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Dear Reader:

When Equay-wuk (Women's Group) was founded in 1989, the remote northern
communities of Northwestern Ontaric suffered from the lack of social and other programs
for women, especially those needed to address family violence. In the years since, the
northern communities have developed numerous programs and services for women,
including shelters, prevention services, and other programs for women and their families.

Equay-wuk (Women’s Group) is committed to providing supportive services to women and
their families in the remote communities in areas such as: skills training, community
wellness, positive parenting, self government, economic independence, and women’s
leadership.

There are many reasons for developing a home business guide for Nishnawbe women.
Within the homes of our communities are some of the best and brightest people our
communities have to offer, and the need for economic independence for all those in living
in remote communities is great.

Nishnawbe women in Canada represent possibly the greatest potential for growth in small
business. Over 50% of the population of the NAN area are womenkind. The populations
of the majority of northern communities and their memberships is growing at a fast pace.
By using the skilled creativity and innovation shown by our people, business development
by women can help to ensure economic independence and contribute to the economic
stability of the communities.

We hope that this Manual will help you determine your own ability fo start a home
business, and we hope that the information contained within is useful to you in the
development of your business.

Wishing the best for you and your family,
Qen st
Jernifer Derosier

Equay-wuk (Women’s Group) Program Director
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Manual Background

Introduction to the Home Based Business de

TheHome Based Business Guides been developed as a tool fdishnawbewomen in
Northwestern Ontario First Nation communitiesvhom are interested in starting a
home-based businessTo these women, and to other interested persons, the manual is
offered as a source of information and encouragement.

Thisguide has beendeveloped as a referenc®r women to answer commonly asked
guestions about starting a horrgased businessA list of agencies, organizations, and
online resources are included Agpendix lif further assistance is needed.

The CEROMincluded with the print edition of this manual includes templates to help
you develop your business plan and forms you can fill out directly on your computer for
various funding programsThe CD alsoontains other resources that will help you in
setting up your business.

Equaywuk0 2 2 YSY Q& [pNEarljydevelopeda Home Based Business Guide
through financial assistance provided by the Ont&ishnawbeEconomic Development
Program (2004 Eddn).

Financial assistance for the production and distribution of this Guide was provided by
the NishnawbeAski Development Fund.ocal Initiatives Contributiof2009 Edition)

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Pagel
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Equaywuk 0 2 2 Y Sy Q & MiSiNRSdatelinent

Equaywuk6 2 2 YSy Qa anivdteditdvempodering womenyouth, and families

who reside within Northwestern Ontario First Nation communitie§hrough the

guidance of the Creator as we understand Higquaywuké 2 2 YSy Qa DNER dzLJ0 LI
love, respect, tolerance,afrness, understandg, and equaly among First Nation

citizens We welcome, as members, people of all cultures and races.

Mandate: Equaywuk6 2 2 YSY Q&4 DNRdzLJb A& |y ! 02NAIAYI
women, youth and families who reside within Northwestern OntariostFNation
communities. It is a noprofit, provincially incorporated (1989) organization with
charitable status serving Aboriginal people from 31 First Nation communities in
Northwestern Ontario.Equaywuk 62 2 YSY Q&4 DNRdzLJ0 A& AYRSLISY|
w2YSyQa 3IANER dziIBquaywiuk 3/ ZiY SIF Q@& DNER dzLJ0 OdzNNBy i f ¢
support from local, regional, and federal government grants.

Page?2 Equay-x OE j 711 AT860 ' 0O1 O
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Starting Your Business Planning

ALIKNI a8 fA1S WYadfiightynSanie padbld; yiahk Yedadse they v Q U

feel that they understand bsiness planningMaybe you feel this way too¢ K SNBE Qa y 2
reason to be afraid, 2 dzZQNBE NBI RAYy3I (GKAA YIydzafz &az2 &z
own businessL i &dK2ga GKIFIG &2dz OFy R2 Osemiayy Saa |
what you are doing right now. Planning involves identifying an objective and then
finding a way to achieve that objectivel YR aAy OS @2dz | NB WodzaA
already have a business conceptsome kind of idea of what you want to pursue

Stating Your Business Concept

Youhaveanideadl i Yl & KI @S 0SSy &a42YSUGKAy3I &g dzQ@dS
have just hit you in a flasiRegardless, you now need to take that idea and use it as a
vision satement while you develop your buss oncept.

In this case, try to think of avisionas?2 YS (G KAy 3 @& 2 ddQi © & yIS SISIND F @NI
future, and one that will help to set your goafsarder to achieve that visionlf one of

your customers asks you what your business istallg the vision statement should be

ableto provide an immediate answern the long run, it will help to keep you and your
business focused on the job at hand business successAnd, if you need the help, it

can be a tool to motivate your employees.

¢ KNRdzZAK &2dzNJ GA&aA2Yy aidldSYSyiaszx e&2dz adlk NI @
oft. 52y Qi G2NNEB [o62dzi RSGIFIAfa NARIKG y26T Ay
distance. Be vague if necessaiiyy to summarize what your whole business @igm

will be about, and clearly stateit aW@A aA 2y aidl (8 Yk af Rasitde NI I NI
Hn aSO2yR 2LSyYyAy3a aLIASt GKFEG @22dzQR ySSR (2

Remember that this is a homreased business, and keep in mind that opergtou of

your home has its limitations C2 NJ SEIl YLX S AdQa y2G FSIF aa
products for a global market from your basement, but operating something likaran

studio and gallery could be a realitAnd also remember that the hordAeased lusiness

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page3
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may only be where you starthere might just be an industrial building with your name
on it that would help you to service the global market in the future.

As a Nishnawb&oman in one of the remote Ontario First Nations communijtiesu
have toaskyourself ifyou have what it takes to be an entrepreneutStarting a new
business is challengingo matter what your concept isTherefore, you must determine
if you have the following personality traitlsat are needed to ban entrepreneur.

wSdf-confidert

windependent ambitious and sed motivated
wklf-disaplined and organied

wCreative

wCommitted and hareivorking

wRealistic and flexible

wDetermined and persistent

wOutgoing and a people person

You can see from the list above dfet more common personality traits of a successful
entrepreneur that it is VERY important to honestly assess gawr situation and your
reasonsfor going into business for yourselAppendix It Self AssessmeQiuiz contains

a list of statementdhat may help to clarify your reasons for going into business, and
help you identify the aream which you may need supporfThere is also a web link to
an online assessment quizAppendix:l Additional Resources.

In order to help yowbe successful in operaty your own businesspme of the more
critical points @ dzQf f KI @S :42 O2y&aARSNJ I NB

1 What have you done in the past that will pglou run your own business?
1 Why do you think you cdd make this business work?

1 Is your poduct or service in demand?

1

Can youafford to start this business?

Page4 Equay-x OE j 711 AT 80
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Below you will find somepace for you to write a draft vision statemento begin, just
jot down some points that are important for you to include in the vision of your
business. For examplevly business offers uniqueesigns of traditional beadwork for
people looking for unique gifts with special meaning.

Vision Statement (Draft)

Assessing Your Situation

Why do | want to start a business of my own?

That may be it right therea business of YQRJown No one to tell you how to run it, no
one to yell at you from the corner office, no one tdeéacredit for your hard workno
one to give you a regular paycheque, and no one else to blame if it all falls &zaring
ONB I i SR @ 2 dzNJIstax@mérd, Sauihaye a gdod dddazbf/what you want to do
in business Why you want to start is just as important.

Try to think of five good reasons why starting a heba@sed business is right for you

Each of these reasons should be both significantolo gnd based on positive emotions
6adlrasSySyida tA1S 4L 2dzad ORWQL KiIIQSR R yqd
These reasonshould also consider the impact home based business to both you and

your family Try to consider if your good id€for you, at this time.

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page5
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Next, think up five reasonskve

@ 2dz &K 2 dzZ Ry-Ba$ed pusieysUsdzthe | K2 Y
same approach for these reasons as for the §eed reasons you came up witlsince

there are always positives and negatives to decisionsy ylecision to start a home

based business should also be an honest assessment of the positives and the negatives.

Now might be a good time to write down the reasons for and reasons against starting a
home-based business.

Reaons For Reasons Against
1. 1.
2. 2.
3. 3.

How suitable is my home?

TheHome Based Business Guislentended to help and encourage you in establishing a
home-based business. Therefgmetermining how suitable your home environment is

to pursuing your business conueis as important as the business concept itself. Think
about thesequestions beforeassessing your home

1 Do | have the necessary spackémot, can the extra space be provided?

1 Will | be ablgo concentrate on my businesd? not, can | ensure thdamily and

odzaAySaa R2yQi AYUGISNFSNBE sAGK

2y S

I y20KSI

1 Will customers/cknts be comfortable in my homel® not, whatwill it take to make

it so?

1T 52 L

KlI &S Yé

Tl YAf@Qa 4&adzLlL2 NI K

1 Will my business affect mgommunity?

Page6
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1 Is my business legal to operate?

While personal and family considerations are essential parts of business success, they
become even more imptant in a homebased situation.Many homebased businesses

fail because there is a lack of understanding from family members about new priorities
that come along with running a business, and the effects that the business will have on
family life.

Communication is vital in order to have success both with blusiness and with the
family. Talkabout your expectations witleach famly member. Let them voice their
opinions and concernsTalk through the positions that disagree with one anothé.

good way to get everyone involved is to make a schedule of chores so everyone is clear
about what is expected of them; this can alleviate many misunderstgsd

Management of a home life and the business is particularly importantvéanen. They
may have to juggléheir time and energy étween the business and familysince these
can sap all your time and energy, there are risks involved that you mayenaitvare of
until it is too late. As you devote so muchf yourselfto your business, other parts of
your life could suffer. Overworking at the cost of other areas of yourndif@ risk new
business owners should be aware d¢f this energy is managed could help a business
succeed Ignored, like other addictionst could cause isolatiofrom family and friends,
stress, and in serious cases, lead to family breakdown and business failure.

Assess whether your home is the best placetli@ busines you have in mindTake a
look at some of the potential advantages and disadvantages in the following table:

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page7
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Advantages Disadvantages
Low risk of expensive mistakes Isolation and lak of contact with
Opportunity to use household colleagues
resources for business use Increased family stress, with the
Low running costs difficulty of separating business and
Gradual starup and growth home life
No commuting time or expense Difficulty in establishing solid work

Reduced child care costs habits

Flexibility and independence Poor image (you may look more hom
(increased quality time with family ) like than businestike)

Tax benefits Conflict with neighburs over noise,
Do what you enjoy traffic, and changed use of space

Elimination of office politics Parking problems
Full recognition of skills and potential T Long hours and hard work

How suitable am 1?

Although there is no stereotype, entrepreneurs that succeed in developing small
businesses possess a number of traits suited te eetployment. For instance, they are
hardworking,perseveringand resourceful, and when it is called for thage honest in

selt appraisal. . SAy 3 (UNMziKFdzf Ay 6KI (G &2dz {y26 &2c
gives you the chance to overcome weaknesses that may hold you bak your

successes , 2dz R2y Qi KI @5 noloRe is) But ilIS ésFetia@l (that you
recognizeyour strengths and weaknesse3he last thing you need is to take a step or

two in the wrong direction.

Success in business can also depend on yoatlr ifaiyourself, your seltonfidence, and
your selfesteem. Seltconfidence and seksteem can be strengthened and developed
Most people gain confidence through their personal and/or career successes and
failures.

LT &2dz KISy Qi onferitsSd fiR @utthe (Belfi{ASsesbmer Quiz lo¥ated
in Appendix ILhy OS &2 dzQ@S O02YLX SGSR (KS ljdzaAl = {11

~
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your responses againThere is no scoring associated wittetquizt A 6 Q& Y SI y i
you thinking about your own quiies and whether you are suitable for
entrepreneurship

If you feel there is a need, consider investing some time to build your confidence as part
of your preparation for business Some possible ways include: training yourself to
concentrate on youpositive attributes and successes, take distance education courses,
or join a self help groupFor more ideas, approach or call people in various occupations
for help and ideas.

What kind of resources do | have?

Internal Resources

Internal resourcesare the skills,aptitudes and abilities that you have that can be
identified and brought into your home businesghey may come from training and
education, experience in the work @monment, or an innate talentList your strengths,
based on the Selfssessment Quiz and your background; these internal resources can
both motivate and support you on your journey to succebgel free to list more than

ten if necessary.

Srengths and Internal Resources

1. 6.
2. 7
3 8
4. 9
5 10.

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page9
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External Resources

External resources are people, places and things that you shaddo build up the
challenges and limitationgou have identified through th&eltAssessment QuizThese
resourcescan be business professionals, such as lawyers, acausnteecessary to
overcome acquire certain knowledge, tunders and bank managersThey may be
mentors or providepersonal support roles. QOitthey may be able to train you to
overcome the areasou have identified as needing to be developed.

When listhg your external resources, make sure that you make note of distance you will
need to travel to deal with these resources, and how easy it will be for you to access
them. There may also be more than one reseutbat addresses many areas to
develop Remenber that this is all abat your success asn entrepreneurt R2 Yy Qi 6 S
afraid to seek help, when you need it.

Weaknesses External Resource Needed to Overcome Weaknesses

Page10 Equay-x OE j 711 AT 80 ' OI
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Developing Your Business Concept

. 2 dzQ @& wighiah idea.Theny2 dzQ@S ONBF GSR | @AaAirzy aidl i
the future, and honestly assessed whether or not a hdmsed business [gossible for

you at thistime., 2 dzZQNBE aGAff KSNBI it Bufidess CangeRta G A Y
From here on in, you can consider yourself to be writing your Business Plan in one way

or anaher, so be sure to make notesAnd keep anotebook, binder or a file folder

handyto store all of your notest will help you in the long run.

The businessancept is the foundation of your business plaA concept is a mental
image, ageneral idea, or a notian The business concegtvritten as your official
business plangivesdescriptions of the followingwhich helps you and other peopte
understand youbusiness.

t NB RdzOG 2NJ aSNIBAOS
.dzAaAySaa oAyOftdRAYy3I (GKS
LYRdzAGNER 2dzif 221 FyR @GN
.dzaAySaa 321 f a

w
w dzaAySaa aidNHzOGd
w
w

| & & 2 dzon the féllé®vihig sEdildns, the businessncept evolves from the vague
vision statement into a firndescription of what your business is, what it does, why it is
the best, and how it is going to make money.

What product or serviceam | going to sell?

Your business concept will need to identify the main products or services that you
intend to market,and detal the purposes that they serveYour explanation of what is

special about your product is important, because it establishes your business advantage
TUKS SR3IS GKIG 82dzQNB 3F2Ay3 (2 KIFBS 20SN
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My Product or Service

Business Structures

How will | run my business?

First off, you need to determine which legal form of business in Canada that you are
going to operate as There are four types, each of whitlascertain advantages, and

disadvantages.

w {2f Sorshid2 LINR S (i

w tFNIOYySNARKALI

w / 2NLIR2NFGA2Y 2NJ AYO2NLIR2NIGSR O2YLI ye
w -operative

For starting a businessnaeserve land, it is recommended that individuals recognized
by the Indian Actas $atus usean unincorporated business structureThere are
numeroustax considerations associated with Section 87 of Ao¢that may affect your

choice of business structure.

Page12 Equay-x OE j 711 AT 80
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Below & a chart which summarizes the different types of business structures:

Sole Proprietorships:

1 Owned and operated by one person.
1 Owner arns income and responsible for all debt,
T/71Fy 2LISNIGS Ay 26y SNRa fS3arft yrySo

Advantages:

1 Easy and inexpensive to set.up

T 5ANBOGtEe dzyRENI 246y SNRa O2y (NP

1 Flexible, with few regulations

1 Tax and seizurprotection in reserve land for Status Indians under Section 87 of

Indian Act.
1 Losses can be deducted from other sources of income
1 Wages paid to a spouse is deductible from the income of the business
g [Sarttes FyR Ay wS@Syarbyour buyines lar@éne inifie
same

Disadvantages:

1 If the business loses money, creditors can come after personal assets
1 Oneperson = all the work

9 Difficult to raise $

9 Difficult to sell business

Partnership:

1 A legally binding relatiofip where each partner takes responsibility and become
liable for the actions made by the other partners.
1 A partnership in Ontario must legally register its name and give information abo

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page13
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the partners.
1 Not recommended if you are a Status Indian operatmgeserve land.

Advantages:

Easy to setup.

New partners can be added easily

Few formal legal requirements.

Risk is generally shared among partners.

Partners can offer mutual support and different skills.
More sources of capital available.
Broadermanagement base.

Easy to change legal structure.

= =4 =4 4 -8 -5 -9 -9

Disadvantages:

9 Partners and all their assetpersonal and businessre at risk for any losses
suffered.

1 Unexpected personal losses of a partner may affect the business

1 Joint decision making oftenchallenge

Corporation or Incorporated Company:

1 A corporation is a separate legal identity that allows the owner to be separate fr
the business in terms of taxes and liability.

1 A lawyer is required to set up a corporation.

1 Suggested when business neakover $50,000 /yr.

1 Shareholders make up company and are decisnakers.

Advantages:

1 Limits the liability of owners: personal property cannot be taken for business de
1 Readily recognized and understood by lending agencies.

