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When I took my 
oath as the new 
SBA Administrator  
I was energized to 
work on behalf of 

entrepreneurs like you. I know you’ve 
risked so much to start and grow your 
small business, because I’ve stood in 
your shoes. I’ve started three small 
businesses of my own, including a 
community business bank that provided 
capital to other small businesses. This 
not only strengthened my knowledge 
of the challenges you face, it also 
strengthened my resolve to help you 
overcome those hurdles and succeed. 

When I started my first business almost 
20 years ago, I experienced similar 
changes to the ones you face today. On 
any given day, I could be called upon 
to be my company’s human resources 
director, CFO, COO, or chief sales officer 
— all while competing against larger 
firms in highly competitive markets.  I 
know you multitask your way through 
similar days to grow your business and 
provide good jobs for your employees. 

My message to you is a simple one: 
The SBA is here for you, to help you 
access capital, counseling, contracts, 
or assistance after a natural disaster. 
We have dedicated resource partners 
in every community in America whose 
job is to make your job easier. They will 
work with you one-on-one to answer 
your questions, and they will help 
you open new doors to new business 
opportunities. 

One of our resource partners is SCORE 
–For the Life of Your Business-, who 
marks its 50th anniversary this year.  
SCORE’s 11,000+ volunteer mentors 
are both working and retired business 
professionals who are dedicated to 
providing you with game-changing 
advice and support. You can learn more 
about SCORE and our other resource 
partners, Small Business Development 
Centers (SBDC) and Womens Business 
Centers (WBC) in the Counseling section 
of this guide. Our feature article also 
provides information about leveraging 
our resource partner network at different 
points in your small business journey 
and shares success stories of small 
businesses like you who have benefitted 
from SBA resource partner support.  To 
find the location of your nearest SBA 
District Office or resource partner, visit 
www.sba.gov/tools/local-assistance. 

At the SBA, taking care of business has 
been our business for 61 years. This 
agency has been an important force in 
America’s economic recovery, but we’re 
only getting started. We look forward 
to helping you become the next great 
American success story.

Sincerely,

Maria Contreras-Sweet
Administrator
U.S. Small Business Administration

F R O M  T H E  A D M I N I S T R A T O R
The U.S. Small Business Administration

Let’s Work Together

Visit us online: www.sba.gov  Small Business Resource — 3
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E
very year, the U.S. Small 
Business Administration 
and its nationwide network 
of resource partners help 
millions of potential and 

existing small business owners start, 
grow and succeed.
	 Whether your target market is global 
or just your neighborhood, the SBA and 
its resource partners can help at every 
stage of turning your entrepreneurial 
dream into a thriving business.
	 If you’re just starting out, the SBA 
and its resources can help you with 
business and financing plans. If you’re 
already in business, you can use 
the SBA’s resources to help manage 
and expand your business, obtain 
government contracts, recover from 
disaster, find foreign markets, and 
make your voice heard in the federal 
government.
	 You can access SBA information at 
www.sba.gov or visit one of our local 
offices for assistance.

SBA’S RESOURCE 
PARTNERS
	 In addition to our district offices, 
which serve every state and territory, 
the SBA works with a variety of local 
resource partners to meet your small 
business needs: SCORE chapters, 
Small Business Development Centers 
(SBDCs), and Women’s Business 
Centers (WBCs).  This partner network 
reaches into communities across 
America: More than 13,000 business 
counselors, mentors and trainers 
available through over 900 Small 

Business Development Centers, 110  
Womens’ Business Centers and 350 
SCORE chapters. These professionals 
can help with writing a formal business 
plan, locating sources of financial 
assistance, managing and expanding 
your business, finding opportunities 
to sell your goods or services to the 
government, and recovering from 
disaster.  To find your local district 
office or SBA resource partner, visit 
www.sba.gov/tools/local-assistance.   

SCORE
	 SCORE is a national network of more 
than 12,000 entrepreneurs, business 
leaders and executives who volunteer as 
mentors to America’s small businesses.  
SCORE leverages decades of experience 
from seasoned business professionals 
to help entrepreneurs to start and grow 
companies and to create jobs in local 
communities. SCORE does this by 
harnessing the passion and knowledge 
of individuals who have owned and 
managed their own businesses and 
want to share this “real world” expertise 
with you.

  	

	 Found in more than 350 chapters 
and 800 locations throughout the 
country, SCORE provides key services 
– both face-to-face and online – to busy 
entrepreneurs who are just getting 
started or are in need of a seasoned 
business professional as a sounding 
board for their existing business.  As 
members of your community, SCORE 
mentors understand local business 
licensing rules, economic conditions and 
important business networks. SCORE 
can help you as they have done for 
50 years by:

•  Matching your specific needs with a 
business mentor

•  Traveling to your place of business 
for an on-site evaluation

• 	Teaming with several SCORE 	
mentors to provide you with tailored 
assistance in a number of business 
areas  

	 Across the country, SCORE offers 
more than 10,000 local business 
training workshops and seminars 
ranging in topic and scope depending 
on the needs of the local business 
community. SCORE workshops cover 
all manner of business topics, including: 
an introduction to the fundamentals of 
a business plan, managing cash flow 
and marketing your business.  For 
established businesses, SCORE offers 
more in-depth training in areas like 
customer service, hiring practices and 
home-based businesses.
  For around-the-clock business 
advice and information on the latest 
business news and trends go to the 
SCORE website (www.score.org).  More 
than 1,200 online mentors with over 
150 business skill sets answer your 
questions about starting and running a 
business.  In fiscal year 2013, SCORE 
mentors served 400,000 entrepreneurs.
  For more information on SCORE and 
to get your own business mentor, visit    
www.sba.gov/score, www.SCORE.org or 
call 1-800-634-0245 for the SCORE office 
nearest you.  

COUNSELING
Getting Help to Start, Market and Manage Your Business

• You get to be your own boss.

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

• �Earnings and growth potential are unlimited.

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

ON THE UPSIDE
It’s true, there are a lot of 
reasons not to start your 
own business. But for the 
right person, the advantages 
of business ownership far 
outweigh the risks.
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SMALL BUSINESS 
DEVELOPMENT CENTERS
    The U.S. Small Business 
Administration’s Small Business 
Development Centers (SBDC) mission 
is to build, sustain, and grow small 
businesses; as well as to promote small 
business development and enhance local 
economies by creating businesses and 
fulfilling its mission of creating jobs.  
	 The Small Business Development 
Centers, vital to SBA’s entrepreneurial 
outreach, have been providing service 
to small businesses for almost 35 years. 
It is one of the largest professional 
small business management and 
technical assistance networks in the 
nation. With over 900 locations across 
the country, SBDCs offer existing and 
future entrepreneurs free one-on-one 
expert business counseling and low-cost 
training by qualified small business 
professionals.
  	 In addition to its core services, 
the SBDCs offer special focus areas 
such as green business technology, 
disaster recovery and preparedness, 
export assistance, international trade 

assistance, veteran’s assistance, 
technology transfer and regulatory 
compliance.   
 	 The program combines a unique 
combination of federal, state and private 
sector resources to provide, in every 
state and territory, the foundation 
for the economic growth of small 
businesses. The return on investment is 
demonstrated by the program’s success 
during FY2013.    

•		Assisted more than 14,200 
entrepreneurs to start new 
businesses – equating to nearly 39 
new business starts per day.

•  Provided counseling services to 
more than 104,000 emerging 
entrepreneurs and over 96,000 
existing businesses. 

•  Provided training services to 
approximately 330,000 clients.         

    The efficacy of the SBDC program 
has been validated by a nationwide 
impact study.  Of the clients surveyed, 
more than 80 percent reported that the 
business assistance they received from 
the SBDC counselor was worthwhile.  
The top five impacts of counseling 
cited by SBDC clients were revising 

marketing strategy, increasing sales, 
expanding products and services, 
improving cash flow and increasing 
profit margin. More than 40 percent of 
long-term clients receiving five hours or 
more of counseling reported an increase 
in sales and profit margins.         
	 For information on the SBDC 
program, visit www.sba.gov/sbdc.

WOMEN’S BUSINESS CENTERS
	 The SBA’s Women Business Center 
(WBC) program is a network of over 100 
community-based centers that provide 
business training, counseling, coaching, 
mentoring and other assistance geared 
toward women, particularly those 
who are socially and economically 
disadvantaged.  WBCs are located in 
nearly every state and U.S. territory 
including the District of Columbia 
and the territories of Puerto Rico and 
American Samoa.  They are partially 
funded through a cooperative agreement 
with the SBA.
	 To meet the needs of women 
entrepreneurs, WBCs offer services 

Get the help you 
need...

Become one of the 
millions of entrepreneurs 

who have overcome 
challenges, discovered 
new opportunities and 
unlocked their potential 
with America’s SBDC.       

Find your  
local SBDC now  

www.asbdc-us.org.
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at convenient times and locations, 
including evenings and weekends.  
WBCs are located within non-profit host 
organizations that offer a wide variety 
of services in addition to the services 
provided by the WBC.  Many of the 
WBCs also offer training and counseling 
and provide materials in different 
languages in order to meet the diverse 
needs of the communities they serve. 
	 WBCs often deliver their services 
through long-term training or group 
counseling, both of which have shown to 
be effective.  WBC training courses are 
often free or are offered for a small fee.  
Some centers will also offer scholarships 
based on the client’s needs.
	 While most WBCs are physically 
located in one designated location, a 
number of WBCs also provide courses 
and counseling via the Internet, mobile 
classrooms and satellite locations.  
WBCs have a track record of success.  
In fiscal year 2012, the WBC program 
counseled and trained over 136,000 
clients, creating local economic growth 
and vitality.  In addition, WBCs helped 
entrepreneurs access more than 
$40 million dollars in capital. Based 
on a 2010 Impact Study, of  the WBC 
clients that have received three or 
more hours of counseling, 15 percent 
indicated that the services led to hiring 
new staff, 34 percent indicated that 
the services led to an increased profit 
margin, and 47 percent indicated that 
the services led to an increase in sales.
	 In addition, the WBC program has 
taken a lead in preparing women 
business owners to apply for the 
Women-Owned Small Business 
(WOSB) Federal Contract program 
that authorizes contracting officers to 
set aside certain federal contracts for 
eligible women-owned small businesses 
or economically disadvantaged women-
owned small businesses. For more 
information on the program, visit 
www.sba.gov/wosb. 
	 To find the nearest SBA WBC, visit 
www.sba.gov/women.

EMERGING LEADERS 
INITIATIVE
  The intense seven-month 
entrepreneurship training for small 
business leaders creates a learning 
environment to accelerate the growth 
of high-potential small businesses, 
stimulates job creation and helps drive 
economic development within their 
communities. A competitive selection 

process results in company executives 
participating in high-level training 
and peer-networking sessions led by 
professional instructors.Graduates are 
poised to create an economic ripple 
effect because they are now equipped 
with the support, resources and 
enhanced business skills to succeed 
in increasing their revenue, creating 
jobs and driving sustainable economic 
growth throughout their communities. 
Impact of Emerging Leaders:
The initiative is currently offered in 
over 27 underserved communities across 
the country. Over 2,000 businesses 
have participated in Emerging Leaders 
since its inception. An independent 
impact study of Emerging Leaders past 
participants reported that they: 

•		Created nearly 2,000 new full-time 
jobs 

•		Secured federal, state, local and 
tribal contracts awards over 

		 $1 Billion 
•		Accessed over $73 Million in new 

financing 
•		95% were satisfied with the 

Emerging Leaders program.

SBA’S LEARNING CENTER
	 SBA’s Learning Center is a virtual 
campus complete with free online 
courses, workshops, podcasts and 
learning tools.
Key Features of the SBA’s Online 
Learning Center: 
	 Training is available anytime 
and anywhere — all you need is a 
computer (or mobile device) with 
Internet access.   

•		Nearly 40 free online and 
interactive courses and workshops 
available.

•		Templates and samples to get your 
business planning underway.  

	 Course topics include tutorials on 
writing a business plan, financing 
strategies that include SBA lending 
programs, mastering overseas 
markets through exporting, public 
sector procurement tactics, and 
specialty material for veterans, young 
entrepreneurs, and women business 
owners. This robust portal also 
includes video content, templates and 
articles.
	 Visit www.sba.gov/learning for these 
free resources.

SBA’S CLUSTER INITIATIVE
	 Every small business must 
effectively connect into the key 
relationships necessary to drive 

success in its particular industry or 
market sector. Regional Innovation 
Clusters act as a networking hub 
to connect small businesses in 
a particular industry sector and 
geographic region with other business 
innovators in the same sector and 
with specialized suppliers, research 
institutions, large prime customers 
or contractors and investors who also 
operate in that sector.  In addition, 
market success requires small 
businesses to know their customers 
and target their product development 
dollars efficiently. Therefore, through 
intensive, industry-specific technical 
assistance, our Clusters help small 
business innovators commercialize 
promising technologies needed by 
government and industry buyers 
in that particular sector. And then, 
through showcasing, networking 
and “demonstration events,” they 
help get these small businesses and 
their products in front of investment 
and other funding sources, research 
institutions and customers/buyers in 
order to bring products to market. 
	 Across the country, our resource 
partners work with our Regional 
Innovation Clusters: The resource 
partners provide the businesses with 
information and coaching on the key 
building blocks of business success, 
while the Cluster experts help them 
with the highly technical product 
development and relationship-building 
assistance necessary to get and keep 
customers and investors in their 
particular market sector (such as 
smart-grid, fuel cell energy storage, 
solar cells, imaging, aerospace, and 
agricultural processing technologies 
and networks).
   For more information on SBA’s 
Cluster Initiative, go to
www.sba.gov/clusters.
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	 The SBA also offers a number of 
programs specifically designed to 
meet the needs of the underserved 
communities.

WOMEN BUSINESS OWNERS
	 Women entrepreneurs are changing 
the face of America’s economy. In the 
1970s, women owned less than 
5 percent of the nation’s businesses.  
	 Today, they are majority owners 
of about a third of the nation’s small 
businesses and are at least equal 
owners of about half of all small 
businesses.  SBA serves women 
entrepreneurs nationwide through its 
various programs and services, some 
of which are designed especially for 
women. 
	 The SBA’s Office of Women’s 
Business Ownership (OWBO) serves 
as an advocate for women-owned 
businesses. The office oversees a 
nationwide network over 100 Women’s 
Business Centers that provide business 
training, counseling and mentoring 
geared specifically to women, especially 
those who are socially and economically 
disadvantaged.  The program is a 
public-private partnership with locally-
based nonprofits. 
	 Women’s Business Centers serve 
a wide variety of geographic areas, 
population densities, and economic 
environments, including urban, 
suburban, and rural.  Local economies 
vary from depressed to thriving, and 
range from metropolitan areas to entire 
states.  Each Women’s Business Center 
tailors its services to the needs of its 
individual community, but all offer a 
variety of innovative programs, often 
including courses in different languages.  
They provide training in finance, 
management, and marketing, as well as 
access to all of the SBA’s financial and 
procurement assistance programs.

VETERAN BUSINESS OWNERS
	 The Office of Veterans Business 
Development (OVBD), established 
with Public Law 106-50, has taken 
strides in expanding assistance to 
veteran, service-disabled veteran small 
business owners and reservists by 
ensuring they have access to SBA’s full-
range of business/technical assistance 
programs and services, and that 
they receive special consideration for 
SBA’s entrepreneurial programs and 
resources. 

 	 The SBA’s Veterans Office provides 
funding and collaborative assistance for 
a number of special initiatives targeting 
local veterans, service-disabled 
veterans, and Reserve Component 
members.  These initiatives include 
Veterans Business Outreach Centers 
(VBOCs), the business assistance tools 
–Balancing Business and Deployment, 
and Getting Veterans Back to Business, 
which includes interactive CD ROMs 
for reservists to help prepare for 
mobilization and/or reestablishment 
of businesses upon return from active 
duty.  
	 The agency offers special assistance 
for small businesses owned by activated 
Reserve and National Guard members.  
Any self-employed Reserve or Guard 
member with an existing SBA loan 
can request from their SBA lender 
or SBA district office loan payment 
deferrals, interest rate reductions and 
other relief after they receive their 
activation orders.  In addition, the 
SBA offers special low-interest-rate 
financing to small businesses when an 

owner or essential employee is called 
to active duty.  The Military Reservist 
Economic Injury Disaster Loan Program 
(MREIDL) provides loans up to 
$2 million to eligible small businesses to 
cover operating costs that cannot be met 
due to the loss of an essential employee 
called to active duty in the Reserves or 
National Guard.  
	 Each of the SBA’s 68 District 
Offices also has a designated veteran’s 
business development officer. These 
local points-of-contact assist veteran 
small business owners/entrepreneurs 
with starting, managing and growing 
successful businesses. Yearly, OVBD 
reaches thousands of veterans, Reserve 
component members, transitioning 
service members and others who 
are – or who want to become – 
entrepreneurs and small business 
owners.  In fiscal year 2012, the number 
of veterans assisted through OVBD 
programs exceeded 135,000.  For more 
information about OVBD, please visit 
www.sba.gov/veterans. 

REACHING UNDERSERVED COMMUNITIES
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NATIONAL BOOTS TO 
BUSINESS INITIATIVE
	 The aptly named Operation Boots 
to Business program (B2B) builds 
on SBA’s role as a national leader 
in entrepreneurship training.  The 
program’s mission is to develop veteran 
entrepreneurs from the approximately 
250,000 service members who transition 
from the military each year. Boots 
to Business is an entrepreneurial 
education program offered as an 
elective track within the Department of 
Defense’s revised Transition Assistance 
Program called Transition Goals, 
Plans, Success (Transition GPS).  The 
curriculum provides valuable assistance 
to transitioning service members 
exploring self-employment opportunities 
by leading them through the key steps 
for evaluating business concepts and 
the foundational knowledge required for 
developing a business plan. Participants 
are also introduced to SBA resources 
available to help access start up capital 
and additional technical assistance. 
Boots to Business is delivered in 
partnership with SBA resource 
partners and the Institute for Veterans 
and Military Families at Syracuse 
University. It is available free of 
charge at participating installations to 
service members and their dependents 
transitioning or retiring from the U.S. 
military.  
	 The program has three parts: 1) The 
Entrepreneurship Track Overview - 
an introductory video shown during 
the mandatory five day Transition 
GPS course; 2) Introduction to 
Entrepreneurship – a two day classroom 
course offered as one of the three 
Transition GPS elective tracks; and, 3) 
Foundations of Entrepreneurship – an 
eight week instructor led online course 
that offers in-depth instruction on the 
elements of a business plan and tips 
and techniques for starting a business.   
After completing the course, counselors 
and mentors from SBA’s resource 
partner network remain available 
to work with veterans in their local 
communities.   For more information 
about B2B, please visit 
www.sba.gov/bootstobusiness. 
  

CENTER FOR FAITH-BASED AND 
NEIGHBORHOOD PARTNERSHIPS 
	 SBA’s Center for Faith-Based and 
Neighborhood Partnerships (The 
Partnership Center) works to engage 
and build strong partnerships with 
community and nonprofit organizations, 
both secular and faith-based, to support 
entrepreneurship, economic growth and 
promote prosperity for all Americans. 
The center works in coordination 
with other offices within the Agency 
to assist in formulating policies and 
practices with the goal of extending 
the reach and impact of SBA programs 
into communities. SBA recognizes the 
important role of community leaders 
and networks in economic development 
at the local and national level, and 
that partnerships provide effective and 
efficient leverage for SBA programs. 
Further, the center plays a key role in 
helping identify, engage and impact 
underserved communities.
 	 The program engages in outreach, 
technical assistance, education, 
formulates and administers training 
programs, coordinates entrepreneurial 
and business development opportunities 
and access to SBA’s 68 district offices 
and extensive network of resource grant 
partners. The center additionally works 
with the White House Office of Faith-
Based and Neighborhood Partnerships 
and the Faith-Based and Neighborhood 
Partnership Centers that are within 
13 additional federal agencies, and 
participates in interagency working 
groups to ensure effective and efficient 
coordination of resources and initiatives. 
	 The center was established by, and 
follows the guidelines, operational 
policy and statutory requirements of 
Executive Order 13279 — Fundamental 
Principles and Policymaking Criteria 
for Partnerships with Faith-Based and 
Other Neighborhood Organizations.

NATIVE AMERICAN 
BUSINESS DEVELOPMENT
	 The SBA Office of Native American 
Affairs (ONAA) ensures that American 
Indians, Alaska Natives and Native 
Hawaiians seeking to create, develop 
and expand small businesses have full 
access to business development and 
expansion tools available through the 
agency’s entrepreneurial development, 
lending, and contracting programs. 	

	 The office provides a network of 
training initiatives that include a 
Native American Business Development 
Workshop, a Native American 8(a) 
Business Development Workshop, 
Emerging Leaders (formerly e200) 
and the online tool, “Small Business 
Primer:  Strategies for Growth”. ONAA 
also is responsible for consulting with 
tribal governments prior to finalizing 
SBA policies that may have tribal 
implications.
	 Visit www.sba.gov/naa for more 
information.

VETERANS BUSINESS 
OUTREACH CENTERS
	 The Veterans Business Outreach 
Program (VBOP) is designed to provide 
entrepreneurial development services 
such as business training, counseling 
and mentoring, and referrals for 
eligible veterans owning or considering 
starting a small business. The SBA 
has 15 organizations participating 
in this cooperative agreement 
and serving as Veterans Business 
Outreach Centers (VBOC) across the 
country. Services provided by VBOC’s 
include:  pre-business plan workshops, 
concept assessments, business plan 
preparations, comprehensive feasibility 
analysis, entrepreneurial training and 
counseling, mentorship, and other 
business-development related services.  
   VBOCs also provide assistance and 
training in such areas as international 
trade, franchising, Internet marketing, 
accounting, etc.  For a VBOC directory, 
please visit www.sba.gov/vets.
	 SBA also administers two 
contracting and business 
development programs that are 
specifically designed to benefit 
underserved communities. For 
more information on the 8(a) 
Business Development Program 
and the HUBZone Program, see 
page 25.

REACHING UNDERSERVED COMMUNITIES
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	 Most new business owners who 
succeed have planned for every phase 
of their success.  Thomas Edison, the 
great American inventor, once said, 
“Genius is 1 percent inspiration and 
99 percent perspiration.” That same 
philosophy also applies to starting a 
business.
	 First, you’ll need to generate a little 
bit of perspiration deciding whether 
you’re the right type of person to start 
your own business.

IS ENTREPRENEURSHIP 
FOR YOU?
	 There is simply no way to eliminate 
all the risks associated with starting 
a small business, but you can improve 
your chances of success with good 
planning, preparation and insight. 
Start by evaluating your strengths and 
weaknesses as a potential owner and 
manager of a small business. Carefully 
consider each of the following 
questions:

• 	Are you a self-starter? It will 
be entirely up to you to develop 
projects, organize your time, and 
follow through on details.

