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INTRODUCTION

If you are exploring the feasibility of starting a business of your own, you have probably entered a maze of information, infomercials, and never-ending published materials, and you are probably in a quandary as to where to go from here.  Welcome to the world of entrepreneurism—a world that is truly exciting and scary.  But don’t let that dampen your enthusiasm, because enthusiasm, optimism, and persistence are the core characteristics of small business owners.  We would like to help you channel that enthusiasm and better direct your efforts as you start down the path to exploring that business of your own.

Starting a business is the fulfillment of a lifelong dream for many people, but overlooking details can interfere with the successful implementation of that dream.  The majority of small business failures are the result of inadequate planning and poor management.  This start-up guide will provide you with an overview of the steps you need to take to avoid some of the common pitfalls.  

We urge you to follow up your study of this guide by attending the How to Start and Manage a Small Business workshop, which the SBA (Small Business Administration), SCORE (Service Corps of Retired Executives), and SBDCs (Small Business Development Centers) offer throughout Northern California.  As you read on, you will learn about other SBA-sponsored training and financing programs and about free counseling and guidance available to you throughout the life of your business.

This guide contains

· information on choosing the right business for you

· information on some of the licenses and permits you may be required to obtain

· a business plan outline you should use to begin planning your business

· an overview of SBA loan, management, and technical assistance programs

· a listing of various statewide organizations and resources that will be of assistance to you in starting your business

The one characteristic that all entrepreneurs share is risk taking, and starting and owning a small business can be risky.  While we cannot assure you that your business will be successful as a result of implementing the steps we discuss in this publication, following them will most certainly begin to minimize the risks.  Continued research and planning will further minimize those risks.  

We know the obstacles that new entrepreneurs face, and we salute your courage and creativity.  The U.S. Small Business Administration is here to help you through that process, and we strongly urge you to take advantage of our programs and assistance on an ongoing basis.

We hope you will find this guide useful and wish you luck and entrepreneurial success.

CHOOSING THE RIGHT BUSINESS FOR YOU

Although more than half a million businesses are started each year, owning and operating a business is not for everyone.  Many businesses are started without a realistic evaluation of personal objectives, individual talents, and personality traits.  There is no way to eliminate all the risks associated with starting a small business.  However, you can improve your chances of success with research, good planning, and preparation.  Start by evaluating your strengths and weaknesses as an owner and manager of a small business.

Your Personal Objectives

· What are your personal needs?  Your financial objectives?

· How will owning a business affect your family?  Your standard of living?

· Are you mainly interested in money, power, or flexibility? 

Your Talents

· Do you have any special skills or expertise in a particular industry? 

· How will your talents help you in the development and operation of your own business? 

· How good are you at making decisions?  At planning and organizing? 

· Do you like to sell?  Can you sell?  (You will be required to sell yourself, your company, and your products or services.) 

Your Personality Traits

· Are you a self-starter?  Is your drive strong enough to maintain your motivation?  It will be up to you—not someone else telling you—to develop projects, organize your time, and follow through on details.  Running a business can wear you down.  Some business owners burn out because they carry all the responsibility on their shoulders.  Strong motivation to make the business succeed will help you survive slowdowns as well as periods of burnout.

· Are you an authoritarian or a team player?  How well do you get along with different personalities?  Business owners need to develop working relationships with a variety of people—customers, employees, bankers, lawyers, accountants, vendors, etc.

· Are you willing to risk everything you own?  Will you be able to live with the fear of loss?  Will your family?

The chart on the following page will help you decide if you have what it takes to run a business.  Be honest!

Do You Have What It Takes? 

Starting a business is risky at best, but your chances of succeeding will improve if you first understand if you have what it takes.  Below are some questions to help you evaluate whether you do.

	Questions to Ask Yourself
	1.
Are you a self-starter?


I do things on my own. No one has to tell me to get going.


If someone gets me started, I keep going all right.


Easy does it. I don’t put myself out until I have to.

2.
How do you feel about
other people?


I like people and can get along with just about anyone.


I have plenty of friends and don’t need anyone else.


Most people irritate me.

3.
Can you lead others?


I can get most people to go along when I start something.


I can give the orders if someone tells me what we should do.


I let someone else get things moving; then I go along if I feel like it.

4.
Can you take responsibility?


I like to take charge of things and see them through.


I’ll take over if I have to, but I’d rather let someone else be responsible.


There’s always some eager beaver around wanting to show how smart s/he is. I say let ‘em.

5.
How good an organizer are you?


I like to have a plan before I start. I’m usually the one to get things lined up.


I do all right unless things get too confused; then, I quit.

· I get all set, and then something comes along and presents too many problems. So, I just take things as they come.


	6.
How good a worker are you?


I can keep going as long as I need to.  I don’t mind working hard for something I want.


I’ll work hard for a while, but     

         when I’ve had enough, that’s it.


I can’t see that hard work gets you anywhere.

7.
Can you make decisions?


I can make up my mind in a hurry if I have to.  It usually turns out okay, too.


I can if I have plenty of time. If I have to make up my mind fast, I think later that I should have decided the other way.


I don’t like to be the one to decide things.

8.
Can people trust what you say?


You bet they can. I don’t say things I don’t mean.


I try to be on the level most of the time, but sometimes I say what is easiest.


Why bother, if other people don’t know the difference?

9.
Can you stick with it?


If I make up my mind to do something, I don’t let anything stop me.


I usually finish what I start—if it goes well.


If it doesn’t go well immediately, I quit. Why beat my brains out?

10.
How good is your health?


I never run down!


I have enough energy for most things I want to do.


I run out of energy sooner than most of my friends. 


Now total the number of checks you have next to the first, second, and third answers.  If most of your checks are beside the first answers, you probably have what it takes to run a business.  If not, you’re likely to have more trouble than you can handle by yourself.  Better find a partner who is strong on the points on which you are weak.  If most of your checks are next to the third answers, even a good partner may not be able to shore you up.

Considerations in Choosing Your Business
	What kind of business should
I start?
	People often ask, “What kind of business should I start?”  No one can answer this for you.  A particular business generally succeeds or fails because of its market, the skill of the owner(s) and workers, and the quality of the product or service, not because of the type of business.



	Your experience
	Your experience is most important when you are considering starting a new business or purchasing an existing one and less important when buying a franchise.  If you start a new business or purchase an existing one, past experience in that particular industry may help you to better understand your customer market, the operating cycle of the business, and the practices unique to the trade, and it may help you to avoid costly mistakes.  If you buy a proven franchise, your purchase should include a developed technical support system that makes previous experience in the industry less important.

Consider working or volunteering in as many positions as possible in a business similar to the one you want to start or buy, before you open your own.  This way you can try it out before committing.  You can also explore the business by attending association and networking meetings within the industry and by talking to other entrepreneurs.  Ask questions and more questions.  Entrepreneurs love to talk about their businesses and share experiences.   


Is Your Business Idea Feasible?

People make the mistake of blindly pursuing business ownership without adequately evaluating whether the idea is feasible.  Evaluating the feasibility of a business allows you to make a more informed “go” or “no go” decision, and it involves a detailed examination of financial, personal, and market realities.  Some of the key elements that you should explore and honestly appraise include the following:

· Do you have enough money to get your idea off the ground without going into debt?  If not, where are you going to get your money?  Do you have enough cash and the right combination of prior experience, credit status, and other tangible assets to secure financing for the venture?  Are you willing to take the risks of loss associated with assuming debt?

· Can the business generate enough cash to pay its expenses as well as your desired level of owner profit?

· Are your management skills adequate for overseeing and developing the business operations and market and selling your product or service?

· Is there a demand for your product or service?  Can you really compete and stay competitive with other businesses that have been at it longer and that enjoy an established reputation?

On the Upside ...
It’s true; there are a lot of reasons not to start your own business, but for the right person, the advantages of business ownership far outweigh the risks.

· You get to be your own boss.

· Hard work and long hours directly benefit you, rather than increasing profits for someone else.

· Earnings and growth potential are far less limited.

· A new venture is exciting.

· Running a business will provide endless variety, challenge, and opportunities to learn.

· Have you done research on market demand, or have you just assumed that people need or want your product or service? 

· Are the rewards from the business, both monetary and personal, worth the effort and investment you are going to have to make?  What is the worst thing that could happen if you go into business for yourself?  Are you capable and willing to deal with the worst possibility, should it occur?

LOCAL, STATE, AND FEDERAL BUSINESS REQUIREMENTS

If you are operating a home-based or service business, you may think it inconceivable that you would have to comply with any of the numerous local, state, and federal regulations, but in all likelihood, you will.  Avoid the temptation to ignore regulatory details.  Doing so may avert some red tape and money in the short term, but it could be an obstacle as your business grows.  Before you do anything, take the time to research the applicable regulations and structure your business so that it will be in compliance from day one.

Below is a checklist of the most common requirements that affect small businesses, but it is by no means all-inclusive.  Bear in mind that regulations vary by industry.  If you’re in the food-service business, for example, you will have to deal with the health department.  If you use chemical solvents, you will have to meet environmental compliances.  Being out of compliance in any aspect of your business could leave you legally unprotected, lead to expensive penalties, and jeopardize your business.

Business Licenses

	
	There are many types of business licenses: state, local, and professional.  Depending upon what you do and where you plan to operate, most businesses will be required to have a license of some sort.  Licenses are administered by a variety of departments, so first check with the Business License Office or the Tax Collector in the city or county where you plan to do business.  (Please see the table on page 13)
To find out if your corporation requires a state license, contact the following agency:

The California Department of Commerce

Office of Small Business

801 K Street, Suite 1700

Sacramento, CA 95814

(916) 324-1295 




Fictitious Business Name

Registering your business name, after doing a search to make sure it is not already being used, protects you from others who might be using the same name.  It also gives you grounds to prevent your competition from using your name.

