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INTRODUCTION
To be self-employed means to own, manage, and operate a planned endeavor for profit or fee and is not considered to be an employee of another person, business, or organization.
A vocational goal of self-employment must reflect the individual's interests and informed choice to the extent that those factors are consistent with the person's strengths, resources, priorities, concerns, abilities, and capabilities.
Self-employment is not for everyone and should not be based solely on such factors as: inability to work for someone else, no employers exist within the geographic constraints of employment, or as compensatory strategy to deal with an inability to work a usual and customary schedule.
This resource guide is designed to assist the counselor in the provision of clear, comprehensive and hands-on vocational services to those consumers for whom self-employment is a legitimate vocational rehabilitation outcome and to assist the consumer in making informed decisions regarding their vocational future.
Procedure:
A.
Read the guidelines
B.
Use good common sense.
C.
Use the resources available.
D.
Adhere to the existing Agency Policies and rules of purchase.
COMPONENTS
Vocational rehabilitation services for individuals whose vocational goal is self-employment, whether the self-employment involves new start-ups, buying an existing business, expanding/improving an existing business, or a home-based business should address the following nine components:
1.
An assessment of the individual's business potential.
2.
Development of the business idea, with exploration of the potential market and potential for sales.
3.
Assisting the consumer in obtaining needed education/training.
4.
Obtaining technical assistance.
5.
Development of the business plan.
6.
Determine availability of resources for funds needed other than RSB.
7.
Review of the business plan.
8.
Purchases.
9.
Monitor/follow-up and case closure.
Section 1—Business

ASSESSMENT OF BUSINESS POTENTIAL
Business Potential
THINKING ABOUT OWNING AND OPERATING YOUR OWN Business??

MEETING NEEDS IS THE BASIS OF ALL BUSINESS
A decision as to whether or not to proceed with a plan of self-employment depends upon many things: assessment of basic business skills required of all business owners, evaluation of personal characteristics and traits required of the self-directed independent business owner, financial considerations, interests, abilities and capabilities needed, and a business idea that offers something new, better, a product or service that reaches an under served market or new market or an integration of two or more of the above.

The most common reasons cited for business failure include: improper management practices, flawed sales and/or marketing strategies, poor location, lack of adequate financing (especially working capital), and inefficient technology. The most commonly cited basic skills required of all business owners include: basic money management, time management, self-management, a marketing mind set, basic office organizational skills, and technical skills in the area of your business.

