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Beginning a new business venture is exciting. This excitement is
often balanced by the uncertainty of not knowing Federal, State and
City regulations you’ll need to use to operate your business. I am
pleased to join the State of Colorado in providing you the Denver
Edition of the Colorado Business Start-Up Kit. The Kit gives you
important information and phone numbers that will help you at this

critical tine.

Small business is the "motor that drives Denver’s economy" and I'm
strongly committed to enhancing opportunities for small business in
our city. The City and County of Denver offers unique programs
specifically oriented to assisting small businesses.

The Mayor’s Office of Economic Development provides technical and
locan assistance for small business. The Mayor’s 0Office of
Employment and Training assists businesses with job training and
employee placement. The Mavor’s Office of Regulatory Reform serves
as a liaison for business owners dealing with Denver’s licensing
and requlatory agencies. Don’t hesitate to contact these agencies

for assistance, they are for your use.

We’ve also developed a series of small business videos you may
check out from the Denver Public Library or have shown on Denver
cable channel 28. If you have cable television in Denver call 640~
8933 Friday’s, between 10.00 A.M. and 3:00 P.M. Ask for any of the

following:
- "Get Ready - Starting a Business in Denver®
& Tax and Regulatory Issues
& Assistance Progranms
® How to do Business in Denver
. Programs for Women and Minority Owned Businesses

Good luck and thank you for joining the business community in
Denver.

Yours truly, ;2 fﬁi
Wl £ WA

Wellington E. Webb
Mayor
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Excise and Licenses General: 640-2064
200 West 14th Avenue Liquor: 640-2067
Denver, Colorado 80204

Issues a variety of licenses required to do business in Denver.

Mayor’s Office of Economic Development 640-7100
216 16th Street, #1000 FAX: 640-7059
Denver, Colorado 80202

Helps businesses start, expand or reiocate in Denver. Works with businesses and provides technical
assistance. Call for information on financing, site selection enterprise zone tax credits and demo-
graphics.

Mayor’s Office of Employment and Training 893-3382
1391 North Speer, #500 FAX: 899-4029
Denver, Colorado 80204

Assists businesses with targeted job fraining and employee placement.

Mayor’'s Office of Regulatory Reform 640-2894
280 14th St., 2nd Floor
Denver, Colorado 80202
Works to eliminate unnecessary regulations and paperwork. Serves as business ombudsman for
businesses with regulatory agencies. Small business videos are available at the Denver Public
Library or if you have cabie television in Denver call 640-8933 Fridays, between 10:00 AM and 3:00
PM and ask for any of the following to be shown on Channel 28 at your convenience:

% “Get Ready - Starting a Business in Denver”

€ “Tax and Regulatory Issues”

€ “Assistance Programs”

¢ "How to Do Business in Denver”

€ “Programs for Women and Minority Owned Businesses”

¢ “Financing Your Small Business”

Revenue Department 640-2644
144 West Colfax, #100

Denver, Colorado 80202

Licenses businesses for sales and occupational privilege (head) tax.

Other Useful Numbers

Building Inspection Department 640-5843
City Construction Projects - Bid information 640-5473
Disadvaniaged Business Enterprise Certification 640-3808
Health Permits (Restauranis or Temporary Events) 436-7330
Purchasing 640-2382

Zoning 640-2191
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From

Governor {%Qy Romer
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STATE OF COLORADO

EXECUTIVE CHAMBERS

Mew business {akes g great deal of lime, energy and finandal rigk. [
believe that government ought to help new ventures, not stall them
during the precarious, sarly months of development.

The Colorado Business Start-Up Eit provides valuable information o
help guide new and expanding businesses toward success. In addi-
tion, the forms necessary o establish your enlerprise in Colorado are
inciuded. Complete these documents and return them fo the proper
agencies and important steps in the start-up process will be com-
pleted.

Colorado welcomes you and your contributions to the state’s economy.

Good Luck.

Sincerely,

Roy Romer
Gaovernor




STATE OF COLORADO

ﬂE?&%E‘%@E%? OF géﬁ@%}?ﬁ”ﬁ"{}gf AGENCIES 1560 8%’?&??@; %m

Oiffice of the Executive Director Suite 1550 y S

joseph A, Garcia, Executive Direcior er, Colorado BO202
VTDD (303) 894-7880
{303} 894-7855

Hoy Romer
Covernor

Dear Business Owner:

The Department of Regulatory Agencies recognizes the importance of small
business development to our quality of life and the continued vitality of Colorado’s
economy. In anticipation of your success, it is our pleasure to provide you with
the services of the Business Assistance Center and the Colorado Business Start-up
Kit. The kit is a reference guide to the various aspects of starting and operating a
successful business in Colorado and contains useful information on federal and
state programs designed to assist small businesses.

We understand that it is individuals like you who are responsible for our state’s
economic growth and we wish to extend the finest possible services to you. The
Department of Regulatory Agencies is dedicated to the highest quality of service to
the citizens of Colorado. On behalf of the Department and the Office of Regulatory
Reform, | wish you the utmost success in your new venture.

Sinceraly, ;

4
S

oseph A. Garcia
Executive Director




:;::% ';g%{}gm%,
General Partnership
d Parinershin

Where 10 %@g%gie?

EMPLOYER RESPONSIBILITIES ..iiivneeeeenn. 10
Employees vs independent Contraciors
i ymaent Shuations
roll Registration Forms
roll ng Hequiremenis and Forms
Vorkers' Cgmgwaa ion
Employee Right 1o w Laws
Americans with Disa 3%3%% Act
Employer Posting Faguiremenis

0T 1T
m o

e

COLORADO §§i§§ TAX e neresnrcianivesnneens 18

Sales Tax Licenses

Collecting S“;&%eg Taxes

Special Situations

Filing Returns and Payment of Taxes
Department of Revenue Service Centars

Consumer Use Tax

INCOME AND PROPERTY TAX ...cninenn 22
Corporations
Partnerships
Self ;f?fﬁi{}}fﬁ%%i%?i Taxes

MABKETING ... rccsnneniisssncnsnanes 3 1
Market Research
Developing a Marketing Plan
Evaluatling Your Marketing Efforts
Special Markeling Assistance

%g% ?é&a Wis ne
%a&’za*g Hints

0

FINANCING OPTIONS .....ccoivrirecreccircsncencrnnnnnna. 38
What You Need 10 Know
Short-Term Financing Methods
intermediate And Long-Term Financing Methods
Government Financed and Backed Sources
Eguily Financing

Protection

3\

TRADEMARKS, COPYRIGHTS AND PATENTS....45
How 1o Register a Trademark
How 1o Register a Copyright
How to Register a Patent

IMPORTANT PHONE NUMBERS . 47

his Edition Revised June 1993




The COLORADQO BUSINESS START-UP KIT pro-
vides generalinformationto assistyou in starting and
maintaining a business. It is designed to save you
time by putling together the city, state and federal
forms necessary to establish a business in Colorado.
Depending on your individual requirements, you will
find included:

The Application for Employer ldentification Num-
ber, form 55-4, is the application for a Federal
Employer ldentification Number (FEIN) which should
be filed by all corporations and parinerships. A scle
proprietor should only use this form if they will have
employees. A FEIN is necessary {o establish social
security (FICA), federal withholding and federal un-
employment (FUTA) accounts.

The Colorado Employer Registration Form, form
CR100, is a multi-purpose form used to: register a
trade name; open sales, use and tourism tax ac-
counts; and establish state withholding and unem-
ployment insurance accounts.

Starting a business is risky. Understanding the risks
and reducing them through careful planning im-
proves the chances for business success. You
should be fully aware of the implications of owning
your own business. The best advice for anyone
starting or operating a business is o EDUCATE
YOURSELF. This kit is only the first step and
outlines only the basic information you will need to
start your business. The following checklist can be
used as a guide as you start your business.

Business Check-lis

The Trade Name Registration form DR0592 may
be used by general partnerships and sole proprietors
who only need to register frade names.

City Sales Tax Applications are included, when-
ever possible, for required city sales tax licenses. If
the city sales tax application is notincluded or forany
additional city forms, contact the appropriate city
clerk.

This kit provides basic information for starting a
business in Colorado; however, it must be stressed
this is only a starting point. There may be additional
permits or regulatory requirements for your particular
enterprise. If after reading the Start-Up Kit you have
further questions, please contact:

COLORADO SMALL BUSINESS HOTLINE
(303) 592-5920 in the Denver area
or 1-800-333-7798 statewide

Up Kit. There may be additional implications if the
business operates in more than one state. The
internal Revenue Service, (303) 825-7041 or 1-800-
829-1040, and the Colorado Depariment of Hev-
enue, (303) 534-1208, can provide more specific
information.

U If your business will have employees, you must
open federal, state and local wage withholding and
payroll tax accounts. Hefer to the Employer Respon-
sibilities section of the Start-Up Kit.
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¢ Does your purchase agreement inciude i
of the business name? ?'%% property? The
ent and inventory? The s7? e

%%?5‘523 of the sale are spelled out clearly before you

.
HE

ﬁ

g’“ %g%%ﬁg eller about outstanding claims oninven-
sipment rss:.% fixtures. Whose responsibility

equipment
s€; be o setlle these claims?

v Are there liens against the property you are
buying? Check with the seller and the county ?§§F§’
and recorder’s office in the county where the bu
ness and the seller are @agiéé Also check with z%z
Uniform Commercial Code Section in the Secretary
of State’s office for records of any security interests
that may have been filed as liens against the property
or assets of the business. For information contact:
U.C.C. Section, Secretary of State, 1560 Broadway,
Suite 200 Denver, CO 80202, (303) 894-2200.

513

¥ Willthe owner of the building transfer the lease to
you? What are the terms and restrictions of the
jease?

v Review the business’ past and current financial
statements. Are they in good order? Also, examine
any existing contracts that affect the business’ op-
erations.

# Can you transfer the existing phone number(s}?
The phone service may require information from both
you and the seller.

if There Are Employees in The Business—you will
be responsible for withholding tax, ij?’%%ﬁ”ig}’i}?m%ﬁf
insurance, workers’ compensation and social secu-

rity (FICA). You must open new employee payroll
accounts unless you buy out the stock of an existing
corporation and do not set up a new corporation. In
every case the unemployment history established
under the former owners will transfer to your account.
When you purchase the business, the former owner
should file form UILT-Z to report the change in
ownership. For more information on payroll tax
requirements see the Employer Hesponsibilities
section of this Start-Up Kit.

Tax Liabilities—If you purchase a retail business
you may be liable for sales tax {i%ig of the business.
As a precaution, you should get a tax status letter
from the Department of Revenue before buying. The

ing sales tax, wage withholdi
come tax accounts. There i
account requested. if you
you may have the e:;gi% of E@gggé {
tax 51{‘{;@ ?gﬁg%z 8

When you purchase tangible i} §§3§%@; as part of a
business, such as furniture, fixtures or equipment
{new or used) for which you hav f‘@?;« aid sales tax,
you must pay a use tax. Forfurtherinfo ion }
state tax liabilities when purchasing a new business,
contact the Colorado Department of Bevenue, (303)
534-1208. You may aliso be liable sonal
property taxes imposed by the county. i’;s}r?a the
local county assessor’s office for more informati
regarding personal property taxes.

=
=
i
=
®)

Buying a Franchise

Franchising offers a unique opportunity for individu-
als interested in operating a business. It allows you
to both own and operate a business while drawing
from the resources of the parent company. This
arrangement may reduce some of the risks of going
into business for yourself.

Franchise Services—The parent company, the
franchisor, often provides a range of services fo
assist you, the franchisee, in starting and operating
the business. Forms of assistance vary depending
upon the company but may include:

s Use of the company trademark, trade name,
service mark or any other “mark”;

Site selection for your business;

Training programs;

Marketing and advertising ideas;

Purchasing and inventory assistance;
Capital/financial assistance.

NENNSNN

Selecting A Franchise—Once you have decided
that you are able to meet the requirements for pur-
chasing a franchise, you may want to shop around for
the best investment. There are various publications
and franchise directories available from bookstores
and public libraries. Many times the classified sec-
tions of your local newspaper or magazines have
listings of franchise offers.




formation before you investin the i}a ess will |
you make an informed decision. The ‘ju;sz: 2SS ¢ %i;%"zg:-
franchise depends upon a number of {;
importantly, you should aggéiﬁs‘

v What are the total cosis of the franchise? These
may include opening gé}% ‘?&m?%@f?@wa d fixtures,
franchise fees, working capital, on-site expenses for
the % ease and construction and any service charges.
is it affordable? Are there any hidden costs that
mig ?‘% not be spelled out in the franchise agreement?
v Whattypes oftraining programs are available? At
what cost? For how long?

¢ Whattype of assistance wiil you receive from the
franchisor? For how long?

v Ifthere are “§§?§€§ in the program or {??%?%'%Qﬁ of
doing business, will you have any input into the
process?

v Are there restrictions on renewing, transferring,
selling or terminating the business? Does the
franchisor have the right of first refusal when renew-

Ask %“%% Right Questions—Obt g reliable in-
rma h

o

he franchisor exercl

tment is required of you?
nehis credit arrangements?

| you finance the business? zf‘{?*é‘f are
i%ﬁ%i%? What types of loans will you be

Exercise Caution—Before you agree to investin a
company that promises you large financial returns
you should exercise some caution. Colorado lacks
specific laws to protect you, should you need re-
course. There are, however, general provisions
governing “good business practices.” These protec-
tions againstdeceptive and unfairirade practices are
stated in the Colorado Consumer Protection Act and
the Uniform Consumer Credit Code. The federal
government also offers protection from problems
encountered by non-disclosure and misrepresenia-

T
H
if

tion. The Federal Commission's Franchise Rule
requires franchisors ?% provide prospective buyers
with a detailed disclosure statement regarding the
C{}mgaﬁ;a% ory, background and operations. This
documentshould alsospe fs:s ?‘% cosis andrespon-

sibilities of both the i dthefranchisee and
must be made available 10 ’}f@} at least {en days

before %S?%gi’ﬁwﬁ’%?i&a e signed, or atthefirstface
to face meetling, whichever comes firsi.