• 	How well do you get along with 
different personalities? Business 
owners need to develop working 
relationships with a variety 
of people including customers, 
vendors, staff, bankers, 
employees and professionals 
such as lawyers, accountants, or 
consultants. Can you deal with a 
demanding client, an unreliable 
vendor, or a cranky receptionist 
if your business interests demand 
it?

• 	How good are you at making 
decisions? Small business 
owners are required to make 
decisions constantly – often 
quickly, independently, and 
under pressure.

• 	Do you have the physical and 
emotional stamina to run a 
business? Business ownership 
can be exciting, but it’s also a 
lot of work. Can you face six or 
seven 12–hour workdays every 
week?

• 	How well do you plan and 
organize? Research indicates 
that poor planning is responsible 
for most business failures. Good 
organization — of financials, 
inventory, schedules, and 
production — can help you avoid 
many pitfalls.

• 	Is your drive strong enough? 
Running a business can wear 
you down emotionally. Some 
business owners burn out quickly 

from having to carry all the 
responsibility for the success 
of their business on their own 
shoulders.  Strong motivation 
will help you survive slowdowns 
and periods of burnout.

• 	How will the business affect 
your family? The first few years 
of business start-up can be hard 
on family life. It’s important for 
family members to know what 
to expect and for you to be able 
to trust that they will support 
you during this time. There also 
may be financial difficulties until 
the business becomes profitable, 
which could take months or 
years. You may have to adjust to 
a lower standard of living or put 
family assets at risk.

	 Once you’ve answered these 
questions, you should consider what 
type of business you want to start.  
Businesses can include franchises, 
at-home businesses, online businesses, 
brick-and-mortar stores or any 
combination of those.

FRANCHISING
	 There are more than 3,000 business 
franchises. The challenge is to decide 
on one that both interests you and is 
a good investment. Many franchising 
experts suggest that you comparison 
shop by looking at multiple franchise 
opportunities before deciding on the 
one that’s right for you.
	 Some of the things you should 
look at when evaluating a franchise: 
historical profitability, effective 
financial management and other 
controls, a good image, integrity 
and commitment, and a successful 
industry.
	 In the simplest form of franchising, 
while you own the business, its 
operation is governed by the terms 
of the franchise agreement. For 
many, this is the chief benefit for 
franchising. You are able to capitalize 
on a business format, trade name, 
trademark and/or support system 
provided by the franchisor. But you 
operate as an independent contractor 
with the ability to make a profit or 
sustain a loss commensurate with your 
ownership. 
	 If you are concerned about starting 
an independent business venture, then 
franchising may be an option for you. 
Remember that hard work, dedication 
and sacrifice are key elements in 
the success of any business venture, 
including a franchise.
	 Visit www.sba.gov/franchise for more 
information.

HOME-BASED BUSINESSES
	 Going to work used to mean 
traveling from home to a plant, store 
or office. Today, many people do some 
or all their work at home.  

Getting Started
	 Before diving headfirst into a home-
based business, you must know why 
you are doing it.  To succeed, your 
business must be based on something 
greater than a desire to be your 
own boss.  You must plan and make 
improvements and adjustments along 
the road.
	 Working under the same roof where 
your family lives may not prove to be 
as easy as it seems. One suggestion is 
to set up a separate office in your home 
to create a professional environment.                
Ask yourself these questions:

• 	Can I switch from home 
responsibilities to business work 
easily?

• 	Do I have the self-discipline to 
maintain schedules while at home?

• 	Can I deal with the isolation of 
working from home?

Legal Requirements
	 A home-based business is subject to 
many of the same laws and regulations 
affecting other businesses.    
Some general areas include:

• 	Zoning regulations. If your 
business operates in violation of 
them, you could be fined or shut 
down.

• 	Product restrictions. Certain 
products cannot be produced in 
the home.  Most states outlaw 
home production of fireworks, 
drugs, poisons, explosives, 
sanitary or medical products and 
toys. Some states also prohibit 
home-based businesses from 
making food, drink or clothing.

	 Be sure to consult an attorney and 
your local and state departments of 
labor and health to find out which 
laws and regulations will affect 
your business. Additionally, check 
on registration and accounting 
requirements needed to open your 
home-based business.  You may need 
a work certificate or license from the 
state.  Your business name may need 
to be registered with the state.  A 
separate business telephone and bank 
account are good business practices.
	 Also remember, if you have 
employees you are responsible for 
withholding income and Social-
Security taxes, and for complying with 
minimum wage and employee health 
and safety laws.

ARE YOU RIGHT FOR SMALL BUSINESS OWNERSHIP?
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WRITING A BUSINESS PLAN

	 After you’ve thought about what 
type of business you want, the 
next step is to develop a business 
plan.  Think of the business plan 
as a roadmap with milestones 
for the business.  It begins as a 
pre-assessment tool to determine 
profitability and market share, and 
then expands as an in-business 
assessment tool to determine success, 
obtain financing and determine 
repayment ability, among other 
factors.
	 Creating a comprehensive business 
plan can be a long process, and you 
need good advice. The SBA and its 
resource partners, including Small 
Business Development Centers, 
Women’s Business Centers, Veterans 
Business Outreach Centers, and 
SCORE, have the expertise to help 
you craft a winning business plan. The 
SBA also offers online templates to get 
you started.                                        
	 In general, a good business plan 
contains:

Introduction
• 	Give a detailed description of the 

business and its goals.
• 	Discuss ownership of the 

business and its legal structure.
• 	List the skills and experience you 

bring to the business.
• 	Discuss the advantages you 

and your business have over 
competitors.

Marketing
• 	Discuss the products and services 

your company will offer.
• 	Identify customer demand for your 

products and services.
• 	Identify your market, its size and 

locations.
• 	Explain how your products and 

services will be advertised and 
marketed.

• 	Explain your pricing strategy.

Financial Management
•		Develop an expected return on 

investment and monthly cash 
flow for the first year.

• Provide projected income 
statements and balance sheets 
for a two-year period.

• 	Discuss your break-even point.
• 	Explain your personal 

balance sheet and method of 
compensation.

• 	Discuss who will maintain your 
accounting records and how they 
will be kept.

• 	Provide “what if” statements 
addressing alternative 
approaches to potential 
problems.

Operations
• 	Explain how the business will be 

managed day-to-day.
• 	Discuss hiring and personnel 

procedures.
• 	Discuss insurance, lease or rent 

agreements.
• 	Account for the equipment 

necessary to produce your goods 
or services.

• 	Account for production and 
delivery of products and services.

Concluding Statement
	 Summarize your business goals 
and objectives and express your 
commitment to the success of your 
business.  Once you have completed 
your business plan, review it with 
a friend or business associate and 
professional business counselor 
like SCORE, WBC or SBDC 
representatives, SBA district office 
economic development specialists 
or veterans’ business development 
specialists.
	 Remember, the business plan is a 
flexible document that should change 
as your business grows.
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M
any entrepreneurs need 
financial resources to start 
or expand a small business 
and must combine what 
they have with other 

sources of financing.  These sources can 
include family and friends, venture-
capital financing and business loans.   
	 This section of the Small Business 
Resource guide discusses SBA’s primary 
business loan and equity financing 
programs.  These are: the 7(a) Loan 
Program, the Certified Development 
Company or 504 Loan Program, the 
Microloan Program and the Small 
Business Investment Company 
Program. The distinguishing features 
for these programs are the total dollar 
amounts that can be borrowed, the type 
of lenders who can provide these loans, 
the uses for the loan proceeds and the 
terms placed on the borrower.  The SBA 
does not provide grants to individual 
business owners to start or grow a 
business.

SBA BUSINESS LOANS
	 If you are contemplating a business 
loan, familiarize yourself with the SBA’s 
business loan programs to see if they 
may be a viable option.  The SBA has 
a variety of loan programs which are 
distinguished by their different uses of 
the loan proceeds, their dollar amounts, 
and the requirements placed on the 
actual lenders.  The three principal 

players in most of these programs are 
the applicant small business, the lender 
and the SBA.  The agency does not 
actually provide the loan, rather they 
guaranty a portion of the loan provided 
by a lender (except for microloans).  The 
lender can be a regulated bank or credit 
union, or a community based lending 
organization.  
   The business will need to make 
application to the lender by providing 
them the documents they require.  
Generally an application includes 
a business plan that explains what 
resources will be needed to accomplish 
the desired business purpose including 
the associated costs, the applicants’ 
contribution, planned uses for the loan 
proceeds, a listing of the assets that will 
secure the loan (collateral), and most 
important, an explanation of how the 
business will be able to repay the loan 
in a timely manner.  
	 The lender will analyze the 
application to see if it meets the lender’s 
criteria and make a determination if 
they will need an SBA guaranty in 
order to provide the loan.  SBA will 
look to the lender to do much, if not 
all, of the analysis before it provides 
its guaranty to the lender’s proposed 
loan. The SBA’s business loan guaranty 
programs provide a key source of 
financing for viable small businesses 
that have real potential but cannot 
qualify for credit on reasonable terms by 
themselves.

   In the case of microlenders, SBA lends 
monies to intermediaries at favorable 
rates so they can re-lend to businesses 
with financing needs up to $50,000.

7(a) LOAN PROGRAM
	 The 7(a) Loan program is the SBA’s 
primary business loan program.  It 
is the agency’s most frequently used 
non-disaster financial assistance 
program because of its flexibility in loan 
structure, variety of uses for the loan 
proceeds and availability.  The program 
has broad eligibility requirements and 
credit criteria to accommodate a wide 
range of financing needs.
	 The business loans that SBA 
guarantees do not come directly from 
the Agency, but rather from banks and 
other approved lenders.  The loans are 
funded by these organizations and they 
make the decisions to approve or deny 
the applicants’ request for financial 
assistance.
	 The guaranty that SBA provides the 
lenders reduces the lender’s risk of 
borrower non-payment by providing 
a guaranty on a percentage of the 
total loan.  If the borrower defaults, 
the lender can request that SBA pay 
the lender that percentage of the 
outstanding balance which the Aagency 
guaranteed. This allows the lender to 
recover a portion of the defaulted debt 
from the SBA if the borrower can’t 
make the payments. The borrower is 
still obligated for the full amount. 
	 To qualify for an SBA guaranteed 
loan, a small business must meet the 
lender’s criteria and the 7(a) program 
requirements. In addition, the lender 
must certify that it would not provide 
this loan under the proposed terms and 
conditions without an SBA guaranty.  
If the SBA is going to provide a lender 
with a guaranty, the applicant must be 
eligible and creditworthy and the loan 
structured under conditions acceptable 
to the SBA.

Percentage of Guaranty and Loan 
Maximums                  
	 SBA only guarantees a portion of any 
particular 7(a) loan so each loan will 
also have an unguaranteed portion, 
giving the lender a certain amount of 
exposure and risk on each loan. The 
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percentage of guaranty depends on 
either the dollar amount or the program 
the lender uses to obtain its guaranty.  
For loans of $150,000 or less the SBA 
generally guarantees as much as 85 
percent and for loans over $150,000 the 
SBA generally provides a guaranty of 
up to 75 percent.  Loans made under 

the SBAExpress program, which is 
discussed later in this section, have a 50 
percent guaranty.
	 The maximum 7(a) loan amount is   
$5 million and there is no minimum.

Interest Rates and Fees
	 The actual interest rate for a 7(a) loan 
guaranteed by the SBA is negotiated 

between the applicant and lender 
and is subject to the SBA maximums.  
Both fixed and variable interest rate 
structures are available.  The maximum 
rate comprises two parts, a base rate 
and an allowable spread. There are 
three acceptable base rates (Wall Street 
Journal Prime*, London Interbank One 
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	 Documentation requirements will 
vary depending upon the purpose of 
the loan.  Contact your lender for the 
information you must supply.     
Common requirements include the 
following: 
A Business Plan that includes:  

•		Purpose of the loan
•		History of the business
•		Projections of income, expenses 

and cash flow as well as an 
explanation of the assumptions 
used to develop these projections

•		Personal financial statements on 
the principal owners

•		Resume(s) of the principal 
owners and managers.

•		Amount of investment in the 
business by the owner(s)

•		Projected opening-day balance 
sheet (new businesses)

•		Lease details
•		Proposed Collateral

Financial Statements that include:
•		Balance Sheet and Income 

Statement (P&L) for three 
years (existing businesses) (Tax 
Returns usually suffice)

•		Interim Financial Statements 
dated within 120 days of the 
request for assistance

•		Schedule of term debts (existing 
businesses)

•		Aging of accounts receivable and 
payable (existing businesses)

How the 7(a) Program Works
	 Small Business applicants submit 
their loan application to a lender for 
the initial review. It is recommended 
that the first lender be the lender who 
maintains the personal account of 
the owner. The lender will generally 
review the credit merits of the request 
before deciding if they will make the 
loan themselves or if they will need 
an SBA guaranty.  If a guaranty is 
needed, the lender will also review 
the application for SBA eligibility. 
The applicant should be prepared to 
complete some additional documents 
the lender will need because SBA 
requires them, if the lender requests 
a guaranty from SBA. Applicants 
who feel they need more help with 
the process should contact their local 

SBA district office or one of the SBA’s 
resource partners for assistance. 
	 There are several ways a lender 
can apply to SBA for a 7(a) guaranty 
of a loan they propose to provide a 
small business. The main differences 
between these methods are related 
to the experience the lender has in 
requesting guarantees from SBA, the 
documentation the lender provides to 
SBA, the amount of review the SBA 
conducts on receiving the request, the 
amount of the loan and the lender 
responsibilities in case the loan 
defaults and the business’ assets must 
be liquidated. The different methods 
are:

•	Standard 7(a) Guaranty 
•	Certified Lender Program 
•	Preferred Lender Program 
•	SBA Express
•	Export Express
•	Community Advantage

	 When lenders request guarantees 
using Standard, Certified, or Preferred 
processing methods, the applicant 
fills out SBA Form 1919, and the 
lender completes SBA Form 1920. 
The Form 1919 requires the applicant 
to fully explain what they intend to 
do with the money and explain how 
they will repay the loan.  The Form 
1920 requires the lender to explain 
their analysis of the eligibility and 
credit merits of the request. When 
lenders  use Express or Advantage 
procedures to request guarantees, 
the loan amounts are smaller and 
the information the applicant has to 
provide SBA is reduced, but the lender 
can still ask the applicant for as much 
detail as they believe is necessary for 
them to make their decision on the 
specific request.  Through Express and 
Advantage procedures the lender also 
provides SBA with less information 
about their credit analysis but the 
lender still has to conduct their due 
diligence.
   When the SBA receives a request for 
guaranty using Standard or Certified 
procedures, it either reanalyzes or 
reviews the lender’s eligibility and 
credit analysis before deciding to 

approve or reject the request. For 
requests processed through the 
Preferred Lender Program or Express 
programs, the lender is delegated the 
authority to make the credit decision 
without the SBA’s concurrences.  
Requests processed through 
Community Advantage procedures 
are a hybrid of both.
	 By guaranteeing a loan, the SBA 
assures the lender that, in the event 
the borrower does not repay the loan, 
the government will reimburse the 
lending institution for a percentage of 
the amount owed. By providing this 
guaranty, the SBA is able to help tens 
of thousands of small businesses every 
year get financing they might not 
otherwise obtain.
	 When an SBA guaranty is approved, 
the lender is notified and they will 
work with the applicant to make sure 
the terms and conditions designed for 
the specific loan are met before closing 
the loan, disbursing the funds, and 
assuming responsibility for collection 
and general servicing. The borrower 
makes loan payments directly to the 
lender. As with any loan, the borrower 
is obligated to repay the full amount of 
the loan in a timely manner.

What the SBA Looks for:
• 	Ability to repay the loan on time 

from the projected operating cash 
flow;

• 	Owners and operators who are of 
good character;

• 	Feasible business plan;
• 	Management expertise and 

commitment necessary for 
success;

•		Sufficient funds, including the 
SBA guaranteed loan, to operate 
the business on a sound financial 
basis (for new businesses, this 
includes the resources to meet 
start-up expenses and the initial 
operating phase);

• 	Adequate equity invested in the 
business; and

•		Sufficient collateral to secure the 
loan or all available collateral if 
the loan cannot be fully secured.

What to Take to the Lender
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Month Prime plus 3 percent, and an 
SBA Peg Rate).  Lenders are allowed 
to add an additional spread to the base 
rate to arrive at the final rate. For 
loans with maturities of less than seven 
years, the maximum spread will be no 
more than 2.25 percent. For loans with 
maturities of seven years or more, the 
maximum spread will be 2.75 percent. 
The spread on loans under $50,000 
and loans processed through Express 
procedures have higher maximums.
	 Loans guaranteed by the SBA are 
assessed a guaranty fee.  This fee is 
based on the loan’s maturity and the 
dollar amount guaranteed, not the 
total loan amount. The guaranty fee is 
initially paid by the lender and then 
passed on to the borrower at closing.  
The funds to reimburse the lender can 
be included in the overall loan proceeds. 
	 On any loan with a maturity of one 
year or less, the fee is just 0.25 percent 
of the guaranteed portion of the loan. 
On loans with maturities of more than 
one year, the normal guaranty fee is:

•		2.0 percent of the SBA guaranteed 
portion on loans up to $150,000; **

•		3.0 percent on loans over $150,000 
but not more than $700,000; and 

•		3.5 percent on loans over $700,000. 
There is also an additional fee of 
0.25 percent on any guaranteed 
portion over $1 million.               

   * All references to the prime rate 
refer to the base rate in effect on the 
first business day of the month the loan 
application is received by the SBA.
	 **For all SBA-guaranteed loans of 
$150,000 or less that are approved 
between October 1, 2013 and September 
30, 2014, the guaranty fee will be 0%.

7(a) Loan Maturities
	 The SBA’s loan programs are 
generally intended to encourage longer 
term small-business financing, but 
actual loan maturities are based on 
the ability to repay, the purpose of the 
loan proceeds and the useful life of the 
assets financed. However, maximum 
loan maturities have been established: 
25 years for real estate; up to 10 years 
for equipment (depending on the useful 
life of the equipment); and generally up 
to seven years for working capital. SBA 
can also guaranty a lenders short-term 
loans or revolving line of credit to help 
small businesses meet their short-term 
and cyclical working capital needs.

Structure
	 Most 7(a) term loans are repaid 
with monthly payments of principal 
and interest. For fixed-rate loans the 

payments stay the same because the 
interest rate is constant. For variable 
rate loans the lender can change the 
payment amount when the interest 
rates change. Applicants can request 
that the lender establish the loan with 
interest-only payments during the start-
up and expansion phases (when eligible) 
to allow the business time to generate 
income before it starts making full loan 
payments. Balloon payments or call 
provisions are not allowed on any 7(a) 
term loan. The lender may not charge a 
prepayment penalty if the loan is paid 
off before maturity but the SBA will 
charge the borrower a prepayment fee 
if the loan has a maturity of 15 or more 
years and is pre-paid during the first 
three years.

Collateral
	 The SBA expects every 7(a) loan to be 
secured first with the assets acquired 
with the loan proceeds and then with 
additional business and personal assets 
depending on the loan amount and the 
way the lender requests their guaranty.  
However, SBA will not decline a 
request to guaranty a loan if the 
only unfavorable factor is insufficient 
collateral, provided all available 
collateral is offered. When the lender 
says they will need an SBA guaranty, 
the applicant should be prepared for 
liens to be placed against all business 
assets. Personal guaranties are required 
from all the principal owners of the 
business.  Liens on personal assets of 
the principals may also be required.                                       

Eligibility
	 7(a) loan eligibility is based on four 
different factors.  The first is size, as 
all loan recipients must be classified 
as “small” by the SBA. The basic size 
standards are outlined below.  A more 
in-depth listing of standards can be 
found at www.sba.gov/size.

SBA Size Standards have the following 
general ranges:

• 	Manufacturing — from 500 to 1,500 
employees

• 	Wholesale Trades — Up to 100 
employees

• 	Services — $2 million to $35.5 
million in average annual receipts

• 	Retail Trades — $7 million to $35.5 
million in average annual receipts

• 	Construction — $7 million to $33.5 
million in average annual receipts

• 	Agriculture, Forestry, Fishing, 
and Hunting — $750,000 to $17.5 
million in average annual receipts

	 There is an alternate size standard 
for businesses that do not qualify under 
their industry size standards for SBA 
funding – tangible net worth ($15 
million or less) and average net income 
($5 million or less for two years).   This 
new alternate makes more businesses 
eligible for SBA loans and applies 
to SBA non-disaster loan programs, 
namely its 7(a) Business Loans and 
Certified Development Company 
programs.                      

Nature of Business 
	 The second eligibility factor is based 
on the nature of the business and the 
process by which it generates income or 
the customers it serves. The SBA has 
general prohibitions against providing 
financial assistance to businesses 
involved in such activities as lending, 
speculating, passive investment, 
pyramid sales, loan packaging, 
presenting live performances of a 
prurient nature, businesses involved in 
gambling and any illegal activity.  
	 The SBA also cannot make loan 
guaranties to non-profit businesses, 
private clubs that limit membership on 
a basis other than capacity, businesses 
that promote a religion, businesses 
owned by individuals incarcerated or 
on probation or parole, municipalities, 
and situations where the business or 
its owners previously failed to repay 
a federal loan or federally assisted 
financing.

Use of Proceeds
	 The third eligibility factor is use of 
proceeds. 7(a) proceeds can be used 
to purchase machinery, equipment, 
fixtures, supplies, and to make 
improvements to land and/or buildings 
that will be occupied by the subject 
applicant business.                                                                                

Proceeds can also be used to: 
•		Expand or renovate facilities;
•		Acquire machinery, equipment, 

furniture, fixtures and leasehold 
improvements; 

•		Finance receivables and augment 
working capital;

• 	Finance seasonal lines of credit;
• 	Acquire businesses;
•		Start businesses; 
• 	Construct commercial buildings; 

and 
• 	Refinance existing debt under 

certain conditions.
	 SBA 7(a) loan proceeds cannot be used 
for the purpose of making investments.  
SBA proceeds cannot be used to 
provide funds to any of the owners 
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of the business except for ordinary 
compensation for actual services 
provided.

Miscellaneous Factors
	 The fourth factor involves a variety 
of requirements such as SBA’s credit 
elsewhere test where the business 
and its principal owners use their 
own resources before getting a loan 
guaranteed by the SBA. It also includes 
the SBA’s anti-discrimination rules and 
limitations on lending to agricultural 
enterprises because there are other 
agencies of the Federal government 
with programs to fund such businesses.
	 Generally, SBA loans must meet the 
following criteria:

• 	Every loan must be for a sound 
business purpose;

• 	There must be sufficient invested 
equity in the business so it can 
operate on a sound financial basis;

• 	There must be a potential for long-
term success;

• 	The owners must be of good 
character and reputation; and

• 	All loans must be so sound as to 
reasonably assure repayment.