1 The enterprise has a ntinuous existence.

Disadvantages:

1 Requires a lot of paperwork and reporting to the government.

1 Expensive to set up; involving lawyer costs and incorporation fees.
1 Less privacy regarding financial and other matters.
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Business Coperative (Ceop)

1 Incorporated structure.
1 Two kinds of cooperatives: the marketing-ap and the worker cap.

Marketing Ceop:

1 Members are individual producers (for example, of crafts, clothing, and furniture
providers of a service (such as office work or cleaniig) choose to market their
products or services together.

1 Each member works from own home.

Worker ceop:

1 Members all work in one business, with one location being used as the primary
odzaAySaa aAridsS 2N aSOSNIf YSYoSoOHEQ K

1 Members may work together on the same task or be responsible for different
aspects of the business.

Advantages:

T a2NBE &a2dz2NOSa 2F OFLMAGEHE RdzS G2 YSYo
1 Greater volume of production possible (because more people are involved).

1 Everyonehas a stake in the business.

1 Coop members provide mutual support and pool skills.

1 Decision making is shared equally.

1 Relatively flexible structure (allows for changes in membership and responsibilit

Disadvantages:

1 Members may be unfamiliar with @hods for making decisions together and
resolving conflicts

1 Confusion is common regarding the difference between the structure of a busin
co-operative and the process of working-operatively.

1 Business coperatives are less familiar to financiasirutions.

Here is an opportunityor you to write your proposed business structure. For example,
you may want to start a workg cooperative with other womenn your community
who do various types of traditional beadwork.
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My Proposed Business 1sicture
(Thebusinesdorm, proposed name, number of employees, etc.)

What is the business market like?

Realistically, in order for any business to surtheere must be a market for the goods
or services it providesThismarket may be local, regionalational,or international, but
it must be capable of supporting the continued operation of the business

¢CKS FANRBO ljdzSadAzy @2dz Ydzad a1 e2dzNESE T 7
for my business, and hodo | fit in?%

What you need to determine is the portion of the market thatur business will bear,
giventhe law of diminishing return, and what the actuaked for your product or
service is You may experience large sales immediately, but then discing as time
progressesless and less of your product is required to satisfy the needs of the market
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(diminishing returns). This must be accounted for in the development of your business
concept, as it will help to keep you afloat in the long run.

Write down what you know of your immediate market conditions: consumer need and
product availability, competitors, economic trends locally and regionally, business
advisors available in your community.

52y Q0 FTSSt RA&02dzNI ISR akdt TRiRisia starhid goiniifor & dzNB
your marketing plan development, and writing down what you already know will
develop intoidentifying whatyou have to learn.

The Marketin My Proposed Business
(Proposed consumer, product need, competitors, etc.)

What are my business goals?

There are no easy recommeaiibns to give for setting your business goal¥.our

personal desires for success will guide this portion of your business con¥ept may

wish to keep things smallike adding sora extra income to your householdhere

possible, or aim fothe stars andd SO2YS / | yI Rl Q&Thig S guii lifep A f £ A 2
your business, your goals.

What is recommended, however, is that you state your busirgsss for definable
periods: 3 months 6 months, 1 year, and 3 years.
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By establishing your business goalsralestones, it wilhelp to keepyou realistic about
growth and stability. With milestones to reach along your journey, you will be able to
identify the smaller, more focused tasi{sat need to be completed, by breakirdpwn

your goals into an achievable work plan. If you only focus on the end result of your big

business goals, you may find that you run into problems figuring out how to get the job
done.

This might be a good time twrite down some of your business gaal

My ThreeMonth Business Goals

My SixMonth Business Goals
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My OneYear Business Goals

My ThreeYear Business Goals

Researching Your Business

Choosing Your Business Name

The name of a business has a great deal of impact on how the market perceives the
business operation Therefore, put some thought into the choice of a name for your
business.
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While it is legal to operate under your legalm@ as a sole proprietor, there are not too

many customers who will take a chance on doing business with Jane Smith; J. Smith
Consulting may be another thing altogethérhe image your business name sends out is
importani Ay (2RI &Qa OaMddhadve theAbesSproduzt i sBrdice out

0 KSNBXZ o6dzi AF LIS2LX S OFyQil LIAO] @&2dz 2dzi St

Remember that a business name that is anything other than your legal name must be
registered with theRegistrar of Compaes through the Ministry of Consumer and
Business Service. 2 NRa fA1S W[ AYAGSRQS WLYyO2NLI2NI ¢
name, unless you register as an incorporated company (at which time you must use one

of them).

Federal incorporation alsoequires that your business name be registered, but the
application process ensures that your chosen name will be valid through all provinces
and territories.

To register your business name, you can do it onlinehtp://www.ontario.ca
/en/services_for_business/STELO2_ 03999he cost is $60 and you will need a credit
card for payment. If you would rather not use the online service, there is a form on the
CDROM that came wh this manual that you can send in with a cheque or money
order.

Intellectual Property z Making Your Mark

There are some very good ways to distinguish yourself from your competition can
develop a distinctive word or phrase for yoproduct or serice, create a unique
corporate logo for your company name, patent a unique design, or do a combination of
them as suits your situation.

When describingntellectual property (IP) in regards to busined® refers to the legal
rights to ideas,jnventions,and creatons that belong to you as an individualt also
covers symbols, names, imagekesigns,and models used in business¥ou may not
realize it, but your business may be creating IP assets that should be protected.
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For example, you may have credta beadwork design to pia on a pair of leather
mitts. If you register the design as IP, other people will not try to duplicate it and sell it
as their own.

Establishing IP protection for your goods, servimebrand names is an important thing
to consider for the following reasons:

1 IP gives you the legebht to and ownership of an intellectuafeation This gives
you the right to be the only one who profits from your creative efforts.

1 IP preventsyour competitors fromcopying or closely imitatop your business'
product or service.

1 IP can protect yourbusiness' distinct identity,image, and ultimately its
reputation.

1 IP can build customer trust and loyalty by establishing a unique brand name or
image.

As a business person, you should considemfdly identifying your IP assets as part of
your strategic planning.

There are four types of intellectual property that you might consider:

Trademarks

There are three types of trademarks:

1. Ordinary marks®

These apply to words and/or symbols that distiisgiuthe goods or services of a
specific firm.C2 NJ SEl YLX SY &SI ( deNdkokdstoodkhainl NB I A
Subway®

2. Certification marks:
These identify goods or services that meet a standartysatgoverning
organization. Foexample:théPv dzl €t AG& aAf | CaticDgss 72RSF aA Iy o/
owned by Dairfrarmers of Canada, used on dairy and dairy products
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3. Distinguishing guises:
Items that identify through the shaping wiaresor their containers, or a mode of
wrapping or packaging wa. For example: the octagonal bottle used by H.J. Heinz of
Canada, Ltd. for their ketchup.

Because trademarks represent the actual products and services of a producer, as well as
their reputation, they are valuable intellectual properties.

In Canada, théest way to protect a trademark from misuse or imitation is to register it
with the Canadian Intellectual Property Office; registrations can be filed electronically
through their website \yww.cipo.gc.ca

Applicatiors are examined in detail to make sure they meet all the requirements of the
Trademarks Act;the examination process typically takes about a yeRegistration,

which carries a separate fee, is renewable and initially validL¥oyears;but only in

Canach. LT @2dz LX Iy G2 R2 o0dzaAySaa AYGOGSNYyIl (A2
markin the countries you are servicing as well.

Trademark registration is complex, and you should comshigng an experienced
agent. You can find a list of agents tme Canadian Intellectual Property Office website.

Patents

Patents cover new irentions or any new and useful improvement of an existing
invention. Through a patent, the inventor is recognized by the Canadian government to
have the right to exclude o#rs from making, using or selling their inventiohis
period begins on the day the patent is granted, and is in place for a maximum of 20
years after the day on which you filed your patent applicatidime patent holder is the
only person able to maka profit by selling the invention, licensing it, or using it as an
asset to negotiate fundingln return for this recognition and protection, the inventor is
expected to provide a full description of the invention so that all Canadians can benefit
from this advance in technology and knowledge.
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Copyrights

Artists, authors, and writers have exclusive and sole rights to reproduce or copy their
own, unique works.Copyright is granted automatically in Canada upon completion of
the unique work, and quite a e nations across the globe will recognize your copyright
(through international treaties on the subject)The general rule for the duration of
copyright is that it lasts for the life of the creator, the remainder of the calendar year in
which the creatordies, and for 50 years following the end of that calendar yesiter

that, the work becomes part of the public domain and then anyone can use it (there are
exceptions, which can be researched further on the CIPO website).

A copyright gives you the soleght to produce or reproduce your warkAnyone else

trying to reproduce your unique works without your permission is infringing your rights

That means they are violating your rights, and Canada has specific laws in place to deal
with such actions Naturally, if you publishperform,2 NJ O2 L) Fyé&2y S Sf
without their permission, you are infringing their rights.

If you wish to register your copyright with the Canadian government, there is a
registration process and small fee which again candumd at the website. You may

(for purposes of international protection) start using the © symbol, the year of
production, and your name as creator of the work; this informal copyright marking is
generally accepted, and is fully valid in Canada when apmi@nique works.

Industrial Designs

An industrial design is the features of shape, configuration, pattern or ornament (or any
combination of these features) applied to a finished article made by hand, tool or
machine. If it uniquely original, you magpply for protection of your industrial design,
thereby preventing its use by anyone else without your explicit permission to do so
(including whatever fees come along with that usagejotection lasts for five years

from the date of registration, with e fiveyear extension allowed.
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Industrial designs should be pursued with the assistance of professionals, as drawings
and descriptions of the Industrial Design must be clear, concise, and demonstrate

originality.
Web Site Domain

LT &2dzQNB 30NBS (RN Y1 MISSGAY 3T 2F o6FyR &l
take some time to consider your domain name. In this tech age, a website is almost
demanded by your customers

la f2y3 +Fa A0 KIFayQid o 9%chAn regdtaradydahBiNgaRe 6 @
you want with any one of a large list of suffixes (emgyhomebusiness.com;
buymystuff.net; beautifulartwork.ca, etc. Before you choose a domain name, check to
0S adaNB AGQa y2i4d GKS aryS Fa 2N Of 2aS8
business; lawyers are paid well to protect trademarks and trade names.

Information on registering a domain name can be foundvatw.webnames.cawhere
you can also do a search to see if the nhame you want is alreadyg heed. If it is, you
will have to choose a new name. A website name is like a telephone nuthieee is
only one listing that is allowed.

You will have to pay a registration fee to register your websRegistration fees vary

depending on the cmpanyyou are registering witland the length of time you choose,

and what kind of domain registration you wantA special section of this manual
includes more information about developing a wkased home business is included
later on this manual, startig onpage 66

Doing Your Market Research

Marketing sales is the purpose of most business activMarketing, which supports
sales, is critical to successEntire workshops, courses, and books are devoted to
explaining its mysteries and skill¥his nanual can only offer very basic marketing skill

- enough to get you startedMarketing is a general name given to all the steps that lead
to final sales. It sounds simple enough: marketing is how you get your product or
service into the hands of peopleho are ready to buy, but sometimes the reality of
marketing is not quite that simple It is a weak area for many new small/home
businesses.

t S2LX S K2 o0dz2 | LINRPRdAzZOG 2NJ aSNIBAOS | NB

market® €& ¢ KS Y I Nier®dhét ishused to describéhe group of people in a

Page24 Equay-x OE j 711 AT 80

t

01 0

Sa

a2

0 2

O

~


http://www.webnames.ca/

Home Based Business 2009: A Guide For Nishnawbe Women

position to buy a certain product or service, giving the marketing aspect of a business its
name.

Marketing involves all the different stages from getting an idea for a product or service
to deliveiing it to paying customersThese include:

1 Finding out what the market wants, will buy, when, and how much they will pay for
it.

1 Designing products or services to meet those wants.
1 Comparing other products argkrvices available for sale to yours.

1 Doingmarket research with potential customers (to test sales potential and profit
feasibility ofa business idea).

1 Presenting products and servee ways attractive to potentidduyers.

1 Devdoping a marketing strategy oa coordinated plan for ifferent aspets of
marketing

Your Marketing Strategy

A marketing strategy is a way to give a marketing orientation to your businéss
means you decide to position your product or service in terms of what the buyer needs
and wants. Inexperienced business peopldéten make decisions based on what they
like or want, leaving the actual customers out of the picture. A marketing orientation
brings the customer into the center of the picture.

I YFEN] SGAy3 adGNY d0S38 Aa az2YSUAYSkyouwodzy YI NR T
use to make sense of marketing:

PRODUCT

PRICE

PEOPLE

PROMOTION

PROFIT

PLACE

o o M 0w N PF
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A marketing strategy means applying a to customer orientatioaviery aspect of your
business.Exactly what this means in your situation and business is usuallgmdtiwn
as a marketing plan and included as the marketing section of a complete business plan.

Types of Research

Market research is generally of two typegrimary and secondary.

Primary researcis what you get directly yourse(first-hand informaton). This form of
research is very valuable, as it most often used in petegmerson contact consumer
surveys, supplier and retailer contact, and other similar methoBsmary reseech is
geared to your businegseeds, because you are the one doihg

Secondary researgirovides the available statistical and descriptive information, usually
published and prepared by other source3his means getting to a library or on the

internet and gathering together everything that you can find on your busiaeQa Y I NJ S
and then sifting through it to find the information you really neeSecondary research

sources of marketing information are of two main typgsinted material and contacts.

There are many different methods for obtaining both primary asdcondary
information. A selection of these methods is included in the following table.

Sources of Primary Information Sources of Secondary Information
Questionnaires Printed Material
Talkingto customers 1 Census Reports (Statistics Cana
Interviews Government of @nada)
Conducting focus groups Trade magazine and journals
Talking to competitors Libraries and resource centres
Assessing/evaluating competitors Books on the industry
Talking to suppliers, distributors, Published reports and studies
retailers, agents, and brokers
Talking to consultants, advisors, Contacts
and mentors 1 Industry and trade associations
Hiring students to complete a " Chamber of Commerce
survey for you.

)l
)l
)l
)l
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Primary and secondary research sources both give valuable informatigmning how
to interpret, evaluate, and use information from various sources is a marketing and
business challenge.

Basic guidelines include:

1 Using standard and reliab&®urces
9 Trusting your instincts
1 Analyzing thenformation you obtain, and

1 Gettingprofessional advice (when you need it)
Doing a Market Survey

A market survey asks questions of possible customers and thweas guide business
decisions. Market surveys are used by existing businesses to get ideas from customers
about needed improvemnts, as well as by new businesses to test market reaction to a
product or a service.

A new business with an untried product should undertake at least one test survey
before making final decisionsespeciallywhich key decision of whether to go ahead
with this business ideaDepending on the market response, a product may need to be
improved and test marketed a number of times before production begihke time
invested in test marketing will prove worthwhile.

Creating Your Marketing Plan

A marketingplan is your plan of actionwho, what, where, when, and how muchA

written marketing plan is usually not more than ten pages. Often it is written in point

form, presenting basic facts about thedk y S & a Qa | LILINHhe@krketing Y I NJ
plan includes details on:

Market Area the trading or business area

Location:i KS o0dzaAySaaQa LIKeaAOFt ol as
Customers:the market

Competition: those seling similar goods or services

Methods of Sellingways sals are made

Servicing and Guantees: after-sales support

Image and Positionappearances and impressions

Advertising:ways to encourage andcrease sales

= =4 =4 4 -8 -5 -8
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1 Promotion: ways to increase market siteg sales, and raise profile
1 Price: the dollar figure that products or services sell for

Market Area

Market area is the area of business operatioMarket area can be a building, a
neighborhood, a region, several communities, towns or cities, the province, the country,
or some international territory One way to keep market area clear is to remembeas

a geographical area that can be marked on a mdyithin the boundaries of a market
area, your target markets are those groups of people most likely to become buyers.

Market Share

A market area and your target market within it will support a eertlevel of sales of a
given product or serviceThe portion of total sales that any one competitor has is called
market share. Your potential salesolume fow much you can reasonably expect to
sell) isyour estimated market shareThis estimate candgiven as the number of sales,
the money value of sales, or as a portion of the total markestimating market share
Ady Qi Sl aesx daséll ydui produtt orgseriNdg, ou havedto know how a
market is divided, and what share of it you feofo obtain.

Estimating market share involves three main steps:

1. Estimate the total market in the trading or market area you have chosen
2. Consider your competitors and how much of the total market each competitar has
3. Decide orma figure for your marketlsare.

D2l fa YlI& 0SS (2 GF1S LINI 2F &2dzNJ O2YLISOA
market. Keep those goals in mind when you estimate what portion of the total market
you business expects to secure in the first, second, and third years citaper

Location

Business location is included in a marketing plan because it affects $jesir home
based location has a direct effect on sales, include an explanation of this in your
business plan.
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Customers: The Market

A market profile typicdy uses primary and secondary sources to answer key questions
about a potential market A profile is a picture or an outlindnformation that makes up

the social profiles of the people in your target market is called demographic
information.

Demographt information is available from Statistics Canada and other secondary
sources, such as local libraries (rural areas, and some communiVglen you are
collecting this information yourself, in a test survey for example, use the same ranges
for categories of age, income, and education as you find in Statistics Canada
publications As an example, instead of asking the exact age or how much money a
person makes annually, ask for the range that applies, such ad®B@ears, or $20,000
$30,000.

Businesgesearch and experience, once a business is established, yield a steady supply
of names and addresses afreent and potential customersThis information is the key

to the demographic profiles that Statistics Canada has already prepared on the basis of
census data.This use of secondary data is a good way to get a general fix on a target

market before investing time and energy on a test market survey.

