaneous 

Total Expenses 
Net Income 

Less Income Tax 
Net Income A�er Tax 
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Cash Flow Statement 

A cash flow statement gives an overview of how cash flows in and out of your business. It allows you 
to see how much money you usually earn and spend so you can plan your future cash needs. 

CASH FLOW STATEMENT 

Company Name: 

Time period: January – June 20__ 

January February March April May June 

Beginning cash balance 

CASH IN 

Sales 

Loans 

Deposits 

Total Cash In 

CASH OUT 

Payroll 

Purchases 

Overhead expenses 

Total Cash Out 

Cash Balance 
(Cash In - Cash Out = Cash 
Balance) 
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Step 8 
Writing Your Business Plan
 

A business plan is a writen outline that describes every aspect of your business venture. It provides 
specific and organized informaton about you, your company and your finances. 

A business plan can be used for several different purposes during the lifetme of your business. A 
well-writen business plan is a guide that helps keep you focused on your business goals and objectves 
during the start-up process. You can consult your plan later on in the venture to see if you have accom
plished what you set out to do. The business plan also serves as a résumé, or presentaton package, for 
your company. You can use the plan as a presentaton tool with bankers and investors when you apply for 
a business loan. Approximately 17 percent of the Latno entrepreneurs who responded to our survey said 
they would like to learn how to write a business plan. Many respondents said they learned about 
business plans from banks that required them as part of the loan applicaton packet. 

This secton describes: 

•	 The standard procedures for developing a business plan. 
•	 The documents you need to prepare a business plan. 
•	 The contents of a business plan. 

Standard Business Plan Procedures 
Although a business plan is tailored to describe your partcular business, there are certain standards 

and topics that apply to all business plans. 

•	 The business plan should be prepared with a word processing system on a computer. 
•	 The plan should be typed with a 12-point font, 1-inch margins on all sides, single-spaced 

and printed on one side of white paper. 
•	 You should present clear, logical ideas. 
•	 Use simple language that is easy to read and understand. 
•	 Avoid optmism – be extremely conservatve. 
•	 Do not be overly creatve or imaginatve. 
•	 Use charts or graphs to describe difficult concepts. 
•	 Review and update the business plan ofen. 
•	 Ask someone to read over the business plan to help you edit it. 
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Preparing to Write a Business Plan
 

Before sitng down to write your business plan, gather all of the documents you will need to 
consult. Some of the documents you may need are: 

• Résumés for you, your management team and all of your employees 

• Financial statements 
� Personal credit reports 
� Balance sheet 
� Income statement 
� Cash flow statement 
� Bank account statements 
� Loan agreements 

• Contracts 
� Rental/purchase agreements 
� Partnership agreements 
� Equipment rental 

• Receipts for business purchases 

• Licenses or permits 

• Building inspectons 

• Insurance policies 

• Le�ers of recommendaton 

• Certficates (occupatonal, diplomas, etc.) 

• Advertsing samples (newspaper artcles, flyers, etc.) 

• Worksheets from the Start-Up Guide for Small Businesses in Arkansas. 

¡¡REMEMBER!! 
Your business plan 
contains sensi�ve 

informa�on about you, 
your business and your 

associates. Treat it 
carefully; do not leave it 

lying around! 
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Business Plan Contents
 

Once you have assembled the necessary paperwork, you can start writng your business plan. The 
outline below shows the standard informaton that should be included in a business plan. We have also 
included a sample business plan at the end of this booklet for your reference. 

I. Cover Sheet/Title Page 
• One page 
• Company name 
• Company address 
• Company phone number (including 

area code and extension) 
• Logo (if you have one) 
• Owners’ names, ttles, addresses and 

phone numbers 
• Month and year in which plan was 

issued 
• Indicate that the plan is confidental 

II. Table of Contents 

III. Executive Summary 
• Brief, one- to two-page summary of 

the business 
• Write this secton last 
• Company name 
• Nature of the business 
• Purpose of the business 
• Business legal structure 
• Financial requirements 
• Repayment plans 

IV. Business Description 
• Mission statement 
• Business goals and objectves 
• Business status (start-up, expansion, 

buying existng business) 
• Business legal structure 
• Locaton 
• Management 

V. Description of Products or Services 
• Features of your product/service 
• Benefits to your customers 
• Intellectual property and proprietary 

rights issues 
• Producton plans 
• Future products/services 

VI. Market Plan 
• Descripton of industry 

� Background of industry 
� Current and future industry trends 
� How this business fits in the 

industry 
• Your market 

� Customer profile and target market 
� Descripton of your trade area 
� Size of your market 
� Market potental 
� Market trends 

• Your compettve advantage 
� Describe your competton 
� Describe your compettons’ 

weaknesses 
� Describe the uniqueness of your 

product/service 
• Marketng strategies 

� Advertsing 
� Customer service 
� Distributon 
� Marketng tactcs 
� Packaging 
� Pricing 
� Promoton 
� Public relatons 