COUNSELOR RESPONSIBILITY
Evaluation Tool
Given the basic skills required by all business owners the counselor will want to gather information to answer the following inquiries as part of the overall assessment of abilities and capabilities:
BASIC MONEY MANAGEMENT
Every business decision leads to a number and these numbers taken together form the basis for the necessary financial forms required for all business plans.
●
Functional Math Skills of the consumer are?
●
List Formal Math Classes taken and grade in each for 9th, 10th, 11th, and 12th grades and college:
●
Does the consumer maintain their own bank accounts (checking, savings)?
●
Assist the consumer in completing a personal expense sheet to get an idea of the type of income a business would need to generate to pay the consumer a living wage ( Form A).
●
How much money does the consumer want to earn from a business (monthly, yearly)?
●
Can the consumer complete a Feasibility Estimate to make a determination if the business idea will generate enough income to meet personal living expenses? This will also tell you something about what the individual understands about financial aspect of managing a business:
●
Take a moment and go over the definitions of the different financial forms in Appendix B.
●
What accommodations does the individual utilize to perform numeric calculations?
SELF-MANAGEMENT SKILLS
It is relatively easy to sit at a desk and think up a great strategy, but you have to be able to translate that idea into action and execute it. The hardest boss you may ever work for could be yourself.
●
Can the consumer stick to a job until it is done?
●
Does the consumer get started on time every day?
●
Does the consumer demonstrate ability to set and follow schedules?
●
Does the consumer demonstrate ability to establish and carry out specific courses of action for self and/or others? Is there a willingness to commit to long hours of work and personal sacrifice in order to reach goals?
●
Has the consumer demonstrated skills to perform jobs or tasks despite personal dislikes of the tasks involved or personal interests and desires that have conflicted with getting the job done?
TIME MANAGEMENT SKILLS
Small business owners often work 10 to 12 hour days and are required to wear many different hats from Chief Executive Officer to Janitor. You will have to do many jobs and know how to manage your time effectively to get all the work done.
●
Does the consumer have a good track record on following through with tasks in a timely manner?
●
Does the consumer have a good track record for being on time for appointments?
●
Does the consumer demonstrate ability to define priorities in terms of a well-defined, long range approach?
●
Does the consumer demonstrate an awareness of the relationship between planning and decision making? there an awareness that an adequate plan provides the criteria for fast and effective decision making?
MARKETING MIND-SET
Reaching customers is the key to successful marketing. The only essential element for a successful business is having enough customers buy your product or service, week after week, month after month, and year after year.
●
Does the consumer have skills in selling/marketing, from educational training or experiential training?
●
Is the consumer known in their communities? Does the individual feel comfortable and enjoy being out among others?
●
Does the consumer demonstrate good interpersonal skills and relates well with others?
●
Does the consumer demonstrate enthusiasm in their presentation of their business idea and seem to really enjoy the idea of owning their own business?
●
Has the consumer sold you on the idea of their ability to operate a successful small business?
●
Does the consumer demonstrate ability to interpret verbal and nonverbal behavior to develop accurate perception and understanding of others' needs, values, and opinions?
BASIC OFFICE MANAGEMENT
One of the critical roles of the small business owner is that of the office administrator. You will need to know how to equip, organize and manage your office.
●
Does the consumer demonstrate good organizational skills? Do they demonstrate ability to have a place for everything and have everything in its place?
●
Does the consumer demonstrate the skills/capabilities to operate general office equipment such as computer word processing and spread sheet programs, calculator, telephone, fax, copier?
TECHNICAL SKILLS
The past experience and technical expertise, of the business owner, in the area of the business idea is critical to the success of the small business. If the individual has no previous experience or skills in the area they wish to operate a small business, it is highly recommended that they get that experience/training somewhere prior to operating a business. The counselor might suggest that the individual work for someone else for a couple of years in the area they wish to operate a business to gain the expertise.
●
Does the consumer have the technical expertise in the area in which they wish to operate the business?
●
Does the consumer have previous management experience/ skills and/or previous office experience?
ENERGY
Small business owners often discover that they are more demanding on themselves than any other supervisor that they have ever worked for. Owning and operating a small business requires ability to work long hours over a sustained period of time.
●
Does the consumer demonstrate the physical capacity and energy levels that are sustainable over long hours to achieve their goals?
●
Can the consumer work an eight-hour day?
RISK TAKING
The failure rate for new start-up businesses is high. Business loans will need to be collateralized. You will be expected to provide: 20-30% of the total funds needed. The IRS can and will seize personal and business assets to satisfy your business taxes.
●
Does the consumer demonstrate the ability to envision several optional courses of actions to solve a problem and anticipate likely consequences for each course of action and weigh advantage and disadvantage for each outcome and then commit to a final decision?
RESOURCES, PRIORITIES AND CONCERNS
●
Is the consumer's family or significant others supportive of a self-employment plan? And do they plan to participate in the work and recognize the sacrifices that may need to be made?
●
Does the consumer have adequate financial resources (source of income) to meet his/her living expenses until the business can afford to pay them a level of salary or draw to meet those needs?
●
Does the consumer have a source for health insurance until the business can provide that benefit?
●
What is the consumer's financial goal for the business? How much 
income does the consumer want from this business, the first year, second, third, fourth, and fifth years?
●
Can the consumer provide collateral for needed loans and can the consumer provide 20 to 30% of the total needed to start the business?
If the consumer is seriously deficient in one or more of these basic skills and receives no remedial training, then the odds of a small business succeeding are reduced.
CONSUMER RESPONSIBILITY
Self Evaluation
Many times the idea of being a business owner is clouded by romanticism, and excitement and one overlooks the realities of running a business. Goods and supplies must be ordered, taxes must be paid, social security must be withheld, accounts must be maintained, bills must be paid, customer complaints must be dealt with, long hours must be maintained and the goods produced or services rendered must be marketed.
Review the following questions and honestly respond and then discuss these responses with your counselor. On this check list write a Y if you believe the statement describes you and an N if it does not.
●
I have a strong desire to be my own boss. 


●
I like to make my own decisions and try my own ideas. 

 
●
I have a head for figures and I can keep good records of how much money I'm making/losing. 


●
My personal/family situation is stable and I can devout all my energy on getting my business started. 


●
I have a good credit history, I have never been late on a payment or have any leans or bankruptcy in my credit history. 


●
I pay my debts on time. 


●
I have a savings account and can save money. 


●
I like to sell and think of ways to tell people about my product or service. 


●
I know what need is met with my product or service. 


●
I know my own business will require me to work 60 to 80 hours per week and I am physically capable of this. 


●
I have significant specialized skills and business abilities based on both my education and my experience. 


●
I get things done on time and plan ahead. 


●
I'm good at understanding another person's point of view. 



●
I know how to forecast sales and expenses and how to use this information. 


●
I know how to analyze financial information and how to use this information to make business decisions. 



●
I know how to keep inventory records, record and report sales, withhold employee taxes, including federal, state, social security, unemployment, and workman's compensation. 



●
I know about suppliers and how they can help me meet demands of my customers. 


●
I know how to collect receivables without losing customers. 


●
I understand inventory control. 


●
I relate well to people. 



●
I enjoy making decisions and taking calculated risks. 



●
I set and follow schedules and stick to projects until done. 


●
I am flexible, adaptable and a good problem solver. 



●
I know how to plan and meet deadlines. 



●
I am persistent and determined to reach my goals. 