Federal Self-Employment Tax

Everyone must pay Social Security tax.  If you are self-employed, your Social Security contribution is made through the self-employment tax.  You will also need to determine how best to report earnings and pay your business taxes.  Contact the Internal Revenue Service at (800) 829-1040, or visit any office of the IRS for more information.  There are publications, counselors, and workshops available to help you set up and understand this very important aspect of your business.

Business Formation

	Articles of Incorporation

www.ss.ca.gov

(916) 657-5448
	You must decide if your business will be structured as a sole proprietorship, partnership, or corporation.  Partnerships and corporations should be legally established using an attorney to develop the contracts.  If you have decided to incorporate your business, contact the Secretary of State:

The Secretary of State’s Office

1500 11th Street, Third Floor

Sacramento, CA 95814  

(916) 657-5448



Many cities and towns require that you register and pay a fee to do business there. Contact the Tax Collector’s Office in the city or county where your business will be located.

Employer Identification Number

	
Employer Identification Number
(800) 829-1040
	If you have employees, you are required to have an employer identification number (EIN).  You may also get one if you prefer not to use your Social Security number in business transactions.  Contact the IRS to obtain an employer identification number.  Call (800) 829-1040, http://www.irs.gov/ or visit any IRS office for more information.


If You Plan to Hire Employees...

Workers’ Compensation Insurance

You are required to carry workers’ compensation insurance if you have employees.  If an employee is injured on the job, this insurance will cover his or her medical bills, for which you would otherwise be liable.  You can obtain a policy from many private insurance companies or from the State Compen-sation Insurance Fund.  Contact the California Industrial Relations Depart-ment, which has offices throughout the state.

State Withholding Taxes
If you have paid more than $100 in wages to an employee in a given calendar quarter, you are required to withhold taxes for state disability insurance, personal income taxes, unemployment insurance, and employment training.  You must register for an employer account number. Contact the Employment Development Department of the State of California for guidelines, for information, and to register.  Check your local telephone directory for the office nearest you, or see the listings on page 13.

Federal Withholding Taxes
Under certain circumstances, you are required to withhold income tax and Social Security (FICA), be liable for your employees’ portion of Social Security taxes, and pay federal unemployment tax. Nonpayment of federal employer taxes can result in audits, penalties, difficulties obtaining bank financing, and closure of your business.  For more information, contact the IRS at (800) 829-1040 or http://www.irs.gov/. 

State Taxes

You must file your state business taxes separately if you are a partnership or corporation.  If you are a sole proprietorship, you file through your personal income taxes.  You can obtain the necessary business tax forms and general information from the Franchise Tax Board, which has local offices throughout California.

Seller’s Permit

You will need a seller’s permit or a resale number if you plan to sell products. The permit allows you to purchase inventory from suppliers without paying taxes. To obtain a permit, contact the State Board of Equalization.

LICENSING AND REGULATORY CONTACTS

	PRIVATE 

	SAN FRANCISCO
	OAKLAND

	FICTITIOUS BUSINESS NAME
	County Clerk’s Office 

City Hall,  Suite 168

1 Dr. Carlton Goodlett Place

(415) 554-4950

www.sfgov.org/countyclerk
	County Clerk

1106 Madison St., Room 101

(510) 272-6362

www.co.alameda.ca.us/auditor/reclerk.htm

	BUSINESS
LICENSE
	Tax Collector

City Hall, #140

(415) 554-4400

www.sfgov.org/tax


	Business Tax Office

250 Frank H. Ogawa Plaza, #1320

(510) 238-3704

www.oaklandnet.com

	ZONING
	Planning Dept. Zoning Information

1660 Mission St., 1st Floor

(415) 558-6377

www.sfgov.org/planning 
	Zoning Info Desk

250 Frank H. Ogawa Plaza, Second Floor

(510) 238-3911

www.oaklandnet.com

	WORKERS’ COMPENSATION
	State Compensation Insurance Fund

303 Second Street

Suite 600 South

(415) 974-8100

www.scif.com
	State Compensation Insurance Fund

2955 Peralta Oaks Ct.

(510) 577-3184

www.scif.com

	INCORPORATION
	Secretary of State

1500 11th Street

Sacramento, CA  95814

(916) 657-5448 

www.ss.ca.gov
	Secretary of State

1500 11th Street

Sacramento, CA  95814

(916) 657-5448 

www.ss.ca.gov

	FEDERAL WITHHOLDING TAXES
	Internal Revenue Service

(800) 829-1040 http://www.irs.gov/
	Internal Revenue Service

(800) 829-1040 http://www.irs.gov/

	STATE WITHHOLDING TAXES
	Employment Development Dept.

(888) 745-3886

www.edd.cahwnet.gov
	Employment Development Dept.

(888) 745-3886

www.edd.cahwnet.gov

	EMPLOYER IDENTIFICATION NUMBER
	Internal Revenue Service

(800) 829-1040

www.irs.gov/
	Internal Revenue Service

(800) 829-1040

www.irs.gov/

	SELLER'S PERMIT
	State Board of Equalization

121 Spear St., Suite 460

(415) 356-6600

www.boe.ca.gov/
	State Board of Equalization

1515 Clay St., #303

(510) 622-4100

www.boe.ca.gov/


LICENSING AND REGULATORY CONTACTS

	PRIVATE 

	SAN JOSE
	SANTA ROSA

	FICTITIOUS BUSINESS NAME
	County Clerk

East Wing, 1st Floor

70 W. Hedding St.

(408) 299-5665

www.clerkrecorder.org
	County Clerk

2300 County Center Dr., #B177

(707) 565-3800

www.sonoma-county.org/clerk

	BUSINESS
LICENSE
	Business Tax Office

801 N. First St.,  #217

2nd Floor

(408) 277-4985

www.csjfinance.org
	City Hall Annex

Finance Dept.

90 Santa Rosa Ave.

(707) 543-3170

www.ci.santa-rosa.ca.us

	ZONING
	Dept. of Planning

801 N. First St., #400

(408) 277-4576

www.ci.san-jose.ca.us/planning/sjplan
	Planning Division

100 Santa Rosa Ave.

(707) 543-3223

http://ci.santa-rosa.ca.us/cd/

	WORKERS’ COMPENSATION
	State Compensation Insurance Fund

6203 San Ignacio Avenue

(408) 363-7600

www.scif.com
	State Compensation Insurance Fund

1450 Neotomas Ave.

(707) 573-6300

www.scif.com

	INCORPORATION
	Secretary of State

1500 11th Street

Sacramento, CA  95814

(916) 657-5448 

www.ss.ca.gov
	Secretary of State

1500 11th Street

Sacramento, CA  95814

(916) 657-5448 

www.ss.ca.gov

	FEDERAL WITHHOLDING TAXES
	Internal Revenue Service

(800) 829-1040

http://www.irs.gov/
	Internal Revenue Service

(800) 829-1040

http://www.irs.gov/

	STATE WITHHOLDING TAXES
	Employment Development Dept.

(888) 745-3886

www.edd.cahwnet.gov
	Employment Development Dept.

(888) 745-3886

www.edd.cahwnet.gov

	EMPLOYER IDENTIFICATION NUMBER
	Internal Revenue Service

(800) 829-1040

www.irs.gov/
	Internal Revenue Service

(800) 829-1040

www.irs.gov/

	SELLER'S PERMIT
	State Board of Equalization

250 South Second St.

(408) 277-1231

www.boe.ca.gov/
	State Board of Equalization

50 D St., #230

(707) 576-2100

www.boe.ca.gov/


PREPARING YOUR BUSINESS PLAN

	Blueprint for Your Business

www.sba.gov/starting/indexbusplans


	Developing a business plan is widely considered to be the most important thing you do before going into business.  The business plan is a personal management tool that you should continue to use after start-up; it will assist you in the ongoing development of your business.  Many refer to the business plan as being the blueprint or roadmap for your business.  A thoroughly researched and well-thought-out business plan will clarify your goals, focus your energy, give direction to your work, and help you gauge your progress.  For businesses seeking financing, it is a tool for raising capital.  To obtain a loan or attract investors, you will need to present a cohesive picture of your business, the management team, why it will succeed, and how you intend to repay the investors.

	The Format
	There is no magic formula.  No business-planning outline is totally comprehensive in its content or coverage.  The following outline will get you started in the right direction; not every question will apply to you or your type of business.


Your Business Plan

I.
EXECUTIVE SUMMARY
· The Executive Summary is the first component of your business plan but is prepared after all other elements of the plan.  It succinctly summarizes (in no more than two pages) the Organization Plan, Market Plan, and Financial Plan. It should be thoughtfully written, because potential investors often will not get into the body of the plan if their interest in not captured at this point.

II.
ORGANIZATION PLAN

The Business

· Describe the business, including history, legal structure, major products or services, and personnel.

· Discuss the business’ major strengths and limitations and its goals for sales, new product development, growth, etc.

Operations
· Describe the hours and days of operation, equipment and supplies needed, and inventory storage and maintenance.

Management and Organization

· Describe the current and anticipated legal structure for your business: sole proprietorship, partnership, or corporation.

· Describe the personal and management expertise of all principals (append resumes) and the percentage of interest or stock that each principal holds. Discuss your succession plan in case of the loss of key personnel.

· Describe your proposed organizational structure (include an organizational chart), and specifically identify the responsibilities of and compensation for each position (append position descriptions).