BEFORE YOU BUY:

v/ ALWAYS ask for a disclosure statement.

v Compare similar franchise benefils and costs.

v Contact current franchisees for additional infor-

mation and compare their business experiences with

the information provided to you by the franchisor.

The franchisor should make the names of their other

franchisees available to you.

v Investigate the franchisor's earnings claim. Are

they legitimate?

¥ Obiain a2 WRITTEN CONTRACT specifying the

exact terms of the franchise agreement and any

promises the franchisor makes {o you

v Make sure you thoroughly ;;z’sé%sséazéé the

company’s operating policies

¢ Consider consulting iﬁg:f{:z%s%;
fr

{not one recommendead by the fran
CPA or business advisor, who is f
hiss laws o examine the lerms of

you sign 1o help you secure ii%s:sﬁ best deal.

dvisor should review the franchise co [

f‘%ﬁ property/equipment purchase agreements
property/equipment leasing agreemenis.

Additional Sources of Reference

v “The Franchise Opportunities Handbook”, pub-

lished by the U.S. Department of Commerce is avail-
ble for $16.00 from the Government Printing iéi"? ce

Bookstore, Federal Building, 1961 Stout St., R

117, Denver, CO 80204, (303) 844-3964.

¥ “Disclosure Requirements and Prohibitions Con-
cerning Franchising and Business Opportunity Ven-
fures” (The Franchise Rule), is available free from
the Federal Trade Commission, 1405 Curtis St
Suite 2900, Denver, CO 80202, (303) 844-2271.
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Sole Proprietorship
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A Sole Proprietorship is

ﬁ:x
-

@:‘g@m
T

owned ?.%E’“’{E operated by indt
vidual. There are no legal require-
»ﬂ@gxgé establish a sole proprietor-

; % nindividual is operating the

ss under a name other than

or v
o
m

é%g;m n legal name, the business
name must be registered as atrade

namew ?%’i?‘%@@s@%@;@%?&%"iméﬂ
of Hevenue.

The primary legal characteristicofa
sole gf@;}f etorship is that the pro-
prietor is personally liable for all the
business debts. If the business is

? §‘%?§ busi-

iz @ busin
rf“iﬁ?é{ uals

f[}
[

:“:s 1

-
&

unable to meetits financial obligations, ¢
pursue the personal assets of %*f»:e owne
proprietor is generally limited to financin g the busi-
ness by using their own assets and/or borrowing
money. Borrowing money w %;s%% gggég% periodic %{}ﬁm
paymenis regardless of w ar

making money. ?5‘%‘%‘?@% t
personal assets are atriskis an émmm tfac

profits and losses of the business are Vga}ﬁ;@é di-
rectly on the owner’s personal income tax return,

%’%fﬁ%@?g may
. The sole

General Partnership

A General Partnershipis a business owned by two or
more individuals. It is recommended that a general
partnership prepare a parinership agreement which

o
g
T b




Corporation

Corporation is alegal entity which exists separately
from the people who create it. Acorporationisowned
by its shareholders and run by a board of directors
elected by the sharehoiders. In a large corporation,
the directors hire corpo fa‘i@ officers to manage the

H

the %amm{—:«sg 35"% a small
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There are three primary character i%w which distin-
guish a corporation from other legal structures. First,
a corporation limits a stockholder’s liability to the
an

1;2”

wunt of investment in the corporation. However if
he @f;}@?géa veil” has been pierced, corporate
f?gg%ﬂs may be ﬁ% d g@fsgﬁ“?g respensible for the
%:is ities of the business. The "corporate veil”canbe
cedina %ﬁf‘%:,;gf ofways; primarily by the personal
tions or guaraniee of an owner. Second, corporate
rofits mgg be subject to double taxation. A corpora-
ion must pay tax on income as a separate legal
entity. If ?fi‘}?%?% are distributed to shareholders, they
are subject to taxation as part of the individual
shareholder’s income. Third, if a shareholder is a
working officer in the corporation, they are consid-

gred o be an em;}%{}“% and must be paid a “reason-
able wage” which is subject o state and federal
payroll taxes.
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wm o

Ei?
“’“’”"“”{

oW
=0

e

A corporation must comply with the Colorado Corpo-
ration Code. Among the requirements of the Code
are the following:

g "Articles of Incorporation” must be filed with the
Secretary of State;

af The corporation must adopt bylaws;

v A corporation must adhere to certain corporate
formalities including procedures for shareholder
meetings, the election of the board of directors,
maintenance of corporate records and proper filings
with the Secretary of State

Although many of the req %%f@mef‘zig may seem un-

ssary for a small 2{}@{3?3 n, compliance is
ssential 1o m&i tain the limited i %%i}iii‘}? enjoyed by
the shareholder

%”3
eC

w m
y

.

A corporation may raise capital to begin the business
by two different means. Equity financinginvolves the
issuance of shares of stock, which represent owner-
Sh;} in the business. Stock may be issued in ex-
change for cash, property, labor or services ren-
dered. The primary advantage to the corporation of
equity fi s%fﬁmgz isthatthe cor g}m@ ionis notrequired
z{; f@gdg he Q incipal or interest. Instead, the share-
es an interest in the Mazsé%@s:iz and may
iaﬁ% profits

B

A corporation may also acquire capital by borrowing
money. Debt financing is attractive to the investor
because the corporation is legally obligated to repay
the principal and interest. Interest payments are
deductible to the c@fgﬁw tion. However, debtfinanc-
fs@ may be difficult or impossible for a new corpora-

tion which has little or no current earnings. A loan
may require the personal guaraniee of the corporate
officer(s) who may then be held personally respon-
sible for the repayment of the loan.

&

Articles Of Incorporation

wm

It is not required 1o use an az‘ismey to file articles o
incorporation; however, the incorporators sﬁ@gi !
educate themselves thoroughly s%gagé%@ ali as-
pects of a corporation if an attorney is f‘zii ”*"*"é
following are basic definitions related to fi ?zg aﬁ
of incorporation and shoulid be used as a guide g;??},
For example, common stock and preferred siock are
the two basic classes of stock which a corporation
may issue; however, there are other classes and
combinations of classes possible. Definit ‘em ar
listed as the concepts appear on the Articles f’??
Incorporation which must be filed with the Secreta
of State. Articles of Incorporation may include a a::f
tional information along with the Secretary of Sta
form regarding the management, structure, 5}23‘?@{}%
and goals of the corporation.

%

SH {)‘ 3

Corporation Name is the name you wish to call 3!{31}?’
corporation. The name must include the word corp

ration, company, | ;wi}??ijfiﬁ%"% orlimited oran aséf‘g~
viation of one of these words. Ther may not be
the same as or dec ept tively similar to any exi
corporation. You may inguire regarding name avail

am
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Employees vs. Independent
Contractors

As your business grows you may ask, “Should 1 hire
full or part-time employees or should | hire subcon-
tractors to perform specific jobs on an as-needed
basis?" if you hire contract labor, your paper work is
much easier. But justcalling someone contract labor
doesn’t make them so; and if vou incorrectly classify
those working for you, you may end up paying
substantial penalties and back taxes to the IRS and
the State of Colorado.

Most individuals who work for you will be considered
either common law employees or independent con-
tractors. Unfortunately, there are many state and
federal laws which are used to define an employment
relationship and to determine whether an individual
who performs services for you is an “employee” or an
“independent contractor”. The following are general
definitions for common law employees and indepen-
dent contractors.

Common Law Employees—Common law employ-
ees are individuals who perform services subject to
the control of an employer, regarding what, where,
when and how something must be done. The actual
working relationship between an individual and a
business is more important than the title {employes,
subcontractor, day laborer, etc.) when determining if
someogne is a common law employee. |t does not
matter that the employer gives the employee sub-
stantial discretion and freedom 10 act, so long as the
employer has the legal right to control both the
method and results of service.

independent Contractors—Persons who follow a
trade, business or profession such as lawyers, ac-
countants, or construction contractors who offertheir
services to the general public are usually considered
independent contractors. The single mostimportant
characteristic of independent contractors is freedom
from control.

a worker is a common law employee or an indepen-
dent contractor. The Colorado Unemployment insur-
ance - Liability Unit and the Division of Workers’
Compensation use similar guidelines. The following

The IRS uses a list of 20 factors o determing whether
8

10

is a brief summary of the basic characteristics which
describe employees and independent contractors.
The importance of each factor varies depending
upon the type of business and the type of services a
worker performs.

® An employee is paid on a regular basis, e.g.,
hourly, weekly, efc or by the piece.

B Anindependent contracior is paid by a set price,
the job or straight commission.

@ An employee may have assistanis who are paid
for by the employer.

B Anindependentcontractor hires, supervises and
pays for their own assistants.

@ Anemployee’sbusinessexpenses, includingtools
and materials, are paid for by the employer.

An independent contractor purchases their own
supplies and provides their own tools and equipment.
@ An employee has no potential for suffering a
monetary loss in connection with the work performed.
B An independent contractor can make a profit or
suffer a loss in conneciion with the work performed.
@ Anemployee mustcomply withinstructions about
where, when and how to work and may have regular
supervision.

B Anindependent contractor works according to a
contract for the completion of a specific project
There is normally no regular supervision of specific
methods and the independent contractor may sel
their own work schedule.

@ An employee works on the premises of the em-
ployer or on a route or location designated by the
employer.

B Anindependent contractor may perform work at
their own business premises.

® An employee receives training from the em-
pioyer.

8 An independent coniraclor provides their own
training.

@& An emplovee performs services personally.

An independent contractor may subcontract all
or part of a work assignment.

@ An employee has an exclusive continuing rela-
tionship with an emplover.

8 The services of an independent contractor are
available 1o the general public, aithough a contract
may limit service to one business for a limited period
of time.

@ An employee can quit their job without incurring
liability or may also be fired.
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Churches And Charitable Organizations—The
employses of charitable 501(c}{3) tax-exempt orga-
nizations may be subject 1o special exemptions. All
wages paid fo a common-law employee are subject
to federal and sta ’5% in come tax withholdings. Al

%zsﬁ;s:; rity fax unless wages
$ entire calendar year or are
?zﬁ ﬁ @g achurchorsa ai’m?a%} controlled organization
which 33’3@{;& s payment of social security taxes for
religious reasons. 501(c}(3) tax-exempt organiza-
tions are exempt from payment of federal unemploy-
ment tax. All employees must be covered by work-
ers’ compensation insurance regardless of 501(c}(3)
status,

Leased Employees—An alternative to
own employees is to

hiring your

voluntarily if requested by your employee and they
complete Form W-4. Workers' Compensation Insur-
ance must be provide for household employees who
work 40 or more hours per week or 5 or more days per
wesek. ?ﬁ? additional information regarding your
responsibilities as a household empicyer, call the
iRS, mS; 825-8041 or 1-800-829-1040 and request
Publication 928, "Employment Taxes for Household
Employers.”

ﬁ

Employer/Payroll Registration Forms

?@?m §$S-4—Federal form 55-4 is the application for
ir federal employer identification number (FEIN).
“?’335 FEIN is used to set up g‘&j%“ federal income tax
sithholding, social
S%c;az‘é%g withholding

coniract for workers
from a temporary em-
?553}"{“’“%%‘{ ag@mg oran

FREE CLASS ON PAYROLL TAXES

(FICA} and federal
unemployment insur-
ance tax account

8;«@@« }; g%agg?g g??é ‘?ﬁg §%§ éff? ’ {;i}?g} E?‘i?ﬁajgh 2?2%3
agency. You pay the Wednesday of every Month IRS. If you need your
agency a fee to pro- 600 17th St., Denver FEIN immediately, fill

vide the number and
type of employees you
need and specify the U,
conditions they must
work under but the in-
dividual workers re-
main employees of the
agency. The agencyis
;’&S;:s@ﬂsibie for all pay-

oll taxes, insurances,
aﬁié workers’ compen-

sponsored by
S. Internal Revenue Service
Colorado Department of Revenue
Colorado Department of Labor & Employment
Social Security Administration
Small Business Administration

Cali (303} 446-1660 for Reservations

out the form then
phone the IRS in
Ogden, Ut, (801)825-
7645 (this is NOT a
tollfreecall), 7:30 A.M.
-7:00 P.M., Monday -
Friday. The IRS will
ask for the informa-
tion you have placed
on the form, then as-
sign your FEIN. The

sation. However, If a
leasing company de-
faults in payment of unemployement insurance, the
client company is then responsible for payment of
unemployement insurance, A temporary agency is
used when workers are needed for a “short” period of
time. Leasing agencies provide employees under
contract on a permanent basis.

Household Employees-- If you hire someone to
work in your own home, you may have responsibili-
ties as a household empioyer. lfthe 85“’?? oyee earns
over $50 a quarter, vou are responsible for social
security and medicare taxes. ‘%i:?‘zé-} employee sarns
over $1000 in a quarter, you will also be repsonsibie
for unemployement insurance. The law does not
require that you withhold federal or siate income
taxes for your employee; however, you may do so

12

completed SS-4 must
be mailed to the IRS, Ogden, UT 84201, within five
working days. lf the FEIN is not needed immediately,
you may mail the form without calling. You will
receive a number in approximately four weeks.
Completion of the $5-4 does not automatically setup
yourfederal payroll accounts. Call (303) 825-7041 or
1-800-829-1040 after you have received your FEIN
to open your new employer accounis.

