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INTRODUCTION

N

- -

When you're driving down a country highway, what do you see?

! Farms and ranches (both smiall and not so small), orchards, fields of
crops, and small businesses of all kinds and even sizes. In small )
towns and rural ‘areas, it's often women who are the owners, managers,
i)ookkeepers, and bill payers--as rural women have been for Years and
};ears. Many women, however, haven't had any business or manégement
training, and although they've been ''managing}" sometimes for years,
due to their oi resourcefulness, with some training and access to .
outside resources, they could manage a little better and w1th a lot
more self-confidence. :

;

No one is a born monéy manager . You do not come into the world
with change jinglihg in your pocket and a Ccheckbook in your hand. 1t
is something you have to learn, ,and can learn at any*age. The success
of your busmess or famm or personal accounts depends upon your good
management, and your persistence, ambltion, and courage. The flrst
step is learning some basic pr1nc1ples and then having a/ route of

v

\

LY

access to resource§, and current information about busmess requ1re -

'ments and regulations. . N ot

-

lous ntmbered pagé i .3 9 \ - .
qu:pentwasbbqk .

/
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We hope this- handbook will help you on.your way. It is not méant
to be nor ¢éuld it possibly be, a complete reference book on busmess.
It can open doors. Ideally, 1b should be used in conjunction with a
workshop, where business people, accountants bankers, and attorneys '
can answer your questlons and where you can share your experiences with

others. o - . ‘
. — |
What are your questions? You should have many. Ask! '
\ - . ' ' : :
The annotated bibliography will help you find: your own answers
to some of your questions, and the “appendixes will guide you to re- .
sources that, at little or no cost, can advise you and aid you in your
self- educatlon. We have been happily surprised at the great number

of resources that are available and waiting. '

N . <
4 L P

Wade in . . . and persevere. e .
) .

L4

We wish you"the best of your abilities--and.much satisfdction.
. ‘ o 5

\

Y

e




AT

2
>

A~

~ FINANCIAL PLANNING

Whether you manage a home, business, fﬁrﬁ, or’ranch, careful money
 management will help 'you: : . . N
) Live w1th1n the boundaries of your dincome.
Plan. ‘ ) : . ‘ ~-
Buy the things you really want.
Make better use of your money now.
Learn about other, possibly better, ways to use your money. .
Reduce bad spending habits. ) ) . s
® Meet financial emergenciest ‘ '

-

..Also when you own a farm or e;;ige§§\\zzu want to make & profit,
of course and manage what you have flost effe ively. ThlS means you

‘want to:

" 1. Get the highest p0551b1e return on assets and investments with
‘a con51dered degree of safety. .

t 2. Carefully welgh needs for addltlonal assets.

- 3. Get credit when it is necessary and avoid it when it would be-
. *come too much of a burden. )

4. Be able to repay debts effectively. .




» *And to meet all these criteria, you need to know your present
financial“situation. You can then assess your present needs and future
direction. Financial records are a good beg1nn1ng " They may sound
frightening -at "first, but they can be very simple. All they,need to be

‘ is well organized, and consistent. In some cases a pﬁle of unpa1d b111s.

+. listed in a couple -of columns might,be sufficient, while ip others -a

staff of accountants, might be required. The comm&& requ1rement *in all N
+ . s

cases is good organization and cons1stency - B

A '

The two most important items in.your financial system w111 be:
(1) the balance sheet, and (2) the profit and loss statement. -

The balance sheet is basically a picture of your business at a’

certa1n point 1n)t1me such as at the end of the month or quarter. It

llsts"‘assets,” "11ab111t1es " and ”cap1taI " Assets are all the thlngs
‘you own’that have money value, such as cash, land, bulldnngs, machinery, -
and equipment,, as well as any money owed’ to you. Liabilities are'debts,
or the money. you owe, szch as bills and mortgages Capital is also cal&gd ?

equ1ty, and is determtmed by subtractlng liabilities from assets You

“* can figure your total assets by addlng total liabilities plus equity:
" Total Assets = Total L1ab111tres + Equlty. . ‘
_On page 8 is a form, in essence. a balance sheet, for finding your
”net worth"--that is, for determining the amonnt of your cap1ta1 or
equ1ty U51ng this form will enable you to see your f1nanc1a1 posatlon
-which in turn will help you with planning, spendlng, and meetlng your
inancial obJectaves (Note: <Jor the Ppurposes of this d1scuss10n, we
have 1nc1uded on the form categories of both personal, and us1ness \ 3
assets and 11ab111t1es to help you see your overall f1nan ial position; . *
however, you can and should adapt the form to su1t your own circum--
stances For example, to prepare a more formal summary reflecting the
‘net WOrth of your bu51ness--perhaps to present to a banker or potent1a1
1nvestor or.creditor--you would 1tem12e on1y those assets and riabilities
related to the operation of your bu51ness ) v =
A profit and loss statement (page 9) can be made out monthly or .
periodically during the year and shows, up to that time, prof1t-or 1oss.
Because there is a4 wide var1ety of sources of revenue for those who »7
~1live in rural areas, there are various profit-gnd loss statement formats.
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.

Balance sheets and -profit and loss statements enable you to know
how much you owe, what ur net worth is} and how this year compares

<

with Tast year. . ) ",

Do you néed cash _more at certain times of ‘the year than at others?,

For example, are there “éertain times when you are paylng employees or
when you need more inventory? ‘Some simple planning of your cash needs .
and résources will belp you use your cash more efficiently and finance
some of those seasonal business needs. To estimatecsame,of your future
needs, ybu'll have to refer to past patterns. For instance, depending :
“on your business, maybe you usually sell livestock in the fall or earn
more money in the summer, thanks to tourlsts Géod‘planning will help
'you develop a workable program of borrow1ng and repayment to provide
you with the necessary funds.and to make the best use of surplus cash.

.Use the general planning outline on page 10 to help estimate your
monthly cash needs. ~You can make this kind of plan at least two years
in advdnce to determine income expectdtions and times of gredtest cash
needs. \k ‘ )

After you ﬁave.cogputéd the totals for the year to see how much
cash you might need when, you're-almost ready to talk to a banker about
some dlfferent types. of financing.

.

L et ———
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SUMMARY OF NET WORTH'
Date ’ .
| Assets ) )
, _'Cash on hand ‘ -

Bank accoliits (checkmg and savmgs)

Any other savings accounts (credit unions,
savings and loan, etc.)

Life insurance, césh value

Profit-sharing, retirement or pen51on plan \K(
Cugrrent value of anpuities

Stocks, bonds, mutual” funds, investment

A

trusts P . .
& - Business equity "
< Machinery
, Livestock }
Graih ®
Farm property
House, market value 9
Other real estate, value
Automobiles, motorcycles, boats, tractors
Household furnis‘hings (rugs, furniture,
appliances, silverware, etc.)
" Other personal property kjevelry, clothes,
anthues, etc.)
Money owed you
Any other assets you can thinl( of
< TOTAL? R ' A
Liabilities .
Currenﬁ bills . ‘
Cred:Lt ‘card purchases, balance due
‘ Installment purchases, amount owed .
° " Insurance premiums due :
: Loans_(personal, bank; credit unlon)
. Mortgages ' (real estate, home, property
Taxes owed
TOTAL
YOUR NET WORTH--capital or equity (assets
, minus liabilities)
Qo ) ‘ .
RIC c - s 14
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- ' PROFIT AND LOSS STATEMENT

-
) s g . (For the Year Ended 1980) , a
* Gross Sales or Inceme 8 150,000
% ° Cost of Goods Sold | L ' h ,
' Beginning inventories *$ 10,000 .
Graifl on hand. , -+ 3,000 !
Livesté.c"k \ori hand ) - 28,000
*  Purchases: grain, li\}estock,. .
. © equipment 13,000
CERRL Transportation expenses - - ) ST
: (freight, trucking, etc.) 5,000 ° . ) '
Other expenses (supplies, . ' .
fuel, feed, etc.)- ~ 9,000 '
Values of ending inventory .
(stack or grain on hand) 12,000 *
. Cost of goods sold TOTAL - ?
(to be subtracted from . - ‘ .
‘ gross salgs), - 80-,000
- "Difference (would be called :
gross margin) ‘ 8 70,000
. EXPENSES . .
_ Salaries and wages $ 24,000 "
; . Utilities 1,200
Rent or lease 1,200 ‘
" Other expenses .. 1,200
Taxes and licenses (state and ‘
~ local) . 2,000
Depreciation and \improvements 2,200
'R'epai'rs ' 3,500 ' s, N
Selling expenses . 250 .
Advertising ) - 25 '
E Miscellaneou‘s selling expenses .. 75
TOTAL EXPENSES - ‘ g - $ 35,650
"Any other income -0-.
Other expenses : o
Net profit before taxes - N 34,350
~ Estimated” income taxes . oo Lo 4,200
Net profit after income taxes . 30,150
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Month

January
February
, March
_ April
May
June
July
August
SeptemBg.r

October

November |

Degember

5
¥

A

\ESTIMATE OF MONTHLY -CASH NEEDS

1
A

4

-

*

&

Regular’ Cash \t Reason for Difference Between An-
(Fixed Costs) Additional Additional .Total Anticipated tioipated Income and
Needs, Neéds Cash Needs Cash Needs Income Total Cash Needs ¥
\\ I i -
w / :
. ¥
)
o
’ B
r/‘ ) )
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BORROWING s/ ’ 1;: - ;‘ .

-~ You can borrow-money for a varlety of ﬁurposes but peoﬂle in

bu51ness generally use money for three major purposes :

»

1. Working capital. /»Thls is money you need for brief- perlods of

time. Working capital helps you take care of the day- 0- day activities
,of your buéiqess As you look Jover the estimate you Just mhde you may
see a need for cash to mget scme of your obllgatlons before your 1ncome~
is receiyed. This is called working capital. If you can show your .
‘banker the sumnary of expected income.to repay the loan you shouldn’ t
have much difficulty w1th this kind of need.

2. Equity capltal " This is what you own. Equity is that money
wh1ch you have in the business. This is your contribution to the value
of the business or property and usually the owner has most of the equity

Uin a business. Occasionally, there will be.someone else who has added °
some money to it, hut, in essepce, ‘this is your own 1nvestment Usually
you can't borrow to cover the basic equity. In other words you have
to have the down payme;t to begih with Qefq;e you can get other money

}

to operate.

it's a loan to buy additional land or property or to purchase feed grain
or good livestock, this is money that will promote ‘the growth‘of yout )
operation’and assets. When you seek this kind of money, you will be ex-
pected to show how you could make your business -more profitable and how
you could make more money to be able to repay the loan over several
years.
There may be times when you will have a’temperary need for cash.
You may need short-term loans which might change according to the seasonal
Tequirements for your particular operation.
,- If you are ask1ng for a loan, .you'll be expected to show how you
€an pay it off durlng your productlon cycle or over a one-year perlod
_ For instance, if you_can demonstrate that you will sell livestock in
. ‘November and can pay off the $20,000 that you want in May, then your
banker may be able to help you. < '
Based on'yOur previous estimate, you should be able to predict

» ~~..those months (there maf be several) during which you will need some cash

\

\ ’ \" -t

L ©u 18

3. Gross capital. This is money for growth or expansion. Whether ;

i




% and then.discover that it is difficult to repay the loans duxring the

»

from a bank. But at some time durlng the year, you will be expected
“to repay before you renew notes for these kinds of loans

Sometimes people use working capital in an attempt to increase the
size of their businesses. For instante, they may lease some additional
‘buildings or buy a few extra head of cattle out of their operating funds

annual pay-up period. If this is happening to ybu, you might take an-
other look at your needs“to see if .you should be borrowing separately to
increase your total worth. Then you might take out a separate loan for
purposes of adding to the size of your operation. Or it might be‘pos-
51b1e to ‘arrange a comblnatlon of loans to handle your working needs and
dyour 1ncreased expan51on needs ;

.LEVERAGE

‘Basically, leverage refers to the effective use of money so that
you ¢an make it work for you rather tﬁén you working for it. - Some people,
especially those who have heard about or lived through the Depre551on, ’
are afraid of borrowing money. 'Still others have been'raised with the
concept that.one should pay one's way and not be indebted to others.

" The overall geaning of leverage, however, is that money is a tool,
just as hammers éhd saws are tools.' If you build something, you'll have
to hammer and sawisnd put things together. The same is true of money.
The effective use of money™ mé%ns that you put it to work for you--you
put it together-and end up with a product which is worth more than the
separate items you began with. For instance, if you are building a L
labor costs @ certaln amount of mqpex,\but the result is worth more than
the 1nd1v1dua1 labor, materlals arid lumber that went into the building
of it. The same-holds true for the effective use of money. By borrow-
ing .effectively™and efficiently, gnd by planning carefully based on

house, the materials and lumber cost a certain amount of money and the

your current needs and projected goals, you can build up more worth at
the end of a project than at.'the begimning.: The principle of }everege
is that you use funds effective1§ toward predetermined goals--financial
goals related to property, values, and ultimately your net wortgi\ Never

¢

19
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borrow for prestige or to gratify your impulse—buyihg urges. Do not borrow
to f1nance a way of life you can't afford. Borrow instead with clear goals
in mind, and after you have shopped for goodégred1t terms and rates.
The more you increase your net worth in property values the more

apt you are to be able to get larger sums of money to be used for pur—
' - . poses of expanding or increasing the volume of your business. This is

what is meant by the principle of levérage. To use money effectively,

you have to be able to put together a good financial plan or ﬁicture to

show to the professional who lends roney. ‘ -

To put together a "picture" of your finances, you begin with the
balance sheet, or summary of your net worth. Some banks or lending
agenc1es may ask that an accountant prepare your statements, dependlng

- upon the historygof your relationship with the bank and how well they
know you and your credit -history.® Go to.the financial 1nst1tut10n pre-
pared with the information thaf we have just listed and also with an,
outline of what your goals are in terms of your operation.

GOAL SETTING ¢

This brings us to planning for the fdfare, a procedure that'stafts\
. with ideas and ends with putting price, tags on ihose ideas.. ‘
" First of all, decide what you want to do now and in the next five
years. No matter what your income is, you-have choices. Spend some time )

v on this, and be as,specific as you can.
T WANT NOW:. . . _ / COST
N h q
L
I WANT IN FIVE YEARS . . . °. ] COST




v s
"«

’

Then, begin thinking how you might accomplish these goals. Look
over your budget and summary of net worth and list ways you can realis-

t1ca11y begin to accompllsh“your goals, , .

. . v
RETIREMENT SAVINGS PROGRAMS
. .Most people want to build up some money for ret1rement One impor-
tant element of your f1nanc1a1 plan can be the sav1ngs you set aside in 3

a tax- -sheltered or "quallfled" plan; the money .earns 1nterest and you do

" not pay income taxes on it until later. Although there are specific rules

arid regulations, these programs have substantial tax benefits. Contribu- —
tions are tax deductlble the money put aside is in before-tax dollars,

_ often he1p1ng you stay in a lower tax bracket. Earnings/on the, contribu-

tions are tax sheltered and can build up more rap1d1y than those”in an
income-taxed savings account. ; >

There are four basic plans the Ind1v1dua1 Ret1rement Account, (IRA), ’
the Tax-Sheltered Annuity (TSA) the Keogh Plan, and the Corporate Pen51on
or Profit-Sharing Plan. Fo.llow1ng ate key points about these four plans.

IRA - Individual‘Retirement Account

IRA's are availablg, to individuals who are: not ‘chrrently partici-
pat1ng in another form of "qualified" plan (TSA, Keogh, Pen51on or Profit
Sharlng) There are however several minor exceptlons . .

Individuals may contrlbute up to 15 percent of gross irfcome, to a
maximum of $1,500 per year.- AIso, a non-employed spouse can be e11g1b1e s
for a "Spbusal IRA" and may contribute'up to $1,750 per year, which is ]
deductible from the wage earner's gross income. " The IRA participant is ‘«*ﬁ%
effectlvely locked 1n until age 59¥f and must start maklng withdrawals by " §

‘age 70%. The IRA c;oncept wis-created in 1974 M one primary purpose;

" to extend the tak benefits of qualified retirement plans to indiViduals .

not already covered by such plans, , ;

TSA-Tax:Sheltered Annuity | .

Tax-Sheltered Annuities are plans for employees of-cértain non-
profit organizations such as hospitals, foundatjons ,_parochial schools,

s

/




char1table corporat1ons churches and others snnllar in structure.

TSA's are also available to employees (full t1me and ‘part time) of public
'schools.
percent of /gross 1ncome'per year.

Under TSA rules; a participant may shelter approx1mately 20
TSA's offer "catch up"' prDV1s1ons
that allow a participant to join om a retroactive bas1s making partici-
pation effective as of the date of employment with the cyrrent employer,

and the flexibility of premium contributions‘further adds to the attrac-
, [ ’ S )

% . :& - L
As with most "qual1f1ed" plans the same age restr1ct1ons (59‘
and 70%) apply .to TSA's Generally speaking, only annu1ty plans (such

as those offered through mutual funds and insurance tompan1es) may b
£ ) ”

tiveness of TSA's

used. -

-

Keogh Plans

Keogh Plans also known as HR- 10 Plans, were enacted 59}1962 to
prOV1de a qualified retirement plan for selﬁ?employed 1nd1v1duals and
are subject to the Pension Reform Act of 1974.
vidual is one who has "earned income' from self-employment.

A self-employed indi-

The most
obV1ou; example of a self-employed individual is the .Sole propr1etor or
the unincorporated professional--doctors, dentists; CPA's, and attorneys,
for example. ) ' \

Under Keogh pravisions, pant1c1pants may set aside up to 15 percehI
of gross income, to a max1mum of $7,500 per yedr; in addition, there are
modified Keogh..Plans whereby substantially more money may be put away on
A significant .asp@kt of the Keogh Plan is that if

the self-employed individual is also an employer, she or hé is obligated

a tax-favored basis.

to contribute the same percentage amount for all\employees who are eli-
gible, and the plan must be IRA approved

In general, the same age restr1ct1ons&(59%'and 70%) apply to:REOgh
Plans as apply to most other "qualified"-plans.- - .

. . - .
Corporate Pension or. Profit-Sharing Plan

Corporations may establish qualified Pension or Profit-Sharing

Plans on behalf of angifor'the.benefit of employees., Because of the

A - 15
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exten51veness and almost unending ramifications of theseﬂblans we wil

cover only the:basics. . S -

1

-A Pension Plan usually has a 11m1t of 25 percent of gross 1ncoge)
per year, although several plans and designs (the defined-benefit typey
offer more. Proflt -Sharing Plans are limited to 15 percent.of compensa-
tlon but do allow for contributions to be decided on annually.by the .
corporatlon (whereas the Pension Plan generally has ‘a_fixed pe\centage o

. that does not change from year to ;éarj The normal retlrement age is
' “set out in the plan, de51gn, as are the entering data, the minimum age
vesting schedules, and investment medlums .

Corporations may offer both a Pen51on and a Profit- Sharlng Plan,
but geperally the arrangement is limited to a total of 25 percént )
And although defined-benefit Pension Plans allow contrlbutlons of up

to 100 percent of salary, such plans are spec1a1 in nature and require.

- v
- »

very careful professional advace.
. _ ‘

- - . -
- e

K . GETTING HELP

For counseling about finances, gO'to your local banklng and lending

. * agencies, which have profe551onals who Gan advise you. Ask them for
information. Ask them where to get more 1nformatlon Check ouf the 1
resources listed in this handbook, 1goéudang the pub11c 11brary, the
local Small Business Administration, Farmers Home Administration, and
quumty Extension §erv1ce. You might want to.ta%k to a.oolleague who is
in the same bpsiness. If you aresin the famming bysiness, the publica-
tions put out by the Extension Service certainly would be helpful. You

~ might want to take advantage of the expé}tise of retired executives who
are available through the Small Busineés Administration (SBA), the Ser-
vice Corps of Retired Executives (SCORE),. or the Active Cdrps of Executives
(ACE)s The important thing is not to be afraid to ask. These people are
trained, willing, and interested to help you, whether it's for a construc-
tion or an expansion loan; -purchase of facilities, machinery, supplies,
or equipment; or working capital., They can also give advice about record- ’i&l
keeping and taxes and can refer you to other helpful resources. ‘ j

kY




The reasons for wanting or needing to <porf'ow money can range from
b.uying some lumber to buying the lumber mill. You may want to go back -

to.school . . . put a new roof on your'bann . . . or buy more equipment

for your bus iness. The reasons for loans are pany and ‘varied, as dre

the sources for the loans themselves. .- A
. . TYPES OF FlNANClNG _ .