	 For more information, go to 
www.sba.gov/apply.

SPECIAL PURPOSE 
7(a) LOAN PROGRAMS
	 The 7(a) loan program is the most 
flexible of the SBA’s lending programs. 
Over time, the Agency has developed 
several variations to the basic 7(a) 
program in order to address specific 
financing needs for particular types 
of small businesses. The general 
distinguishing feature between these 
loan types is their use of proceeds.  
These programs allow the proceeds to 
be used in ways that are not otherwise 
permitted in a basic 7(a) loan.   These 
special purpose programs are not 
necessarily for all businesses but may 
be very useful to some small businesses.  
They are generally governed by 
the same rules, regulations, fees, 
interest rates, etc., as the basic 7(a) 
loan. Lenders can advise you of any 
variations. The Special Purpose Loans 
include:

International Trade Loan Program
	 The SBA’s International Trade 
Loan (ITL) is designed to help 
small businesses enter and expand 
into international markets or, 
when adversely affected by import 
competition, to make the investments 
necessary to better compete. The ITL 
offers a combination of fixed asset, 
working capital financing and debt 

refinancing with the SBA’s maximum 
guaranty--90 percent--on the total loan 
amount. The maximum loan amount is 
$5 million.

Guaranty Coverage  
   The SBA can guaranty up to 90 
percent of an ITL up to a maximum 
of $4.5 million, less the amount of 
the guaranteed portion of other SBA 
loans outstanding to the borrower. The 
maximum guaranty for any working 
capital component of an ITL is limited 
to $4 million.  Any other working capital 
SBA loans that the borrower has are 
counted against the $4 million guaranty 
limit.    

Use of Proceeds
•		For the facilities and equipment 

portion of the loan, proceeds may be 
used to acquire, construct, renovate, 
modernize, improve or expand 
facilities or equipment in the 
U.S. to produce goods or services 
involved in international trade, 
including expansion due to bringing 
production back from overseas if 
the borrower exports to at least one 
market. 

•		Working capital is an allowable use 
of proceeds under the ITL.

•		Proceeds may be used for the 
refinancing of debt not structured 
on reasonable terms and conditions, 
including any debt that qualifies for 
refinancing under the standard SBA 
7(a) Loan Program.

Loan Term 
•		Maturities on the working capital 

portion of the ITL are typically 
limited to 10 years. 

•		Maturities of up to 10 years on 
equipment unless the useful life 
exceeds 10 years.  

•		Maturities of up to 25 years are 
available for real estate.

•		Loans with a mixed use of fixed-
asset and working-capital financing 
will have a blended-average 
maturity.

Interest Rates
   Lenders may charge between 2.25 to 
2.75 percent above the prime rate (as 
published in the Wall Street Journal) 
depending upon the maturity of the 
loan. Interest rates on loans of $50,000 
and less can be slightly higher.

Exporter Eligibility
•		Applicants must meet the same 

eligibility requirements as for the 
SBA’s standard 7(a) Loan Program.

•		Applicants must also establish that 
the loan will allow the business to 

expand or develop an export market 
or, demonstrate that the business 
has been adversely affected by 
import competition and that the ITL 
will allow the business to improve 
its competitive position. 

Foreign Buyer Eligibility 
   Foreign buyers must be located in 
those countries where the Export-
Import Bank of the U.S. is not 
prohibited from providing financial 
assistance.   

Collateral Requirements 
•		Only collateral located in the 

U.S. (including its territories and 
possessions) is acceptable.

•		First lien on property or equipment 
financed by the ITL or on other 
assets of the business is required. 
However, an ITL can be secured 
by a second lien position if the 
SBA determines there is adequate 
assurance of loan repayment.

•		Additional collateral, including 
personal guaranties and those 
assets not financed with ITL 
proceeds, may be appropriate.   

How to Apply
•		A small business seeking an ITL 

must apply to an SBA-participating 
lender. The lender will submit a 
completed Application for Business 
Loan form, including all exhibits, to 
the SBA. Visit the Web site of your 
local SBA district office for a list of 
participating lenders.

•		A small business wanting to qualify 
as adversely impacted from import 
competition must submit supporting 
documentation that explains the 
impact, and a plan with projections 
that explains how the loan will 
improve the business’ competitive 
position.   

CAPLines
	 The CAPLines program for loans 
up to $5 million is designed to help 
small businesses meet their short-
term and cyclical working capital 
needs. The programs can be used to 
finance seasonal working capital needs; 
finance the direct costs of performing 
certain construction, service and supply 
contracts, subcontracts, or purchase 
orders; finance the direct cost associated 
with commercial and residential 
construction; or provide general working 
capital lines of credit. The SBA provides 
up to an 85 percent guarantee.  There 
are four distinct loan programs under 
the CAPLine umbrella:

• 	The Contract Loan Program is 
used to finance the cost associated 
with contracts, subcontracts, or 
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purchase orders. Proceeds can be 
disbursed before the work begins. If 
used for one contract or subcontract, 
it is generally not revolving; if 
used for more than one contract 
or subcontract at a time, it can be 
revolving. The loan maturity is 
usually based on the length of the 
contract, but no more than 10 years.  
Contract payments are generally 
sent directly to the lender but 
alternative structures are available.     

• 	The Seasonal Line of Credit 
Program is used to support 
buildup of inventory, accounts 
receivable or labor and materials 
above normal usage for seasonal 
inventory. The business must have 
been in business for a period of 12 
months and must have a definite 
established seasonal pattern. The 
loan may be used over again after 
a “clean-up” period of 30 days to 
finance activity for a new season. 
These loans also may have a 
maturity of up to five years. The 
business may not have another 
seasonal line of credit outstanding 
but may have other lines for non-
seasonal working capital needs.    

• 	The Builders Line Program 
provides financing for small 
contractors or developers to 
construct or rehabilitate residential 
or commercial property. Loan 
maturity is generally three years 
but can be extended up to five 
years, if necessary, to facilitate 
sale of the property. Proceeds are 
used solely for direct expenses of 
acquisition, immediate construction 
and/or significant rehabilitation 
of the residential or commercial 
structures. The purchase of the land 
can be included if it does not exceed 
20 percent of the loan proceeds. Up 
to 5 percent of the proceeds can be 
used for physical improvements 
that benefit the property.

• 	The Working Capital Line 
Program is a revolving line of 
credit (up to $5,000,000) that 
provides short term working capital.  
These lines are generally used by 
businesses that provide credit to 
their customers, or whose principle 
asset is inventory.  Disbursements 
are generally based on the size of a 
borrower’s accounts receivable and/
or inventory. Repayment comes 
from the collection of accounts 
receivable or sale of inventory. The 
specific structure is negotiated with 
the lender.  There may be extra 
servicing and monitoring of the 
collateral for which the lender can 
charge up to 2 percent annually to 
the borrower.      

Other Guaranty Lines of Credit
	 All the Special Purpose Programs 
listed above have SBA structured 
repayment terms meaning the Agency 
tells the lender how principal and 
interest is to be repaid.  These programs 
also require the lender to use certain 
closing forms. Lenders with the ability 
to obtain 7(a) guarantees through any 
of the Express processes are considered 
experienced enough to be able to 
structure their own repayment terms 
and use their own closing documents.  
With this ability the lender can tailor 
a line of credit that it gets guaranteed 
by SBA to the needs of the business.  
Therefore, if a potential applicant sees 
that the previously listed Basic 7(a) or 
Special Purpose 7(a) Programs don’t 
meet their needs they should discuss 
their options with a lender capable of 
providing an SBAExpress loan with an 
SBA guaranty.

7(a) LOAN PROCESSES FOR 
LENDERS
	 There are various procedures for 
lenders to follow when they apply 
to SBA for a 7(a) guaranty.  Some 
are designed for experienced lenders 
who are fully committed to providing 
business loans guaranteed by SBA to 
their clientele that need them, while 
others are designed for lenders with 
limited experience or when there are 
certain issues that require SBA to 
thoroughly review the situation.  The 
foundational process is called the 
Standard Loan Guaranty Process and it 
is used by lenders to request a guaranty 
from SBA when they are new to SBA 
lending or the request requires an SBA 
review.  Other methods of processing 
have less requirements for SBA but 
more for the lender and the determining 
factors on which one a lender will use 
depends on the experience of the lender 
in dealing with SBA, the complexity of 
the case, the purpose of the loan, and 
the dollar amount being requested.

Standard 7(a) Loan Processing
	 After the applicant business and 
lender complete their required 
documents, the lender makes 
application to SBA for a guaranty 
by submitting them to SBA’s Loan 
Guaranty Processing Center.  The 
center will screen the application and, if 
satisfactory complete a thorough review 
of both eligibility and creditworthiness 
before making the decision to approve 
the issuance of a guaranty as submitted, 
approve with modifications (which 

will be discussed with the lender), or 
reject the request.  When the lender 
makes application to SBA, they have 
already internally agreed to approve 
the recommended loan to the applicant 
if, and only if, the SBA provides a 
guaranty.    
	 Standard processing means a lender 
makes their request for guaranty using 
SBA Form 1920 and the applicant 
completes SBA Form 1919, even if the 
applicant previously completed the 
lender’s required application forms. 
   The analysis of eligibility starts with a 
review of the “Eligibility Questionnaire,” 
completed by the lender. The analysis 
of credit starts with a review of the 
SBA Form 1920 and the lender’s credit 
memo which must discuss at least six 
elements:

1.	Balance sheet and ratio analysis;
2.	Analysis of repayment.  It is not 

acceptable to base repayment ability 
solely on the applicant’s credit score. 

3.	Assessment of the management 
skills of the applicant;

4.	Explanation of the collateral used to 
secure the loan and the adequacy of 
the proposed collateral;

5.	Lender’s credit history with 
applicant including an explanation 
of any weaknesses;

6.	Current financial statements and 
pro-forma financial spread.  SBA 
pro-forma analysis reflects how 
the business will look immediately 
following disbursement, not one 
year after disbursement.

    SBA also expects that the lender’s 
credit memo includes the intended 
use of the loan proceeds and any 
historical and current issues that 
require explanation. SBA also expects 
a discussion of the process by which the 
applicant business generates its income 
when it is not immediately obvious.  
An explanation of how the business 
conducts its operation is also expected. 
   SBA has three days to screen and 10 
days to process the request for guaranty 
from the lender. Any additional 
time a lender takes to make their 
determination will add to the length 
of time to reach a final decision.  If the 
guaranty is approved, SBA will prepare 
a loan authorization outlining the 
terms and conditions under which the 
guaranty is provided and prepare an 
approval letter for transmission to the 
lender.

SBAExpress
	 The SBAExpress guaranty is available 
to lenders as a way to obtain a guaranty 
on smaller loans up to $350,000. The 
program authorizes select, experienced 
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lenders to use mostly their own forms, 
analysis and procedures to process, 
structure, service, and disburse SBA-
guaranteed loans. The SBA guarantees 
up to 50 percent of an SBAExpress loan. 
Loans under $25,000 do not require 
collateral. The use of loan proceeds is 
the same as for any basic 7(a) loan. Like 
most 7(a) loans, maturities are usually 
five to seven years for working capital 
and up to 25 years for real estate or 
equipment. Revolving lines of credit are 
allowed for a maximum of seven years.

Export Express
	 SBA Export Express offers flexibility 
and ease of use for both borrowers 
and lenders. It is the simplest export 
loan product offered by the SBA and 
allows participating lenders to use their 
own forms, procedures and analyses. 
The SBA provides the lender with a 
response within 36 hours.
	 This loan is subject to the same 
loan processing, closing, servicing and 
liquidation requirements as for other 
similar-sized SBA loans. 

Guaranty Coverage
	 The SBA provides lenders with a 
90 percent guaranty on loans up to 
$350,000 and a 75 percent guaranty on 
loans between $350,001 and $500,000.

Interest Rates
	 Terms are negotiated between the 
borrower and lender but interest rates 
may not exceed Prime plus 4.5 percent 
on loans over $50,000 and Prime plus 
6.5 percent on loans of $50,000 or less.

Use of Proceeds
	 Loan proceeds may be used for 
business purposes that will enhance a 
company’s export development. Export 
Express can take the form of a term 
loan or a revolving line of credit. As 
an example, proceeds can be used to 
fund participation in a foreign trade 
show, finance standby letters of credit, 
translate product literature for use in 
foreign markets, finance specific export 
orders, as well as to finance expansions, 
equipment purchases, and inventory or 
real estate acquisitions, etc.

Ineligible Use of Proceeds
	 Proceeds may not be used to finance 
overseas operations other than those 	
strictly associated with the marketing 
and/or distribution of products/services 	
exported from the U.S.

Exporter Eligibility
	 Any business that has been in 
operation, although not necessarily in 
exporting, for at least 12 full months 
and can demonstrate that the loan 
proceeds will support its export 
activity is eligible for Export Express.  
The one year in business operations 
requirement can be waived if the 
applicant can demonstrate previous 
successful business experience and 
exporting expertise and the lender does 
conventional underwriting, not relying 
solely on credit scoring. 

Foreign Buyer Eligibility  
	 The exporter’s foreign buyer must be 
a creditworthy entity and not located 
in countries prohibited for financial 
support on the Export-Import Bank’s 
Country Limitation Schedule and the 
methods of payment must be acceptable 
to the SBA and the SBA lender.

How to Apply
	 Interested businesses should contact 
their existing lender to determine 
if they are an SBA Export Express 
lender. Application is made directly 
to the lender. Lenders use their own 
application material in addition to 
SBA’s Borrower Information Form. 
Lenders’ approved requests are then 
submitted with a limited amount of 
eligibility information to SBA’s National 
Loan Processing Center for review.

Export Working Capital Program
	 The SBA’s Export Working Capital 
Program (EWCP) assists lenders in 
meeting the needs of exporters seeking 
short-term export working capital. 
Exporters can apply for EWCP loans 
in advance of finalizing an export 
sale or contract. With an approved 
EWCP loan in place, exporters have 
greater flexibility in negotiating 	
export payment terms—secure in the 
assurance that adequate financing will 
be in place when the export order is 
won.

Benefits of the EWCP
•		Financing for suppliers, inventory 

or production of export goods.
•		Export working capital during long 

payment cycles.
•		Financing for stand-by letters of 

credit used as bid or performance 
bonds or advance payment 
guarantees.

•		Reserves domestic working capital 
for the company’s sales within the 
U.S.

•		Permits increased global 
competitiveness by allowing the 
exporter to extend more liberal sales 
terms.

•		Increases sales prospects in under-
developed markets which may have 
high capital costs for importers.

•		Low fees and quick processing 
times.

Guaranty Coverage
•		Maximum loan amount is 

$5,000,000.
•		90 percent of principal and accrued 

interest up to 120 days.
•		Low guaranty fee of one-quarter 

of one percent of the guaranteed 
portion for loans with maturities of 
12 months or less.

•		Loan maturities are generally for 12 
months or less.

Use of Proceeds
•		To pay for the manufacturing costs 

of goods for export.
•		To purchase goods or services for 

export.
•		To support standby letters of credit 

to act as bid or performance bonds.
•		To finance foreign accounts 

receivable.

Interest Rates
	 The SBA does not establish or 
subsidize interest rates on loans. The 
interest rate can be fixed or variable 
and is negotiated between the borrower 
and the 	participating lender.

Advance Rates
•		Up to 90 percent on purchase 

orders.
•		Up to 90 percent on documentary 

letters of credit.
•		Up to 90 percent on foreign 

accounts receivable.
•		Up to 75percent on eligible foreign 

inventory located within the U.S.
•		In all cases, not to exceed the 

exporter’s costs.

Collateral Requirements
	 The export-related inventory and the 
receivables generated by the export 
sales financed with EWCP funds 
generally will be considered adequate 
collateral. The SBA requires the 
personal guarantee of owners with 20 
percent or more ownership.

How to apply
	 Application is made directly to SBA-
participating lenders. Businesses are 
encouraged to contact SBA staff at their 
local U.S. Export Assistance Center 
(USEAC) to discuss whether they are 
eligible for the EWCP and whether it is 
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financing needs. Participating lenders 
review/approve the application and 
submit the guaranty request to SBA 
staff at the local USEAC.

U.S. Export Assistance Centers 
	 SBA trade finance specialists are 
located in 19 U.S. Export Assistance 
Centers throughout the U.S., which 
also are staffed by U.S. Department 
of Commerce and, in some locations, 
Export-Import Bank of the U.S. 
personnel, providing trade promotion 
and export-finance assistance in a single 
location. The USEACs also work closely 
with other federal, state and local 
international trade organizations to 
provide assistance to small businesses. 
To find your nearest USEAC, 
visit: http://www.sba.gov/content/
us-export-assistance-centers. You can 
find additional export training and 
counseling opportunities by contacting 
your local SBA district office. 

Community Advantage Loans
	 The Community Advantage Pilot 
Program is aimed at helping lenders 
to assist entrepreneurs in underserved 
communities gain access to capital by 
opening up 7(a) lending to mission-
focused, community-based lenders 
— such as Community Development 
Financial Institutions (CDFIs), Certified 
Development Companies (CDCs), and 
microlenders — who provide technical 
assistance and economic development 
support in underserved markets. The 
applicants and lender each has SBA 
forms to complete before SBA can 
provide the lender with a determination 

on whether or not the request for 
guaranty is approved. Visit  
www.sba.gov/advantage for more 
information.

CERTIFIED DEVELOPMENT 
COMPANY LOAN PROGRAM 
(504 LOANS)
	 The 504 Loan program is an economic 
development program that supports 
American small business growth and 
helps communities through business 
expansion and job creation. The 504 
loan program provides long-term, fixed-
rate, subordinate mortgage financing 
for acquisition and/or renovation of 
capital assets including land, buildings 
and equipment.  Some refinancing is 
also permitted. Most for-profit small 
businesses are eligible for this program. 
The types of businesses excluded from 
7(a) loans (listed previously) are also 
excluded from the 504 loan program.
	 The SBA’s 504 Certified Development 
Companies (CDC) serve their 
communities by financing business 
expansion needs. Their professional 
staff work directly with borrowers to 
tailor a financing package that meets 
program guidelines and the credit 
capacity of the borrower’s business. 
	 CDCs work with banks and other 
lenders to make loans in first position 
on reasonable terms, helping lenders 
retain growing customers and provide 
Community Reinvestment Act credit.
	 The SBA 504 loan is distinguished 
from the SBA 7(a) loan program in 
these ways:

The maximum debenture, or long-term 
loan, is: 

• 	$5 million for businesses that create 
a certain number of jobs or improve 
the local economy;

• 	$5 million for businesses that 
meet a specific public policy goal, 
including veterans; and 

•		$5.5 million for manufacturers and 
energy related public policy projects.

   Recent additions to the program 
allow $5.5 million for each project 
that reduces the borrower’s energy 
consumption by at least 10 percent; 
and $5.5 million for each project that 
generates renewable energy fuels, such 
as biodiesel or ethanol production.  
Projects eligible for up to $5.5 million 
under one of these two requirements 
do not have to meet the job creation 
or retention requirement, so long as 
the CDC portfolio average is at least 
$65,000.

• 	Eligible project costs are limited 
to long-term, fixed assets such 
as land and building (occupied 
by the borrower) and substantial 
machinery and equipment.

• 	Most borrowers are required 
to make an injection (borrower 
contribution) of just 10 percent 
which allows the business to 
conserve valuable operating 
capital.  A further injection of 5 
percent is needed if the business 
is a start-up or new (less than two 
years old), and a further injection 
of 5 percent is also required if the 
primary collateral will be a single-
purpose building (such as a hotel).

• 	Two-tiered project financing:  A 
lender finances approximately 
50 percent of the project cost and 
receives a first lien on the project 
assets (but no SBA guaranty); A 
CDC (backed by a 100 percent 
SBA-guaranteed debenture) 
finances up to 40 percent of the 
project costs secured with a junior 
lien. The borrower provides the 
balance of the project costs.

• 	Fixed interest rate on SBA 
loan. The SBA guarantees 
the debenture 100 percent.  
Debentures are sold in pools 
monthly to private investors.  This 
low, fixed rate is then passed on to 
the borrower and establishes the 
basis for the loan rate.  

• 	All project-related costs can be 
financed, including acquisition 
(land and building, land and 
construction of building, 
renovations, machinery and 
equipment) and soft costs, such 
as title insurance and appraisals. 
Some closing costs may be 
financed.
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• 	Collateral is typically a 
subordinate lien on the assets 
financed; allows other assets to 
be free of liens and available to 
secure other needed financing.

• 	Long-term real estate loans are up 
to 20-year term, heavy equipment 
10- or 20-year term and are self-
amortizing.

Businesses that receive 504 loans are:
• 	Small — net worth under $15 

million, net profit after taxes under 
$5 million, or meet other SBA size 
standards.

• 	Organized for-profit.
• 	Most types of business — retail, 

service, wholesale or manufacturing.
	 For information, visit    
www.sba.gov/504.   

MICROLOAN PROGRAM  
(LOANS UP TO $50,000)
	 The Microloan program provides 
very small loans (up to $50,000) to 
women, low-income, minority, veteran, 
and other small business owners 
through a network of more than 100 
Intermediaries nationwide. Under 
this program, the SBA makes funds 
available to nonprofit intermediaries 
that, in turn, make the small loans 
directly to start-up and existing 
businesses. Entrepreneurs work directly 
with the Intermediaries to receive 
financing, and business knowledge 
support. The proceeds of a microloan 
can be used for working capital, or the 

purchase of furniture, fixtures, supplies, 
materials, and/or equipment. Microloans 
may not be used for the purchase of real 
estate. Interest rates are negotiated 
between the borrower and the 
Intermediary. The maximum term for 
a microloan is six years.  Because funds 
are borrowed from the Intermediary, 
SBA is not involved in the business loan 
application or approval process.  And, 
payments are made directly from the 
small business to the Intermediary.
	 The program also provides business-
based training and technical assistance 
to micro-borrowers and potential micro-
borrowers to help them successfully 
start or grow their businesses. Such 
training and technical assistance may 
include general business education, 
assistance with business planning, 
industry-specific training, and other 
types of training support. 
	 Entrepreneurs and small business 
owners interested in small amounts 
of business financing should contact 
the nearest SBA district office for 
information about the nearest Microloan 
Program Intermediary Lender or go to 
www.sba.gov/microloans.