VII. Management Structure 
and Organization 

• Legal form of ownership 
• Management and personnel 

� Your background and experience in 
this business 

� Describe your management team – 
their background and experiences 

� Dutes and responsibilites 
� Training needs and costs 

• Organizatonal structure 
� Organizatonal chart 
� Descripton of who does what 
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VIII. Business Operations 
• Business locaton 

� Business address 
� Describe why you chose that 

locaton 
� Own or lease building 
� Terms and length of contract 
� Renovatons and improvements 

(needs and costs) 
� Describe neighborhood 
� Describe surrounding businesses 

• Licenses and permits 
� Copies of all licenses and permits 

obtained 
� List of needed licenses and permits 

• Operatons plan 
� Billing and collectons process 
� Design and product manufacture 
� Distributon network 
� Insurance 
� Inventory control program 
� Record-keeping systems 
� Security 
� Shipping 
� Warehousing 

IX. Financial Plan 
• Start-up investment requirements 

� Start-up costs 
� Business needs/capital equipment 

list 
� Source and applicaton of funds 

statement 

• Cash-flow projectons 
� Monthly estmate of revenue and 

expenses 
� Projected income statement 
� Projected balance sheet 
� Summary of financial plans and 

needs 
• For existng business 

� Income statements 
� Balance sheets 
� Tax returns for the past three years 

X. Future Directions 
• Expansion 
• Purchase of another company 

XI. Supporting Documents 
• Résumés for managers 
• Personal financial statement 
• Credit reports 
• Copies of leases 
• Copies of all contracts 
• Legal documents (partnership 

agreements, Doing Business As (DBA)
 certficate, etc.) 
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Step 9 
Understanding Regulatory 


Requirements
 

Before opening your business to the public, you must meet certain regulatory requirements. These 
requirements are based on laws writen to protect business owners, their employees and their 
customers. This secton of the guide provides a basic outline of regulatory requirements you must 
complete to open a business. This overview includes local, state and federal regulatory, tax and insurance 
requirements. 

This secton deals with the second biggest barrier that Latno immigrant entrepreneurs face when 
opening a business in Arkansas. Almost 13 percent of the people who partcipated in our survey said they 
have difficulty understanding regulatons and taxes in Arkansas. While we have made every effort to 
include relevant informaton, some cites and countes may have different or additonal requirements. It 
is your responsibility to make sure your business complies with local, state and federal government 
regulatory requirements – we strongly suggest that you consult your city and county clerk’s offices for 
more informaton. 

Register 
with 
State 

Employer 
Identficaton 

Number 

Department of
 Finance and 

Administraton 

Business 
Property 

Assessment 

Local 
Licenses 

Doing 
Business As 
Certficate 

Establishing Your Business in Arkansas 
To register a new business in Arkansas, you must first file a Doing Business As Certficate (DBA) with 

your County Clerk’s office to assure that the name you have selected for your business is available. 

Afer you secure your business name, you must register your business legal structure. You must 
register sole proprietorships with your local county clerk. Register corporatons, partnerships and LLCs 
with the Arkansas Secretary of State Business and Commercial Services Division. 

Afer you register your business legal structure, you must apply for an Employer’s Identficaton 
Number with the U.S. Internal Revenue Service (IRS) so that your business can be officially recorded by 
the federal government as a tax-compliant entty. 

Once you have the Federal EIN, you must register your business with Arkansas’ Department of 
Finance and Administraton so that you can pay all the necessary state taxes according to your business’ 
legal structure. 

Filing a DBA and obtaining federal and state identficaton formally establishes your business as a 
legitmate entty and now allows you to move on to the local (city and county) regulatory process. Your 
next step is to have your commercial property assessed by the county assessor’s office. 

The “final step” in the regulatory process actually involves obtaining licenses, permits and certficates 
from various city, county and state agencies including a city business license. 
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Depending on your type of business, government agencies (such as the State Board of Cosmetology, 
the County Health Department and the City Building Inspector) will inspect your business premises to 
make sure the building, equipment and operatonal procedures comply with health and safety require
ments. Some of the inspectons vary by city and/or county, but some are standard throughout the state.  

1. Doing Business As (DBA) Certificate 

The State of Arkansas requires that sole proprietorship and general partnership businesses operatng 
under an assumed name must file a Doing Business As (DBA) Certficate with the County Clerk’s office. 
This certficate registers the business name to the business owner. You can get this certficate at the 
County Clerk’s office. You must fill it out, sign it in front of a notary, have it notarized and return it to the 
Clerk’s office. There is a $25 filing fee. This is a one-tme certficaton process. 