· Describe professional resources (attorney, accountant, consultants and advisors) available to the business. 

· Discuss your personnel policies (append a copy) and compensation packages.

III.
MARKET PLAN
Industry

· Describe the size, maturity, and competitive nature of your industry, any barriers to entry and growth, and the effect of economic swings upon the industry.

· Discuss the role of government regulations in the industry as current and future trends in the industry, technologies being used, and seasonality (if appropriate).

Location
· Describe your location in terms of geography, customer access, proximity to competitors and to transportation, distribution of goods, and zoning.

Product or Service
· Describe all the products and services the business offers, the cost and profit of each, and the break-even point.

· Discuss patents, trademarks, or proprietary features.

Market Analysis
· Describe your target market—who will buy your product or service and why—and your target market demographics and trends.

· Discuss your competition—who has what share of the existing market—and where your business will fit into that picture.

Market Strategy
· Describe the difference between your product or service and that of your competitors, your pricing scheme or fee structure in light of competition, and your product or service.

· Discuss the type and number of sales staff needed.

· Describe credit policies for your customers.

· Describe your advertising plan, and include an advertising budget.

IV.
FINANCIAL PLAN

· Include monthly financial projections for the first year and annual projections for the next two years. Use the following financial tools:

· Income statement (also called a profit and loss statement)

· Balance sheet

· Cash flow projection

· Include a financial analysis, prepared by using the following financial tools:

· Break-even analysis

· Analysis of key business ratios

V.
APPENDICES
· Articles of Incorporation

· Partnership agreements

· Copies of leases

· Resumes, position descriptions

· Personnel policies

· Market survey results

FINANCING YOUR BUSINESS

More than 80% of new entrepreneurs start their businesses without any commercial loans or debt financing.  In order to not saddle themselves with debt, they often choose to obtain their initial financing from their own savings, from friends and family members, informal investors, or home-equity loans.

For those who do not have these financing options available, many entrepreneurs seek financing from commercial lenders.  Lenders prefer to finance a business with a track record and plan for growth based on experience in the industry. 

When seeking commercial financing, you need to be prepared to discuss your project with a loan officer.  Completing your business plan is a crucial part of that preparation

Eligibility Criteria

To be eligible for an SBA guaranteed loan, the business must be for profit and qualify as a small business under the SBA size standard criteria.  The applicant(s) must be of good character and demonstrate sufficient management expertise and commitment to provide reasonable assurance of a successful business operation.  The applicant must have a historical earnings and cash-flow record or probable future earnings that demonstrate the ability to repay the loan.  As a rule, the SBA requires that the borrower have a minimum capital injection for a new business start-up or a business acquisition equal to one-third of the total project cost.  For an existing business, acceptable tangible net worth is required, demonstrating that the business can operate on a sound financial basis.

Businesses ineligible for SBA assistance include those engaged in speculation, lending, investment, and residential real estate acquisition.

	How to Apply
for a Loan
	Loan applications are obtained from participating lenders. (Please see pages 24–26.) Generally, the following documentation is required:


A current profit and loss statement and balance sheet for existing businesses or a pro forma statement for new businesses.  Provide a realistic projected cash flow and profit and loss statement for one year (monthly breakdown)


A current personal financial statement for each principal of the business having 20% or more ownership


Itemized use of proceeds


Collateral with an estimate of current market value and liens against the collateral


A comprehensive, well-documented, carefully researched business plan


A schedule of business debt as well as aging of accounts receivable and payable

Personal and business tax returns for the last three years
A copy of your lease and any contracts or agreements pertinent to the applicant



SBA Lending FAQ

For a program overview, please visit www.sba.gov/financing 

	How does the SBA bank guarantee loan program work?
	SBA enables its participant banks to provide financing that is otherwise not available by guaranteeing approximately 75% - 85% of the loan (the banks also have some of their own money at risk).  This helps to offset the risk associated with lending to small businesses.  For bank guaranteed loans, the maximum amount is generally $2,000,000.  There is no minimum amount; and some banks will make loans as small as $5,000.  SBA provides the bank with a written authorization outlining the conditions of the SBA guarantee (e.g., the interest rate, loan maturity, and the collateral).  In the event the business fails, SBA pays the bank its pro rata share and SBA also shares in any recoveries obtained from the collateral.  The borrower remains liable for the full loan amount.  SBA does not currently have funding for direct loans nor does it provide grants or low interest rate loans for business start-ups or expansions.  If you are buying real estate or heavy equipment, you may also qualify for a Certified Development Loan (504) loan with as little as 10% down.

	How do I apply for an SBA loan?


	Our participating banks have the SBA loan applications and they are responsible for processing, closing, disbursing, and servicing the loan.  A list of local SBA participant banks is attached.  If your local bank of account is on our list - that is a good place to start.  Many of the banks now have on-line application procedures, so you may check the web site before you start.  SBA’s involvement is limited to reviewing the loan application submitted by the bank to assure it meets eligibility and credit standards.  The following information is generally needed; your business plan supported with pro forma cash flow assumptions and balance sheets, personal financial statements and copies of IRS returns, business financial statements (if already in business), collateral available to secure the loan, and management resumes of those involved in operating the business.  Be prepared to discuss your proposal in detail.  Once a bank determines they are comfortable with making the loan, they will then forward your loan application and a credit analysis to SBA (our Preferred or Express Lenders have delegated lending authority and this helps to expedite the process).

	
	The following information is generally needed; your business plan supported with pro forma cash flow assumptions and balance sheets, personal financial statements and copies of IRS returns, business financial statements (if already in business), collateral available to secure the loan, and management resumes of those involved in operating the business.  Be prepared to discuss your proposal in detail.  Once a bank determines they are comfortable with making the loan, they will then forward your loan application and a credit analysis to SBA.

	What do I need to qualify for the loan?


	The business must be “for profit” and meet size and other eligibility standards (including your criminal history and alien status).  It is estimated that 97% of all small businesses are eligible for SBA assistance (please check the SBA web site at www.sba.gov for details).  SBA requires an equity injection by the applicant.  100% financing is not possible.  A reasonable equity injection or down payment is generally 20% and may require up to 35% or more for startups.  This is generally in the form of cash, but machinery and equipment or other tangible assets may be substituted.  The owners or managers must demonstrate they have the knowledge and experience needed to operate and manage the business successfully.  The business must demonstrate it can generate sufficient profits to both repay their loan and provide the owner with reasonable compensation for operating the business. 



	What if I have a bad credit history?


	Like all lenders, SBA loans do take into consideration your past credit history.  The first thing a bank will do when you apply for a loan is obtain your Credit Report.  If you have not already reviewed your report, you should do so before you apply.  You can access them on-line at www.creditbureau.org.  Be prepared to discuss any problems (e.g., late pays, collection accounts, judgments, and bankruptcies).  If they can be justified by extenuating circumstances, you may have a chance at obtaining credit.

	What kind of collateral is required?


	Repayment ability from the cash flow of the business, not collateral, is the primary consideration in the SBA loan decision (good character, management capability, collateral and owner’s equity contribution are also important).  All owners of twenty percent (20%) or more of the business are required to personally guarantee the SBA loan.  The SBA does not decline a loan solely due to lack of collateral; however, if collateral is available and a borrower refuses to pledge it, the loan can be declined.  The SBA guaranty acts like a substitute for collateral from a bank’s point of view (this is why the SBA loan program was created).

	What are the terms and interest rates on an SBA loan?


	SBA does not set the interest rate on the loans, only the maximum rate the bank may charge (they are generally variable rate loans and tied to prime plus 1% - 6½% depending on the size and type of loan).  SBA also charges a 1% to 3½% guaranty fee on the loan (it is charged to the bank, but usually passed on to the borrower).  The actual rates and terms are negotiated between the lender and the borrower.

	If there is no break on the interest rate, what is the benefit of the SBA guaranty?


	SBA’s loan program was designed to provide assistance to businesses that cannot obtain financing at reasonable rates and terms elsewhere.  If a borrower can access credit with better terms, it usually means they have established credit or they have plenty of equity in real property.

	How long do I have to repay the SBA loan?


	When a bank uses the SBA guaranteed loan program, the borrower benefits by having a longer maturity, which equates to lower monthly payments.  The repayment term for SBA loans is generally between five and twenty-five years depending on the life of the assets being financed and the cash needs of the business.  Working capital loans (inventory and accounts receivable) should be repaid in five to ten years. 



	What if I am declined for an SBA loan?


	The best defense is a good offense….so be prepared when you apply for the loan.  You must be able to sell your idea and its merits to the banker.  By law, a lender must substantiate the reason for any loan they decline.  If the lender questions the business plan, ask what can be done to improve it.  Then, correct the business plan and resubmit it to the lender.  If that lender is unwilling to approve the loan or submit the application to SBA, try another lender.


 The Microloan Program

	
	The MicroLoan Program was developed to increase the availability of very small loans to prospective small business borrowers. Under this program, the SBA makes funds available to nonprofit intermediaries, who in turn make loans to eligible borrowers in amounts that range from under $500 to a maximum of $35,000.  Completed applications can usually be processed by the intermediary. 

Each non-profit lending organization has its own loan requirements, but must take as collateral any assets bought with the microloan. In most cases, the personal guaranties of the business owners are also required.

	Terms, Rates and Fees
	Under the Microloan Program, the maximum loan amount is $35,000. The average is around $10,000. The maximum term allowed for a loan is six years. However, loan terms vary according to the size of the loan, the planned use of funds, the requirements of the intermediary lender, and the needs of the small business borrower. Interest rates vary, depending upon the intermediary lender. Rates are generally competitive.