The three basic types or sources of }t)mds for farm, ranch, or
small-business financing are (1) the equ1ty or capital provided by the,
owner, (,Q long-term financing (such as real-estate mortgages or term
loans on equipment and/or livestock), and (3) short-term credits, Within
these categories are many agencies and types of lending organizations |
that are financial sources for small busipesses. Some are described in
the sections below; for a more ‘gomprehansive listing, refer to the chart
on pages 20-21. .
vKulty or capital can be prov1ded from funds the owner already has,
such as personal savings or personal assets, or from private sources,
such as friends or relatives who do not require repayment, but expect to

.1724 |
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share in’'the profits of tﬂghvéhture.‘ One way to increase the equity in~
" your business is to increase thq:nUmber of owners--by forming a partner-
ship, a limited partnership, or a coyporation.' There is also something
called a venture capital grotp, which is an association of investors

who pool thei§7funa§ to invest in small, promisiqg companies. Yod_can‘
learn more JBout‘this by talking to your banker. /

Long-term financing means that repayment terms are scheduled over
a period of years.' An examplé is the real-estate mortgage loan which
can be‘repaid over 20-, 30-, or even 40-year ‘terms. Other long-term
loans may be for équipment purchases, with repayment over a period of
time of from five to seven years. B

Long-term sources of credit are many. Long-térm farm mortgage
loans are available through the Federal Land Bank Association, various
1ife #nsurance companies, the Farmers Home Administration, the Department
of Veterans Affairs (for qualified veterans), and commercial Banks. Sav-
ings and iogn associations make long-term mortgage loans, but limit most
of their loans to residential properties.‘ Small Business Administration
guaranteed loang_are also available for certain types of real-estate-
setured transgctions and for real-estate purposes. Some credit unions
make real-estate-secured loans. A

Shof%*ternf&oans are usually defined as thos? that are repgygble-
within one year. They may be needed to provide funds for seasonal
requirements, such as crop production loans for farmers, livestock pro-
duptioﬁ/loans for ranchers, or peak inventory or accounts receivable
1oaﬁs for business people. Many manufacturing companies need short-term
Jloans or credit to pay for raw material, manufacturing supplies,\labor,
etc., during their peak seasons.

The sources for most short-term loans include commercial banks, -
the Production Credit Association (foruagricultural needs), the Small (\

( Business Adhinistration, commercial finance companies, leaéing companies
' (for leased equipment and trade supbliers who provide terms for repay-

ment), and credit uniors. ' ,




PRIVATE LOAN SOURCES .

Commercial banks, credit unions, sav1ngs and loan assoc1atlons,
life insurance, companies, licensed small- loan companies, industrial loan
companies, and second-mortgage companies are all "private' loan’ sources.
Y rA full-service commercial bark offers a wide variety of loans, in=
cludlng ﬁéfsonal loans, automob11e loans, "overdraft" loans mortgage '

“and home impfovement loans, ‘'secured loans, ‘and credit card loans. It is
relat1ve1y simple, quick, and inexpensive to get a bank lodn, but banks

. are rather selective, requ1r1ng you to have an especially good financial ' ~

L standlng and credit rating. Once Jou have repaid your loan, however, '
| your bank 1s a ‘valuable credit reference. ° . et

! Cred1t unlons are cooperatlve associations, formed by members of a ~

certa1n group, such as a business firm, club, or labor union. They usually .
‘ specialize in small personal lpans, especially for emergenciesh‘automobiles,w
| or. home improvements. Credit'unions have several points in their favor, )
" such as low interest rates and services which are possible because of

their low operating costs and tax- exempt status. o : S
If you are part of a well-défined group, it is not too d1ff1cu1t to .

\ form a credit union of your own. For more information, write to CUNA
/ \ . Interniational, Inc., P.O. Box 431, Madison, Wiscorisin 53701.
| v\

|

| -
i y
\

Sav1ngs and loan associations offer businesses long-term f1nanc1ng

' for such expenses as construction, and make personal loaps for reasons
such as home purchase, home improvements, and education costs. . These

/ funding arrangements are possible: residential mortgages, commercial-
/ _ real-estate and construction loans, and passbook loans. Their interest.
g rates are comparable to those of commercial banks. . L

Life insurance companies are good loan sources for many reasons.
After you have paid the premiums on, a regular life 1nsurancejooilcy for
= a couple of years; the pollcy becomes a cash asset 3 You can then borrow
its cash surrender value at a low interest charge wh1ch is a flat rate
on the unpaid balance of your loan. Thes® loans are -very ‘easy to get; ' <
you can arrange for them by mail and are not hgld to any speciflc repay- )

ment time. . PR A * o .,

L1censed small-loan companles offer small loans, bath slngle payment -, ?=3

and installmentes They are not as’ selective as banks, but if your c¢redit f*ﬁ%ﬁ,
o
2 .
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FINANCING sour;c:-:'s FOR SMALL BUSINESS*

PURPOSE SIZE RATE OF N
SOURCE OF LOAN OF LOAN INTEREST COMMENTS , - \
: 4
COMMERCIAL BANKS Most purposes All sizes Average Selective (firé‘t place
R to go)
SAVINGS AND LOAN Long-tern loans, ALl sizes Average
. primarily residenhtial o ‘
"1 PERSONAL FINANCE Personal uses Under $25,000 High Most flexible
LOMPANIES ; .
COMMERCIAL FINANCE Most purposes High Most flexible; will take
COMPANIES high-risk customers
INSURANCE - Primarily commercial | Large Average Usually contacted through
COMPANIES } real estate ($100,000 and a mortgage ‘banker, broker,
' - up) realtor, or builder
INSURANCE POLICIES || Any purpdse ‘Up+to the paid- | Low
\ up value of
§ policy
MORTGAGE BANKERS ‘Refinance mortgage '$100,000 mini- | Average
. for any purposé - mum -
SMALL BUSINESS Can buy stock or Up to several Avera Contact SBA for more
INVESTMENT COR- make loans for any million dollars information :
| PORATIONS (SBIC's) business purpose
LOCAL_ DEVELOPMENT Plant acquisitions, Up to $500,000 Low on SBA Contact SBA for more -
CORPORATIONS construction, con- share information
(LDC's) version - £Xpans ion,
© or. acquisition of
land; loan or leasing
&
{7
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tion or expansion
on port land .

PURPOSE SIZE RATE OF
SOURCE OF LOAN ‘1 OF LOAN INTEREST COMMENTS
L} S
'SMALL BUSINESS . Contact your banker
ADMINISTRATION -
-Loan guarantee ‘ Guarantees up to 90% Normally, up Determined *
of bank loans for to $350,000; by bank
most purposes can be up to
$500,000 under
’ special circum-
stances .
-Direct loan [ - ‘Most purposes Low (under Low i
' $100,000) .
FARMERS HOME Most business pur- Large ($500,000 | Determined
ADMINISTRATION poses in a rural and up) by bank
(FmHA) area; guaranteed - . \ .
' loan program and
some direct loans ) .
| ECONOMIC DEVELOR- || Business loans to Large ($500,000 | Low on EDA
MENT ADMINISTRA- stimulate employment. | and up) .| portion
TION (EDA) Also will guarantee |,
loans from'conven-
N . tignal sources 4 o )
PORT DISTRICTS Primarily construc- Maximum $250,000 | Average Any community may become

a port district. Contact
the Department of .Eco-
nomic Development

’

. £
<| REVENUE BONDING Guaranteed by industry.
' Interest tax exempt.
-State zziﬁzizsnogfcon- Very large Contact Department of
industrial land Economic Development
or equipment ’ .
i N
-Port districts Determined py indus- Very large ‘| Contact Departiment of
trial port#guthorities . Economic Development

¥Taken from the booklet Financiﬁg'Smail Business in Oregon, State Economic Development Commission.

-
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rating is doubtful, they may require a co-signer. The interest rates
are comparatively high. The usual purposes are for-personal loans and
automobile loans. ’ ‘ - \ N
| Industrial lean companies make loarf primarily to industrial
workers. The companies have a license to loan amounts larger tﬁan those
made by small-loan companies, but generally the purposes\are the same.
Their interest, rates are higher than those of banks, but lower than those
of small-loan companies.
Second-mortgage compapies lend you money against your home or prop-

erty on a second mortgage for a specified period of time--ushally three

\ to ten years--so you can use ‘the money for ofher purposes. Yeu can also
refinance your first mortgage (take out a new mortgage, with a new long-
term-life and a new interest rate) through a bank, an individual investor,
or the same company that fave you your f1rst mortgage. Because you pay
interest over such a long period of t1me, however, these Sources of
money can be very costly. The total finance charge for .the term of
your lodn will (must!) be disclosed to you, though.

PUBLIC LOAN SOURCES . h -

. "Public" or government sources of loans include the Small Business
Administration, Farmers Home Administration, Production Credit Associa-
tion, and Federal Land Bank Association.

‘ The Small Business Administration has an extensive program of loan

. . assistance for 'the woman in busihess. The two forms of loan assistance
most frequently granted are (1) the guaranteed loan program (which pro-
v1des an SBA guarantee of up to 90. ‘percent or a maximum of $500,000 of
your bank loan)., and (2) direct loans for wh1ch you must prove that
your business is a financially soumd risk, and only after you have been
turned down by one or two banks (depending on the population of your
town) Other loans made by SBA 1nc1ude programs for loan a551stance for
m1nor1ty enterprises, businesses ruh by handicapped and economlcally
disadvantaged persons, businesses suffering from economic or phy51ca1 .
disasters, and businesses hurt by government actions.

In order to be eligible for SBA loans, you mist meet the "small bu51—‘

ness'' deflnrtlon and show that you camnot dbtain cred1t through normal
lendlng channels. )

31
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You can write for the brochure SBA: What It Does for a more complete

description of available loan programs. Another brochure, SBA Business
Loans, describes objectives, standards, and application requirements.

The Farmers Home Administration (FmHA) has a loan guarantee program
for rural areas. They will guarantee up to 90 percent of a business or
industrial loan for most purposes, including working capital. They also
make housing loans to farm families and other people in rural areas. To
be considered for an FmHA loan, you have to be certified by a local com-
mittee and loan superv1sor have had recent experience or training on a
-farm, and be able to manage a farm. If you have'a dependable income not
connected with farming, you may be able to qualify without meeting these
requirements. : -

One of the purposes of FmHA is to assist people who cannot obtain
reasonable credit elsewhere. If you are granted credit, though, you
must agree to refinance your loan with a commercial lender as soon as
you build up enough equity in your property. FmHA personnel must make

.loans they believe to be economioally sound, so they require you to kéep

complete records on your business or farming operation. They will give
you advice and supervision about managing both your property and your

. finances.

The Federal Land Bank Association and the Production Credit Associa-
tion are cooperative agencies, owned by the farmers and rural residents
who borrow fron them. Both are coordinated by the Farm Credit Admnp1stra-
tion. The Federal Land Bank Association makes long-term moftgage loans
for a variety of purposes, such as purchasing farms, farmland, machinery,
equipment, and livestock; refinancing existing mortgages and paying other
debts; constructing and repairing buildings; and financing other farm ‘
and family needs. The terms of the loans are'Suited to ‘the needs of the
individual farmer, but can range from 5 to-40 years- All are made on a
variable interest-rate plan Federal Land Bank Assoélatlon loans also 1
are available for the purchase or construction of non -farm rural‘homes
and for certain farm-related bhslnesses. f j RN L

The Production Credit As* 1at10n (PCA}«mak?s short-\and 1nter-;
mediate-temm loans for almost i ery ﬁarm,lfgrm homea .and farm famlly

need. Most loans are for productlon purposes, such as meet1ng current




/

farh expenses,‘and;mature within a year. However,'ﬁany loans are made

for capital purposes, such as buying’equipmént and livestock, and may

be written for periods of up\to sev ears. PCA also-makes lodfs for .
the repair or remodeling of non-farm rural homés, for farm-related -
businesses, and to fishers odperating ok either the Open seas or controlled
waters. '

PERCENTAGE RATES

Depending on the amount of money borrowed, interest can become a
big cost. Since the Truth-in-Lending Act went into effect, though,
customers have been in a much better position to compare the costs of
borrowing. JUnder this Act, creditors must disclose allk direct and in-
direct costs involved in buying on credit, and on top of that, these
disclosures must be made in writing (typed or printed), be clear and
conspicuous, and use standard terminology.

The two most important terms for the customer are the finance

charge and the annual percentage rate, which tell how much the customer
is paying for credit in'‘terms of both dollars and percentages
The finance charge is the total of all ‘cests, either direct or
indirect which the customer pays for being granted cred1t Befldes
interest, a finance charge may include fees such as carrylng charges
the cost of insurance premiums, and the cost of appraisal or 1nvest1ga-
tion reports requ1red to complete the transaction. Costs that you would
have to pay even if you were not exteyded credlt such as'taxes, licenses,
registration fees, and certain title-fees, can be excluded. So, in“some
cases, the cost of appraisals and credit reports is I ded in the fi-
nance“charge, and in others it is not. All excluded and included costs
must be itemlged, however, andmclearly disclosed to the customer. * ,_*‘
The annual percentage rate is‘the annual cost of a loan shown as
a percentage Because you can tompare Eredit terms, regardless of dif-
ferences, this rate is your key to cutting cred1t costs. For example,

suppose you want to buy a truck. (This is "closed end" cred1t--you agree

&0

. in.advance on the. specific amourit to borrow, the number and size of
weekly or monthly payments, and a due date. ) Each dealer you talk to
will probably differ‘as to the loan amount and the length and size of
. . ’ v

1 )
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payments. "For that special package, the dealer will work out the finance
charge--the dollar cost plus interest and other chargés for extending
the credit. The dealer will then convert the finance charge into the
annual percentage rate; the figure that quickly tells which deal offers
the most credit for the ﬁzney; that is, the one witﬁ the lowest annual:
percentage rate. Meanwhile, you can compare total dollar cost through
the finance charge. ‘ '

With '"open-end" credit (such as a revolving charge account), you
are eXtended credit up to & certain limit and have the choice of paying
in full at the end of the billing period or of paying over several bill-
ing periods, with finance charges figured on the unpaid balance each /
month. You simply look for the lowest annual percentage rate to compare
costs. To save the most when you ﬁse this type of credit,.pay within
the 25 or 30 days allowed free of any finance charge. This glves you
the convenlence of credlt with the same cost as paying cash..

CREDIT CAUTIONQ

Interest. What is the annual rate? What will be the total amount
of interest on the loan? ’Is'there an escalation clause that permits
the lender to incCrease the interest rate in the future?

‘ Down payment. A-Iarger down payment can help you reduce the cost
of crédit Béware of borrowing the down payment from a second lender.
+ 'This means two payments instead of one. ‘
R « Size of payments. Are they all the same? Watch out for gj&arger
‘ final payment or "balloon clause." Even if you make every payment but

*

~the final one--the balloon payment--you may lose everything. .
Repayment in advance. Is there an}trefund of the finance charge? '

Can the loan be paid.faster than agreed upon without 1ncurr1ng a penalty?

 Missing a payment. What happens? Penalty charges? Entire debt
due? Immédiately? (Does the loan include an acceleration clause--that

is, can the lender require the entire loan balance to be paid if the
payments become past due?)

Default.. What if you just can't pay and have to defau1t9 Collec-
tion charges? Storage or‘court costs? Can you reclaim your property7
If it's sold but doesn't cover your debt must you pay;the difference?

2
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If there 4re contract terms you do not want, ask the lender to
strike them out. If the lender agrees to do So, both of you must initial
the changes. If you cannot understahd the contract, ask for a blank copy,
and then discuss it with a fr1end who €an help you.

OBTAINING AND MAINTAINING CREDIT -

Wherever you apply for credit, lenders are inter¥sted primarily i
whether. you will pay them back, and whether you will do it on éime.
This is called your creditworthjness--your ability and willingness to
repay a credit extension. Your ability is reflected by your income and
its stability. Your willingness is reflected by your credit history=--
have you repaid your debts in the past? '
Lenders talk about the."Five C's'! of credit: :
Character. Your personal charac rlst1cs shown through factual
i record, that reveal how you m1ght act, as a borrower--tra1ts such as hon-
) v =aae§uy, sense responsibility, soundness of judgment, and_ trustworthlness
Capacity. Your financial ab111ty to repay the loan. This is basedcf//
on your job, your income, how long you've held this, job, and.your future
© prospects. : ' ' :
"Capital/Collateral. Your assets which can serve as security for
the loan--your home, bank accounts, stocks‘and bonds, -cars, et - ‘

Conditions. General economic condltlons 1n your locality and 1in-
dustry,; these can include weather factors and shortages of vital matérlals
--petroleum products, fertilizer, equlpment etc.

" The "Five C!s" are reflected in questlons such as these that lenders‘

P .

ask in ofder to determine cred1tworth1ness T

"How much money do you earn?"
""Have you had any bad debts in the past?"
"How long have you worked at your current job?"
"How long have you lived at your current address?"
J + '""Do you own or rent your house?" ®
‘"How much do you owe, to whom, and what are the repayment terms?"
. ""Have you repaid past debts?"

1f you have never had credit before; or have never had it in your

. own name, a good place to start is a department store near you. Use your
charge account to make small purchases and pay your bill promptly. You

l can build up a good credct hlstory'by paying the total balancs .each-month

. 9
. . @ » ~
’ * .
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witholt incurring finance charg’\és. This is the least expensive way to
begin your credit history. ‘

v -

» ° Aftg? you have had your charge account for a year or so (and have
" a reasonable income), apply for a'bank credit card; VISA, MasterCard, )

‘etc. You are initially limited as to how much can charge, but this

increases as your income grows and your credif history improves. _
'Another wag to establish your credit hlstory is to take out a small
D loan from your bank. You can even deposit this in your savings account
and draw from it to meet the \monthly payments. ;
Once you have established credit, you will want to maintain a good
rating. First, make ‘the agreed upon payments on or before the due date.
" Maké' sure you do not charge ""over your head,' but if you do Tun into d1f-
. ‘f1cu1ty and cannot make-a payment, be sure to tell your cred1tor most
\credltors, if they know about the conditions and b,elleve you are willing -~
to repay, w111 defer payments or temporarlly reduce the size of monthly
payments ‘Do’ not gd into hiding: - -
Y
'YOUR CREDIT RIGHTS

In"addition to the Truth-in “Lendlng Act mentioned edrlier in this

chapter ‘there are three othet acts which protect your credit, r1ghts
the Equal Credit Opportumty Act, the Fair Credit Billing Act and the
Fa1r Credit Reporting Act. The followmg explanatlorrs of the acts arel
I from fact she,ets p;epared by the Consumer Serv1ces D1v1sion, Oregon

Department of Commerce. - [ _
The Equal Credit Opportunity Act expressly prohibits discrimination ¢

on the basis of sex, marital statp:s, race, national brigin, religion,
age, and receipt of income through' public assistance. .o
Under this act/, an applicant cannot:
1. Be asked abéut birth control methods or family plans.
2.° Be reqgired to have a co-signer, if co-signers are Totyrequired
for other applicants in similar §ituations. If & co-signer is legiti-
mately, needed \lhe credifor camot mandate that the co-signer be the
}ppllcant s spouse. o
3. Be required to Suppl}' information about ohe's spouse, unless the
spouse will use the account or be responsible for it, or unless the spouse's

income is belng relied upon. s

L]
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3\ N 4. Be required to select a title, i.e., Miss, Mrs., Ms. &

14

-

5. Be asked about marital status when applying for unsecured credit.
6. Be discouréged from applying for credit for a prohibited reason.
The act also ensures-an applicant the right to: ‘
1. Have ‘joint account information listed in the names of both spouses.
- ‘ 2. Present information that the credit history of one spouse accu-
) rately r¢flects the other's creditworthiness. ‘
3. Reveal child support or alimony as income. This is optional;
it does not have to be Zonsidered. If it is reported, it will be evalu-
ated as income according to its stability and repularity.
4. Have the account in the ndme of her or his choice; married,
maiden, or a comblnatlon of both. '
’ If credit is d€h1ed the applicant must. be not1f1ed within 30 days.
- Certain*information must be provided  to the applicant by the creditor,
including the name and address of the adm1n15trat1ve agency, the con-
, Sumer's right to request a specific reason for the denial "of credit,
from whom this information is obtainable; and the name and address of

the credit buress whose report was used, if applicable. .
e ’ If a credit app11cant believes she or he has been discriminated
oo rnst for a proh1b1ted ‘reason, she or he may file a complaint with the
o - . apppopriate enforcement agency. The consumer also has the right to sue -

in Federal District .Court for actual and punitive damages.
-The Fair Credit B111rng Act provides a set procedure to correct

billing mlstakes in open-end credit and credit card transactions. The
; creditor must make a disclosure of this procedure to the consumer when
the account, is first opened and at least every six months thereafter
1f there-ms an error in your bill oEN?omethlng you don't understand
and would 11ke explained, contact the creditor in wr1t1ng within 60 days
of the postmarked-date on the bill. Telephone calls may be more con-
venient, but they do not protect your legal r1ghts: On a sheet of paper-.

v
1.1.,

separate from the bill, -state your name, account number, explanatlon of .
the problem, and amount of error. It's always best.to send all letters
by certified mail, return receipt requested and td‘keep.coples of every-
fhlng you mail. That way, you will ha'® a record of what action you've
taken and when. : *

.
. .
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If you have previously authorized automatic payment from your —
bank account to cover your credit cha}ges, you may stop Rayment‘if you
send a written notice to the bank and they receive it within 16 days of
the date the bill is mailed to you. . a

The creditor must acknoﬁledge receiving the complaint within 30
days, unless the error has been corrected. Within 90 days the creditor ,

must reinvestigate the bill and either make a correction or send a written

explanation of the reason the creditor believes tHe bill is correct.
While the problem is.being-investigated, you don't have to pay the
amount in dispute, but you must pay all other amounts not in dispute.
During’ this time th; creditor cannot take action to collect the amount
in dispute or report it as delinquent., If the problem remains umsettled

after re1nvest1gat10n the creditor may thed report the amount s de11n-

quent. After receiving notice from the creditor that the bill is believed
to be correct, you have ten days to respond in writing that you refuse to
pay the amouhf and the creditor must then notify all persons who have re-
ceived reports that the issue remains disputed. The creditor must also
furnish the names and addresses of all those who have received reports.