County Clerk’s Office 

2. Arkansas Secretary of State Business and Commercial Services Division 

The State of Arkansas requires that all businesses, other than sole proprietorships, apply to the 
Arkansas Secretary of State for authority to conduct business or other actvites as a corporaton. This 
includes corporatons, partnerships and LLCs. All of the business enttes filing forms are available on the 
Secretary of State’s website at h�p://www.sos.arkansas.gov/business_entty_fees_forms_pro.html. The 
filing fees depend on the type of business entty; fees are higher for paper filing than online filing. Regis
tering with the Secretary of State also signs up the business to pay for the Arkansas Corporate Franchise 
Taxes. Tax payments are due in the office of the Secretary of State each year by May 1. 

Arkansas Secretary of State 
Business and Commercial Services Division 
1401 West Capitol Avenue, Suite 250 
Litle Rock, AR 72201 
Tel: 501.682.1010 
Website: www.sosweb.state.ar.us/corp_ucc.html 
E-mail: corporatons@sos.arkansas.gov 

3. Federal Employer Identification Number (EIN) 

The Employer Identficaton Number (EIN) is a federal tax identficaton number – it is like a social 
security number for your business. You must use the EIN to identfy your business when you pay your 
federal, state (Arkansas) and city taxes. You can get your Federal EIN by filling out an online applicaton on 
the IRS website (h�ps://sa1.www4.irs.gov/modiein/individual/index.jsp) or by filling out and returning 
Form SS-4 to the local IRS office. There is no fee to get the EIN, and this is only done once when you start 
your business. In Arkansas, the Federal EIN also serves as the Arkansas EIN tax identficaton number. 

IRS Li�le Rock Office IRS Faye�eville Office IRS Ft. Smith Office 
700 West Capitol Avenue 655 East Millsap Road 4905 Old Greenwood Road 
Litle Rock, AR 72201 Fayeteville, AR 72703 Ft. Smith, AR 72903 
Tel: 501.324.5111 Tel: 479.442.3948 Tel: 479.649.8602 
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4. Arkansas Taxpayer Business Registration
 

The state of Arkansas’ Department of Finance and Administraton has created a website, the 
Arkansas Taxpayer Access Point (ATAP), where business owners can register a business and file tax returns. 
You must have your federal EIN to register as a sole proprietor, partnership, corporaton or LLC. The ATAP 
website also allows business owners to access their accounts and pay the Sales and Use Tax and With
holding Tax online. You can find more informaton about Arkansas business taxes in the Arkansas Depart
ment of Finance and Administraton’s brochure “Startng a New Business,” h�p://www.dfa.arkansas.gov 
/offices/policyAndLegal/Documents/startng_a-new_business.pdf. 

Arkansas Department of Finance and Administraton 
1509 West Seventh Street 
Litle Rock, AR 72201 
Tel: 501.683.2827 
Tel: 877.280.2827 
Online ATAP applicaton: h�ps://atap.arkansas.gov/AR_xwTapMgr.aspx 

5. Commercial Personal Property Assessment 

Arkansas law requires businesses to assess their personal property (fixed assets, supplies and 
inventory) to determine their county property taxes. To assess your property, get the Commercial 
Personal Property Assessment Form from your County Assessor’s office. Fill it out, sign it and return it to 
the Assessor’s office before May 31. 

County Assessor’s Office 

6. Local Business Licenses, Permits and Inspections 

Most cites in Arkansas require businesses to have a business license to operate within the city 
limits. Business licenses are usually issued by the City Clerk’s office and may require several inspectons 
by various local and state government offices to make sure the business is safe and ready for operatons. 
Also, you may need to atach a Leter of Consent from your business’ property owner (if you rent the 
building) with your city Business License Applicaton. 

Below is an example of how the business license applicaton process might look for a business that 
serves food: 

City Clerk’s office for 
Business License 
Applicaton 

Return completed 
Business License 
Applicaton with 
proof of passed 
inspectons to City 
Clerk’s Office 

City Fire Marshall for 
Fire Safety Inspecton 

Building Safety 
Division for 
a. Building Inspecton 
b. Certficate of

 Occupancy 

County Health 
Department office for: 
a. Plan Review 
b. Food Safety 

Inspecton 
c. Food Establishment
    Permit 
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Here are some other licenses and permits you may have to get to comply with all local and state 
regulatons. Be sure to ask your City and County Clerk’s offices for more informaton about licenses and 
permits that are specific to your business. 

• Building Inspecton • Historic District Permit 
• Building Permits • Home Occupaton Permit 
• Certficate of Occupancy • Remodeling Permit 
• Fire Code Inspecton • Sign Permit 
• Food Establishment Permit • Zoning Approval/Permit 

Additional Licenses, Permits and Inspections 
Below are listed some additonal licenses and permits that are required depending on the type of 

business you plan to operate. 

Alcoholic Beverage Control 
A business must be inspected and licensed by the Alcoholic Beverage Control (ABC) Administraton 
Division of the Arkansas Department of Finance and Administraton to sell alcohol in the state of 
Arkansas. Contact the ABC Division for more informaton about the licensing procedure. 