Competition

Your competition is businesses who sell similar products or services to the same
customes you lave selected as target marketsTo market any product or service
effectively, you need to know your competition and the advantages they offemme

based businesses often look at competition solely as a question of. pricet a
competitive advatage can be gained in other ways such as offering better customer
service, a more convenient location, or better parkir@ther marketing strategies may
include warranties, guarantees, accepting credit or debit cards, or giving customer
advice Crucial b marketing success is keeping the customer in focus.

Take the time to research your competition, with the customer in miiYeou can do a
competition profile, using industry and trade publications, the Yellow Pages, as well as
GAAAGAY A (KSBineSsBsY LISGAGI2NRQ 06

A competition profile tells you where our target customers presently buy similar
products or services. It includes:
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Names of firms and their locations

Appearance of business sites, and layout of operations
History and number of years competih has been in business
Similar products or services to yours

Number of employees

Sales

=4 =4 4 =4 4 A

By studying the competition, you will be able to assess whether you can find a place in
GKS YINJSG GKIFIG R2Sa y2i ySoOoSaal NAthe NBRd
marketto benefit the whole industry Finding this place in the market is callecharket

niche.

Methods of Selling

Two main methods of selling, or sales methods,directandindirect

Direct Sales a business dks directly to its customers.This could be doeto-door,
selling at trade or craft fairs, through the mail, or through your website.

Indirect sales a business links with anotheetailersto sell to customers through a sales
outlet, telemarketing or mails orders.

The best sales athods for you depend oryour product and our customers, among
otherthings 2 AGK AYRANBOUG alftSa &2dz 62y Qi KI @S I
commission from the customers that you refer to the main sales centre. If you are
selling a very speciaed product, you are best to sell it directly to your customers
yourself.

Servicing and Guarantees

As part of your business research, begin to watch and redsegisements more
carefully.2 I § OK F2NJ 0 KS ydzYoSNJ 2F U A ey featkel G & &
of a business. It may be described as prompt, friendly, no questions asked, for seven
years, etc. Service is a main component of business success.
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For yourmarketing plan questions of servicing include:

1 What aftersales support willqu offer?
1 How does that compare with your competition?

If you want to stress service as a marketing theme, outline in detail what aspects are
special and promote them as feature.

Guarantees spell out what you promise to replace or repair. They areigpesrthat a
businessperson must live up to. Be sure you build in the costs of returns (e.g. 5%) or
after sales service as part of your variable costs. Then you can cheerfully live up to your
guarantee that usually promises certain standards of perforreafoc a set period of

time (e.g. promising to replace defective parts for two years).

Image and Position

What business image are you marketing? Many things affect a business image. Some
key ones to think about are:

1 The personal style of the businessmer and other key contacts.

1 Business graphics logo design, business cards, letterhead, packaging, the style of
advertising and promotion, and methods of sales.

1 Telephone use how calls are answed and messages followed up.

1 Ways people are greeted anérsed, how welinformed sales people are, whether
or not interruptions, by people or the telephone, are accepted during a meeting.

1 Whether or not a place of work is physically separated from the rest of the house
and the activities going on there.

1 Positon refers to the image customers have of your businddse secret is to create
a business image that enables you to position your business to act as a natural
magnet for your intended customers.
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A number of factors that customers often look for include

Price (cheapest, fair, price for quality, etc.)
Assortment, quality, fashion

Location, parking

Sales personnel

Convenience

Location

Atmosphere

Service

=4 =4 4 -4 4 A5 4 -

Your overall position should emphasize those areas that your customers value most and
thosethat make you different from your competition.

Using image in marketing means using a certain image to convince customers that what
you are selling is what theyamt? Who is your ideal customer®hat image will best
YIGOK GKI G Odza wehh&pidila yodideveldpeditr@igh Iesearsh?

Quiality control is linked to imageSetting and keeping standards of high quality in your
business is essential to succe&hoddy goods, poor service, lammality raw materials,

or letting something sli@ & a2dzad GKAA 2y 0S¢ YlI@& aSSY ySi
in the anxiety of starting a new business, but each slip in quality control has an effect on

your long term chances for successt Wdza i (0 KA & 2y 0S¢ Yleé& o6S S
give you aeputation for poor standardsNegative advertising is very hard to undo.

Advertising, Promotion, and Publicity

Advertising, promotion, and publicity are often treated as oneaapof activity for a

business. All three activities play a critical rol@ the success of any busines3.he

selection and mix of these activities requires ongoing evaluation and a thorough
GNF O1Ay3a 2F ¢KIG 62NJa YR gKIFEG R2SayQi g2

New businesses in particular need to get known, which takes morgsearch the
costs for diferent advertising and promotion techniques as an ongoing part of your
business management activitiesSelect approaches that make most sense for your
situation now, and plan to change strategies as your business gets establisichale
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realistic advetising and promotion costs in your expense projections for the first and
ongoing years; these costs are necessary to achieve sales.

During the first year, keep track of the responses from different advertigiramotion,
and publicity techniques.Foryour second year of operation, concentrate on the ones
that work.

Some advertising activities include:

1 Display ads in newspapers

91 Display ads in trade journals classified ads in newspapers, trade journals and
newsletters

M Direct malil

Yellow pages andtier directories

1 Shoppers and flyers

=

Somepromotion activities include:
1 Specialty advertising
1 Trade shows

Promotion activities will require your imaginative, innovative si@ave it your creative
best, keeping in mind that underselling is betteathoverselling.To work for you, your
promotion also has to be consistent with you business image.

Promotion Strategy:

Because promotion is often used as a general term to include all means of getting a
product or service known and purchased by custosnerseparate promotion strategy is
sometimes considered.A promotion strategy answers these questions, and may be
included as a separate part of a business plan:

1 How will you get word about your product or service out to the people most likely or
you want to encourage buying it?

1 How will you inform,persuade,and influence potential buyers?What type of
advertising will you use?
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How and where will your product or service bedsahnd why does that encourage
buyers and sales?

How will you stimulate pela)f SQ& Ay GSNBad Ay &2 dzNJ LINE RdzO
need and demand for it? How will you use sales and current customers in positive
promotion?

Price and Pricing:

Price is a key part of marketingSetting prices is called pricingBefore youcan
understand pricing, you have to be clear about costing.

Three main cost areas to consider in pricing are:

T

Supplies and material includes all the money spent for supplies and materials to
make your poduct or provide your serviceThis category isalled a variable cost,
because the amount you spend varies with how much you prod&igpping and
storage charges are often inded as part of variable costs.

Overhead: overhead is a name for all fixed costs in a busindsssiness expenses

that must be paid, regardless of sales, such as office expenses, insurance, and
interest payments on loansAnother way of understanding overhead is to think of it

as the cost category for all business expenses that are NOT suppblematerials or
labour/time.

Labourfime: this cost area needs to be assessed as a separate category when
determining costs Labourrelated charges should be calculated in two ways:
labour/time required in producing the good or providing the service, as well as a
salary in the figd or operating cost of your business:or costing and pricing, a
business person needs to know the total time required to produce or to do
something, and to cost this time accurately so it is truly reflected in a final price.)

A selling price can be sm different ways, but all involve the same three categories of
numbers:

i Total cost of production (includes supplies and materials, overhead, and

time/labour)
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1 Profit or return
1 Final selling price

Although different methods treat pricing calculatiam different ways, the three sets of
figures combine as shown in the formula below:

Total Costs of Production + Profit = Final Selling Price

Setting Prices
Prices for products and servicean be set in three main ways:
1. Pricing to the market

Prices of competitors for similar products or services set the price range that
customers will expect.You can use that market price rangw/hat is acceptable to

the market- as a guide to set your pricedBusinesses or people to whom you sell
may also prie to the market by telling you what they will pay for your product or
service As you keep records of actual costs, the cost approach to pricing will help
you make sure all your costs are covered, which may not be true in a market
approach to pricing.

NOTE:Pricing to the market carries with it some danger§hese include under
pricing in order to compete or make sales.

2. Pricing to your costs

Price must cover attostsof goods and services sold, including production costs of
supplies and materialsixed overhead, and time/labour, plus a profit.

Use this formula in setting a price per unit:

Total costs of production per unit + Desired dollar profit per unit

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page 35



Home Based Business 2009: A Guide For Nishnawbe Women

Calculating Selling Price Per Ufgixample)

Costs of production:

Supplies and materials $7.00
Time/labour (2 hrs @ $11hr) $22.00
Overhead $4.50
Total Costs of Production Per Unit: $33.50

Percentage rate of profit desired: 30% (or .30)
The desired dollar profit in this case is:
0.30x$33.50=-$10.05
The selling price per unit:
$33.50+ $10.05=$43.50

Businesses can set difént profit rates for example: 15% profit on supplies/materials,
20% profit on labour/time, and 25% profit on overhead’hese more complicated
approaches to pricing usually emerge in response to the special needs of a particular
business.

3.Y. NBPEYQ LINAOAY3

The bre&-even sales point for a business is when the selling price covers all costs of
producing an item or providing a servieavith no profit. This third approach to
pricing uses a formula to calculate a selling pri¢ée three numbers needed in the
breakeven pricing formula are:variable cost per unit, fixed costs, and volume
REMEMBER: variable cost is another name for supplies and materials.

The formula for calculating breadven pricing is:

(Variable cost per unit * Volume) + Fixed costs
Volume
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Calculating BrealEven Price Pddnit (example):
i ! odaAAySaaQa FTAESR Oz2zaid 2N 20SNKS
U The variable cost per unit sold (supplies/materials category of costs) is $5
U The sales volume expected for the firsty@f operation is 10,000 units.

Fixed costs for overhea@ one year $20,000.00
Variable costs per iin $5.00
Volume, sales estimateqjected for one yar: 10,000 units sold

($5.00 x 10,000) + $20,06067.00 per unit
10,000

NOTE: Breakven pricing runs a risk of under pricingor exampleif your break even

LINA OS GdzNya 2dzi G2 o06S GKS &l friciigdo the O2 Y L.
market, your sales will not include any profit/return to you or to the busine$sis

includes the cost of your labour and time, partly as a cost of production and partly as an
operating expense (salary).

Gwdzt Sa 2F ¢cKdmese Ay {SGOAY

1 Price is twice labour plus materials, or twice teraals plus labour depending on
which is higher.

91 Price is materials and labour plus 20% for fixedt€and 25% for profits this
method is not recommended.

Calculating actual costs is the onhaywto make sure your prices cover your costs
Labour/time expenses in a honrimsed business are often not included in cost and price
figures. These charges are to be covered partly in the costs of production and partly as
salary in the fixed/operating arverhead costs.

Key points to consider in setting prices are:
1 Marketing strategy and your immediate goals
f QYLSIAG2NBQ LINAOSAE YR (GKS YINJS
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1 Market demand for the product and consumer buying trends
1 Qover all costs and provide an adequate profit

Operations Research

G.dzaAySaa 2LISNIiIAz2yaégd NBFTFSNR G2 (GKS Ylye

summarized in the operations section of your business plan, which covers:

Location (aspects not directly related to marketing)
Key personnel and dia

Professional services and resources

Premises and facilities

Management and training

Equipment and methods

Short and longange plans

Materials supplies and sources

= =4 4 =4 4 45 A2 -

First Nation Taxation Considerations

This Manual has been created to assist ia tlevelopment of home based businesses;
with respect to taxation considerations for these businesses operated by individuals
recognized as Status by thedian Act andthose which are not. Again, rely on the
professional advice of your lawyer and/or aootant.

The first thing to determine, though, is whether or not your business will be on reserve
in the eyes of the taxman.

Is My Business Really on Reserve?

The Canada Customs & Revenue Agency uses the following guidelines to determine if
incomes are tde protected from infringement of treaty rights through taxation:

1. Atleast 90% of the duties of an Indian employee are performed on a reserve;

2. The employer is a resident on a reserve, and the Indian employee lives on a reserve;
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3. More than 80% of the duteof an Indian employee are performed on a reserve, and
either the employer is resident on reserve of the Indian employee is resident on a
reserve;

4. All employment income of an Indian will be exempt if the employer is resident on a
reserve, and is:

A. An Indan Band having a reserve, or a Tribal Council representing one or more
Indian Bands which have reserves; or

B. An Indian organizatiorcontrolled by one or more such Bands or tribal
councils, if the organizatiors dedicated exclusively to the social, cultura
educational, or economic development of Indians who for the most part live
on reserve; and

C.¢KS RdziASa 2F SYLX 2eYSyid I NBomhsefcialO2 yy S(
activities carried on exclusively for the benefit of Indians who for the most
part live on reserves.

The Canada Customs & Revenue Agency recognizes a business to be resident on a
reserve and exempfrom business income taxation by examining the following key
factors:

The location of the business office;

The location where records are kept

The location where business transactions with suppliers and customers are arranged,;
The location where employees report for work and are paid;

The location where inventory is ordered and kept; and

The location of physical assets, including machineryempopment.

o gk wbh e

Since this is your horeased business in a remote Ontario First Nation, you pretty
much qualifybdzi 2yt & AT @2dz R2y Q4 tS3AFrftfte AyO2NLE

Structuring Your Home -Based Business OnReserve

Businesses in Ontario and on reservadanay be established in one of the following
manners:
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Sole proprietorships
Partnerships
Corporations
Cooperatives

= =4 4 =

Sole Proprietorships

Sole proprietorships are typically owned by individualor businesses located on a
reserve, the guidelines ofa@ada Customs & Revenue Agency make it wisest to operate
as an unincorporated entity Individuals can take full advantage of section 87 of the
Indian Act,exempting all income from income taxf you have employees with status,
they will also be exemptdm income tax.

Transaction taxes, the GST and R&Tgoods purchased by the owner or business will
lfa2 0SS SESYLWGSRI o6dzi 2ytée AT GKS 3I22Ra
or by Canada PasPurchases made by you and then brought to resdand afterwards

are not.

Partnerships
A partnership is again best operated as an unincorporated entity if the business is
located on reserve land.

There are three basideps to opening a partnership:

1. Registration of the partnership where requireg law;

2. Creation of the partnership agreement; and

3. Transfer of capital from the individual partners to the partnership.

Partnerships in Ontario must be registered with the Companies Branch of the Ministry
of Consumer and Business Services underBhsness Name#\ct. Those with six or
more partners must also obtain a partnership identification number from Canada
Customs & Revenue Agency and file annual information returns.

This permits either incorporated or unincorporated partners to be involvedthe
business, and the flexibility for nendian partners to profit from the takee status by
remaining an unincorporated busines§he main benefits of the arrangement would be
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that debt could be reduced more quickly since no tax would be repayabtkeoprofits
allocated the Indian partner.

A partnership may be less advantageous in a situation where partnership profits are
shared equally and significant deductions, such as capital cost allowance, are available
to the partnership.

Business planninfpr a partnership involves all aspects of the business and how it will
function. This can be particularly important especially if the partners are friends or
relatives; nobody starts a business expecting a big disagreeporefight, but it does
happenbY2 NB LIS2 L)X S (KIYy @2dzQR GKAYy | ®

Another important area that a partnership must consider is the long and short term
goals, and how those goals are to be achiev&de question of how profits will be used

Is also very important.Two main options are thgbrofits be taken out of the business
and divided between the partners, or that profits be put back into the busin#ss is a
better option, especially at the start of the busined®artners may want the portion or
percentage they receive to change enthe business becomes better established.

Homebased business advisors recommend that prospective partners write up a
partnership agreement to help clarify terms and conditions

Written agreements generally include the following information:
Nameof the partnership business

Names and addresses of the partners

Business to be done by the partnership

Capital to be contributed by each partner

Procedure for adding new partners

Procedure for a partner to leave

Procedure for the death, bankruptcy, mtirement of a partner
Procedure for making decisions

Procedure for handling disputes

Responsibilities of partners

=4 =4 4 -4 4 4 4 5 -4 -9
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How profits and losses are to be shared

Terms for ending a partnership

Name of who will keep financial records

Methods that will be usetb keep financial or other business records

Any limitations of authority for a partner to acé@an agent for the partnership

=4 =4 4 -4

Joint Ventures

Joint ventures are a special form of partnership, but are not fully recognized by
Canadian law as a separatg@é# entity. It is an arrangement under which two or more
parties agree to contribute resources to a projedthey may be capital, property, or any

combination thereof. ¢ KS LI NOAS& | ANBES (2 .dnkekchNdBge i KS L
the partiesareentt SR (G2 | &AKFINBE 2F GKS LINR2SO00GQa NEF
The benefits are as follows:
1 No exposure to liabilities of the egenturer
1 Independence of ownership of venture assets
1 Income/losses of the project attribute directly to the venturers as governed by the

joint venture agreement.
The main disadvantage is the uncertainty whether or not a partnership has been
created. A further disadvantage is that the transfer of assets to the project is deemed
disposition for tax purposes at the assets fair market value.
Corpaations
As a separate legal entity, corporations cannot rely on Section 87 dhthan Actto
exempt them for taxation, even if all the shareholders are statBsction 149 (1(d) of
the Income Tax Actexempts from taxation, corporations owned 90% miore by a
['FYFRAFY YdzyAOALI ftAGE 0&a2YS . lFyR&a Yle& |dz f

How Transaction Taxes Apply To OnReserve Business

Transaction taxes in Ontario are the Goods & $ebs/iTax (GST) and the Retail Sales Tax
(RS

Most local customers of omneserve businesses will qualfiyr GST exemption as well as

~
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RSTexemptions. It is very important to keep your tax records in order to maixe the
benefits of GST and R&Mittance and reporting.