	Use of Funds
	The loan proceeds can be used for working capital; equipment; furniture and fixtures; inventory; and leasehold improvements.

The proceeds cannot be used to refinance existing debts.



	Microloan Intermediaries
	Arcata Economic Development Co.

100 Ericson Court, Suite 100

Arcata, CA  95521

http://www.aedc1.org 
(707) 822-4616
	San Francisco Micro Loan Program

(Southeast Asian Community Center)

875 O’Farrell Street

San Francisco, CA  94109

 (415) 885-2743



	
	California Coastal Rural Dev. Co.

221 Main Street, Suite 301

Salinas, CA  93901

http://www.calcoastal.org./
(831) 424-1099
	Oakland Business Development Co.

519 17th Street, Suite 100

Oakland, CA  94612

http://www.obdc.com/
(510) 763-4297


SBA Participating Lenders

	Asiana Bank
	http://www.asianabankusa.com/
	(408) 260-6900

	Banco Popular North America
	http://www.bancopopular.com/ 
	(562) 622-9716

	Bank of Alameda
	http://www.bankofalameda.com/
	(510) 748-8927

	Bank of Amador
	http://www.bankofamador.com/ 
	(209) 223-2320

	Bank of America 
	http://www.bankofamerica.com/
	(800) 263-2055

	Bank of Lodi
	http://www.bankoflodi.com/
	(209) 367-2070

	Bank of Petaluma
	http://www.bankofpetaluma.com/
	(707) 765-2222

	Bank of Santa Clara
	http://www.gbbk.com/
	(408) 987-9429

	Bank of the West 
	http://www.bankofthewest.com/
	(877) 735-1591

	Bank of Walnut Creek
	http://www.bowc.com/
	(925) 932-5353

	Bay Bank of Commerce
	http://www.gbbk.com/
	(510) 357-2265

	Borrego Springs Bank
	http://www.borregospringsbank.com/
	(925) 746-7172

	Bridge Bank
	http://www.bridgebanksv.com
	(408) 556-8334

	Business Bank of California
	http://www.businessbank.com/
	(650) 266-6844

	Business Lenders
	http://www.businesslenders.com/ 
	(877) 345-6267

	Business Loan Center
	http://www.thebusinessloancenter.com/ 
	(704) 664-3611

	California Bank and Trust
	http://www.californiabankandtrust.com/
	(916) 561-1121

	Capital One, FSB
	http://www.capitalone.com/ 
	(877) 847-2287

	Cathay Bank
	http://www.cathaybank.com/ 
	(213) 346-3736

	Central California Bank
	http://www.centralcaliforniabank.com/ 
	(925) 778-6700

	Central Valley Community Bank
	http://www.clovisbank.com/ 
	(559) 323-3384

	CIT Small Bus. Lending Corp.
	http://www.smallbizlending.com/
	(530) 753-4529

	CitiBank  (merged w/CalFed)
	http://www.citibank.com/
	(415) 658-4205

	City National Bank
	http://www.cnb.com/
	(213) 347-2434

	Coast Commercial Bank
	http://www.gbbk.com/
	(831) 458-4560

	Comerica Bank of California
	http://www.comerica.com/
	(831) 460-1700

	Community Bank of Central Calif.
	http://www.community.bnk.com/
	(831) 422-6642

	Community National Bank
	http://www.comnb.com/
	(800) 722-2552

	County Bank of San Francisco
	http://www.countybank.com/
	(209) 725-4522

	Cupertino National Bank
	http://www.gbbk.com/
	(408) 782-8654

	East West Bank
	http://www.eastwestbank.com/
	(626) 485-6566

	Enterprise Capital, Inc.
	http://www.enterprisecapitalinc.com/ 
	(401) 886-4600

	Exchange Bank
	http://www.exchangebank.com/
	(707) 524-3200

	Farmers & Merchants Bank 
	http://www.fmbonline.com/
	(916) 686-5588

	Far East National Bank
	http://www.fareastnationalbank.com/
	(415) 677-8567

	First Bank & Trust
	http://www.firstbanks.com/
	(415) 788-3700

	First Nat’l Bk of Central California
	http://www.1stnational.com
	(800) 698-4722

	First Northern Bank of Dixon
	http://www.thatsmybank.com/
	(916) 567-6270

	GE Capital Corp.
	http://www.gecapital.com/
	(925) 730-6466

	General Bank 
	http://www.generalbank.com/ 
	(626) 582-7221

	Goleta National Bank
	http://www.goleta.com/
	(415) 444-5150

	Greater Bay Bank
	http://www.gbbk.com/
	(408) 975-6918

	Hanmi Bank
	http://www.hanmi.com/ 
	(213) 382-2200

	Heritage Bank of Commerce
	http://www.heritagecommercecorp.com/
	(408) 947-6900

	Humboldt Bank
	http://www.humboldtbank.com/
	(707) 269-3120

	Innovative Bank
	http://www.innovativebank.com/
	(510) 763-8492

	Matrix Capital Bank
	http://www.matrix-capital.com/ 
	(720) 956-6550

	Mechanics Bank
	http://www.mechbank.com/
	(510) 419-3916

	Monterey County Bank
	http://www.montereycountybank.com/
	(831) 649-4600

	NCB, Federal Savings Bank
	http://www.ncb.coop/ 
	(860) 297-0208

	Nara National Bank, N.A.
	http://www.narabank.com/
	(408) 557-2003

	National Bank of the Redwoods
	http://www.nrbonline.com/
	(707) 573-4800

	North Coast Bank
	http://www.ncoastbank.com/
	(707) 528-6300

	Novato Community Bank
	http://www.ncbanking.com/
	(415) 898-5400

	Pacific Crest Bank
	http://www.paccrest.com/
	(310) 413-4431

	Peninsula Bank of Commerce
	http://www.gbbk.com/
	(408) 975-6918

	Premier Bank
	http://www.premierbankusa.com/
	(303) 623-8888

	SAFEBIDCO
	http://www.safe-bidco.com/
	(707) 577-8621

	San Jose National Bank
	http://www.sjnb.com/
	(408) 947-7562

	Sequoia National Bank
	http://www.sequoianationalbank.com/ 
	(415) 781-0600

	Service 1st Bank
	http://www.service1stbank.com/ 
	(877) 956-7800

	Small Business Loan Source, Inc.
	http://www.sbls.com/ 
	(800) 457-4307

	Solano Bank
	http://www.solanobank.com/
	(707) 259-2332

	Sonoma National Bank
	http://www.snbank.com/
	(707) 579-0610

	South Valley National Bank
	http://www.svnb.com/ 
	(408) 848-2161

	Summit State Bank
	http://www.summitstatebank.com/ 
	(707) 584-8200

	Summit National Bank (The) 
	http://www.summitbk.com/
	(408) 270-1500

	Trans-Pacific National Bank
	http://www.tpnb.com/ 
	(415) 543-3377

	Temecula Valley Bank
	http://www.temvalbank.com/
	(800) 939-3736

	U. S. Bank, N.A. 
	http://www.usbank.com/
	(800) 303-4722

	UPS Capital Business Credit 
	http://www.upscapital.com/ 
	(877) 765-9002



	Union Bank of California
	http://www.uboc.com/ 
	(866) 825-6267

	United Commercial Bank
	http://www.unitedcb.com/
	(415) 928-0700

	Valley Community Bank
	http://www.valley-community-bank.com/
	(925) 243-9600

	Vineyard Bank
	http://www.vineyardbank.com/ 
	(800) 442-4996

	Vintage Bank
	http://www.vintagebank.com
	(707) 259-2332

	Vision One (Optometrist’s only)
	http://www.visionone.org/
	(800) 327-2628

	Wachovia SBA Lending, Inc.
	http://www.firstunion.com/
	(800) 998-6888

	Washington Mutual
	http://www.wamu.com/
	(888) 577-6828

	Wells Fargo Bank
	http://www.wellsfargo.com/
	(800) 495-8256

	Wilshire State Bank
	http://www.wilshirestatebank.com/
	(408) 557-2800


SBA Participating Certified Development Companies

	
	The CDC Program provides growing businesses with long-term, fixed-rate financing for major fixed assets, such as land and buildings.  CDCs work with the SBA and private-sector lenders to provide this financing.  Typically, a 504 project includes a loan secured with a senior lien from a private-sector lender covering up to 50 percent of the project cost, a loan secured with a junior lien from the SBA-guaranteed debenture covering up to 40 percent of the cost, and a contribution of at least 10 percent from the business.


	Counties Served:
	Certified Development Company
	Phone Number


	Del Norte, Humboldt

Lake, & Mendocino
	Arcata Economic Development

100 Ericson Court, Suite 100

Arcata, CA  95521

http://www.aedc1.org
	(707) 822-4616

	Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa Clara, Solano & Sonoma
	Bay Area Employment Development

1801 Oakland Blvd., Suite 100

Walnut Creek, CA  94596

http://www.baydevco.com/
	(925) 926-1020

	Monterey & Santa Cruz
	California Coastal Rural DC

221 Main Street, Suite 301

Salinas, CA  93901

http://www.calcoastal.org/
	(831) 424-1099

	State of California
	California Statewide CDC

426 “D” Street

Davis, CA  95616

http://www.cscdc.org/ 
	(530) 756-9310

	Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa Clara, Solano & Sonoma
	Capital Access Group

300 Beale Street, Suite 101

San Francisco, CA  94105

http://www.capitalaccess.com/
	(415) 284-1460

	Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa Clara, Solano & Sonoma
	Los Medanos Fund

329 Railroad Avenue

Pittsburg, CA  94565

http://www.504cdc.com/
	(925) 439-1056

	Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa Clara, Solano & Sonoma
	The Mortgage Capital Dev. Corp.