Alcoholic Beverage Control Administraton 
1515 Building
 
1515 West Seventh Street, Suite 503
 
Litle Rock, AR 72201
 
Tel: 501.682.1105
 
Fax: 501.682.2221 

Website: www.dfa.arkansas.gov/offices/abc/Pages/default.aspx
 

Arkansas Department of Environmental Quality (ADEQ) 
Some businesses are required by state law to obtain permits to comply with environmental regula
tons. Contact the Arkansas Department of Environmental Quality to see if your business requires 
special permits to dispose of certain waste materials. 

Arkansas Department of Environmental Quality
 
Business Assistance Programs
 
Public Outreach and Assistance Division
 
5301 Northshore Drive
 
North Litle Rock, AR 72118-5317
 
Tel: 501.682.0820
 
Tel: 888.233.0326
 
Fax: 501.682.0880
 
Website: www.adeq.state.ar.us/poa/businessasst.htm
 

Child Care 
Child care facilites are licensed and regulated by the Arkansas Department of Human Services. 
Contact your county office of Human Services for more informaton and to receive a packet of 
regulatons. 

Arkansas Department of Human Services
 
Tel: 501.682.8590 

Website: h�p://www.arkansas.gov/dhs/homepage.html
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Occupatonal Licenses 
Persons working in certain occupatons are required to get occupatonal licenses to open a business. 
The occupatonal license shows that you have the necessary educaton or certficaton to perform 
your dutes. Contact the Arkansas Department of Workforce Services to find out about regulatons 
that apply to specific occupatons such as cosmetology and mechanics. 

Arkansas Department of Workforce Services 
2 Capitol Mall
 
Litle Rock, Arkansas 72201
 
Tel: 501.682.3200
 
Website: www.arkansas.gov/esd/
 

Restaurant and Food Services 
All businesses that prepare and/or sell food are required to obtain a Food Establishment Permit 
from the Arkansas Department of Health. You must contact your local county Health Department 
office to make an appointment for an Environmental Health Specialist to visit and inspect your 
business. The Food Establishment Permit costs $35 and must be renewed every year. 

Arkansas Department of Health 
4815 West Markham Street
 
Litle Rock, Arkansas 72205
 
Tel: 501.661.2000
 
Tel: 800.462.0599
 
Website: www.healthy.arkansas.gov/Pages/default.aspx
 

Businesses With Employees 
There are several additonal tax and regulatory requirements for businesses that hire employees. 

First, before hiring a new employee, you will need to verify their eligibility to work in the United States. 
Afer your workers are hired, you are required to pay income and payroll taxes to the state and federal 
governments based on your employees’ salaries. 

Employment Eligibility Verificaton – Form I-9 
All of your employees will need to complete the U.S. Citzenship and Immigraton Services’ 
Employment Verificaton Form (Form I-9) to verify they are eligible to work in the United States. 
You can obtain a copy of this form at your local IRS office or online at h�p://www.uscis.gov/files 
/form/i-9.pdf. Afer you and your employee have signed the I-9, you must keep the form at your 
place of business and make it available for inspecton by U.S. government officials. You do not need 
to file the I-9 with any U.S. government agency. 

Insurance Benefits Plan 
Most employees expect their employers to provide them with an insurance benefit package. There 
are many different plans available to employers. We recommend that you get professional advice to 
help you evaluate the optons available to you. You can also contact Arkansas Health Networks to 
learn about the Arkansas state healthcare benefits program that is specifically for small businesses 
and self-employed individuals who do not have medical coverage. 
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Arkansas Health Networks 
Westlake Corporate Center 
Shannon Building 
10801 Executve Centre Drive 
Suite 101 
Litle Rock, AR 72211 
Tel: 1.800.540.7566 
Fax: 501.228.6532 
Fax: 501.537.8081 
Website: www.arhealthnetworks.com/index.php 

Labor Laws 
There are state and federal labor laws that apply to businesses employing four or more people. 
Contact the Arkansas Department of Labor to obtain more informaton about minimum wage 
requirements, overtme, child labor and workplace safety. The Department of Labor can also send 
you workplace safety and wage requirement signs that you must post in your business. 

Arkansas Department of Labor U.S. Department of Labor 
10421 West Markham, First Floor 200 Consttuton Avenue, NW 
Litle Rock, AR 72205 Washington, DC 20210 
Tel: 501.682.4500 Tel: 866.487.2365 
Website: www.arkansas.gov/labor/index.html Website: www.dol.gov 

Social Security and Medicare 
The Federal Insurance Contributons Act (FICA) requires employers to withhold a certain porton of 
their employees’ salary to pay Social Security and Medicare taxes. Employers are required to file the 
Form W-2 with the Social Security Administraton for each employee to report wages earned. 
Contact the local IRS office or website (www.irs.gov) for more informaton.  