GST on Reserve

Any business that gsses over $30,000er annum must register for GSThey must
collect the tax on their sales of property and services (unless sales made to Indians or
band entities where GST is not payable) claim input tax credits for the GST paid on
purchases made inacrying out their business and remit the balance to the taxation
department on Excise/GST.

Incorporated businesses owned by band individuals must pay the GST on their
purchases of taxable goods and services; as mentioned previously, incorporated
companies are independent legal entities and do not qualify for Status consideration
regardless of owner Status.

In the instance of partnerships, tax exemption is available for purchases made in either

the Indian purchasers own name or the partnership narg@emption is also applicable

to a partnershp that has both Native and Nemative participants; if all of the standard

GST exemption conditions are met (i.e. property must be acquiredeserve or
RSEAGSNBR (G2 || NBaASNWS o0& meitdtiondaGayaRle i a | 3
clarification).

RSTon Reserve

Any business in Ontario that sells a taxable good or service must obtai{ah + Sy R2 NI
Permitfrom the Ontario Ministry of Finance; there is no fee and applications can be
processed by phone, inpon oronline., 2dz R2 y24 KI @S G2 20601l Ay
you sell only tasexempt goods, you provide only t@xempt services, or you are a
wholesaler or manufacturer that makes no retail sale$his applies to omeserve
businesses as well.

UnlikS GKS D{¢zZ GKSNBE Aa y2 YAYAYdzY GNXyal
requirement. You must keep a copy of your Permit at each place of business, and must
produce it to anyone upon request.
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Sales made by your business and delivered to Status peresonsdon-reservewill be
exempt from theRST Sales made by your business and taken immediately by the Status
consumerfor use orreservewill be exempt. Sales made and deliverexnlit-of-province

will be exempt. And, unless you deal with neraxable g@ds/services or tangible
personal property that has its own specific exemptions (again, research your cgncept)
all other sales have to have tiSTapplied.

Note that if a norStatus person buys something from you, and your business is on
reserve, you hve to charge that person theSTas applicable to your product, not your
location).

According to the Ontario Ministry of Finance, exempted sales to Status Indians must
note the following:

9 Card number

f / dzad2YSNRa yI YS

9 Band name or number

9 Brief descripton of goods sold

Location
Zoning bylaws

Zoning bylaws outline what is legal within a city or municipality or regional district
Three main categories of zones are residential, commercial, and, indus#@hing
bylaws restrict what can happen in eazbne with such things as type of activity, size of
building, how close a building can be to the streegjuired number ofparkingspaces
number of employees, amount of traffic, and size and type of outdoor sign.

Here is abylaw example, from the townfaSioux Lookout (Bylaw No. 114®at has
typical restrictions on hombased business use:

No accessory buildingise,or structure shall be used for any occupation for gain
or profit, unless specifically permitted by law.

Where a home occupation orgfessional office is permitted:
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1 The profession or occupation shall be carried on by a member of the family
residing on the premises who may employ or be assisted by no more than one
other person;

1 Not more than twenty five percent (25%) of the gros®flarea of a dwelling
may be devoted to said uses;

1 The residential character of the dwelling shall not be changed;

1 It shall not create or become a nuisance because of noise, fumes, dust, odour,
traffic or otherwise interfere witlthe enjoyment of the resiential amenities
of the neighbors; and

1 Outside storage or display of materialsentainers, or finished products is
prohibited, and no mechanical equipment may be used except that of a type
used for housekeeping purposes and/or recreational hobbies.

1 Homeoccupation means an occupation for gain or support conducted entirely
within a dwelling or accessory building on the same lot by the occupant of
said dwelling.

To find out more information about similar bylaws applicable to you, contact the Chief
Buildng Official of your municipality.

For women in the northern communities, contact your Band Council, economic
RSOSt2LIYSYyild 2FFAOSNAR 2NJ O2YYdzyAaideé RS@St2L
regarding homebased businesses, if any apply.

Do your reseaft on zoning early Without zoning permission, a honissed
entrepreneur simply cannot operate, and although many do operate illegally, the risk of
being closed dow at any time is a possibility.

You may do all your researeimd set up the business legaWithin your current zoning
requirements, only to find that the zoning gets changedour status then changes to
gKIFG Aa OF ff SR ThisyneaiO@y BuailessAcghZdnéinue to operate,
even though it does not conform to dollow new zoningegulations. If such a business
stops for a continuous period of six months, it generally loses nonconforming status.
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Building Regulations and Codes

Building regulations are important to research if any changes nedzkbtmade to the
existing buildings.Plumbing or electrical work may require upgradinghe provincial
building code applies across the province, although individual First Nations have to
adopt its use. Permits are also needed in different areas for certain kinds of work
Always be sure ofour basic zoning approval before undertaking any kind of renovation.

Agreements with Owner

If you rent or lease your house, certain agreements may be needed between you and
the owner. Startinga homé& 8 SR odzaAy Saa Ay | LXiskb@S GKI
only with full knowledge and permission of the owner.

Legal Aspects

As well as complying with the above laws and regulations, a Hmsed business needs
to consider a businedgenseand health or other permits.

6 AT AT 060 0AOI EO

Any businessni Ontario that provides a service or sells taxable goods, with exceptions,
Ydzald 200GFAYy | Sy R2NRa . FIhR Yare K dpplicatory dr & (i NB
NEBYySglf FSSa FT2N) SYyR2NRA t SNYAGZ K2 dzAK
name, teleione number, location, or mailing address changlsyour business name

changes due to a legal change (say, if you incorporate a sole proprietorship), your
+SYR2ND&a t SN¥AG oAttt 0S02YS Ay@FftARX |yR @&

Businesd.icence

Most Municipalities require and charge a fee for a businksmsnse Your Band may as
well, so it is best to check with your local Community Development Officer.

Health Inspection and Permit

Certain businesses, in particular those involving food, requineath inspection and
permit. The Health Inspector, an employee of the provincial government, usually works
closely with local officials.

~
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Premises and Facilities

Premisesneansreal estate. Facilitiesrefer to buildings.

Physical Space

A busines needs an appropriate place to workAssess the space you have and the

space youweed.

1 What physical space does your business need?

1 Is that physical space available in your home, or in buildings on the premises:
garage, shop, shed?

1 Will your work spae have to start other functiors What effects might this have on
both?

1 Are renovations needed to make available space useable?

1 Will any renovations involve upgrading power, changing plumbing or \Wiribg the
costs make these renovations realistic?

1 Isany new construction required by the busin@desearching construction costs
your area should give you a cost per square foot that you can use to guide building
decisions.

1 Do renovations or buildings require building perrits

1 How convenient is the sjga for delivery of materials, or for a customer to enter and
leave?

1 Will household noisesmells,or activity pose problems?

Will customers ever come there? Will they be comfortable in the business space?

1 What kind of image does your business space prégse

=

Planning a Work Space

{AO0 SAGK | LISy 2N LISYOAf IyR 3IANF LK LI LISNJ
business. Draw the workshop or work space, showing furniture and equipment.
Connect them with lines or arrows showing the lines of produtihow work flows.

Use your drawing to decide on telephone lines, electrical service andimgudghting

and fireproofing. Take theime to draw up different layow for production space,

again paying special attention to the flow of production. IIV&i certain layout mean
unnecessary steps in the production process, or have people doing different jobs
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ONRLIIIAY3T 208SNI SIFOK 20KSNK L¥ @&2dz OF yQi
reconsider every option before trying to make thinks work in too kmapace.

Organizing a Work Space

People often say organization can wait because they think other, more important things
have to be done firstWhen oganization waits, success often waits too. If you organize
yourself and your workspace from the beging, AND you budget the time to keep it
organized, your homéased business haa greater chance of succeeding. Your
personal stress and frustration will also be reduced.y@s get bigger, you get busier,

so NOW is the time to organize.

Ways of gaing a homebased place of business organized include:

1 Allowing time to keep yourself organize8eting up systems is only a firstep.
{2YSGAYSa LIS2LX S aSid dzLJ aeaidsSya yR I NB ¢
wWSYSYoSNI GKI G & pebpleSndke then2wboRNainéaidngdyJtems
takes time, energygommitment, and the belief that in the long run the return is
worth it.

1 Having a set place for the things you use and keeping them in that place.

f Assigning a work space to the business, ak®pa A OF f aLJ OS &2dzQ@dS
reserving it for that use without sharing it with other activities.

f Maintaining good security.If you rule for a homedo SR o0dzaAy S&aa Aa
g2N] aSLI NI GSé¢ TNRBY sis &S redsdhihathafiiy ahdrdedzNI € A T
based business space, even with a personal hobby, is not recommenidedp
supplies, inventory, papers, and especially any hazardous material setuy®u
develop a new design or invent something, security takes on different meanings
because you want to protect your idea until you develop and market it.

Equipment and Methods

Minimal Equipment and Furniture

It is important to have a well set up officé&ive pieces of equipment are indispensable:
a filing cabinet, in/out file baskets.edk or worktable, good work lamp/lighting, and an
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ergonomically correct work chairEvery business has paperwork and the five pieces of
equipment named are really pieces of office equipment designed to help you handle
your paperwork.Shelving or a booksa can be an important addition to the basic five.

Business Equipment

Look for used equipment instead of immediately buying it néatch for auctions of
office equipment in newspapers, trade journals, and mailings about government
auctions. A list of equipment essentials and wants will help you prepare to take
advantage of used equipment sales.

Getting a Business Telephone

The telephone has been described as a homé 8 SR o0dzaAy SaaQa f ATFSH
world. Get a separate telephone line oystem for your businessThat expense is tax
deductible. You can also consider a measured meter line which is cheaper than a
regular business telephone linddDn a measured meter line, you can receive incoming

calls with a limited number of calls goingteeach month. Perhaps more importantly, it
automatically allows you a listing in the Yellow Pages.

Using a Business Telephone

We have become so used to treating the telephone like an everyday part of life that we
R2y Qi |t gl @& KI @ Ppropriateifod buSirels ¥gsShondetedephbned: LJ

are answered in a casual wayThis can give an unprofessional start to a home
enterprise Businesdike courtesy and accuracy are things to aim for in your own
communications Use fairly formal, businesslikeJKX NI 8 $a> F2NJ SEl YLX S
AyailiSIR 2F &&&p tkléphoaeNdessageABis and a pen or pencil near

the telephone so you can take messages without interrupting callsother people

answer the telephone for you, consider laying outahgou prefer it to answered, key
responses to standard telephone inquiries, and how you like messages to taken, and
keep these guidelines by the telephone.
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Answering Machines, Answering Servicand CellularPhones

Making sure customers can keep in tbuwith you is good business sensk.can be
difficult to do when you travel or are always on the ginswering maching answering
servicesand cellular phoneare some ways to keep in touch.

Computer

A computer system is generally, considered a dasecessity for efficient and
competitive business A computer system (small business and home) includes a video
display terminal (VDT) or monitor, a keyboard, printer, disk drives, and ofterRCGBD

or DVDROM which allows you to have an audio compongitlh your system.

LT @2dzOQNBX 3I2Ay3 (2 dzasS | O2YLWziSNI Ay @&2d
intensive, short course on the basics before you make any comypelkaied purchases

The instructor will be able to help you make good decisions ab@ystem and about
programs,which will do what your business needs.

Areas in which a computer can make a significant difference to a Hased business
are:

1 Computerizing repetitive clerical tasks

1 Keeping track of expenses and income, includings@eal money used to cover
business expers.

1 Improving management procedures, custonssrvices,and delivery, especially in
terms of timing and efficiency

1 Enhancing the look of your correspondence, print materials and presentation
packages to ensure yoare portraying the professional image you want for your
business.
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Fax Machine

Facsimile (fax) machines let you send letters and other documents, graphics, even
photocopies and photographs over telepholiges;fax machine use is so common that
many compaies give a fax number as well as a telephone numbtices have come
down to a bottom range of as low ad@. Some fax machines double as photocopy
machines, for small numbers of copies, and some are combined with full telephone and
answering systemsYou should be careful with full service units since if one component
malfunctions, it will impact the entire unit and may be costly to repair.

t $2L S 6K2 R2y Qi 26y | FIE YIOKAYS KI @S
services, often availableat commercial photocopy and print shop facilities but
increasingly available elsewher&ou may not think you need to use a fax machine, but
the people with whom you do business may be udedimmediate action and
communication Knowing your customersna giving them what they expect is
important.

Photocopier

As with computers and fax machines, photocopiers have improved in range and quality,
and shrunk in size and price in the last few yeakscopier should be able to copy on
standard and legal s paper, produce clear, clean copies, and perhaps be able to
enlarge and reduce image&xpect each additional featume larger paper, collator, full
enlargement and reduction, fasterspdt to cause a jump in price.

Your Business Equipment Needs

Casgder your own needs by asking:
1 What equipment is essential for me to have on site to start this business at home?

1 What equipment is needed but not essential for me to have at home?
1 What equipment may be of use but is not required for stapt?

1 Whatequipment could | use at another location?
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1 What equipment could | lease rather than buy, so | can update as technology or by
business changes?

An equipment list for a new homleased business is generally restricted to equipment
that is essential for suess. Research will help you fill out your equipment list with the
following information: equipment name, specifications and requirements, sources of
new and used equipment, and pricesStandard advice to new hordgased business
people is to consider leay) equipment during startip, and to buy or adapt used
equipment This may be particularly important in reducing the amount of debt a
business has to carry in its first years, and ensuring that money is available for operating
and not tied up in capitaéquipment.

Be aware, however, that leasing -o@serve can be difficult.Be prepared to provide
prior written authorization from your Chief and Council to your leasor, to seize leased
property if you default on your payments.

Materials, Supplies and Sources

Supplies and materials refer to all the things you use to make your product or provide
your service They are one of three main categories of costs, the others being
labour/time and overhead ¢ KS F2ff 2gAy3 &aGSLJA &dzy dzLJ K2
mal SNA I £ aé¢ O2aday
9 List all the supplies and materials you will need to produce the product or provide

the service.

1 Estimate how much of each supply and material is needed to provide a certain unit
of finished product or available service.

91 Consider thedtal sales you hope to make in the first year of operation, in the same
units of finished product or available servic&Vhat total amount of supplies and
materials does this annual sales volume requifB¥e cost of supplies and materials
is a key figurén financial calculations, including pricing.

Other important aspects of this part of business operations are sources, usually called
suppliers, and terms of saleéSuppliers do extend credit to their customers, but usually
not for at least six months dong enough for a positive relationship to develop on the

~
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basis of your sales volume and payment recoupplier credit is not a dependable
source of financing for new business starts, although terms of sale may work in your
favour as suppliers get tankw you and offer bulk buying discounts or payment periods
of 30 days instead of COD.

Insurances

Some Background on Insurance

Some insurance ia necessity in most businesses$nsurance is often required as a
condition of a loan from a bankln a soleproprietorship, having enough insurance is
particularly essential because you are personally liable for all débithout insurance,

a situation could occur where personal possessions and assets have to cover an
unexpected business debt or accidentHaving adequate insurance is one way a
business manages possible riskStandard advice is to only insure against what you

Ol yQU | THB2NRGG 282 F2INJ AyadzZNAy3I ¢gKFG @&2dz Ol

You will probably already have some insuranc®art with the same agent, because

some business relationship already exisigeat your insurance agent as a professional
resource, someone you go to for advice.y G KA & OF &aSs @&2dz R2y Qi
advice because agents receive a commission from theranse companies whose
policies they sell.! &1 ljdzSadGA2ya dzyGAf @2dzQNBX &l GAaTAa
option covers, any restrictions, and codde sure to compare options on the degree of
protection as well as on cost.

Be honest with your inddl y OS 1 3Sy 4T KS 2NJ 4aKS OFyQd 3IA
information. There is no point paying money only to find that your insurance is void
because of some restrictionThe goal is for you and the agent to come up with a
commercial insurance packagleat gives you and your business necessary protection

for:

House/business premises
Vehicle

Liability

Business interruption
Disability

= =4 4 -4
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1 Partnership
9 Product or service

Kinds of Insurance

House/Business Premises Insurance:

The house insurance yawrrently hold (rural area, if you own your house) will probably
not cover your business venturdt may not even cover equipment or supplies that you
collect in the starup stage.Upgrading present house insurance to cover business use is
a necessaryast of doing businessA fire started in your business area could void your
household insurance.

Vehicle Insurance:

Cars and other vehicles used in your business have to be insured for business use
Insurance claims may not be valid if a vehiclevslved in an accident under conditions

iKS LR2ftAOd R2SayQi O20SNE F2NJ SEIFYLXS || @
business.

Liability Insurance

I A0FyYyRINR K2YS2 oWl R f ANDE I IRIZMIAY ST LIN2 (SO
liability if aperson is injured while in a home on busines®r a reasonable amount per

year, most policies can be extended to cover injuries to business visitditss
broadened insurance policy will NOT cover injuries or damage occurring as part of
delivering serices or selling products off your premisefsurance to protect you in

accidents that may occur away from the home is available at around $&fake sure

your liability insurance covers the costs of defending yourself if you are sued.

Business Interption Insurance (Loss Income):

If your business operation is halted, for example because of a fire in your home, the
business bills still have to be pai@usiness interruption insurance, also known as-loss
of- income insurance, protects you in suchsiéuation. The cost is based on gross
business earnings or an estimate (for a new business), and is usually not todJisigg.

term lengths are six months and one year.