SURETY BOND 
GUARANTEE PROGRAM
	 The Surety Bond Guarantee Program 
is a public-private partnership between 
the Federal government and surety 
companies to provide small businesses 

with the bonding assistance necessary 
for them to compete for public and 
private contracting and subcontracting 
opportunities. The guarantee provides 
an incentive for sureties to bond small 
businesses that would otherwise be 
unable to obtain bonding. The program 
is aimed at small businesses that lack 
the working capital or performance 
track record necessary to secure 
bonding on a reasonable basis through 
regular commercial channels.
	 Through this program, the SBA 
guarantees bid, payment, performance 
and ancillary bonds issued by surety 
companies for individual contracts and 
subcontracts up to $6.5 million. The 
SBA reimburses sureties between 70 
and 90 percent of losses sustained if a 
contractor defaults on the contract. On 
Federal contracts, SBA can guarantee 
bonds on contracts up to $10 million, if 
the contracting officer certifies that a 
guarantee would be in the best interest 
of the Government.
	 SBA has two program components, 
the Prior Approval Program and the 
Preferred Surety Bond Program. In 
the Prior Approval Program, the SBA 
guarantees 90 percent of surety’s paid 
losses and expenses on bonded contracts 
up to $100,000, and on bonded contracts 
greater than $100,000 that are 
awarded to socially and economically 
disadvantaged concerns, HUBZone 
contractors, and veterans, and 
service-disabled veteran-owned small 
businesses. All other bonds guaranteed 
in the Prior Approval Program receive 
an 80 percent guarantee. Sureties must 
obtain the SBA’s prior approval for 
each bond guarantee issued. Under the 
Preferred Program, the SBA guarantees 
70 percent, and sureties may issue, 
monitor and service bonds without the 
SBA’s prior approval. Small businesses, 
surety companies, and bond producers 
are invited to visit our website at 
www.sba.gov/osg. You may also call the 
program office at 202-205-6545.

SMALL BUSINESS 
INVESTMENT COMPANY 
PROGRAM
	 The Small Business Investment 
Company (SBIC) program is a multi-
billion dollar program founded in 1958, 
as one of many financial assistance 
programs available through the U.S. 
Small Business Administration.  The 
structure of the program is unique in 
that SBICs are privately owned and 
managed investment funds, licensed 
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and regulated by SBA, that use their 
own capital plus funds borrowed with 
an SBA guarantee to make equity 
and debt investments in qualifying 
small businesses. The funds raise 
private capital and can receive SBA-
guaranteed leverage up to three times 
private capital, with a leverage ceiling 
of $150 million per SBIC and $225 
million for two or more licenses under 
common control. Licensed SBICs are 
for-profit investment firms whose 
incentive is to share in the success 
of a small business. The U.S. Small 
Business Administration does not invest 
directly into small business through the 
SBIC Program, but provides funding 
through SBA guarantee debentures 
to qualified investment management 
firms with expertise in certain sectors or 
industries.

THE SMALL BUSINESS 
INNOVATION RESEARCH 
PROGRAM
	 The Small Business Innovation 
Research (SBIR) program is a highly 
competitive program that encourages 
domestic small businesses to engage 
in Federal Research/Research and 
Development (R/R&D) that has the 
potential for commercialization. 
Through a competitive awards-
based program, SBIR enables small 
businesses to explore their technological 
potential and provides the incentive to 
profit from its commercialization. By 
including qualified small businesses 
in the nation’s R&D arena, high-tech 
innovation is stimulated and the United 
States gains entrepreneurial spirit 
as it meets its specific research and 
development needs.

SBIR Program Eligibility
Only United States small businesses 
are eligible to participate in the SBIR 
program. An SBIR awardee must meet 
the following criteria at the time of 
Phase I and II awards:

1.	Organized for profit, with a place 
of business located in the United 
States;

2.	More than 50 percent owned 
and controlled by one or more 
individuals who are citizens of, or 
permanent resident aliens in, the 
United States, or by another for-
profit business concern that is more 
than 50% owned and controlled by 
one or more individuals who are 
citizens of, or permanent resident 
aliens in, the United States; and

3.	No more than 500 employees, 
including affiliates

4.	For awards from agencies using the 
authority under 15 U.S.C. 638(dd)
(1), an awardee may be owned and 
controlled by more than one VC, 
hedge fund, or private equity firm 
so long as no one such firm owns a 
majority of the stock. 

5.	Phase I awardees with multiple 
prior awards must meet the 
benchmark requirements for 
progress toward commercialization. 

SBIR-Participating Agencies
•		Department of Agriculture
•		Department of Commerce - 

National Institute of Standards and 
Technology

•		Department of Commerce - 
National Oceanic and Atmospheric 
Administration

•		Department of Defense
•		Department of Education
•		Department of Energy
•		Department of Health and Human 

Services
•		Department of Homeland Security
•		Department of Transportation
•		Environmental Protection Agency
•		National Aeronautics and Space 	

Administration
•		National Science Foundation

	 For additional information visit 
www.sbir.gov. 
     

SMALL BUSINESS 
TECHNOLOGY TRANSFER 
PROGRAM
	 Small Business Technology Transfer 
(STTR) is another program that 
expands funding opportunities in 
the federal innovation research and 
development (R&D) arena. Central to 
the program is expansion of the public/
private sector partnership to include 
the joint venture opportunities for 
small businesses and nonprofit research 
institutions. The unique feature of 
the STTR program is the requirement 
for the small business to formally 
collaborate with a research institution 
in Phase I and Phase II. STTR’s most 
important role is to bridge the gap 
between performance of basic science 
and commercialization of resulting 
innovations.

STTR Program Eligibility
	 Only United States small businesses 
are eligible to participate in the STTR 
program. The small business must meet 
all of the following criteria at time of 
award:

•		Organized for profit, with a place 
of business located in the United 
States;

•		At least 51 percent owned 
and controlled by one or more 
individuals who are citizens of, or 
permanent resident aliens in, the 
United States, and;

•		No more than 500 employees, 
including affiliates.

	 The nonprofit research institution 
must also meet certain eligibility 
criteria:

•		Located in the US
•		Meet one of three definitions:
•		Nonprofit college or university
•		Domestic nonprofit research 

organization
•		Federally funded R&D center 

(FFRDC)
	 STTR differs from SBIR in three 
important aspects:

1.	The SBC and its partnering 
institution are required to 
establish an intellectual property 
agreement detailing the allocation 
of intellectual property rights 
and rights to carry out follow-
on research, development or 
commercialization activities.

2.	STTR requires that the SBC 
perform at least 40% of the R&D 
and the single partnering research 
institution to perform at least 30% 
of the R&D.

3.	Unlike the SBIR program, STTR 
does not require the Principal 
Investigator to be primarily 
employed by the SBC.

STTR-Participating Agencies
	 Each year, Federal agencies with 
extramural research and development 
(R&D) budgets that exceed $1 billion 
are required to reserve 0.3% of the 
extramural research budget for STTR 
awards to small businesses. These 
agencies designate R&D topics and 
accept proposals. Currently, five 
agencies participate in the STTR 
program:

•		Department of Defense
•		Department of Energy
•		Department of Health and Human 

Services
•		National Aeronautics and Space 

Administration
•		National Science Foundation

	 For additional information visit 
www.sbir.gov. 
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	 The old adage “time is money” is 
perhaps one of the most pertinent 
statements that you can apply to 
small business owners. Whether 
you’re starting a business or managing 
a growing one, entrepreneurs and 
business owners wear many hats and 
have many questions:

•		What laws and regulations apply 
to my business?

•		How do I start to write a business 
plan?

•		Where can I get help with X, Y 
and Z?

	 Many of us invariably turn to our 
networks and the Internet to find 
answers. But how can you trust that 
the information you are getting is truly 
applicable to your business and, let’s 
face it, even accurate?
	 As part of its mission to help 
business owners start, succeed and 
grow, SBA, through the SBA.gov 
website has developed numerous 
online tools and guides to help 
small businesses get information 
and answers they need quickly and 
efficiently. For example, these 
10 Steps to Starting a Business 
and these 10 Steps to Hiring your 
First Employee guides are essential 
reading. Then there are the Licenses 
and Permits Search Tool and the 
Loans and Grants Search Tool.

New Online Tools to Help Business Owners 
Plan, Manage and Grow
	 Over the past couple of months, the 
SBA has expanded its capacity and 
selection of tools and information that 
business owners need by developing 
a whole range of new online features! 
Check them out:

1. 		 Get to Know Your Market and 
Competition Better with the SizeUp Tool

		 Want to know how your business 
stacks up against the competition? 
Where your potential competitors 
are located? Where the best places 
are to advertise your business? 
These are all critical inputs 
for your business plan and can 
also help back up any financing 
applications.

		
		 Now with the new SizeUp tool you 

can crunch millions of data points 
and get customizable reports and 
statistics about your business and 
its competition. Just enter your 
industry, city, state and other 

details. SizeUp then runs various 
reports and provides maps and 
data related to your competition, 
suppliers and customers. It also 
highlights potential advertising 
opportunities.

2. 	 Build a Business Plan Tool
		 Business planning can seem a 

daunting task, but it doesn’t have 
to be that way. To help you plan 
and steer your business, this new 
“Build a Business Plan” tool 
guides you through the process 
of creating a basic, downloadable 
business plan. The great thing 
about it is you can build a plan in 
smaller chunks of time, save your 
progress and return at your leisure.

		 To use the tool, simply log into 
SBA.gov and enter information 
into a template for each section 
of the business plan including, 
market analysis, company 
description and financial 
projections. The tool is secure 
and confidential and will keep 
your plan on record for up to 
six months. You can also save, 
download or email the plan at any 
time. 

3. 	Size Standards Tool - Find Out Fast if You 
Qualify for Government Contracts

		 In order to be eligible to sell to 
the government and compete 
for small business “set-aside” 
contracts, business owners had to 
rummage through various rules 
and matrices to find out if their 
business is truly “small” according 
to SBA size standards. Now, 
with this new Size Standards 
Tool, you can follow three simple 
steps to cut through the guesswork 
and quickly find out if you qualify 
for government contracting 

opportunities. SBA also offers 
other resources including 
government contracting 
training courses, and guides 
to help you register as a 
contractor.

4. 	 Events Calendar - Locate Business 
Training and Seminars

		 SBA and its partners, including 
Small Business Development 
Centers, Women’s Business 
Centers, and SCORE, hold 
hundreds of small business 
training seminars and workshops 
across the country. Until now, 
there was no single repository 
for these events. Now, with 
SBA’s Events Calendar, you 
can quickly find and sign up for 
training. Enter a date range and/
or zip code to locate events in your 
area. Results are filtered by topic 
such as “starting a business,” 
“managing a business,” “business 
planning,” and “financing a 
business.”

SBA ONLINE: WEB-BASED TOOLS FOR BUSINESS OWNERS
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	 SBA Loan Programs for Businesses 
	 Ways Borrowers Can Use The Money
	 (Information current as of 2/25/2014)

Program Who Qualifies Use of Proceeds Maturity Maximum Loan 
Amount

Structure Benefit to 
Borrower

Basic 7(a) For-profit 
businesses that 
can meet SBA’s 
size standards, 
nature of business, 
use of proceeds, 
credit elsewhere, 
and other 
miscellaneous 
eligibility factors.

Acquire land; purchase 
existing building; convert, 
expand or renovate 
buildings; construct new 
buildings; acquire and 
install fixed assets; acquire 
inventory; purchase supplies 
and raw materials; purchase 
a business, start a business, 
leasehold improvements, 
term working capital; and 
under certain conditions 
to refinance certain 
outstanding debts.

Based on the use 
of proceeds and 
borrower’s ability 
to repay.  Not 
based on collateral. 
Maximum maturity: 
10 years for 
working capital 
(seven years is 
common), 10 years 
for fixed assets, 
25 years for real 
estate.

A basic 7(a) can 
be for as much 
as $5 million.  
SBA’s limit to any 
one business is 
$3.75 million so a 
business can have 
multiple loans 
guaranteed by 
SBA but the SBA 
portion cannot 
exceed $3.75 
million.

Term loans with one 
monthly payment of 
principal and interest 
(P&I).  Borrower 
contribution required. 
Interest rate depends 
upon how lender 
applies for guaranty 
(see lender program 
chart), Cannot 
revolve, no balloon or 
call provisions.

Obtains 
financing not 
otherwise 
available,  
fixed maturity, 
available when 
collateral is 
limited. Can 
establish 
or re-affirm 
relationship 
with lender.

International 
Trade Loan 
(ITL)

Same as basic 
7(a). Plus, 
business must 
be engaged 
or preparing 
to engage in 
exporting or be 
adversely affected 
by competition 
from imports.

Acquire, renovate, 
modernize facilities or 
equipment used in making 
products or services 
to be exported.Plus, 
for permanent working 
capital and to refinance 
business debts currently on 
unreasonable terms.

Same as basic 7(a). Same as basic 
7(a), but when 
borrower has 
both international 
trade and working 
capital loans, 
guaranteed by the 
SBA, the limit to 
any one business 
can be 
$4 million.

Same as basic 7(a). Same as basic 
7(a). Plus, 
long-term 
financing for 
export related 
fixed assets 
and working 
capital.

Export 
Working 
Capital 
Loans 
(EWCP)

Same as basic 
7(a). Plus, must 
be in business one 
year and engaged 
or preparing 
to engage in 
exporting.

Short-term working capital 
for export purposes, 
including ability to support 
an Export Stand-By Letter 
of Credit.

Can be up to 
a maximum of 
36 months but 
generally 12 
months or less.  

Same as basic 
7(a). 

Finance single or 
multiple transactions.  
Interest paid monthly, 
principal paid as 
payments from items 
shipped overseas 
are collected.  Can 
be renewed annually.  
Extra fees apply. 
Percentage of 
guaranty up to 90%. 
Generally revolving.  

Provides 
American 
exporters with 
line of credit 
that can be 
separated 
from domestic 
operations line 
of credit.

Seasonal 
CAPlines

Same as basic 
7(a). Plus, in 
business for at 
least one year and 
can demonstrate 
seasonal financing 
needs.

To finance the seasonal 
increases of accounts 
receivable, inventory and 
labor.

10 years Same as basic 
7(a).

Short-term financing 
for seasonal activities 
to be repaid at the 
end of the season 
when payment for the 
seasonal activity is 
made to business.

Provides 
opportunity 
for seasonal 
businesses to 
get seasonal 
financing not 
otherwise 
available.

Contract 
CAPlines

Same as basic 
7(a). Plus, 
will perform 
on contract or 
purchase order for 
some third party 
buyer.

To finance the cost of one 
or more specific contract, 
sub-contract, or purchase 
order, including overhead or 
general and administrative 
expenses, allocable to the 
specific contract(s).

10 years Same as basic 
7(a). 

Short-term financing 
for performance of 
approved contract, 
sub-contract, or 
purchase order to be 
repaid when payment 
for the activity is 
made to business. 
Can be revolving or 
not.

Provides 
opportunity 
for contractors 
and sub-
contractors to 
get financing 
not otherwise 
available.
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Program Who Qualifies Use of Proceeds Maturity Maximum Loan 
Amount

Structure Benefit to 
Borrower

Builders 
CAPlines

Same as basic 
7(a). Plus, building/
renovating 
residential or 
commercial 
structure for 
re-sale without 
knowing buyer at 
time of approval.

For the direct expenses 
related to the construction 
and/or “substantial” 
renovation costs of specific 
residential or commercial 
buildings for resale, 
including labor, supplies, 
materials, equipment rental, 
direct fees.  The cost of land 
is potentially eligible.

Maximum of 
three years to 
disburse and 
build or renovate.  
Extension possible 
to accommodate 
sale.

Same as basic 
7(a).

Short-term financing 
to build or renovate 
home or building for 
sale to unknown third 
party. “Substantial” 
means rehabilitation 
expenses of more 
than one-third of the 
purchase price or fair 
market value at the 
time of application.  
Can be revolving or 
not.

Provides 
opportunity for 
residential and 
commercial 
builders to 
get financing 
not otherwise 
available.

Working 
Capital 
CAPlines

Same as basic 
7(a). Plus, 
business needing 
short term 
revolving line of 
credit.

For short-term working 
capital and operating 
needs. Proceeds must not 
be used to pay delinquent 
withholding taxes or similar 
trust funds (state sales 
taxes, etc.) or for floor 
planning.

10 years Same as basic 
7(a).

Lender has latitude 
with structuring 
principal payments.    
Borrower should 
discuss with lender.  
Must be revolving.  
Extra fees apply.

Provides 
opportunity for 
businesses 
that sell on 
credit to get 
revolving 
financing not 
otherwise 
available.

Lender 
Structured 
Line of 
Credit

Businesses 
needing a line of 
credit.

Working capital If revolving, seven-
year maximum, 
including term out 
period.

Depends upon 
how the lender 
chooses to 
apply for an 
SBA Guaranty.  
Generally up to 
$350,000.

Structure is 
established by 
individual lender.

Has availability 
for a line of 
credit to help 
with the short-
term cash 
needs of the 
business.

Non-7(a) Programs
504 Loan 
Program

Businesses 
that can meet 
the SBA’s size 
standards, nature 
of business, use 
of proceeds, 
credit elsewhere, 
and other 
miscellaneous 
factors.

For the acquisition of 
long-term fixed assets, 
equipment with a useful 
life of at least 10 years; 
refinance loan-term fixed 
asset debt under certain 
conditions; working capital 
under certain conditions;  to 
reduce energy consumption; 
and to upgrade renewable 
energy sources.

Based on the use of 
proceeds.
Twenty years for 
real estate.
Ten years for 
machinery and 
equipment.

Based on the use 
of proceeds.
Twenty years for 
real estate.
Ten years for 
machinery and 
equipment.

Loans packaged 
by Certified 
Development 
Companies (CDC) 
and designed to 
finance 
up to 40 percent of a 
“project 1” secured 
with a 2nd position 
lien. Another loan 
from a third party 
lender financing up 
to 50 percent of the 
same project secured 
in 1st position, and 
borrower contribution 
of at least 10 percent.  
Extra contributions 
for special purpose 
properties and new 
businesses.

Fees under 
3 percent, 
long-term 
fixed rate, 
low borrower 
contribution, 
full 
amortization 
with no call 
or balloon 
conditions.

Microloan 
Program

Similar to basic 
7(a). Plus, start-up 
nonprofit child-care 
businesses.

Similar to basic 7(a). Plus, 
funds to establish nonprofit 
child-care centers.

Shortest term 
possible, not to 
exceed six years.

$50,000 to the 
small business at 
any given time.

The SBA provides 
a loan to a nonprofit 
micro-lender called 
an “intermediary” who 
uses the proceeds 
to make microloans 
to small businesses. 
Technical assistance 
can also be provided.

Direct loan 
from nonprofit 
intermediary 
lender, fixed- 
rate financing, 
can be very 
small loan 
amounts, 
and technical 
assistance is 
available.

1 	 “Project” is the purchase or lease, and/or improvement or renovation of long term fixed assets by a small business, with 504 financing, for use in its business operations.
All SBA programs and services are extended to the public on a nondiscriminatory basis.
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	 Lender’s Program Chart 
	 Ways Lenders Can Request Guarantees
	 (Information current as of 2/25/2014)

The chart below explains the rules for lenders for various SBA-backed loans to borrowers.
Processing 

Program
Which Lenders 

Qualify
Types of Use of 

Proceeds Loans that 
can be Guaranteed

Maximum Allowable 
Interest Rates

Eligibility Analysis Credit 
Analysis

Maximum Loan 
Amount

Standard 
Processing

Lenders that 
have an executed 
participation 
agreement with 
the SBA.

Basic 7(a). International 
trade, export working 
capital, all CAPlines, 
dealer floor plan.

Base rate is Wall 
Street 
Journal prime, LIBOR* 
one month rate plus 
3 percent, or SBA Peg  
rate. Plus, an allowable 
spread from 2.25 to 
2.75 percent based on 
term. Lender can add 
2 percent if loan is 
$25,000 or less, and 
1 percent if $25,001 to 
$50,000. Can be fixed 
or variable.

Lender completes 
eligibility questionnaire 
and SBA reviews 
eligibility during loan 
processing.

Lender to cover 
all aspects of 
prudent credit 
analysis with 
emphasis on 
applicant’s ability 
to repay loan 
from operation. 
SBA conducts 
analysis of 
lender’s work.

Maximum loan 
$5 million.
Loans up to 
$150,000 
guaranteed up to 
85 percent; loans 
over $150,000 
guaranteed up to 
75 percent.
Business with 
multiple SBA 
loans may get 
some variations.

Certified 
Lender 
Program 
(CLP) 
Processing

Same as 
Standard 7(a). 
Plus, an executed 
CLP agreement.

Same as Standard 
processing except no 
policy exceptions.

Same as Standard 
7(a).

Same as Standard 
7(a).

Same as 
Standard 7(a) 
except SBA 
reviews lender’s 
work, not a re-
analysis.

Maximum loan 
$5 million.
Guaranty 
percentage same 
as Standard 7(a).

Preferred 
Lender 
Program 
(PLP) 
Processing

Same as 
Standard 7(a). 
Plus, an executed 
PLP agreement.

Same as Standard 
processing except 
restrictions on loans 
involving some types of 
debt refinancing.

Same as Standard 
7(a).

Lender completes 
Eligibility Checklist 
(SBA Form 7).

Delegated to 
lender.

Maximum loan 
$5 million.
Guaranty 
percentage same 
as Standard 7(a).

SBA 
Express 
Processing

Same as 
Standard 
7(a). Plus, an 
executed SBA 
 Express 
agreement.

Basic 7(a) with 
restrictions on 
some types of debt 
refinancing. Plus, lender 
structured term and 
revolving loans.

If $50,000 or less, 
cannot exceed prime 
+ 6.5 percent. If over 
$50,000, cannot 
exceed prime + 4.5 
percent. Prime may be 
lender prime.

Lender completes SBA 
Form 1920SX (Part C) 
“Eligibility Information.” 

Delegated to 
lender.

Maximum loan 
$350,000.
Guaranty 
percentage 
50 percent.

Export 
Express 
Processing

Same as 
Standard 
7(a). Plus, an 
executed 
Export Express 
Agreement.

Similar to export working 
capital loans and 
international trade loans 
which meet export 
related eligibility criteria.

If $50,000 or less, 
cannot exceed prime 
+ 6.5 percent. If over 
$50,000, cannot 
exceed prime + 4.5 
percent.  Prime may be 
lender prime.

Lender completes SBA 
Form 1920SX (Part C) 
“Eligibility Information.”

Delegated to 
lender.

Maximum loan 
$500,000.
Guaranty 
percentage same 
as Standard 7(a).

Community 
Advantage

Same as 
Standard 7(a). 
Plus, an 
executed 
Community 
Advantage 
Agreement.

Basic 7(a) except 
restrictions on some 
types of refinancing.

Prime plus 6 percent. Non-Delegated 
Lenders complete SBA 
Form 2301 (Part C).
Delegated Lenders 
complete SBA Form 
2301 (Part D).

Similar to 
Standard 7(a) 
except credit 
factors to 
consider are 
more defined.

Maximum loan 
$250,000.
Guaranty 
percentage same 
as Standard 7(a).