Workers’ Compensaton Insurance 
Businesses with three or more employees are required to pay Workers’ Compensaton Insurance 
that will pay their employees if injured on the job. The amount of insurance you must buy depends 
on the type of business you have. Contact a licensed insurance agent and the Arkansas Workers’ 
Compensaton Commission (AWCC) for more informaton. Also, employers must post signs in their 
place of business that inform employees how to handle workplace injuries. The AWCC provides 
some signs. 

Arkansas Workers’ Compensaton Commission 
324 Spring Street 
P.O. Box 950 
Litle Rock, AR 72203 
Tel: 501.682.3930 
Tel: 800.622.4472 
Website: www.awcc.state.ar.us/ 
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Taxes 
The taxes you pay to the state and federal governments depend on your business legal structure and 

the products or services you offer. Refer to the local IRS office and the Arkansas Department of Finance 
and Administraton for more informaton. 

Federal Taxes 

Federal Income Tax 
All businesses must file an annual income tax return with the federal government (IRS). The 
amount of taxes you pay depends on the legal structure of your business. Refer to the local IRS 
office or the IRS website at www.irs.gov for more informaton. 

Federal Unemployment Tax (FUTA) 
The Employer’s Annual Federal Unemployment Tax (FUTA) is a federal tax that you pay to the 
state unemployment system. This tax is an employer-paid tax that you do not withhold from 
an employee’s salary. You must pay FUTA taxes quarterly using Form 940 or 940-EZ. 

Arkansas Department of Workforce Services 
2 Capitol Mall
 
Litle Rock, Arkansas 72201
 
Employer Account Services: 501.682.3798
 
Technical and Wage Services: 501.682.3100
 
Employer Charges: 501.682.1181
 
Website: www.arkansas.gov/esd/
 

Federal Employment Tax (Payroll Taxes) 
If you have employees, the federal government requires you to collect and deposit employment 
taxes from their wages/salaries as well as your employer’s share. The Federal Insurance Contri
butons Act (FICA) requires that 12.4 percent of any earned income up to an annual limit must 
be paid into Social Security and an additonal 2.9 percent must be paid into Medicare. In order 
to file the taxes, you must have your employees fill out the Employee’s Withholding Allowance 
Certficate (Form W-4) when you hire them. Refer to the local IRS office or the IRS website at 
www.irs.gov for more informaton. 

State Taxes 

State Income, Sales and Withholding Taxes 
All businesses must file an annual income tax return with the state government and pay 
quarterly sales and withholding taxes. The amount of taxes you pay depends on the legal struc
ture of your business and the number of employees you have. You enroll your business in the 
state tax system when you register your business with the Arkansas Department of Finance and 
Administraton. 

Arkansas Department of Finance and Administraton 
1509 West Seventh Street 
Litle Rock, AR 72201 
Tel: 501.683.2827 
Tel: 877.280.2827 
Online applicaton ATAP: h�ps://atap.arkansas.gov/AR_xwTapMgr.aspx 
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State Unemployment Tax (SUTA) 
The Employer’s Annual State Unemployment Tax (SUTA) is a state tax you pay to the state 
unemployment system. This tax is an employer-paid tax that you do not withhold from your 
employee’s salary. 

Arkansas Department of Workforce Services 
2 Capitol Mall
 
Litle Rock, Arkansas 72201
 
Employer Account Services: 501.682.3798
 
Technical and Wage Services: 501.682.3100
 
Employer Charges: 501.682.1181
 
Website: www.arkansas.gov/esd/
 

Insurance 
As an entrepreneur, you are responsible for protectng your business and maintaining your family’s 

well-being. Having appropriate insurance coverage is one of your best strategies to protect your interests 
and minimize your risks. You should consult an insurance agent to learn more about insurance policies 
available to business owners. A qualified agent will help you identfy your insurance needs and develop a 
plan to meet those needs. 

Most businesses require the following types of insurance: 

• Property 
� Fire 
� Hazard 
� Crime/Thef 

• Liability 
• Automobile 

Other coverage includes: 

• Business interrupton 
• Dental 
• Disability 
• Group life 
• Health 
• Vandalism 

Some insurance companies 
offer a package of property 

and liability insurance called 
Business Owner’s Policy 

(BOP). A BOP is easier to 
handle and is streamlined to 

meet business owner’s needs. 

Bankers will require 
property and liability 
insurance as a conditon. 

Health Insurance 
Contact Arkansas Health Networks to learn about the Arkansas state healthcare benefits program 
that is specifically for small businesses and self-employed individuals who currently do not have 
medical coverage. 