Page54 Equay-x OE j 711 AT860 ' 0O1 O



Home Based Business 2009: A Guide For Nishnawbe Women

Disability Insurance:

Disability insurance is also called accident and sickimssgance. It can be important
protection for a seHemployed person,although it is relatively expensive and the
payments may not be enough to keep you going in a business in case of disability
Disability insurance protection considerations include:

1 How disabled one has to be to receive benefits

1 How long a waiting period there is between opening a claim and receiving the first
payment (usually a minimum of three months after an accident)

1 How long payments continue

Partnership Insurance:

Whether a partnership is formal or informal, one partner is liable for the actions of
another partner If you have business partners, research options for insurance to
protect you against suits arising from action on the part of other partnefhis
insurances expensive and ndhat common in small and homregased partnerships.

Product or Servicesurance:

You can buy insurance to protect you against claims, injuries, or damages that occur in
connection with your product or servicelhis is usually expsive If something about

your product or service makes you think you should have this kind of insurance, tell your
agent.

Insurance Claims

Accurate records of inventory, business equipment, and supplies are necessary as proof
of value of loss or damag® any claim against insuranckeep:

1 Receipts of all purchases
1 Written inventories of things in each room in which you carry on business activity
91 A visual record, using a still camera or video camera

For insurance claim purposes, receipts pluscéupe is the best recordConsider storing

the record of your insured possessions, or a copy, in a safe place somewhere other than

Ay @2dzN) K2dzaS3s a2 AF GKSNB A& | §enda@apk RSy (i :
of visual and inventory records y@ur insurance agent for filing with your policy
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Key Personnel and Staff

Key personnel in a business are generally the owner/operator, partners, main
shareholders,and main managemedevel employees. A potential lender reading a
business plan pays spial attention to this section.Do the key personnel have the
skills, experience,and capacity to make the business a succes$s?he staffing plan
realistic? Few new homeébased business people have all thldlls and expertise they
need. What thednder is looking for is an outline of who will take care of essential
management and production tasks in the business.

LT (GKS o0dzAAYySaalLISNE2Y R2SayQid KIF@S OSNIIF Ay
jobs, the business plan has to lay out how thesalities will be handled Options for

getting needed expertise or skills include hiring people or obtgimrofessional advice

on an aseeded basis.The second of these options, professioadvice, is common in

new homebased business starts andase of the reasons for including a network of
professional resources available to the business in your plan.

Sharing the Work

2 KSYy GKSNBQa Y2NB G2 R2 (KlIy e2douCdny KLl Yy

Work harder

Delegate

Recruit volunteers

Hire help

Subcontract work to other people

Use the time you have more efficiently

= =4 =4 4 A A

Professional Services and Resources

The approach to business planning includes identifying a network of professional
advisors: lawyer, accountant, industry expert or busisesonsultant;and consulting

with them as part of business planning and stajpt

Without a lot of money for professional fees, you want the time you buy and the money

you pay for it to be well spentGoing prepared is a must he service that professials

provide is adviceif you go unprepared, you may pay for basic information instead of
advice.! YIAYy NBlIFazy FT2NJ R2Ay3 3I22R NBaSIF NOK

~
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what you can learn on your owrilhis manual is designed to help you witluich of the
basic business research and plannir@onsult professionals when you need advice or
information beyond what you can research yourself.

Before you go, prepare a written list of the things you need advice lbrihese are
problems or decision® be made, sort out possible options and put them in order from
best to worst. Ask for the problems or make decisionBrofessional advice is exactly
that: an opinion given as to what to dd@-he decision about what to do remains with the
businessperso.

Key information about professional services and resources to include in a written
business plan:

1 Names of professionals and areas of expertidawyer, accountant, bookkeeper,
industry expert, business advisor, designer
1 Relationship of key profegsals with the business

Management and Training

Only in rare cases do people starting in business have all the skillsjence, and
knowledge they need.Ongoing training and management development are a jpéart
most successful businessesshort wokshops and seminars make sense for people
whose time is very limited.These are available in most communities in the province
throughout the year from various source€ommunity colleges are good contact points
for information, as are local chambers obromerce/boards of trade, industry and
business journals, and economic development officEsr the northern communities,
the local band office or the Community Development Offisapould have information

on workshops and seminarsClassroom learning isnty one of many options.Other
legitimate elements of a training and management plan includethenjob training,
apprenticeships, mentelearner relationships, independent use of learning materials
such as books and videos, regular meetings with peoylte have experience and
expertise theyare willing to share. Most important througdll these methods is simply
asking and being willing to listen.

Build a realistic management and training budget into the financial plan as an essential
business cost.Tuition and registration fees, materials and resources, time lost from
earning other income, travel and living expenses are all costs; most are tax deductible.
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Short and Long-Range Plans

Shortterm business planning is covered in the business phanimtroduced in this
manual. As business experience grows, leagge plans can help guide decisions.

Financial Research

It takes money to make moneyHow much money it takes is what your business plan,
especially this section on finances, will help yowrggout. Where you might get the
money and what you need to know to convince someone to invest in or finance your
business are other main topics of this chapter.

Some Finance Basics

Money to Start and Money to Operate

If you are considering a horfieased business and need money, what you are looking for
Is startup capital. Capital in business means mondyunding needed to run a business,
to keep it going once started, is called operating or working cap8#drtup capital ad
operating capital ee totaled separately for purposes of business financd3egin to
think about them separately now, each one representing a different stage in your
business development.

Startup capital is the total amount of money you need to open your doors for basjne
and to keep them open until you have sufficient business rever@perating capital is

the amount required to keep the business going after the stgrt It includes salaries,
wages, rent, expenses, supplies, utilities, advertising, depreciation, iatetest
payments. Small business advisors recommend that stprexpenses include at least
six months operating capital, because even though revenue will come in during that
time, the startup phase also brings with it unexpected expenses.

A common poblem for small businesses is underestimating how much money is
needed, especially for operatind.he result is additional stress after stanp, struggling
with cash not coming in when it is needed, and making do with insufficient capites.
is easyto understand, because no person or business wants to carry the costs of
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unnecessary debt.Keep in mind this familiar pitfall of insufficient operating capital
when you look for startp funds, not just when you are in a financial crisis.

Sources oBusiness Financing: Startp Capital
Your own money

Most lenders want to know that a businessperson has invested some personal assets
into the business This translates into ownership, called equitfhe investment can
come from:

Selling personal asts

Cutting current personal and business expenses in order to make money available
Drawings on savings

Using credit cards to get cash

Borrowing against life insurance

Selling holdings, investments

Cashing in bonds or savings plans

=4 =4 4 -4 4 - 4

Friends and Famly

Even with scrimping, saving and careful management, you may not be able personally
to provide the financing your business needghe first source of borrowed money is
usually familyrelatives,and friends, who as a group make up more than 50% of the
loans to home based businessesSuch loans have the same requirements and pitfalls
as all debt situationsand then some.Always get agreements about loans in writing to
save later misunderstandings and bad feelinyi&ake sure that all loans, includjrthose

with family and friends, are set up with:

1 Proper security
1 Any terms or conditions
1 Payment schedule

A payment schedule shows when payments will be made on both the principal (the
amount borrowed) and the interest (the amount it costs to borréve principal). In
some cases, your family or friends may be willing to lend you money interest free, or to
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lend money without repayment until the business gets goiivgu should still prepare a
payment schedule, showing payments deferred or put offiluthiat point. Keep your

FAYlF YOAL € oF Ol SNE>X AyOfdzRAY3I FNASYRA | yR
picture on a regular basis.

Financial Institutions and Lenders

Banks, credit unions, and financial institutions like trust companies lendegndo
individuals and to companiesA loan to an individual is a personal loaA loan to a
business is a commercial loaonditions and terms, includinigterestrates, differ for
the two kinds of loansDepending on the amount of risk associatedma new business
venture, a banker may only be willing to give a personal loammortgage on a house
and property is often required, at least until a business gets establisifeghersonal
loan is common in hombased business statps.

Homebased ad new business people are generally considered a poor risk by lending
institutions; both because of the 80% failure rate for new business starts, and because

the loans needed are often smalk-orthesereasons, provincial and federal levels of
governmenthave over the years established various programs of support to this level of
business. Such supports have been of three main kinds: direct grants, loans with the
government as lender, and loan guarantee¥/ith loan guaranteesthe government
securesa loanwith a lending institutionthen makes the loan to a person or business it
g2dZf RYyQi 20KSNBAaAaS O2yaARSNI I 322R Sy2dAaK

Each program has guidelines and conditions a business has to meet to get assistance
¢ KS 3IdzA RSt Ay Sa If wibapgytfdr furlliRg ta sOgeveriarSeNtpriogtedn,

the first thing the program officer does is check to see if the application meets the
criteria. If not, no matter how good the plan is that supports your proposal or

I LILX A O GA2Yy S A (As @it of gir reeSrchOuetyniormBRtiSraBartduch
programs and review them as possible sources of finandiay. special attention to the
criteria so you only consider those opportunities where your situation fits the
guidelines.h  KSNB A aS &@y@finte. 6 S &I adA
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Two Main Kinds of Financing
Equity Financing

Equity means ownership. With equity financing, a lender makes money available for use
in exchange for an ownership share in the busineBsis could be as a silent or limited
partner (not actiely involved in the business) or as a shareholdgvhether equity
financing is possible or a good option depends on the business structure and the
relationship between the borrower and lender.

Debt Financing

With dept financing, the lender charges infeB G T2 NJ GKS dzaS 2NJ &N
loaned, but does not get a share or equity in the busind3spt financing is familiar to

most people because it is the basis of most personal creliine of credit, common in

business is a type of dept financindVith a line of credit a bank gives a business an

upper limit to which it can borrow, for a set interestraté. K S o6 dzaAy Saa R2Sa\
loan in a lump sum, but draws on the line of credit for funds as it needs them.

Interestis only on paid on theamounts borrowed. It may also be the only financing
arrangement that a homéased business needs as a bapkfor operating capital.

Collateral or Security

Collateral is what you have to put up to secure a lodhis security reassures the bank
or other lender that if circumstances make it impossible for you to repay, the lender has
a right to take some identified thing that covers at least part of the value of your. loan
As you consider the different kinds of financing and research available, gayiatt to

the collateral each requires.The usual collateral for horAeased business loans is
mortgages and personal guarantees.

Managing Loans

If you successfully get a loan make it a rule of business to keep your lender edform
about business developemts. 9 @Sy AT (KAYy3a R2y&dhaslg | 002
anything does better that your banker knows how things stand before you need help.
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Doing Your Financial Research

52y Q0 6 AG dzy At @2dzNJ) 60dzaAySaa LY Itghk A& F)
business.When your business concept is fairly well developed, and you know generally

what your financing needs will be, make several appointments at several banks to talk
about a businesslf your place of residence is @nNorthern Community, obouslyé 2 dzQ f f
need to make phone calls and write many business lettérgou have to go this route,

always check back with your potential lenders to see if they received your |€efieis

way they will see that you are serious about your business mitpa. Get information

about different kinds of loans and interest rates or rental charges for borrowing money

This is important research even when you plan to get necessary financing from other
sources.

Banking is a business just like any other bessn There are very real differences

between what financial institutions offer Keep good records, and use these first
AYUGSNIASGga (20 Cont&ess at finakci@l ingtitutio’ss Nuill only be able to

provide such feedback if you are well prepadrevith certain questions you want
answered.. SAy3 ¢Sff LINBLI NBR R2SayQid YSIy &l Al
the money; it means knowing what questions you need to research at this early stage of

your business developmentse the following qudsns as a guide to general research

on financing options:

1. Is a certain balance required in a business account before a loan can be considered?

2. Will the bank give a business a line of credif so, with what requirements and
conditions?

3. What are curent interest rates for the line of credit and other types of loans or
financing to be considered?

4. Does the bank have limitations on the number of small loans it grants or the types of
businesses to which it gives loanE%o0, what is the current situan?

5. What is bank policy on the size or description of cheques deposited in your personal
account to be held for collection?
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6. Will cheques under that size be credited immediately to your chequing account
balance?

The last two questions are importantbeéas A F &2dz R2y Qi KI @S |«
credit references, the bank may hold ALL cheques for collection until it has some
experience with you and your accounthis can affect the money you have available

YR @2dzNJ OF aK Ff2g 0&i0d maaey frotndepositet gheniies O 2 dzy
immediately.

If your sources of income are yourself, family and friends, use the information you get
by researching financial options to get an accurate feel of the marketpladkienced

as it is by interest ratesime spent researching finances is worth the gains in experience
and understanding of the business world.

Get Professional Advice

If you can only afford professional advice on selected aspects of your bsismeke
financing one of themespecially ifyou plan to borrow moneyUse your research skills

to get as much information as you can, and to help you prepare to get the most out of
professional advice by being able to ask exactly what you need to know.

Applying for Financing
The Financing Propoasl Package

If you decide you need a loan, your financial plan moves to center stégat part of

your business plan is explained in detail beloMake sure you are familiar with every
part of it. Draw from the complete financial plan the outline ofuydinancing needs

and supporting papers, before you go to a lender with a proposal or application for a
loan. Think of this as a financial proposal package that helps you go prepared with the
following key points of information available separately:

1 The specific loan and term being requested
1 What it will be used to purchase

1 Your amount of equity in the business, and investments by partners, friends or
relatives (ownership indicates commitment)
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1 Cash flow forecasts to detail the amount and timing aftcase and need

1 Contact namesaddressesand telephone numbers for the lending institutions and
professionals you deal with (accountant, lawyer, bookkeeper, business advisor, etc.)

1 A personal net worth of statement (assets/debts) to support a personatantee
1 Copies of letters of intent, commitments, and potential orders
1 Photocopies of your insurance policies, legal agreements and appraisals

1 Copies of price lists to support cost and sales estimates (wholesale and retail always
on separate pages)

1 Any appraisal of fixed assets (property and buildings)

Do You Have a Chance?

A banker looks for four things in any loan or financing application:
1. Character: Are you the kind of person who pays your Bilkre you reliable? Can
you run the business?

2. Crdit: Do you have a good credit rating?
3. Capacity:Can the business generate enough to pay back the bank?

4. Collateral: Do you have things of value that can be used to secure or guarantee a
loan?

These things help a banker decide whether or not youyaod business are a good risk

for a loan. The business plan is the key to convincing a lender that you are a good risk
Consider revising your financial and business plan if the feedback you get suggests you
need ta Keeping your goals in mind will kegpu from getting discouragedFailure to

get a loan is NOT a failure to set up your busine&su may need to change your time
frame, but if you are determined to achieve your goals through a hbased business,
@2dQff FTAYR | gl &
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Creating a Web-Based Home Business

A webbased home busineds a business that you create by publishing content on a
web page. The content that you publish on the web page is then used to sell products or
services that are related to the content of your web site. For exampyou would like

to sell crafts that you make, you could develop a webgitg has pictures of the things

that you have made and the prices of each iterivou could even have a way for
customers to pay for the items (using a secure credit gaaygmen service) to have
them shipped to their homes.

Starting yourown webbased home business a great way tocreate a workat-home

business opportunitylt is a good way to run a business for stk 2 YS Y2 Y Q& & A\
your store is always open and you neveave to leave the house (except to ship your
merchandise and pick up supplies).

The financial cost tdevelop aninternet home-based lusiness is virtually nothing since
you can do all the work yourself, if you really wanted to and lack funds to hirecoe
Even people who are lacking in technical computer skills can fully develapaothe
profitable welbbased home busineds a relatively short timausing such tools as the
webpage tutorial program that -Klet offers athttp://tutorials.knet.ca/ . This user
friendly web site will guide you stepy-step in developing a webpage to describe your
services and/or products.

Taking the Time to Develop a WelBased Home Business

The first step to starting a webasedhome business is to make sure you are willing to
spend the time to develop it. While a home basé&dernet business is relatively
inexpensiveto start, doing it right does take some time and effort on the part of the
web publisher (you).

You should count ospending at least 10 hrs a week on developing and maintaining
82dzNJ 6S0aA0S O0Y2NBE AT AGQa | £ NBSN aadasS ¢

| SNBEQa &2 Fd somédaeinensty web publishing and who is serious about
starting aweb-basedhome businessof their own, $art small and then work uplt is
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often less overwhelming and far cheaper tesihjn a web site thatam be easily
expanded later on.By starting small, you will see the results of your efforts faster and
be able to start your business sooner.

Affiliate Marketing

Perhapsyou have a consulting business and you teach workshdpgre may besome
booksor CDghat you suggest at your workshops and people are always asking where
they can buy them. You can have a link your website to a booksellefi.e.
www.amazon.ca ard every time someone buys an itefrom this link, you will get
either a flat rate per item or a commission on the sales. This is cHfidte marketing
since any welbased business that sells pnacts of other merchants is called an
affiliate.

The good thing about being an affiliatelisk I G @ 2dz R2y Qi KI @®r G2 L
stock that might not sellBeing an affiliate does not cost yamythingand youare able

to offer your customers/éénts an opportunity to purchas items linked to your
odzaAySaa GKIFG @2dz R2y QG &Sttt @2dz2NBRSE FTo
merchants to work together to refer customers and build a customer base for both
businesses at the same time.

Seps in Creating Your WekbBased Business

Step One: Select the Topic

What will your website be about? Since what you put on your website will make or
break your business and the products/services you sell, you have to make sure that you
are both knowledgeale and interested in the business you are starting. If you are not
interested in the content of your website, you will igkly lose interest in your web
based home business. The fact that you are not interested will also be noticed by
potential/current aistomers and your sales will drop.