All SBA programs and services are extended to the public on a nondiscriminatory basis. 	 * London InterBank Offered Rate
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	 The U.S. government is the largest 
single purchaser of goods and services 
in the world, buying everything from 
armored tanks to paper clips. Every 
year, the federal government awards 
more than $500 billion in contracts, and 
a significant share of those contracts are 
specifically allotted to small businesses.
	 The Small Business Administration 
works with agencies to award at least 
23 percent of all prime government 
contracts to small businesses, with 
specific statutory goals for small 
business, small disadvantaged 
businesses (SDB), businesses that 
are women-owned (WOSB) or service-
disabled veteran-owned (SDVOSB), 
and businesses that are located in 
historically underutilized business zones 
(HUBZone firms).
	 The agency ensures that small 
businesses have access to long-lasting 
development opportunities, which 
means working with small businesses 
to help them stay competitive, as 
well as encouraging federal agencies 
to award more contracts to small 
businesses. The SBA provides outreach 
programs, matchmaking events, and 
online training opportunities; and 
helps agencies identify contracting 
opportunities for small businesses.

HOW GOVERNMENT 
CONTRACTING WORKS
Sealed bidding vs. Negotiation
	 There are two contracting methods the 
government uses to purchase goods and 
services, sealed bidding and negotiation. 
The first method, sealed bidding, 
involves the issuance of an invitation 
for bid by a procuring agency. Under 
the sealed bidding method, a contract is 
awarded to a responsible bidder whose 
bid, conforms to the requirements of a 
solicitation (Invitation for Bids (IFB)) 
that will be most advantageous to the 
government, considering only price and 
the price-related factors included in the 
IFB.  The second method, negotiation, 
involves issuing a request for proposal 
(RFP) or request for quotation (RFQ). 
The business with the best proposal in 
terms of technical content, best value, 
price and other factors generally wins 
the contract.

Types of Contracts
	 Firm fixed-price contracts place 
the full responsibility for the costs 
and risk of loss on the contractor. 
Firm fixed-price contracts do not 
permit any adjustment on the basis 
of the contractor’s costs during the 
performance of the contract. It provides 

maximum incentive for the contractor 
to control costs and perform effectively 
and imposes a minimum administrative 
burden upon the contracting parties. 
This type of contract is used in all 
sealed bid and some negotiated 
procurements. 
	 Cost reimbursement contracts provide 
for the payment of allowable costs 
incurred by the contractor, to the extent 
stated in the contract. The contract 
establishes a ceiling price, above which 
a contractor may not exceed without the 
approval of the contracting officer. Cost 
reimbursement contracts are commonly 
used in research and development 
contracts.
	 Some contracts do not fit neatly into 
these two categories, such as time 
and material contracts (prices for 
hourly wages are fixed but the hours 
are estimated) and letter contracts 
(authorizes a contractor to begin work 
on an urgent requirement).

Small Business Set-Asides
	 A “set-aside” for small businesses 
reserves an acquisition exclusively 
for small business participation. 
This includes HUBZone Certified  
small businesses, SBA 8(a) Certified 
small businesses, Service-Disabled 
Veteran-Owned small businesses and 

CONTRACTING
Applying for Government Contracts
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Economically Disadvantaged/Women-
Owned small businesses in specific 
industries.  There are two ways in 
which set-asides can be determined. 
First, if an acquisition of goods or 
services has an anticipated dollar value 
of at least $3,000 but not exceeding 
$150,000, it is automatically reserved 
for small businesses. The acquisition 
will be set aside only if the contracting 
officer determines there are two or more 
responsible small businesses that are 
competitive in terms of  prices, quality 
and delivery. Second, if an acquisition 
for  goods or services is estimated 
at more than $150,000, and it is 
determined that  offers will be obtained 
from  two or more responsible small 
businesses,  at a fair market price, 
the acquisition is reserved exclusively 
for small business participation. 
Reasonable expectations of small 
business competition may be evaluated 
using past acquisition history of an item 
or similar items.
	 There are several exceptions and 
unique rules for specific kinds of 
small businesses and industries. For 
Research and Development (R&D) 
small business set-asides, there 
must be reasonable expectation of 
obtaining from small businesses the 
best scientific and technological sources 
consistent with the requirements of 
the proposed acquisition. For small 
business set-asides other than for 
services or construction services, any 
business proposing to furnish a product 
that it did not manufacture must 
furnish the product of a small business 
manufacturer unless the SBA has 
granted either a waiver or exception 
to this requirement, referred to as the 
Non-manufacturer rule.  In industries 
where the SBA finds that there are no 
small business manufacturers, it may 
issue a waiver to the non-manufacturer 
rule. Waivers permit small businesses 
dealers or distributors to provide any 
domestic firm’s product.    

Subcontracting
	 Subcontracting opportunities are a 
great resource for small businesses, 
especially for those not ready to bid as 
prime contractors.  Experience gained 
from subcontracting with a federal 
prime contractor can better prepare 
businesses to bid for prime contracts.
	 Current regulations stipulate that 
for contracts offering subcontracting 
opportunities over $650,000 for 
goods and services, or $1.5 million 
for construction must offer  the 
maximum practicable subcontracting 
opportunities to small businesses. 
In addition, potential large business 

prime contractors must submit a 
subcontracting plan with their proposal 
describing how they will successfully 
maximize subcontracting opportunities 
to small businesses.
	 To find subcontracting opportunities, 
a list of federal prime solicitations is 
listed under the U.S. Small Business 
Administration Subcontracting Network 
(SUBNET) web.sba.gov/subnet/search/
index.cfm and through the General 
Services Administration (GSA) at 
www.gsa.gov/portal/content/101195.  
Research the list of prime contractors 
and determine which are best suited 
to your business. Develop a marketing 
strategy, and then contact the Small 
Business Liaison Officer (SBLO) 
listed for each prime to schedule an 
appointment.

SBA CONTRACTING 
PROGRAMS
HUBZONE
	 The Historically Underutilized 
Business Zones (HUBZone) program 
helps small businesses located in 
distressed urban and rural communities 
gain access to federal set-aside contracts 
and sole source contracts, as well as a 
price evaluation preference in full and 
open contract competitions. There is 
a statutory goal that HUBZone small 
business concerns be awarded not less 
than 3 percent of the total value of all 
prime contract and subcontract awards. 
The HUBZone program also establishes 
preference for award of federal contracts 
to small businesses in these areas. To 
qualify for the program, a business 
(except those that are tribally-owned) 
must meet the following criteria:    

•		It must be a small business by SBA 
size standards 

•		It must be owned and controlled at 
least 51 percent by U.S. citizens, 
or a Community Development 
Corporation (CDC), an agricultural 
cooperative, or an Indian tribe 

•		Its principal office must be located 
within a “Historically Underutilized 
Business Zone,” which includes 
lands considered “Indian Country” 
and military facilities closed by the 
Base Realignment and Closure Act 

•		At least 35 percent of its employees 
must reside in a HUBZone.

   Note: Different rules apply for 
Tribal Governments, Alaska Native 
Corporations, Community Development 
Corporations and small agricultural 
cooperatives. These are delineated 
in Title 13 of the Code of Federal 
Regulations, Part 126.

   Existing businesses that choose to 
move to qualified areas are eligible to 
apply for certification provided they 
meet all the eligibility requirements. To 
fulfill the requirement that 35 percent 
of a HUBZone firm’s employees reside 
in a HUBZone, employees must live in a 
primary residence at a place for at least 
180 days, or as a currently registered 
voter, and with intent to live there 
indefinitely.
	 The SBA is responsible for:

•		Determining whether or not 
individual concerns are qualified 
HUBZone small business concerns;

•		Maintaining a list of qualified 
HUBZone small business concerns 
for use by acquisition agencies 
in awarding contracts under the 
program;

•		Adjudicating protests and appeals 
of eligibility to receive HUBZone 
contracts.

	 For additional information, visit 
www.sba.gov/hubzone.

8(a) BUSINESS DEVELOPMENT 
PROGRAM
	 The 8(a) Business Development 
program is a nine-year program 
established to assist eligible socially and 
economically disadvantaged individuals 
to develop and grow their businesses. 
Business development assistance 
includes one-on-one counseling, training 
workshops, match-making opportunities 
with federal buyers and other 
management and technical guidance. 
There is a statutory requirement that 
small disadvantaged business concerns 
be awarded not less than 5 percent of 
the total value of all prime contract 
awards. All firms that become eligible 
for SBA’s 8(a) business development 
assistance are also considered small 
disadvantaged business concerns for the 
purpose of federal contracting.   
   To be eligible for the 8(a) Business 
Development program, a business must 
meet the following criteria:

•		It must be a small business by SBA 
size standards;

•		It must be owned (at least 51 
percent) by one or more individuals 
who qualify as socially and 
economically disadvantaged, and 
who are U.S. citizens of good 
character;

•		It must be controlled, managed, 
and operated full-time by one or 
more individuals who qualify as 
disadvantaged, and;
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•		It must demonstrate potential 
for success (generally by being in 
business for at least two full years)  
and have the capacity to perform on 
government and non-government 
contracts before applying.

	 Socially disadvantaged individuals 
are those who have been subjected to 
racial or ethnic prejudice or cultural 
bias because of their identity as a 
member of a group without regard 
to their individual capabilities. The 
following individuals are presumed 
to be socially disadvantaged: Black 

Americans, Native Americans, Alaska 
Natives or Native Hawaiians, Hispanic 
Americans, Asian Pacific Americans, 
and Subcontinent Asian Americans. 
An individual who is not a member 
of one of these groups must establish 
individual social disadvantage by a 
preponderance of evidence.  
	 Economically disadvantaged 
individuals are socially disadvantaged 
individuals whose ability to compete 
in the free-enterprise system has been 
impaired due to diminished capital 
and credit opportunities as compared 

to others in the same or similar 
line of business who are not socially 
disadvantaged.
	 Firms owned by Alaska Native 
Corporations, Indian tribes, Native 
Hawaiian organizations, and 
Community Development Corporations 
can also apply to the SBA for 8(a) 
business development assistance.
	 So that approved firms can obtain 
training, counseling, and business 
development assistance, SBA designates 
a staff person at a local SBA district 
office, geographically near the business 
to coordinate the firm’s business 
development assistance.
	 SBA is responsible for:

•		Determining whether a business 
qualifies for the 8(a) Business 
Development program;

•		Determining whether a business 
continues to qualify, during the 
nine-year term;

• 	Approving Mentor/Protégé 
agreements between 8(a) firms and 
large businesses;

•	 Providing technical guidance and 
business development assistance 
during the nine-year term.

	 For additional information, visit  
www.sba.gov/8a.

PROCUREMENT TECHNICAL 
ASSISTANCE CENTERS
(PTACs)
   Doing business with the government 
is a big step to growing your business.
Procurement Technical Assistance 
Centers (PTACs) provide local, 
in-person counseling and training 
services for you, the small business 
owner. They are designed to provide 
technical assistance to businesses that 
want to sell products and services to 
federal, state, and/or local governments. 
PTAC services are available either 
free of charge, or at a nominal cost. 
PTACs are part of the Procurement 
Technical Assistance Program, which is 
administered by the Defense Logistics 
Agency
What can a PTAC do for you?

•		Determine if your business is ready 
for government contracting.

		 Pursuing government contracts is 
a challenge, and can be burden for 
your company if you do not have 
the resources or maturity to handle 
a contract. A PTAC representative 
can sit with you one-on-one and 
determine if your company is ready, 
and how to position yourself for 
success.

•		Help you register in the proper 
places. There are numerous 
databases to register with to get 

	 To be eligible to bid on a federal 
contract, you must know your 
business. Answer the following three 
questions:

1. Are you a small business?
	 Is your small business:

•		Organized for profit?
•		Located in the U.S.?
•		Operated primarily within the 

U.S. or making a significant 
contribution to the U.S. economy 
through payment of taxes or use of 
American products, materials, or 
labor?

•		Independently owned and 
operated? 

•		Not dominant in the field of 
operation in which it is bidding for 
government contracts?

•		A sole proprietorship, partnership, 
corporation, or any other legal 
form?

	 If the first six criteria apply to your 
business, ask yourself the second 
important question to find out if 
your business meets size standard 
requirements.   

2. What is the size standard for your 
business?
	 Size standards are used to 
determine whether a business is small 
or “other than small.” Size standards 
vary depending upon the industry. 
To determine the size standard for 
your business, you will need a North 
American Industry Classification code 
(NAICS). Every federal agency uses 
these codes when considering your 
business. To determine your NAICS 
code, go to www.census.gov/eos/www/naics/.  
Some SBA programs require their 
own unique size standards. To find out 
more about these requirements and 
other size standard information, go to 
www.sba.gov/size.

3. Do you fall under a specific 
certification?
	 Under the umbrella of “small 
business,” SBA has outlined several 
specific certifications that businesses 
may fall under. These certifications 
are divided into two categories:  

SBA-Certified and Self-Certified.
	 The SBA-Certified Programs were 
created to assist specific businesses 
in securing federal contracts and 
therefore can only be issued by SBA 
administrators. For the Self-Certified 
Programs, you can determine for 
yourself if your business meets the 
requirements by referring to the 
Federal Acquisition Regulation (FAR).
	 Just as Congress has given federal 
agencies a goal of procuring 23 
percent of federal contracts from 
small businesses, so too must federal 
agencies meet specific contracting 
goals for other categories of small 
firms. These goals are:

•		23 percent of contracts for Small 
Businesses

•		5 percent of contracts to Small 
Disadvantaged Businesses

•		5 percent to Women-Owned Small 
Businesses

•		3 percent to Service-Disabled 
Veteran-Owned Small Businesses

•		3 percent to HUBZone Small 
Businesses  

	 Federal agencies have a strong 
incentive to fulfill these contracting 
goals. You should apply for those 
SBA-Certified and Self-Certified 
programs for which you qualify 
to take advantage of contracting 
opportunities.

WHAT YOU SHOULD KNOW 
ABOUT YOUR BUSINESS
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involved with the government 
marketplace, including the 
Department of Defense’s System for 
Award Management (SAM), GSA 
Schedules, and other government 
vendor sites.

•		See if you are eligible in any small 
business certifications. Some 
government contracts are set 
aside for certain businesses that 
have special certifications, such as 
woman-owned, minority-owned, and 
HUBZone. A PTAC representative 
can help you obtain these 
certifications, if you are eligible, 
allowing for more government 
contract opportunities.

•		Research past contract 
opportunities. A PTAC 
representative can look into past 
contracts, to see what types of 
contracts have been awarded to 
businesses like yours.

   In addition, a PTAC can help you 
identify and bid on a contract, and if you 
are awarded the contract, continue to 
provide you support through measuring 
your performance and helping with your 
contract audits. Don’t hesitate to find 
the PTAC near you today to get started 
in government contracting or to improve 
your success.

SMALL DISADVANTAGED 
BUSINESS  
	 A Small Disadvantaged Business 
(SDB) is defined as a small business 
that is at least 51 percent owned and 
controlled by one or more individuals 
who are socially and economically 
disadvantaged.
	 There is a federal government-wide 
goal of awarding at least 5 percent of 
prime contracting dollars to SDBs each 
year.  Large prime contractors must 
also establish a 5% subcontracting goal 
for SDBs in their subcontracting plans 
which includes SBA 8(a) certified small 
businesses .
	 Firms self-certify as SDB in the 
federal data base called the System for 
Award Management (SAM) without 
submitting any application to the SBA; 
however, firms approved by the SBA 
into the 8(a) Business Development 
Program are automatically certified as 
an SDB. To self certify, firms should 
access the website: www.sba.gov/sdb. 
By reading the information contained 
therein you will be given guidance as to 
what steps are required.

SERVICE-DISABLED VETERAN-
OWNED SMALL BUSINESS 
	 The Service-Disabled Veteran-
Owned Small Business (SDVOSB) 
program has a federal government-wide 
goal of awarding at least 3 percent 
of prime and subcontracting dollars 
to Service-Disabled Veteran-Owned 
Small Businesses each year. Large 
prime contractors must also establish  
a subcontracting goal for SDVOSBs 
in their subcontracting plans. These 
subcontracting goals are reviewed at 
time of proposal by both the contracting 
officer and the SBA prior to the award 
of a contract.
	  While the SBA does not certify 
companies as SDVOSBs, SDVOSB 
protest process is administered by 
SBA to ensure that only businesses 
owned by service-disabled veterans 
receive contracts reserved exclusively 
for them. When a business’s SDVOSB 
self-certification is challenged, the 
SBA determines if the business meets 
the status, ownership and control 
requirements.
	 To determine your eligibility, 
contact your local veterans’ business 

development officer, visit the 
various program websites, or contact 
SBA’s Office of Veterans Business 
Development at www.sba.gov/about-
offices-content/1/2985.

WOMEN-OWNED 
SMALL BUSINESS 
FEDERAL CONTRACT PROGRAM
	 On October 7, 2010, the SBA 
published a final rule effective February 
4, 2011, aimed at expanding federal 
contracting opportunities for women-
owned small businesses.  The Women-
Owned Small Business (WOSB) 
Federal Contract Program authorizes 
contracting officers to set aside certain 
federal contracts for eligible women-
owned businesses and economically 
disadvantaged women-owned small 
businesses (EDWOSB) in industries 
where it has be determined  WOSBs 
and EDWOSBs are underrepresented..  
	 To be eligible, a firm must be at least 
51 percent owned or controlled by one or 
more women.  The women must be U.S. 
citizens and  the WOSB or EDWOSB 
must be “small” under  its primary 
industry in accordance with SBA’s size 
standards established for under the 
North American Industry Classification 
code assigned to that industry.  To be 
deemed “economically disadvantaged” 
its owners must demonstrate economic 
disadvantage in accordance with the 
requirements set forth in the final rule.  
For additional information, visit 
www.sba.gov/wosb.
	 Protests under the WOSB Federal 
Contract Program are also administered 
by the SBA. When a company’s WOSB 
or economically disadvantaged WOSB 
self-certification is challened, the 
SBA determines if the business meets 
ownership and control requirements.
	 Large prime contractors must also 
establish a subcontracting goal for 
Woman-Owned Small Businesses in 
their Subcontracting Plans.  These 
subcontracting goals are reviewed at 
time of proposal by both the contracting 
officer and the SBA prior to the award 
of a contract.
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  Once you have identified the important 
information regarding your business, it is 
time to start the process of procuring a 
government contract.
1. Identify your DUNS (Data Universal 
Numbering System) Number
To register your business, obtain a 
DUNS number used to identify and track 
millions of businesses. You can 
obtain your free DUNS number when 
registering with the System for Award 
Management. Log on to www.sam.gov
for  more information or by contacting
Dun & Bradstreet at www.dnb.com.
2.		Identify your EIN 
(Employer Identification Number) 
An EIN, otherwise known as a federal tax
identification number, is generally
required of all businesses. For more 
information, go to www.irs.gov.
3. 	Identify your NAICS (North American
Industry Classification) codes
The NAICS codes are used to classify the
industry a particular business occupies.
You will need at least one NAICS code to
complete your registration, but be sure to
list as many as apply. You may also add
or change NAICS codes at any time. Visit
www.census.gov/eos/www/naics/ to find 
NAICS codes.
4. 	Identify your SIC (Standard Industrial
Classification) codes
The SIC codes are four-digit numbers
that are used to classify the industry a
particular business occupies. While
NAICS codes have largely replaced SIC
codes, you will still need to provide your
SIC code. SIC codes can be found at 
www.osha.gov/pls/imis/sicsearch.html.

5. 	Register with the System for Award 
Management (SAM), formerly the 
Central Contractor Registration (CCR)  
The SAM is an online federal  
government maintained database of 
companies wanting to do business with 
the federal government. Agencies search 
the database for prospective vendors. 
Register at www.SAM.gov. 
After completing registration, you will 
be asked to enter your small business 
profile information through the SBA 
Supplemental Page. The information will 
be displayed in the Dynamic Small 
Business Search.
Creating a profile in SAM and keeping it 
current ensures your firm has access 
to federal contracting opportunities. 
Entering your small business profile, 
including your business information 
and key word description, allows 
contracting officers, prime contractors, 
and buyers from state and local 
governments to learn about your 
company.
6. Register with the GSA Schedule
The GSA (General Services
Administration) Multiple Award Schedule
(aka Federal Supply Schedule) is used by
GSA to establish long-term, government-
wide contracts with commercial firms.
Once these contracts are established,
government agencies can order the
supplies and services they need directly
from the firms through the use of an
online shopping tool. Becoming a GSA
schedule contractor increases your
opportunity for contracts across all levels
of government. Businesses interested in
becoming GSA schedule contractors
should review the information available
at www.gsa.gov/schedules.

7. 	Make Sure Your Business is 
Financially Sound
This critical step is absolutely necessary
to make sure that your business is
financially prepared for the journey
ahead. Even if you are able to obtain a
government contract, you will not be
receiving all of the money at once. It
helps to have a clear plan of how your
business will stage the benefits of the
contract.
8. 	Search Federal Business Opportunities 
(FedBizOpps) for Contracting 
Opportunities
FedBizOpps, is an online service operated
by the federal government that
announces available business
opportunities. FedBizOpps helps identify
the needs of federal agencies and
available contracting opportunities. 
To begin searching for contracting
opportunities, go to www.fbo.gov.
9. Marketing Your Business
Registering your business is not enough
to obtain a federal contract; you will need
to market your business to attract federal
agencies. Tips for good marketing are:
•	Determine which federal agencies 	
	 buy your product or service, and 	
	 get to know them;
•	Identify the contracting 	
	 procedures of those agencies;
•	Focus on opportunities in your 	
	 niche and prioritize them.
• Although not required, you may want 
	 to obtain a PSC (Product Services
	 Code) and/or a FSC (Federal Supply 
	 Classification). These codes provide 
	 additional information about the 
	 services and products your business 
	 offers.	

G E T T I N G  S T A R T E D  I N  C O N T R A C T I N G

	 The following federal procurement 
resources may also be of assistance:

•		The Certificates of Competency (CoC) 
program allows a small business, 
which is the apparent successful 
offeror, to appeal a contracting officer’s 
non-responsibility determination that 
it is unable to fulfill the requirements 
of a specific government contract. The 
SBA will conduct a detailed review 
of the firm’s technical and financial 
capabilities to perform on the contract. 
If the business demonstrates the 
capability to perform, the SBA issues 
a Certificate of Competency to the 
contracting officer, requiring award of 
that contract to the small business.

•		Procurement Center Representatives 
(PCR) and Commercial Marketing 
Representatives (CMR): PCRs work 
to increase the small business share 
of federal procurement awards. 
CMRs offer many services to small 
businesses, including counseling on 
how to obtain subcontracts. To find a 
PCR or CMR near you, go to 

		 www.sba.gov/content/procurement-center-
representatives.

•		PTACs (Procurement Technical 
Assistance Centers): PTACs provide 
assistance to businesses that want to 
sell products and services to federal, 
state, and/or local government. To 
find a PTAC in your state, go to                   
www.dla.mil/SmallBusiness/Pages/ptap.aspx.