Answer these questions to better understand yourself. Know your strengths and limitations. Discuss these with your counselor and/or business consultant.
Section 2—The Business Idea

DEVELOPMENT OF THE BUSINESS IDEA
THE BUSINESS IDEA
The next component of the self-employment guide is for the consumer to develop a business idea. A logical first step for the undecided is to list potential areas of personal background, education, special training, job experiences, special interests, hobbies, and experiences as a consumer when an existing product or service did not meet your needs that could be developed into a business. Such resources as Choices CT may assist in coming up with areas of interest and transferable skills. Business and entrepreneurial publications can be of some help; such as, Entrepreneur, Inc. and Venture in generating ideas for a small business. These activities should be done with consumer and counselor.
The consumer should summarize the business idea in 50 words or less to help clarify the business idea. The summary should answer the following questions:
●
The product or service that you plan to provide incorporates at least one of the following elements, (circle the element or elements that your product or service incorporates) Something New, Something Better, An Under Served Market, A New Market, Increased Integration.
●
Is your business a retail, service, manufacturing, or distribution business?
●
What industry does your business belong to?
●
What products or service do you sell?
●
Whom do you see as your potential customers? (Describe them in terms of their demographic, biographic, and psychographic profile)
●
Describe your basic overall marketing plan and sales strategy: (How do you plan on telling your specific customers about your product or service and then how do you plan to sell your product or service?)
●
Whom do you see as your competitors and what are their strengths and weaknesses that you plan to capitalize on?
●
List the advantages that your business has over your competition:
The next step in the process is to obtain preliminary estimates of the market demand or a preliminary market analysis and a feasibility estimate or the financial potential of the business. The market demand will require information regarding demographics of the customer base, information that may be obtained from such sources as The Lifestyle Market Analyst, Trade Association surveys. The consumer may wish to conduct a survey and/or sample a projected market population to estimate sales. One could also obtain comparables or basic information regarding market size and gross profit from similar businesses that do not sell within your geographic area. The feasibility estimate is a preliminary estimate to determine if your business idea will generate sufficient profit to meet your personal living expenses and/or business objectives.  Information can be obtained from Robert Morse and Associates Compilation of Business Averages and Ratios, Gale Research Publication, "Small Business Source Book" and "Standards and Poors" listing of trade associations to assist you with these projects.
Section 3—Education and Training

OBTAINING EDUCATION AND TRAINING
EDUCATION AND TRAINING
The counselor has completed an assessment of basic skills and the consumer has completed a self assessment and detailed the business idea with an analysis of the potential market and an estimate of the financial potential of the business. The next component of the self-employment process is to determine if the consumer has limitations to the specific goal of self-employment that may require education or training. This may be an excellent time to look at the option of working within the industry to acquire the technical expertise in the area one wishes to start a business, if lack of that expertise comes to light during the assessment phase.  The consumer may demonstrate a limitation in basic money management, that may require remedial math education or even basic accounting courses. Lack of strong marketing expertise, or salesmanship may be a barrier. No matter how much your product or service is in demand, or how great a job you do, if your customers do not know about you, you will not have much of a business. Formal education or experiential training in marketing could remediate this limitation to success. There may be some skills of blindness that are needed to be learned, such as: communication or travel. The assessment phase of the career exploration will bring to light areas that are barriers to successful employment that would be amenable to remediation, compensation, or accommodation.
Section 4—Technical Assistance

TECHNICAL ASSISTANCE
Counselor and Consumer Activity
The next component is to assist the consumer in obtaining the technical assistance that will be needed to begin the formal process of developing and writing the business plan. This may be an excellent time to obtain a business consultant from such organizations as: Small Business Development Center (SBDC), Small Business Association (SBA), or the Service Core Of Retired Executives (SCORE) Counselor.
The Missouri Business Assistance Center (MBAC), within the Department of Economic Development, can provide assistance with required licenses, permits, and regulations applicable to the particular type of business the consumer is interested in. The Department of Economic Development Office of Business Information creates an excellent print guide book for STARTING A NEW BUSINESS IN MISSOURI.
The Missouri USDA Rural Development offers a program of technical assistance in diverse areas of knowledge such as Sales and Marketing, knowledge of other programs, and people skills such as Customer Service and Networking. Some services are offered at no or little charge from community resources. Services that may require some funding may be purchased as part of diagnostics, consult with your District Supervisor.
It is recommended that the counselor maintain a hands-on approach to assisting consumers in arranging for technical business consultation. Resources for locating an appropriate business consultant can be located in the appendix section of this guide.
There are many resources that can be very valuable for the business owner starting a new business, expanding an existing business, or buying an existing business.
It is recommended that once the business consultant is chosen that an initial meeting be held with the consumer, counselor and business consultant.
Section 5—The Business Plan

THE BUSINESS PLAN
This is the phase of writing the business plan. It is critical that consumer, business consultant, and counselor work as a team in this effort. This phase may last for several months. There is a positive correlation between the amount of time spent preparing a business plan and the likelihood that the plan will result in a successful business.
The business plan has several important functions:
1.
It is a requirement if any attempt is made to borrow money for your business. Lenders will use the business plan to make judgments on ability of the business to repay a loan on time.
2.
The business plan is the road map for you and your business. It should inform you of such things as who your customers are, what strategies you will use to inform potential customers about your services. The business plan can be the yard stick by which you measure where you are at along the path to reaching your business goals.
3.
The business plan is an opportunity to try out business ideas on paper to gauge their impact on your business risk free.
4.
The business planning process is an excellent opportunity to better understand the business, market, and industry you are in.
There are many different outlines for business plans and many different ways to write a business plan. There are business plan outlines that are specific for retail sales businesses, manufacturing businesses, or small service firms. The SBA offers different outlines depending on the type of business you have. All business plans do have elements in common. They are: Executive Summary, Company Description, Industry Analysis, Target Market, The Competition, Marketing Plan and Sales Strategy, Operations, Management and Organization and the Financials. The process of writing a business plan is a process of doing research and asking questions, it is a business process not a writing assignment. Most small business plans can be presented in about 20 pages in length and project 3 to 5 years in the future.
Enclosed is one outline for a business plan that contains the common elements found in most business plan outlines and some description of the content within the individual sections (Appendix A).
Section 6—Funding Resources

FUNDING RESOURCES
The next step in the process of preparing the business plan is locating funding resources for the business other than RSB. Funding may be needed for start-up costs, working capital, upgrading equipment, or inventory.  All start-up costs and funds considered in the business plan must be listed on Form B-1, Itemized Source and Use of Funds for Small Business Start-Up.