Step Two: Creating Your Website

Before beginning to create the web site, you need to give riame andyou need a
domain name to host it.
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A domain name is how visits are able to find your site When séecting a domain
name for your mternet home business, try to select a domain name that is close as
possible to the "theme" of the business which will make it easy to remembert@nd
type into a browser window (e.g. buymybeadwork.ca3ny domain name you select
shouldfollow in a similar fashion and be focusen the theme of your website.

As mentioned earlier in this manual, you need to register your domain name so that
people can access your website on the internétformation on registering a domain
name can bdound atwww.webnames.cawhere you can also do a search to see if the
name you want is already being used.

If you choose to make an independent website, you will have to pay to have your
domain name registered othe internet. In addition to that you will havpaid a
Y2yUuKte FSS F2NJ 0KS ¢gSoKzaild (2 aKz2aaé ez2d
service vary as explained below.

Once you have selectexhd registerech domain name for your website, the nexep is
to go about creating it. When looking at creating a web site, there are three ways to go
about it.

1. Pay someone to design the sitdPay a web designer to design the web site
design for you. You still need to supply the content. This is the quiak®sto
go, but the most expensiveA drawback to paying web designers is that often
you will not be able to update the content yourself, which means continual
SELSyasSa &2dz g2dz2 RyQii KIS AT &2dz SRAG
you are getting gotes to have your website designed by someone else.

2. Design the site yourself using a web design prografihis will mean that you
have to have some skill in using computers. With some help and a good program,
you will be able to do this on your own. -Met provides an excellent tutorial
system that will walk you through the process of creatingebpage Microsoft®
also has a web design program called SharePoint Designer® program that is
available for free download to your computer. This can be found a
http://office.microsoft.com/enus/sharepointdesigner/FX100487631033.aspx

There areother web design programgou can purchase on the internet as well
the price deending on whatadditional features to add to your website.
Remember: basic is always cheaper and a better way to start in the beginning.
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Search the internet for web design programs and often the company will offer a
free trial version that will give yoenough time to develop your site and get it up
andrunning.

3. Use a comprehensive web business programhich will designs the site and
takes care of all technical detailsAll you do is put in the contenteverything
else is taken care of. This is@nbination of 1 and 2For an example of a web
busness program you can purchassge: http://www.webnames.ca/services/
webbuilder/about.aspx

Step Three: Publishing Your Business Odine

Once you've created your web site and put in all the content, the next sfeqgurse, is
to get your webbased homebusiness onhe so other people can see i¥ou do this by
uploading all the files that were created developing your web site tgpour web host
(which is usually your internet service provider) a web hosting companyFor an
example of such a compasgewww.webnames.ca

Your internet service provider will have a web hosting service thatwidl subscribe to
monthly. As mentioned before, Klet provides website hosting free of charge. This
might be a good way to start your business to save fuiglg. if you can afford to do so,

it is a good investment to pay to have your webdiiosted asn independent site.This
way, potential customers wifind it easierto find youon the webeasier. Contact your
internet provider forprices and thaypes of plans they offer.

Step 4: Setting up a Merchant Account

To accept payment from your customsefrom your website, you will need to acquire a
merchant accountwhere payments from credit cards will be depositetb get a
merchant account, you have three options: you can use a bank, apghitg provider
like PayPal, or an independent sales orgainin. Which option you choose depends on
the volume of your sales.

Once you have a merchant account, you'll need a way to actually accept the credit card
payments. Here, too, you have several options. If your hbased business has its
own website,then setting up annternet gateway with a shopping cart is one option.
Incorporating a shopping cart (which includes the product catalog and purchasing
interface) into your website provides the most convenience for your customers. It also

~
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results in fe’ls NJ f 2aid &l fSax aAyOS OdzaG2YSNR 42y
payment, during which time they may change their mind about their purchase decision.

Once you have a merchant account and a shopping cart or similar technology for
processing payment, yoare well on your way to being able to accept credit cards for
your homebased business. Know that there are a variety of companies that cater to
home-based businesses who will do everything possible to help you accept credit card
payments. Take the tiemto shop around, being sure that you understand all the
associated fees and compare deals until you find the one that is best for your specific
needs.

b2g @e2dzQNBF NBIReé (G2 R2 0dzaAySaarhis2iggouri KS 2 ;
business; you will getback whatever you put into it.

Writing Your Business Plan

Style and Preparation

A business plan is\aritten document that forecasts the future of a busineskhe plan
defines what your business does, how and why it can compete successfully in its
industry, and how it will be run on a daily basi¥our business plan will also detalil
financial information on you and your business, through income and expense
projections called proformas, to accurately portray your financial stability.

A good business phais definite necessity, as most business failures are the result of a

lack of planning Writing your plan fully increases your chances of success by forcing

you to consider every aspect of your busine#iswill mark the path of your journey so

you cangauge your succesd YR Y2 ald AYLERNIlIyGftes AdQa oK
order to determine whether you and your business are good risks.

Your plan should be:
1 Concise
1 Easy to read

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page69



Home Based Business 2009: A Guide For Nishnawbe Women

)l
)l

Complete
Professional looking

Components of Your Business Plan

Executive Summary

An executive summary is a opage statement that touches on every aspect of your
business You will have to be brief and #he-point with all of your summary
statements, and everything in the summary has to be backed up by the dsraégour
business plan

It should highlight:

T

T
T
T
T
T

The name and location of your business

The form of ownership (sole proprietorship, partnership, corporation)
Details on the product/service you intend to offer

The reasons your product/service is needed

The advantages your product/service has over the competition
What expertise you and any partners bring to the table

If your business plan is being presented to a specific source of financing (e.g. business
development grant agency, bank, etc.), shoaldo include financial details of your
request as it pertains to their interest{ 2 YSGAYSa WwWeSaQ 2N Wyz2Q
the information you give in your Executive Summary, and how your needs match up
with the mission purposes.

Business Description

dzNJ G S

O

fS 2 LINRPOARS I ONRSTZ | O
dziKé . Aa | Ydzaf

A complete business description gives:

)l
)l
T

Name of business
Business form or structure
List of key people (owners, partners, investors, emeésy professional advisors)
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1 Place where business will operate (municipality/region)

Location at which business will operate (address)

Contact numbers for the business (mailing address if different from location,
telephone and fax numbers)

Place where busess will be registered or incorporated

Date of business statip

Business license number, date and place issued

Zoning category of business location (rural areas) if applicable

Federal and provincial tax registration (municipality/region) numbersegsired
Business logo, design, and business card

Trade mark or trade name

= =4

=4 =4 4 4 -4 -5 4

Management & Ownership

Taking the list of key people within your business, you should:

91 Describe the skills and qualifications of key peapie include the resumes of these
key people

1 Define the contributions each key person will make

1 Define compensation for each key person in termgafes and benefits or contract
values

1 Provide contact information if key persons are external resources

Products & Services

Good ideas foproducts and services need to be spelled out with details

Be sure that your Business Concept:

1 Names and describes your main products and services, and the purposes they serve;

1 Names similar products or services available from competitors, andidesahem
(particularly any problems that exist);

1 Explains why customers will buy this product or service from you instead of
something similar from the competition;
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1 Describes the status of protection (patent, copyright, indasdesign) or special
features;

1 Shows working drawings and designs, if applicable; and

1 Names legislatiorregulations,and standards that apply to the product or service.

The explanation of what is special about a certain productsérvice is important
becauseit sets out busines advantages, which is the basis on which your business will
be able tocompete. This is key to effective marketing.

Market Analysis

The market analysis component of your business plan defines what your target market
is, and determines:
1 How large the ptential market is.

9126 Ylye LIS2LXS 2Nl odzaiAySaasSa I NS Odz2NNB

the same or similar to the one you are offering or plan to offer?
1 How many prospects potentially have any possible use for the product?
1 Whether the markets growing, flattening, or shrinking.

In your business plan, you will need to evaluate the typical customers within the market
segments you are targetingThereare countless variables to consider when analyzing
consumer behavior Try to focus on thoséehavioralpossibilities that best determine
how viable your product will ben your targetmarkets Investigate the following
concerns when creating your market analysis:

1 Which features will most appeal to consumers?
1 How are choices made between compefiproducts?

1 Which marketing promotions or media avenues seem to offer the best vehicles
for reaching the consumer base?

1 How much disposable income do target consumers have to spend on this
product?

1 How do your target consumers reach purchasing decisions?
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1 Are consumers presold on a particular brand before they visit a store or do they
buy on impulse?

1 What characteristics influence the purchase of one product or service over a
competing one?

Sales & Revenue

Including a Sales & Revenue Strategy is importanthe overall usefulness of your
business plan.lt will define how you will set about making your niche within the target
markets.

Your sales strategy needs to be in harmony with your business concept, marketing
A0NI GS3es | yR &2 dzNdd wenkiestey. Eof éxamplé, NiB/gUuTaiteK &
planning on selling products to other businesses in a highly competitive marketplace, it
may be easier if your strategy is to rely on wholesalers or commissioned sales
representatives, who already have an establish@@sence and reputation in the
marketplace. If your business will be selling hitgch products, you and your sales
force will need to be extremely knowledgeable in your product and personable in your
handling of customers.

By forecasting the impact ofour sales strategy on the marketplace, you can roughly
estimate the market penetration (i.e. share of the market) that you will realize.

Marketing Plan

This section of your business plan will provide an overview of your general promotional
plan. Fuly list what methods and media you intend to use, and wHhf you have
developed an advertising slogan or unique selling proposition you may mention it, but it
Aay Qi AGNAOGfte ySOSaal NEO®

You should outline the proposed mix of your advertising media,aigeublicity, and
other promotional programs. Will you be relying on newspaper ads or business
brochures? Explain how your choice of marketing vehicles will allow you to reach your
target market Explain how they will enable you to best convey your piideatures

and benefits.
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Be sure that your advertising, publicity, and promotional programs are realistic within
your proposed marketing budget=ffective advertising, like radio and TV commercials,
relies on message repetition in order to motivatensomers to make a purchasdf

your marketing/ promotional budget is limited, try to ensure that your message reaches
fewer, more likely business prospects more often, rather than too many people
occasionally.

Operations / Implementation Plan

& h LIS N ¢ AR2&y-all- ternDiséd Gokdescribe any important aspects of the business
not described elsewhere in the business plan.

If the startup is a manufacturing concern, discuss critical elements of the manufacturing
process For retail businesses, disaustore operations. Wholesalers should discuss
warehouse operations.

In addition to discussing areas that are critical to operations, briefly summarize how
major business functions will be carried out, and how certain functions may run more
effectivelythan those of your competitors. dzii = R2y QG 3IS4G Ayldz 2y
business or operation practices that will not sell your business plan to financiers.

A discussion of research and development is, obviously, not a requirement for all home

based businesseslf it does apply, however, financial types are going to want to know

that research and development projects are aimed at specific, realistic objectivewl

GKSe gAfft gyl (2 0S |aadaNBR GKI G hof dzyRdz
being wasted in this area.

Financial Plan
CKS FAYIFYOALFf LXIY A& (GKS 0dzaAYySaalLISNBR2YyQa
GCAY Il YyOALI f aldlraSyYSyice Aa | ISY SNI f yIYS

money information. They give infanation of two main kindsOne kind is figures about
your business and situation as it stands nolle second kind of information is one that

~

Page74 Equay-x OE j 711 AT860 ' 0O1 O



Home Based Business 2009: A Guide For Nishnawbe Women
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- sales,expenses,and revenue ¢ KS&aS | NB OFffSR aLINR2SOA
GSaUAYIl (GSapé

Most of the financial statements supporting a business plan are of this tJjgemake

the most of a financial planand to actually manage it instead of having all this work
separae from the real life of businessyou have to take the time to compare your
estimates and forecasts with what actually happens, analyze reasons for differences,

and adjust future forecasts in respons&his dynamic use of business information can
sharpend KS SR3IS (KI{Gd 3I322R NBaSFNOK FyR LXIYyyA
ability to compete successfully.

The information actually presented in financial statements is quite straightforward,
although there is a lot of it called by various hamd$e approach is to introduce and
explain the main statements in a complete financial pl&ew homebased businesses
will need them all, at least not in the staup stage, but a basic understanding of all key
financial aspects is a definite business assenancial statements covered in this part of
a financial plan include:

Estimated Market Share

Market share is the portion of total sales in an area that each competitor holde

marketing section of this manual helped establish your target maykeith by region

and by groups of most likely buyers in each region

The financial section uses these figures:

1 Total sales, the number made and the dollar value, in the trading or market area, for
similar products or servicesWhile this may have tod an estimate, a surprising
amount of marketing information is available and may be found through your
research, business magazines, and pubboa specific to your industry.

1 Estimate of market share of main competitorg(pentage of total market shaje

1 Estimate of market share projected for the business (every three months) in the first
year of operation include two figures: the number of items and the dollar value
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Sales Forecast

Forecasting sales is the starting point for financial projectemd the basis of business
budgeting. List all the products or services your business plans to sell and the UNITS of
sale for each.Units are set by the businessA unit for an adventure tour company
could be one package tour of two weelSor a craftperson, a unit may be one wooden
item. A unit for a service provider could be one hour of time or a contrBelginning to

think in units is part of learning to work with the building blocks of financial forecasting
5SOARS y265 AT vwhathe sklesaistyatedfor yolr MiSihesse >

A sales forecast can be done for your total sales, which is the number and dollar value of
units the business hopes to sell in the first yeHryou have identified two or three main
target groups amore usdul approach may be to forecast sales separately for each of
these target groups For each product/service and customer group, making a sales
forecast involves estimating by month for a year:

1 Number of units sold (sutwtals for target markets and one evall total)

1 Sale price per unit
i Total sales (number of units sold * sale price per unit)

Your sales forecast will end up totaling a final number of units and a dollar amount that
the business expects to sell.

Costs of Production or Services

Another b Ay Saa GSNXY FT2NJ GKA&A TFAYlIYyGAHRHe OFGS
Importance of knowing accurate costs of providing a service is just as important as for
products. The sectioron marketing introduced three main categories of costs, which

are as folbws:

1 Supplies and materials (variable because they depend on how much you use)
1 Operating (fixed because you have to pay those costs regardless)
1 Time/labour (staff and our own)

These costs are usually figured on separate worksheets, with totals for giossts
used for other financial projections such as brealen analysis.

~
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Supplies and Materials Costs

1.

2.

List all the supplies and materials the business needs to create its product or service.

Estimate how much of each supply and material is needed twigeoa certain unit

of finished product or provide a unit of available service, and the cost. You can also
divide total annual supplies and materials costs by total number of units to find the
per-unit cost.

Consider the total sales you hope to make ia fhist year of operation. Estimate the
number of units you hope to sell, and calculate the total annual supplies and
materials costs to achieve that level of sales.

Include packaging and delivery costs and the cost of bad debts and retugrs ¥3
of the value of total sales)Divide this total by the number of units sold for the year.

The two sets of figures you will have at end of providing a service is just as important as

for these calculations are:

T
T

Total supplies and materials costs for one year

Supplies and materials costs for producing one unit of each product or service

If you order in bulk (i.e. enough supplies and materials for one year), you may be able to
save money How would you handle stora@eWould the savings from buying bulk be
worth putting out that much money at one time, especially at this stage?

Operating Expenses- Non-Labour / Overhead

Operating expenses Nonlabour/overhead are considered fixed expenses because
these things must be paid regardless of saldsxcluding dbour, standard business
operating expenses usually include:

)l
)l
)l
T

Rent
Utilities-telephone, power, other services
Carl/vehicle

Transportation
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1 Supplies (office)

1 Maintenance agreements (i.e. photocopier, vehicle)
1 Advertising and promotion

1 Legalaccounting

1 Insurarce

1 Internet and banlcharges

1 Depreciation (equipment, furniture, vehicle, etc.)

1 Managerial salary

1 Other

Adapt the list of standard costs to your situation, and prepare a table of operating
expenseg non-labourt by estimating these costs for each monthtbe year of the
operation being forecast.

Forecasts about costs of productionnon- labourt will give these figures:

1 Total sales of each product and costs (supplies, materials, and ovérfuedde year
of operation.

1 Monthly totals throughout thayear (total sales, monthly costs of supplies/materials
and overhead).

1 Product/service totals for each month and for the year (total sales of each product or
service, supplies/materials and overhead costs).

Operating Expensesz Labour

Operating expenseare a main labour cost, but related operating expenses, such as
benefits and taxes, must be calculated too (rural area8y job title, list all the
employees or staff needed to produce the sales volume you have forecast for Year 1
Put the total salaryr wage for each employee for each montAdding these gives you
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the total operating expenseslabour - for each month. Adding figures for the month
will yield a total for the year.

The three types of payroll taxes are Canada PenBian, Employmenhsurance, and
2 2 NJ SN & / 2 Y LIS ylafbrraakich gbout iesalzhid by ab&ided from
related Government of Canada offices.

Capital Equipment

Capital equipment in a business means all assets of useful lives of morertbamar.

Examples areypes ofmachines, equipment, vehiclelsirniture, and computers.Capital
equipment, as assets in your business, has value that decreases withrageloss in
value on capital equipment is called depreciatiorContact your nearest Revenue
Canada officéo get current information on allowable depreciation.