•		Department of Defense (The DoD is 
the largest purchaser of goods from 
small businesses): 

		 www.acq.osd.mil/osbp/
•		Office of Federal Procurement Policy:  

www.whitehouse.gov/omb/procurement_default
•		Acquisition Forecast:
		 www.acquisition.gov/comp/procurement
		  _forecasts/index.html
•		Federal Supply Schedule (FSS):   
		 www.gsa.gov
•		GSA Center for Acquisition Excellence: 

www.gsa.gov/portal/content/103487

ADDITIONAL  PROCUREMENT RESOURCES
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T he disaster program is 
SBA’s largest direct loan 
program, and the only SBA 
program for entities other 
than small businesses.  SBA 

is responsible for providing affordable, 
timely and accessible financial 
assistance to homeowners, renters, non-
farm businesses  of all sizes and private, 
nonprofit organizations following 
declared disasters.    
	 The SBA is authorized by the Small 
Business Act to make two types of 
disaster loans:

Physical Disaster Loans 
	 Physical Disaster Loans are 
the primary source of funding for 
permanent rebuilding and replacement 
of uninsured or underinsured disaster-
caused damages to privately-owned 
real and/or personal property. SBA’s 
physical disaster loans are available to 
homeowners, renters, businesses of all 
sizes and private nonprofit organizations 
of all sizes. A homeowner may apply 
for a loan of up to $200,000 to repair 
or replace the primary residence to its 
pre-disaster condition. Homeowners 

or renters may apply for a loan up 
to $40,000 to help repair or replace 
personal property, such as clothing, 
furniture or automobiles, lost in the 
disaster. Businesses and private, 
nonprofit organizations of any size may 
apply for a loan up to $2 million (actual 
loan amounts are based on the amount 
of uncompensated damage) to repair 
or replace real property, machinery, 
equipment, fixtures, inventory and 
leasehold improvements.  
	 The SBA may increase a loan up 
to  20 percent of the total amount of 
physical damages as verified by SBA 
to make improvements that protect the 
property from similar future disasters.

Economic Injury Disaster Loans
	 Economic Injury Disaster Loans 
provide the necessary working capital 
after a declared disaster until normal 
operations resume. Small businesses, 
small agricultural cooperatives, small 
businesses engaged in aquaculture 
(fisheries, for example) and most private 
nonprofit organizations of all sizes are 
eligible for EIDL assistance, regardless 
of whether there was any physical 

damage. The loan limit is $2 million. 
The EIDL helps small businesses meet 
ordinary and necessary operating 
expenses as they recover from a disaster.    
The limit for physical and EIDL loans 
combined is $2 million.  
	 The Military Reservists Economic 
Injury Disaster Loan is a working 
capital loan for small businesses facing 
financial loss when the owner or an 
essential employee is called up to active 
duty in their role as a military reservist.  
The loan limit is $2 million and the 
business can use the funds to cover 
operating expenses until the essential 
employee or business owner is released 
from active duty.  
	  The SBA can only approve disaster 
loans to applicants having an acceptable 
credit history and repayment ability.  
The terms of each loan are established 
in accordance with each borrower’s 
ability to repay. The law gives SBA 
several powerful tools to make disaster 
loans affordable: low-interest rates 
(around 4 percent), long-terms (up to 
30 years), and refinancing of prior liens 
(in some cases). As required by law, the 
interest rate for each loan is based on 

SBA DISASTER ASSISTANCE
Knowing the Types of Assistance Available for Recovery
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SBA’s determination of whether the 
applicant has  credit available elsewhere 
— the ability to borrow or use their own 
resources to recover from the disaster 
without causing undue hardship.   
	 More information on all of SBA’s 
disaster assistance programs, including 
information for military reservists, 
is available at www.sba.gov/disaster. 
Apply online using the Electronic Loan 
Application (ELA) via SBA’s secure 
Website at: https://disasterloan.sba.gov/ela.

Disaster Preparedness
	 Recovering from  a disaster doesn’t 
begin with clearing the debris and 
returning to work. Imagine stepping into 
your store, or restaurant, or the office 
where you run your business, a day or 
two after the fire has been contained, 
the tornado has passed, or floodwaters 
have receded. First come the questions: 
“How much will it cost to rebuild? Will 
my insurance cover all this? How will 
I pay my employees and vendors and 
cover the bills during the recovery 
phase?” Before a disaster strikes is a 
good time to start, or update and test 
your business continuity plan.
	 And while SBA disaster loans 
go a long way toward revitalizing 
communities devastated by the economic 
fallout that follows disasters, with a 
solid preparedness plan in place, your 

business will be able to recover sooner, 
possibly without taking on new debt. 
	 Assessing your risks and needs are 
an important first step in developing 
your business continuity strategy. The 
American Red Cross’ Ready Rating™ 
program (www.readyrating.org) is a 
free online tool that helps businesses 
get prepared for disaster and other 
emergencies. With Ready Rating you 
can evaluate your level of disaster 
readiness, and you’ll get customized 
feedback on how to establish or expand 
your disaster plan.    
	 Another useful site provided by FEMA 
— Ready.gov (www.ready.gov) — provides 
practical disaster preparedness tips 
and checklists for homeowners, renters 
and businesses.  SBA has teamed up 
with Agility Recovery Solutions to offer 
business continuity strategies through 
the “PrepareMyBusiness” website 
(www.preparemybusiness.org) and 
monthly disaster planning webinars.  
Previous topics — presented by 
experts in their fields — have included 
crisis communications, testing the 
preparedness plan, and using social 
media to enhance small business 
recovery. At the website you can 
sign up for future webinars, view 
previous webinars, and download 
checklists that give you tips on risk 
assessment, evacuation plans and flood 

preparedness, that will help you develop 
a solid business continuity plan.  
 	 Meanwhile, here are a few 
preparedness tips to consider:

•		Review Your Insurance Coverage. 
Contact your insurance agent to 
find out if your coverage is right for 
your business and make sure you 
understand the policy limits.

 		 Ask about Business Interruption 
Insurance, which compensates you 
for lost income and covers operating 
expenses if your company has to 
temporarily shut down after a 
disaster.

 •	Establish a solid supply chain. 
If all your vital external vendors 
and suppliers are local and if the 
disaster is significantly widespread, 
you’ll all be in the same boat, 
struggling to recover.  It’s a good 
idea to diversify your list of vendors 
for key supplies to companies 
outside your area or internationally, 
if possible. Create a contact list for 
important contractors and vendors 
you plan to use in an emergency 
and find out if those suppliers have 
a recovery plan in place. Keep this 
list with other documents filed in a 
place that’s accessible, and also at a 
protected off-site location.

•		Plan for an alternate location. Do 
some research well in advance of 
the disaster for several alternative 
places to relocate your company 
in the event a disaster forces you 
to shut down indefinitely. Some 
options include contacting a local 
real estate agent to get a list of 
available vacant office space. Make 
an agreement with a neighboring 
business to share office space if 
disaster strikes. If possible, make 
plans for employees to telecommute 
until the office has been rebuilt.  

	 The financial and emotional cost of 
rebuilding a business after a disaster 
can be overwhelming. However, with a 
business continuity plan in place, you’ll 
be able to rebound and reopen quickly, 
and in a better position to contribute 
to the economic recovery of your 
community.   
	  As small businesses are leading 
America’s economic recovery, many of 
them are investing time and money 
into their plans to grow and create 
jobs. Developing a strong disaster 
preparedness plan should be a critical 
and integral piece of those efforts.  
Planning for a disaster is the best way of 
limiting its effects. 
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OFFICE OF ADVOCACY
	 The SBA’s Office of Advocacy, the 
“small business watchdog” of the 
government, examines the role and 
status of small business in the economy 
and independently represents the views 
of small business to federal agencies, 
Congress, the president and federal 
appellate courts as friends of the court.  
The advocacy office compiles and 
interprets statistics on small business 
and is the primary entity within the 
federal government to disseminate 
small business data.
	 Headed by the chief counsel for 
advocacy, the office also funds outside 
research of small business issues 
and produces numerous publications 
to inform policy makers about the 
important role of small businesses 
in the economy and the impact 
of government policies on small 
businesses.  In addition, the office 

monitors federal agency compliance 
with the Regulatory Flexibility Act 
– the law that requires agencies to 
analyze the impact of their proposed 
regulations on small entities (including 
small businesses, small governmental 
jurisdictions and small nonprofit 
organizations), and consider regulatory 
alternatives that minimize the economic 
burden on small entities.
	 Advocacy’s mission is enhanced by 
a team of regional advocates, located 
in the SBA’s 10 regions.  They are 
Advocacy’s direct link to small business 
owners, state and local government 
entities, and organizations that 
support the interests of small entities.  
The regional advocates help identify 
regulatory concerns of small business 
by monitoring the impact of federal and 
state policies at the grassroots level. 
	 Learn more about the Office of 
Advocacy at  www.sba.gov/advocacy.

OFFICE OF THE NATIONAL 
OMBUDSMAN
	 The Office of the National 
Ombudsman (ONO) assists small 
businesses when they experience 
excessive or unfair Federal agency 
enforcement actions.  As required 
under the Small Business Regulatory 
Enforcement Fairness Act, ONO works 
with all Federal regulatory agencies to 
ensure small businesses are provided 
with a means to comment on the 
enforcement actions conducted by 
such agencies.  Enforcement actions 
include audits, on-site inspections, 
implementation or changes to 
regulations and other enforcement 
related activities by Federal agency 
personnel.
	 The National Ombudsman receives 
comments from small business 
owners, nonprofit organizations and 
small government entities regarding 
regulatory enforcement actions 
by Federal agencies.  Comments 
received from small businesses are 
forwarded to Federal agencies for a 
high level review.  Federal agencies 
are requested to consider the fairness 
of their enforcement action.  In some 
cases, fines and/or penalties have 
been lowered or eliminated, and 
decisions and agency actions have been 
changed in favor of the small business 
owners.  The National Ombudsman 
also coordinates and annually reports 
to Congress on the activities, findings 
and recommendations of 10 Regional 
Regulatory Fairness Boards that meet 
regularly to address comments about 
Federal regulations affecting small 
businesses.   
	 To request help, complete and send 
the National Ombudsman Federal 
Agency Comment Form.  The Comment 
Form and other information about the 
office may be obtained online at 
www.sba.gov/ombudsman; or call 
888-734-3247.

ADVOCACY AND OMBUDSMAN
Watching Out for the Interests of Small Businesses
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E
ven if you are running a 
small home-based business, 
you will have to comply 
with many local, state and 
federal regulations. Avoid 

the temptation to ignore regulatory 
details. Doing so may avert some red 
tape in the short term, but could be 
an obstacle as your business grows. 
Taking the time to research the 
applicable regulations is as important 
as knowing your market. Bear in mind 
that regulations vary by industry. If 
you’re in the food-service business, 
for example, you will have to deal 
with the health department. If you 
use chemical solvents, you will have 
environmental compliances to meet. 
Carefully investigate the regulations 
that affect your industry. Being 
out of compliance could leave you 
unprotected legally, lead to expensive 
penalties and jeopardize your 
business.

BUSINESS LICENSES
	 There are many types of licenses, 
both state and local as well as 
professional. Depending on what you 
do and where you plan to operate, 
your business may be required to 
have various state and/or municipal 
licenses, certificates or permits. 
	 Licenses are typically administered 
by a variety of state and local 
departments. Consult your state or 
local government for assistance.  

FICTITIOUS BUSINESS NAME
	 Search to determine if the name 
of your proposed business is already 
in use. If it is not used, register the 
name to protect your business. For 
more information, contact the county 
clerk’s office in the county where 
your business is based. If you are a 
corporation, you’ll need to check with 
the state.

BUSINESS INSURANCE
	 Like home insurance, business 
insurance protects your business 
against fire, theft and other losses. 
Contact your insurance agent or 
broker. It is prudent for any business 
to purchase a number of basic types 
of insurance. Some types of coverage 
are required by law, others simply 
make good business sense. The types of 
insurance listed below are among the 
most commonly used and are merely a 
starting point for evaluating the needs 
of your business.
	 Liability Insurance – Businesses 
may incur various forms of liability 
in conducting their normal activities. 
One of the most common types is 
product liability, which may be 
incurred when a customer suffers 
harm from using the product. There 
are many other types of liability, 
which are frequently related to specific 
industries. Liability law is constantly 
changing. An analysis of your liability 
insurance needs by a competent 

professional is vital in determining 
an adequate and appropriate level of 
protection for your business.
	 Property – There are many different 
types of property insurance and levels 
of coverage available. It is important 
to determine the property insurance 
you need to ensure the continuation 
of your business and the level of 
insurance you need to replace or 
rebuild. You should also understand 
the terms of the insurance, including 
any limitations or waivers of coverage.
	 Business Interruption – While 
property insurance may pay enough 
to replace damaged or destroyed 
equipment or buildings, how will you 
pay costs such as taxes, utilities and 
other continuing expenses during the 
period between when the damage 
occurs and when the property is 
replaced? Business Interruption (or 
“business income”) insurance can 
provide sufficient funds to pay your 
fixed expenses during a period of time 
when your business is not operational.
	 “Key Man” – If you (and/or any 
other individual) are so critical to 
the operation of your business that it 
cannot continue in the event of your 
illness or death, you should consider 
“key man” insurance. This type of 
policy is frequently required by banks 
or government loan programs. It also 
can be used to provide continuity 
of operations during a period of 
ownership transition caused by the 
death, incapacitation or absence due 
to a Title 10 military activation of an 
owner or other “key” employee.
	 Automobile – It is obvious that 
a vehicle owned by your business 
should be insured for both liability 
and replacement purposes. What is 
less obvious is that you may need 
special insurance (called “non-owned 
automobile coverage”) if you use your 
personal vehicle on company business. 
This policy covers the business’ 
liability for any damage which may 
result from such usage.
	 Officer and Director – Under most 
state laws, officers and directors of a 
corporation may become personally 
liable for their actions on behalf of the 
company. This type of policy covers 
this liability.

ADDITIONAL RESOURCES
Taking Care of Startup Logistics
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	 Home Office – If you are 
establishing an office in your home, 
it is a good idea to contact your 
homeowners’ insurance company to 
update your policy to include coverage 
for office equipment. This coverage 
is not automatically included in a 
standard homeowner’s policy.

TAXES
	 Taxes are an important and complex 
aspect of owning and operating a 
successful business. Your accountant, 
payroll person, or tax adviser may be 
very knowledgeable, but there are still 
many facets of tax law that you should 
know. The Internal Revenue Service is 
a great source for tax information.
Small Business/Self-Employed Tax 
Center: www.irs.gov/businesses/small/ 
index.html.
	 When you are running a business, 
you don’t need to be a tax expert. 
However, you do need to know some 
tax basics. The IRS Small Business/
Self-Employed Tax Center gives you 
the information you need to stay tax 
compliant so your business can thrive. 
	 For Small Business Forms and 
Publications visit: www.irs.gov/
businesses/small /article.html.

FEDERAL PAYROLL TAX              
(EIN NUMBERS)
	 An Employer Identification Number 
(EIN), also known as a Federal 
Employer Identification Number 
(FEIN), is used to identify a business 
entity. Generally, businesses need an 
EIN to pay federal withholding tax. 
	 You may apply for an EIN in 
various ways, one of which is to apply 
online at www.irs.gov/businesses/small/
article/0,,id= 102767,00.html. This is a 
free service offered by the Internal 
Revenue Service. 
	 Call 800-829-1040 if you have 
questions. You should check with your 
state to determine if you need a state 
number or charter.

FEDERAL 
SELF-EMPLOYMENT TAX
	 Every employee must pay Social 
Security and Medicare taxes. If you 
are self-employed, your contributions 
are made through the self-employment 
tax.  
	 The IRS has publications, counselors 
and workshops available to help you 
sort it out. For more information, 
contact the IRS at 800-829-1040 or   
www.irs.gov.

SALES TAX 
EXEMPTION CERTIFICATE
	 If you plan to sell products, you 
will need a Sales Tax Exemption 
Certificate. It allows you to purchase 
inventory, or materials, which will 
become part of the product you sell, 
from suppliers without paying taxes. 
It requires you to charge sales tax 
to your customers, which you are 
responsible for remitting to the 
state. You will have to pay penalties 
if it is found that you should have 
been taxing your products and now 
owe back taxes to the state. For 
information on sales tax issues, 
contact your state government.

FEDERAL INCOME TAX
	 Like the state income tax, the method 
of paying federal income taxes depends 
upon your legal form of business.
	 Sole Proprietorship: You must file 
IRS Federal Form Schedule C along 
with your personal Federal Income 
Tax return (Form 1040) and any other 
applicable forms pertaining to gains or 
losses in your business activity.		
	 Partnership: You must file a Federal 
Partnership return (Form 1065). This 
is merely informational to show gross 
and net earnings of profit and loss. Also, 
each partner must report his share of 
partnership earnings on his individual 
Form 1040 based on the information 
from the K-1 filed with the Form 1065.
	 Corporation: You must file a 
Federal Corporation Income Tax 
return (Form 1120). You will also be 
required to report your earnings from 
the corporation including salary and 
other income such as dividends on your 
personal federal income tax return 
(Form 1040).

FEDERAL PAYROLL TAX
	 Federal Withholding Tax: Any 
business employing a person must 
register with the IRS and acquire an 
EIN and pay federal withholding tax at 
least quarterly. File Form SS-4 with the 
IRS to obtain your number and required 
tax forms. Call 800-829-3676 or 
800-829-1040 if you have questions.

IRS WEB PRODUCTS 
FOR SMALL BUSINESSES
	 For the most timely and up-to-date 
tax information, go to www.irs.gov/ 
businesses/small/index.html. 

VIRTUAL SMALL BUSINESS 
WORKSHOP
www.tax.gov/virtualworkshop/
	 The Virtual Small Business Tax 
Workshop is the first of a series of 
video products designed exclusively 
for small business taxpayers. This 
workshop helps business owners 
understand federal tax obligations. 
The Virtual Small Business Workshop 
is available on CD at www.irs.gov/
businesses/small/article/0,,id=101169,00.
html and online www.irsvideos.gov/
virtualworkshop/ if you are unable to 
attend a workshop in person. Small 
business workshops are designed 
to help the small business owner 
understand and fulfill their federal 
tax responsibilities. Workshops 
are sponsored and presented by 
IRS partners who are federal tax 
specialists.  
	 Workshop topics vary from a 
general overview of taxes to more 
specific topics such as recordkeeping 
and retirement plans. Although 
most are free, some workshops have 
fees associated with them. Fees 
for a workshop are charged by the 
sponsoring organization, not the IRS.
	 The IRS’s Virtual Small Business 
Tax Workshop is an interactive 
resource to help small business owners 
learn about their federal tax rights 
and responsibilities. This educational 
product, available online and on CD 
consists of nine stand-alone lessons 
that can be selected and viewed in 
any sequence. A bookmark feature 
makes it possible to leave and return 
to a specific point within the lesson. 
Users also have access to a list of 
useful online references that enhance 
the learning experience by allowing 
them to view references and the video 
lessons simultaneously. 
	 The Tax Calendar for Small 
Businesses and Self-Employed 
(Publication 1518) www.irs.gov/
businesses/small/article/0,,id= 176080,00.
html contains useful information on 
general business taxes, IRS and SSA 
customer assistance, electronic filing 
and paying options, retirement plans, 
business publications and forms, 
common tax filing dates, and federal 
legal holidays.

SOCIAL SECURITY CARDS
	 All employees must have a Social 
Security number and card. It must be 
signed by its owner, and you should 
always ask to see and personally record 
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the Social Security number. Failure to 
do so may cause your employee to lose 
benefits and considerable trouble for 
yourself in back tracking to uncover the 
error.
	 Each payday, your employees must 
receive a statement from you telling 
them what deductions were made 
and how many dollars were taken out 
for each legal purpose. This can be 
presented in a variety of ways, including 
on the check as a detachable portion 
or in the form of an envelope with the 
items printed and spaces for dollar 
deductions to be filled in.

EMPLOYEE CONSIDERATIONS 
Taxes
	 If you have any employees, including 
officers of a corporation but not the sole 
proprietor or partners, you must make 
periodic payments towards, and/or file 
quarterly reports about payroll taxes 
and other mandatory deductions. You 
may contact these government agencies 
for information, assistance and forms.
Social Security Administration 

800-772-1213
www.ssa.gov

Social Security’s Business Services 
Online
	 The Social Security Administration 
now provides free electronic services 
online at www.socialsecurity.gov/
employer/. Once registered for Business 
Services Online, business owners or 
their authorized representative can:

• 	file W-2s online; and
• 	verify Social Security numbers 

through the Social Security 
Number Verification Service, 
used for all employees prior to 
preparing and submitting Forms 
W-2.

Federal Withholding 
U.S. Internal Revenue Service
800-829-1040
www.irs.gov

Health Insurance
	 Compare plans in your area at 
www.healthcare.gov.

Employee Insurance
	 If you hire employees you may be 
required to provide unemployment or 
workers’ compensation insurance.

WORKPLACE DISABILITY 
PROGRAMS
	 Americans with Disabilities Act 
(ADA): For assistance with the ADA, 
call 800-669-3362 or visit www.ada.gov.

U.S. CITIZENSHIP AND 
IMMIGRATION SERVICES
	 The Federal Immigration Reform and 
Control Act of 1986 requires employers 
to verify employment eligibility of 
new employees. The law obligates 
an employer to process Employment 
Eligibility Verification Form I-9. The 
U.S. Citizenship and Immigration 
Services Office of Business Liaison 
offers a selection of information 
bulletins and live assistance through 
the Employer Hotline. For forms call 
800-870-3676, for the Employer Hotline 
call 800-357-2099.

E-Verify: Employment Eligibility 
Verification
	 E-Verify, operated by the Department 
of Homeland Security in partnership 
with the Social Security Administration, 
is the best — and quickest — way for 
employers to determine the employment 
eligibility of new hires.  It is a safe, 
simple, and secure Internet-based 
system that electronically verifies 
the Social Security number and 
employment eligibility information 
reported on Form I-9. E-Verify is 

voluntary in most states and there is no 
charge to use it.
	 If you are an employer or employee 
and would like more information about 
the  E-Verify program, please visit 
www.dhs.gov/E-Verify or contact 
Customer Support staff: 1-888-464-4218 
Monday – Friday 8 a.m. – 5 p.m.
E-mail: e-verify@dhs.gov

SAFETY AND HEALTH 
REGULATIONS
	 All businesses with employees 
are required to comply with state 
and federal regulations regarding 
the protection of employees. The 
Occupational Safety and Health 
Administration provides information on 
the specific health and safety standards 
adopted by the U.S. Department of 
Labor. Call 1-800-321-6742 or visit  
www.osha.gov.