611 Front Street

San Francisco, CA  94111

http://www.tmcdcapital.com/
	(415) 989-8855


SBA MANAGEMENT AND TECHNICAL ASSISTANCE PROGRAMS

SBA Centers

	
	The SBA has created powerful tools for small businesses: the Entrepreneur Center in San Francisco, East Bay Entrepreneur Center, and the SBA • Cisco Systems • San Jose Entrepreneur Center.  All offer a wide range of assistance to help business owners with business planning, market research, and training.

	
	

	The Entrepreneur Center
455 Market St., 6th floor

San Francisco

(415) 744-4244

	The Center comprises two parts: the Business Information Center (BIC) and the Entrepreneur Center Training Room.  The BIC functions as a reference library with materials on a wide variety of topics, such as marketing and financial resources, with a strong emphasis on creating business plans.  Business software available in the BIC includes Jian, which helps create business plans; Harvard MBA, a CD-ROM filled with detailed business ideas; the U.S. Census Bureau’s CD-ROM series, loaded with information gleaned from their census; as well as several other user-friendly applications.  The Entrepreneur Magazine Group has provided the BIC with a series of planner kits specific to different businesses, covering everything from ad agencies to window washers.  The BIC offers a range of other publications and a collection of videotapes, all oriented toward helping small-business owners help themselves.  The Entrepreneur Center also assists small businesses by providing seminars and workshops in the center’s Training Room.  Topics cover a spectrum of interests and needs, including high-tech training.

	
	

	East Bay Entrepreneur Center 

519 17th St. 

Oakland 

(510) 273-6000

	In the East Bay Entrepreneur Center, East Bay businesses have access to a centralized business assistance center for all the services on the SBA’s roster including SBA’s guarantee loan programs, counseling from the East Bay Small Business Development Center, a business research library and training on a variety of topics.

	
	

	SBA • Cisco Systems • San Jose Entrepreneur Center

84 W. Santa Clara St.

San Jose 

(408) 494-0210
	The Entrepreneur Center is a unique private/public/non-profit partnership bringing the latest in business management, technology, financial, training and management assistance to South Bay entrepreneurs.  This one-stop, full-service Center puts at your disposal all the tools to succeed in today's Internet Economy.  Here, the potential or existing small business owner can access SBA's full roster of services.  In addition, you can:

· Meet with lenders to determine your financing needs and options

· Receive expert counseling from the Silicon Valley SCORE Chapter and the Silicon Valley Small Business Development Center

· Utilize the Business Information Center for business research

· Explore the Cisco Internet Development Center's self-paced learning modules

· Meet with representatives of area Chambers of Commerce and business assistance organizations

· Receive International Trade Assistance

· Attend training programs led by experts in their fields

Visit the Entrepreneur Center's website at www.ecenteronline.org

	

	Financing Programs

· Microlender

· SBA Lenders

· Certified Development Companies

· Nor-Cal FDC

Technical Assistance

· Silicon Valley SCORE

· Silicon Valley SBDC

· Pacific Community Ventures

· East San Jose Community Law Center

· Ethnic Chambers of Commerce

Training

· Technology

· Business Management

· Marketing
	Research and Technology

· Business Information Center

· Cisco Internet Development Center

International Trade Assistance

· Center for International Trade Development 

· Information and Training

· Counseling

· Financing

Procurement Assistance

· 8(a) Certification

· Government Contracting

· Northern California Supplier Development Council


SCORE

	
	The Service Corps of Retired Executives (SCORE) is a volunteer management-counseling program sponsored by the SBA, composed of active and retired business executives who volunteer their time counseling and advising small business owners on the many aspects of starting and better managing their businesses.  Avoid some of the pitfalls and bumps in the road by learning from their experience.  You can take advantage of this service as often as you like for as long as you like.  To make an appointment, call the offices listed below.



	
	San Francisco, San Mateo, and  Marin Counties
	San Francisco SCORE

455 Market St., 6th Floor

San Francisco, CA 94105

Email: Sfscore@sfscore.com 

	(415) 744-6827

	
	Santa Clara County
	Silicon Valley SCORE

84 W. Santa Clara St., Suite 100

San Jose, CA 95113

Email:  svscore@hotmail.com 

	(408) 288-8479

	
	Alameda, Contra Costa, and Solano Counties
	East Bay SCORE

519 17th St., Suite 240

Oakland, CA 94612

Email: eastbayscore@yahoo.com 

	(510) 273-6611

	
	North Coast Counties

(Sonoma to Oregon, Lake, and Napa Counties)


	California North Coast SCORE

777 Sonoma Ave., Suite 115 B

Santa Rosa, CA 95404


	(707) 571-8342


Small Business Development Centers

	
	The Small Business Development Centers (SBDCs) A cooperative effort of the private sector, the educational community and federal, state and local governments. 

SBDCs deliver up-to-date counseling, training and technical assistance in all aspects of small business management.  Their services include, but are not limited to, assisting small businesses with financial, marketing, production, organization, engineering and technical problems and feasibility studies.

Special SBDC programs and economic development activities include international trade assistance,  technical assistance, procurement assistance,

venture capital formation and rural development.

  


	San Francisco and Northern San Mateo Counties 
	San Francisco SBDC 
Al Dixon, Director
455 Market St., 6th Floor
San Francisco, CA 94105 

www.sfsbdc.org 
(415) 908-7501


	Mendocino, Sonoma and Marin Counties
	Redwood Empire SBDC 
Lorraine DuVernay, Director

606 Healdsburg Avenue 

Santa Rosa, CA 95401 

www.santarosa.edu/sbdc/
(707) 524-1770



	North Santa Clara and South San Mateo Counties 
	Silicon Valley SBDC 
84 West Santa Clara St., #100

San Jose, CA 95113 

www.siliconvalley-sbdc.org/
(408) 494-0240


	Solano County
	Solano County SBDC

Chuck Easton, Director
424-C Executive Court
North 
Sairfield, CA 94534 

(707) 864-3382



	Monterey West of Hwy.  101 and Santa Cruz Counties 
	Central Coast SBDC
Teresa Thomae, Director
6500 Soquel Drive
Aptos, CA 95003 

http://www.businessonline.org
(831) 479-6135


	Napa and Lake Counties
	Napa Valley College SBDC

Sue Jensen, Acting Director
1556 First Street, Suite 103
Napa, CA 94559  

www.napasbdc.org 
(707) 253-3210



	Contra Costa County and Alameda County 
	Contra Costa SBDC 

Beverly Hamile, Director
2425 Bisso Lane, #200
Concord, CA 94520 

(925) 646-5377


	Del Norte, Eureka and Humboldt Counties 
	North Coast SBDC

Judith St. Clair, Director
520 “E” Street
Eureka, CA  95503 

www.northcoastsbdc.org 
(707) 445-9720




CONSIDERATIONS IN OPERATING A HOME-BASED BUSINESS

In starting their businesses, many entrepreneurs consider basing their businesses in their homes for a number of reasons: minimizing their risks by keeping a low overhead, having a business that is not driven by clients/customers coming to their location, being able to combine running a business with the need to care for other family members, and having flexibility in terms of work hours, etc.  As a consequence, a growing number of businesses today are home based. 

Not everyone, however, is suited for working in their living environment.  Many home-based business owners have cited isolation as being a major problem; others point to a lack of the necessary self-discipline.  The only difference between starting a business in your home versus starting one in a commercial space is the location.  All the other rules of entrepreneurship apply: you must determine whether you have what it takes to be an entrepreneur; you must do the necessary research and homework; and you must develop a business plan. 

Many of our nation’s well-known businesses started out as home-based businesses, companies such as Hershey Candy Bar, Mary Kay Cosmetics, and Hewlett-Packard. 

Let’s look at some of the special points that you should consider in establishing your business in your home: 

· You must be self-disciplined.  You cannot be distracted from your business by the demands of family, visiting neighbors, etc.  You must be able to set limits and plan your time.  The relaxed environment of working at home should not distract you from running the business. 

· You should treat your business as though you’re operating in a commercial space.  This means establishing and maintaining set hours and an environment of professionalism.  Dedicate space that is used for your business and absolutely nothing else.  No matter what you have scheduled for the day, dress for work. 

· Create a supportive business environment.  You will need to have the furnishings and technological support of a commercial office, including a desk, chair, filing system, computer, separate business telephone line and answering system, fax machine, copier, supplies, and inventory. 

· Establish a solid structure for your business.  Choose the legal form for your business.  Many home-based businesses are sole proprietorships, but ensure that the legal form you choose is appropriate for your business.  Set up an effective record-keeping system, and ensure that you are in compliance with all tax requirements.  Make sure the business use of your home is compatible with your existing homeowner’s policy; you might need a commercial policy for full protection. 

· Verify that it is legal to operate out of your home.  Contact the city or county where you reside to obtain a copy of your zoning ordinance.  If you live in a condominium, check with your condo association, as some prohibit the operation of a home-based business. 

· Maintain a good relationship with your neighbors.  Avoid complaints that may arise from the traffic caused by clients visiting you or by delivery trucks. 

· Build a supportive network among family members.  It is important that your family understand and support you in your business because a home-based business will more often than not create some disruption to their lifestyle and privacy. 

Some Home-Based Business Do’s and Don’ts

· Keep your home-based business separate from your home life.  Never combine household and business errands.

· Establish regular hours, and start your day as if heading for the office.  Dress appropriately.

· Have dedicated space and a dedicated telephone line that are only used for business.

· Learn to discipline yourself and stay within your time schedule.