If the bill was in error, you are not responsible for the finance
charges imposed on the disputed amount. The creditor may decide whether
to give a refund or credit for excess payments, but if the policy is to
give a refund, it must be made within five days of your written request.

If you have purchased deféctive goods and services witﬁ credit -
cards, you should first try to return the goods and give the merchant
a chance.to solve the problem. If it camnot be resolved, you may with-
hold the amount due from the credit card issuer. If the credit card
issuer is a third party (not the retailer) who did not participate in
soliciting your purchase, two additional cfiteria must be met: the price
must* be greater‘than $50 and the goods must have been purchased in your
home state or within 100 miles of your home.

If goods are returned, the retailer must send a credit statement
to the credit card issuer within seven days and fhe credit card issuer
must then credit your account within three days.

If a creditor fails to follow the provisions of the act--disclosure,

- acknowledgment, reinvestigation, notification--the right to collect the

~
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_first $50 is forfeited, even if there is no hilling error. The Federal:

Trade Commission and the Comptroller of.the Currency are the major en-
forcing agencies, but they cannot represent the consumer in Pprivate

actions. Individual censumers may bring prlvate legal action, and if
they prevail, they are entitled to actual damages, twice the amount of

finance charges, and attorney fees and costs.
The Fair Credit Reporting Act seeks to protect the consumer from

the circulation of iraccurate or outdated infor/mation by regulating
the credit information which may be given out about a consumer. It
applies dnly to consumer transactions, not to commercial credit. Con-
Swmer-reporting agencies must use procedures which are fair to the
customer in their confidentiality, eocuracy, relevancy, and use of the
consumer Treports. ' ) R

Consumer-reporting agencies collect information on you and your

credit hlstory to provide to third parties, who use the 1nformat10n for

credit, insurance, employmint licensing, or business purposes. Reports

may also be furnished in response to a court order or upon the consumer's
written instructions, but for no other purposes than these. Consumer-

reporting Agencies serve simply as clearinghouses for information; they

“ do not rate oné's credltworthlness Potential creditors do that, using

‘

their own scoring systems to evaluate the information supplied by the
reporting agency. '

. Consumer reports may be oral, written, or in any other way communi-
catea\\ Olenary reports contain identifying Information--i.e., address,
employment, number of dependents, birth date, and a summary of credit
history and payment records. Ordinary consumer reports do not include
criminal records, judgments or personal information on your repptation,
character, or mode of living. That type of information is included in
investigative reports which are made by guestioning family, friends, and
acouaintances, and is used primarily for insurance and employment pur-
poses. Investigative reports are more personal and require that the
consumer be notified within three days that the report has been ordered.
If the consumet makes a request W1th1n a reasonable period of time (60
dafs), the reporting agency must dlsclose the nature and scope of. the
Anvestigation within five days of rece1V1ng such a request but need not
disclose the source of the request for the report.




8-

o

Adverse information may be reported fo} only 7 yéérs, except for
bankruptcy, which may be reporfed for 14 years. These time limits do not
apply if the transaction involves more than $50,000 credit, insurance
greater than $50,00Q, or employment at an annual salary of $20,000 or
more. . . . ' .
If you have been denied credit within the last 30 days based on a
consumer-reporting agency's report, your file musé be review ith you
free of ctArge. Otherwise, a minimal fee will be charged for the informa-
tion. You also have the right to know who has received the report in *
the last six months, or in the last two years if the report was for employ-
menﬁ‘purposes. The person denying yb& credit must provide the name and
address of the consumer-reporting agency that-gsupplied the report upon
which the denial was based. Either specifip reasons for the denial must
be givén or the name, address, and telephone number from which these
specific reasons may be obtained must be disclosed. General reasonsire
not adequate compliance with the act. c

Consumers have open accesg,to'the infermation on reasonable notice
and with proper identification. The coﬁsumerereporting agency ié not
obligated to show the file itself, but must disclose the nature and
substance of the information contained theyein, excepting medical informa-
tion and the sources of investigative reports. You may take someone along
with you to serve as a witness when you check your file with ﬁhe consumer -

» .

reporting agency.
If you question the accuracy of the inforﬂ@tion in the credit report,
a,reinve§Figation will be miaé. If the dispufed information camnot be )
confirmed, it will be removed, and if you so request, a corrected report
will be.sent to j%i~those who received the original one. If the consumer-
reporting agency does confirm the disputed information, ybu may preserit
your side of thé stary in writing and ask that it be included in your

file and sent to all those who received the report. . You may be asked

‘to pay a reasonable fee for this service,

Enforcement of the act is under the authorify of the‘existing bank

.- regulatory agencies and the Eyderal Trade Commission. Private enforce-

ment can be sought by bringing civil suit., The action must be brought
within two years after the claim arises, unless a misrepresefitation is
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involved, and then the period is two years after the discovery of the

misrepreséntation. If the violation is due to negligence, the consumer

may recover actual damages plus attorney fees and court costs. If the
iogn was willful, the consumer may recover, in addition, unlimited

vio
- (4
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punitive damages as the court may allow, )
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RECORDKEEPING

- . ~—

~

Writing down numbers in {a@book may not be your idea of fun--especially
when you have to put them on the right line, in the Tight column, 'and, make
~ sure they, too, are right. Doing this every day may even strike you as =
i being a little bit fussy. Keeping good and accurate daily records, though,
_can save you'much time and worry later. v
You know about keeping tax records, which include Federal and state \

, returns; monthly, quarterly and annual payroll returns; and property tax

repérts. The Internal Revenue Service does not requiré that any specific

records be kept or accounting systems used, but'you must be able to support ‘

statements made on your tax, forms.

Your records must also be accurate,
and show taxable income and allowable deductions. .

For the owper-manager of a small business, the IRS requires that
permanent books of accounts or records be kept which show the firm's in-
come, expenses, and deductions. Where inveritories are factors in

\ determihing income correctly or when travel and entertainment deductions’
- are made, special details supporting these are required. .
¥ All of your income*and expenses must be refle ted in your records
A in the event an IRS agent inspects them. ‘Otherwise, deductions 7‘021 cannot

0

Cad . —r
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41l the facts you need for filing your tax return and will be less likely
" to make a late filing, which carries severe charges and pehalties.

.

substantiate may be disallowed, and you may have to make an a&ditipnal
tax payment. . ’ P .
Also, if -you have goéh records, you will-have feadily accessible

) " Another reason to keep records is so that you can review the finan-
cial history of your operation. When you can see what you have done in
the past and can compare this year with last, seeing which areas are
profitable and ‘which are not, you can measure yoﬁr financial progress
and make management decisions, You can see whether you should add or

drop products. You‘can review expenses. Are they excessive compared

with income? What about advertising, if you have a business? Has thére
been a proportivnate increase in sales? ' ‘
This brings us to a fourth reason to keep records. Recordkeeping
provides the information you need fo; planning and for future projections,
When

you can project cash flow (measurement of the money which passes through

If you can project your income, you can adjust your budget now.

an opeyation), you can see what your cash needs are generally and season-
ally, and make adjustments.

You can diagnose problems and see heeds. A good recordkeeping system

can answer such questions as: ‘ ’

"How often do I turn over my inventory?" . .

"How much business am I doing?"

"How soon.can I anticipate realizing on my accounts receivable?"

"How much do ‘I owe my suppliers or other creditors?"

"What is my weekly payroll? Do I have adequate payroll records to
meet the requirements of Workers ': Compensation, Wage and Hour Laws, Social
Security, Unemployment Insurance, and Withholding Tax?"

"How much net profit did I earn Chnd how much resultant income taxes
will I owe)7"
¥ "What is my capital; that is, of my total assets, how much would
be left' after paying my creditors in full?''..

"Are my sales, expenses, profits, and capital showing improvement
or did I do better last year? Two years ago?"

"How do the financial facts of my business compare with those of
similar businesses?' i

By determining the problem areas--whether they' re in sales declines
or sales of unprofitable 1tems, slow collecti or over-investment in

inventory, for example--you can start taklng\bteps to correct the

1

situation. o .
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You also heed ‘accurate and up-to—date records'to obtain credit.
Whether you need a "working cap1ta1" loan to help you during a slack .
period; “a "capital expendlture" loan*to buy new equipment, land, or
buildings for expansmn purposes; or s1mp1y credit from suppliers,
banks .and credit grantors néed properly prepared financial statements
1n .order to determine if they should extend credit.

-
o

REQUIREMENTS FOR A GOOD SYSTEM

Your recordkeeplng system should be:

1. As simple as possible. You don't want to spend more time keeping
) %

records than'you do running your operation!"
2. Understandable. You need to know what you're doing, and your

system should be 'mtlerstandable to someone ¢lse in case it needs to be n

taken over temporarily or permanently
3. Reliable and acqu;ate. It should give you systematlc and essen-

tial information, and provide mathematical checks and proofs.

4. Consistent. 'Similar transactions should be recorded in the
same way all the time. You' can then compare them Consistency also em-
phasizes the accuracy and re11ab111ty of income statements.

5. Prompt. You must be able to provide or find information when
you need it. .Someone might be waiting. ) ) ]

_'6. Comparabl® to similar businesses. Outside or third parties

mfght want to know how your operation compares with others, ‘and you can
compare Eercentages of gross ﬁrofit, volume, and payroll, for example.

s

RECORDS THAT SHOULD BE KEPT . e

This Eectlon covers the gasm kinds of records you need to keep
for a small business. ‘More - spec1f1c information about many of these
records is in Chapters 4, 5, and 6. 4

1. Checkbook All funds that pass in or out of ‘your business !
should go through a check:mg account wh1ch you set up solely for that
purpose. When used. with your “other records the checkbook helps you
prove howsmuch money was handled “ much was taxable income, and what}

. amounts were deductible for income tax reportlng You should reconcile

' Y P \/
;
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_your bank statement monthly, using the proof totals from your receipté
and disbursements journals to check your work.
2. Cash receipts journal. All receipts, categorized by source

and month, should be entered in a receipts journal. If you have a busi-
'ness, the cash sales entry.may be taken from your cash register tape or
by totaling your cash sales slips and aﬁy ofher cash received that=day.
In this manher, income that is not realized from sales--for exampie,

A

advertisiné allowances-*1is separated from receipts that have to be re- N
. ported as '"'gross receipts or gross sales." X
3. Cash disbur;ements journal. All funds paid out,'categorized
by type of expense and month, should be recorded in a cash disbursements

s journal.' The best practice is to enter daily in this journal every check

you write which.is drawn on your business checking account. Each entry
should show the nature or classification of the disbursement--merchandise,
office supp}ies, rent, or employee wages, to mention a few examples.

You tan summarize the expense classifications by extendiné each entry
into a colum for a particular class of expenses and adaing the colums

-
~ )

monthly.

4. Petty cash fund. This is used for making payments without having

" to write checks for small amounts.. Every time you make a payment using
petty cash funds, you should make out a petty cash slip and attach it to
your receipts as proof of payment. You need to set a fixed amount in
your fund, and the unspent cash and petty cash slips should always equal
that fixed amount. When-the total of petty cash slips nears the fixed
amount, you should bring the.cash back to the fixed amount by writing a
theck to "Petty Cash" for the amount of the outstandlng sl1ps Then
you can summarize the slips and enter them in the proper columns in the

o

cash disbursements journal.

.S

Other records which you might need to keep include:

" Time cards or books ‘on 1nd1v1dua1 employees for accurate payment
of wages. U )

® Social éecurlty payroll records showing Social Securlty tax
f\\ﬁeductlogs and employee earnings to date. é/’L
,r

"o Capital and depreciation records 115t1ng all major depreciabl
assets §9d showing curxent values and depreciation.

45
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e Inventories, taken at leas; annuallg, of 11vest0QR feed unsold

crops, and suﬁplles and feir values: ,n}' SRR
® Harvest and y1e1d records On\all crops, preferably llsted by .
field.

.3 .

® Production and mortality records. Qnikavestock
e Records of gasoline use for farmmpurposes to obtain a-tax refund.’
® Business documents such as bills, vouchers, sales slips, and

, cancelled checks (these records should be kept at least five years).

What Information Should Your Records Provnde"

1. Income tax returns--Schedulés 1040 1040 F, 1040 D, etc

2. A true net income statement, for management purposes, prepared
’ on an accrual basis (adJusted for changes in inventory).

3. Per10d1c net worth or financial ‘statements as needed.’_

4, Income and expense items summarlzed monthly for use in budget-
- ing and financial management.® . ‘

5. Convenient references to prev1ou57transact10ns productlon,
2 prices, etc.

6. Records of 1nvestment contrlbutlons and w1thdrawals for each
owner of the business. ~

. 7. Records for deductlng and remitting Soc1a1;§ecur1ty taxes on

employees )

8. Records for @btalnlng refunds on state and Federal gasollne
taxes. - - .

9, Yield and production information on major: crop and livestock
enterprises. o2

-~

3

Keeping Records for Taxes :
., . » : L s .

For the owner-manager of a small business, maintaining a fixed asset
record, in which you record all equlpment bu11d1ngs vehicles, and other
depreciable assets, is a necessaty part df .any bookkeeplng system. There

are also several depreciation technlques@such as accelerated methods and

special "first year" additional deprec1at10n wh1ch in some cases, should
be used to defer.or reduce tax costs. (Investment credit appllcablllty
is also a ﬁactor. A good record of your assets is essential to plan for
and set maximm tax advantages in these areas. of fixed assets.) Under
the,Revenue Procedure 62-21, depreciation schedulés.and records must be

r




‘kept for at least as long as the replacement cycle to substantiate the

guideline lives which IRS allows.
ployers who withhold taxes from wages have toskeep additional

.

) and extensive records. If you have one or more employees, you may be

e

required to withhold Federal income tax from their wages. Your payroll
records must include the amounts and dates of all‘ employee wage payment
subject to withholding taxes. You should keep such'record's for dt 1&a
four years after the date the tax becomes due or is paid, wh1chever \1/5/ ‘
later . A T - .
If your business is a small corporation or partners‘up, your records

must show the salaries paid to its officers and the d1\>§zdends pa1d to
stockholders. The owner- manager is responsible for flllng an. income tax

| return for the compa:rry—as well as for flllng a personal réturn to pay

income tax on her or his salary and the dividends she or he receives '
B
from the corporation. { . e ‘.

If the business is a partnersh1p, it files an 1nformatlan Teturn on

Form 1065, indicating the income or loss assignable to each .partrer. b
_Each partner then flles a personal returnthat 1ncludes he' or his share R
h .
of partnership income along with other taxable income. "
. ¢ . <

Retaining Records for Taxes ‘e . ‘
N

Records to keep for tax deduction purposes on both your personal,
and your business returns inelude receipts for: '

-

/ 1. Medica¥ and dental expenses Medicines and drugs fees for

doctors, dentlsts "nurses, hospital care; insurance premlums for medlcal

i care, hearing a1ds dentures, eyeglasses transportation for medlcal

‘ or syna%ogue colleges and universities; gifts of property, etc. ; T

ments, etc.’ . . N N {

urposes etc. » o L e

- 0

2. Taxes. Real estate taxes, personal property taxes, general

5

sales taxes, etc.

s

«+ 3. Interest expense. Home mortgage, bank loans, finance chargeS' eEQ\

4. ContriButions Cash contrlbutlons to the community chest’, church

< 8
5." Miscellaneous deductions. . Union dues, subscriptions to, profes-

sjional Journals uniforms, political contributions, ta.x ass,lstance fees, etc.
6. Income statements. Forms W-2, W-2P, 1099, 1nterest J;;come state-




As a general rule, you should keep the records you use to prepare
your income tax return for as long as they may become material in the -
administration of any Internal Revenue Serv1ce law Ordlnarlly, the
statute of limitations for such records explres three years after the

turn is due to be filed. . )

~

" Generally, the Internal Revenue Service canndt bring assessment
or collection'proceedings for a g{;EB taxable year after three years.
have elapsed from the due date of the return or the date it was filed,
whichever is later. The major exception to this time period is when
. the taxpayer has om{tted over 25 percent of gross income or has filed
=3 : a false or fraudulent return. - '
Hoﬁeter, you should keep in mind that this three-year period is

hS vy
~
">

“a minimm. Many of your records should be kept for ,a longer period. ‘
. ’ Among business fecords often considered permanent are cash books,

' deprec1at10n 'schedules, general ledgegs journals, financial statements,

~ and audit reportsa Records to be retained for_six or seven years often o

’ 1nc19de accoumts payable and receivable, cancelled checks, inventory '

schedules payroII*records, sales vouchers and. invoice details. N
' Cop1es of 1nggme tax returns should always be retained.. Reta1n1ng
records helps the taxpayer as well as thHe IRS because it is often to the
taxpayer's advantage to use carry-back claims and amended returns. In
. Such kases,‘you must be able to prove that your tax returns are correct,‘
* The IRS generally keeps records for six years. You can lighten
your home record load by discardihg certain checks .and bills ohce they .
have skrved their burpose' For example, you can throw away weekly or
monthly salary statements (assuming you are paid that way) after you
check them against your annual W-2 Form. It is wise, however, to save
° cancelled checks that-relate directly to an entry on y tax return, g
" and to keep all medical b111s for three years to back Egﬁy .......
N checks

If nécessary, you can obtain a copy of your tax return by writing .

-

our cancelled

' to the Ipternal Revenue Service Center to which your return was sent.
“ o Make sure you include your Social Security number and a notarized
—_— —~— .

-~

signature. .
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S ACCQUNTINGMETHODS .