BUILDING CODES, 
PERMITS AND ZONING
	 It is important to consider zoning 
regulations when choosing a site 
for your business. You may not be 
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permitted to conduct business out of 
your home or engage in industrial 
activity in a retail district.  Contact 
the business license office in the city or 
town where the business is located.

BAR CODING
	 Many stores require bar coding on 
packaged products. Many industrial 
and manufacturing companies use bar 
coding to identify items they receive and 
ship. There are several companies that 
can assist businesses with bar-coding 
needs. You may want to talk with an 
SBDC, SCORE or WBC counselor for 
more information.	

Federal Registration of Trademarks 
and Copyrights
	 Trademarks or service marks are 
words, phrases, symbols, designs or 
combinations thereof that identify 
and distinguish the source of goods. 
Trademarks may be registered at both 
the state and federal level. To register a 
federal trademark, contact:
U.S. Patent and Trademark Office

P.O. Box 1450
Alexandria, VA 22313-1450
800-786-9199
www.uspto.gov/

Trademark Information Hotline
703-308-9000

STATE REGISTRATION 
OF A TRADEMARK
	 Trademarks and service marks may 
be registered in a state. 
Caution: Federally registered 
trademarks may conflict with and 
supersede state registered business and 
product names.    

Patents
	 A patent is the grant of a property 
right to the inventor by the U.S. Patent 
and Trademark Office. It provides the 
owner with the right to exclude others 
from making, using, offering for sale or 
selling the patented item in the United 
States.
	 Additional information is provided in 
the publications, General Information 
Concerning Patents and other 
publications distributed through the 
U.S. Patent and Trademark Office. For 
more information, contact the:

U.S. Patent and Trademark Office
800-786-9199 • www.uspto.gov

Copyrights
	 Copyrights protect original works of 
authorship including literary, dramatic, 
musical and artistic, and certain other 
intellectual works. Copyrights do 
not protect facts, ideas and systems, 
although it may protect the way these 
things are expressed. For general 
information contact:

U.S. Copyright Office
U.S. Library of Congress
James Madison Memorial Building
Washington, DC 20559
202-707-9100 - Order Line
202-707-3000 - Information Line
www.copyright.gov

BUSINESS ORGANIZATION: 
Choosing Your Business Structure

   There are many forms of legal 
structure you may choose for your 
business. Each legal structure offers 
organizational options with different 
tax and liability issues. We suggest 
you research each legal structure 
thoroughly and consult a tax 
accountant and/or attorney prior to 
making your decision.
	 The most common organizational 
structures are sole proprietorships, 
general and limited partnerships and 
limited liability companies.  
	 Each structure offers unique tax and 
liability benefits. If you’re uncertain 
which business format is right for you, 
you may want to discuss options with a 
business counselor or attorney.

Sole Proprietorship
	 One person operating a business as 
an individual is a sole proprietorship. 
It’s the most common form of business 
organization. Profits are taxed as 
income to the owner personally. The 
personal tax rate is usually lower than 
the corporate tax rate. The owner 
has complete control of the business, 
but faces unlimited liability for its 
debts. There is very little government 
regulation or reporting required with 
this business structure.

General Partnership
	 A partnership exists when two 
or more persons join together in 
the operation and management 
of a business. Partnerships are 
subject to relatively little regulation 
and are fairly easy to establish.  A 
formal partnership agreement is 
recommended to address potential 
conflicts such as: who will be 
responsible for performing each 

task; what, if any, consultation is 
needed between partners before 
major decisions, and what happens 
when a partner dies. Under a general 
partnership each partner is liable for 
all debts of the business. Profits are 
taxed as income to the partners based 
on their ownership percentage.

Limited Partnership
	 Like a general partnership, a 
limited partnership is established by 
an agreement between two or more 
persons. However, there are two types 
of partners.

• 	A general partner has greater 
control in some aspects of the 
partnership. For example, only 
a general partner can decide to 
dissolve the partnership. General 
partners have no limits on the 
dividends they can receive from 
profit so they incur unlimited 
liability.

•  Limited partners can only 
receive a share of profits based 
on the proportional amount of 
their investment, and liability is 
similarly limited in proportion to 
their investment.

LLCs and LLPs
	 The limited liability company 
or partnership is a relatively 
new business form. It combines 
selected corporate and partnership 
characteristics while still maintaining 
status as a legal entity distinct from 
its owners.  As a separate entity it can 
acquire assets, incur liabilities and 
conduct business. It limits liability 
for the owners. The limited liability 
partnership is similar to the LLC, but 
it is for professional organizations.



As you’ve likely read the Counseling Section of this 
resource guide, you already know that SBA couldn’t 
serve every aspiring entrepreneur and small business 
owner without the assistance of our resource partners. 
With approximately 86 SBA District and Branch 
Offices throughout the country and its territories, 
our vast network of resource partners expands our 
outreach capacity twentyfold.  In fiscal year 2013, 
those efforts helped small businesses get more than 
$4.5 billion in capital infusion, start over 15,000 new 
companies, and create and/or save more than 68,000 
jobs.

SBA’s resource partner network is comprised of 
SCORE, Small Business Development Centers (SBDC) 
and Women Business Centers (WBC).   In addition, 
16 organizations serve as Veterans Business Outreach 
Centers through cooperative agreements with SBA’s 
Office of Veterans Business Development.  Although 
each resource partner operates differently, they are all 
available to assist you with your small business and 
entrepreneurship needs.  Some resource partners have 
specific areas of expertise or cater to certain audiences, 
but all provide outstanding individual consulting, 
training, counseling and entrepreneurial education.  

We all need different things at different points in our 
lives, and so, too, it is with a small business.  This 
is why many of the small business success stories 
we profile are “repeat customers” of SBA and our 
resource partner network.  They may work with an 
SBDC for a business plan during their start up, attend 
a training course or educational series at a WBC, and 
seek mentorship assistance from a retired business 
owner at SCORE many years later.  At any point 
in between, they may have worked with their local 
SBA district office or resource partner to apply for an 
SBA-guaranteed loan or a small business government 
contracting program.  Each small business owner has 
his or her small business journey, and SBA and its 
resource partners are available to help along the way.

Take the story of Janell’s Gluten-Free Market in Everett, 
Washington, for example.  Instead of jumping head 
first into the business without any prior experience, 
business owner Janell Farnsworth reached out to 
the Washington WBC and the Veterans Business 
Outreach Center (VBOC) in Seattle.  These two 
SBA resource partners are co-located, which made 
it easy for Farnsworth to go back and forth between 

the two, depending on her immediate need.  After 
receiving free counseling and low-cost classes to 
help her target her efforts in getting the market up 
and running, the 1,200 square-foot shop opened its 
doors in 2009.  Earning top-line revenue and profits 
each successive year, Farnsworth considered opening 
a second location and reached out again to the 
WBC, who helped her develop a business expansion 
plan.  She then attended classes at both the WBC 
and VBOC to learn about such issues as managing 
employees, pricing to drive revenue, the benefits of 
trademarking, and changing a business structure from 
sole proprietorship to LLC/Corp.  Her second location 
opened in December, 2013. 

Janell’s Gluten-Free Market serves a community of 
shoppers who otherwise would have little or no 
available alternatives. When Farnsworth encourages 
other entrepreneurs to take advantage of SBA’s 
resources, the Army captain with 20 years of service 
emphasizes the value of the classes offered by the SBA 
and its resource partners, which guided her business 
decisions and helped her to develop a well-grounded 
business plan. 

In closing, we would like to take a moment to 
recognize a major milestone for one of our resource 
partners.  This year, SCORE celebrates its 50th 
anniversary. Since 1964, SCORE volunteers have 
provided mentoring and training support to more than 
10 million entrepreneurs and small business owners. 
That’s a number to be proud of, and SBA salutes 
SCORE and it mentors for their significant support 
and contributions to the success of this nation’s 
entrepreneurs.

In appreciation for the tremendous support our 
resource partners provide, this edition of SBA’s Small 
Business Resource Guide is dedicated to our resource 
partners.  The next several pages profile just a handful 
of the small businesses that have succeeded, in 
large part, due to the assistance they received from 
an SBA resource partner.  We hope these stories 
both inspire and motivate you to pursue the path of 
entrepreneurship.

To find the location of your nearest SBA District Office, 
SCORE, SBDC, or WBC, visit www.sba.gov/tools/local-
assistance. 

Making the Most of SBA’s 
Resource Partner Network 

by Paula Panissidi, SBA’s Director of Marketing
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SBDC Helps Family Business Craft 
a Stronger Future

Garland Mill Timberframes of Lancaster, New Hampshire 
is a design/build company that provides high quality 
craftsmanship and materials along with state-of-the-art 
building methods.   The heart of the operation is the Garland 
Mill, an 1856 water-powered sawmill that powers the mill and 
generates surplus energy that is returned to the grid.  Brothers 
Tom and Harry Southworth were the first generation business 
owners, operating the business since 1974.   They grew their 
company as they grew their families, hoping one day to pass 
the company and its high standards and quality on to their 
children.  

Their sons, Benjamin Southworth and Dana Southworth, left 
for college and career opportunities.  Ben’s education and 
travels took him to Minnesota and Norway, New Mexico and 
Chicago; Dana’s took him to Pennsylvania and Italy, Poland 
and Slovakia, New York City and several more countries.  Ben 
married his college sweetheart, Kirsten; Dana met his wife-to-
be, Izabella, in New York.  

Both cousins became fathers to new sons about the same 
time and looked to settle down and raise their families. They 
came full circle, returning to their family roots in Lancaster.  
Keeping a promise they had made to themselves to follow in 
their fathers’ footsteps, they began work at the entry levels 
and learned the business from the bottom up.  After several 
years they entered into a five year buyout agreement with 
their fathers, where ownership was gradually transitioned to 
the sons. 

In 2010, as Ben and Dana Southworth were assuming 
control of the business, they met with Stewart Gates, a 

business advisor with the New Hampshire Small Business 
Development Center (SBDC) for general advice and support.  
Well aware of the outstanding reputation of the company 
that had been built by their fathers, Stewart Gates gently 
challenged Ben and Dana to use their own experiences to 
consider new methods and practices that might propel the 
company forward while remaining consistent with the values 
of integrity and quality established by their parents.  The 
process proved fruitful and has allowed the company to 
weather some challenging years and to continue on a path of 
growth while maintaining exceptional standards of quality and 
workmanship.   
	
The cousins continue to work with Stewart Gates, their SBDC 
advisor, on a wide range of business ideas and challenges, 
including the upcoming changes in employee benefits due 
in part to plan options under the Affordable Care Act.  Dana 
Southworth reports that he and Gates check in with each 
other regularly, and he greatly appreciates his advisor’s 
knowledge and genuine interest in the company’s success.

Garland Mill 
Timberframes

Lancanter, NH 03584
603-788-2619

www.garlandmill.com

Orchard Park Entrepreneur Turns
Passion for Paws into Startup Success

When Mary Beth Glatz, a 
retired secretary, was advised 
by her veterinarian to seek 
swim therapy for her ailing 
Labrador Retriever, she 
had no idea that she was to 

embark on a journey that would lead her to open her dream 
business as an encore entrepreneur.  Yet, inspired by caring for 
her beloved pet, she launched SandDancer, an indoor warm 
water canine swim therapy and fitness facility, in Orchard 
Park, New York in February 2013.  

Glatz says, “After having a taste of being an entrepreneur 
20 plus years ago, I had the yearning to again become an 
entrepreneur. I had the concept and the experience to imagine 
my vision but I also knew I needed additional guidance 
to bring my reality to fruition. I called the Buffalo Niagara 
SCORE chapter and met with volunteer mentor Scott Smith, 

who was very supportive of my ideas. His advice allowed me 
to prioritize my goals.” 

After meeting with Smith, Glatz was referred to another SBA 
resource, the Small Business Development Center (SBDC) at 
Buffalo State College. Working with several business advisors 
at the SBDC, Mary Beth fine-tuned her business plan, set 
financial projections and gathered the necessary information 
needed for the construction of her home-based business. 

In keeping with her original vision, SandDancer focuses on 
a dog’s physical and emotional health and well-being. The 
facility offers arthritis treatment; weight loss and management; 
relief for hip, shoulder and elbow dysplasia; treatments to 
improve circulation; and post-surgery rehabilitation services.  
Therapy sessions are always one-on-one with a certified 
warm water swim specialist and are customized to the dog’s 
individual needs. 

What was the best part about working with SBA’s resource 
partner network?  Says Glatz, “SBA, I feel, has the greatest 
resources for small businesses. I received so much for FREE! 
For every challenge I faced, I had someone who could support 
me and give advice.” 

SandDancer
 
Orchard Park, NY 14127
716-380-8244
www.wwetdog.com
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Delaware’s Oldest Printer ‘Resets the 
Presses’ with SCORE-Assisted Growth Plan

The Mercantile Press is the oldest printing 
company in the State of Delaware, and, since 
its founding by Harry Bye in 1871, the Bye 
family has weathered its share of business 
unpredictability over a period spanning three 
centuries.  But nothing could prepare it for the 
advent of the internet, increased competition 
from overseas commercial printing, and the 
recession of 2008.

Once-reliable customers all but evaporated, 
favoring online communication or cheaper 
foreign labor over stateside traditional print 
shops.  Surviving commercial printers were 
competing for an ever-shrinking customer base, 
and profitability in this harsh new business 
landscape required new perspectives and new 
strategies.  For The Mercantile Press, one of 
the few Delaware-based commercial printers to 
survive into this new era, that meant forging a 
new partnership – a partnership with SCORE 
Delaware, an SBA-funded resource partner.  

The Great Recession of 2008 dealt the entire 
commercial printing industry a devastating 
blow.  By the end of 2009, The Mercantile Press’ 
sales had fallen 29% compared to the previous 
year. While better than the printing industry 
average decline of 33%, these sales figures cast a 
shadow of uncertainty on the company’s future.  
Surviving this crisis would take leadership, 
innovation, and a healthy dose of business savvy.  
That’s when The Mercantile Press’ President, 
Coleman E. Bye, III, (“Corky”) reached out 
to SCORE for assistance, and together they 
identified new markets prime for his firm’s 
services and tailored his print shop to land that 
lucrative business, firmly reclaiming control over 
the firm’s future.

By 2010, Coleman had his company on the 
recovery track.  In 2009, he landed a promising 

federal government 
purchasing 
agreement, paving 
the way for a new 
and lucrative business 
stream.  That year, 
Coleman’s new 
market growth 
strategy expanded as 
he identified the label 
market as having 
great potential and 
approached SCORE 
Delaware to help him 
develop a business 
plan to tap into it.  

Together with his SCORE Delaware counselor, 
Robert O’Brien, Coleman drafted a Strategic 
Business Plan, along with a Business Case 
that would guide The Mercantile Press’ way to 
recovery.  The company’s new plan re-focused 
its business strategy on new markets innately 
insulated from the online and overseas 
outsourcing trends seducing Mercantile’s 
traditional customer base.  The new plan 
provided a step-by-step roadmap to sustainable 
growth, and it wasn’t long before a new trickle of 
customers had grown into a healthy stream.  

Thanks to the vision and perseverance of its 
President, Coleman Bye, and some strategic 
perspective from SCORE Delaware, The 
Mercantile Press has reclaimed its future and is, 
once again, “here to stay.” 

Mercantile Press

Wilmington, DE 19802
392-764-6884
www.mercantilepress.com
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Hester Group: Leveraging SBA’s 
Resources and Services to Achieve Success

When Hester Taylor Clark’s toddler 
needed a life-saving liver transplant 
in 1987, she reached out to the public 
through the media for help.  It was this 
experience of saving her son’s life by 
harnessing the power of the media that 
inspired her to found her own public 
relations agency, Hester Group, out of her 
home in 1998.

Today Ms. Clark’s son is a healthy young 
man, and Hester Group has grown to 
over 25 employees throughout Florida, 
Mississippi and Virginia. Founded 
as a public relations and community 
outreach agency, its core services now 
include program management, public 
involvement, advertising and public 
relations. In 2009, the company began 
working in the government sector 
and is currently under contract to 
provide program management support 
to the United States Food and Drug 
Administration and the United States 
Navy. 

Hester Group has benefitted from many 
of SBA’s programs and services.  In 
addition to being the recipient of an SBA-
guaranteed CAPLines loan, Hester Group 
received counseling and training along the 
way from several SBA resource partners, 
including SCORE, the Jacksonville 
Women’s Business Center (JWBC), 
and the Small Business Development 
Center (SBDC) at the University of North 

Florida.   “I have participated in many 
training programs offered by SBA, and 
its resource partners. These programs 
are a great benefit to businesses that are 
just getting started, as well as those that 
are experiencing growth. The counseling, 
workshops, and technical assistance that 
I received were all instrumental for my 
business growth,” stated Ms. Clark. 
					   
Hester Group was recently certified as 
an 8(a) business through SBA’s North 
Florida District Office. The 8(a) Business 
Development Program was created to 
help small and disadvantaged businesses 
gain access to federal and private 
procurement markets.

Hester Group

Jacksonville, FL 32217
904-739-2338
www.hester-group.com
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Narrowing Your Target Audience and 
Refining Your Business “Pitch” — With Help 

From Your Local SBDC

Dr. Anthony Ananthanarayanan—or Dr. 
Anthony, as he is better known—had a 
successful career developing advanced welding 
techniques for the automobile industry.  He loved 
his job, and he was good at it:  He compiled 25 
patents over two decades.  However, when the 
research facility he worked for was closed due to 
downsizing, Dr. Anthony was suddenly on his 
own.  

In 2007, he started his own business, Innovative 
Weld Solutions, Ltd., to commercialize some of 
his inventions in welding lightweight metals.  He 
knew that his technology was more advanced 
than any being used in the auto industry, and 
targeted that, especially the electric car market.  
But the research and business arenas are very 
different, and although he had a bachelor’s 
degree in metallurgy from the Indian Institute 
of Technology and a doctorate in welding 
engineering from Ohio State, Dr. Anthony was at 
a loss as to why he was meeting resistance.

He turned to the Small Business Development 
Center (SBDC) at The Entrepreneurs Center in 
Dayton for help focusing his efforts.  He learned 
that large, mature industries are less flexible; 

they have too much invested in their current 
technology, and change is expensive.  Younger 
companies, however, are more nimble and more 
open to new technologies.  

Dr. Anthony met with Jim Hill, manager of the 
Entrepreneurs Center’s business incubator, and 
Certified Business Advisor® Pat Newcomb.  He 
and Pat put the auto industry on the back burner 
selected the top three areas that Dr. Anthony 
could target. “She helped me focus on things 
that are possible now, that I can commercialize 
and implement,” he says.  He also attended a 
morning mentoring event where he pitched his 
technology and received feedback from a panel 
of business owners, marketing specialists and 
financial advisors. Now, when he talks with 
individuals in his key potential markets, he is 
able to convey why his techniques are important 
instead of just what they are. 

Today, Dr. Anthony has 11 employees and is 
making progress toward commercializing his 
technologies, but he also has a higher aim: to 
create a thousand, high-paying, stable jobs in 
lightweight metals manufacturing in Ohio in the 
next 5 years.

His advice: “Talk to people like Pat early on. 
The earlier you talk with them, the more quickly 
you’ll get on the right track.”

Innovative Weld Solutions, LTD

1701 Farr Drive
Dayton, OH 45404
http://innovativeweldsolutions.com/
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Getting “the Best for Less” with SBA 
and the Rio Grande Valley WBC

Lucia Valdez was born in Piedras Negras, 
Coahuila, Mexico. She is the daughter of 
immigrants, and as a teenager worked in 
labor fields in Oregon and North Dakota to 
raise money to help her parents pay for her 
education. Overcoming adversity through her 
hard work culminated in her being the first 
child of her family to graduate from a university. 
Lucia was led from one job to another and 
worked for many prestigious machine parts 
corporations where she gained much knowledge 
and experience in the field of importing and 
exporting. When the economy slumped and 
the company where she had worked for almost 
10 years was sold, Lucia found herself an 
unemployed mother of three.

With support from her children and past clients 
in the machine parts industry, Lucia decided 
to open her own home-based machine parts 
business in 2007. She named the company after 
her kids, Oriel, Michell, and Ashanty: OMA.  
However, Lucia needed start up help and 
reached out to the local SBA district office and 
the Rio Grande Valley Women’s Business Center 
(WBC) for counseling.

“At the beginning I saw huge problems, but 
when you have the right training, the assistance, 
as well as the information and close support, 
there is more confidence to overcome any 
issues,” Lucia said. “With Charo Mann, Director 
of the local WBC, things became much easier 
for me. The WBC showed me many ways to sell 
my products and services, such as selling to the 
government agencies.” The WBC also helped 
Lucia obtain a loan with Acción Texas which 
allowed her to move in to a formal office space. 

Lucia also learned 
from the many 
courses which the 
WBC conducts for 
small businesses 
wanting to get 
into exporting. 
She was provided 
a referral and 
recommendation 
from the WBC to 
Exim Bank which 
is now interested 
in working with 
Lucia on an export 
working capital loan.

Today, OMA Industries LLC is a 100% sales 
export corporation that provides Maintenance, 
Repair, and Operations (M.R.O.) parts, with 
a variety of solutions on replacement parts 
for machinery, systems and equipment, and 
instrumentation products throughout Mexico, 
Brazil, and Luxemburg. The company has 
reached half a million dollars in yearly export 
sales. Lucia has the following advice as a 
woman-owned small business: “Look for and ask 
for support from family, friends and assistance 
organizations as business is not a solo band. You 
can get the best for less just asking the experts 
that SBA offices provide to us for free.”

OMA Industries, LLC

McAllen, TX 78504
956-454-2599
www.omaindustries.com
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Getting Wheelchair Personalities 
off to a Rolling Start

Being confined to a wheelchair can often be a 
depersonalizing experience.  Sharon Paulsell and 
her husband Steve regularly volunteered for an 
organization serving WWII veterans, and it was 
their repeated experience of watching veterans 
in wheelchairs get overlooked while ambulatory 
veterans were thanked for their service that was 
the impetus for Wheelchair Personalities.  Sharon 
didn’t plan to start a business. She just wanted 
to find a way to better recognize these veterans 
and get them the appreciation that they, too, 
deserved.  

She created a wheelchair cover that allowed 
wheelchair users “to extend their personal 
identity and character to others.”  Once 
they were in wheelchairs adorned with back 
covers announcing they were World War II 
Vets, those who might have been previously 
ignored were getting more attention than 
the walking Veterans.  The covers were great 
conversation starters, and suddenly the Veterans 
in wheelchairs were “sitting tall.”  With such 
overwhelmingly positive results, Sharon and 
Steve decided to start a business with Sharon at 
the helm.