The Colorado Employer Registration Form,
CR100~—The CR100 is a multi-use form which may
be used to open a number of accounts. If you will
have gmg oyees, this form will open your state wage

withholding account with the Colorado Department
of Revenue and your state unemployment insurance
account with the Department of Labor and Employ-
ment. You may also use this form to register your




%?giééﬁ name as a sole proprietor or a general pariner-
hip and to i}éi& na sé;a te sales tax license.

INS Form 1-9—0One form which you must keep in
your employees’ personnel files is the Immigration
and Naturalization Service’s I-8 form. This paper-
work was devised o insure that employers ﬁf“ not
hire illegal aliens. The paperwork is not difficult, but
is required. The I-8 form must be %G%’E“%g"} ieted within
three working days after employment begins. Em-
ployees must submit documentation which verifies
residency to their ﬁ%g} oyer. All documentation un-
available on the hire date must be obtained within

twenty-one days.

aé é? [ L 35

The penaities for failing to comply with this reguire-
ment begin at $250 for each unauthorized employee
and can quickly reach $10, 5}@% per violation. For
further information regarding the -8 form, contact the
INS at 1-800-755-0777.

Form W-4-—Each employee must date and sign a
completed W-4. You should include it in the
employee’s personnel file as it will provide a record
of his or her proper name, address, and social
security number. The W-4 provides y@g with infor-
mation regarding the employee’s marital status and
the number of exemptions claimed to determine the
proper federal and state income tax withhol Q%é?ﬁgﬁ
from your employee’s payroll checks. Having this

form onfile is not only required by the IRS, butis also
evidence in disputes that could arise with the IRS or
the employee. The W-4isrequirediobefiled withthe

IRS only in special circumstances. if any of ?%ié?
employees claim exempt, including students, they
must fill out a new W-4 every year. Regular employ-
ees should fill out a new W-4 whenever they m ove or
there is a change in their tax status, i.e. get married
or divorced, add/lose dependents, orneedioc gg&

the number of their exemptions.

Payroll Tax Filing Requirements
and Forms

Wage Withholding And Social Securit 355%% icare
Taxes—If you h ve em mployees, you will be respon-
sible for withholding income taxes and social secu-
rity/medicare taxes from your employees wages. As
%%’éé%m;mg% you must pay an equal share of social
] Circular E, the federal

”?g;:{ %‘fgég is updated %gzm@ég an
o determine the correctias
'é‘%’%f& &f’%‘%i?éé?%? i}% égggg %fw eld will dete
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often you must é@;@gg’i the taxes with your bank.
Deposits are made using form 8108. At the end of
eachquarter, you must file form 941 to report the total
employee %gggz and taxes deposiied for your em-
ployees.

withholding tax *f@?ﬁ aé% em g ses working |
rado, including DR 7
income Tax i%? é?i?fé??i? ’?"géjﬁ "should b
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than %&J §§§ instate g‘sggg wﬁ%@?‘g@ é ing, you must fil

via Electronic Funds Transfer(EFT). lf you annually

withhold less than $50,000, you may elect to file via

E:??‘ or file coupon form DR 1094 with a check or
money order.

Unemployment Insurance—Unemployment insur-
ance is a fund established by law to provide benefiis
to employees who lose their jobs through no fault of
their own. Several factors determine the amount of
benefits which are paid every two weeks to eligible
persons actively seeking employment. As an em-
ployer, you will be required to pay both state and
federal gr@@@%@ym%ﬁ% insurance taxes. Unemploy-
ment insurance tax i i}?%{é by the employer on all
%5"?@ @ygeg The %émg% nempl ayr’%m insurance

ei586.2% onthefirst$7 S?’% inwages paid to each

$m§ oyee every year. However, as a new employer,
you should qualify for a 5.4% credit for an effective
rate of 0.8%. I at the end of a quarter your federal
unempioyment tax liability is over $100, it must be
deposited with vour bank using form 8109 before the
end t t

$1

th

form




ployment insurance tax rate for new businesses is

plus a 0.3% surcha rge for an effective rate of
o (NOTE: The construction industry may pay a
%‘:; You must file %fﬁf% %ﬁ%’?é‘% 1 é&@mgii}‘gw
R- §§§ aé 1em-
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Independent Contractor 1089s—If you have de-
%%m ned that your wo orkers are independent contrac-
s, you arenotrequi iredtowithhold or pay any taxes
ontheirbehalf. However, you mustkeeptrack of how
much you pay them and file Form 1089 for each
¢ /| ou paid over $600 during the vear.

I:?i:

person o whom yo

The independent contractor must be w?’%’i?f%%ﬁ“f’zf%"é
1098 by January 31. Copy A of Form 1089 must be
sentiothe IRS by February 28 with Form 1096. lfyou
file 250 or more Form 1099s, you must file via
% } 22 #

Payroll Records And Audits—Itisimporianitokeep
complete and accurate employee/payroll recor rds
and to retain the records for at least five years. The

IRS, the Immigr g%z}ﬁ and Naturalization Service, the
nt i}é HRevenue and the {3{} orado

r & Employment all have the
r records. Remember, you
on as you hire an employee.

u&“{»

w (35“

Workers' Compensation

eredb wg%msﬁ% with the very firstem-

y Workers' Compensation Is mandalory insurance
» %M’%a{?*“% if %%?if i'?i«w 1ess is iﬁ” which provides coverage for medical expenses and
of these three cities you must set up lost wages due to a job-related injury or occupational
his tax. If the : disease. The cost of coverage for
not included in ' . . ~ Y 51 : -
oL neleec | For further information employees must be paid by the em
. ployer. All employees must be cov-

m the Small on Workers'

Divisic

Employee W-2s—Al the
year, you are responsibl
ﬁ%{:@@ and tax %ﬁgzzm%ﬁa%g %’%?%f?‘%’%%%%i‘é%?

with W-2 forms. Copies of the W-2

-1 Compensation Laws
contact the Colorado
n of Workers’
Compensation—
(303) 76

ployee. Corporate officers who ac-
tively work in a corporation and mem-
bers who %%ss;@%‘% g’“ a Limited igxs /
Q@ﬁ%%%
h "3; own ?f: :eaﬁﬁ ten i ::;maz%ﬁé

ness and the formally el
wr ’if”%ﬁ to reject coverage. Th

g3

929

must be sent %:f'% your %ﬁ'@f’;@}f%{% no
later than égsm;:?%g 31. Copy A of Form W-2 must be
sent to the Social Security Admini S*”?’%w?" (SSA) by
February 28 with Form W-3. if you file 250 or more
Form W-2s, you must file the iﬁ?@ %% ion with i:i?’w
SSA via “magnetic . Fory
ployees, you must ?s% DR1083, ’%”fg%més %’i‘%é’%
W-2s. If you withheld more than $11, iﬁ in state
taxes for your ¥ 1 report W-2
information {0 the state via "magnetic media.” Mag-
netic media includes magnetic tape and computer
di ‘:;?iﬁiégb For more information regarding magnetic
media contact the Depariment of Revenue (303)
534-1208.
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tion to reject coverage is filed with the | Siﬁ’%%"ziﬁ%
carrier. lf there are no other employees, the election
to rej i; %’%i’éd@ be filed using form ﬁgé";%‘%
of Workers’ Compensation. Ac-
za%@ law, a Sole proprietors and pariners
in a partnership have the option of electing coverage
r themselves although it may be required by a
prime contractor.

You can %’%‘aés? workers’ compensation insurance

from an insurance agent or the Colorado Compensa-
tion %%’éw{a é::,%é ithority (CCIA), 720 South Colorado
Blvd, Suite 100 N, Denver, CO 80203, (303) 782-

4000 or 1-800-873-7242. CCIA is NOT a state
agency. ltis a state-owned insurance company that
sells workers' compensation insuranc at cost.




Premium Cost—The cost of workers’ compensation
insurance coverage is based on units of $100 of
@ayfag The rate per $100 is based on the risk

sification of your ewgis;ﬁ%z and your experience
s‘aie and is determined by your insurance carrier, Al
the beginning of the year and when you start your
business, you will be required fo estimate vour payroll
for the coming year. Your insurance carrier will
require you to pay your premiums in advance similar
to car or home owner’s insurance.

Premium Adjustments—At the end of each year, the
actual payroll of your employees is determined either by
audit or by completing a self examination report. The
actual cost of insurance is compared ;{} the advanced
premiums paid and the éﬁ%‘?‘%r@%e will be charged or
refunded to you. 3(}%@‘%% ;:@ ies can be assigned a
quarterly adjustment basis. This type of policy is nor-
mally limited fo seasonal ?y@gg of businesses, such as
construction, where an annual estimate of payroll is
difficult to determine. This policy will require a deposit
based ona percentage of the annual premium. The
deposit is held by the carrier for the life of the policy.
Upon cancellation, the entire deposit is credited to your
account. You are required to report and pay premiums
for actual wages paid each quarter.

Claims—You must file an accident report with your
insurance carrier within 10 days of a work-related
accident. ltis the injured employee’s responsibility to
report the accident to you in writing within four days.
If the employee is physically or mentally unable to
provide notice, it is the responsibility of the immediate
supervisor to submit written notice. Injured workers
have two years to file claims for compensation with the
Colorado Division of Workers’ Compensation.

Injured workers may receive medical and compensa-
tion benefits. Medical benefits include unlimited pay-
ment for all authorized: medical, hospital, and surgi-
cal costs; prescriptions; medical apparati; and pros-
thetic devices. Compensation benefits include reim-
bursement of up to two-thirds of an emg}%%ysgg lost
average weekly wage for a specified period, a gm@
sum payment or both based on the type of injury/
disability.

Risk Management And Accident Prevention—
Safety and accident prevention assistance is avail-
able from your insurance carrier. This service may
include safety programs, cost control recommenda-
tions and a review of your accident and loss history. In

T

addition, emg%@y@%“s are encouraged to iake part in
the Colorado Division of Workers’” Compensation
Containment Program. Employers af%m@ ?”“@:s hada
qualifying cost containment program in place for
one year receive cost containment s@{fwgésﬁ;?
Certification in this ngs&m can ?ggvffi in a reduc-
tion in premiums of 5%-10%. As a new business,
you should consider the !ﬁ%;}%&%w%g@?af}ﬁ Ji a cost
containment program beginning with your very first

employee. Contact the Cost Containment ?‘f’f;}»
gram, 1120 Lincoln, Suite 1200, Denver, CO 80202,
{303) 764-2974 for more information.

Employee “Right to Know” Laws

Employee “?%’r:g%% to Know” iaws apply 1o all busi-
nesses with employees who routinely work with
hazardous {;%‘E@m cals, gaf‘? as contractors, manu-
facturers, or industrial processors. The law is
intended to make sure that all hazardous and toxic
chemicals that are produced, imported or used in
the workplace are properly evaluated; and if i:ey
pose a hazard to employees, employees must be
notified through a “Hazard Communication Pro-
gram.” The goal of the law is to reduce the growing
number of injuries, ilinesses and deaths caused by
exposure to hazardous chemicals in the workplace.

A "Hazard Communication Program” MUST in-
clude:

v A Material Safety Data Shest (MSDS) for each
hazardous substance in the workplace must be on
file and must be available to employees. The
MSDS must be provided by the manufacturer/im-
porter of each chemical and it should accompany or
precede each chemical shipment. If an MSDS is
unclear or incomplete, questions should be ad-
dressed to the manufacturer/importer.

v Procedures must be established for labeling
containers where hazardous chemicals and mate-
rials are used or stored. Labels must provide
general hazard warnings and instructions for em-
ployee protection

v An employee training program must be imple-
mented. The program must include information on
the hazards of each chemical, how to protect one-
self against accidents, how {o read labels and
interpret a MSDS.

v A list of all hazardous chemicals used and
generatedin a business mustbe maintained. OSHA
suggests that lists be compiled for each work area.




These regulations apply to businesses with employ-
ees who are exposed to hazardous chemicals and
materials on a routine basis as part of their job. They
do not cover, “. . . workers such as office workers or
bank tellers who encounter hazardous chemicals
only in non-routine, isolated instances.”

if you are not sure if your business is covered by the
law or to get specific information on the requirements
for developing a "Hazard Communications Program”,
you shouid contact the U.S. Department of Labor,
Occupational Safety and Health Administration
(OSHA), Federal Building, Room 1576, 1961 Stout
Street, Denver CO 80202, (303) 844-3061.

The Americans With Disabilities Act
(ADA)

The ADA extends civil rights protection to individuals
with disabilities that are similar to those provided to
individuals on the basis of race, sex, national origin,
and religion. For small businesses, it guarantees
equal opportunity for individuals with disabilities in
employment and public accommodations. In the
area of employment, the ADA is not an affirmative
action program. Businesses must provide equal
opportunity for employment to all qualified disabled
individuals who can perform the essential duties of a

job. Businesses may be required to make reason-
able accommeodations for disabled individuals who

Employer Posting Requirements

There are many state and federal posting requirements for employers. Some may only
apply under certain circumstances, but several are required of all employers.

Anti-Discrimination Posters
Colorado Division of Civil Rights
1560 Broadway, Suite 1050
Denver, CO 80202

(303) 894-2097

1-800-262-4845

Equal Employment Opportunity Posters
EEOC

1845 Sherman Street, 2nd Floor

Denver, CO 80203

(303) 866-1300

Occupational Safety Posters
OSHA

1961 Stout Sireet, Room 1576
Denver, CO 80294

(303) 844-3061 or

(303) 844-5285

Polygraph Protection Act Posters
Minimum Wage Posters
U.S. Dept. of Labor, Wage-Hour Div.
1961 Stout, Room 615
Denver, CO 80294
(303) 844-4405
or
Colorado Division of Labor
Labor Standards Divisions
1120 Lincoln St., #1302
Denver, CO 80203
(303) 894-7541

Unemployment Insurance Posiers
Division of Employment and Training
U. |. Tax Liability Unit

639 E. 18th Avenue

Denver, CO 80203-1483

(303) 839-4922

For Workers’ Compensation Posters, contact your workers' compensation insurance carrier. You
should prepare and post the following notice in 1/2 inch letter: “/f injured on the job, written notice must
be given to your employer within four working days of the accident, pursuant to section 8-43-102(1) C.R.S."