> . The law does not require any particular kind of bookkeeping system,
) so long as your records are permanent, accurate, and complete, dnd clearly
establish income, deductlons Credlts employee information, etc. If
¢ you have more than one business, you must keep a complete and separate
_set of books dnd records for each Business . -
When,starting a business, you should establish the type and arrarnge-
" ment of your books and records most suitable for the busingss. An
accountant=tan help_you with this. '

Cash or Accrual?
> . ¢

- Which accounting method you choose--cash or accrual--might depend
. e 1
on whe®her or not you extend credit to customers and also on the amount
. . .of jnventory you require. . R )

! S Most businesses use accrual. With this method of recording, you:
.~ account for revenue for the period of time in which it is considered to
H&ve‘ been earned, even if payment has not yet been received in cash. '
Likewise, you account for expenses for the period of time in which they '
are considered to have been ihcurred, even if payment has not yet been
made in cash.’ ‘ ‘ : ‘ . ",
The cash method is used mostly by farmers, doctors, amd organlza-‘
A tions. Both income and expenses are reported in the year in which they
occur. -This method is not allowed by the Internal Revenue Service for.
" businesses with inventory. ; —
- . When you file your first tax return,<you may choose any method of
accountlng that clearly and accurately reflects your income. After that,

you must obtain the consent of the ﬁs before you maKe a change.

’

gingle Entry or Double Entry?

o

- " The simplest. bookkeepmg system is single entry, and it may be
) su£f1c1ent if you're Just starting out in business or have a small and
simple business. This system is only partially ccmplete as it concen-
trates Just on the profit and loss statement, and not on the balance
sheet, By usmg a dally summary of jash receipts, a monﬂﬂy summary - .

S
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.,
of receipts, and a monthly disbursements journal, y3m can use the single-

entry system to record income and expenses adequately for tax purposes.

The double- -entry system has the advantage of bu11t ifchecks and
balances which ensures accuracy. . In this system, you use Journals and
ledgers. First, all the daily trapsactions of the bu51ness are entered

in the journal, showing: N
1. Date . ' '
2. Description of the transaction

YA
[}

(@]

. Money involved : Z “ s,
4. The type of income and expense affegted by the- tr tion.
Later, summary totals are posted to ledger accounts, ?c; show .
income, expenses, assets, liabilities, and net worth. Incomeuand expense
accounts are closed at -the end of each accounting period, whereas asset,
11ab111ty, and net worth accounts are kept open and ma1nta1ned on a .

. - Permanent basis.. , v ' < ~
-

An 1mportan&€feature of thls*system is that it is self- balanc1ng
Every bu51ness transaction 1s an exchange of one thing for another and
in double enfry bookeeprné you show thls by entering every transaction
both as a dehnt_ln one gccount and as a credit in another account. There-
fore, when you compare ledger agccopnts, if no errors have been made, the «
totals of deb1t and crédit amounts&should be ‘the same and the accounts '
,are in balance. ‘ M a a i

After the accounts are balanéed financial statements--which consist
of the prof1t and loss statement and the balance sheet--may be prepared.
As dlscussed in Chapter 1, the prof1t and loss statement shows current
operations for the year, and the balance sheet shows the ‘position of the
business in regard to assets, 11ab§lat1es and net worth (equity) at an
exact poifit in time. ) + ¢ . '

. The systematic and perlodlc recordkeeplng necessary for the effi-

cient operation of a Small business, is out11ned in the checklist on the

o

‘following page. ' . . ' ‘

v ?




SMALL-BUSINESS RECORDS CHECKLIST:
Wh.atl' an Ownér-Manager Should Know

The owner-manager of ‘a small business must keep records on a daily,
weekly, and monthiy basis. At any given time, she or he should know or
be able to ensure:

DAILY
1. Cash on hand. . _ . .
T 2. Bank balance. (Keep business and personal funds separate.)
3. Daily sumary of sales and cash receipts. -
- 4. That 411 errors in recording collections on accounts are corrected.
p 5. That a record of all monies paid out, by cdsh or check is main-
, tained. T
WEEKLY '

1. Accounts receivable. (To take action on slow payers.)
. 2. Accounts payable. (To take advantage of discounts.)
- . 3. .Payroll. (Records should include names and addresses of employees,

A Social Security numbers, number of exemptions, date ending the ot
* pay period, hours worked, rate of pay, total wages, deductions,
inet pay, and check numbers.
4. /Taxes and reports to state and Federal govermments (sales, with-
. holding, Social Security, etc.).
" MONTHLY )
v : LT \ . . . '
. ' 1. That all journal entries are classified according to like elements
:; o (these should be generally accepted and standardized for both
A “income and expense) and posted to the general ledger.

2. That a profit and loss statement for the month is available within
a reasonable time, usually 10 to, 15 days following the close of
the month. This shows the incomé of the business and the re-
sulting profit or loss. From this, take actien, if necessary,
to eliminate loss, such as adjusting mark-up, reducing' overhead
expense and pilferage, correcting tax-reporting and buying
procedures, and taking advantage of cash discounts.

3. That a balance sheet accompanies the profit and loss:.statement.:
This shows assets (what.theusiness has), liabilities (what
the business owes), and the investment (eqirity) of the owner’.

4. That the bank statement is reconciled. (Thatris, the owner's

; books are in agreement with the bank's record of the cash
. balance.) . ‘
* 5. That the petty cash account is in balance. (The actual cash in
the petty cash box plus thestotal of the paid-out slips ‘that
' have not been charged to expense. Total the amount set aside
= as petty cash.) - . ° _
~ 6. That all Federal tax deposits, withheld income, FICA (Social
. Security) taxes (Form'501), and state taxes are paid. .
7. That accounts receivable are aged--30, 60, 90, etg.; days past ¢
. due. (Work.all bad and slow accounts.) - . )
8. " That inventody control.is worked to remove dead stock.and to
order new stock. (What, moves -slowly? Reduce. What moves
fast? Increase.) \ : '

.
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KEEPING HOME RECORDS

You know you have that paper. You put it in the drawer with the

»

other ''business" papers. It's not there. You try another drawer. And
another. You go bac%ato the first one.

Income tax time. You go to your file, pull out the approprlate
folders, sit down, and start to work. Or do you? Do you spend a lot
‘of extra time looking for the receipts, checks, etc., you need?

De you know what you really need to keep and what/you might as well
throw away?

A Government Printing Office publication, Keeping Family Household

Records, has provided some guidelines. First, there are some things
you should put in a safe deposit box at your bank or sav1ngs and loan
company, and some things you should keep at home. ¢
As a general rule, -put in a safe deposit box those documents _that
either can't be replaced or would be costly and difficult to repléée(
These should be kebt in a safe deposit box:

may contact your state agency for reglstratlon of-birth. The
agency that provides this service varies from state to state,
. but can be determined by calling your local library, if you
' were born before 1920, or the Bureau of the Census. You may
also send for the publlcatlon Where to Write for Birth and
" « Death Records, Consumer Informatlonlﬂenter Pueblo, Colo-

1. Birth certifi¢ates. If ggu don't have one or have lost it, you

rado 81009. - ) c
Citizenship.papers. ,
Marriage certificates. ~ " _,::>

2
3
4. Adoption papers.
5. Divorce decrees.
6

. Wills (copies, since the originals are kept by the attgrney
"who prepared them)

7. Death certificates. o i
8. .Deeds. _ e
{//é. Titles to automobiles. ‘ o

' ) 19. Household inventory (a record of everything in your home, for
. insurance purposes). List each item, what it is, how much it
' cost, date of purchase, and replacement cost. Also include

' brand name, model nufber, and,dealer S name.

11. Veteran's papers. ,
12. ~Bonds and stock certificates. _ :
13. Important contracts. '

"

) 43 0%
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+If you keep documents relatlng to secur1t1es or investment properties
in your safe deposit box, rental fees may be deducted from your income
tax.’ ) .
Having a definite system a;d a p;ZEE’Eb keep your personal papers
.at home is a necessi#ty. The arrangement can be very simple and inexpen-
sive--a used file cabinet, or even a stﬁrdy'cardboard box. The contents
should be divided into two parts--active file and inactive storage. Ydur
active file should include the 14 categories below (the first five of
QE}ch should be moved to the inactive storage file after three years):

1. Unpaid bills.

Paid bill receipts.
Current bank statements.
[Current cancelled checks.
Income tax working papers.
Employment records (re_s.ltmes, health benefit informatiaon, etc.).
Credit card information (each card's number and company name).
Insurance policieé. !
One. copy of each will.
Family health records.

0w 0 ~1 Oy U BN
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= o

Warranties.

=
N

Education information (transcripts, diplomas, etc.).

13. _Social Security information on benefits, regulations, etc.

14. An inventary of items in your safe deposit box.

A record of the location of these and other important papers should
be kept in a. loose-leaf binder. The binder should also include:
‘ 1. A list of all your savings and checkiﬁg accounts.

2. The name and branch of the ‘bank at which your safe deposit box
is located -

%

3. A record of your family's Social Security numbers and insurance
policy information. ) :

Finally, and this is very important, when you have established a

system, share it with someone else in your family. A : <£
, \ & »
‘ &
"~
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" BUSINESS REGULATIONS

First, it should be noted that busingss regulations vary from state
to state. In fact, although their functions may be similar, the names of
the regulatory agencies themselves can vi;y

example:
AGENCY °

Workers' Compensation

Economic Development
—

%

Commerce

-

. STATE
Oregon

Oklahoma
California

Oregon

North Carolina

Ee&as .

Oregon
Vermont

Viftginia

widely among states. For
.l ’

NAME

Workmen's Compensation
¢ Board .. N

Industrial CourtA .

Division of Industrial

" Accidents

Department of Industrial
Relationg

V% .
‘Department'of.gfonomlc
Devel t

Depar
Industrial‘CommiSSipn

Commerce’

Department of Commerce

~ Agency of Development and
Community .Affairs

Division of Industrial
Development



R L. izoll‘owing list o\{"\teleph ne numbers as a starting point.

| /
l[ ‘ i v

/ ‘ 'STATE GOVERNMENT TELEPHONE INFORMATION NUMBERS

/! . ALABAMA Ao - Montgomery ’ (205) 269-6011
J ALASKA Juneau. (907) 586-5301
ki - ARIZONA' . , " Phoenix (602) 271-4900
{ ARKANSAS™ / Little Rack (501) 371-3000
/ . CALIFORNJA Sacramento (916) 445-4711
o | COLO Denver - (303) "222-9911
/ CONNECTICUT Hartford ‘ y (203) 577-2211
/ DELAWARE | _ Dover . . (302) %]-8-4000
J ~ DISTRICT OF Washington  ° (202)~628-6000
/ A . FLORIDA . Tallahassee - (904) 488-1234
T ,GEORGIA Atlanta . (404) 656-2000
 / HAWAII Honolulu & =+ ° (808) 548-6222
. IDAHO oise . (208) 384-2411
L Springfield " . (217) 782-2000
Indignapolis (317) 633-4000_
S Des-Moines (515) 281+5011
; opeka ) (913) 296-0111
CKENTUCKY Frankfort a (502) 564-2500
7~ LOUISIANA Baton Rouge- ,”. (504) 389-6601

‘ MAINE Augusta /. (207) 289-1110 -
L : Annapolis /-~ (301) 267-0100
P Boston (617) 727-2121
7 . MICHIGAN - ‘ Lansin . - (517) 373-1837
e MINNESOTA . Sg Pauy (612) .296-6013
o MISSISSIPPI ¢ ngk@;n T (601) 354<7011
~ MISSOURI Jefferson City ~d (314) 751-2151
, " MONTANA Helena \ (406) 449-2511
-~ NEBRASKA ‘ Lincoln - (402) 471-2311
, / NEVADA_— Carson City - (702) 885-5000
’ ‘ SHIRE Concord (603) 271-1110
. A-NEW JERSEY .. . . Trenton (609) 292-2121
S NEW MEXICO Santa Fe - (505) 827-4011
|~ . NEWYORK' - . Albany , ' (518) 474-2121
NORTH CAROLINA Raleigh : (919) 829-1110
NORTH DAKOTA Bismark : (701) 224-2000
OHIO - Columbus ) (614) 466-2000
; OKLAHOMA Oklahoma City (405) 521-2011
. OREGON " Salem (503) 378-3131
PENNSYLVANIA Harrisburg: (717) 787-2121
/ RHODE ISLAND Providence " (401) 277-2000
SOUTH CAROLINA Columbi (803) 758:0221

.SOUTH DAKOTA Pierre (605) 224-3011 ,
TENNESSEE Nashville (615) 741-3011

TEXAS Austin ) (512) 475-2323

UTAH Salt Lake City (801) 328-5111 !
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VERMONT Montpelier (802) 828-1110

VIRGINIA . Richmpond . (804) 776--0000
WASHINGTON : _ Olympia. . (206) 753-5000
WEST VIRGINIA Charleston (304) 348-3456 .
WISCONSIN . Madison . : (608) 262-1234 .
WYOMING Cheyenne . (307) 777-7011 ‘

-

Other possible first stéps are co?tgcting the Small. Business Adminis- -
tration.office in your area, the Chamber of Commerée, or even the County
Extensihervice

Takmg aﬁl these differences in state regulatlons into accoumt,
the followmg busmess regulations for the state of Oregon are meant to
serve as exa.mples only, and may not be valid for other states.

4

OREGON BUSINESS REQUIREMENTS

Some local goverrments ino Oreéon have established filing requiré-
ments which must be met in order to conduct business. Since local
" requirements may vary ,fromiplace to place, new businesses should contact
thdir nearest county courthouse for more information regarding licenses,
permits, etc. / T
Air and water control permit requirements. The control of air and

water pollution in Oregon is regulated by the Oregon State Department of

Environmental Quality (DEQ). Oregon businesses whose operations may in-
volve air and water contamination aré'a”dv'rsed*to*contact the DEQ for

spec1f1c 1nfonnat10n about certification or permit requirements:
o ' Department of Envirommental Quality

1234 SW Morrison Street \
Portland, Oregon 97205 \ .
. - | Phone 229-5696 )

L1censmg New or ex1st1ng businesses in Oregon may be requ1red to

obtain a license or permlt from a state or Federal agency in Gordex to
conduct their operations. More information may be found in the publica-
tion Licensed Occug)atlons in Oregon obtamable from:

;%f The Employment D1v151on

. Department of Human Resources
402 Labor and‘Industries Building
- Salem, Oregon 97310 )
Phone .378-3208 v




-
-

"It 1s to be filed with:

SN Salem, Oregon . 97310 . v

Incorporatlon New or existing businesses deciding to incorporate

1n Oregon are requ1red to file "Articles of Incorporation' with. the Ore-

gon Corporation Commissioner, For specific 1nformatlog,about filing

requirements, contact: - ' N . |

The Corppratlon Commissioner .

Corporation Division ‘ .
Commerce Building, 158 12th Street NE —_—
Salem, Oregon 97310 o .
Phone 378-4166 _ : Yy

W55 Employers Reglstratlon Report for Oregon Withhoelding Tax. This

report must be filed by every employer in Oregon *immediately upon opening
a business or upon issuance of the first payroll for services performed.

Department of Revenue

|
State of Oregon . ! ’ +
o ) P.0. Box 800 -
< ‘ Salem, Oregon 97308 ‘
R B . Pho 78-3359

- Form 47, Application for Workmen's Compensation Insurance (SAIF) .

. Every employer in Oregon, on establishment of a business employing one or

¢

more workers, is to file this application immediately with: .

State Accident Insurance Fund
Labpr and Industrie$ Building

Phone 378-3411
= Fonn 12, Unemployment -Insurance Coverage Statq§7Report With one
except}on, this report is filed by Oregon employers who have one or more

individuals employed during 20 weeks of a calendar year, or who have a
payroll of $225 or more in any . calendar year. The exception is those )
'employers hiring agricultural and casual labor, the use of which does )
not promote or advance their trade or business. The form is filed yith:‘

Employment Division .

. Tax Section

. : 402 Labor and Industries Building
e Salem, Oregon 97310° x
- ' Phone 378-3224 .

Form SS-4, Application for Employer Identlflcatlon Number. This is,
a Federal form which must be filed bx the person who pays wages to one or

It must be filed with the Ihternal Revenue Service, on or

more employees.
before the seventh day after the start of the business. Specific

- * . 4

. \ - . v
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information may be obtained by calling the state IRS officeg(tdil free,
Portland, Oregon, 1-800-452-1980) or the' local IRS office.

Occupational Safe;zﬁanasﬁealth Act (OSHA). ‘Enacted in 1970, OSHA
pertains to new bq§1ness employers in Oregon and ex1§%1ng businesses be-

coming Oregon employers The act requires that employee occupat10na1
injury and illness. records be kept at the place employees usually repdrt
to work. The OSHA Admlnlstratlon will provide information about record-
keeping requirements, including posting of related OSHA materials,. // ,
provisions of the act, and employer exclusions. Oregon businesses wh1ch

may be classified as employers Should .obtain the booklets Setting New

Standards for Job Safety and Health and Guidelines for Setting Up Job '/ .

' Safety and'Health Programs, available from: . .

OSHA Administration
Room 526, Pittock Block
921 SW _Washington Street :
Portland, Oregon 97205 -
Phone 221-2251

A current copy of the publication Federal Register for Occuﬁational ) .
and Health Standards would be helpful for use in conJunctlon with the
above booklets, It may be obtained from the OSHA Admlnlstratlon or by
writing to: )

U.S. Department of Labor ‘
* Occupational Safety and Health Admlnlstratlon
1808 Smith Tower Building

506 Second Avenue ) T
Seattle, Washington 98031 ,

For OSHA-related 1nformatlﬁn from a state level agency, new emplbyers Lo

~

in Oregon are advised to contact: : S . ~
, = The Oregon Workmen's' Compensation Board
216 Labor and Industries Bu11d1ng C T
¥ _Salem, Oregon 97310 >

- Phone 378-3272
OSHA and agriculture. The basic requirements for agriculture under

the Occupatlonal Safety and Health Act involye recordkeeping regarding
on-the-job accidents and illnesses and compllange with four specific
Federal agricultural safety standards:

F

*A Federal act, OSHA of course affects all states.

4 |
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1. - Sanitation in temporary labor camps g,
2. Handling and storage of anhydrous ammonia.
31 Pulpwood logging practices. ' : : | o
4. Identification of slow—movirfg vehicles (SMV emblem). K
Two farm-orlented /publlcatlons which should be helpful and whl/ch

are available from the OSHA office, are: ) "

i. Safety and Health Standards for Agriculture.
X 2. *RecordkeeLng Requirements (Farm Edition).

e !
Finally, to round out the 115t of addresses for OSHA, the nat10na1

+

headquarters.address is:

U.S. Department of Labor -
! OSHA .
) « Room N-3641
Third and Constitution Avenue NW
Washington, D.C. 20210 '
N .

A GHECKLIST OF TAXES, PERMITS, AND LICENSES

/ .
\ Y ’ Applie§ to | Date for Filing
Item - , My Business Appllcatlon/Paym?nt p
FEDERAL - ‘ . ’ v
1. Employer’ 1dent1f1cat10n U,
; number ' . N , ,
2., Federal use tax v
3. Depositing withheld income T T
tax and Social 'Securlty i
(FICA) tax
4. Occupatldon tax . N 4 A

Quarterly return of withheld

income tax and Social

Security. (FICA) tax - e : -
-6. Federal income tax '
a. - Filing estimated-return

b. Quarterly estimate payme‘nt

c. Filing annual réturn\ /\\
- d. Payment dates

7. Paying Federal unemployment
tax

.8. Federdl exci§e tax’

9. Report of withheld income tax
' . ¢

A B ‘50” 59 /
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A CHECKLIST OF TAXES, PERMITS, AND LICENSES (Cont.)