· Avoid loneliness and isolation by getting out often to meet with clients and to attend networking and association meetings.

BUYING A BUSINESS COMPUTER 

	
	Be sure to ask the right questions before you buy.  When shopping for your computer, you need to find out some basics: 

· How long has the manufacturer been around?  Numerous shakeouts have happened in this industry in the past few years, and more are sure to come. Look for a company that has been around for a long time, which in the computer industry means at least a couple of years.  Note what the length of the warranty is for your system.  Some computer manufacturers guarantee different components for different periods of time. If a manufacturer believes in its system, it will back it appropriately. 

· Whether you buy through the mail, from a superstore, or from an online website, make sure you check into any hidden costs.  For example, if you purchase a system from a mail-order house, what is their return or repair policy?  Saving a few dollars up-front doesn't mean a lot if you are charged 10-20% return charges, or if you have to pay mail charges when your system needs repairs. 

If your system does need repairs at some point, you need to know how long you will be without it.  It's a good idea to verify that repairs can be made within 72 hours or less of the return of your system. 

	What type of system should you purchase?
	Desktop or notebook?   A couple of years ago the distinction between these two types of personal computers was very clear.  But now, because price and performance are very close and because most of the peripherals that were limited to desktop machines are now available (at comparable prices) on notebooks, your decision is less restricted.  Desktop machines typically cost less than notebooks, but if you use your system all of the time and find yourself needing to work out of the office a lot, a notebook may be a better choice.

PC or Macintosh?  The two most popular operating environments today are Microsoft(r) Windows(r) and the Apple Macintosh. Almost all personal computers sold today come preloaded with one of these two environments, called operating systems. If the majority of people you work with use a PC, you may wish to purchase a PC for compatibility. Likewise, if your co-workers are Macintosh users, you may wish to buy a Macintosh.

Choose the system that best fits the needs of your business and consider these other factors:

· Your software applications should have a consistent look and feel so that you can leverage your knowledge about one program (how to accomplish certain tasks) to other programs. 

· There should also be a wide variety of off-the-shelf applications available to meet your business needs that also have the ability to customize generic applications (i.e., word processor) if needed. 

	
	Memory and hard drives.  Many people do not understand the different types of memory on a computer.  Random Access Memory-commonly referred to as RAM-is the part of a computer where files are kept while you are working on them. RAM is what is also used by the application to store its specific instructions.  The hard drive is where information you create and where software programs you use is permanently stored.  RAM is not permanent.  If the power goes off or if your machine freezes, anything not saved on your hard drive is usually lost.  This is why it is always a good idea to regularly save the files you are working on. 

Most computers today come with a minimum of 64 megabytes (MB) of RAM. If you plan to use multiple applications at the same time or if you want a quicker response from the computer, consider upgrading the RAM to at least 128 MB.  Increasing the amount of memory is the fastest way to improve overall system performance.

The current minimum hard drive size is 4 gigabytes (GB), although systems with 12 GB+ are common. Determine what software applications you will be running and what their hard-drive space requirements are, and then allow yourself hard-drive space above and beyond what you think you will use. Give yourself ample room to grow so that you will not be constrained by a small hard drive.  After all, incremental increases in disk space are very cheap.

Microprocessor and Speed.  The microprocessor, sometimes called the CPU or central processing unit, rules over all other hardware in the computer system.  There are two main families of computer processors, the Mac and PC.  All Macintosh computers sold today have a G3 or G4 processor.  All PC computers sold have some variety of the Pentium or Pentium-compatible Intel.  The K6, Athlon, and Cyrix names are used to describe non-Intel microprocessors.  In general, the Intel-compatible microprocessors work and act like an Intel but are generally less expensive.  Intel's own lower cost alternative microprocessor is the Celeron.

Speed of the microprocessor is measured in megahertz or MHz.  Megahertz refers to the internal clock speed of the processor.  The larger the megahertz value, the faster the microprocessor.  For most users, a 500 MHz processor is sufficient, and prices will dramatically increase as you get closer to 1 GHz speeds.

	
	CD or DVD?  CD-ROM (Compact Disc-Read Only Memory) or DVD (Digital Video Disk) drives are now standard with most new computers. Both devices provide high capacity memory storage. The storage capacity of one CD is equal to approximately 600 or more 3.5-inch floppy disks. DVD Drives yield a much larger storage capacity of 4.7 gigabytes.  In addition to type of drive, you must also consider speed of the drive.  Most of today's systems ship with at least a 32X CD-ROM or a 4.8x DVD-ROM.  

Networking.  If your office will have more than one computer, you should consider the many benefits of networking your office.  A network can reduce your overall technology investment by allowing you to share expensive devices such as, laser printers, faxes and modems.  With your office networked, everyone can share access to the Internet and e-mail through a single connection.

Data/fax modem. A Digital Subscriber Line (DSL) or a cable modem should be at the top of you list if your business relies on the Internet for data.  These services are high-speed internet connections that are intended for home or small business use.  DSL operates over existing phone lines and allows the user to still talk on the phone while using the internet.  The cable modem utilizes your existing TV cable.  Both of these services are very reasonably priced when considering that DSL negates the cost of an additional phone line plus the monthly internet subscription fees while, in most cases, the cable infrastructure is already in place.  Note that these services are not available in all areas and connection speeds will vary.  However, the current computer shipping standard is a data/fax modem with a speed of 56 kbps.  

Technology is advancing at such as rapid pace that it is important for anyone who intends to invest in a new computer to investigate and understand the current advances in computer technology. This is important in order to avoid buying a system that will quickly become outdated or that is ill suited for your particular business purposes.


	Handheld Pocket PC
	The handheld pocket PC is not your typical handheld organizer, and that's exactly the point.  The handheld PC gives customers the Internet, information, content, and access to their business and personal lives at any given time, in any given place.



	
	Not much larger than a calculator, some pocket PC's comes standard with applications like Pocket Word, Pocket Excel, and Internet Explorer in addition to all the familiar applications like Contacts, Calendar, and Inbox (e-mail). Some models have an ultra-bright color TFT screen, or monochrome display. 

The convergence of your business and personal lives is becoming more prolific.  People are looking for anything that can help them better manage this convergence of business and person life.  The handheld PC addresses this need with wireless access to email with attachments or the browsing of real WebPages from a real website.  But when business is done, the pocket PC can help us take it easy with software media options that play your collection of MP3 music or favorite books.



	Wireless connectivity
	When partnered with the recommended attachments, the Pocket PC can become a true wireless device.  Examples of soon to be available wireless solutions include Bluetooth technology, making your personal space wireless.  Imagine having your handheld pocket PC auto-synchronize with your desktop computer as soon as you enter the office, without having to put it in a hard-wired cradle.  When partnered with a Bluetooth-enabled phone, you can connect to the Internet anytime, anywhere, without having bulky wires to contend with.



	
	The handheld pocket PC also can be used in a wireless LAN scenario.  When partnered with the appropriate hardware, a wireless LAN PC card can be inserted into a PC Card expansion pack.  While at the office you can connect to your corporate LAN, without having to connect with a wire to a LAN jack.  This is especially useful if you are constantly in conference room meetings, but still need to be connected to the corporate network.



	
	If you need to have constant access to e-mail, the handheld pocket PC can serve in this capacity as well.  For example, several technology companies are producing PC Cards that have CDPD (for North America) capabilities.  When inserted into a PC Card Expansion Pack, these solutions can be configured to send and receive e-mail messages real time, or in batch.  They can be configured to read Notes databases, or SQL databases, and update your calendar or contacts.


	Choosing the Right Software for Your Business
	Just as it is important to choose the computer that is right for your business, it is equally important to select the right software.  Software is what gives your computer instructions on how to complete a task.  There are nine primary types of business software, often referred to as applications: word processors, spreadsheets, databases, project management applications, presentation graphics programs, Web site creation and management tools, e-mail and personal information managers, desktop publishing applications, graphics applications and finally, suites of applications that include many or all of these programs.  Each of these type of software applications can meet specific business needs. 

· A word processor is the most widely used application for personal computers.  With it you can write letters, compose reports, keep lists, and generate form letters and mailing labels.  Many word processors today also allow users to save documents to the Web for others to see.  In addition, word processors may also allow groups or teams of people to collaborate on documents over a network, which is much more efficient than editing hard copy documents or sending files back and forth via e-mail.

· A spreadsheet is a planning and calculating tool.  With it you can calculate budgets, personal and business expenses, amortizations, cash-flow analysis, financial projections and conduct rich analysis using pivot tables-all in a fraction of the time it takes to do these computations on paper.  Many spreadsheets today offer advanced functionality such as the ability to save spreadsheets to the Web and the ability to create dynamic pivot chart views.

· A database is a filing system that saves, sorts, and manages information, including text, numbers, and dates.  It stores the information so that you can create reports, catalogs, invoices, monthly statements, or form letters based on the data.  Databases today may also offer the ability to publish to the Web and share data over Intranets.  As well, a database may be used only on the desktop or it may integrate with a more powerful, high-end database that sits on a network server.  This ability to “scale” from a desktop to a server is important for businesses that plan to grow over the next few years.

	
	· A project management application provides a comprehensive way to manage and track your projects from building and managing the project plan to assigning tasks and communicating project information.  In many cases, a project management tool will allow you to communicate and collaborate on projects across the Web.  

· A presentation graphics program lets you create effective overheads, on-screen electronic presentations, high-quality 35-mm slides, speaker's notes, audience handouts, and more.  In addition, a presentation graphics program may let the user create animation and incorporate sounds into their presentation in order to make it more interesting to the audience.  The ability to save a presentation to the Web is also important for presenters who need to share their content with various audiences, whether the audience be in an office building across town or across the United States.