Employers are require to post or to notify workers in writing of when and where they will be paid.




are readily achievable. The Jobs Access Network
(JAN) has been established to assist employers find
tow cost solutions to resolve employment accommo-
dation problems. Call 1-800-526-7234 for free assis-
tance

Public accommodations, such as restaurants, ho-
tels, theaters, doctors’ offices, retail stores, muse-
ums, private schools and day care centers, may not
discriminate on the basis of disability effective Janu-
ary 26, 1992. Businesses with fewer than 25 employ-
ees and gross receipts of $1 million or less were
requiredto comply by July 26, 1992. Businesses with
fewer than 10 empl §§§§$ and gross receipis of
$§3§ 000 or less had until January 26, 1983, Physi-
cal barriers must be removed if ?‘8?‘?’%@%&5 is readily
achievable. If not, alternative methods of providing
services mustbe offered, if those methods are readily
achievable. “Readily achievable” is defined as ac-
tions that are easily accomplished and able to be
carried out without much difficulty or expense. The
courts are required to take into consideration the
nature and size of a business in order to determine
whether an action is readily achievable. The Archi-
tectural Access Board has established s;:%g%aﬁ ed
guidelines for construction and remodeling, call 1-
800-USA-ABLE (1-800-872-2253) forfree as ﬁzs%as?ca,

Two additional agencies that provide assis ?gfzc&%ﬁ%
ADA are the U.S. Depariment of Justice and the
Regional Disability and Business Accommodation
Center (RDBAC). For more information regarding
the legal enforcement of ADA contact the Coordina-
tion and Review Section of the Civil Rights Division,
U.S. Department of Justice, Washington, D.C. 20035-
6118, (202) 524-0301 VOICE, (202; 514-0381 TDD,
and (202) 514-0383 TTD. The Regional Disability
nd Business Accommodation Center (RDBAC) isa
rivate company in Colorado Springs which has
eceived a government contract to provide informa-
ion to disabled individuals and business regarding
the ADA in the Rocky Mountain area. The %S%ﬁ%i
primarily an information resource. However, it also
provides training and direct technical assis %i’ ance
regarding the provisions of ADA. § a:z;% ake refer-
rals to other agencies as appropria For mors
information, contact RDBAC, 3630 Sén?{}?i Rd, Ste
103, Colorado Springs, CO 80807, (719) 444-0252
or 1-800-735-4232.
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Employer Checklist

(1 Have vou properly determined whether your work-
ers will be employees or independent contractors?

I File the the Application for Employer Identification
Number, Form SS-4, to obtain your Federal Employer
Identification Number (FEIN). Once vyou have

recieved your FEIN, call 825-7041 or 1-800-829-
1040torequest your new employerinformation packet
and to activate your FEIN account.

LI File the Colorado Business Registration Form,
CR100, to open your state wage withholding and
unemployment insurance accounts. You will recieve

prepinted coupons and information on how to file
Colorado wage withholding from the Department o
Hevenue. The Department of Labor and Employ
ment will send information and forms on how to file
Colorado unemployvement insurance. The two pack-
ets of information should arrive approximately four to
six weeks after filing the CR100.

ooy

""" U Obtain the proper posters using the chart on the
previous page as a guide.

(U Determine whether you are yé@;}@ﬁ&;’%}’a for any
local employer tax or registration requirements by
contacting the appropriate local authorities.

Additional Assistance and Information

For more information regarding your employer re-
gg&msé%@é?séﬁ 8 }ms; should contact the various taxing
u S, 825-7041 or 1-800-828-
epa M%m@ Hevenue, (303) 5.
rado Unemployment insurance Tax Li
839-4922; and the Colorado Division
Compensation, 764-2929.
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ifyou sell, rent or lease tangible g%fga%%g} operty in
olorado, you must obtain a sales tax license. The
type of license you need and the amount of tax you
are required to coliect depends upon who you are
sellingto and where and how you are doing business.
Alicenseis also required to rent accommodations for
periods of less than 30 days.

s
i e
o

o

Sales Tax Licenses

Retailer License—A retailer license is required if
you are selling, renting or leasing your product o the
end user of the product. If you will be doing whole-
sale and retail sales you only need a retailer license.
A %‘g‘%a*%*‘ license costs $16 for atwo-year period plus
a one time $50 deposil. The deposit will be automati-
cally f‘g?iﬁ‘sé% to you once you have

m»

Local Licenses—Most city sales taxes are coilecte
for the ¢i ?;3; by the state. However, there are 42 home
rule cities in Colorado which have their own city sales
tax license for retail sales conducted within 2?@%;?
jurisdiction

Fees—All state sales tax licenses are $16 and are
issued for the same two year period. Each é@@ year
period is divided into four six month’ gaaﬂ@rg " The
actual cost of your initial license will be prorated
depending upon the quarter in which you start your
business.

Collecting Sales Tax

Rates—If you will be selling a product 1o the end
user, you mustcoliectsalestax. Theamount

coliected and remitted a total of $50

in siate sales tax to the ﬁeg&%mwa
of Revenue. 501(c)3 charitable or-

ganizations are nol required 1o pay
the $50 féeg@gé% when they obtain
neir license,

P
&

%%%%%' Licenss—A wholesaler
license is required if you are selling
your product ?i? another business that

If you sell, rent or
lease tangible
personal property, or
rent accommodations | of tax }“ﬁ}ii must collect, you need to
for less than 30 days, |add together the various rates that
you need to collect
retail sales tax.

of sales tax you collect depends upon
the taxing districts where your busi-
ness is located, the type of business
you are in and how the transaction is
completed. To determine the amount

appl v 10 your business.

State—The 3.0% state sales tax
' @@ collected by all businesses selling

will resell your productoras aningre-
dient in mz{}"‘ihﬁf{ product which will be resold. A
wholesaler license costs $16 for a two year period. |
your business is primarily wholesale, you f’%gf é“g V
up to $1.000 in retail sales per year and will not be
reguired to obt gm@ etailer license. If you will have
more than $1,000 in retail sales per year, you should
getaretailerli g%%;ﬁ&é record your wholesale sales
under your retail license.
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Single Event—If you plan to attend a single even
location other than your reqular business o

ou must obtain a single event license. A single
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Multiple §¥§§?§ License—If you attend more than
one event during a a*«%&; gaaf period, you should
obtain a m =§?§§s’% event license. A mulliple event
license costs $16, unless 351:}3; already have a whole-
saler or retal %6 % @ﬁ»@ and than there is no charge.

i
tangible, personal property located in Colorado.

RTD/CD/BD—Businesses located in the Denver
Mstro area are required to collect 0.6
Regional Transportation District (RTD), 0.1
Scientific and Cultural Facilities District i{,?{j%;
0.1% for the Baseball Stadium District (BD) for a total
of 0.8%. The RTD/CD/BD area includes all of Den-
ver, Boulder and Jefferson counties, the western
portions of Adams and Arapahoe counties and the
northeast portion of Douglas county including High-
lands Ranch,

County—39 of Colorado’s 63 counties have estab-
lished county sales taxes. All county taxes are
coliecied by the state.

City—There are 192 cities that have cily sales tax
rates. Most small cities sales taxes are collected by

the state. However, most of the larger cities collect
the city portion of the sales tax directly from the

st

18 vendor and require a separate license.




Lodging—The following counties have a 1.8% tax
on lodging services: Alamosa, Archuleta, Chaffee,
Clear Creek, Costilla, Delta, Gunnison, La Plata
{Durango omitted), Logan, Mineral, Moffat,
Montezuma, Rio Blance, Rio Grande, Saguache.
The rate in Bent county is 0.9%. There is also a
special lodging tax in the City and County of Denver.

collected by the branch location. Inthis example you
would collect 7.75% based on the taxes collected in
Grand Junction. The rule regarding branch locations
j’%é delivery applies to all locations, “self collected”
home rule cities and state collected cities. Finally,
with the exception of auto sales, if vour customer
takes possession of your product at vour place of
business, you must collect all the sales taxes for your
area, regardless where your pur-

Special Taxes—A sales tax of
0.5% is collected in the southeast-

For more information about

chaser resides or intends o uss
the item.

ern portion of Jefferson county for
the local improvement district.
Douglas County collects a 1.0%
taxonshort-termrentals, less than
thirty days.

sales tax responsibiiities or
existing sales tax accounts,
contact the
Colorado Department
of Revenue

Mobile Businesses—If your
business involves sales at your
clients address or is mobile you
must collect the appropriate tax

Example—To determine the
amount of tax you must coliect,

(303) 534-1208

for each sales location. This will
apply to many different {yg::se”’ of

§(§§ all the rates that apply to your

location and type of business. For exampie, if you
have a ?“%i&mgﬁ in the City of Lakewood, you must
collect 3.0% for the state, 0.8% for RTD/CD/BD,
0.5% §@r Je ?‘?@fg@ﬁ county, gné 2.0% for Lakewood.
Your tolal sales tax rate would be 6.3%. S%“%S{EE
“Sales/Use E‘a}i Rates Lists all the various sales {a
rates through out Colorado and should be used as a
guide to sasztzg%gée the sales tax rates for different
locations.

Special Situations

Mail Order and Delivery—When you have a mail
order business or you sell a product contingent upon
delivery to another location, by state rules you f‘”‘iﬁ&?
collect the taxes you have in common with tr

delivery location. For éxamge; ?y{:’szg businessisin
Durango and your delivery site is in &s*’wg@ you
must collect ’?SC‘@ the wzggm amount you would
collect if it was purchased at your %;;3 ness location
without delivery. Thereisnodifference inthe amount
of tax collected. If your busit is in Durango and

=
oy D
(O]
(J?

gsf;as deliver to Grand Junction the only state
axes %ié% two %@2&%%3 have in common is

‘ié‘éﬁ sales iax;

oy

#}
3.0%. %%@f%%i @{?z?zz:% Ju
. )

3. i Junctionis a "selfc
home rule city; therefore, itis recommendec
contact the city directly regarding the collection
city sales tax if your business will be doing ¢
delivery into Grand Junction or any other
tected” home rule city. Furthermore, if you
branch of s;s}ag business in the destination
you must collect all the taxes that would be

businesses, including but not lim-
ited ?e* ??8;\@%5’"% gaé%;’;}&f‘ggmg
mobile locksmiths, and interior decorators. If this
situation applies to you, gsg w;% nothave a ;f%g}g
place of business and must collect the ;}ﬁmg}? iate
tax for each point of sale. You sho a%é obtain a retalil
sales tax license to collect all state taxes and may
need several city sales tax éﬁ:% es from the home
rule cities where fgm do business. Department @
Revenue Publication DRP 1002, Colorado Sales
Use Tax %‘%g%@& ;ggés 35% state, county and city sales
tax rates as well as §§§?8§§%3 and phone numbers
for home rule cites with separate licensing and col-
E%ci on procedures.

Craft Shows And Flez Markets—If vou will be
selling at events you must have a state mulliple
events license. I the event is held in th

i
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Multiple Permanent Business i%@&%g& ur
business has multi g%% permanent bra 5,
ch branch mus e its own %éz%?@;@ g”ﬁ collect
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end of each year. In addition, you will not be able to
purchase inventory or supplies at wholesale without
a license. If you are located in a home rule city,
contact your city officials regarding your local sales
iax requirements.

Sales Tax Fraud

it is illegal to use your sales tax license to obtain
personal goods or assets which you will use in
business tax free. Only goods which will be resold
may be purchased exempt from sales tax. Sales tax
must be listed separately from the purchase price on
the items you sell on all invoices. Vending machines,
bar drinks and mobile food cart vendors are exempt
from this rule. lt is illegal to advertise that you will
make retail sales “tax-free” or to absorb the cost of
sales tax.

Filing Returns and Payment of Taxes

Filing Requiremenis—Once you have obtained a
sales tax license, the Department of Revenue will
send you preprinted “Combined Retail Sales Tax
Return” forms in a coupon booklet. If you have a
wholesaler license, you will file annually. if you have
aretaillicense and you collectless than $300 in sales

tax each month, you must file quarterly. If you collect
$300 or more in sales tax every month, you must file
monthly. All sales tax returns are due the 20th of the
month following the end of the taxing period, i.e., the
return for April—dJune is due July 20. If the 20th falls
on a Saturday, Sunday or Holiday, the due date isthe
next regular business day. If you have a single or
muitiple event license, an individual return must be
filed for every event. Each return mustbe filed by the
20th of the month following the month in which an
event is held. Tourism tax, County Lodging tax and
city collected sales taxes are each filed separately. If
your sales tax return is not filed or postmarked on or
before the due date, you must pay a 10 percent
penalty plus interest on the amount due. YOU MUST
FILE A SALES TAX RETURN FOR EVERY PE-
RIOD, EVEN IF NO TAX WAS COLLECTED FOR
THE PERIOD.

Department of Revenue Service

Centers

Colorado Springs, 3650 Austin Bluffs Pwy, Ste 188,
(719) 594-8706

Denver, 1560 Broadway, Ste 1530, {303) 592-5920
Fort Collins, 300 E. Foothills Rd, (303) 223-1097
Grand Junction, 222 S. Sixth St, Rm 208,

(303) 248-7140

Pueblo, 720 N Main St, Ste 402, (719) 542-2920

r

Colorado Springs:

Denver:

Fort Collins:
Grand Juction:

Pueblo:

Confused About Sales Tax???