<

'e. Sales tax

1) «Reporting
, 2) Date due

1) Reporting
2) Date due ‘
£. Real estate

1) . Declaration
~2) Date due

g. Ad valorem
1) Declaration N
2) Date due

51

Applies to ~ Date for Filing
Item My Business Application/Payment
STATE i
Income tax - -
a. Estimated income
b. Quarterly income
estimate payment
c. Annual income tax return
d. Payment dates for income .
tax - ) f
Sales tax number
Unemployment tax ~ l
Sales tax - :
a. Report ¢ e
‘b. Payment i '
LOCAL (city/county) B
." Zoning (selected location
zoned for my type of business
Business taxes ‘
a. General ‘ >
+ 1) Declaration
2) Date due
'b. Income 'tax ¥ . g N
1) Return filed »
2) Date due
c. Special .
1) Declaration . -
2) Date due : -
d. Inventory tax ' »
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| A CHECKLIST OF TAXES, PERMITS; AND LICENSES (Cont).. \1
Applies to " Date for Filing‘.‘ <.l
Item - - My Business Application/Payment
3. Building permit ) - ' . s - .
.4. Business license : A ' ot
a.' Permits R : '
1) Beverage . . . L ‘f :
2) FOOd . N - . . o .%a
3) Agricultural tT A T ‘e
i . 4) Other: e i
b. General . ’ P R L.
- . . - 7\
Special . . ‘ N ¢ e
1) Application . : - L
o 2) Advertising P
3) Heai’]..ng 3 - . &
Qe \}4 - - - f 5 Kl -
\]
—-— * ,
- — [\ ”4’
- , .
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° PERSONNEL

) . .
¥ ,
N

How do you go about flndmg people to hiré? How do you know %‘or
sure what they should be paid? ’What do you need t0, know about hiring
. temporary help "to handle peak loads or seasonal crops" And what are
- the "hidden'" costs of hiring? . g d o
. To begin with,, there are a variety of 7 ways to flnd ‘your employees
- ‘1. Tell your nelghbors and friends. Ask them to spread the word
they mght even have a cousm or friend who is just right for your job.

i 2. . Post notices on bulletin boards at meeting places. ..
- 7 3. Use the services of the State Employment Office. This is .
probably the most convenient way to flnd seasonal help ' )
: 4. + Advertise in newspapers . - )
5. Ta}ke notices te schools or teachers and -to people you know
in business. - o ‘ S )
: N 6. Check with t}‘le" placement office of a nearby college or community

college. Students are always looking for part-time and even full-time

’

work.

Also, it is easier to f1nd employges at certain times of the year
than at others, as, for example, just after graduatlon in the spring and
ot a:Eter a big seasonal job,°like ‘fruit or vegetable packlng, has been

Fl

completed s
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EMPLOYMEN'ﬁ. CONSIDERATIONS

4
When you are ready to advertlse and hire, it's 1mportant to rememberf
that the Equal Employment Opportunlty Commission (EEOC) and other Federal
state and local agencies which deal with employment require business

[N

practices which use fair selection and promotion procedures that comply o
with the Equel.Employment Statutes. This means that selection, promotion,
and employment,procedures must not discriminatevon the basis of race,
sex, color, religion, or national origin.

. “Unce you have decided to Emre and have found prospectlve employees,
you w111 have to be able to choose the one ‘or ones you think will be
best for the job.

The basic technlques of evaluation are (1) the 1nterv1ew, (2) the
application form, (3) feferences, and (4) the tr1a1 period.

The interview is probably the teal key to determ1n1ng experience,
abilities, and att1tudes. Be sure-you have a very clear description of
the job to be done and any experience required, so that you know what
you want to ask; and can answer the applicants' questions.

The basics of employment have to do with~salaries, wagee, and work-
ing conditions. You should be paying salaries which are comparable to
those in similar businesses in your. community. You can get comparisons
by asking around--talking to bu51nesé\2\op1e, the County Extension Ser-
vice, the State Employment Division, etc.--or by readlng newspaper ads.

You might titink that "salary" and "wage'' mean the same thing, but
they don't. A salary is a fixed amount of money paid weekly, monthly,
<etc., and not d{rectly dependent on the mumber of hours worked. Wages
are paid by the hour or by the piece in exchange for services.*

Working conditions include a wide variety of things, such as light-

ing, air, space, restrooms, noise, etc. They also include the conditions
under which training is conducted. . - L
‘Training is crucial, whether it's for dtiving a tractor, packing
’ boxes, or answering a telephone., Employees need to know what they are -
expected to do and how you want them to do it. For instance, if an

employee is responsible for answering the telephone, and you don't explain

«®

*However, for the purposes of this handbook, 'salary' and ''wage" have
been: used ihterchangeébly. e e
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how you want it d0ne,§she or he can say 'Uacobs%?'sr lowers,"n"Jacobson's
Nursery,' "Jacobson's,'" ""Nancy's," or just "Hello ) You might think
the right direction in which to drive equ1pment roumd the f1eld would
be obvioys, but it isn't to someone used to d01ng it another, way.
- B / ¢

“Hldden” Costs of Hmng , . Y

’ L The ""hidden" costs of h1r1ng are the things you might not think of,
at first; like Social Security, pension, or medical-or life insurance
payments vbé.night have to make. “OtHer ‘costs miéht be discounts to ' .
employees, meals, lodging, paid 516k leave and vacation time. There
mlght be extra bookkeeping: costep or addltlo al costs involved in truck-
ing or handling of goods. /. ' s ! L . ]

The most comnon fringe, beneflts which r%late to the hidden costs '

of hiring involve sick leave/ hollday and vacation pay, and special
training or meetings. These costs, if properly planned can be deducted
as business expenses. Good management practices indicatg that it can be, .
to your advantdge to attend special training sessions or meetings related

- directly to the klnd/of work you do, as you can deduct the cost of send-
ing an employee yourself to such sessions. 'Keep records of the costs,
fees, tran§bort,tion, and the like. . "

" In spec”él situations, if you carefully follow IRS rules, expenses
" for proflt/ehirlng, -pension plans, or even bonus payments to employees

may be deductible as business expenses. You should see an accountant o
or tax gttorney abeut such possibilities.. It might be to your advantage
to set/ up a regular plan for income tax purposes. '

As a final word, whatever kind of 1nsurance you have for employees,
ere are two other thlngs you should always have handy: a first-aid
kit and a doctor's phone number-ln case of an emergency.

"Hiring Family Members

Is it to your advantage to hire outsiders, or should your family
members do the job? Kind and understanding family members can often be -
expected to work without regular pay., If you do have your’ family members
work, though, you should set up some kind of system whereby they are

-5564
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required to do certain thinés for Sertaigwaubumts of money - -or they
might not remain kind and understanding. AIl that you expect--duties,
hours , and.wages-—should be cleigly spelled out in advance rather than
permitted to evolve haphazardly. If you plan carefully and have the
JOb outlined and the rate of pay clear, th%re may be advantages in terms
of bu51ness expenses, which otherwise might not be p0551b1e Contact.

a profe551ona1 accountant or tax attorney if you' re considering régular
jobs for famlly members .

Payments to, chlldren are legal for regular work at reasonable
rates. They should dep051t the1r pay into their -own accounts. Children
are exempt from Social Security taxes on wages until they reach age 21.
Each youngster must file an income tax return if she or he earns more
than $2,050 a year’—'But if a 4-H or Future Farmers of America (FFA)
prOJect nets a child more than $400, a tax return st be filed and

* . Social/ Security paid on the self-employed income. - ' 5

, You can claim your youngster. as a dependent on'your tax return so
long as: (1) you furnish more than one-half of the child's total support
for the year and she or he does not reach the age of 19 during that year,
or (2) the child is a full-time student for at least five months during
the calendar year. - /

Often, the owner of a farm will employ the spouse for pay. A
spouse can be put on the payroll and the amount paid can be claimed as
a business expense. If you have a sole proprietorship, paying your spouse
may seem an idle exercise in moving m;ﬁéy from one hand to the other.
However, you may save'on state taxes because of the expense deductions.
Somgtlmes, too, the spouse may be paid and the farm owner still be
exempt from paying either Social Seéurity or Federal unemployuent tax
on her or his earnings. ‘You should check out the full Social’Sedurity \
impact as well as potential tax savings before the spouse is put on‘the .
paxroll.' If the spuuse becomes disabled and can't work, the spousq
could draw benefits from her or his own account. Whep the spouse retires,
she or he will réceive payments only for the larger account (the wife's
or the husband's). Of course, divorce could change’the picture and make

it to the spouse's advantage to have an individual Social Security account.
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1if thé'spouse is paid, IRS regulations reqéire that the payment
be 'brdiﬁary and necessary business expense' and that the wage rate be
"reasonable.'" Work must be performed, although no formal contract for
payroll records 1is reguired. Cpnta?t your %gcdl.IRS office for details.

™  SOCIAL SECURITY

This topic, like many in this handbook, in itself could fill several
books. Programs include retirement insurance, survivor's insurance,
disability insurance, hospital and medical insurance for the aéed and
disabled, black-lung insurance, supﬁlemental security income, and un-
employment compensation, as well as public assistance and welfare services.

The best wé} to find out specifically what you need to know about
| 4

Social Security--coverage, costs of coverage, etc.--is to contact your

local Social Security office.

If you are an employer, }oh ars expected to contribute to the

Social Security benefits of each eﬁploye You wiNl need to know how
much those payments are, where to send them, and when they are due.

You probably already have a Social Security mmber. If you wish
to find out your Social Security earnings record, file "A Request for
Statement of Earnings' (Form OAR-704), and send it to the Social Security
‘Administration, P.O. Box 57, Baltimore, Maryland 21203. They will mail
) you a statement of thgitdtal wages and self-employment income that have

been credited to your earnings record. g

Every employer is required to keep records showing: -

1. Names, addresses, and occupations of employees receiving wages.

2. “Amounts and dates of wage payments. - 'ﬁ

3. Employees' periods of employment.

4. Social Security mmbers of employees. ’
5. The employer identification numb?r (except in the case of .

household employees) . .
The employer must also keep duplicate copies of quarterly and annual
returns, on which employees' wages are reported for Social Security pur-
poses. These records must be kept for a period of at least four years
after the date they are due or paid. Farm operators who utilize the
services of crew leéderzmgust include the name, home address, and em- *

ployer identification number of the crew leaders.

14
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" on, the,combined rate will be 8.50 percent (7 percent and 1:50 percent)

* some special conditions which could apply; again, check with the Social

- -

Certain tax forms must be used by employers to report income tax
withheld for employees. ’ >

There are special due dates for filing returns and paying the balance
of the contrlbutlons (except for agriculturdal employees, who must file re-

- turns annually, on°or before January 31, for agricultural wages paid

during the preceding calengar year) . ;

An employer must give employees written statements of Social Secu-
rity contributions made~whenever an employee's earnings are subject to
those contributions. . Theae statements must be given no later than
January 31 of the year following that in which, the wages were paid. .
If the employment endéd before the close of the year, these statements
must be given to employees no later than 30 aays after the last wages
were paid. Self-employed people have to report their earnlngs to the IRS
and pay a self-employment contribution for Social Securlty coverage.
Agaln;:ope should consult a Social Security office for specific informa-
tion. There is an established percentage rate for retirement, survivor's,*
and disability insurance; and a separate rate for hospital insurance.

For instance, for 1981 1985, the retirement, survivor's, and dlsablllty\
insurance rate 1is 7 percent, and the hospital insurance rate is 1.35 per-
cent, making a comblned rate of 8.35 percent of net earnings. From 1986

Self-employed people report their earnings for Social Security
when. they file their F\Heral tax returns. If a self -employed person, has
net earnlngs below $400, there are some spec1a1 requ1rements for partner-
sh1ps a sllghtly different report is filed. ©

. To correct a person's Soc1a1 Security record, you need to get in
touch with youn,nearest Social Security office. Do this if you have
any questions about reports or credits to your account or about those of
someone wh® works for you. '

Earnnlé?records"can be corfected anytime up to three years, three
months, apd fifteen days after the year in which the wages were paid or

the self-employment income was earned. To that time limit, there .are

Security office. .
N . ‘ '

»
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The benefits from Social Security are 50 many and varied that even

" with a spec1a1 Social Security handbook, most people have questions.
There are special circumstances which apply, spec1a1 time limits for -
oompletlng forms, and different waiting periods for different prqgrams
It is best to consult a professional early.

”<:\ One Social Security benefit is hospital insurance, the detgils of

whicﬁ, in a Social Security handbook, cover at least 40 pages of|very 3
small print. Enrollment regulations. alone cover about 10 pages thd

some ofbthe specific hospital benefits are described in approx1mate1y ’

20 pages. You need professional help to sort through these kinds of '
reﬁhlatiohs. If you employ more than half a dozen individuals in the | »
course of a year, it is a good idea to get a copy of the Social Secuglty .
handbook in case questions arise, \and at least become familiar with the
table'of contents. Other than that you are best advised to keep up

with current changes and regulatlons by contacting the nearest Social

Security offlce whenever there is a question. To find the address of ‘ }gﬁ
the offlce nearest you, ‘look in the telephone d1rectory under Social 3"
Securlgy Admindstration, or ask at your post office.

EMPLOYEE LAWS

A number of Federal and state laws concern ‘employees, such as

“

'(1), minimum wage laws, (2) minimum working conditions and standards,
and (3) mlnlmum protection” for health and weifare of employees.
The Fair Labor Standards Act may cover your employees. To find

out, there are a number of publicatiors you can consult. ‘They are avail-

able from the local Wage and Hour Division of the U S. Department of

Labor. leferent publlcatlons refer to overtime, exemptlons, and spe;?//ar)

ciﬁ}c bu51nesses - ﬁ'
*The Sécial Security Act requires an empldyer'to help provide minimum

emplpyment benefits for employees, and each employee as well as the em-
ployer is required to contribute a certain amount per year.
Federal income tax legislation requires you to deduct income tax ‘

from employees' wages and salaries. The laws mandate that you collect -
the proper amount and turn it over to the government,;theiiorms youx

employees must fill out are available from your nearest IRS office. 7_‘
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You also have to file SociaIJSecufity (FICA) and Qithhol&ing taxes
each quarter, or, for agricultural empléyers, annually. There are some
restrictiohe,dn the number of hours and types of w&?k that minors may
do, and usually, if they’are under 16, they must obtain a work permit
through their local school system or through the local employment office.

Workers' Compensation coverage is requlred for employees so that

medical and hospital treatment is availablé if they are hurt at work.
This can usually be provided through a State Insurance Fund or a private
insurance broker. C )

o
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EMPLOYEE RECORDS ,

Ygu should keep individual records for each employee. Each em-
ployee's record card or sheet should list: . e
1. Name,, - -
2. Address. T T
« 3. Telephone number. : ~ \ I
4. Person to contact in case of emergency. . X .
5. Social Security ntmber. ~ v

6._ Number of dependents.
7. Prev1ous education and experlence .
Your records should indicate the date that you hired th\\person and the

date she or he was last paid. It is also helpful to recorQ\‘for each

employee. . ‘ T "
1: Gross earnings. ’ @%
2. Social Security amoumts '
. 3 Wlthholdlng tax.: -
‘4. Other deducti®ns and benefits.
" 5. Net pay . N S

These records should Be‘posted weekly, When the employee 1s pald as they

make jt much easier to f11e quarterly and annual reports.

,

' GETTING HELP ’
1. The.local eﬁploymeht.
2. The‘Social Security office.
3. Your local library.

rt
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5 . . ,
4.  Your local college or com;ﬁnity qollgge. Ask for a faculty TN
member who teaches courses «in this area and look at the catalog to see
what resources are offered.

5. Som;oﬁé who is in a similar businesg. Ask friends if they
know about someone who could help you. Talk to someone who has recently
hired or fired employees, or éxpanded'or changed the size of her or his
operation. | ¢ | ' '

6. Write letters to state and Federal agencies--IRS, OSHA, the

_ State Employment~Rjvision, the U.S.\Depértment of Labor* (Wage and Hour
.Division), etc, . ' C

. 7. Check the Small Business‘Administration publications. Also
agitbanks, lending agencies, and other public agenciés if they have re-
sources or information about personnel, how to hire, where to find what

the current rates 9f pay are, etc.

-




FEDERAL TAXES

. . y

The thought of preparing. tax returns s\ti:ikes terror into the hearts
of many. The task of wading through piles of paper scraps, old bills and
receipts, trying to make some kind of order out,af the chaos is to some
people downright depressing.
If you have felt this way about taxes, then you are normal, and
" we can move right’ along, beginning with a brief Wanatlon of types of -
business organlzatlons as they apply to taxes. {

FORMS OF BUSINESS ORGAKIZATION

1. Sole Proprietorship ' - .
' This is the simplest form of business organization.‘ If you engage
in business on your ofn, you are considered a sole proprietor. Any
income from .this form of business is part of the totalbgross income
received by the individual. The income A£rom each of your businesses
must be reported on a separate tax form, Schedule C (1040), if you

)

are a sole proprletor If you are a sole proprieter, you are prob-
liable for self employment tax+ You ordlnarlly will be required
to file a declaration ofsestimated tax and to make estimated tax

payments - throughout' the year.' . ‘ o
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2. Partnership
The relationship existing between two or more persons who together
‘carry on a business or trade is considered a partnership. There
. does not have to be a formal partnership agreement &~ Each person may
contribute labor or skill, property or money, and expect to share in
the profits and losses of the business. ’
The partnershlp must f11e its return on Form 1065, _even though this
type of business organization is not a taxable entlty Except for cer- .
tain items that must be separafely stated, ‘the partnership must deter-
mine its income and file its return in the

does. . x0T .

- - f

same way that an individual

-

3. Corporation | ¢ . .
Associatiohs; insurance companies, joint‘stoqﬁ companies, tfhsfs,
.and special partnerships can, for Federal income tax purposes,‘be
considered corporations. . ‘ <
T\ Forming a sorporat{bn involves a transfer of property or Woney or
both, in exchange for tapital stock in the corporation. This ‘is
usually carried out by the prospective shareholders.
« A corporation must be registered in one of the fifty states. The
corporation is considered to be a person under the law and 11ab111t1es . N
are limited to the assets of the corporation. )
There are detailed rules and regulatlohs by which corporations .

-

must abide.

4 . ) ! Al
Unless it has been dissolved, a corporation must file an income
tax return After a corporation ceases doing business and is dis- °
solved, it need not file an income tax return so long as it has not

. 1
retatned any assets.

EMPLOYER IDENTIFICATION NUMBER

“Onge you have formed a business, you should apply for a Federal
- employer identification number. An employer identification number is
generally given to the person engaged in trade or business and should be ,
shown on all documents, statements, and business returns.
Yeur Social Security account number must be used on your individual
tax return (Form 1040), declaration of estimated -tax (Form 1040 -ES), and
self-employment tax (Schedule SE, Form 1040)

64 72 o o
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‘The employer identification number should be shown on all forms other
than individual tax returns. A trust or an estafe, for example, could be
considered a person other than an individual and thus require the eﬁgloyez '
identifica;ion num%ea. You should get a new employer identificationinum-
ber if you have incorporated your sole proprietorship or partnership, and
use it on all returns of the newly formed COrporation

« To apply for an identifying number, ‘use Form SS-4, ava11ab1e at any

Internal Revezﬁi Service office. Then, if you are apply;ng for a ‘Social

Security account number, use Form SS-5.

.

TAX RETURN FORMS

P 14

e Form 1040. This is the standard income tax return. You'must list
on 1t all taxable 1ncome, 1nc1ud1ng your profit (or loss) from farmlng .
operatlons You will also use it to list your exemptions and compute
your tax.
Form 1040-ES. The purpose of this form 1is to declare an estimate
of your tax. If at least two- thlrds of your gross income is from farming,
-~ and you file your income tax return and pay your tax.bx March-1, it will
.not be necessary to use this form., PR
" Schedule D. Your gains and losses from sales of cabital assets
are shown on this form. ~ )
Schedule «E. - This is designed for use by farmers filing on either
the'cash or the accrual bookkeeping method. On it you list all your
farm income and deductions and.determlne your net farm profit (or loss).
Schedule SE. Sole proprietors are liable for self- employment tax
and must, thérefore, use this return.
Form 4797. -If there.has beén a sale or exchange of business prop-
erty, this form is used to Teport any gains-or losses. '
Foyms 1099- -INT and 1099-MISC. These are 1nformat10n returns and
are used to report the total'payments of $600 or more yoy make during the

year to another person in the course of your trade or business. You
should report interest payments of $600 or more on Form 1099-INT. Payments
made for’rents, rgyalties, commissions, fees, prizes, awards to non-employees,
and other compensation, including payments to subcontractors, should be

" reported on Form 1099-MISC.