The capital equipment sectioof your financial plan needs:

= =4 =4 4 A A

A list of all capital equipment needed to start the business

Estimated costs for each piece of equipment, new and used

Sources of equipnré

The useful life (in months) of each piece of equipment

Monthly depreciation (cost divided by useful life in months) of each item
Total capital equipment costs and total depreciation on equipment

Start-up Expenses

Expenses and costs are the samaghiAll costs related to getting the business to the
point where you have something to sell are summarized as part of-sfagxpenses
These stardup costs are figured separately from operating costs, which take over once
the business opens its doorBe realistic about the point at which the business can
reasonably be expected to generate significant sales.

Start up expenses includes

)l
)l

Equipment and furniture
Supplies and materials
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T

Inventory:stock or product ready to be sold on the first day abimess

Fees associated with setting up the businggsofessional fees, charges for
producing business plan, costs of secured financing)

Research costs

Licensesand permits

Deposits for public utilities and telephone

Any renovations

Marketing plan cas (advertising, promotion, publicity, grand opening, etc.)
Memberships and subscriptions

Any employee, staff, and time/labour costs

Operating money:enough to carry you and your business for as long as it takes to
reach a break

Contingency moneyaazid KA 2y F2NJ 0KS GKAy3Ia &2dz 2 OSNI

Income Statement

The income statement is a way to figure out profit or loss, before income tax (rural
areas), for eaclmonth, and for each year of operationProjected income statements
are usually dne by month for the first year of operation and by quarters (every three
months) for Years 2 arfal

To forecast business income, you need these projections, for each month: sales, costs of
production, operating expenses (labour and Aabour/overhead)and depreciation on
capital equipment.

Costs of Production + Operating Expenses + Depreciation = Total Operating Exf

For complete financial projections, you will also need to work out a figure cgitesh
margin, which is the cost of productiosubtracted from sales.

Sales; Cost of Production = Gross Margin
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To find net profit or net loss (before income taxes) for each month, subtract totally
operating expense from gross margin.

Gross Margint Total Operating Expenses = Net Profit (LossfoBe Tax

Cash Flow

A cash flow forecast or projection shows how money will come in and go out each
month over a period of time, typically a yeafhe cash flow is the spine of the business
plan. Money coming in is shown as revenue, money going owxaenses. The two
together showshow cash flows through the businesExpenses and revenue are listed

fully in the month they are expected to occuA cash flow forecast shows when the
business may have money going out but none coming in, so it is @ortamt
management tool.You can use it to monitor actual expenses against planned expenses
Just as with sales forecasts, cash flow forecasts are usually done for Years 2 and 3 by
quarters.

Cash coming in is called cash receigfssh going out is bed cash disbursementg-or

cash flow, these are estimated and monitored on a monthly baldisash receipts are
greater than cash disbursements, the business has a positive cashlfltve. flow goes

the other received, the business has a negatiashcflow Cash flow projections total

the value of ALL cash receipts and ALL cash disbursements for each month in a 12
month period.

1 Cash Receipts
Money in: cash sales, accounts receivable, loans outstanding, petty cash
You need TOTAL CASH RECHIPT® fcash flow statementsYou need TOTAL
CASH RECEIPTS for the cash flow statements.

1 Cash Disbursements
Money out: purchases, salaries, payroll, rent, utilities, capital equipment
LIZNDOKF aSax | 002dzy i a LI a&wlthdrawdlg, or dividends LI & Y S
You need the TOTAL CASH DISBURSEMENTS for the cash flow statements.

Actual cash flow statements (not a projection) are prepared at the end of each month of
operaton ! Y2y (GKfeé o0S3IAYyYyAy3ad OFakK olFftlyos Aa i
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flow figures After the first month, this figure is brought forward from the previous
month as the Cash Balance:

Previous CashTotal Cash Disbursements + Total Cash Receipts = Cash Bala

While the arithmetic is not difficult, you can see why tgej organized from the
beginning is so important in a business.

Balance Sheet (Net Worth)

The balance sheet shows the balance between business liabilities and assets, plus your
businesses net worth what you have invested.A bank requires a balancéest to
evaluate what the business owns, outstandingns,and the capital you have invested

in the business.The balance sheet consists of a list of your assets at your cost, your
liabilities or debts, and your equity or ownership in the assdtsis snapshot of your
business frozen at a point in time, one of the reasons why the date is usually included in
the heading on a balance sheet.

Assets: Things of value that you or the business own, such as:

1 Current assets: these include cash, inventory, ppid expenses, and accounts
receivable

1 Fixed assets: items with a useful life over one year

Liabilities: Debts or money the business oweBhis includes:
1 Current liabilities: financial obligations you must meet in a year
1 Longterm liabilities: any #bility for which payment continues for more than a
year

NetWorth: The balancing mechanism between assets and liabilities

Assetst Liabilities = Net Worth
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All of this financial irdrmation can be very confusing and overwhelmitigmight be

best tocontact an accountant or bookkeeper to learn more about keeping the finances
of your business organized.

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page83



Home Based Business 2009: A Guide For Nishnawbe Women

Tracking Your Business

The following section should help you understand the basics of keeping business
records.

Business Systems

Basic recoréeeping systems include:

Business Reference Manual

¢tKS NBaSIkNOK &2 dzOas& busides i§ Bopetully all in & Bnde8 or
portfolio. That information and the decisions you make about your business will be
organized in two forms, a written buessplan, and a business reference manual
Standard sections for a business reference manual include:

General business information
Responsibilities
Communications

Typing and word processing
Travel

Filing systems

w Equipment and supplies

w Client and cusmer information

=A =4 4 4 A 2

If you only follow one piece of advice given here, make it this -os®t up a business
reference manual. Advantages include the obvious ones of keeping key information
organized and accessible, plus less obvious ones of making defegasier, increasing
efficiency, and reducing unproductive timé\ business reference manual really shows

its worth when a business expands, needs to train new employees, or upgrades the skills
of existing ones.

Page 84 Equay-x OE j 711 AT 80 ' OI



Home Based Business 2009: A Guide For Nishnawbe Women

Filing Systems

al ye LIJS2LX S owktd setup a fling 8ystenk which means they end up using
FAESa G2 aidz2NB LI LISNAER 0 diZhe kexts goodOnfoym@tion NI G N.
management is access and retrieval/hatever filing system you set up has to be one

you can get files fromefficiently, when you need them.The following are some
examples of filing systems:

1 Chronological file
A chrorological fileis a running record of everything you send out from your
business by date, with the most recent at the front or tdptart a newchronological
file at the beginning of each year.

9 Contacts file
Use a revolving card file (rolodex), file cards in a plastic or wooden index card box,
business cards in a plastic folder, a bindeith removable pages arranged
alphabetically.

1 Working fles
Working files is a general name for what are alseedaturrent, active, or pending
files. The files you need all the time are coresied working files, if you ussolour,
these should be a small number of immediately visible files.

9 Electronic fiés
Maintaining electronic files is easier if a simple system is followed from the
beginning of your business computer us®ake sure that the internal clock, built
into most business computer systems, is activated and use it to store the file with
the dae and time the work was done.

Inventory Records

Much service, retail and business capital can be tied up in stéekping control of that
stock is called inventorylt can be a timeconsuming task.Inventory records should
help. Two methods of keping records to manage inventory are physical inventory and
gross margin.Physical inventory is a counting and listing of the number and value (cost
and retail) of all the items on the premises.
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This method is obviously very accurate, but titoesumirg. It can be expensive to hire
people to take inventory, but a physical inventory might only be done once a yiédwse.
gross margin method is an estimate, often done before regular physical inventories
Discuss this method with an accountant or bookkeepe

Financial Records

You are legally required to keep these records, and you need theémancial records

tell an owner/operator how efficiently a business is being run, and where changes may
be needed to cut costs, maintain quality, or increase netuwVithin a financial plan is

the organizational structure a business needs to keep track of the following:

i Total income and total expenses

1 All money owing to the businesgcounts receivable

1 All money owed by the business purchases and expensegjrasqoayable
1 Petty cash and deposits

91 Journal and general ledger

&
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>
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1 Equipment and depreciation allowance

1 Inventory

1 Payroll record (if a business has employees)

Money Coming In (Accounts Receivable)

A summarnyof sales and cash should always be current with these categories:

1 Cash receipts, including sales, collections, and miscellaneous income

1 Cash on hand, money on premises, cheques, and petty cash
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9 Total sales, cash and credit

The Accounts Receivable fitethe business file in which to put accounts owing money
(those paying installments, or at the end of thirty dayl)is important to keep this part
of the financial records of incoming money-tg date and active.

Money Going Out (Accounts Payable)

Keep track of all of your money going out of the busine®ay by cheque, recording
payments in a chequebook by date, amoupéyee,and purpose. Mark each invoice
with payment information. Put these documents in eBills Paid file kept with the
accouns payable file. Keep bills not yet paid together in that brightly coloured
0Accounts Payab#file.

Petty Cash Fund

A person starting a homkased business runs a risk of losing any separation between
his or her home and work expenses, especially withaftgocket expensesAvoid this

by setting up a pdy cash fund. Petty means small an@hat small means depends on
how much ready cash you need in the course of busine$400.00 is usually a
reasonable float or starting fund for petty casiAs paymerns are made for incidental
expenses, such as postage, list the item and the cost, and pay yourself back from the
business fund.A chronological, itemized list of petty cash expenses per month, without
receipts, is accepted by Revenue Canadéen the fundis nearly gone, summarize the
items, file the recorded list, write another cheque fie exact amount expended, and
cash it to bringhe petty cash fund back up ®100.00.

Journal/General Ledger

The journal and the general ledger are the heart of ydmancial record keeping
system. A journal is a general, original record of financial transactio®ales and
purchases are entered directly into the journal, daily for businesses with daily activity.
For businesses with less regular transactions, 8rdri 62y Qi ySOSaal NAf @
the journal record should always be kept-tgpdate.
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A ledger is a principal book of accounts into which all transactions are entered into
appropriate categories. For straightforward businesses, which most hoebased
operations are, a journal and general ledger can be combined into one financial record.

There are also a number of ea®yruse computersoftware programs that are designed
to help you in this area of your business.

Extending Credit

Providing finagial arrangements for customers can increase saleghat way, credit is
a sales tool.However, managing credit requires setting up and keeping good records.

Handling Accounts Receivable

Of particular importance is how you manage your accounts rabév As with other

parts of a credit program, managing accounts receivable means learning to use records
Divide accounts receivable mthree categories; 3060, and 90 days. A written letter

will clean up most 30 and 6fay overdue accounts, whiletalephone call can usually
clear up 60 and 9@ay overdue accounts.A standard recommendation for small
businesses is to use a credit collection agency after 60 days and before 90 days.

In-House Credit Program

o

LiQa O2YY2y Ay I yeé todpayngnd Lastoriers ark bil@s or G 2
invoiced. Most credit programs charge interest after the allowable payment period
Financial plans have to consider the costs of carrying slow payments as well as bad
debts. Payment delays can occur for many reasoHave a contingency or bkup plan

in place for times when payment takes months to arrive.

Credit Cards

Credit card companies survive on the percentage of card sales that businesses pay them
These percentages run between 3% and 6%, depending loimeoand average sale
Businesses with lowales tend topay a higher rate.A credit card program has these
advantages over an4house program.

T ¢KS o0dzaAySaa 26ySNI R28ay Qi KI @SS G2 Nizy |
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1 You get your money right away; the risk is less
1 Yousave the time needed to bill customers for creshies
1 Most of the buying public have and use credit cards
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Managing Your Home -Based Business

Managing Is More Than Coping

To manage a business means more than just runningldt everything is predictale,
unexpected changes happen ofteifhe best plans are unable to anticipate the future,
0KIF0Qa ¢ KSNB | TdrhayidgenSealds 1O dirgchai to soyitidl.

An entrepreneur is a person who uses good information and business understanding to
direct and control an operation.This decisionmaking responsibility is a part of the
appeal of a homdrased businesslt can also be daunting for people whose experience
R2SayQi AyOfdzRS o6SAy3a I YIylF3aSN

Decisiommaking is a skill, like so many othersraduced in this manual, that can be
learned and that is strengthened through experience.

A problem with managing a business instead of running it (or letting it run you) is that
much of what is involved in good management is invisibleil Q& S lok WighNJ { 2
tangible things, things you get your hands on, things you can physically see, or to talk
with someone about daily operations, than it is to do the dogged brain work of
managing a businesdvuch of that brain work involves looking into the futufée your
financial plan which is based on projections.

Thefour key projections needed for regular business management are:

1. Business Concept: What are you selling?
1 Estimateall the costs of producingnitem or providing a service, and making
the business concemvailablein the market; includesupplies and materials,
time/labour and overhead
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2. Marketing: How will you get it to buyer?
1 This includesall marketing and distribtion costs (costs of getting your
productinto the hands of customejs

3. Operations: How will you run your business?
1 This includes albperating procedures and expensesbu should always be
looking to improveefficiency because this is one way to keep costs low and be
competitive

4. Finances: Will you make money?
1 Thismeans that the money comirig should be more than the money you are
spending.

Future gazing can never be accurate, but you will get better at predicting costs, trends
and market demand as your business experience gr&usiness records give a running
record of estimates and realityThe adjustments needed between the two will lessen
with time and experience Factors not anticipated can be added to plans, steadily
reducing risk and unpleasant surprises.

Good Management Works With Business Cycles

Business cycles in our economy follow a predictable pattetdnderstanding and

working with those business cycles can prevent you from making costly misthkes

R2Yy QG dzy RSNEOFYRX 2NJ g2NBS &SiGxX A3Ay2NB K2¢g
you may make the right business decision, but at the wrong tinf@r example, a
0dzaAySadaa LINPRdAzZOAY3 0Odzali2Y YIRS G6AYR26a& ¢2
are down and construction is slowl'he particular form that these business cycles take

in your trading area and industry can be better understood by talking with local people

and industry contacts, and by steadily adding to your knowledge of current business
affairs.
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Management Skills and Personality

Personal style is the name given to the genevaly that a person approaches things

Certain personal styles make managing seem easy, and others make it seem impossible
Management skills can be learned and strengthened, usually most efficiently from an
honest assessment of strengths and weaknes$&sfer back to the work you did in the
aSOlA2y 2y al aaSaaiy3d | 2ENARSNIzZgEKA Dy & 230 O
far in business research or through experience, and the following tips to assess your
present management capacity.

Working with P eople

The relationships that connect you to your banker, suppliers, clientsustomers,
service providers,bookkeeper and other professionals are the lifeblood of your
business. Certain relationships have particularly important effects on the succéss o
home-based business.

1 Family:Finding and keeping a balance between work and home life can be difficult in
a homebased businessEarlier sections covered the importance of thinking about
this before startup. L G Q& 2dza G F & A Y LJidlEfecsin min@ as1 S S LI
your business gets established.

1 Banker:Two important suggestions are to develop a good workeigtionshipwith
your banker or lender and to keep backers informed about good and bad business
developments.

1 SuppliersA solid relabnship with suppliers can be built over time, especially if you
live up to your end of agreements and pay bills on tinle2 y Qi SELISOG Y3
suppliers, interms of credit or special prices, than they at a fair price are the
foundation for the best can ge. Everyone in businessjuggling different demands
and pressures.

1 CustomersEven if you never see them, your relationship with people who buy your
product or service is, in the end, the most important one for you and your business.
High quality prducts or services provided at a fair price are the foundation for the
best business relationship.

~
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Keys to managing these relationships include delegating responsibly, and giving
credit where credit is due so that family, employees, and business contagis fe
recognized andavorthwhile.

Managing Your Time

The way you manage yourself and your business in relation to available time may make
the difference between you and the competitionlhis is particularly true in a home
based business because at homegréh are always other competing things to be done
Learning to manage time is continuoasgoing,and difficult work But the rewards can

be greatc reduced stress and pressure, increased productivityerseof security and
accomplishment, and real magement.

Remember Effective management of time can be the difference between success and
failure.

Here are 10 timemanagement strategies that you may find useful:

1. Practice setting priorities and working on them on a daily and weekly basis. You
may wantto create a list and divide your tasks under the following headings:
A. Must be done
B. Should be done
C. Could be done

2. Pick one area where you tend to procrastinate and work at changing that. For
example, if you put off starting work each morning, set a scheeduth a certain
starting time and work at following it.

3. Give yourself deadlines and work at following them.

4. Try to develop the habit of handling things once. If something is a priority, deal
with it.

5. Try to do the difficult parts of a job firstorthe KAy 3a GKI G &2 dzQNB
difficult. Get the big jobs or unfamiliar tasks out of the way.
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6. Divide your work into blocks that you know you can finish in the time you have
I @1 Aflof S 52y QG 20SNBEGSYR @2dz2NESEF |

7. 52yo0q] LI NI fe@1 SR o6& @2dz2NJ RSAANB F2NJ LISNF
gle¢ G2 0O02YS G2 @&2dzo

8. {S0 dzZLJ I ySg NRdziAyS GKIFIG Of SIFNIe O2yil
52y QG YI1S SEOSLIiAzya dzyiAt GKS ySs KU
schedule, without exception may be the key to change.

9. [ SI Ny (#&sERyQiawh a6S GAYS FSStAy3 3Adzaat i
OFyQi R2®

1009 FFAOASYOe A& R2AyYy3 (KS 2206 NARIKAIT STFTFS
rigid in your approacko time management. A little flexibility will keep you open to
opportunities.