· A Web site creation and management tool lets you easily create, update, and manage your own personal or business Web site.  It also provides the ability to add your own text, graphical elements and links to other pages and sites that will make your Web site interesting to customers and partners.

· An e-mail and personal information manager provides a single location for organizing and managing all of your day-to-day information, from e-mail messages, appointments and calendars to contacts and task lists.  You can also share your calendar with other people in your company and send group invitations for meetings, which saves time.

· A desktop publishing application helps you easily create, customize, and publish materials such as newsletters, brochures, flyers, banners, catalogs, and in many cases Web sites. You are able to print your publications to a desktop printer, at a copy shop or commercial print shop, or directly to the Web.

· A graphics application lets you create professional-looking graphics for Web sites and printed material.  It usually includes customizable images, photos and artwork and may also include photo-editing capabilities.

While you can purchase each type of application separately, you now have the option to purchase all of the above applications as part of a suites software package.

Suites include full-featured applications that have been designed, from the ground up, to work together.  This is because most businesses use several applications at once, creating documents that combine text, data, and graphics.  The software applications you choose should be designed to be easy to use together.




THE INTERNET AND YOUR BUSINESS 

	Transform Your Business
	In today's highly competitive marketplace, it is more important than ever for growing businesses to enhance customer service, maximize productivity, and control costs. Customers are demanding better service and lower prices, and competitors are continually raising the bar with new solutions to meet customer needs. Within the last two years, the Internet has emerged as a critical tool doing just that.



	Internet Business Solutions
	Internet business solutions can enhance your business productivity in three primary ways through a number of ways:

	
	· Improve access to information  By turning a Web site into an information vehicle, growing businesses can give their customers hassle-free, around-the-clock access to company and product information. 

· Enhance customer service  Internet business solutions and the Web can be implemented to provide various levels of "self-support" for customers. Customers can obtain critical information or learn answers to common questions without direct contact. 

	
	· Reach a broader customer base  The Internet dramatically expands geographic sales coverage, enabling a company to build awareness and sell to customers worldwide.

· Simplify business transactions   An effective web site can manage the entire purchase transaction from credit authorization, payment, and fraud protection to tracking, fulfillment, and reporting.  Because customers place and verify their orders themselves, electronic orders are less prone to error. Also, efficiency and customer satisfaction rise as order rework and product returns are reduced, all of which holds down your overall cost of sales.



	According to the Yankee Group, in the United States, business-to-business commerce will grow from $138 billion in 1999 to over $541 billion in 2003. 
	· Improve inventory management  Over the Internet, companies can easily share current information and work together to optimize inventory management. 

· Reduce travel and communications overhead  Online collaboration can reduce, if not eliminate, the need for travel, phone calls, faxes, and overnight mail. Sharing designs, documents, and presentations, and dealing with potential suppliers or business partners, are all more effective online.

· Collapse time-to-market   By streamlining processes companies can get their products or services to market ahead of the competition.



	Productivity Tools for Employees
	By finding innovative ways to improve employee productivity, growing companies can conduct more efficient business with their customers, partners, and suppliers. Internet business solutions such as sales-force automation, intranet groupware, employee self-service, human resources management, and Web-based training can deliver profound new productivity benefits to your employees while streamlining your internal operations.



	
	· Improve customer relationships  Sales representatives can manage appointments more efficiently, send correspondence; access company, product, or customer information; develop product configurations, and generate quotes even.

· Share knowledge  While an intranet can serve as a repository for easy form, policy, and procedure access, it can also be used to distribute current project information among employees.



	Is It Right for You?
	Implementing any new business process can be a challenge. But growing businesses can rest assured that Internet business solutions can be put into service quickly and easily.  E-business pioneers have already stimulated the market so that much of the computing and network infrastructure to support Internet business solutions is already in place.  



	
	Companies that want to introduce Internet business solutions into their applications mix need to understand how these systems challenge established work patterns and habits.  It is important that a firm carefully manage:

· Information within the business

· Expectations within the minds of employees

· Change that occurs when new Internet business solutions and processes are implemented.  



	Assess Your Internet Readiness
	· Strategic Plans  How large is your company today? Where will it be a year from now? How many company sites will you have? How many employees will work in your company?

· Technology  What is the state of your current technology infrastructure? Do you currently use a LAN? Do you take advantage of shared Internet access? Is your company Web enabled? How technologically savvy is your staff?



	
	· Your Competition  What kind of Internet presence do your competitors have? Do their Web sites meet customer needs and expectations? What is the likelihood of your competitors adopting e-commerce?

· Markets  Are you looking to expand your business to reach a broader customer base? Can the Internet give you a global presence?  Are your products or services suited to Web-based commerce? 



	
	· Customer Relations  Are your customers on line today?  Do they go to the Web to look for information on products or services such as yours? 

· Supplier relations  Can you communicate with your suppliers and partner via the Internet?  Would your company benefit by better control of inventory and supplies? Do you ever need to use electronic data interchange (EDI) or other electronic payment technology?



	
	· Profitability  How will e-commerce affect your costs? Will it affect your prices, margins, cost of sales? Do you view improving internal cost controls as a priority? Is decreasing or managing your inventory of concern? 




Accessing SBA Information Electronically

	www.sba.gov
	The SBA Web site provides you with up-to-date special information on the SBA programs described throughout this text, as well as SBA publications, a calendar of local events, points of contact, on-line training, access to other federal on-line services, electronic mail forums, QWK mail, Internet e-mail, special interest groups, and downloadable shareware files.



	www.score.org
	A centralized resource for SCORE’s counseling and training, office location and contact information.



	www.ecenteronline.org
	Access information on the programs and services, including registration for workshops, located in the SBA • Cisco Systems • San Jose Entrepreneur Center.  (Please see page 32 for more information.)



	San Francisco

www.acteva.com/go/sba
San Jose

www.acteva.com/go/ecenter
East Bay

www.acteva.com/go/ebec

	SBA presents classes in San Jose and San Francisco on business management, marketing, finance, technology, and business start-ups. Descriptions of all the classes are listed and registration is available at this online service. 


BUSINESS ORGANIZATIONS 

	
	There are several business organizations that will benefit you throughout the life of your business and which offer information on:


new equipment and technology related to your business


seminars, conferences, and trade fairs for your industry


statistical and business-ratio information (in other words, what percentage of your sales should be allocated to advertising, salaries, equipment, inventory, etc.)


effective marketing and advertising strategies



	Business and Trade Organizations
	Business and trade organizations are an invaluable source of information and assistance.  There are thousands of associations covering virtually every industry, so the chances are good that you will find one that fits your type of business.  Check with your local reference library—another good advisor—for assistance.  Two helpful references are the American Encyclopedia of Associations and Ayers’ Dictionary of Trade Associations.  Many associations have regional (and sometimes local) chapters.  Most have newsletters for their members.  At the very least, subscribe to the newsletters. This is one of the best sources for obtaining information directly related to your business. 



	Networking Groups 
	Networking groups and organizations come in various types, but most help you avoid the isolation we discussed earlier, and they provide timely information and answers to your questions.  The more you participate, the more beneficial the relationship.  Meetings of business groups and networking organizations are usually listed in the local business paper, and a less comprehensive listing can be found in major newspapers.  

	Chambers of Commerce
	Chambers of Commerce provide information on local activities and trends in your area that impact your business, business education programs, and opportunities for you to network with other local entrepreneurs.  This is also a good source of information about upcoming business activities in your community.


SMALL BUSINESS RESOURCES

	
	RESOURCE
	CONTACT INFORMATION
	DESCRIPTION

	STATEWIDE

	
	Small Business Administration

San Francisco District Office


	455 Market Street, 6th Floor

San Francisco, CA 94105

(415) 744-6820

http://www.sba.gov/ca/sf
	Financial, Management and Technical Assistance; International Trade Assistance

	
	United States

General Services Administration

Enterprise Development
	450 Golden Gate, Rm. 6535

San Francisco CA 94102

(415) 522-2700

http://www.gsa.gov/oed/
	Counseling on doing business with the government; monthly business networking breakfasts



	
	California Chamber of Commerce
	1215 K Street, Suite 1400

Sacramento, CA 95814

(800) 331-8877

www.calchamber.com/
	Information on legislation affecting small businesses; Sell start-up kits for those doing business in California



	
	State of California

Office of Small & Minority Business
	707 3rd Street 
West Sacramento, CA 95605
(916) 322-5060

www.dgs.ca.gov/
	Information about small and minority business certification; houses CA State Contracts Register

	
	Secretary of State

Trademark Division

Corporatation Status or  Name Availability
	1500 11th Street

Sacramento, CA 95814

(916) 657-5448
www.ss.ca.gov
	Trademark search at  State level;  Searches on name availability within State; Requests in writing only

	
	Health Plan of California

(Pacadvantage)
	3013 Douglas Blvd., Suite 200

Roseville, CA 95661
(877) 472-2238

www.pacadvantage.org/
	Administers insurance plans for businesses with 5 to 50 employees

	
	Ex Im Bank

	250 Montgomery St., 14th Flr.

San Francisco, CA 94104

(415) 705-2285

www.exim.gov
	Aids U.S. companies engaging in  international trade; provides market research, trade leads,  counseling



	
	United Indian Nations Community Development Corp.
	1320 Webster Street

Oakland, CA  94612

(510) 763-3410


	Seminars on starting a business; technical training; business plan preparation; targeting  Native Americans 



	
	California State World Trade Commission
	1102 “Q” Street, Suite 6000
Sacramento, CA  95814

(916) 327-5806

www.commerce.ca.gov


	Export assistance to small businesses. Special export loan program

	
	California Environmental Redevelopment Fund (CERF)


	1812 J Street, Suite 21

(916) 326-5227

Sacramento, CA 95814


	Provides otherwise unavailable financing for contaminated sites

	
	USDA Business & Industry Loans


	430 G Street, #4169

Davis, CA 95616

(530) 792-5800

www.rurdev.usda.gov
	Helps create jobs and stimulate rural areas by guaranteeing a bank’s loan

	
	CEDLI (California Economic Development Lending Initiative)
	1333 Broadway, Suite 604

Oakland, CA 94612

(510) 267-8990
	Multi-bank dev. corp. providing  investment capital to small businesses

	
	California Main Street
	1102 “Q” Street, Suite 6000
Sacramento, CA  95814

(916) 322-5003

www.californiamainstreet.ca.gov
	Local Main Street programs promote a healthy business environment in California’s historic downtowns and traditional neighborhood commercial districts.