Fl . %
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Form 940. This is, the employer'é annual Federal Unemployment Tax
’,IFUTA) return, which must be filed on or before January-31 following the
year }p which you were subject to the FUTA tax. If you, as a farmer- ,
employer, paid cash wages aftg; December 31, 1977, for services performed
after that date, you are required to pay FUTA taxes providing you meet
either of these two critéria: '

1. You paid cash wage; of $20,000 or more in any calendar quarter
during the current or preceding year to persons employed in agricultural
labor. o

2. You employed ten or more persons in agricultural labor for some
portion of at least one day during each of 20 different calendar weeks.

These rules do not apply to spouses, to parents, or to children under
age 21. Al;o, these rules do not apply to agricultural'labor performed
before Janﬁéry 1, 1980, by an alien who was*admitted tq the United States
to perform agricultur)al\labor' under a contract to an employer but who
returned to her or his own country upon completion of the contract. S

Form W-2, Wage and Tax Statement. This form must be prepared for
every employee to whom yod paid cash wages subject to employee Social

o

Secu;ity tax or from.whose wages, in voluntary agreement with the employee,
you;withhe;d Federal income tax. : '

You must also-give a W-2 form to every employee to whom you paid ény
amount for services, including the cash value of anylpayments‘that you
made that were not in cash; if you are in a “trade or business.

Form7iag;? ‘A partnership. return, this form must be filed by all
farm partnerships. o

Form 1126. A corporation income tax return, Form 1120 must be
filed by ordinary\coyporations.

'Scheaaie C. Solg proprietors use thi§ﬁform to report their business

income. ' . “ "

7 HOW THE IRS DEFINES FARMING °
Therg are many different categories under which a farm can operate,

such as the growing of fruit in orchards, ranches, or ranges, or the

. raising of stock, dairy cattle, poultrx, and even fish.

[4
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If you are operating or managing a farﬂ{business as either owner or
tenant for profit (or possibly loss), tﬁen you are considered a farmer.

. The grqgéng of timber is not considered farming, nqr.is operating
a farm for recreation or pleasure. The key here is 'profit," or the

intent' to make profit.

s CREDITS AND. WRITEOFFS

If your farm seems to fit the definition abowe, you may be able to
deduct certain expenditures. These expenditures must have bggn made on
land tﬁat is being used by you or your tenant for the purpose of farming.

One such expenditufe category is for soil and water conservation and
land clearing. This category also includes expenditures for the prevention
of erosion. These costs areAisually added to the cost_or value of the-
lana, but can be used as deductible expenditures for tax purposes. You

are the person who decides which way will be best for your farming operationl

Here are some other expenditures the IRS considers legitimate:
1. The treatment or movement of earth, such as leveling, condition- ,

. ing, grading, terracing, contour furrowing, or restoration of fertility.

2. The construction, control, and protection of diversion channels,
drainage ditches, irrigation ditches, earthen dams, watercourses, outlets,
and ponds. — “

" 3, . The eradication of grush.

4. The planting. of windbreaks.

There are some items in this area that the IRS does not let you
deduct outright from your taxes. If you build any facilities that are
subject.to an allowanégffor depreciation, then you must recover your invest-
ment through annual allowances for wear and tear on these items. 'Sgme

examples of these types of expenditures are water wells (pipe or tile),

and wooden, masonry, metal, or concrete dams. ’
There is a limitation to the amount you may deduct for soil and

water conservation. This is usually 25 percent of your gross income from

' farming during the year. However, it is still possible to deduct expensés |

used to maintain these structures, such expenses not. being subject t
e
e

this 25 percent limitation.

L4
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.you get the full‘deductions to which you are:entitled, but will also -

: d'\ < h ’
.Jobs Tax\Credit ; ‘ LR 7

"than a h1ghway7

‘credit per gallon of gasoline used for' .farm purposes. So,

For 1nstance” if you ‘have constructed an 1rr1gat10n ditch system on
yqyr farm, you can still deduct the cost of haV1ng the sediment removed
each year. Slmllarly;fyou can deduct expenses such as interest and tax
the cost of‘perlodlcally clear1ng brush from productive land, and costs ** *
incurred pr1marlly to ‘produce an agrlcultural crop, even though these
crops only 1nc1dentally conserve “soil. ‘

"It would be.wise to maintain a set of records so that you can show
sroof ~0f these different types of expenditures. This ‘will not only help
impress the IRS should they ever audit your tax return.

There are also some expenses that are deductible if you iimpclearing

s, and

land to make it suitable for farming. The removal of trees, s

brush; the treatment or moving of earth; and the diversion of streams and

+
K

watercourses are justified expendltures

v
o, »
-

L
EY

Farmers who hire additional employees during thgltar year can qualify ‘
for this credit. This is ‘a tax Jncentive for the creation of new JObS and
is covered by (are you ready for this?) the Tax Reduction and Slmpllflcatlon
Act of 1977
Publication 902, Tax Informatlon Jobs Tax Credit, available at your local

IRS office. - .

. . ‘ *
A ‘. . * . -~

Deta11ed 1nformat10n about this crédit is prov1ded in IRS

Fuels Tax Credit

/
‘Do, you use farming' equipment that requ1res gasollne or lubricating

01Ls; More spec1f1cahly, do.you use tractors or Vehicles in places other

If you do, you may, be entitled to a credit against 'your

income ‘tax $or the Federal excise tax pa&d on this gasollne This also in-

cludes diesel fuel and spec1al motor fuels used’ on a farm for farming purposes
" How about an example? Under this deductlon, you ape allowed a 4-cent

if you used |

2,000 gallons of gasoline, you‘would°be entitled to an. $80 credit (2,000

gallons x 4 cents"= $80). This gasoline should have been used during the

. tax year for which you. are claImlng the credit, but-it is not necessary :

that the gasollne be paid for 1n~order to makKe a claim. ~ L

\ e 4‘:( . 76
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The credit on diesel fuel is, for/eéae reason (for which only the
IRS could give anunderstandable agswer), figured'a bit differently. If
diesel is used in a registered hiéhway vehicle, your credit is 4 cents per,
gallon, bqg_ifﬂit is used im an unregisterel highway vehicle, your credit
is enly 2 ceﬁts per gallon. )

If you don't want to bother with this type of credit, you have the .
option of purcha51ng your fuel tax free. This can be done if the dealer '
de11vers fuel into your own storage tank(s), from which it can then be -«
pumped - .

g You must claim ‘the fuels tax credit against your income.tax for the

year in which the fuels were used. The per10d covered by: the claim is “
your tax year and you take the credit on your income tax return. "
In most cases, to c1a1m your credit you need to fill out a form
. (Form 4136), but you may also attach a statement to your return showing
how the credit was computed. Below is a brief explanation‘of the require-
ments for different types of organization. )
1. Sole‘proprletorshlps Even though you might not otherwise have

to file an income tax return you would have to file one in order! to re-
ceive a fuels tax refund; use Form 1040. - .
2. Farm partnerships. Attach a statement. be Form 1065, showing how

-

much fuel each partner has used then each partner should claim the credit
on her-or his individual income tax return.
3. Farm corporations. Claim the credit in the appropriaté place
. on Form 1120.

% Other Credits Against Taxes

Residential energy credit. " If you have installed any energy-saving - oo

I

equipment in your home or farm, you.may be able to-claim a credit on
your ‘tax return. ’ |
, This could include 1nsulat10n, solar, geothermal, or w1nd powered
. . equipment. The rate of credit varies, depending on what type of energy-
. saving components you have 1nsta11ed Further and more detailed information

on tax cred1ts can be found in IRS Publlcatlon 903. .
Political contributions. If you have made any contributions to politi-

anl orgarrizations, you are ent1t1ed to cldim credit against your Federal
income tax. There is place on Form 1040 for this purpose. .

- /
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DEDUCTIBLE BUSINESS EXPENSES
. The following is g rather dry but possible eye-opening list of items
" that, under certain circunstances, may be used as justifiable deductions.

This, 1ist was compiled by the J. K. Lasser Tax Institute; if you want
\ to find out more about any particular entry, refer to Your Income Tax .
+ by J. K. Lasser, 1978 edition, Published by'Slmon and Schuster, New
York, price $3.95 (tax deductible).

A CHECKLIST OF POSSIBLE DEDUCTIONS * '

Accident insurance premiums in your business
Accounting and %gditing expenses- paid for:
Keeping your bRoks dnd accounts
~ Preparing tax returns
Advertising expenses .
Alterations and repairs on bu51ne§s or income- produc1ng property
Appralsal costs for tax and business purposes «
Attorney's fees in conmection with your trade or employment for\pre-
venting actions that would reduce income~producing ability of property
Automobile, damages to -
Automobile expegges/lncurred during business trips, tr1ps for charitable
organizations; and trips for medical care .
b Yy L]
"+ Back pay, expenses to collect ‘
Bad debts, .
Bank charges on business or farm accounts ’
Board and lodglng given employees
. Bonding premium (in business)
. Bonus ¢o employees
. * Bookkeeping expenses (business) . © -
\\\\__ Business expenses and losses ° '
Business overhead insurance premiums for insurance that pays your
business operating costs if you are sick or injured ‘
Campaign contrlbutlons
Carrying charges, as interest or taxes
Chamber of Commerce dues (business) '
+ Charitable contributions paid to religioys, charltable sc1ent1f1c,
. ‘ literary, educational, and other organizations (1nc1ud1ng famlly
, b fbundatlons) {which operate in the mamner prescribed
Christma$ presents -and other hollday gifts to employees or customers
or prospects when the practice in the trade forces you to compete
with similar gifts. .Limit to deduction is $15 per person.
) Cleaning charges for windows, carpets, office furniture, equipment,
draperies , etc., in your bu51ness '
Clothlng--un forms, costumgs, and working clothes--cost, laundering,
and' clegping if required by your job and not adaptable to general

wear by feplacing your regular clothlng
S

/
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Collection of income and business debts, expenses connected with

Commpissions paid to brokers on sale of properties (deducted from sales
proceeds) -

Commissions to employees--for example, those paid to obtain business

Compensation paid employees and assistants

Containers and crates. (business) - a

Court proceedings, cost of (business only), except when guilty of

criminal offense
Credlt bureau reports and service charges NN

Delivery and freight charges in your business
Depletion of natural deposits and timber
Depreciation on business ¢r income- produc1ng property
Discounts allowed customers _ , ‘
Drugs and medicines
Dues to:, ‘ :

Clubs and assoc1at10ns to which your employer required you to belong

in ordér to hold your job

Professional societies

Trade associations

Unions

Educat10n-—tu1t10n fees, books, traveling expenses, etc., 1f requ1red
to keep your employment or profe551ona1 standards

Employment agency fees - é

-Entertainment of customers

Expenses paid for the production and collection of income, and expenses
to maintain, manage, and conserve property held for investment, even
though there is no likelihood that it will ever be sold at a profit
or otherwise b€ productive of income. Examples: office rent and
supplies; travellng costs; depreciation on equipment and property
held for 1ncome, insurance and bonding expenses; safe deposit boxes
used for income/producing property; cost of maintaining property and
depreciation on inherited residential property though neither occupied |
nor offered.for rent, if there are attempts to sell the property;
attorneys’, accountants', and professional fees in the follpwing
cases: recdver income-producing property, collect income such as
rents or claims, determine rent under a percentage lease, eviction of
a tenant, recover back pay, construct a will to determine the amount
of a bepeficiary's annual income, fight an assessment or secure the
refund ofgvour income, gift, or estate taxes.

Farm expe if operated for proft g
Fees.paid: . ’
For passports on a business t?lp

To Secure admission to organized taborwnions

To secure employment under limits

. Finance charges .

Fire insurance premiums (on business or income produc1ng property)

Food and drinks (for business entertainment) _
v ) . . /

General sales taxes imposed on consumer

Gifts for business purposes, $25 limitation

. : 2
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_ Government empleyee's traveling expenses necessary to do the job
A Grqyp life insurance upon employees

Health expenses - -
- Heating -~ :
. Househoid or personal assets Stofen or destroyed by fire or, other casualty--
amount (over $100 per casualty) mot, compensated by insurance

‘.

Income tax return, fees for prepating ? ' N, s )
4 . Individual Retirement Account (IRA) contributions -

Information, cost of obtaining, including cost of standard services for

* business, tax, or ment use .
Injury benefits £ loyees (not compensated by 1nsurance)

Insurance premitfis-on pgl\tmes written in connection with your business
Interest you paid ) .
Investment counsel feeg

. Involuntary ‘convepsion, Ioss ol

Job expenses

Joint venture losses | ) .

Labor expenses ¢
— - Lawsuit expenses ‘

Library expenses used only for business or profession -~

- Livestock killed by authorities
Living costs on a business trip
Losses (except to the extent covered by insurance) arising from:
Abandoned property ,
Abandonment of worthless business machinery )
Bad debts
- Burglary (ovér $100 per theft of personal property)
— .. Business dperations
Capital-assets, sale of ’ : K
Casualties (over $100 per casualty)--such as fire, theft storm,
shipwreck, flood
— Forced “sales
Foreclosures _
Forfeitures ' . . -
Investments, worthless
- Joint ventures, syndicates, po0ls, etc. R part1c1pat10n in .-
' Loans, uncollectible
‘Mortgaged property sold (business or 1nvestment) e
Partnership operations
Profit-seeking transactions
- Sale of inherited residence
© Sales arid exchanges of property

v "

»

B Magazlnes technical or 1n1wa1t1ng rogm of professional
Materials and supplies used in your bgglgess .
- Meals and lodging
Medical expenses in excess of 3 percent of adJusted gross income
Messenger service (for business)
Moving- expensé of business property
Moving expensés of employees

| . 50
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Office maintenance expenses ' . »
Office rent you pay .
Office-.stationery and supplies, .including bills, cards, envelopes, v

labels, and letterheads - \\-L

Ordinary and necessary expenses in your business ' . )

Outside salesperson's deductions . . . ¢
% “ - N

Payments to Workers' Compensation Funds’ . .
& Plane fare for business trips
Points paid for loans under certain circumstances
« Political contribftions .
< .t. Postage (in business) : . 6
+ Premiums on business insurance \
" Professional license fees . P 3
Property taxes . . -
Publicity‘costs in your business

Real estate, expenses of rental or investment propertx
Real estate sales losses
Real 'estate taxes )
" Rebates on sales ) ' \\
Rental property, maintaining
Rents, including: . - <
Payment to cancel a lease on business property )
‘Payments assumed to secure tenants
Payments for the use of: ,
Business property o ,
Safe deposit-box used primarily in connection with the bu51ness
Repairs of business or income-producing property
Repairs to a residence or property which you rent to others
Research and development costs in a business (special rule allows -
deduction over period of 60 months or more) . . v

Salaries or other compensation for serv1ces paid
Sales taxes (general, city, state) . . "
Salesperson's expenses ‘% - '
.Scrapping of buysiness property, losses caus%d by
Services-of assistants —~
Socidl Security taxes paid by you as employer -
Seil conservation costs (may be deducted currently or capltallzed)
Stamp taxes, if in connection with business or production of income
Standard deduction
Stationery, supplies, and printing used in business and profession
- .
Taxes paid (property, general sales, income, gasoline)
Technical magazines used in your business . .. .
. Telegrams and telephones for business
Telephone cost,. where' you have a telephone at home solely to be called ,
to work (you have *no regular hours) * )
Tools, .tires, and other assets used in your business having a life of
less than a year -
Transportation costs

“
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Tra(rehng and entertaining expernses .. ',,gg: .
Traveling to get medical care . |
Trdveling to look after mcome-pro cing property |
. Tuition costs - - co
<, i . \ . &
* Uncollectible dibts ) -
Unlon assessments : .
4 b} . ] » <
Wat pair expenses--if watch is necessary on your job
Wate ge to, lake- front property (over §100 per casualty), when
r// calﬁd by a storm
. 5
Note: éAs you »read through the rest of thlS handbook you w111 find
" additional ta\x mformatlon pertinent to the topics under d1~:cu551on.
~ N oK) . R R q. a . ~
by . o
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ESTATE PLANNING

%
-

The first th1ng in estate planmng is to. recognlze that if you
~own anything you have an estate. The second is to realize that your
. _estate willl eventually be distributed and that planmng’j.‘s vital ‘1f you
want to control that distribution. Otherwise, the state and Federal

governments patiently wa1t1ng jn the wmgs with their own plans,. will
distribute it for you.
Everyone--even ypung couples who feel they doi't own much--should *
~_ . therefore devise an estate _plan Plannlng becomes even more important
- when land and equlp‘ment are involved. “With the rapid, sky-nudging.
rige in property values, ﬁtate?ean reach values once con51dered astro-
nomical. . Twenty years agd /m/estate of $250,000 was cons:xdered large
' Today, the value—of hemes alone can push estates well toward or over the
quarter-mlllloryéollﬁ' mark without their owners being aware of it, The -
) follow1ng figures, .prov1ded by the Natlonal A550c1at10n of Realtors, are -
N .!for ex1st1ng smgle fam11y homes $ of May, 1979. ’




" LOCATION -7 MEDIAN COST  AVERAGE COST

¢ @,{ . T -

. United States ,. * $55,900 $64,200 -
. Northeggt . $55,500 ,  $65,200 . |
. Nerth Central’ . © $48,500 $52,300 , "o
4 \South - $50,800 - $58%800 '
SWest ) ' T, $76,700 - $87,800 -

.
* .~ o .= to *

-, “An initjal approach to “eé?afze plarning is to locate a profeéslional
who knows about estate taxes and inher‘it‘éfné‘e laws: ’ You' can ‘get ideas
from baxtkers, ‘accountants, insurance professmnals frlends and budiness

’ peoplb\mth whom you work. Contact an attorney or a law fim and”ask
about a plannlng visit)or a chance to re\rlew the costs and beneflts of
gettmg legal help. Be certain the attorney is familiar with current
tat 13ws and -revisions related to estates and 171}1 eritance. Ask if the ,\

T,

. fim or someonej in the fimm is famlllar with the new tax laws, ,Remembe

—

laws change, and a Flnor mistake could cost your heirs many thousands
- of dollars. Don't be timid--ask questlons
~ You sh_ould discuss the matter of fees with aﬁfat};_tgrﬁnﬁexng_fqre

beginning any sort of legal work. Fees are.to be; can’ be, and should
be discussed. This can be ‘a/ccdmplished By telephone or at the first
interview. ‘ ~ -/ . >
' The cost of .a general 6verview session in which you could get some
estate-plannirg éug'gesfions;: should be approximately $50 to $75. The
cost of actually preparing an-estate plan, perhaps involving trusts '

_ or investments' and a will, ‘deﬁends upon the,size of the éstate and

p0551b1e compllcatlons Good legal advice can make a-considerable

difference later,.so a few dollars"Spent carefully now can be’ a good
mvestment for the future. ) . . \
Certified public¢ accountants and public accountants specialize J
in the handling of £1nanc1a1 affairs, the preparation of tax feturns,
. and the like. These individuals must be competent.in current law;,
: regulatlons, and requirements. If the total of your annual operatmg
’ budgeb property' and/or livestock sales is in the nelghborhood of ¢
$50 IQOO, you may wish prgfe551onal assistance. Someone in your fanuly N

v . -
. -
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S
may be able to keep the books, record expenditures and interest’ r;ates,
and make the proper payments, but sett1ng up a good records system
for property that is valuable (and will grow.in value) is worth pro-
fessional help - ' } -
. Bankers and insufance people tan give you*some 7ideas about the
klnds of things other pe% in snnllar situations have done. Their :
advice, and that of an invest t counselor, mlght also be heipful in
termg of how to invest some of ydur money. (An ifivestment counselor carp
.also help you work out a plan for investing some of your cash reserves
" so that they will be available in case of a bad year, but yet not SO ’
convenient that you will be spending them in your annual operations.}
- Before you visit a professmnal do a little advance information
gathering. .It will save time. [One attorney outlined the following
items to take to a lawyer's office when you want to begin working on
an estate plan: B
1. A copy of your current will. :
2. A rough outline of hdw youivould like td dispose of your estate.
3. A descrlptlon of the propertz This means a complete descrip- } -
o) tlon--legal size, Jtax lot numbers, dates of acqu151tlon, . ’
. location, and. pecullarltles[ (such as mountain terraln lakes, '
rivers and streams, etc.).] - . L. . 3
.- 4. How the i)roperty i5 held. 'Is it held as tenants in’common, ' 'J/
_ joint' tenancy, or part of ascorpora ley? IS it being held 'in |
" " tzhst?. These all ,shoulQ be noted. - ({f you do not kifow how ] .
you own your property, check to see what t_}:ze deed saygs-or
’ obtain a copy of it and take it to your attorney.) -\ ‘Ca
5.  The badis of acquisition. Was the property g gift? Was it
inherited? Was 1t purchased? What is'the price or value - ° S
(current value, assesseH value, and currerft estimated market )
i value)?. What was the .purchase pr1ce'? If it is farm-use valua- ' ’h

tion, that should also be noted. If'd f%iy member operat¥5§
a farm for at leajt five years under? the "'fatm T‘se" deflnltlon,
there 1s a tax deduction that can be clamed