Sales tax classes are held on a regular. Sales tax classes include information on
how and when to collect sales tax as well as how to fill out sales tax returns. In
some locations, representatives from local home rule cities also present informa-
tion on the collection and remittance of local sales taxes.

the 1st Thursday of each month, 3:00 PM, 3650 Austin Buffs Pkwy.

every Friday, 9:00 AM, 1560 Broadway, Suite 1550
the 2nd Thursday of each month, 6:00 PM, 1375 Sherman St.

the 3rd Thursday of each month, 2:00 PM, 300 E. Foothills Pkwy.
the 2nd Tuesday of each month, 2:30 PM, 222 S. 6th St.

the 1st Wednesday of each month, 2,30 PM, Pueblo Public Library




For more information concerning how and when o
collect sales taxes call (303) 534-1208 and/or your
local home rule city.

Consumer Use Tax

Use taxis imposed on the storage, use or consump-
tion, in Colorado, of tangible personal property upon
which Colorado sales tax has not been paid. The
amount of sales tax is measured by the purchase
price or fair market value. The state use tax rate is
three percent; the RTD/CD/BD rates total 0.8 per-
cent and are paid with form DR252. County and city
use taxes may also be due.

Sales Tax Summary

U if you will be selling any tangible personal property,
you must obtain a sales tax license. If you are selling
tothe end user, you are aretailer. If you will be selling
to someone who will resell your product or use it to
make another product which is resold, you are a
wholesaler. If you are doing both, itis only necessary
to obtain a retailer sales tax license.

L Wholesaler and retailer licenses are $16 fora two
year licensing period. The cost of a new license is
prorated during the licensing period. Thereis a $50
deposit on retail licenses which is refunded once $50
insiate sales taxes have been collscted and remitied
to the Depariment of Revenue.

3 If a business has more than one location, each
location must be licensed. The $50 deposit is only
collected {or the first location.

if you will be selling products at an organized
eveni you are required to obtain an event license. A
single eventlicense is good only for asingle event. A
multiple event license is good for an unlimited num-
ber of events during the licensing period.

U A multiple event license costs $16 for a two year
licensing period. The cost of a new license is pro-
rated during the licensing period. A single event
license costs $8. If a business has a retailer or
wholesaler license, there is no charge for either a
multiple event or single event license.

L If you will be located in a self-collected home rule
city, you must contact the city regarding local licens-
ing requirements.
1 Determine the proper sales tax rate based on the
location of your business.
State Sales Tax 3.0%
RTD/CD/BD(?)
County(?}
City(?)
Other(?)

TOTA

G 3; u purchase items {o use in your business or
you use items which where originally purchased for
resale, tax is due. The fax may be paid on your
regular sales tax return or by filing a Consumer Use
Tax Return, form DR 0252



This section outlines the generalincome

ax laws which
you will encounter when you own your own business.
For more specific information you should contact the

ments to ?Giﬁ?‘?’%{ﬁ‘“ al taxable income. If your corpo-
ration is doing business in Colorado as well as other
states, you must apportion to Colorado the portion of

internal Revenue Service, {303) 825-
7041 or 1-800-829-1040 and the Colo-
rado Department of Revenue, (303)
534-1208.

For more information
on Colorado income
taxes, contact the

your income derived from sources
within Colorado. There are two
methods which may be used io de-

termine state coporate income tax.

‘ Contact the Colorado @ﬁ?ﬁﬁi;%% nt of
Corporations Colorado Department | Revenue for more information, (303)
of Revenue, 534-1209. o
If your business is a corporation (303) 534-12 if you expect your federal tax liability
locat

(@]
m

ted in or “doing business” in

to be $500 or more and/or your state

o]

Colorado, itis subject to state and
ederal {:fg%fgié income taxes. In general, a
corporation %§a il be considered io isg ‘doing busi-
ness” when it has gm;;s@?e%g or business prop-
i fﬁiﬁ w { be filing as an S
SG?QG?%?%%& your business’ income will be taxed
nership and will %e exempt from corpo-
rate income taxes, although a corporate income
tax return must still be filed. Working corporate
officers are still treated as employees, even in
an S corporation, and must be paid a reasonable
wage which is subject to all payroll taxes, see
the “Employer Responsibilities” section.

e

At the end of your corporation’s fiscal year, you
must figure its net iaxable in-

tax liability to be $5,000 or more, you
are required to file and pay estimated taxes during
the year. A corporation that owes more than $500 in
federal income tax or $5,000 in state income tax may
be subject to penalties and interest.

if you receive dividends from your zzﬂf;:}aw‘{}ﬁ you
must report it as income on your personal income {ax
return and pay the appropriate income taxes.

Partnerships

if your business is a partnership, you must file state
and federal partnership income tax returns. The
partnership as a whole is not z’egsiféﬁ to pay income
tax. Eachpartnerinthe partnership is responsibie for
their own self-employment taxes as
anindividual. The state and federal

t fi
come or netloss. To do this, you
ct the operatir ng expenses
z:w&z% ﬁﬁ{iu gﬁ% from

s, allow-

For more information
on federal taxes,
contact the Internai

income tax returns are used to re-
port your business’s income ﬁ?‘gf
expenses, changesin }f{;w balanc
sheet and how profils or losses are

able é%éﬁézws and losses , . shared by the pariners. If you and
change ?ézﬁgéﬁ?g You should Revenue Service, YyOur spouse run your business to-
contact the IRS annually for ’%ﬁe (303) §§§%?§§§ gether and share in the profits, your
current 3;3@%2@9;%3%% tax laws. IRS business may be considered a part-
Publication 342, Tax on i‘laf@& nership. You shouid record 3;%?
rations and Publication 589, T respective shares of parinership in-
on S Q@;;ﬁfa?smz, are @se’m come or 10ss M@gfa‘igsg for §%§§
guides in determining your federal tax liability employment taxes. Dol ng this will usually not in

crease your total tax, but will give each spouse g?@{é%i
Every corporation, | %%g{% ing S corporations, “doing for social security earnings on which retirement ben-
business” in Colorado or deriving income from Colo- efits are based. RS Publication, Tax on Partner-
rado sources must file a corporate income fax return ships, is a useful guide regarding partnership filing
with Colorado. Colorado taxable income is deter- requirements and the allocation of income to the

mined by ga%{éfzg and/or subtracting various adjust-
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Self-Employment Taxes

if you are a sole proprietor or a partner in a partner-
ship, you must file your own estimated self employ-
ment taxes. When you work for others as an em-
ployee, your employer withholds your taxes from
your paycheck. As an employee, your emplover
pays half of your social security taxes and you pay
half. When you are self employed, you must pay the
entire amount. Estimated taxes are

Enterprise Zones

An Enterprise Zone is defined as an esmsrﬁécg@;
depressed area of Colorado in which special tax
incentives are offered 1o businesses that expand or
locate inthe zone. The purpose of the tax incentives
is to encourage economic development in the zone.
There are a number of tax credits which may be taken
by businesses located within a zone, inluding credits

for creating new jobs, investing new

normally paid quarterly on actual in-

capital, research anddevelopment and

come, if you do not have taxable in- Property taxes the purchase of manufacturing equip-
come you do not have ifo pay esti- are due on ment. Businesses should call the
mated taxes. If you expect {o owe the Real Estate Department of Revenue at 866-5759
IRS more than $500 in federal taxes, ; e for more information regarding tax
you must make federal estimated tax §§?§ Personal credits and exemptions.

payments. IRS Publication 533, Self- Business Property

Employment Tax, is a useful guide in

There are currently 18 Colorado en-

determining your estimated federal tax

liability. If you expect to owe Colorado more than
$1,000 in state taxes, you must pay state estimated
tax payments. Estimated payments are made using
federal form 1040-ES and Colorado form 104-ES.

Property Taxes

Property taxes are assessed on any real and/or
personal property(land, buildings, furniture, equip-
ment, etc.} which directly or indirectly produce in-
come within your business. The County Assessor
determines the value of property, using & market,
cost or income approach. Property taxes are as-
sessed on a percentage of actual value. To deter-
mine your property tax bill, multiply the assessed
value by the local tax rate. The county assessor will
mail a declaration schedule for property taxes after
January 1st. Taxes mustbe paid by April 15th unless
an extension has been obtained. The County Trea-
surer is responsible for mailing and collecting the
actual property tax bill.  Agricultural and natural
resources are treated somewhat differently. You
should contact your local county assesor regarding
property taxes, personal and real estate, whenever
you start a new business.

terprise zones. ﬁ? individual zone
may include all of several counties in rural areas or
small portions of a single county in urban areas. The
exact boundaries of a zone and the certification of a
qualified business within an enterprise zone are
determined by the local administrators. Businesses
shouid contact the Department of Local Affairs, 1313
Sherman, Room 518, Denver, CO 80203, (303) 866-
2771 or the local administrator for more information.
Adams County (303) 450-5106
Arapahoe County {303) 762-2353
Denver (303) 640-7100
East Central Colorado (719) 348-5562
El Paso County (719) 520-6480
Greeley/Weld Counties (303) 356-4565
Huerfano/Las Animas (719) 846-4401
Jefferson County (303) 271-6980
Mesa County (303) 245-2926
Northeast Colorado (303) 867-8409
Northwest Colorado {303) 625-1723
Pueblo County {719) 546-6000
San Luis/
Upper Arkansas (719) 395-2602
Southeast Colorado (719) 336-3850
Southwest Colorado (303) 247-9621
West Central Colorado (303) 249-2436



Basic Record Keeping

It is imperative that you establish a record keeping
system before the doors of your business open.
Accurate books and records are essential for busi-
ness planning and useful to management in making
informed decisions. DON'T WAIT until its too late.

The record keeping needs of your business must
be analyzed to determine the best bookkeeping
system. All systems should provide the following
information:
v+ Detailed operating statements;

« Comparison of current results to budgets and
prior periods;

v Financial statements;

v Information for {ax returns and reporis to reguia-
tory agencies;

¢ Sufficient control to protect asseis and detect
errors.

Each business has special needs that must be con-
sidered when establishing a bookkeeping system.
Factors you should take inio account include: legal
structure of your business, your industry, the number
of employees you have, the number of product iines
or services and the number of locations your busi-
ness operates.

The first step in setling up a bookkeeping system is
the selection of the tax year or year end. The term
“fax year” refers to the annual accounting period.
The selection of a tax year is sometimes dictated by
your legal structure. Forinstance, a regular corpora-
tion, i.e. C corporation, has no speciiic restrictions.
However, S corporations, sole proprietors and part-
nerships must usually follow a calendar year. Be
sure to consult an expert before making a decision,
since tax laws are subject to change.

The second step is to select the method of account-
ing. The mostcommon are the cash method and the
accrual method. The cash method recognizes in-
come and expenses when the cash is received or
disbursed. It provides the most flexible means for
deferring taxable income into future tax years. The
accrual method recognizes income and expenses
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based on when income is earned or an obligation to
pay a debt is incurred. It generally provides better
matching of revenue and expenditures.

The method of accounting that will be best for you will
be determined by your business operations (i.e.
businesses with an inventory must use accrual ac-
counting). While these are the two most common
methods of accounting, there are specialized meth-
ods that may be used in certain industries. You may
want {o consult a tax advisor o determine the best
method for your business. Once a method of ac-
counting is adopted, it can be changed only with the
permission of the IRS. Permission is usually granted
if switching from the cash method io the accrual
method, and routinely denied for the reverse.

The proper accounting method and maintenance of
your records will help:

v Correctly measure the profitability, growth and
changes in your business;

v Keeptrackof transactions with other businesses;
v Supply present or future lenders with accurate
financial information;

v Detail taxable income;

+ Evaluate cash flows;

v Provide reporis on inventory turnover, return on
capital;

¢ Provide comparison with industry averages and
regulatory reporting.

There are two basic mistakes thal many business
owners make when setting up their bookkeeping.
One, the owner doesn’t understand the importance
of proper records and ignores the need. Such
business owners tend to use the “shoebox method”
as they allow receipts, invoices, and bills o accumu-
late in boxes or piles. The second mistake is overkill.
The owner invests in an expensive array of hardware
and software to maintain their records which ends up
being too complicated to use. This should not imply
that computers are ineffective tools in a bookkeeping
system. Rather, it is important to invest in a system
that can be easily operated and that meets the needs
of your business.



Bookkeeping Vocabulary

Accounts Payable: a record of amounts owed by
your business to creditors.

Accounts Receivable: a record of amounts owed to
your business by customers.

Balance Sheet: a statement which states the bal-
ance in all accounts on a specific date.

Chart of Accounts: serves as an index to the gen-
eral ledger.

Fixed Ledger Assets: Contains records for all real
and personal property owned by the business.
General Ledger: contains balances of all accounts
held by the business.

Income Statement: a statement which summarizes
revenue and expenses for a specific period.
Journal and Cash Disbursements: a record of
written checks.

Payroll Register: summarizes payroll data, includ-
ing wage withholding, FICA, and unemployment in-
surance taxes.

Purchases Journal: includes information on mate-
rials purchased.

Sales and Cash Hecelpts: used {o record all in-
coming cash.

Who Should Keep the Records?

There are several oplions:

Keep Them Yourseif—This should be the choice if
your business is extremely simple, has few employ-
ees, a single location, few products or services, and
if it requires only a small part of your time.

Bookkeeper/Accountant Employee—If your basic
bookkeeping system is simple and you require few or
infrequent financial reports, a bookkeeper may be all
that you need. The more complex the needs of your
business, the more likely you will require an accoun-
tant. Both bookkeepers and accountants can be
hired as employees or independent contractors de-
pending upon the type and amount of assistance
desired.