	
	California Native American Business Development Center (CNABDC)
	11138 Valley Mall, Suite 200

El Monte, CA 91731

(626) 442-3701

www.ncaied.org 
	Provides free business development services such as business plan preparation, minority certification assistance, loan packaging, market research, procurement and marketing assistance


	BAY AREA

	
	Legal Services for Entrepreneurs


	131 Steuart St. # 400
San Francisco, CA 94105

(415) 543-9444

www.lccr.com


	Assists low-income individuals  who start or enlarge for-profit businesses

	
	Northern California Supplier Development Council

	1999 Harrison St., Suite 655

Oakland, CA 94612

(510) 587-0636

http://www.ncsdc.org/


	Links minority owned businesses with corporate purchasing representatives

	
	Technology Advisory Program (TAP)


	San Jose Entrepreneur Center
84 W. Santa Clara St.
San Jose, CA 95113

(408) 494-0212

www.sbdctap.com


	Management consulting specializing in improving business operations through  technology consulting

	
	Lift
	141 Walnut Ave.

Mill Valley CA 94941

www.liftwomen.com
(415) 381-4431


	Small Business  skill development and training for women.  Business planning, financing and marketing workshops.; peer networking and group coaching

	
	Working Solutions


	611 Front Street

San Francisco, CA 94111

(415) 989-8855

 www.tmcworkingsolutions.org/


	Links small bus. with applicants from local nonprofit job training & employment programs

	
	Nor-Cal Development Corporation 
	5776 Stoneridge Mall Rd.  #345 
Pleasanton, CA 94588 
(925) 416-6491 

www.norcalfdc.org


	State loan guarantees of up to 80%, from $25,000 to $350,000.  

	
	Sci3

Sunnyvale Center for Innovation, Invention, and Ideas
	665 West Olive Avenue
Sunnyvale, CA 94086

(408) 730-7300
www.sci3.com


	Federal level patent and trademark searches

	
	Software Development Forum


	111 West Saint John St., Suite 200

San Jose, CA 95113

(408) 494-8378

www.sdforum.org
	2000+ members and the premier software & Internet organization in the Bay Area.

	
	The Sawyer Center
	606 Healdsburg Ave.

Santa Rosa, CA 95401

(707) 524-1770
www.santarosa.edu/sbdc
	 No cost consulting and information regarding intellectual property.

	SAN FRANCISCO Area

	
	Mayor's Office of  Community Development
	25 Van Ness Ave. #700

San Francisco, CA 94102

(415) 252-3169

http://www.ci.sf.ca.us/mocd/
	Information on marketing, financing and city regulations; business expansion loans



	
	Renaissance Entrepreneurship Center,

Women’s Business Center


	275 Fifth St. 2nd Floor

San Francisco, CA 94103

(415) 541-8580

www.rencenter.org
	Training; 14-week business planning class;  Micro-business incubator in San Francisco for low income women and minorities

	
	Bayview Small Business Resource Center
	3801 Third Street, Suite 616
San Francisco, CA 94124

(415) 647-3728

www.rencenter.org/bay
	Small Business training, consulting, and resource center serving entrepreneurs in Bayview, Hunters’ Point, and throughout San Francisco.

	
	Mission Economic Development Association
	3505 20th  Street (at Mission), 2nd  floor

San Francisco, CA 94110

(415) 282-3334

www.medasf.org
	Technical assistance, loan packaging, and procurement assistance. Emphasis on Mission District small business community

	
	Southeast Asian Community Center
	875 O'Farrell Street

San Francisco, CA 94109

(415) 885-2743


	Technical and financial assistance; loans up to $50,000 to low- to moderate-income refugees; administers SBA microloan program

	
	Women's Initiative 


	1390 Market St., Ste 113

San Francisco, CA 94102

(415) 247-9473

www.womensinitiative.org
	Training on business assessment, marketing, finance and sales; counseling. All fees on sliding scale. 

	
	Asian, Inc.
	1670 Pine Street

San Francisco, CA 94109

(415) 928-5910

http://www.asianinc.org
	Marketing and procurement assistance; loan packaging

	
	Urban Solutions
	1083 Mission Street, 2nd Floor
San Francisco, CA 94103

(415) 553-4433

www.urbansolutionssf.org
	Technical assistance, loan packaging and other services to San Francisco businesses

	
	Business & Techonology Center

San Francisco Public Library
	100 Larkin Street, 4th Floor

San Francisco, CA 94102

(415) 557-4400

http://sfpl.lib.ca.us/librarylocations/main/bst/bst.htm
	Provides materials and databases for business planning, research, operations, and marketing.

	
	San Mateo Economic Development Assistance


	330 W. 20th Ave

San Mateo, CA 94403

(650) 522-7240

www.cityofsanmateo.org
	Business resource guide for downtown storefront development



	
	
	
	

	EAST BAY

	
	East Bay Asian Local Development Corporation
	310 8th Street, #200

Oakland, CA  94607

(510) 287-5353

http://www.ebaldc.com
	Small business loan program

	
	City of Oakland-OSCS

Community and Economic Development Agency
	519 17th Street 6th Floor

Oakland CA 94612

(510) 238-3703

www.oaklandnet.com

	Loans available to existing Oakland-based businesses

	
	Oakland Business Development Corporation
	519 17th Street, #100

Oakland, CA  94612

(510) 763-4297

www.obdc.com
	Loan packaging; financing to Oakland-based small businesses

	
	Antioch Economic Development 
	City Hall, 3rd & H Streets

Antioch, CA  94509

Antioch CA 94531

(925) 779-7035

www.ci.antioch.ca.us
	Community Development Block Grant loans from $15,000 to $30,000 for Antioch businesses



	SOUTH BAY / SAN JOSE

	
	Silicon Valley Economic Development Corporation
	1155 N. First St. # 107

San Jose, CA 95112

(408) 298-8455

www.sved.org
	One-stop information shop providing assistance to Silicon Valley businesses with emphasis on San Jose


	
	El Pajaro Comm. Dev. Corporation


	23 East Beach St. Suite 209

(831) 722-1224 

Watsonville, California 95076
	Training and technical asst. to help start or grow a business

	
	Lenders for Community Development 


	111 West St. John St. #710

San Jose, CA 95113

(408) 297-0204

www.l4cd.com


	Non-profit, community institution funded by 27 member banks

	
	Silicon Valley Association of Startup Entrepreneurs (SVASE)
	PO Box 5646

South San Francisco, CA 94002

www.svase.org

online only
	Contacts in the investment community & service providers for successful start-ups



	
	Silicon Valley Economic Development Corporation


	1155 North First St. 

(408) 298-8455

San Jose, CA 95112
	Provides loans and technical assistance

	
	Pacific Community Ventures
	539 Bryant St. 302
San Francisco, CA 94107

(415) 442-4300 
www.pacificcommunityventures.org


	Attracts institutional comm. investment money into private companies

	
	Gilroy Economic Development Corporation


	7471 Monterey St. 
Gilroy, CA 95020 
(408) 847-7611 


www.gilroyedc.org
	Promotes economic development within the City of Gilroy.

	
	

	

	

	
	Daly City Business Center
	355 Gellert Blvd. # 230

Daly City, CA 94015

(650) 757-2060

http://www.ci.daly-city.ca.us/


	Small business incubator, technical assistance, training and microloans


	NORTH BAY/ NORTH COAST

	
	Arcata Economic Development Corporation
	100 Ericson Court, # 100A

Arcata, CA 95521

(707) 822-4616 ext. 0

www.aedc1.org

	Administers several loan funds, including SBA microloans

	
	Napa Valley Economic Development Corporation


	433 Soscol Ave. # B131

Napa, CA 94559

(707) 253-3212

 www.nvedc.org


	Revolving loan program and other technical and financial assistance

	
	West Company


	367 North State Street, Suite 201
Ukiah, CA 95482

(707) 468-3553

www.westcompany.org 
email: westco@pacific.net
	Technical assistance for Micro-enterprises targeting low-income women & minorities


	
	SBA’s participation in this Cosponsorship is not an endorsement of the views, opinions, products, or services of any Cosponsor or other person or entity.  All SBA programs or cosponsored programs are extended to the public on a nondiscriminatory basis.  Reasonable arrangements for persons with disabilities will be made if requested at least 2 weeks in advance.  Contact: Gary Marshall at 415-744-6771.  Cosponsor Number 00-0912-19


Size standards vary widely, depending upon the industry.  As a general rule, your business is within SBA size limits if it is in manufacturing or wholesaling and has fewer than 100 employees, or in retailing or service with annual sales under $5 million.
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