There are many financing options for small businesses. The business consultant can be an excellent resource to identify options that are most appropriate. Some of the more common options are listed below:
●
Personal funds.
●
Equity financing such as: venture capital organizations, small business investment companies.
●
Banks and non-bank lenders (credit unions).
●
Commercial credit involving venders delivering goods and performing services before payment is received. This can be viewed as sellers providing an interest-free loan for 30 days to the buyer.
●
Credit card, a personal or business credit card.
●
Small Business Administration (SBA) can guarantee small business loans made by a variety lenders through several 7(a) loan programs. The business consultant and the nearest SBA district office can offer technical assistance.
●
MicroLoan Program.
●
Missouri United States Department of Agriculture (USDA) Rural Development offers a Business and Industry Loans program both a Direct loan program and guarantee loan program. The nearest area and/or local office can be found in the listing provided (Appendix D).
It is important to remember, most lenders will request that the borrower provide 20 to 30% of the total monies needed and loans need to be collateralized to protect the lender's money.
RSB has policies on purchases made under a vocational goal of self-employment and they must be followed.
Section 7—Business Plan Approval

BUSINESS PLAN APPROVAL
Responsibility of Consumer
To write a business plan that demonstrates the following:
●
The owner and managers have the skills to operate the business and a track record of honesty and integrity in their business and personal lives.
●
Ability of the company to generate enough cash flow to repay the loan on time.
●
What is pledged as collateral to protect the lender in the event of default.
●
That the business or the business owners have 20-30% of the total funds needed.
●
Evidence that the economic conditions of the industry are healthy and growing.
Responsibility of the Business Consultant
The Business Consultant should be asked if he/she can submit a written reference to the financial soundness of the business plan and a reference to the obtainability of the sales projections.
Responsibility of the Counselor and District Supervisor
The counselor will work with the client to develop a loan-worthy business plan, ensuring that it answers the questions listed above.  

Once the counselor and client agree on the proposed business plan, the appropriate District Supervisor and counselor will review the plan and make a determination of their agreement to support the plan before it is submitted to state office for approval. The questions that need to be addressed include:
●
Can the business be viable?
●
Does a real market exist that is large enough to sustain your business?
●
Is there too much competition already?
●
How does the financial picture look?
Responsibility of State Office
The small business review team, (consisting of the RSB Deputy Director, Coordinator of Special Services, and the district supervisor from the office that submitted the plan), must review and approve each plan for all small business expenditures.  The counselor may assist on the review team if required.  
Section 8—Purchases

PURCHASES
Rehabilitation Services for the Blind has specific policies on purchases under a plan of self-employment that must be followed.
Appendix A—Business Plan Outline
BUSINESS PLAN OUTLINE
One Suggested Outline for a Small Business Plan
I.
COVER SHEET
Name of the business, address of the business, and telephone number of the business.
II.
TITLE PAGE
a.
Name, address, and telephone number of the business.
b.
Applicant's name, address and telephone number.
c.
Name, address, and telephone number of any other principals of the business.
III.
EXECUTIVE SUMMARY
This section should be a one to two page summary of the entire plan. It is best to write this section last. It is your concept of what the business will be now and may include what it will be five years from now. Write in one sentence "bullets" that start with a verb that itemize what you wish to accomplish in the first year, the second year and the third year. These objectives should be observable and measurable and within specific time frames. Objectives can include sales, production, market share or profit.
Write a brief summary of specific qualifications that you possess that make you suited to start, manage, and control the business you envision. You should describe your unique experiences, technical skills, mental/physical strengths that clearly identify your qualifications to be successful in this venture. Who will have the major operating duties in purchasing, sales, promotion, production, record keeping, payroll, budgeting, and any other significant areas specific to your business? Include a statement of loan needs and usage and whether the loan will be used for working capital, equipment purchase, or some other purpose. Other issues which should be addressed are:

a.
Company description, type of business, location, and legal status.

b.
Purpose of the business (the mission statement).