Managing Business Finances

Where to Look for Operating Capital

At different times and for different reasons, many businesses need to find an infusion of
working capital. This could be due to a boom, a rush of orders, an expansion, a move to
another business location, or to tide the business over a period of unexpectedly low
sales Sources forstartup capital may also be sources of operating capitafamily,
friends, andlending institutions Becausean established business hasradk record,

and tangible or real assets, it can be easier to borrow money for operating than for
start-up.

Other possible sources:

1 Have customers leave a deposit for orders

| Stagger productieliveries to match sales, sothelbuy Saa Aay Qi aiddz01 ¢
inventory

T ¢F1S I322Ra 2y O2yardayyYSyids gKAOK YSlIya &:

1 Obtain supplier credit

~
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1 Take the full time allowed to pay your billsn a cash flow crunch, the hops you
will have sold the products when your suppliers bills come due

Consider sharing the work with a partner

Sell overdue accounts to a collection agency

Merge with another company

Seek venture capital

=4 =4 4 =N

Taxation and the Home-Based Business

Accordirg to the Canadian Income Tax Actll money you spend for the purpose of
gaining or producing income can be deducted from your business and full time
employment income.If you work out of your home, you can deduct a portion of your
telephone and rent, lese, or mortgage expense§&heck with your accountant.

A reasonable portion of vehicle expenses, office equipment, furniture and supplies,
business stationary and relevant books can be deductégiou already own these, you
can transferthemtoyourbusy Saa Fd aFFANI YFEN] SG OFf dzSé |

Depreciation of equipment may also qualify as a deductiddepreciation rates on
equipment are set by Revenue Canada as part of taxation laws; these rates are different
for different categores of equipment.

Again, if you are operating an unincorporated business (either as a sole proprietorship
or partnership) in reserve land and if you have Indian Status underrntian Act,
business incomes are taxempt The criteria for exemption havéeen outlined
previously, and it is always recommended to check with your professional assistance
(i.e. lawyer and/or accountant).

Goods and Services Tax (GYT

Every business that has annual sales of $30,000 or more must register and collect GST

on ther sales In addition, they must file a GST return reporting tR&Tcollected on

their sales and the GST paid on their purchaddswever, if your annual total revenue

Ad fSaa GKFY pbPonXZnnnX dzyRSNJ f SAAAT ladeAh 2y @ 7
the option of dropping out of the systemlo do so requires no special form; you simply

R2y Qi NBIA&AGSN A 0K This kéanshatrRsSalltrédergdreed Sty Y Sy
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charge GST on what they sell as long as they continue to stay below the $30,000
threshold.

You may, however, choose to register even if you are a small tratinile the option

of not registering may be attractive to small businesses that fall within the small trader
definition, think carefully before choosing ¥Vhile claimingo be a small trader and not
registering will save you the time and cost of administering (collecting and remitting)
GST, it also means that you pay on all supplies and services you purchase for your
business cannot be claimed backs a small trader, yobecome, in effect, a consumer

not a business in the context of GSM.practical terms, this means that all the costs of a
small trader (except salaries, on which thése noGST) will rise significantly under the
system. The overall effect on your cqgmetitiveness will almost certainly be negative.

Deciding whether to claim small trader status is fairly straightforwa¥du simply need

to calculate your taxable expenses for the year and determine whether the % you paid is
worth the cost of registerig and doing the paperwork of collecting and administering
the GST.You also need to decide whether you can stay competitive if your expenses
increase due to having to charge GST.

Handling Volume

L 2dzQ@S 320 | 3 NXB.I Your hidBeBsdEdisoli fildndati®iNIZourO S
marking program is starting to pay off, with orders first trickling and then rolling in.

For many new businesses, that wave of orders can come crashing down if they are not
prepared to handle the volume of succeda/hen you deelop your marketing plan, be
realistic about what you can handlés your business gets established, regularly check
back to see if you were realistic, or whether you need to make adjustments in what you
can produce Have back up plans for the additiorfalancing, equipment, supplies and
labour, the business needs to meet different levels of production volunte2 y Q (i

A

LINBYAAS gKIFG &2dz OFyQi RSt AGSNO

Il RAFFAOAZA G F&ALISOG 2F KIFIYyREtAy3a dzyl yEgA OA LI |
Consultants, in paicular, often face the dilemma of being offered a contract or project
of interest when they are already overextendeBach situation is different, you want to

~
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accept a contract or project that you know will be demanding because of what it might

lead to. In other cases, the best thing may be to turn down a tempting contract because
@2dzNJ NBFfAaGAO aasSaaySyid Aa OGKIG &2dz ¢ 2d
schedule as required.

Taxation Records

First, a few words about taxation: You prettyuch have to pay for it (or, file for it
depending on your exemption status), so you might as well get accustomed to using tax
records. They have benefits other than avoiding CCRA audits, though.

Good taxation records may be able to help you identifg sources of your income

During the conduct of your business, you may receive cash or property from many
RAFTFSNByYyG LI FOSAaT AT @&2dz R2y Qi KIF @S NBEO2 N
be able to prove that some sources are Amusiness or nottaxable.

Wellkept records make it easier to identify tax deductionGood records serve as a
reminder of deductible expenses and input tax creditt ¥ @ 2dz R2y Qi NIBC
transactions, you may forget some of your expenses or input tax credits when you
prepare your income tax or GST/HST returns.

Wellkept records also make the job of CCRA auditors easier, if they for some reasons
see fit to audit your businesslf your records are so incomplete that auditors cannot
determine your income from them, thauditors will have to use other methods to
establish your income.This will cost you time.If your records do not support your
claims, they could be disallowed.

Good tax records will help you keep track of your overall financial situatfou need

good records to establish your profit or loss, and the value of your business.
Information from good records can also tell you what is happening in your business, and
why. The successful use of tax records can show you trends in your business, let you
compare performance in different years, and help you prepare budgets and forecasts.

Finally, properly prepared books may assist you in securing financing from lenders
Creditors need accurate information about your current financial position before they
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with your business.

All records such as paper documents, as well as those stored in @noeie medium
(e.g., flashdrive, CROM), must be kept irCanadapr made available in Canada at the
request of the CCRAYou can keep these documents outside Canada if you get written
permission from them first.

What Records Should You Keep?

Make sue you keep orderly records of all income you receive through your home based
business. Also, keep all receipts, invoices, vouchers, and cancelled cheques indicating
money going out, including:

i Salaries and wages
1 Operating expenses such as rent, adsarg, capital expenditures
9 Miscellaneous iters, such as charitable donations

If you import goods into Canada, your records must substantiate the price you paid for
imported goods, and list their origin and descriptiolThey must also include any
documertation about the reporting, release, payment of duties and taxes.

Whichever accounting or recoikkeeping method you use, your records must be

permanent They must contain a systematic account of your income, deductions,
credits, and other information yo need to report on your income tax and GST/HST
returns.

Furthermore, you must retain books and records (other than certain documents for
which there are special rules) for six years after the goods are imported or exported, for
six years from the end dhe last taxation year to which they relate for income tax, or
for six years from the end of the year to which they relate for GST/HST purpdkes.
minimum period for keeping books and records is usually measured from the last year
you used the records)ot the year the transactiooccurred,or the record was created

You have to keep every book and supporting record necessary for dealing with an

~
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objection or appeal until it is resolved and the time for filing any further appeal has
expired, or until tke sixyear period mentioned above has expired, whichever is later.

Records must be kept for a period of seven years as it relates to your business, unless
permission is granted by the Minister for the early destruction of those records
Ministry of Finace auditors will estimate the value of the Retail Sales Tax owing if
complete and accurate records are kept.

Privacy Concerns

In January 2004, the Canadian Federal Government enacteé@dhsonal Information
Protection and Electronic Documents Act EPIR). This legislation establishes an
oversight commission for privacy rights in Canada, and has many specific impacts to the
conduct of business.

This act places strict controls on the acquisition, storage, and disclosure of personal
information commonly gathered in business activities. The information commonly
displayed on business cards (name, address, pulisted telephone numbers, and
possibly email address, employer, and position) is the limit of personal information that
can be kept on an indidual. All other information you may require to do business with

an individual may be gathered, but only with their consent to the gathering of that
information and to how you will use and disclose that information.

Your business will need to develop avacy policy that dictates how you treat personal
information you receive from customers/clients. Personal information includes names

and contact information, as well as credit card information and numbers from Status

/I I NR&a @ [ AAGSR §O02¥ SENDL 2 NILINKFOR QE A VIHER NI I {
included in PIPEDA.

As a business that collects personal information from customers/clients, you will need
to develop a privacy policy which includes the following principles:

Equay-wuk j 71T 1T AT 80 ' O1 6b(Q Page99



Home Based Business 2009: A Guide For Nishnawbe Women

Principle 1t Accountability

The business is responsible for personal information under its control and shall designate
Y AYRAQGARdAzZf 2NJ AYRAGARdAzZIf & 6K2 NBE | 002«
following principles.

Principle 2t Identifying Purposes

The purposes for wtlh personal information is collected shall be identified by the
business at or before the time the information is collected.

Principle 3t Consent

The knowledge and consent of the individual are required for the collection, use, or
disclosure of personatformation, except where inappropriate.

Principle 4t Limiting Collection

The collection of personal information shall be limited to that which is necessary for the
purposes identified by the business. Information shall be collected by fair and lawful
mears.

Principle 5t Limiting Use, Disclosure, and Retention

Personal information shall not be used or disclosed for purposes other than those for
which it was collected, except with the consent of the individual or as required by law.
Personal information shlabe retained only as long as necessary for the fulfilment of
those purposes.

Principle 6t Accuracy

Personal information shall be as accurate, complete, antbtgate as is necessary for
the purposes for which it is to be used.

Principle 7t Safeguards

Personal information shall be protected by security safeguards appropriate to the
sensitivity of the information.

~
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Principle 8t Openness

A business shall make readily available to individuals specific information about its
policies and practices relagrto the management of personal information.

Principle 9t Individual Access

Upon request, an individual shall be informed of the existence, use, and disclosure of his
or her personal information and shall be given access to that information. An individual
shall be able to challenge the accuracy and completeness of the information and have it
amended as appropriate.

Principle 10t  Challenging Compliance

An individual shall be able to address a challenge concerning compliance with the above
principles to theRSaA 3yl SR AYRAGARdzZrf 2NJ AYRAGDARdZ
compliance.

I FAYLFE y238S 2y LINRAR G OeY ¢KS t£S3lFt AYLIM
information in the conduct of your business should be discussed thoroughly with your
lawyer.

Using Your Business Plan to Evaluate Your Business

Your business plan can be the basis of evaluation in two .wdge it as a part of your
ongoing review, as you regularly monitor things in the busin€xsce a year, do a more
formal review of busings performance against planned performandeéor this annual
review, the written business plan will be invaluabl€he annual review is the time to
check back on the projected progress points laid out in your pl&id you achieve your
goals? Were yourprojections accurate?such an annual review is often done as part of
completing tax return What you learn from previous year should be applied to the
coming year.

This approach to evaluation shows how useful a written plan can be in managing a
business This manual has given you a framework, and walked you through the
information you need to consider about starting a hoivesed business.
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Evaluating your Marketing Strategy

Having a weltesearched and wellritten business plan means you have a doo
foundation to work from.You will continue using your plan even after your business has
started byregularly refering to it and making changes to ked&pcurrent and updated.
Establishing a marketing strategy is an important part of the business plaproogss;
evaluating the market strategy as it progresses is also an important part. It involves
watching how all the different parts of your marketing plan work, and how well they fit
together to support sales. A focus on the market, regular analysisoof ynarket
strategy, and persistence are critical to marketing and to the success of your-home
based business. Some ways you can evaluate your marketing strategy are:

1 Choose the best places for spending your money
U Keep your short and long term businggsls clearly in mind when deciding
how to allocate your money.
U If you are trying to build a base of customers with a certain profile, choose the
methods that are known to work or that you find do work to reach that group.

1 Keep track of what is working
Ut NBY2(dA2ya YR | ROSNIAaAaAYy3 AyOf dzRAY 3
business to keep track of the effectiveness of its marketing doll@ther
methods include coding coupons or brochures, and asking customers directly.

1 Regularly check what martteg costs are being converted into sales
0 {G2L) ALISYRAY3I Y22ySe FT2N) dKAy3Ia GKIFG R?

1 Make sure you budget enough for advertising and promotion
U This area of business is often the first victim of a tight budgdowever,
advertising ad promotion are necessary for the custonte find out about
the business Advertising and promotion expenses, therefore, are essential
business expenses, and should only be reduced when absolutely necessary.

Keep your business legaDrganize yoursekind your business recordsvaluate your
situation and progess regularly;continue to do what works and stop doing what
R2Sapofdiit f2aS TILGAOKLLUCK & 2dz2NASE T
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Home Based Business 2009: A Guide For Nishnawbe Women

Industry CanadaNishnawbe Business Canada and Midegonomic Policy Analysis
Branch
(1998). Nishnawbe entrepreneurs in Canada: Progress and prospects
http:// dsppsd.pwgsc.gc.ca/Collection/&ZB®0-1998E.pdf

Keewaytinook OkimakangdR009) NishnawbeAski Arts, Crafts & Photography
Website. http://arts.knet.ca/

Keewaytinook OkimakangdR009) K-Net multimedia tutorials http://tutorials.knet.ca/

Ontario Ministry of Consumer and Corporate Relati(#¥1) Registering your
businessiamein Ontaria http://www.oncorp.com/mccr/regbusn.htm

Ontario Ministry of Economic Development and Tr§ti@96) Starting a small bsiness
in Ontaria A sound bsiness approach to setting upyr own company. Toronto:
v dzS SRfifdei of Ontario

Ontario Ministry of Economic Development and Tra®903) Your guide to mall
business:Everything you need to know to stanp and run your own venture@ntario.

http://www.ontariocanada.com/ontcan/endownloads/yourguide/your
guidesmall business.pdf

Ontario Ministry of Financelax Revenue DivisionSmall business guide to theost
frequentlyasked tax gestions Toronto:QdzS Sy Qa t Ndkiof 1 SNJ 2 F hyd

Sheedy, H1999)Start & run a profitable homébased business, 3rddeVancouver, BC:
SeltCounsel Press.

Page104 Equay-x OE j 711 AT 80

C O


http://dsp-psd.pwgsc.gc.ca/Collection/C2-400-1998E.pdf
http://arts.knet.ca/
http://tutorials.knet.ca/
http://www.oncorp.com/mccr/regbusn.htm
http://www.ontariocanada.com/ontcan/endownloads/yourguide/your_%20guidesmall%20business.pdf
http://www.ontariocanada.com/ontcan/endownloads/yourguide/your_%20guidesmall%20business.pdf

Home Based Business 2009: A Guide For Nishnawbe Women

APPENDIX I:Further Resources

The Home Based Business Guithes been prepared as a starting point fdishnawbe
women in remote Ontdo First Nations. Here are some additional resources that you
might find useful.

Business Startup and Funding Resources

U NishnawbeAski Development Fund (NADF)
http://nadf.org/

NishnawbeAski Development Fund (NADF) islishnawbe owned and

controlled organization delivering busineasd financial services to theirst

Nations of Nishnawbéski Nation.b! 5CQa @AAA2Y Aa G¢?2
leadingNishnawbe2 6 Y SR o6dzaAy Saa FyR FTAYlFIYOALFf &

NADF offershe following services:

business financing,

business development and support,

youth entrepreneurship development and support,
community economic development and support,

resource sector support and services, and

contribution financing througNishnawbeBusiness Canada.

= =4 4 =4 4 A

For more information:
(807) 6235397

U NishnawbeBusiness Canada (ABC)
http://www.ainc -inac.qgc.ca/ecd/ab/abc/indexeng.asp

ABC is an Indian and Northern Affairs Canadararaghat provides support
to Nishnawbe entrepreneurs for a range of activities including business
planning, startup, expansion and marketing.
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Services for eligible majoriywnedNishnawbeenterprises include:

1 financial assistance;

1 business information athresource materials; and

1 referrals to other possible sources of financing or business support.

! K St LIF dz 0221 RSGIATAYS ./ Q&
http://www.ainc-inac.gc.ca/ecthb/abc/abcnueng.pdf. TheBusiness
Proposal Form for funding can be filled in online atttp://www.ainc-inac.
gc.ca/ecd/frms/abc/831001-eng.pdf

U TheNishnawbeBusiness Develagent Fund (ABDF)
http://www.bdc.ca/en/i am/ Nishnawbe entrepreneur/Nishnawbe fund.ht
m

ABDF is a program that provides tools fdishnawbeentrepreneurs who
choose to star their own businesses The funds are available through a
community-based organization.

U NishnawbeOntario
http:// Nishnawbentario.com/sitepages/

NishnawbeOntario is a website that provides links keelp you start up a
business and also has stories about successisihnawbebusiness owners.
Click on the link below to read about Lac Seul Resabitp:// Nishnawbe
ontario.com/sitepages/content.asp?contentid=148&maincat=Last+Edition

U Business Development Bank of Canada (BDC)
http://www.bdc.ca/en/home.htm

BDC offerspeciaized capital financingpr Nishnavibe entrepreneurs wanting
to expand an existing business or start a new one, on or off a reserve in
Canada.Financing possibilitieaclude:

w businessstart-ups;

w fixed assets such as land, buildings, or new/used equipment;

1 purchasing a production line @automatingyour current one;

1 increasing supparfor inventory and receivables to boost sales;

1 provide working capital fodeveloping new markets and products;
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