Arkansas Health Networks 
Westlake Corporate Center
 
Shannon Building
 
10801 Executve Centre Drive, Suite 101
 
Litle Rock, AR 72211
 
Tel: 1.800.540.7566 

Fax: 501.228.6532 

Fax: 501.537.8081 

Website: www.arhealthnetworks.com/index.php
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Register 
Business with 
Secretary of 

State 

Register 
Business 

Name 

• File a Doing Business As (DBA) Certficate at the County Clerk’s 
office. 

• File your Business Entty Form online with the Secretary of State 
Business and Commercial Services Division at h�ps://www.ark.org 
/sos/ofs/docs/index.php. 

Federal 
Employer 

Identficaton 
Number (EIN) 

•	 Apply for your Employer Identficaton Number (EIN) for filing 
federal and state (Arkansas) taxes. 

•	 You may apply online (Form SS-4) at h�ps://sa1.www4.irs.gov 
/modiein/individual/index.jsp. 

•	 Register your business with the State of Arkansas. 
•	 You may apply online with Arkansas Department of Finance and 

Administraton, Revenue Department at h�ps://atap.arkansas.gov 
/AR_xwTapMgr.aspx. 

•	 Use your EIN to apply. 

•	 Fill out and return the Commercial Personal Property Assessment 
Form to the County Assessor's office. 

Arkansas 
Taxpayer Access 

Point 

Business 
Property 

Assessment 

Local 
Business 
Licenses 

• Obtain local Business License Applicaton at the City Clerk's office.  
• Schedule and obtain required inspectons. 
• Atach informaton to Business License Applicaton and return to 

the City Clerk’s office. 
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Step 10 
Obtaining Financial Assistance
 

Results from our 2009 survey show that many Latno entrepreneurs have problems getng a 
sufficient amount of money to start their businesses. Almost 40 percent of the people who took the 
survey said that having enough money was their biggest obstacle when they were startng out. Only 
16 percent of the partcipants got bank loans to start their businesses. This secton is designed to help 
you get the money you need to establish your business. 

Topics covered in this secton: 

•	 Sources of financing 
•	 Applying for a bank loan 

Before startng this secton, update the start-up costs table in Step 2 (page 11) and the Financial Plan 
secton of your Business Plan. Think about the questons below while you are updatng these 
documents – these are the types of questons lenders might ask before agreeing to loan you money: 

•	 How much money do I need? 
•	 What exactly will this money be used for? 
•	 How long have I been in this type of business? 
•	 What is my personal experience in managing money and business? 
•	 What is my credit score? 
•	 What personal financial resources can I invest in the business? 
•	 What am I willing to give up to acquire the money to start my business (credit, ownership of 

business)? 

These questons are important because they will tell the bank what kind of a person you are, how 
well you know your business and whether you are able to pay back the loans you get. You need to know 
exactly how much money you need and what it will be used for. The bank needs to know that you have 
accounted for all of your costs and that you understand where your money needs to be spent. Your 
personal knowledge about running a business and managing money is important because it shows the 
bank that you are responsible and experienced. A bank will not lend money to someone who does not 
know how to organize his or her finances or maintain a good credit record. Finally, the bank will want to 
see how much of your personal money you are investng in the business. They will be more likely to assist 
someone who has a substantal stake in the business. 

Here are the three traditonal sources of financing that small business owners usually rely on to help 
them start their business. We suggest that you carefully consider your personal savings and equity 
funding optons before applying for a bank loan. 

Sources of Financing 
•	 Personal savings 

•	 Personal savings are monies you have saved for your business venture. This is 
usually the primary source of capital for small businesses. 

•	 Debt financing 
•	 Debt is money you borrow from a bank, family or friends to start your business 

venture. You are legally obligated to repay the amount of money you borrow 
from these sources. 

•	 Equity funding 
o	 Equites are funds provided by investors or partners in exchange for owning a 

part of the business. 
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Advantages Disadvantages 

Debt 

• You retain total control of the 
company. 

• More flexibility in how you use the 
money and how much you use. 

• It can be difficult to get more debt 
financing later if you need it. 

• It can be more difficult to obtain 
than equity funding. 

• If the business fails, you are stll 
obligated to repay the money. 

Equity 

• You are notrequired to pay it back. 
• It increases the company’s net 

worth and makes it more stable. 
• You can qualify for more debt 

funding. 
• If the business fails, you do not 

have to repay investors’ money. 

• You lose total control of the 
company. 

• You must share the business 
profits. 

Applying for a Bank Loan 
Before you apply for a bank loan, you need to understand that banks are in the business of making 

money; they are not charitable insttutons. When the bank’s loan officer interviews you for a loan 
applicaton, he or she will be mainly interested in how you will repay the money they lend you. 

Keeping this in mind, it is also important that you know the following informaton about getng a 
bank loan: 

•	 100 percent loans do not exist. 
•	 Banks will require you to put up 25 to 30 percent of the start-up costs. 
•	 Getng a loan is a difficult and tme-consuming process – it may take 60 to 90 days. 
•	 You must have good personal credit scores – your credit history shows your ability/likelihood 

to repay. 
•	 You must have a good work history. 
•	 You must show that you have experience and/or training in this type of business. 
•	 You must show that you have enough cash flow to make the monthly loan payments. 
•	 You should have leters of recommendaton. 