c.
Stage of development, products or services, target markets.
d.
Marketing and sales strategy, nature of your competition and competitive advantages and distinctions.
IV.
BUSINESS DESCRIPTION
This section describes your business. Include such items as the type of business (retail, wholesale, service, manufacturing), status of the business (start-up, expansion, take-over), the legal structure of the business (sole proprietorship, partnership, corporation), location, When will or did your business open?
What will be the hours of operation?, Why is your business going to be profitable?, Do customers have ready access to your location?, Do you have ready access to your customers?. The company's mission, services or products development to date. Write a short resume of your business background in related work experiences, managerial experiences, and your formal/informal education which would have a bearing on your managerial ability. This resume should detail your relative experiences, talents, interests, motivations, and skills that clearly identify you as qualified. What will your salary be in years one, two, and three? Financial status to include: amount of funds sought, basic use of funds, if business is an expansion or take over you need to include last year's total sales and last year's pre-tax profit. Provide a general product/service description. Any patents and licenses held. This section should provide the location and description of the plant. Is the building leased or owned? If leased, state the terms. State the reasons why this is the right location. Is it suitable to Ship and receive inventory? Do local zoning laws allow your type of business? What other types of businesses are in your area?
Exactly what is your product or service and what will be different or unique about it? State applicable licenses, certifications, and permits required. This information can be obtained from the State's Economic Development entity.
V.
MARKET ANALYSIS
This is an analysis of the current status of the industry in which your business resides. It is the basis of comparison for your business. State who your market is and the geographic area which you intend to get your business from. Describe your customers or your market in demographic, geographic, and lifestyle terms (Use The Lifestyle Market Analyst). What is the total population of the market area, age group of your particular market, and their median income? What is the total size of your market and what percent of that will you be able to capture? Are there any trends in your market? Is it increasing or declining? How will you price your product to make it profitable and be competitive?
Write a brief summary on how and why the product or service you will offer will be of enough benefit to your customers to make them want to buy from you. Estimate the size of the industry in total dollars and/or units. Establish growth rate (Use Robert Morris Associates publication, Industry Norms and Key Business Rates) for the industry and compare to your expected market growth rate with the industry trends.

You might wish to use comparables in this section as evidence that your business proposal can be profitable.
VI.
COMPETITION
Identify your competition. From first hand knowledge of your competitors strengths and weaknesses describe any advantage that your business has over them. Describe the similarities and the dissimilarities between your operation and the competitor's operation. Identify as nearly as possible the percent of the total market you expect to capture and exactly how you expect to capture it. Identify your method of selling your product (direct, through distributors, retail chains). Identify the costs.
VII.
MARKETING AND SALES STRATEGY
This section should contain your plan to get your message about your product/service to your customer. Describe what it is about your product/service that will make customers buy from you, what is it about your product or service that makes people buy it. Describe your product or service in terms of its attributes such as: low price, high quality, after the sales service, reliability. Describe the marketing methods and vehicles you will use to carry the message, this may include your promotional scheme.
Use terms that describe your Customers outlined in the section on market analysis. Use the geographic, lifestyle terms that would make them buy your product or services.
VIII.
MANAGEMENT
Management is critical to the success of any business. Provide the resumes of the principals of your business, an organizational chart with job duties and responsibilities. What is your staffing plan, including number of employees, salaries, fringe benefits, and training needs.
IX.
FINANCIALS
This section shows the lender(s) the need for capitalization and your ability to repay it. It is critical that the information be consistent from form to form and be consistent with the narrative portion of the plan.
Sources and uses/applications of funds:
1. Identify the items to be purchased; the capital equipment list. Include current contract and supply estimates, installation costs, freight and contingency costs.
2. Identify proposed sources of funds. Include the cash/equipment injection by the owner, proposed bank financing, any proposed funds/financing from other sources. List the intended use of all capital and terms of finance proposals.
3. The three most important financial forms for your business plan are: Income Statement which shows whether your company is making a profit; Cash-Flow Projection which shows whether the company has the cash to pay its bills and the Balance Sheet which shows how much the company is worth overall.
4. For start-up business the most important financial forms that are generally required include:

a.
Cash flow with Break-Even Analysis which shows the point at which sales exceed costs and you begin to make a profit.
5. b.
Sources and Use of Funds which shows where you will get financing for your business and how you will spend the money invested or lent.
6. Time flames your financial forms should cover:

a.
Income statements should cover first year by monthly projections and year two and three by quarterly projections. First three to five years by annual projections.

b.
Cash flow for the first year by monthly projections and years two and three by quarterly projections.