In 2010, the Paulsells contacted the Missouri 
Small Business & Technology Development 
Center (SBTDC) for their expert advice on 
starting a business and establishing a sole 
proprietorship LLC.  The Paulsells report that 
each SBTDC employee in Columbia, Missouri 
has assisted them with some area of the growing 
business. For example, Virginia Wilson started 
them with the business plan template, told them 
how much work it takes to run a small business, 
and assisted them with gathering all the forms 
and documents needed to start and register 
a small business.  Jim Gann connected them 
with other small businesses—notably suppliers, 
manufacturers, and salespeople.  He also 
introduced the concept of “pay for performance” 
for sales people. Collin Bunch is a social media 
“guru” and has assisted them with all things 
social media—especially Facebook and LinkedIn. 

Sharon’s current goal is to break into as many 
hospitals, assisted living facilities, and nursing 
homes as she can.  The covers are huge morale 
boosters, especially for young patients. She 
would also love to break into one or more major 
retail chains. “Most retail chains and hospitals 
just have stenciled wheelchairs. Not only are 
the covers another form of advertising, but 
they express more care for the needs of those 
patrons in wheelchairs. It gives a more cheerful 
appearance,” Sharon passionately expresses the 
possibilities. 

What advice do Sharon and Steve offer to new 
small business owners? “Seek out all available 
resources and use them—friends, family, other 
small business owners, SBTDC, SCORE, SBA. 
Don’t try to go it alone. Ask for assistance and 
advice.”

Wheelchair Personalities

Columbia, MO 65203
573-442-9250
www.wheelchairpersonalities.com
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Katrina Boldry of Bold Lead Designs

They say that “Necessity is the mother of 
invention.”  This is certainly the case for 
Katrina Boldry of Bold Lead Designs.  When 
the multipurpose leash she used for the guide 
dog she had raised broke after 17 years, she 
could find no quality product to replace it.  
So, Boldry decided to buy the tools needed to 
handcraft a leash of her own. Realizing her 
skill could help others, she established Bold 
Lead Designs in 2008.

While Boldry knew she had unique skills 
to make her product, she wanted to better 
understand all the facets of owning and 
managing a woman-owned-business.  So, 
she completed a 13-week business success 

course through Colorado’s Women’s Business 
Center, known as Mi Casa Resource Center. 

Boldry says, “Mi Casa has been an invaluable 
resource. As a solo entrepreneur, I would 
never have gotten the business off the 
ground so successfully without the guidance 
of the wonderful counselors at Mi Casa…
They have been there for me every time I 
have a technical question about business 
licenses, taxes, even how to start a email 
campaign. They have a rich network of other 
professionals and services to recommend as 
well.”  

Methodically targeting the market of 20,000 
service dog owners nationwide, she began 
by selling to family and friends.  Then she 
moved up to craft and pet shows.  Eventually, 
she moved her business online, where 
she now sells internationally to several 
countries including: Canada; the United 
Kingdom; France; Spain; Norway; Denmark; 
Czechoslovakia; China; Japan; Australia; New 
Zealand; and Croatia.  

Boldry made a profit her first year in 
business, and sales have essentially doubled 
each year since.   
A one-person operation no longer, the 
company now has full and part-time workers, 
and the new working space she just moved 
into is already filling to capacity. 

Bold Lead Designs

Aurora, CO 80012
303-856-3012
www.boldleaddesigns.com
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Willa Kveta Captures Life’s Biggest 
Moments as a Photographer and 

Small Business Owner
One can almost taste the sea salt in the air, 
feel the dew covered grasses and smell the 
wedding bouquet’s fragrance when gazing at 
Willa Kveta’s photographs.  She is the creative 
mind and owner of Willa Kveta Photography, 
the Santa Barbara-based wedding photography 
business she launched in 2003.  

Kveta’s artistry is a combined product of 
natural talent and professional education, 
but her business acumen is a result of the 
skills and training she received at Women’s 
Economic Ventures, an SBA Women’s 
Business Center located in Santa Barbara, 
California.  Kveta attended WEV’s 14-week 
Self –Employment Training (SET) course, 
which is led by experienced instructors and 
supplemented by subject matter experts 
from the business community.  During 
the SET course, Kveta gained skills and 
confidence through learning about start-up 
basics, feasibility, marketing, financials and 
operations.  At the end of the course, she 
submitted a complete business plan to get her 
business up and running. 

“WEV helped me analyze my business in a 
way that I had never done before. All of the 
worksheets, lectures and speakers helped me 
to focus on my goals and more importantly, to 
figure out exactly what my goals were,” said 
Kveta.  “That [SET] class launched me into a 
whole different realm as a photographer and as 
a business owner.”

Now settled into her small business 
photographing one of life’s most frenetic 
days, “I love to capture real moments,” says 

Kveta.  “The reason I’m successful is because 
I know how to run a business not only take 
great pictures.”  Her clients would agree.  
Kveta’s exceptional business sense and eye 
for beauty has propelled her into being one 
of Santa Barbara’s most desired wedding 
photographers.

Willa Kveta Photography

Santa Barbara, CA 93103
805-633-4633
www.willakveta.com
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Elyon International: Perseverance Pays Off
“Life is an adventure and you live a greater 
adventure when you are willing to take more 
risks,” reads the legacy in Carmen Nazario’s 
high school year book. Though she didn’t have 
a crystal ball, Nazario’s quote selection would 
be foretelling of her future. While attending a 
university in her native home of Puerto Rico, she 
decided to take her first big risk. She followed 
in the footsteps of her father, a World War II 
Veteran, and joined the U.S. Army, hoping to see 
the world. 

Nazario served as a computer programmer 
during the Vietnam War; gaining skills that much 
later would help her establish her own company. 
After leaving the Army, she attended school, got 
her Bachelor’s degree and started work as an 
Information Technology professional. Nearly 20 
years later, Nazario took another huge risk. As 
a single mother of three she decided to start her 
own business in the field she knew best, software 
development and consulting. 

“I knew there must be a better alternative to 
the way the company I worked for was doing 
things,” said Nazario. “I thought I could do 
it and that I could do it better.” And she did, 
although it wasn’t easy. For the first two years, 
she ran her business out of her home, hiring one 
or two employees as she would get contracts. 
Before long, Nazario realized that in order to 
grow Elyon International into the business she 
knew it could be she would have to find some 
financing. 

Getting access to capital as a small business 
with few assets proved difficult. That’s when 
she turned to the Portland chapter of SCORE, 
an association specializing in small business 
mentorship and training, and one of SBA’s 
resource partners. “Their knowledge and 
expertise helped me obtain my first (SBA-
guaranteed) loan, allowing us to grow and 

expand our 
reach,” said 
Nazario. She 
also took 
advantage 
of all the 
training and 
classes that 
were offered 
through the 
Portland 
SCORE 
office and 
local Small 
Business 
Development 
Centers. 

Eventually, Elyon International became a certified 
8(a) firm, and Carmen continued her training 
through the SBA’s 8(a) Business Development 
Program. While in the 8(a) program, Elyon 
International won a contract totaling $3.5 
million, its largest contract to date. Nazario now 
has 36 employees and is expanding her business 
portfolio to include project-based support and 
professional staffing services.
 
Friends and family often come to Nazario for 
business mentoring and advice, which she is 
happy to provide. “I tell them if it’s your calling, 
then stick with it and never give up. You must 
have perseverance.” Nazario adds, “Then I send 
them to the SBA and tell them to take advantage 
of SCORE and SBDC classes.”

Elyon International

Vancouver, WA 98660
360-696-5892
www.elyoninternational.com



ALABAMA
Alabama District Office
801 Tom Martin Drive, Ste. 201
Birmingham, AL 35211
205-290-7101
http://www.sba.gov/al

ALASKA
Alaska District Office
420 L St., Ste. 300
Anchorage, AK 99501-1952
907-271-4022
http://www.sba.gov/ak

ARIZONA
Arizona District Office
2828 North Central Ave., Ste. 800
Phoenix, AZ 85004-1093
602-745-7200
http://www.sba.gov/az

ARKANSAS
Arkansas District Office
2120 Riverfront Drive, Ste. 250
Little Rock, AR 72202-1796
501-324-7379
http://www.sba.gov/ar

CALIFORNIA
Fresno District Office
801 R St., Ste. 201
Fresno, CA 93721
559-487-5791
http://www.sba.gov/ca/fresno

Los Angeles District Office
330 North Brand Blvd., Ste. 1200
Glendale, CA 91203
818-552-3201
http://www.sba.gov/ca/la

Sacramento District Office
6501 Sylvan Road, Ste. 100
Citrus Heights, CA 95610
916-735-1700
http://www.sba.gov/ca/sacramento

San Diego District Office
550 West C St., Ste. 550
San Diego, CA 92101
619-557-7250 or 619-727-4883
http://www.sba.gov/ca/sandiego

San Francisco District Office
455 Market St., Ste. 600
San Francisco, CA 94105-2420
415-744-6820
http://www.sba.gov/ca/sf

Santa Ana District Office
200 W. Santa Ana Blvd., Ste. 700
Santa Ana, CA 92701
714-550-7420
http://www.sba.gov/ca/santa

COLORADO
Colorado District Office
721 19th St., Ste. 426
Denver, CO 80202
303-844-2607
http://www.sba.gov/co

CONNECTICUT
Connecticut District Office
280 Trumbull St., 2nd Fl.
Hartford, CT 06106
860-240-4700
http://www.sba.gov/ct

DELAWARE
Delaware District Office
1007 N. Orange St., Ste. 1120
Wilmington, DE 19801-1232
302-573-6294
http://www.sba.gov/de

DISTRICT OF COLUMBIA
Washington Metropolitan
Area District Office
409 3rd St. S.W., 2nd Floor
Washington, D.C. 20416
202-205-8800
http://www.sba.gov/dc

FLORIDA
North Florida District Office
7825 Baymeadows Way, Ste. 100B
Jacksonville, FL 32256-7504
904-443-1900
http://www.sba.gov/fl/north

South Florida District Office
100 S. Biscayne Blvd., 7th Floor
Miami, FL 33131
305-536-5521
http://www.sba.gov/southflorida

GEORGIA
Georgia District Office
233 Peachtree St., N.E., Ste. 1900
Atlanta, GA 30303
404-331-0100
http://www.sba.gov/ga

GUAM
Guam Branch Office
400 Route 8, Ste.  302
First Hawaiian Bank Building
Hagatna, GU 96910
671-472-7419
www.sba.gov/gu

HAWAII
Hawaii District Office
500 Ala Moana Blvd., Ste. 1-306
Honolulu, HI 96813
808-541-2990
http://www.sba.gov/hi

IDAHO
Boise District Office
380 East Park Center Blvd., Ste. 330
Boise, ID 83706
208-334-9004
http://www.sba.gov/id

ILLINOIS
Illinois District Office
500 W. Madison St., Ste. 1150
Chicago, IL 60661-2511
312-353-4528
http://www.sba.gov/il

Illinois Branch Office
3330 Ginger Creek Road, Ste. B
Springfield, IL 62711
217-793-5020

INDIANA
Indiana District Office
8500 Keystone Crossing, Ste. 400
Indianapolis, IN 46240-2460
317-226-7272
http://www.sba.gov/In

IOWA
Des Moines District Office
210 Walnut St., Room 749
Des Moines, IA 50309-2186
515-284-4422
www.sba.gov/ia

Cedar Rapids Branch Office
2750 1st Ave. N.E., Ste.  350
Cedar Rapids IA 52402-4831
319-362-6405

KANSAS
Wichita District Office
220 West Douglas Ave., Ste. 450
Wichita, KS 67202
316-269-6616
www.sba.gov/ks

KENTUCKY
Kentucky District Office
600 Dr. MLK Jr. Place, Room 188
Louisville, KY 40202-2270
502-582-5971
http://www.sba.gov/ky

LOUISIANA
Louisiana District Office
365 Canal St., Ste. 2820
New Orleans, LA 70130
504-589-6685
http://www.sba.gov/la

MAINE
Maine District Office
Edmund S. Muskie Federal Building,
68 Sewall St., Room 512
Augusta, ME 04330
207-622-8551
http://www.sba.gov/me

MARYLAND
Baltimore District Office
City Crescent Building
10 South Howard St., Ste. 6220
Baltimore, MD 21201
410-962-6195
http://www.sba.gov/md

MASSACHUSETTS
Massachusetts District Office
10 Causeway St., Room 265
Boston, MA 02222
617-565-5590
http://www.sba.gov/ma

Springfield Branch Office
STCC Technology Park
One Federal St., Building 101-R,
Springfield, MA 01105
413-785-0484

MICHIGAN
Michigan District Office
477 Michigan Ave.
McNamara Building, Ste. 515 
Detroit, MI 48226
313-226-6075
http://www.sba.gov/mi

MINNESOTA
Minneapolis District Office
100 North Sixth St., Ste. 210-C 
Butler Square
Minneapolis, MN 55403
612-370-2324
http://www.sba.gov/mn

MISSISSIPPI
Mississippi District Office
Regions Plaza
210 E. Capitol St., Ste. 900
Jackson, MS 39201
601-965-4378
http://www.sba.gov/ms

Gulfport Branch Office
Hancock Bank Plaza
2510 14th St., Ste. 103
Gulfport, MS 39501
228-863-4449

MISSOURI
Kansas City District Office
1000 Walnut St., Ste. 500
Kansas City, MO 64106
816-426-4900
www.sba.gov/mo

Springfield Branch Office
830 E. Primrose, Ste. 101
Springfield, MO 65807-5254
417-890-8501

St. Louis District Office
1222 Spruce St., Ste. 10.103
St. Louis, MO 63103
314-539-6600
www.sba.gov/mo/stlouis 

MONTANA
Montana District Office
10 West 15th St., Ste. 1100
Helena, MT 59626
406-441-1081
http://www.sba.gov/mt

NEBRASKA
Nebraska District Office
10675 Bedford Ave., Ste. 100
Omaha, NE 68134-3613
402-221-4691
www.sba.gov/ne

NEVADA
Nevada District Office
300 South 4th St., Ste. 400
Las Vegas, NV 89101
702-388-6611
http://www.sba.gov/nv

Reno Branch Office
300 Booth St., Ste. 3065
Reno, NV 89509
775-827-4923

SBA LOCAL OFFICES  DIRECTORY LISTING
Visit us at www.sba.gov/localresources
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SBA LOCAL OFFICE LISTINGS

NEW HAMPSHIRE
New Hampshire District Office
JC Cleveland Federal Building
55 Pleasant St., Ste. 3101
Concord, NH 03301
603-225-1400
http://www.sba.gov/nh

NEW JERSEY
New Jersey District Office
Two Gateway Center, Ste. 1501
Newark, NJ 07102
973-645-2434
http://www.sba.gov/nj

NEW MEXICO
New Mexico District Office
500 Gold Ave. S.W., Room 11301
Albuquerque, NM 87102
505-248-8225
http://www.sba.gov/nm

NEW YORK
Buffalo District Office
Niagara Center
130 S. Elmwood Ave., Ste. 540
Buffalo, NY 14202
716-551-4301
http://www.sba.gov/ny/buffalo

Elmira Branch Office
333 E. Water St., 4th Floor
Elmira, NY 14901
607-734-8130

Long Island Branch Office
350 Motor Pkwy., Ste. 109
Hauppauge, NY 11788
631-454-0750

New York District Office
26 Federal Plaza, Ste. 3100
New York, NY 10278
212-264-4354
http://www.sba.gov/ny

Rochester Branch Office
100 State St., Room 410
Rochester, NY 14614
585-263-6700

Syracuse District Office
224 Harrison St., Ste. 506
Syracuse, NY 13202
315-471-9393
http://www.sba.gov/ny/syracuse

NORTH CAROLINA
North Carolina District Office
6302 Fairview Road, Ste. 300
Charlotte, NC 28210-2234
704-344-6563
http://www.sba.gov/nc

NORTH DAKOTA
North Dakota District Office
657 2nd Ave. N., Room 218
P.O. Box 3086
Fargo, ND 58108
701-239-5131
http://www.sba.gov/nd 

OHIO
Cleveland District Office
1350 Euclid Ave., Ste. 211
Cleveland, OH 44115
216-522-4180
216-522-8350 TDD
http://www.sba.gov/oh/cleveland

Cincinnati Branch Office
525 Vine St., Ste. 1030
Cincinnati, OH 45202
513-684-2814

Columbus District Office
401 N. Front St., Ste. 200
Columbus, OH 43215
614-469-6860
http:www.sba.gov/oh/columbus

OKLAHOMA
Oklahoma District Office
Federal Building
301 N.W. 6th St., Ste. 116
Oklahoma City, OK 73102
405-609-8000
http://www.sba.gov/ok

OREGON
Portland District Office
601 S.W. Second Ave., Ste. 950
Portland, OR 97204-3192
503-326-2682
http://www.sba.gov/or

PENNSYLVANIA
Harrisburg Branch Office
One Penn Center
2601 N. 3rd St., Ste. 503
Harrisburg, PA 17110
717-782-3840

Philadelphia District Office
Parkview Tower
1150 First Ave., Ste. 1001
King of Prussia, PA 19406
610-382-3062
http://www.sba.gov/pa/philadelphia

Pittsburgh District Office
411 Seventh Ave., Ste. 1450
Pittsburgh, PA 15219
412-395-6560
http://www.sba.gov/pa/pittsburgh

Wilkes Barre Branch Office
7 N. Wilkes Barre Blvd.
Stegmaier Building, Ste. 4M
Wilkes Barre, PA 18702
570-826-6204

PUERTO RICO
Puerto Rico
273 Ponce de Leon Ave.
Plaza Scotiabank, Ste. 510
San Juan, PR 00917
787-766-5572
http://www.sba.gov/pr

RHODE ISLAND
Rhode Island District Office
380 Westminster St., Room 511
Providence, RI 02903
401-528-4561
http://www.sba.gov/ri

SOUTH CAROLINA
South Carolina District Office
1835 Assembly St., Room 1425
Columbia, SC 29201
803-765-5377
http://www.sba.gov/sc

SOUTH DAKOTA
South Dakota District Office
2329 N. Career Ave., Ste. 105
Sioux Falls, SD 57107
605-330-4243
http://www.sba.gov/sd

TENNESSEE
Tennessee District Office
2 International Plaza Drive, Ste. 500
Nashville, TN 37217
615-736-5881
http://www.sba.gov/tn

TEXAS
Corpus Christi Branch Office
2820 S. Padre Island Dr., Ste. 108
Corpus Christi, TX 78415
361-879-0017
http://www.sba.gov/tx/harlingen

Dallas/Fort Worth District Office
4300 Amon Carter Blvd., Ste. 114
Fort Worth, TX 76155
817-684-5500
http://www.sba.gov/tx/dallas

El Paso District Office
211 N. Florence St., Ste. 201
El Paso, TX 79901
915-834-4600
http://www.sba.gov/tx/elpaso

Houston District Office
8701 S. Gessner Drive, Ste. 1200
Houston, TX 77074
713-773-6500
http://www.sba.gov/tx/houston

Lower Rio Grande Valley District Office
2422 E. Tyler Ave., Ste. E
Harlingen, TX 78550
956-427-8533
http://www.sba.gov/tx/harlingen

San Antonio District Office
Hipolito F. Garcia Federal Building and 
Courthouse
615 E. Houston St., 2nd Fl., Room 298
San Antonio, TX 78205
210-403-5900
http://www.sba.gov/tx/sanantonio

Lubbock - West Texas District Office
1205 Texas Ave., Room 408
Lubbock, TX 79401-2693
806-472-7462
http://www.sba.gov/tx/lubbock

U.S. VIRGIN ISLANDS
St. Croix Post of Duty Office
Federal Building
3013 Estate Golden Rock, Ste. 167
Christiansted, VI 00820
340-718-5381

UTAH
Utah District Office
125 South State St., Room 2227
Salt Lake City, UT 84138
801-524-3209
http://www.sba.gov/ut

VERMONT
Vermont District Office
87 State St., Room 205
Montpelier, VT 05601
802-828-4422
http://www.sba.gov/vt

VIRGINIA
Richmond District Office
Federal Building
400 N. 8th St., Ste. 1150
Richmond, VA 23219-4829
804-771-2400
http://www.sba.gov/va

WASHINGTON
Seattle District Office (Washington State 
and Northern Idaho)
2401 Fourth Ave., Ste. 450
Seattle, WA 98121
206-553-7310
http://www.sba.gov/wa

Spokane Branch Office
801 W. Riverside Ave., Ste. 444
Spokane, WA 99201
509-353-2800

WEST VIRGINIA
West Virginia District Office
320 West Pike St., Ste. 330
Clarksburg, WV 26301
304-623-5631
http://www.sba.gov/wv

Charleston Branch Office
405 Capitol St., Ste. 412
Charleston, WV 25301
304-347-5220

WISCONSIN
Wisconsin District Office-Milwaukee
310 West Wisconsin Ave., Room 580W
Milwaukee, WI 53203
414-297-3941
http://www.sba.gov/wi

Wisconsin District Office-Madison
740 Regent St., Ste. 100
Madison, WI 53715
608-441-5261

WYOMING
Wyoming District Office
100 East B St., 
Federal Building, Room 4001
P.O. Box 44001
Casper, WY 82602-5013
307-261-6500
http://www.sba.gov/wy
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On the Cover: Teresa Myers, Myers-Seth Pump, an SBA Success Story

Teresa Myers, CEO of Myers-Seth Pump (MSP), has become highly successful in the male-dominated world of industrial and 
construction pump manufacturing. Ms. Myers emigrated from Vietnam many years ago and credits her current success to her 
entrepreneurial spirit. Prior to her experience at MSP, Ms. Myers worked as a Chief Financial Officer for another manufacturing-based 
firm in Jacksonville, Fla. She also owned a clothing design firm in Philadelphia, Pa.
In addition to her entrepreneurial spirit, Ms. Myers attributes her current success to hard-work, her customer focus, and also to the 
training she received as part of the SBA’s Emerging Leaders (formerly e200) program. The Emerging Leaders program is an intense 
series of courses to help executives further develop their company through the execution of a strategic plan. Small business owners 
apply to be part of the competitive program, and must meet strict requirements to qualify. The Emerging Leaders program is available 

in select cities throughout the United States. For more information, visit 
www.sba.gov/emergingleaders.
Ms. Myers also participated in other SBA resource partner training and 
development programs through her local Women’s Business Center and  
the regional Small Business Development Center at the University 
of North Florida. For more information about these SBA resource partners, 
go to www.sba.gov/content/women’s-business-centers and 
www.sba.gov/content/small-business-development-centers-sbdcs.
Ms. Myers is also an encore entrepreneur, meaning she started with the 
business after she was 50 years old. The SBA offers training and support 
to encore entrepreneurs looking to start or grow their businesses. For 
more information about SBA’s encore entrepreneurship programs, visit 
www.sba.gov/content/50-entrepreneurs.

www.sba.gov/emergingleaders
www.sba.gov/content/women’s-business-centers
www.sba.gov/content/small-business-development-centers-sbdcs
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