Additonal informaton about bank loans: 

Five Cs of Credit 

Capacity to repay 
•	 How will you repay? 

•	 Repayment plan (tme frame) 
•	 How much profit will your company generate? 

•	 Sources of repayment 
•	 Will business cash flow provide enough money to repay? 

•	 Probability of repayment 
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Capital 
•	 How much of your money did you invest in the business? 

•	 Your capital investment indicates how much you are risking if the 
business fails. 

•	 Banks believe that you are more likely to make sure the business succeeds 
if you have money invested. 

•	 How much money do you have in reserve? 
Collateral 

•	 What are your repayment sources in case the business fails? 
•	 What guarantees can you provide the lender? 
•	 What assets (equipment, building) do you have? 

Conditons 
•	 What is the intended purpose of the loan? 
•	 What will the money be used for – equipment, inventory? 
•	 What are the current industry conditons/trends? 
•	 How will the bank evaluate the risk/reward of investng in your business? 

Character 
•	 What kind of impression do you make on the lender?  
•	 What is th lender’s opinion of you, your educaton and your experience in the 

business? 
•	 What is the quality of your references? 
•	 What is your employees’ background and experience? 

Types of business loans 

•	 Short-term – 1 year 
•	 Long-term – more than 1 year/less than 7 years 

Financial statements you will need for a bank loan application 

•	 Personal financial statement 
•	 Balance sheet 
•	 Profit and loss statement 
•	 Statement of cash flow 
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Appendix A
 

Business Start-Up Preparations Checklist
 

Long-Term Preparations 
• Research the industry and market you plan to enter. 

• Know the trends, forecasts, developments, opportunites, risks, compettors, etc. 

• Decide if you will work at your business full-tme or part-tme. 

• Investgate courses and seminars dedicated to helping small business owners and start-ups. 

• Choose the hours and days of operaton for your business. 

• Outline a monthly and yearly budget. 

• Select a business lawyer. 

• Select an accountant. 

• Make a plan to obtain funding/financing. 

• Choose a legal form for your business (sole proprietorship, partnership, corporaton, or limited liability). 

• Choose a name for your company. 

• Register the name (DBA Certficate) with your County Clerk’s office. 

• Form a legal entty and acquire an Employer Identficaton Number from the IRS. 

• Become familiar with federal, state and local regulatons and compliance requirements. 

• Select a locaton. 

• Have business building inspected before signing lease/purchase agreement.  

• Have lease/purchase agreement reviewed by your lawyer before signing. 

• Sign a lease/purchase agreement for your new business space.  

• Create a floor plan for your new business space. 

• Obtain risk and property insurance for your business. 

• Open a business bank account. 

• Obtain company contact informaton: telephone and fax number, e-mail address, postal address. 

• Connect business utlites: electricity, water, gas, telephone, internet. 

• Obtain required local and state licenses and permits. 

• Set the prices for your product/service. 

• Determine what financing you will need and how you will get it. 

• Write a business plan. 

• Register trademarks, copyrights, logos, patents, etc. 

• Select office equipment and suppliers. 
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Mid-Term Preparations 
•	 Set up accountng/record-keeping system. 

•	 Set up financial management system. 

•	 Write a sales and marketng plan. 

•	 Create a customer service policy. 

•	 If you're hiring staff: 
•	 Post available jobs or find a recruitng company. 
•	 Become familiar with labor laws. 
•	 Find payroll services. 

Short-Term Preparations 
•	 Create marketng materials (signs, flyers, brochures, statonery or business cards). 

•	 Atend networking opportunites to build your business (Chamber of Commerce events, business 
contacts, conferences, social networking, word of mouth, etc.). 

•	 Write and distribute a press release announcing your new business. 

•	 Find an answering service soluton for when you can’t take phone calls. 
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Appendix B 

Contact Information for 

Small Business Resources
 

Arkansas State Government 
Arkansas A�orney General 
323 Center Street, Suite 200 
Litle Rock, Arkansas 72201 
Tel: 501.682.2007 
Tel: 800.482.8982 
Website: www.ag.arkansas.gov 

Arkansas Contractors Licensing Board 
4100 Richards Road 
North Litle Rock, AR 72117 
Tel: 501.372.4661 
Fax: 501.372.2247 
Website: www.state.ar.us/clb/ 

Arkansas Department of Environmental Quality 
Public Outreach and Assistance Division 
Business Assistance Programs 
5301 Northshore Drive 
North Litle Rock, AR 72118-5317 
Tel: 501.682.0820 
Tel: 1.888.233.0326 
Fax: 501.682.0880 
Website: www.adeq.state.ar.us/poa 