c.
Balance sheet for the first year by quarterly projections and years two to five by annual projections.
Generally, investors want to see financial projections for three to five years in the future, and historical records of the past three to five years for currently operating businesses. Each lender may have somewhat different requirements for what financial forms they prefer and this is where your local Small Business Development Center or S.B.A. office is most helpful.
Appendix B—Financials
FINANCIALS
This section includes definitions of recommended financial forms that may be required for any business plan as well as a form to help determine start-up cost for a business (Form B).
1.
Income Statement or Profit Loss Statement - The income statement is also frequently called either a profit and loss statement, P & L, or income and expense statement. This form shows how profitable your company is, how much money it will make after all expenses are accounted for. It does not give a total picture of what your company is worth overall, or its cash position.
2.
Feasibility Estimate - This a form that you can use to make a preliminary determination if your business will generate enough profit to meet your personal living expenses and/or your objectives.
3.
Cash-flow Projections - For almost every business, cash-flow analysis is the single most important financial assessment. This is about how much money you have in the bank. How much money is going in and out of your business on a monthly basis. Cash-flow analysis is particularly important for seasonal businesses, businesses with large inventory, or those businesses that sell a lot of merchandise on credit.
4.
Balance Sheet - In essence, the balance sheet gives a snapshot of the overall financial worth of the company. The balance sheet accounts for all the company's assets minus all the company's liabilities.
5.
Break-even Analysis - This analysis allows you to determine how much income you must earn to pay your expenses, or at what point you break even, the point where you are neither making a profit nor losing money.
6.
Assumption Sheet - The assumption sheet is straightforward information that you have used to base your decisions on what numbers you used on your projections for sales, inventory needs etc.
7.
Sources and Use of Funds Sheet - This sheet allows others to see what you are going to do with the money you raise. What sources of money that you have and if you have contributed any of your own funds. This form is beneficial if you are seeking outside financing to apply for business expansion and not just offsetting operating deficits.
8.
Start-up Costs - This form will assist you in determining how much money will you need to get your business idea up and running (Form B).
9.
Generally speaking, the cash-flow projection and the balance sheet are important financial sheets for a new start-up business.
Appendix C—Resources
RESOURCES
MISSOURI
Missouri Department of Economic Development,
Jefferson City (573) 751-4962
BUSINESS DEVELOPMENT
Business Development Section (573) 751-9045
Business Information Programs (573) 751-4982
●
Missouri Business Assistance Center
●
Missouri Economic Development Information System
●
Missouri Produce Finder
Missouri Customized Training Program (800) 877-8698
FINANCIAL ASSISTANCE
Community and Economic Development Finance Program (573) 751-0717
MINORITY/WOMENS' OPPORTUNITIES
Office of Minority Business (573) 751-3237
Women's Council (573) 751-0810
Kansas City Minority Business Development Center (816) 271-1520
RURAL DEVELOPMENT
Missouri Agriculture and Small Business Development Authority (573) 751-2129
MISSOURI CHAMBER OF COMMERCE (573) 634-3511
US SMALL BUSINESS ADMINISTRATION (SBA) (800) 827-5722
SBA District Office Kansas City (816) 426-4900
SBA District Office St. Louis (314) 539-6600
SBA District Office Springfield (417) 890-8501
MISSOURI SMALL BUSINESS DEVELOPMENT CENTERS (SBDC)
SBDC St. Joseph (816) 232-4461
SBDC Cape Girardeau (SE MO State) (573) 986-6084
SBDC Chillicothe (660) 646-6920
SBDC Columbia (UMC) (573) 882-7096
SBDC Joplin (MO Southern) (417) 625-9313
SBDC Kansas City Rockhurst (816) 235-6063
SBDC Maryville (NW MO State) (660) 562-1701
SBDC Park Hills (Mineral Area College) (573) 431-459-3266
SBDC Popular Bluff (573) 240-3581
SBDC Springfield (417) 836-5685
SBDC St. Louis (St. Louis Univ.) (314) 977-3850
SBDC Warrensburg (Central MO State) (660) 543-4402
NATIONAL SCORE OFFICE (202) 205-6762
SCORE St. Louis (314) 539-6600
SCORE Kansas City (816) 235-6675
SCORE Camdenton (573) 346-5441
SCORE St. Joseph (816) 232-4461
SCORE Springfield (417) 890-8501
THE DISABLED BUSINESS PERSONS ASSOCIATION (619) 594-8805
MISSOURI SMALL BUSINESS INVESTMENT COMPANIES
Kansas City InvestAmerica Capital Corp. (816) 842-0114
Kansas City United Missouri Bank (816) 860-7914
St. Louis CFB Venture Fund I, Inc. (314) 746-7427
St. Louis Gateway Partners, LP (314) 721-5707
MISSOURI CERTIFIED DEVELOPMENT COMPANIES
Camdenton Central Ozarks Development, Inc. (573) 346-5692
(Columbia) Enterprise Development Corp. (573) 875-8117
(Jefferson City) Rural Missouri, Inc. (573) 635-0136
Kansas City Clay-Platte Development Corp. (816) 468-4989
Kansas City Economic Development Corporation of Kansas City (816) 221-0636
Hillsboro Economic Development Corporation of Jefferson County
(314) 789-5336
St. Charles County Economic Development Center (314) 441-6880
St. Joseph Mo-Kan Development, Inc. (816) 233-3144
St. Louis Development Corporation (314) 622-3400
Trenton Green Hills Rural Development, Inc. (660) 359-5086 
MISSOURI ARTISANS A BUSINESS DEVELOPMENT ASSOCIATION (314) 946-1874
GOVERNOR'S COUNCIL ON DISABILITIES (573) 751-2600
CONSUMER ORGANIZATIONS
Missouri Council of the Blind 1-800-342-5632
Web Site http://www.acb.org
http://www.acb.org/mocb
National Federation of the Blind (573) 874-1774
Web Site http://www.nfb.org
http://www.nfbmo.org
Web Sites
U.S. Small Business Administration http://www.sba.gov
Apple Computer Small Business http://smallbusiness.apple.com
Entrepreneurial Edge Online http://edgeonline.com
Working Solo http://www.working.solo.com
Inc. Online http://www.inc.com
Claris Small Business http://www.claris.com/smallbiz
Appendix D—Missouri USDA Rural Development
USDA Rural Development State Office

601 Business Loop 70 West
Parkade Center Suite 235
Columbia, MO 65203-2546
573-876-0976
Morris Westfall, State Director
Area 1
St. Joseph Area Office (Andre-Buchanan-Clinton-DeKalb-Platte)
Neil Miller

3915 Oakland Avenue
St. Joseph MO 64506
816-364-3927 (ext: 5)

816-364-0562 FAX
neal.miller@mo.usda.gov
Chillicothe (Daviess-Grundy-Harrison-Linn-Livingston-Mercer)
Danny L. Jackson
1100 Morton Parkway
Chillicothe MO 64601
660-646-6222 (ext: 4)