Bookkeeping/Accounting Services—These ser-
vices usually compile receipts, canceled checks and
invoices, then process the data and prepare financial
statements. This type of service is used when the
business is more complex and requires a more
sophisticated method for maintaining records.

The Record Keep
of your
business must be
analyzed




A Guide to Choosing your Advisors

Small businesses usually don’t have the necessary
capital to hire full time gx;’}%g’zg to work within their
organizations. In %%”ﬁ beginning, you will probably not
have all the necessary é;{g%{gé% gither. Therefore,
you may need to hire external professional services,
such as accountants, atiorneys, engineers, environ-
mental auditors, technical consultants, ?ﬁgﬁﬁ%@%?ﬁ%%’%?
consultanis and others.

Some advisors, primarily accountants and attorneys,
are widely used by businesses of all sizes because
of licensing and legal requireme {’??‘3 No business
can function without maintaining financial records,
filing requiredreports, paying income and other taxes,

or chamber of

¢ Ask your industry association
commerce;

¢ Ask your current advisors (lawyer, accountant,
banker, etc.) about other advisors;

v Askprofessional associations (CP
Association, setc.).

A Society, Bar

Screen Your List To Determine:
v It they regularly provide the specific
need;

¢ If they have expertise with sim

heip you

vilar businesses;

v How long have they been in %%@8 business;
v What professional certification they have
achieved;

¢ What references they can provide;
v/ What fees do they charge and how are they

or having complete financial records for use in deal- determined;
ing with banks, suppliers, investors, efc. v How much time will they re-
who need to know the financial position All advisors should quire to handle your project;

{ﬁ g%zsf business. You may alsc need

egal aﬂ% ice concerning the legal struc-
iufe of your business, contractual ar-
rangements with suppliers and distribu-

be chosen with great
care, including
adequate credential

v When will they be available to
do your work”?

Verify Your Potential Advisor’s

tors, leases, litigation protection, etc. and reference Credentials. Conduct personal
! interviews. Make your decision
While the services of attorneys &nﬁ ac- checking. based on the following:

countanis may seem obvious, i does

v Do they appear to be knowl-

not diminish the need io sel %aﬁ individual advisors
carefully. You should choose your legal, accounting,
or other business advisors with great care including
checking for adequate credentials and references.
Engineers, technical specialists, and management
{:g%;;:saﬁi:’s as well as anyone else who provides
specia *zﬂsz:; advice should be carefully
screened as well. The expertise that advisors bring
to you shouldbe ;sers‘? ed also. If you decide you need
an advisor, the following is a guide for selecting an
advisor and 1o using their services,

specific

Define What Type/Kind Of Advise You Think You
Need: general {legal, accounting, etc.) or specific
(sales contract, audit, marketing analysis, technical
consultation, etc.). By writing out your thoughts, you
will be able to shorien your search time and reduce
your costs.

Make A List Of Potential Advisors. The following
can help you create your list:
« Ask business associates and friends;
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edgeable about your needs?

v What is the breadth of their experience and
professional credentials?

v/ Whatis their reliability for«
time, within budget?

¥ Have they demonstrated an ability to work within
an organization without interrupting ongoing busi-
ness or alienating employees?

v What rapport and trust have you developed with
the potential advisor during your interviews, phone
conversations and reference verifications?

completing a pro

Potential Advisors should submit a Written Pro-
posal which outlines:

v The objective and scope of the assignment;

v The nature and form of the final report as well as
an outline for completing the project, including
progress reports;

v A synopsis of what the advisor will do; what you
and your business will do and provide; what work will
be completed jointly;



v The anticipated cost of the project (fees and
expenses); and the terms of payment;

The conditions under which you and/or the advi-
r may cancel your agreement including any liabili-
es or restrictions incurred by each party.

iR ()7
m %”%

Review the Proposal with the advisor and resclve
any questions or ambiguities before agreeing to
proceed or to signing any contract

Cooperate With Your Advisor As Work Proceeds:
¢/ Informyour regular staff concerning the projectin
order to reduce anxieties and to ensure cooperation.
v Be available o review progress, answer ques-
tions, clarify information and assist with roadblocks
as the project progresses.

v Don't try to short circuit the work or change the
agreed upon work schedule; however, do insist upon
imely completion of the project.

Review The Finished Project and ask yourself if
vou got what you wanted and requested?

Would You Hire This Advisor Again? Obviously
some types of advisory work can be evaluated more
easily and readily than others. Anaccountantdealing

with financial statements and audits or other detailed
work may require a longer period of time to evaluate
than someone working on a short term project such
as a lease or purchase contract. However, all advi-
sory work can be and should be evaluated over time.
Some projects may initially appear successful but fail
in the long run. When the project is completed, if you
can answer yes 1o this last question, you have had a
successful experience. If the answer is no, you must
determine why. You should have learned some
valuable lessons which should help you prevent
another unhappy experience in the future.

Choosing and using professional advisors is critical
to businesses of all types and sizes. A good working
reiationship with your advisor(s) can help determine
the long term chances of reaching your business
goals. Experienced business advisors can assist
you with contacts at banks and other financial insti-
tutions. An effective ongoing working relationship
with your advisors can give you, the entrepreneur, a
wealth of knowledge, experience, insight and con-
tacts that can greatly enhance the probability of your
success.

Accountant

LIST OF AD VIS

Attorney _

Graphics/Publishing

%ﬁgﬁﬁg@@gﬁ% Consultant

Other

Other
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Office of Regulatory Reform (ORR)

The ORR was established 1o serve as an ombuds-
man for the small business community in Colorado.
The office is charged with identitying and working to
eliminate unnecessary, duplicative, and burdensome
regulation. It conducts hearings throughout the state
to elicit regulatory concerns of the business commu-
nity. Such hearings have directly led to changes in
state laws and agency procedures. If you have
concerns regarding burdensome state regulations
contact ORR, 1560 Broadway, Suite 1530, Denver,
CO 80202, (303) 894-7839.

The office maintains a database of comprehensive
{federal, state and localj regulatory requirements. In
conjunction with the Office of Business Development
and the Depariment of Revenue, ORR operates the
Small Business Hotline, (303) 592-5920 or 1-800-
333-7798, and the Colorado Business Assistance
Center, 1560 Broadway, Suite 1530, Denver, CO,
which together assist over 6,000 new, expanding
and existing Colorado businesses each month.

minority and women owned businesses o partici-
pate as DBEs on projects for the Colorado Depart-
ment of Transportation, the Regional Transportation
District and the Denver Water Board. For more
information call {303) 894-2355.

Office of Business Development (OBD)
The OBD works with all companies considering ex-
pansion or relocation in Colorado. OBD offers awide
range of service to assist new and existing busi-
nesses of every size. The Colorado First training
program provides training assistance as an incentive
for companies to expand within Colorado or relocate
in the state. OBD manages a Revolving Loan Fund
which serves existing businesses in rural areas.

The Small Business Office coordinates startup and
existing small business programs and activities, in-
cluding the Colorado Leading Edge Training Pro-
gram and the Women’s Programs Coordination. The
Colorado Leading Edge training program assisis
new and existing businesses to develop a compre-

in 1992, ORR was
named the Ombuds- nt Centers
man for Small Business
by the "Colorado Air | Alamosa Adams Siate College 719-688-7372
Pollution Prevention | Aurora Community College of Aurora 303-360-4745
and Control Actof1901” | Boulder Boulder Chamber of Commerce 303-442-1475
which is also known as Canon City Pueblo Community Coliege 719-275-5335
the CleanAirAct. ORR | Colorado Springs  Pikes Peak Community College 719-835-1551
works with and repre- | Craig Colo Northwestern Community College  303-824-7078
sents small business Delta Delta Montrose Vocational School 303-874-8772
owners on noticingand | Denver Community College of Denver 303-620-8076
permitting require- Durango Fort Lewis College 303-247-9634
ments under the new | Fort Collins Front Range Communitly College 303-226-0881
clean air standards. Fort Morgan Morgan Community College 303-867-4424
Grand Junction Mesa State College 303-248-7314
DBE Certification— | Gresley Aims Community College 303-352-3661
An additional service | Lakewood Red Rocks Community College 303-987-0710
provided by ORR is | Lamar Lamar Community College 718-336-8141
Disadvantaged Busi- | Littleton Arapahoe Community College 303-795-5855
ness Enterprise (DBE) | Puebio Pueblo Community College 719-549-3224
certification. Thecerti- | Stratton Morgan Community College 719-348-5596
fication process deter- Trinidad Trinidad State Junior College 715-846-56458
mines the eligibility of | Vail Colorado Mountain College 303-476-4040
Westminster Front Range Community Coliege 303-460-1032




hensive business planduring a 10-12 week intensive
education program. The Women's Program Coordi-

nator acts as a liaison between state government
and the women's business community.

The Minority Business Office provides assistance
to minority-owned businesses in areas of: procure-
ment, marketing, training and technical assistance
programs. The office works as an advocate for
minority business and is a point of contact for current
bid information and maintains a database of minority
owned business.

Small Business Development Centers (SBDCs)
— Twenty community-based SBDC branches are
directed by OBD. They offer free one-on-one coun-
seling services in the areas of business financing
information, research and marketing, business plan
preparation and other small business subjects, as
well as specialized seminars on many fopics. Ser-
vices are provided for new and expanding busi-
nesses. The SBDCs are acooperative venture of the
U.S. Small Business Administration, the State of
Colorado and other organizations.

For more information regarding the programs admin-
istered by the Office of Business Development, the
Small %agmssg Office, the Minority Business Office

or the state coordination of the SBDC program con-
tact each office at 1625 Broadway, Suite 1710,
Denver, CO 80202, (303) 852-3840.

Job Service Centers are a statewide network run by
the Colorado Department of Labor and Employment
which offer a variety of no-fee services which can
assist employers in recruiting qualified workers,
planning business changes, and hel s*’%é‘s employees
?ggmﬁ %gvﬁé More than 70,000 gi‘% openings are
lorado’s Job Service Centers each year.
0 acc wgs; placement service and other employ-
t services, contact yourlocal Job Service
Center or the Office of Field Operations (303) 837-

Business Hesearch and Information Nsiwork

(BRAIN). BRAIN is a direct computer link through the
NASA Industrial Apgplication Center tc 1800+ national
and internati i ‘

o business
hundreds f:é
Z?’”?{}F?‘?"?ﬁﬁ
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Colorado Community Colieges and
Occupational Education Systems

Colorado offers a wide variety of education and
training programs for youth and adulis through the
Colorado Community College and @c{;i;aa?’s%i
Education System. The Sggaém provides training in

more than 400 specific %{‘ﬁé@a?@?}n ranging from
basic entry level kg Is to highly technical positions
and develops industry specific training programs for
employers for entry level employees or upgrading of
currentemployees. Inadditiontothe Small Business
Development Centers, assistance is available from:

Aims Community College

Greeley 303-330-8008 x251
Boulder Valley Vocational Technical Center
Bouider 303-447-1010 x632
Colorado Northwestern Community College
Rangely 303-875-2261

Emily Griffith Opportunity School

Denver 303-572-8218
Larimer County Vocational Technical Center
Ft Collins 303-226-2500

Mesa College Area Vocational Technical School
Grand Junction 303-248-1514
Northeastern Junior College

Sterling 303-522-6600 x683
Otero Junior College
LaJunta 719-384-8721

The Small Business Administration
(SBA)

SBAiisaf

of services | 5

ency which offers a wide vari %ég
and @%a%z’iéﬂg businesses, in-
cluding an all-day business seminar on advertising/
marketing, financial sources, ?%Q@?’é keeping, insur-
ance s%@%w legal @é%%{é tions and computers.

L f& g%ﬁa classes and
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i.ocal SBA/SCORE Offices in Colorado;

Boulder
Colorado Springs
Cortez
Durango

Fort Collins
Grand Junction
Greeley
Gunnison
Longmont
Loveland
Monirose
Pueblo
Sterling

The Governor's Job Traini

(GJTO)

(303) 442-1044
(719) 636-3074
(303) 565-3414
(303) 247-4389
(303) 482-3746
(303) 242-3214
(303) 352-3566
(303) 641-1501
(303) 776-5295
(303) 667-6311
(303) 249-5515
(719) 718-1704
(303) 522-507!

ng Office

{GJTO) provides opportunities for both emplo y%z-d
and employers by offering programs to help busi
nesses find qualified workers and programs to train
employees. Listed below are Service Delivery Areas
which work {o meet employers needs.