~

'
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. WILLS

. Ma.kmg a w111 is one of the- most important things you w111 ever /

5

do, 1t may b€ the single most important paper you'll ever 51gn The

'next two items in this chapter emphasize and will help you reallze

that importance. , : .
i

Questions and Answers About Wills

The questions and answers that follow are taken from Women and the

Law, a handbook for Oregon women, researched and compiled by the Gover-
nor's Commission for Women.
Can anyone make a will?
“Yes , if you are at least 18 years old or have been married,
o and’ are-of $ound mind.
Can 1 write my will myself" : )
| , Yes, if you are at least 18 years old and of sound mind. You
must put ydur will in wrlt‘ing, and you mustﬂs—fgun'the will
in the presence of twd witnesses who must also sign the ,
will. . .
Do I need a will if my husband has one? °
Yes. Your husbark}'s will has no effect at al\l on your

. property. ' : ’,‘:.
What happens to my property when I die if-I don' t have a will?
Your property will be dlstrlbuted accord:ng to state law.
This law is-called intestate successmn ,

How will my property be divided if I d1e’ without a will? How

3 ) s,

does intestate succession operate? . .
.' ~ The laws o£ intestate succession provide, ‘in this order, that:.
Y . 1. If your husband survives yeu and you have no children,

your husband will inherit all of yout property.
. 2, ’If your husband and your chi°1dren' survive you, one-half
N " will go to your husbqpd and one-half to your children.
- 3y If only your chlldren survive you, they will 1nher1t
. . \a\lAI of' your- property If your children have d1ed
. Pefore you, your grandchlldren will 1nher1t your

. property. i
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4. If ‘onl)" your parents survive you, they will inherit
_ your property. P . . )‘ . . e K
- 5. If only your brothers and sisters sgrvive you, they >
will 1nher1t all of your property. ‘
6. If only your grandparents survive you, they will inherit
your property ’ . . )
7.+ If none of the persons mentioned above survive you, the
" ‘state will regeive your property.
MUSE T Fave “3i attorney prepare my wiiif——-

You ate not required to have an attorney prepare your will,
but it is generally advisable because an attomey is quali-
f1ed to deal with possible, 1ega1 problems and tax questions.

Can my husband disinherit me? . g
.- Under Oregon law, for example, your husband cannot entirely
' d1s1nher1t -you in h1s will. You are ent1t1ed to a minimum

of 25 percent of his net estate even 1f he spec1f1ca41y

in his w111 that you are.to get nothing.
How will divorce affect my Will?

<

If you have a will before your divoxce, the divorce cancels

all provisions of the will in favor of your former husband S

unless your will provides otherwise.

How will .marriage affect my will?"

Goeinerally,’ if your new husband survives you, any will _you

had before you married is cancelled by yqur marrlage

This is not-true if: ) ,

1. The will specifically provigfes that it is not ‘to be]
,,cancelled by r&rriage. 3\ R

2. It was drafted in contemplation of marriage.
You and your prospective husbanc} enteréd into an

agreement before you married concerning your property.




Why Write'a Will?

“Why bother with a will, anyway? Caring is the fundamental reason.

¢

Whatever else it may bejrhowever else defined, a will is, first and
last, an ‘act of love. The Research Institute of America has compiled
some strong, human reasons for making a will: ) |
" e To dispose of your belongings to those whom you wish in the
proportions you choose. '
e To provide' for your loved er{es in the best possible way.
® To let all interested I:elatives and/or friends know your wishes.
® To make it easier for the recipients of your bounty to-obtain K
and use what you leave and to avoid fights and irritations.
® To reveal aspects of your financial affairs that may be unknown,
to anybody else. (The very act of working @p a will helps «
disclose'_lo‘ose ends that need to be tied up.)
To ease the: task of whoever is going to take care of minor’
r- children and to influence the choice of any guardian. c
® To save many types of expenses. As Just one illustration, if
there are ch11dren under . twenty- one and there is no will, the
. . law may° requ1re the appointment of a guardlan to protect these
children. The guardian must be paid a fee, and that fee must w®
come from the family's assets. ‘A will could save that expense.

TRUSTS .
:‘:Ixfusts can be :an importarit part of your estate plan. A trust
, 1s an agreement whereby the person who establishes the trust gives prop-
erty to a trustee to invest andmanage for the advantage of ‘the bene-

f1c1ary It is a highly flexible d¢vice that epables people to have a __
say’ fn the use of their money aftei' dying as well as while 11v1ng Most
, trusts are established for the beneflt of a surviving spouse and chlldren
“and must remain in effect-for some years. Trusts can also help sa
ta.xes and are frequently used as-a means of protecting benef1c1ar1e
agamst their own inexperience in managing financial assets. ‘

/A trust can .be used to.pennitha desired standard o# living for

your family, or to:




Educate a minor child.
Cover unexpegted fipancial emergencies.

Provide a Iifetime income for spouse, child, or other relative.
Prevent a youngster from "squanderihéL an.inheritance, by

[4

specifying certain installments.

e Provide for a favorite charity. ’

® Achieve almost any type of perSonal or fipancial objective.

A trust is supject to many laws, and thus the laws governing your
prospective trust depend on the state in which you live. There are two
major kinds of trusts: ~ .

1. Living trust. This fungtions while you are alive. You may

serve as your own beneficiary while living, with others named

as beneficiaries after your death. Revocable and irrevocable

trusts are types of living trusts. A revocable trust is

¢ established for a certain period of time, and has the provi-
. sion thatethe grantor can change or cancel it. _ example is
/" the Ten-Year Revocable Trust (Cliffotrd Trust) set for the

purpose of accumulating money to educate one's children or to -
care for one's elderly pareﬁts. An irrevocable trust camnot
be altered or changed by the grantor once it is set up. It

_ has greater tax advantages than the revocable trust has.
Testamentary trust. This is created by your will and begins
functioning after yourudeath, and after your will passes’
through probate (see the section.on probate in this chapter).

_ Trust laws vary from state to state, so it is best 'to consult

L V)

professionals in your own ‘state. ' :

Banks have truyst departments with 9ualified individuals who can ' .
‘_explain the ¥4riations that, are available. Some tfus;s involve land,
i others inQolve stocks and bénds, and still-others involve various com-

. binations of property. There is a small fee charged for theése services,

" usually about one-half percent of the gross value -per year, but the
Sees. can be extensive. Depending upon what you want, services cap




'her ‘property went to her husband . He remarried a year later and in so

'1nto his office wanting to make a prenuptial agreement--but she had been,

trusts to aV01d probate courts, which take time and money; other 1nd1V1duals

use them - in an attempt to save property for their heirs. P

PRENUPTIAL AGREEMENTS (Also called Premarita{l and Antenuptial)

With life-styles changing, divorce rates rising, and WOmen'outliving
men, there has been increasing interest in recent years 1n prenuptial
agreements. These are especially important as’a part of your estate plan
when two sets of children are involved, ‘as they ensure that certain prop-
erty passés to certain heirs. Marriage nullifies old or existing wills,
and gives rise to certain'property rights for thé surviving spoUse.(in
Oregon, 25 pergent of the estate) which, unless govered fn a prenuptial
agreement, might not be.handled théﬁhay the owner intended. ) '

For example, a widow w1th_a 32-year-old son married a divorced man.
Each owned a heuse and sone property, but made no prenuptial agreement.
The widow owrfed a mountaincabin, which she had.promised to her son as
a part of his inheritance.” She died after being married two years and

d01ng, nullified the wjll he had made with the widow. He didn't think

to make a new one) and was killed in an accident w1th1n a few months. The -
new wife is now the owner of the property, including the deceased widow's,
which includes ‘the mountaln cabin. She is under no legal obligdtion to
give the cabin to the w1dow s son--she can keep it, or give it to someone

else. . ' . ; e, .
-, This illustrates the importance.of a prenuptial agreement for per-
sons who already have families, to ensure that property is given to the

persons it is intended for, and is handled according to the donors‘ wishes.
A very important requirement of a pfenuptial agreement is' that it

be made prior to marriage. One attorney told about a time a woman came

married two weeks. It couldn’t be done. :

PROBATE - ‘
€« .
< Probate is the supervised management of the estate of Someone who

has died. It includes filing the will, paying taxes and creditors,
filing tax returns, distributing any remaining property to ﬁersons

J0
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named in the will, and paying funeral expgnses and qther expensés of
‘~adm;nisfering the estate. If no will has been made, any property which—"
you own at the time of your death (which has rot passed by survivorship )
. to another person) becomes.part of your, estate and is distributed by
probate court in accordance with the laws'of»intestafe succession.
Probate costs can be increased and complicated if you own broperty
in two or more states. Probate may be required in each state, espe-
(f_—Ezélly if real property is owned in the state other than your residence.
. Anything owned jointly goes automagkcally to the survivor; there
is no déed to go through probate, although the necessary Federal estate
tax and state death tax refurns must be filed.

p Y

- DISCLAIMERS .

) A disclaimer is a refusal to accept a gift or inheritance, giving
it to someone else, thus exembting yourself from paying taxes on it.
Because of the complexity of regulations surrounding disclaimers, pro-
.fessional help is necessary (although manf attorneys are not familiar
with them, as they are not frequently used), and careful planning is
essentia}. You generally canﬁot use this method with property whiéﬁfﬂ
is jointly held ogheld in tenancy by the'entirety--when the title is
‘in both names. DiSclaimers do, however, provide an opportunlty in the

-approprtate situations for substantlal tax savings.

THE UNIFIED TAX CREDIT*

The Federal government taxes any transfers of property without
- consideration (paymeﬁf), or ﬁayment of' fair market value. The'tax on
these transfers is called a Federal transfer,tax. Transfers can occur’
" in two ways: (1) through a-gift, or (2) at death (ipheritahce).

i

*@xamples of tax rates throughout this section have been taken from
| Federal tax charts and are rounded for purposes of illustration.
Actual rates may vary slightly.
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~ Prior to the Tax Reform Act of 1976, there was an exemption of ©

$60,000 for transfer of estates and an exemption of $30,000 for gifts.

These exemptions were not sﬁbject to the Federal transfer tax. Since

1976, a unified tax credit has replaced both of these exemptions.

The tax credit a113;§lior $175,600 to be transferred without tax.’

This amount can be transferred through gifts dufing life, inheritance

at death or a combination of the two: - '

The unified tax credit became $47,000 in 1981 A taxable estate ,

I must total $175,600 or more to be subject to a Federal éstage tax.

The taxes due on that size estate are approximately $47,000; ho&ever,

A the.1upi fied - tax ctgg;t of $47,000 results in.no taxes due. .

The taxes on an estate remain the same even thoughanm-estate '
is given-to afiother during life, transferred at death, or some combina-
. tion. Take, for example, Jane Jones, who has a taxable estate of
N $300,000: ' '
‘ - ° If she gave the entire estate away, the tax would be $84,200,
less the $47,000 credit,’leavﬁng $37,200 due.” )
. e If she gave nothing away and died with the taxable estate of

$300,000 going to her heirs$, she would have the same tax of
$84,200, less the $47,000, with $37,200 remaining.”
e If she gave a gift of $150,000 and died with $150,000 taxable .
==y s —...estate, the gift tax would be $38,400, less the $47,000 credit,
leaving $8,600 credit remaining. When she died, tHe remaining
$150,000 estate would-be taxed at $45 800 ($84,200 tax on
total transfer of $300,000, reduced by $38,400 pa1d as gift
tax). The rema1n1ng credit of $8,600 reduces the tax payable '
to $37,200.% : ¢ N
These three examples should point out that taxes remain the
same whether the transfer¥s made during life or at death. There is

.’

- *These examples are\prlor to computing state transfer taxes, and do -

not include annual gift exemptions, if gifts were made, and posslble
v marital or other deductions, as discussed later.




_;_one benefit in lifetime giving: If someone made a glft several years
before death, the value of the gift mlght apprec1ate 51gn1f1cantly and
that <increase would not be included in the rema1n1ng estate. This
nught be especially true of a gift of real property.
For instance, .suppose Ms. Jones gave away $150,000 of her land
in 1977 and died in 1980. In the meantime, the value of the land in-
creased to $300,900f*@THe taxes on the.glft would be a5 explained in
the thlrd eXample above® There would be a tax of $38 400 less the
$47,000 credit at the time of the gift, leaving a rema1n1ng creditof .
. $8,600. When she died, her remaining assets were $150,000 (she had iﬂ’.

given away land and kept cash). Taxes at her death would be $37,200.%

If she had retained the_land, her estate at death, valued at _ _____ _ -
$450 ,000, would have Federal tax of $130,400 less $47,000 credit, for
a total of $83,400.%

- A.S one’'s estate 1ncreases the transfer ta.X percentage increases.

-

_For example .
Estate size Federal tax Average rate
- § 100,000 . g $ 23,800 . 23.8% -
150,00_0 38,800 "25.8%
200,000 54,800 . 27.45
%

The rates increase at higher levels, similar to income taxes.
Contact your local Internal Revenue Service office for rate schedules.
Attorneys, bank trust officers, ineurancehagents whg:ﬁerk in estate
‘planning, and accountants also have these rate schedules. "

These examples do not .take into consideration state transfer taxes, and
do not imclude annual gift exemptions, if gifts were made, and p0551b1e
marital or other deductions, as discussed later.
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) deductlons Ind1v1duaf3states ‘and the Federal government differ regard-

b (2) claims agarnst "the estate and- obligations, (3) casualty and theft

. death. : O

. stocks. .

. number’ of persons, regardless of blood relationship, on a tax-freée basis.

/ TAXABLE ESTATE | .
' What is a taxable estate7 It is what remains after "the allowable e

C

1ng-allowab1e deductions. .
Examples of deductions are: (1) administration and funeral expenses,

losses, (4) orphans' deductions, (5) marital deduction, (6) charitable de- P
ductions, and (7) gifts (less.than $3,000 per'persbn per year). The estaté/
tax, as you can see, imvplves the amount of the taxable estate, the amount )
of the taxable gifts, as welltas other possible adjustments. (Marital and‘

gift deductions have been discussed e1sewhere in this chapter.)

VY S _ - e e ——
Y . ) )

VALUATION OF. ESTATES

Generally, estate assets are taxes byuthe'Federal government, based
on their fair market value ‘for hlghest and best use 3s of the date of

2

-

v

You can choose an alternate Valuatlon date, which would be fair market .
value as of six months after the date of death. This helps protect an
estate from.an’unusuallylhlgh market value. Generally, this applies to

A second method ef valuat on applies to farm or business assets if
tney‘compfgse 50 percent of the ahjusfed estate. The property can be
valued at_its, current use value Trather than at the highest and best use.
This might be espec1a11y helpful to farmers whose property is near c1ty
or. 1ndustr1a1 developments The total estate ranot bekreduced by more
thin $500,000. ) . : .

o -

If the land is diquséa’df Within fifteen years, there are some

Federal recapture provisions. Some Of the taxes saved might have to he
repaid in such an instance. ol '

- ' AN
-

GIETS
: )
Making gifts of part of your estate i$ one way to reduce its size. (
You can- make gifts of ,up to $3,000 per person per year, to an un11m1ted

¢
]
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If yougae married, your spouse can also make gifts of up 'to $3,000 per ¢
pérsgn year on a tax-free basis--or a total of $6,000 per couple
per yea®, i N ‘ il ' )

You are not required to file a return .if each gift is $3,000 or
less, but you might want to file an informational return. Annual gifts -
of less than $3,000 per individual (donee) are not included in computing
Federal transfer taxes. '

. For example, Ms. Jones (mentioned above) has four children.” During

\klngle year she could give $3, 000 to each for a total of $12 000, which
would be tax exempt. That same year her spouse could also give $3,000
to each, and that $12,000 would also be tax exempt. A magfled couple with
" four children could give away $24,000 annually without a tax liability.

The value of'any gift exceeding $3,000 per year is considered part
of one's total estate. The Federal transfer taxes described earlier
‘then apply. s ?

v

MARITALDEDUCTION ~~  * 2

;  The marital deduction is another possible way to reduce the total
transfer taxes.. The Federal law concerning transfers to a surviving
spouse prov}de for a deduction of (lf $250,000 or (2) 50 percent (which-
ever is greater) from the adjusted gross value of the estate. In other )
words, for estates larger than $500,000, the marital deduction would be
one-halfwof the estate; for estates of $500,000 or less, the marital |
deduction would be $250,000.
For example, if an estate is valued at $550,000.and you subtract . n
. 50 percent, or $275,000° that leaves a taxable estate of $275, 000. If
an estate has a value of $300,000, you would subtract $250,000, leaving
ﬁhiy $50,000 as taxable. o |
It is important to remember that in order to obtain the marital

deduction, the_propertywmust_actually_nass4LQ_thﬁ_suIM1ylngJQXL‘AJAAAA4AAAAAAAf

If Ms. Jones has a surviving spouse but’elects-to leave her estate

— —

-k

to her children, there would be no marital deduction. N
. 2
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)
An example of the impact of the Federal marital deductiop is
2 as follows for Ms. Jones' $300,000 estate:

Gross estate $300,000 .

Claims against the estate Coe -

.and administrative ex- .

penses (10,000)

% Adjusted gross estate ° 290,000

'Marital'deduction' - 250,000

Taxable estate . , 46,000

Federal tax (est.) » B $ 8,200

thified taxcredit Tt (47,000)
' Tax due _ -0-

_ In this case there was ample credit so that no tax was due. Qf
. ¥
course, you never get a refund, even if your entire credit is not used,
. as in the above example. \ )

MARITAL DEDUCTION TRUST(

An esﬂate plannlng term often referred to is the marital deductlon
trust. Although a brief dlscu551on of the concepts 1ncorporated in th1s®
estate plannlng tool has been presented, due to the importance of the
marital deduction trust it is worthwhile to prov1de more in- depth in-
formation tbout it. X

The marital deduction grust,incbrporates the marital deduction
and a trust. Its goel igatwofold: (1) fo minimize.t sfer taxes in -
passing property from a band and wife to their children‘or other
heirs and (2) to preServe a couple' s assets so that they are avallable

td support the surv*xlng spouse until death. ‘ s @
ThlS trust can only be establlshe.d with separately held proWI;ty.
1f a ronnTe owns.property_jointly; 101n; ownership must be severed

~ before such a trust could be established. Seéparation of jointly helde
property is highly complex and could result in additional taxh}iablll-
ties if done imeorrectly. Contact/gn expert attorney or accotmtant
! - { - -

- before you make any changes. . : L

4
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* How does’ it “work? 'IWo trusts are 'in\iol\;‘ed Let us look at
« Ms. Jones' $300 ‘000 estate agaln This time, Ms Jones will leave her
~husband the max1mum ‘marital deduction. The $250 000 allowable is re-
duced by $175 600, the doljar equivalent of the $47,000 uhified tax .
credljc. Thi$175,600 is held in a separate trust (not the marital \
"4+ deduction trust). M/s Jones' husband‘rece/i?‘es the net incqme for life
* from the trust.plus any principal which seems nhecessary to maintain
his standard of living as detetmined by the t'rqsteé. At Mr. Jones' L -
death, any remaining assets of the $175,600 will be distributed ag
N Ms. Jones directed in the“trust. S e
- The remaining assets of $124,400 ($300,000 less $175,60‘0) are -
placed in the marital deduction trust.. ThZe assets of this trust_are
available to Mr. Jones to use' as he-pleases; any bdlance left in this

Iy , fund will be’distributed at Mr. Jones' death as he directs. . . - “
| O If Ms Jones uses the trust outlined above : oL T

‘ °,',;G}'oss ‘eState = L $300,000 ) _ "

$varital deduction ©(124,400) . e
N o Vo > Taxdbl Stat® - 175,600, . < ° ; ]
e . Fédera ax (est.) \ ‘ " $.47,000 ' .