660-707-0581 FAX
danny.jackson@mo.usda.gov
Maryville (Atchison-Gentry-Holt-Nodaway-Worth)
Jeremy Brady

Suite 103, 502W South Hills Drive

Maryville MO 64468
660-582-7421 (ext: 4)

660-582-5381 FAX
jermey.brady@mo.usda.gov
Richmond (Caldwell-Carroll-Clay-Ray)
Allen C. Gentry
500 Wollard Blvd.
Richmond MO 64085
816-776-2266 (ext: 4)

816-776-6902 FAX
allen.gentry@mo.usda.gov
Area 2
Kirksville Area Office (Adair-Knox-Putnam-Schuyler-Scotland-)
Rande S. Bryan
       (Sullivan)
2410 South Franklin

Kirksville MO 63501
660-665-3274 (ext: 4)

660-627-5947 FAX
rande.bryan@mo.usda.gov
Mexico (Audrain-Boone-Callaway-Howard)
Jacqueline L. Barker

4617 S Clark

Mexico MO 65265

573-581-4177 (ext: 4)
573-581-7283 FAX

jacque.barker@mo.usda.gov
Moberly (Chariton-Macon-Monroe-Randolph-Shelby)
Steven E. Gerrish
2995 County Road 1325

Moberly MO 65270
660-263-7400 (ext: 4)

660-263-3649 FAX
steve.gerrish@mo.usda.gov
New London (Clark-Lewis-Marion-Ralls)
Cheryl R. Elliott

17623 Highway 19
New London MO 63459
573-985-7211 (ext: 4)

573-985-3928 FAX
cheryl.elliott@mo.usda.gov
Area 3
Clinton Area Office 
Kelly N. Gregory

1306 North 2nd Street

Clinton MO 64735
660-885-5567 (ext: 5)

660-885-6260 FAX
kelley.gregory@mo.usda.gov
Butler (Bates-Cass-Cedar-St. Clair-Vernon)
Carol L. Platt

625 W Nursey St. Box A
Butler MO 64730
660-679-6114 (ext: 4)

660-679-6207 FAX
carol.platt@mo.usda.gov
Eldon (Camden-Hickory-Miller-Morgan)
Michael D. Fitzgerald
101 Industrial Park Roadway

Eldon MO 65026
573-392-5667 (ext: 4)

573-392-2204 FAX
mike.fitzgerald@mo.usda.gov
Higginsville (Henry-Jackson-Johnson-Lafayette)
Mark T. Simmons
120 W 19th St. Ste. 102
Higginsville MO 64037
660-584-8732 (ext: 4)

660-584-7464 FAX
mark.simmons@mo.usda.gov
Jefferson City (Cole-Gasconade-Maries-Moniteau-Osage)
Daniel R. Minks

1911 Boggs Creek Rd.
Jefferson City MO 65101
573-893-8504 (ext: 4)

573-634-3609 FAX
dan.minks@mo.usda.gov
Sedalia (Benton-Cooper-Pettis-Saline)
Travis R. Zimmerman

1407 W 32nd St.
Sedalia MO 65301

660-826-3339 (ext: 4)
660-829-1581 FAX

travis.zimmerman@mo.usda.gov
Area 4
Farmington Area Office (Iron-Madison-St. Francois-Ste Genevieve)
Terry A. Luetkemeyer

812 Progress Drive
Farmington MO 63640
573-756-6488 (ext: 5)

573-756-8037 FAX
terry.luetkemeyer@mo.usda.gov
Hillsboro (Franklin-Jefferson-St. Louis-Washington)
Jack O. Kearbey

10820 Hwy. 21, Ste. 201

Hillsboro MO 63050
314-789-3551 (ext: 4)

314-789-2842 FAX
jack.kearbey@mo.usda.gov
Rolla (Crawford-Dent-Phelps-Pulaski)
Mary Lou Richard

1050 Hwy. 72
Rolla MO 65402
573-364-2088 (ext: 4)

573-341-8076 FAX
marylou.richard@mo.usda.gov
Troy (Lincoln-Montgomery-Pike-St. Charles-Warren)
Connie A. Rigg

114 Frenchman Bluff Rd.
Troy MO 63379
636-528-7046 (ext: 4)

314-528-9582 FAX
connie.rigg@mo.usda.gov
Area 5
Springfield Area Office (Christian-Dallas-Greene-Polk-Taney)
Vacant

688 S State Hwy. B, Ste. 400
Springfield MO 65802
417-831-5246 (ext: 4)

417-863-0256 FAX
@mo.usda.gov
Carthage (Barton-Dade-Jasper-Lawrence)
Jim Hembree
416 E Airport Dr.
Carthage MO 64836
417-358-8198 (ext: 4)

417-358-3831 FAX
jim.hembree@mo.usda.gov
Houston (Laclede-Texas-Webster-Wright)
W. Mark Dethrow
6726 S Hwy. 63, Ste. B
Houston MO 65483
417-967-2028 (ext: 3)

417-967-4059 FAX
mark.dethrow@mo.usda.gov
Neosho (Barry-McDonald-Newton-Stone)
Ron Thomas
1900 Hwy. 71 S
Neosho MO 64850
417-451-1007 (ext: 4)

417-455-0084 FAX
ron.thomas@mo.usda.gov
West Plains (Douglas-Howell-Oregon-Ozark-Shannon)
Daniel H. Campbell
3210 Hoover Drive