Adams County
Arapahoe County
Boulder County
Denver County
Douglas County
El Paso County
Jefferson County
Larimer County
Pueblo County
Weld County

Office of Rural Job Training

(303) 289-6500
(303) 752-5820
(303) 441-3985
(303) 893-3382
(303) 752-5820
(719) 578-6870
(303) 271-4600
(303) 223-2470
(719) 543-2951
(303) 353-3800
(303) 894-7410

Local Economic Development Offices

Economic Deviopment offices
ferentservicestothe businesses

??"i}\ii{}‘% varie
inthei

%; of dif-
eirarea, includ-

ing permittis 3éggsa‘ia’%ﬂ§s relocation, éwmz:;gf ;} 1S,
and gg@ 2{3 g ion information; and counselis ;Q and

es. A few offices administer smallloan

city or maéé’:}f

ependent non-profit

Contact

(303} 450-5108
(303) 264-4722
(303) 431-3000

supportservi
W{}Q*‘é% s, i{% me are agencies g%‘ iocalc
governmen *zg Some are inde
organizations thatreceive fundi g‘?@m local govern-
menis ﬁss’%iz a;?%a bers of commerce.
Adams Count ?«w,,(e Dav
Archuleta b s::w
City of Arvada
Aurora Econ Dev Councli, inc,

Boulder Dev Commission

(303) 340-2101
(303) 442-1044
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Greater Brighton Econ Dev
roomfield Econ Dev Cormp

Chatfee County

City of Colorado Springs

Colorado Springs Econ Dev Corp

City of Commerce Econ Dev
Crowiey County Econ Dev
City of Delia
Delta County
Downtown Denver Parinership
Denver Office of Econ Dev
Douglas County Econ Dev
Ei Paso County Econ Dev
City of Englewood
City of Evan Econ Dev
Fort Collins Inc Econ Dev
City of Fountain
Town of Fowler
Freemont County Econ Dev
City of Golden
Greeley/Weld Econ
Jetterson County Econ Council
La Junta Development, Inc.
City of Lakewood
City of Littieton
City of Longmont/
East Boulder County Econ Dev
Loveland Econ Dev Council
Town of Mead
Mesa County Econ Dev Corp
Montazuma Dev Council
City of Montrose Econ Dev Corp
Morgan County Econ Dev
City of Northgleen
Parker Econ Dev Council
Prowers County Dev Inc
Pueblo County
Pueblo Econ Dev Corp
Town of Rangely
"Region 10" - West Central Colo
Rocky Ford
San Juan Basin Econ Dev
San Luis Valle
San Luis Valiey § on
Southern Color § %{;
Southeast Colora
City of Sterling
City of Thorton
Trindad/Las Animas Econ Dev
Washington County Econ Dev
Q’%:jy of Wesiminster

City of Wheat Ri f%g;
Yuma County Econ Dev

on ngz
Ent Zone

(303) 659-5713
(303) 469-7645
(719) 539-2218
(719) 578-6132
(719) 471-8183
(303) 289-3620
(719) 267-3718
(303) 874-7566
(303) 874-7595
(303) 534-6161
(303) 640-7100
(303) 795-9447
(719) 520-6480
(303) 762-2353
(303) 339-5345
(303) 221-0861
(719) 382-8521
(719) 263-4461
(719) 275-8601
(303) 279-3331
(303) 356-4564
(303) 271-6982
(719) 384-7711

(303) 987-7730
(303) 795-3748

(303) 651-0128
(303) 667-0905
(303) 535-4477
(303) 249-4332
(303) 565-8227
(303) 249-6256
(303) 867-6256
(303) 450-8743
(303) 841-8683
(71 3; 336-2384
(719) 336-2384
(719) 546-1133
(303) 675-8469
(303) 249-2436
(719) 254-7414
(303) 247-9634
(719) 589-7490
(719) 589-7925
(719) 545-8680
(719) 336-3850
(303) 522-9700
3) 538-7373
) 846-9412
} 345-6395
3) 430-2400
)

© ’2,55 2;3 WNWG

235-2844
) 332-3200

p—



arket Research

Knowing if there is a demand for your business may
be hard to assess. To reduce the risk of starting a
new business, you can do markst research. ;%;
though research cannot guarantee success in your
business, it can improve your chances by estimating
sales potential and avoiding losses caused by lack of
responsiveness to market demand.

Before You Start—Before investing your time and
money in a market research study, however, there
are a number of things you should consider to qualify
the needs of the marketplace {determine what the
customer wants)

i

¢  Who will purchase the product or service?

s Who asggkes the buying é%? sions?

v What is the current demand?

+  What other products or services currently satisty

that demand?

v How many companies provide those products or

services?
Whenis

-

v the product purchased?
v Why? Is it seasonal?

v %@%@%?@ is the g’}%’{;{s*%ﬁ* purchased
v Where is the buying decision made?
¢+ How does the potentia
%@;?

fcustomer buy the product
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What You Must Know To Do Your Own Market
Analysis—Know your product. What need will
satisfy? How does it compare to the competition? Is
it priced fairly?

i5
£

it would be %‘% g} ul %@ Know %%%% gwmg% income of the
people in your selling area to predict spending levels
and to estimate how many people are polential
customers. Obtain other demographic information.
he if‘:% isus Bureau has statistical information on
age, education and income demograph-
ics, {Ei“; 969-7750. The Colorado Department of
r & Employment has indusiry and labor market

Cand

nt of Local

statistics, (303) 937-4935. The Deparime
eful demographic

Affairs, (303) 866-3120 also has useful
information.

Determine the proper location for your business.
Gather information about traffic patterns (vehicular
and pedestrian) to assess sales potential. The
Colorado Department of Transportation (CDOT), Di-
vision of Transportation Planning, 4201 E. Arkansas
Ave, Denver, CO 80222, (303) 757-9488 has infor-
mation on vehicular movement on state highways.
CDOT can provide traffic volume maps which show
area volume on an average day. Some local govern-
ments have similar information for city and county
roads. In addition, you should observe pedestrian
movement during business hours to estimate the
amount of walk-in traffic your business might receive.
Check the local Yellow Pages to locate your major
competitors.

Conducting A Market Study—If you want to hire
someone to conduct your research, private firms
offer full or partial services and will perform an
extensive market study including design, administra-

tion and analysis. Fees will vary depending uponthe
study. Consult your Yellow Pages for listings and
f%“%? to the Choosing Advisors section of the Start-

£,

Hvouwantio §§} y@f oW resear {::%1 the following §
M =1

gys:;a; de %}gﬁg%gjga ﬁ&f%%@;}f?@ﬁ? amj real estate infor-
mation and various municipal facts.

U.S. Department Of Commerce/Census %ﬁ?géﬁw
The Census Bureau offers stati s%: cal profiles of 1

area and general social and economic characteris-
tics such as population mmwug @’z,g age, income,
education and industry of employ %i‘é persons. A
library is on the premises for rese (
e, Lakewood, CO 802 Sw




Colorado Department Of Labor And Employment/
Division Of Employment And Training - The
Department’s Labor Market Information Section pro-
vides demographic breakdowns, and publishes a
“Colorado Labor Market Information Directory” and
an “Annual Planning Information Report” covering
the state and local labor market areas. Labor Market
Information, 383 5. Harlan St, 2nd Floor, Lakewood,
CO 80226, (303) 937-4935.

Trade Associations—Trade Associations may be
useful to help you find out the number of similar

Colorado State University,

Ft. Collins, 303-491-5323

University of Southern Colorado,

Pueblo, 719-548-2142
University of Northern Colorado,

Greeley, 303-351-2088
University of Denver,

Denver 303-871-3320

For additional sources of marketing assistance, refer
to the Sources of Government Assistance section of
the Start-Up Kit.

merchants in your market area.
Members who are currently in the
markel may also assist you with in-
formation 1o get started. You can
find listings in the reference seclion

the public library in the “Encyclo

of
vedia of Associgtions.”

o]

T

ublic Libraries—The Denver
ublic Library’s Business Reference

v

evelop a Marketing Plan

A marketing plan is one of the most
imporiant aspects of any small busi-
ness. it will assist you in evaluating
I your company’s ?f%aé%%i%;?g needs
and give a concise direction in your
marketing efforts. Above all, if de-
veloped properly, the plan should
help you increase your market share

Center is the most exiensive in the
state. The library provides access and assistance o
help you research more than 1,000,000 publications
by federal, state and local government agencies and
also has a business periodicals index. The larger
suburban branches in the Denver metro areatend o
possess %:s%i:zag“ business collections than smaller
branches. “Inter-Library Loans” {o share resources
are also available statewide. The Denver Public
Library/Business Reference Centerisiccated at 1357
Broadway second Floor, Denver, CO 80203, (303)
640-8846.

Universities and Community Colleges—Univer-
sities are a good source of information. Business
school departments n may offer student market stud-
ies for no charge, and professors may charge a
modest fee. Also, extensive library collections may
be available for public use. The University of Colo-
rado - Boulder Technical Reference Center pos-
sesses a comprehensive database and will perform
a sophisticated market search for a fee. Colorado
Technical Reference Center, Norlin Library, Campus
Box 184, Boulder, CO B0309, (303) 452-8774.

The SBA also has a university based program, “Small
Business Institutes,” throughout the state university
system to provide free consulting information. In
some cases, product development assisiance is also
provided. These universities participate in the SBI
program:
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in a cost effective, timely and productive manner.
Marketing plans only work if you implement them -
putting them in writing is the first step.

The steps to writing your Marketing Plan

Determine the philosophy of your company.
Define what the company does and the product and/
or services it provides. Evaluate what the company
is trying to do internally and externally

Establish Your Marketing Goals. include shortand
long term goals. Most companies have a number of
marketing goals that need to be addressed. When
determining these gﬁ;}&%g it is important to prioritize
them in the order of need and availabilily of funds.
Consider the following questions:
v Do you need to introduce a
service to the market place?

v" Do you need to increase your existing market
share?

v Do you need 10 create a new image? Revise or
correct the existing image?

v Do you need io increase your sales or business
volume by a ceriain percentage?

¢ Do you want 1o expand your target audience or
approach a new audience?

v Doyouneed o educate your audience or just sell
to them?

new product or



Establish a marketing budget and stick o it. A
budget should be created for a minimum of twelve
months. The key 1o a successful budget is io be
stic, be patient concerning results, and above
all, be willing to spend the money allofted to the

Create a time line fo gg@ﬁgi% your marketing
goals. Youmay needioiookatyo %giégééﬁg effort
in phases due fo cash flow constrainis.
the best time to communicate with y
Use your market research to help determine the
answers o the above concemns.

Q2

Create a strategic plan to implement the market-

ing goals. Make sure your strategies are consistent

with the budget and the time line. Consider the

following questions:

v/ Whatform of 3&‘5%?’%3%?‘%@ provides the bestuse of

your budget? Will it reach the target audience or

would direct marketing be more effective?

v | you advertise, can vou afford to do so consis-

tently? If not, don't do it

v Would a si m&% brochure relay your message?

How can you distribute it effectively?

v ﬁéi}%ﬁé E@%ﬁgﬁ;g% advertising, such as coupon
serts and flyers get your name out in th

community?

v ls public relations an gvmzﬁ% to consi

business SQ%?@QQ?@ﬁ ?% eagu

charity, would it create ¢ Ve

E‘}%éﬁéﬁs with the community?

v liyouneedto ﬁéa?ﬁé’é gg 1t

7

of action would you utilize?

dience, what kind

Develop an effective team 1o i g’ag@ eg"?g%i your
strategies. Most small busine { have the
o rces to implemen ‘zfzﬁigg%%g You

t with profes advisors {such

media a search consult-
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Devise an gg};}f%éﬁ%% o track your efforts. Review
the mf"’g }g@% i?“”%%%’% marketing media and the

Evaluating your Marketing Efforts

After you have done the research, developed your
plan, and created your marketing tools, you need to
monitor the effectiveness of your hard work.

ﬁ%&%ﬁ%%? Heactions—Sales are the best moniior

f cass; however, g;}f‘f’%a* o i

ook éeggﬁﬁﬁ at. Are you getting s’ggaaé: customers?
tan
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e
e
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[

et
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-
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Do they tend to comment on your product or ser-
vices? Are you listening to what they say?

Tracking Tools—Translate your s;s%%%g figures int
percentages and tabulate your custom nses.
Specific things to track include: ?@%zﬁi units/jobs
performed; total number of customers; the number o
repeat customers; customer database includin ggfﬁ«
dresses, age, income range and how they h
about you.

Don’t Change a Message Yoo @%ﬁiﬁ@?mﬁ com-
n mistake is to change a successful advertising
message after is has run for a period of time. Re-
member that you will get tired of g message long
before your customers will. it may %g 1’3’3% for your
message o sink in, let alone wear ou

If It lsn’t Working, Fix EiMS@ smart when fixir

§§@§§ m. Seldom will you need a compilete facelift.

}f }fgw marketin ﬁi‘%‘%@@??‘%?}i so current custom-
t confused.

ood ?méggég - %“%é»} ?faf%z%@
?gm % j




are at least 50 percent agricultural orign, by weight.
Exporting Colorado Products -- The Colorado In-
ternational Trade Office (ITO), 1625 Broadway, Suite
680, Dever, CO 80202, (303) 852-3850, assists
%%S%?”%QS$5 «?e ested in ex ;}{Eﬁ ng Colorado products.
ITO counsels indviduals interested in %ﬁs%m@g ng or
expandin ggﬁiema? onal markets and organizes trade
shows and missions {o other couniries to promote
Colorado products and to help indentify leads for
Colorado companies. ITO has overseas offices in
Japan, Taiwan, Korea, and Belgium.

The U.5. and Foriegn Commercial Services
(US&FCS) is a federal agency which provides as-

sistance 10 businesses interested in international
trade. The maintains and international markets
librarary called the ?af;gf%@%’“ Hesource Center. The
US&FCS provides indepth market research infor-
mation to companies that are fully prepared to sus-
tain a committed program of exporting. US&FCSis
located in the same location as the international
Trade Office, 1625 Broadway, Suite 680, Denver,
CO. The federal government alsc publishes a Basic
Guide to Exporting which is and excellent resource
guide and may be purchased from the U.S. Govern-
ment Bookstore, Room 117, 1961 Stout 5t., Denver,
CO 80294, (303) 844-3964.

The World Trade Center Denver, also located at
1625 Broadway, offers classes, seminars and work-
s%‘zf:;ps oninternationaltrade. Theclasses are offerad
in parinerhip with Metropolintan State College of
Denver.
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sound %&%fggu plan requires an investment of
i §§?§%:‘g§ fme ii??ﬁ r z 15 tivey b

ea f co
v the planon 8 iggf %%‘V ;}3;}%5?