/businessasst.htm 

Arkansas Department of Finance 
and Administraton 
1509 West Seventh Street 
Litle Rock, AR 72201 
Tel: 501.683.2827 
Tel: 877.280.2827 
Online ATAP applicaton: 
h�ps://atap.arkansas.gov/AR_xwTapMgr.aspx 

Arkansas Department of Finance 
and Administraton 
Alcoholic Beverage Control Administraton 
1515 Building 
1515 West Seventh Street, Suite 503 
Litle Rock, AR 72201 
Tel: 501.682.1105 
Fax: 501.682.2221 
Website: www.dfa.arkansas.gov/offices/abc/ 

Pages/default.aspx 

Arkansas Department of Finance 
and Administraton 
Alcoholic Beverage Control Enforcement 
P.O. Box 2259 
Litle Rock, AR 72203 
Tel: 501.682.8174 
Fax: 501.682.3874 
Website: www.dfa.arkansas.gov/offices/abc 

/Pages/default.aspx 

Arkansas Department of Health 
Environmental Health 
Food Protecton 
4815 West Markham Street, Slot 46 
Litle Rock, AR 72205 
Tel: 501.611.2171 
Fax: 501.611.2572 
Website: www.healthy.arkansas.gov 

/programsServices/environmentalHealth 
/foodProtecton/Pages/default.aspx 

Arkansas Department of Human Services 
P.O. Box 1437 
Donaghey Plaza South, Slot S201 
Litle Rock, AR 72203 
Tel: 501.682.1001 
Tel: 800.482.8988 
Website: www.arkansas.gov/dhs/homepage.html 

Arkansas Department of Labor 
10421 West Markham 
Litle Rock, AR 72205 
Tel: 501.682.4500 
Fax: 501.682.4535 
Website: www.arkansas.gov/labor/index.html 

Arkansas Department of Workforce Services 
Employer Services 
2 Capital Mall 
Litle Rock, AR 72201 
Tel: 501.682.3798 
Website: www.arkansas.gov/esd/ 
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Arkansas Economic Development Commission 
Small and Minority Businesses 
900 West Capital Avenue 
Litle Rock, AR 72201 
Tel: 501.682.6105 
Tel: 1.800.ARKANSAS 
Fax: 501.682.7394 
Website: h�p://arkansasedc.com 

/small-and-minority-businesses.aspx 

Arkansas Health Networks 
P.O. Box 25330 
Westlake Corporate Center, Shannon Bldg 
10801 Executve Centre Drive, Suite 101 
Litle Rock, AR 72211 
Tel: 800.540.7566 
Fax: 501.228.6532 
Website: www.arhealthnetworks.com/index.php 

Arkansas Insurance Department 
1200 West Third Street 
Litle Rock, AR 72201 
Tel: 501.371.2600 
Tel: 800.282.9134 
Fax: 501.371.2618 
Website: www.insurance.arkansas.gov/ 

Arkansas Secretary of State 
Business and Commercial Services Division 
1401 West Capitol Avenue, Suite 250 
Litle Rock, AR 72201 
Tel: 501.682.1010 
Website: www.sosweb.state.ar.us/corp_ucc.html 
E-mail: corporatons@sos.arkansas.gov 

Arkansas Tobacco Control 
101 East Capitol Avenue, Suite 401 
Litle Rock, AR 72201-3826 
Tel: 501.682.9756 
Fax: 501.682.9760 
Website: www.arkansas.gov/atcb/ 

Arkansas Workers' Compensaton Commission 
P.O. Box 950 
324 Spring Street 
Litle Rock, AR 72203-0950 
Tel: 501.682.3930 
Tel: 800.622.4472 
Website: www.awcc.state.ar.us/ 

Entrepreneurial Resources
 

Arkansas Small Business and 
Technology Development Center 
ASBTDC Lead Center 
UALR College of Business 
Donald W. Reynolds Center for Business and 
Economic Development 
2801 South University 
Litle Rock, AR 72204 
Tel: 501.683.7700 
Tel: 800.862.2040 
Fax: 501.683.7720 
Website: h�p://asbtdc.ualr.edu/ 

Small Business Administraton 
Arkansas District Office 
2120 Riverfront Drive, Suite 250 
Litle Rock, AR 72202-1796 
Tel: 501.324.7379 
Fax: 501.324.7394 
Website: www.sba.gov/ar 

Northwest Arkansas SCORE 
614 East Emma Street, Room M412 
Springdale, AR 72764 
Tel: 479.725.1809 
Website: www.nwascore.org/ 

Li�le Rock SCORE 
2120 Riverfront Drive, Suite 250 
Litle Rock, AR 72202-1796 
Tel: 501.324.7379, Ext. 302 
Fax: 501.324.7395 
Website: www.li�lerock.scorechapter.org/ 
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