West Plains MO 65775
417-256-7117 (ext: 4)

417-256-0909 FAX
daniel.campbell@mo.usda.gov
Area 6
Dexter Area Office (Scott-Stoddard)
Vacant

18450 Ridgeview Lane
Dexter MO 63841
573-624-5939 (ext: 4)

573-624-6964 FAX
@mo.usda.gov

Charleston (Mississippi-New Madrid)
Catherine M. Walters

831 S Hwy. 105
Charleston MO 63834
573-649-9947 (ext: 4)

573-649-9113 FAX
cathy.walters@mo.usda.gov
Jackson (Bollinger-Cape Girardeau-Perry)
Randal D. Friend
480 W Jackson Trail
Jackson MO 63755
573-243-1467 (ext: 4)

573-243-8843 FAX
randal.friend@mo.usda.gov
Kennett (Dunklin-Pemiscot)
Tresia L. Webb

704 N Bypass
Kennett MO 63857
573-888-2536 (ext: 4)

573-717-1629 FAX
tresia.webb@mo.usda.gov
Poplar Bluff (Butler-Carter-Reynolds-Ripley-Wayne)
Angela L. Reynolds

4327 Highway 67 N

Poplar Bluff MO 63901
573-785-9679 (ext: 4)

573-785-1643 FAX
angie.reynolds@mo.usda.gov
Form A—Cost of Living Budget
COST OF LIVING BUDGET
(Based on average month - does not cover purchase 
of any new items except emergency replacements.)
Detailed Budget
Regular Monthly Payments
House payments (principal, interest, taxes, insurance) or rent  
$___________

Car payments (including insurance) Appliance, TV payments 
$___________

Home improvement loan payments 
$___________

Personal loan, credit card payments 
$___________
Health plan payments 
$___________ 
Life insurance premiums  
$___________

Other insurance premiums  
$___________
Savings/investments 
$___________

Total 
$___________
Household Operating Expense
Telephone Gas and electricity  
$___________
Water  
$___________
Other household expenses, repairs, maintenance 
$___________
Total 
$__________ 
PERSONAL EXPENSE
Clothing, cleaning, laundry 
$___________
Prescription medication 
$___________
Physicians, dentists 
$___________
Education 
$___________
Dues 
$___________

Gifts and contributions Travel 
$___________

Newspapers, magazines, books 
$___________

Auto upkeep and gas 
$___________

Spending money and allowances 
$___________

Miscellaneous 
$___________

Total 
$___________
Food Expense
Food - at home 
$___________

Food - away from home 
$___________

Total 
$___________
Budget Summary
Regular monthly payments 
$___________
Household operating expense 
$___________
Personal expense 
$___________
Food expense 
$___________

Monthly total expenses 
$___________
Form B-1  Itemized Source and Use of Funds
	 Itemized Source and Use of Funds For Small Business Start-up

	Client
	     
	Business Plan Name
	     
	Counselor
	     

	Categories of Start-Up Costs
	Itemized Specifics
	Itemized

$ Amount
	Source of Funding

	1. Facilities
	
	
	

	a. Initial Rent/Purchase
	     
	     
	     

	b. Deposits (Security/Utility/Water/Other Hookups)
	     
	     
	     

	c. Improvements/Remodeling/Fixtures/Signs
	     
	     
	     

	d. Other 
	     
	     
	     

	2. Equipment
	
	
	

	a. Furniture
	     
	     
	     

	b. Production Machines/Equipment
	     
	     
	     

	c. Production Machines/Equipment
	     
	     
	     

	d. Production Machines/Equipment
	     
	     
	     

	e. Computers and Software
	     
	     
	     

	f. Cash Registers
	     
	     
	     

	g. Telephones 
	     
	     
	     

	h. Vehicles/Modifications
	     
	     
	     

	3. Materials/Supplies
	
	
	

	a. Starting Inventory
	     
	     
	     

	b. Production Materials and Components
	     
	     
	     

	c. Production Materials and Components
	     
	     
	     

	d. Production Materials and Components
	     
	     
	     

	e. Stationery/Office and Packing Supplies
	     
	     
	     

	f. Brochures/Pamphlets/Other Descriptive Material
	     
	     
	     

	g. Other 
	     
	     
	     

	4. Fees/Other Costs
	
	
	

	a. Licenses/Permits
	     
	     
	     

	b. Trade or Professional Memberships
	     
	     
	     

	c. Accounting
	     
	     
	     

	d. Legal
	     
	     
	     

	e. Insurance
	     
	     
	     

	f. Marketing/Management Consultants
	     
	     
	     

	g. Design Consultants
	     
	     
	     

	h. Advertising and Promotional Activities
	     
	     
	     

	i. Other 
	     
	     
	     

	5. Cash Reserves 
	
	
	

	a. For Salaries
	     
	     
	     

	b. Operating Expenses
	     
	     
	     

	c. Unanticipated Costs
	     
	     
	     

	d. Other
	     
	     
	     

	6. Total Dollar Amount For Start-Up
	     

 =SUM(c1..c50) \# "$#,##0.00;($#,##0.00)" 

	7. Total Dollar Amount Being Sought From RSB Funding Source
	     

	
	
	
	
	

	Counselor Signature & Date
	
	District Supervisor Signature & Date
	
	Lead Administrative Reviewer Signature & Date
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