¢ Use charts, graphs, and other visual aids to add
in g

interest and improve comprehen f@m'
# Indicate on the cover and the fille e that all
information is j{éé’i}g’}%’? a; and confi éeﬁé@%

v Asvyou complete sections of the plan, ask impar-

tial third parties to review it and give their perspect
on the quality, clarity and thoroughness of your plan;
there are twenty-one Small Business Development

Centers listed in the Sources of Government Assis-
tance that provide free one-on-one counseling in
many areas including business plans;

v Finally, it you intend to use your plan to attract
capital, honestly ask yourself whether 3;% would

more zﬁés};k
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is generally s@geé é;s firms unable to obtain bank
financing; as a result, the cost of factoring is usually
higher than @%%r ‘%fmg of short-term ?%“éé?&{? ing.

However, factoring can offer you several advan-
tages. Factoring relieves smali ¢ %%”ﬁg}&”‘% ies of the

%xg:mmg andresponsibili a}g of maintaining a creditand
olfection department. The iagi’{}f normally provides
x:}‘? these services. Factoring also offers flexibility
?‘% amount of borrowin gﬁ Factoring is generally
e on a continuous basis. As new receivables are
? ed, they are 3@%5}‘@??‘&% factor. Thus, as your
y's sales grow, additional financing becomes
Faz%@? ing is commonly provided on a
is rather than a one time basis. The
saleofa %’%Cé%%ﬁ%i}i e to the factor may be either with
recourse or without recourse. %’?h@g% recourse is
the method preferred by most small businesses
because it means that the factor assumes the full risk
of nonpayment by the company that owes the receiv-
able

ii‘}”?f&éi?’%
avail

Intermediate and Long-term
Financing Methods

Term Loans—can be used to finance your perma-
nent working capital, new equipment, buildings,
business expansion, refinancing ﬁg:stéﬁg debt, and
business acquisitions. Commercial banks are the
major source of term loans. Other sources include
commercial finance companies and government
agencies. The maturity of term loans varies greatly.
Theterm of the loan is based largely on the useful life
of the assets being financed or used to collaterize the

loan. Term loans are repaid from the long-term

earni ggsﬁ*}f&;g business. Therefore, géwmg ted

profit %i’g and cash flow from s:};zé? iﬁz s zz re two
$re =1 ¢

%’f—:»; slen

y
g:%gﬁgﬁé% %%s»efa%y

ﬂg%?g& ?3‘%@5 on ? g é:e ot
loans are higher than for short-term loans. Collateral
and compensating balances are generally required,
and the lender will oft sree mpose restrictions on your
business to reduce their loan risk

%7 &%‘““” H
e fwé"fg,,

Commercial banks and other financial institutions
make g&ggégfm loans secured by commercial or
industrial real estate. Theloanis usually madeforup
to 75 percent of the value of the real estate being
financed. You wilirepay the loan in instaliments over
a ten to twenty year period.

Commercial banks, commercial finance companies,
and other financial institutions will also make second
ﬁ?@f‘i{;ﬁgeg on commercial and industrial real estate
The amountofthe s i sedonth

cond mortgage is ég
appraised m«%@% value of your propert
amount of your first mortgage.

Leasing—has become a §'§?‘*§’ nt source of inter-
mediate-termfinancing forsmall {:@mgﬁmas inrecent
years. Virtually any type of fixed asset can be
financed through a leasing arrangement. Leasing
can be accomplished through a leasing company,
commercial bank, the owner of the equipment or a
commercialfinance company. Leasingoffersagreat
deal of flexibility as it can be used to finance even
small amounts.

if you are interested in leasing a fixed asset, your
business will be subject to the same type of review as
when seeking a loan. The leasing company will be
particularly interested in the cash flow of your com-
pany. The value of the leased object and its useful
life are used to determine the amount of financing
available

Generally, equipment leases are for three 1o five
years. When leasing, the total cash outlays may be
greater than the total cost of an outright purchase or
even a loan to finance 6§§2"f”§“‘&qé ?‘%{}ﬁ?ezz’ﬂf w%
*‘*“s:? ‘;i:é}% cost

o0
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ment, renew the lease, orreturmn the
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Small Business Ad
FERTE By ey
(SBA) Loans—The

g TS
GG

e
ing upon the lender,
the term of the loan
fact

e B R
= e

y guaranteed loan. The lender will
A for the guaraniee. You must still

D

Currently, the SBA only offers direct loans to Viet-
nam-era and disabled velerans and to handicapped
ndividuals. Veterans who apply must meetthe same
ending criteria as for a regular loan; these loans are
issued at 9%. Loans for handicapped individuals
have greater flexibility and carry a 3% interest rale.
The ceiling for direct loans is $150,000 and a direct
loan will only be made if a guaranteed loan or other
credit is not available. The SBA will review applica-
tions to determine if it will offer a direct loan. Call or
write the SBA for specific information at 721 19th
Street, Denver, CO 80202, (303) 534-7519 or (303)
844-3984.

i
"
£

Small Business Investment Corporations (SBICs)
and Minority Enterprise Small Business Investment
Corporations(MESBICs) are privately owned and

40

SBA guaranteed loan and sets a fixed interest rate.
Through the "ACCESS” program, CHAFA acis as a
secondary lender in the SBA 504 loan program.
Businesses are eligible if they are acquiring land or
buildings in Colorado; machinery, equipment or fur-
nishings as part of a real estate project; or performing
construction, conversion, renovation or expansion
work in Colorado. Through the U.S. Export-import
Bank, CHAFA assists export businesses with both
technical assistance and export credit insurance to
protect against liability in overseas exporting. Credit
insurance covers liability for political and commercial
risks. CHAFA also has an Export Accounts Receiv-
able Financing program. For more information, con-
tact CHAFA at 1981 Blake St, Denver, CO 80202,
(303) 297-7329 or 1-800-877-2432.

m‘
£N]

The Colorado Office of Business Development
{(OBD)—offers local business development loans {o
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with some regulatory requirments. Contact the Pol-
fution Prevention Program, 4300 Cherry Creek Dr
South, Denver, CO 80222-1530, (303) 692-33089 for
more information.

Types of Insurance Protection

General Business Liability—is the broadest form
of coverage which can protect you against los se
when injury, damage or even death result to anoth
person or their property because of business n g
gence. You s‘*’%a? be responsibie for obligatio
covering medical and disability expenses and even
death and funeral compensation fo the dependents
@% one who has been injured. Your obligations may

ven extend beyond th %ge%gsaaw%} ity you assume
ggm are responsible for. Head the terms of the
insurance contract carefully.

3

o

Product Liability Insurance—If you manufactur
product, this type of insurance can also cover ‘{;
goods you produce. Coverage usually applies on
you have given the product to someone else who wil
modify or alter it in some way or distribute it ’fi}?
wholesale or retail sale. Insurance coverage typi-
cally relates to the product itself, but may also protect
you as the manufacturer should someone experi-
ence personal injury or property damage from the
use of your product.

Health Insurance—You are not required by current
Colorado or federal law to provide health insurance
for your employees. If you choose to provide health
insurance for your efn?%@yeea you should be aware

of the COBRA laws and minimum mandated health
benefits.

Under certain circumstances, COBRA requires the
continuation of health insurance for employees and
their dependents when coverage would ordinarily be
discontinued. The empioyer is not required to pay
the cost of the coverage; however, the employee or
ligible dependent must be given the i}ff}%?%}i: to elect
ontinuation of coverage for an additional 18 months.
All businesses offering health insurance are subject
to the COBRA requirements except church health
tans and smali empl z}géw with less than 20 employ-

s282:

@@3 However, businesses withless than EQ%;W@?«
ces are shill subject to the Colorado Continuation
provision similar to COBRA for 90 days following
termination of regular coverage. in addition, small
businesses that are ;}gﬁ@g ‘collectively barg as‘%@:%"’
plan may be subject to COBRA if the total number o

Lt

employees in all the businesses covered is more

than 20. For more information regarding COBRA

mﬁzc you should speak to your insurance agent or the
internal Revenue Service, 600 17th St, Denver, CO
80202-2430, (303) 825-7041 or 1-800-828-1040.

%%“: insurance
ted ben

{} fixi’«

i’;ﬁésﬁg{és law provides that group hea
s provide certain minimum mand
;5 {rﬁ ted benefits are newborn care
ge, normal pregnancy coverage, complication of
pre @f‘i&?‘*{i}f cwmagg mammography benefit, zfznf:é
mental & nervous disorders éé@%igg SW@& %f’“@%
ers,w %%M@@g%@ rless
seif-insure maternily cover 3;@% or mgy %%Qsi
;}f@vzfésﬁ mental health benefits, For rein
contact the Colorado Division of Insurance
Broadway, Suite 850, Denver, CO 80202, (303) 894
7489,

Property Insurance—is especially important if you

own the property or building where ymf husiness
located. As the m@fs‘gggge you can be protecte
againstiosses and a loss of income in the event g@gs
business experiences damage as a result of natural
disaster, fire, burglary or vandalism which may de-
stroy all or part of your property.

z””xmx

Business Interruption Insurance—{Also referred
to as “Specific Time Element Coverage”) can pay
losses of income as a result of personal property
damage that might occur to your business from either
environmental factors, natural disasters or destruc-
tion by others until you are able to begin operating
again. Coverage limits will vary and are only for the
amount of actual losses. Limited coverage for a
specific amount of time and a specific amount of
reimbursement (for example, coverage could be
purchased for a 30, 60, 90 or 365 day period aé’*{é
would reimburse you for 50% of your profits) can he
pay for your ongoing business expenses.

Errors And Omission/Professional Liability in-
surance—is often recommended for employees,
owners ms; directors of the business. Errors and
ns and professional liability coverage offers
gfgéégé {;fz% f@mpgég%ggmﬁ f‘%&?e?@i}?ﬁ“ﬁ susiness
against la a result i}? gf"zw

7y £ NG Hen
can 532&“?‘%5@ W ?égs::?s cover a wide range of losses.
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Trademarks, copyrights and patents are all ways to
protect your work. This section will help you deter-

@sé af;*s ich type of registration you need and where
n be registered.

How to Register a Trademark

What Is A Trademark?-—A trademark is a word,
name or symbol used 1o identify your goods or
services to distinguish them from those sold by other
people. 1t indicates who made the product and,
through advertising, should guarantee the quality of
the items with the mark on them. Hemember, a
trademark identifies a product; a trade name iden-
tifies the business.

How Are Trademark Rights Established?— In
Colorado, you may not register the trademark until
Qaﬁ have actually used it in }@iﬁf business. On the

%*zfe:;a you f"“:;ﬁy {@%} er a trademark prior o

work and fees when

Colorado Sec retary of State

Federal Government
United States Commissioner o

Patents and Trademarks

Washington, D.C. 20231

20231

(703} 308-9000, ext. 44

ong with the written application, you must submit:
%f Q drawing of the mark {(must be on 8-1/2" x 11"
inch paper).

45

What Are The Terms Of The Trademark? —
Trademarks registered in Colorado are valid for ten
years and may be renewed for additional ten year
ai?}sf??s as long as the goods and services are still

being used in business. Trademarks registered with

the federal g@g@mm%ﬁzgfg valid fortenyears. Every
tert years you may file an “affidavit of renewal”
between the fifth and sixth year, you must file an
“affidavit of use” to certify that you are still using the
trademark in commerce.

How to register a copyright

?Qﬁggég%éﬁ A copyright protects an

o i R e
Musical or ¢ W0

Where Do You Hegister & Copyright?—You can
receive an a plication form and more information by
{;@m;mw%ﬂ Of fg@ Hegistrar, Library of
S8, ngax?szzg?m 0.C. 20231, (202) 707-
3000, f%ft;«; for information g}awa rumper 115,
Along with the written application, you must w%mé%:
v An example of the wo ?%i }gs:m plan to regis
v A $10.00 filing fee for each application.

What Is The Term Of A Copyright?—New copy-
rights are usually granted for the life of the authorand
for 50 years after the author’s death.



Along with the written application, you must submit:
¢ A description of the invention.

v A drawing.

v An oath promising you are the original creator of
your invention.

v Anapplication fee (which varies depending onthe
type of patent).

What Is The Term Of A Patent?—Patents are
granted for 17 years, except for certain ornamental
designs which may be issued for terms of three and
one-half, seven or 14 years.

Where Do | Get Additional Information About
Patenis?—You may contact the U.5. Govern-
ment Printing Office, 1961 Stout, Room 117,
Denver, CO 80295, (303) 844-3964 for the
publication, "General Information Concerning
Patents.” Also, the U.S. Small Business Admin-
istration has a brochure, "Management Aids,
No. 6.005, Introduction to Patentis,” which is
available by writing or calling, USSBA, 721 19th
Street, Denver, CO B0202, (303) 844-3985.

46



o

&

S

Py
o

S

sy
A

s

8 -
L5 -
e ans

(4P
o
{3

g

sl

sy

[

o

-

&

sy

e
#hut
s

o

I
s

S

S

o

<L,

Sl

g

-~

B

(R

o

:;
-




£
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2xisting onel,

Chen starting a business {or expanding an
it's smart to begin with your personal energy professional.

A busine

You see, no matter what type of business you have, we

-

s specialist from Public Service Company.

have an energy expert on staff dedicated to meeting your

specific needs.

s really a

We call it cromer focused o

personal, pro-active approach 1o energy management that

i 3 3 i ; . 5
matches yOour DUSINesSs needs with a representative who g\’%’ii?‘ﬁ‘ﬁ
2 .

1 H T TR BN . A5 s %=
now your ndustry works. We can advise YOU 0N matters ke

requirements of equipment, rate

o accounts for even better “hu

1 . . H
CRCrgy D?é?‘i“éi??’;l\ﬂ WD Crealive engrygy so

Call 1-800-622-PSCo
{(1-800-622-7726)




CoLoraDo SMALL BuUsiNgss AssISTANCE CENTER
1560 Broadway, Suite 1530
Denver, CO 80202-5148

Small Business Fotline
Statewide: 1-800-333-7798
Metro Denver: 592-5920

210400010
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