G ; B ified tax credit’, ‘ YT (47,000 .
' Do \:, . Tax due ! -0- 7 s e
S « N - L “

- Nﬁ‘tn,Jones’ Ae;st;ate-& S . : . ‘ T , r
f'?;. B ,. . " “Gross esgate,a(mamtal bequest) '$'12;4,4(?O : x; o .
5. ,. Fﬁderal tax: '(est ) S T 835,300 - - .
’ ta , '_;}' h Uhfﬁed tax «credltﬁ oL L (47,000) )
S o ‘ - Tax &ue . 0‘,'”'.'?‘\ S (T T el

b ‘- , R “Potal tgxes due bot'h estates " ) “"? 0- g

# o ‘

’ ‘
- : ’ . ‘
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P /
If Ms. Jones had left her éstate outright to Mr. Jones : A
S : N .
_ ’ Gross estate N ot $300,000
! o T, Marital deduction (250,000) \
oo Taxable estate ’ 50,000 .
| Federal tax (est.) . . “ $ 10,600
) Unified tax credit . . (47,000)
, Tax due . -0-
o ! ) y
. L Mr, jones' estate v
‘ Gross estate ~ 77 $300,000
Marital deduction . ~0-
- . Taxable estate 300,000 :
? _ Federal tax (est.) - Co $ 84,200
' Unified tax credit ' (47,000)
"~ Tax due p ) . < $ 37,200
. Total tax due bth\estates: L L $ 37,20
The advantage of the trusts is clear after examining the taxable
estate of Mr S Jones in the two examples’ above. In the, first, .only
$124, 40°0 i's taxed, even ‘though Mr. Jones received the net income and
o . necessary pr1nc1pal from the triust of $175,600. In the second, the full
. ' value of Ms. Jones' estate is subJect to taxation again in Mr. Jones'
T estate \ e ‘ L 7 .-
g - GENERA’HON SKIPPING TRANSFERS
« f x\“ S Generatlon-skl,pplng transfers should be consldered for estates ’
. ' e of° $§OO 000 or more or when one's heirs have substanual estates of .
r thelr «OWTL. ¥ “ S 4
N L * Prior to t’he Tax Reform Act of 1976, an 1nd1v”1d®1 could establish
- 7 t.a trustivhich <pald Income to succeedlng generations. The principal of

the trust was not squect to any death taxes a3 the right to receive

',\,, LI g

mcome passed “From: generatlon pte generatlon Th1s is no 1onger poss1b1e
v
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Under the new laws, trusts of this type would be taxed in each ‘
generation, with one exception.” Now, asparent can \‘1eave up to $250,000
in trust, with income to be paid to her child for life, and upon the

., child's death, the $250,000 would pass to the grandchild or grandchildreh ‘ |

* without being included in the child's estate. . "

For example, Ms. Jones' estate of $300,000 (mentioned earlier) had
a Federal tax of $37,200. The follow1ng 111ust1;i1t10ns show the effect
of using a generatlon-sklpplng trust assuming Ms. Jones' child, Mary,
also had an estate of $300 000: _ . ‘ .

-

. If Ms. Jones leaves her estate outright to Mary:
°> - 4
Gross estate S $300,000 .
, - A . Federdl estate tax " ' $ 37,200
s - N

.o : Mary's estate

e . Personal . ‘/! .$300,000
) R ~Inheritance i 262,800
s, & ) ($30Q,000;$37,200)
. : - ° . ‘Total taxable estate 562,800
) _« Pederal estate tax ‘ 115,300
oo ‘ - Total taxes . “u, . $152 500

If Ms Jones leaves all in trust to Mary, the daughter /recelves
~ income, and hec¢éssary pr1nc1pal for:1life: . /
. /

Gross estate - $300,000 .
Federal estate tax . _ $ 37,200

Mary s estate ,

S . " Personal, L 300,000 ¥
- A Excess of trust assets
over $2504000 . -
- "($262 80p -$250:,000) e 12,800
) ' "“Total taxable estaté 312,800/ ) .t
Federal estate tax ; "~ 41,100
3 .-, Total taxes ' , $ 78,300 ~

TAX-SAVINGS BY USE OF TRUST ’ N .
($152 500 less $78, 300) . / . $74,200

s
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In the first example, Ms. Jones' grandchild or grandchildren would
1nhecit an estate originally, valued at $600,000 less $152,500 of Federal
taxes, leaving $447,500. Y

In the second example Ms Jones' grandchild or grandchildren would
inherit an estate originally valued at $600 000 less $78 300 of Federal
taxes, ledving $521,700. ’

: o DEFERRAL

It is possible to obtain a deferral of taxes from ten to fifteen

" years, depending upon the size of a tlosely held busgpess or farm in

relation to the total estate. .

'If the value® qf the closely held business or farm is 35 percent of
the’ gross estate, or 50 percent of the adjusted gross, estate, you can
obtain a ten-year payout. If the value of the farm or business is 65
percent of the adJusted.gross estate, -you can obtain a fifteen-year
payout, paying interest only for the first five years . _+The interest on
the unpaid balance is paid at-a Federal rate, which’ fluctuates but gener-
all? is more favorable.than the commercial rate. he

The purpose of the installment payment plan is to prevent a forced

sale of a.small business, farm, or ranch at unfavorable terms. The de-

ferral allows the owner to continue in bu51ness whlle still paylng the
tax Hue. . . o

» L

\\ ) .
STATE TRANSFER TAXES
 State taxes may be due on the transfer of an estate, depending
on the laws of the state in which you reside. “In b‘regon,ieath or gift ’

taxes are charged at a flat rate.of 12 percent cnUthe taxahle estate.

As of 1981, taxes.in that state begin ofi estates valued ‘at* $100,000 or.

more. After 1985, Oregon will have phased out taxes on-gl;i or eifate_
transfers. As of 1981, Nevada placed no taxes on gift or estate

.7

transfers. . . o
Because each state varies somewhat, be sure, ‘to check your own

situation according to the laws of the state in which:the property

is chated. Generally, real propefty’is-faxed in the sfateawhere it

3
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is located; personal property is taxed in the state of residence of

the party making the transfer. .,

‘The state tax amount must, be p;aid in addition to the Federal
e . . . - .
transfer taxes described earlier in this chapter. -For example, assuming

N

<

—
L4

s

Ms. Jones' $300,000 taxable estate was in Oregon: \ ‘ <
. Taxable estate . . $300,000
Less 1981 e_>°<_emp'tion . (100,000) - , . R
Taxable-estate . $200,000 * ' !
-, State tax owed-Y12%) $24,000
/
ta . ’ 00
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'PROPERTY  MANAGEMENT

¥ 4

o Regulatlons affecting use of the land are a key element in considering:
land _purchase .o¥ ralteratlons for developihg a specific p1ece of property.
*'The regulatlons and the procedures for admmlsterlng them d1ffer widely
from staté to state, and among cities and countles within each state.
Some agenc1es have a few simple requ1rements wh11e others }aave very
complex and time-consuming regulatory processes ThlS chapter gives the
reader 1n51ght igto land -use planning and provides methods of obtaining
needed 1nfomat10n to mlmmlze confusion and effort. in dealing w1th land-

o related requlrements Keep in m1nd that this is general 1nformat10n,

*

meant as an "awareness" guide only Contact, your local agenc1es for the

specific regulrements of your area. C

HISTORY AND PHILOSOPHY OF PLANN!NG R

N The 1dea of chéosmg in advance a- form and shape for a human settle--
mént is as old -as c1v1112at10n. In Anmerica,, early c1t1es such as “\ -
Washington, Phlladelphla W1111amsburg, and Savarmah weme created w1th
formal de51gns in niind for streets and open spaces using maj or avenﬁes,
publlc bulldlngs or other landmarks as focal polnts . ,

B
>
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A These early efforts ‘were confined to public structures and’

facilities‘ Problems of health-related public works (sewer and water
systems) and street plannlng 1ncreased as cities grew. In i916 the c1ty

of New York enacted the first modern zoning ordinance, and cities, began

_. to address the questibn of land use and pr1vate pgoperty in a comprehensive
‘manner. Though early efforts had been made to reduce blighted and un-
\heaIthy conditions in. c1t1es by regulatlng building Eﬁherage and density,

New York's ordindnce was comprehenslve in that it ceyered most areas - -of
the city. Many cities followed this example, resulting, 1neV1tably, in
a number of court cases. In 1926 the U. S. Supreme Court upheld the

concept of zoning as a valid exerc1se'of the ”pollce power” of a local b

commmnity, finding that the separation of various uses was related to

the health ard safety of the residénts. , y N

Since 1926, the world of .plamming and-zoning has become almost
infinitely 'co?f\fplex, with the courts allowing greater leewﬁﬁr. for T.govern—
mental action as the problems of urbanization multiply Most zoning“
related laws are designed to be applied fairly and equally, witha,
reasonable relat10nsh1p to a valid commmity need as upheld by;the courts.

JHowever, variation and improper use_of the power to zone do occur.

The philosophical basis of planning is that the l1V1ng'env1ronment
of all cities will be healthier and more pleasing as well as more eff1c1ent
and less costly with advance plannang +Planning requires 1nev1table re-
str1ct10ns on ‘actions which may be taken by an individual or corpoyate
property ownkr, or goverrmental bodies. Orlglnally, planning included
w1de rang1ng"c1tyscapes," or, control of fire and health.hazards.

As plannlno developed so many more things were taken into account--
from air and water quallty, to city budgetlng, to the techn1caI1t1es of
public works--that the ordinary c1tlgen is hard pressed to follow the _

*logic of the procedures. This leads us.to the structure of the laws,

o ' ~ ‘e

THE STRUCTURE OF PLANS AND ZONING LAWS' .
- A "'plan™ is the'overall general guide tp land use. y"Zoning” is the
spec1f1c regulatlon of"smaller units of land. sWhen a jurisdiction puts a

set of ideas about future land use in written and/or mapped form, a plan
has been created (often called a comprehensive plan, general plan, or

master plan). The process of creating it is the planning process. When,

. .
s R ¥
p
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. .
later, the Jur1sd1ctlon 1s d1V1ded into different areas, with detailed
Tegulations permlttlng different kinds of activities, a set of zoning
regulationshand a zoning map have been created. Zoning is much more

spec1f1c than the plan, and 1s one of several tools available for carry-

1ng out the plan . [ e -

\ Plan documents ord1nar11y contaln a data base, goals and policies.

The data base may descrlbe several elements of the planning environment.
These might lnclude streets and transportatidn, water and sewer facili-

ties, current land use, parks and recreation fagcilities, hous1ng, popula-
“tion growth economlcs social services, etc. Not all of these will be fourtd
in every plan, nor “is the llst,exc1u51ve‘ there may well be others. These.
desg;1pt qns. of “the present 51tuat10n allow local decision makers to write
general goals for future development. Goals are then supplemented by-
policies and/or obﬁ%ctﬁfes which are more specific statements about how

to carry out the goals For example, a county or reg%onal government

may dec1de as.a goal, that they wish to preserve prime agricultural land
The goal with supporting policies, might read: , !
Goal Tq preserve and maintain prime agrlcultural lands for food

productlon and esthetic valpe. . - «
_Policy # . Do not allow land-usé changes fhat take prime farm

lands out of production 5 .

Policy #2: lnltlate tax- re11ef measures for active farms.
Poligz‘#ﬁz' Where farm® lands_are threatened by urban devélopment,

' attempt. o create low-density areas-as buffers, reducing the conflicts

Jgf dust, and odor. N e ‘

Bach of the policies‘hight then inclie more detailed objectives and

of noi

précise results to be achleved Theoretlcally, the plan maQLwoﬂld show
future land uses that woh!d carry out the 1ntent of the statements Not
all plans follow this. framework but the general idea g1ven abeve should
perm1t tacognltlon and understandlng,of the structure of, local plans
Zoning regulatlons 5Te almost. always confusing. They are also some

of the driest and least 1nterest1ng reading 1mag1nable ‘Most zones are
based on the idea of clean-cut dlstrlcts with regulations. spec1fy1ng '
building coverage,.dlstance.from bu11d1ngs to property llnes, types of -

bu51nesses, 1ndu5tr1al or- res1dent1al uses allowed etc. A few areas

14
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are experlmentlng w1th "performance standards " a means of shaping require- !
ments to the needs and characteristics of a development and the surroundlng
_property, rather than specifying them in advance. Performance standards
deal with such items as noise, traffic, V1bratron, smoke or odor, and
development density. ) ot
The format of the zoning document--the zoning ordinance--usually

includes a section setting forth the types of zones in the commumity. It
also includes sections on procedural matters, such as variances, amend-
+ ments, enforcenent, and special regulations applylng to all or many zones
and uses. There will likely be other toplcal sectlons dependlng on the A
nature of controls in the local community.,

There will usually be, for any given zone, a series of uses that are
allowed outright, provided that gcertain requirements are met regarding such
considerations as signs, setbacks from property lines, building height,
lot coverage, and off-street parking. ‘There may then be a series of activi-
ties allowed as conditional or special uses. These are perm1tted if the
specific proposal or design fits the surrounding area. Public utility
. ‘buildings and churchés are typical conditional uses in a single-family resi-

dential zone, in which the only permitted use may be for a single-family

dwelling or an accessory budlding,‘for agricultural purposes, and for

parks or schools.
Contact the local planning office to learn the geheral location of
vacant lands in particular zoning/gategories. See a realtor about the
price and availability of various parcels. If appropriate lots or exist-
ing buildings for-a desired use aren't available 'in a sp%cific area, you
may want to apply for a change in zone for a particular parcel. A zone
change is a change in the zoning ordinance, and requires all the formal
proceedings associated with ordinances. Zone changes are often very '
difficult to obtain, as the impact en the surrounding area and the logic
f the change as it relates to the text and maps of the plan and zoning
ord1nance are the criteria 1nv01ved In short, a zone or plan change is,
in most areas a last resort, whent suitable property for a development )
or bq51ness cannot be found elsewhere.

1
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BASIC TYPES OF PLANNING APPLICATIONS AND PROBLEMS

7

.How you approach” and deal w1th the local plannirig process depends
largely on the type of activity you propose) There are dlfferences between g
urban and rural areas. All proposals require finding a suitable property

- in relation to price, planning and zoning, and locatlon/access If a new
building is to be constructed, there mdy be building code regulatlons to
deal with, in addition to matters concerning publicsfagilities in an urban
area or health and sanitation in rural areas. If you're using an existing
building; you must be certain that the proposed use is in conformance with
permitted uses. If it iE.a conditional.use, purchase or lease should be
contingent on approval of the conditional use proposed. .

It often happens that something you want to do in constructing a new
building,‘or even a garage or storage area, is in conflict with some part
of the zoning regulat}ons. It is possiblé to obtain a Variance from the

. . . - £
law 1n certain situations.-

¥ Thése variances are gsually hard to get. As™a generai rule,‘@t is
wise to avoid situations requiring a use variance. Try to be sure your
intendéd‘use meets existing zoning requirements.

”» A variance allowing deviation ffom requirements for setbacks from
property lines, the amount of land covered by buildings, building height,
etc., is termed an area variance. Ared variances,are granted when practical
difficulties resulting from strict application of the law impose an un- |,
reasonable hardéhip on a property owner. Area variances are generally
granted if (1) there are exceptional circumstances that are found on other
properties in the-zbnjng‘district,-(Z) conforming with the law would cause-
undue hardship, (3) there will not.be a negative effect on surrounding =
pfoperties if the variance-is granted, (4) the hérdship is ot self-imposed,
and (5) there is no unified-opposition from adjacent property owners.

. There are two last points to be made regarding typé§ of situations é;—’
applications; one concerns non-conforming psés, the other involves esthetic,
and site—design st’andards A non-conforming use is one whigwas estab-
Hshed prlor to the creation'of the local zoning laws. An industrial facility
‘in a repall commercial zone‘and a barber shop if a 51ng1e fam11y residential

"- zone are examples.of non-conforming uses. The general planning pr1nc1p1e

is to encourage the discontinuation of this activity over time, but at
present there is wide variation in what each area will allow property

- ) . ¢
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N owners“to do. Some zonlng ord1nances will not permit any expan51on ’
while others w111 provided that there is no 1ncrease in n01se traffic, etc:
Esthetlc and site-design standards may cover anythlng from the type,
size, and appearance of 51gns to the landscaping, parking lot;desxgn, and
access points onto’a site, to the design and archltectural features of
structures. These controls are found with greater frequenqy in urbanized
areas, put some of them are found in outlying communities and sparsely
settled places as well. ' ‘ '
- It often takes'a substantlal investment of time and patience to
cope with the bureaucrat1eﬁpre11m1nar1es to what may often 5eem a very
simple project. But 'a few basic Steps w111 help.determine what needs to be

done: (1) Have a clear idea of what is intended. (Be able to answer these
questions: What sort of business, office, or development? How large will
it be? What are its locational and publicd-facility needs?) (2) Make a K
rough sketch. If a site has been selected,'or is now under the applicant's
control, ¥t is extremely he;pful to have a rough sketch of what is intended,
including existing surrounding properties and buildings. (3) Visit the
local planning office. If there does not Seem to be an office for that R4
purpose the admlnlstratlze offlces of the local city or county can help., ’
‘The person assigned to meeting the pub11c at the, plannlng office will be” -
able to assist with basic questions regarding zonesaand regulations, and
may be able’to give you enough guidance to determine what stegs need to be
taken, or whether the use is. permitted and in compliance with all plan-
nlng and zoning laws. (4). Be sure you have necéssary clearances or
approvals or cert1f1cates etc., before you set up your business or com-
: plete your property purchase . ’ .
It is eepec1a11y important eginning to seek out all the infor-
mation that may afféct the proposal. Begin with planning and zoning, since
the allowable uses of property or buildings must be resolved before other

problems can be explored The next step, depending on the spec1f1c situa-

tlon may be the office that administers building and construction regula-
thHS ‘or the public works offlce for street and ut111ty matters, or the

) ‘sanitation office if sewer systems are not available. The staff person -
in thé planning office can be an important source of procedural heip.
There are always means of gathering further information or appealing an
administrative deeisiop. Thetlocal government staff,fs obligated to
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prov1de the public with the 1nfonnat1on needed and to have 1nterpretat1ons
or procedures clarified by senior staff people or, ultnmately, by the )

'

plannlng commission or governing body af the local government

=

—
HUMAN AND POLITICAL FACTORS IN THE PLANN‘ING PROCESS |

‘The attitudes’ of staff people you encounter as you begin a new bus1-
" ness or development project are part of a complex relationship between the
law and bolitical and structural features of the local government. The y
planning department serves as staff to the governing body, andvalso to\'
c1t1zens involved in planning as part of a planning commission. " If yoh‘re
. unfam1l1ar with local government and its paid workers, you may have trouble
separating staff opinions from local qr state law. Some citizens come @way
from a plann1ng office (or any- other government.off1ce) feeling that the
local govermment is trying th obstruct, delay, or completely stop what they . -
want to do. On the other hand, staff people might not adequately inform
the 'public.about current views at the commission and governing body level
on such matters as the rate and type of growth, fhe kinds of busingss, indus-
try, and residential development that are favored in the drea, etc. Ash -
-about current matters, and consult a profess1onal plannerg a lawyer, an'
eng1neer Oor a person familiar with local affa1rs ‘These people, in addition -
to staff, can give a picture of the history of plann1ng and development . -
as well agithe state of the local economy )
e principle that should guide anyone investing in a cdmmunlty is
thoroughness. Invest1gat1on of the p§551b1113;e; and potential pitfalls
in advance will save money and d1sappo1ntment later. The seQuenSE of steps\<
taken (deciding on the® venture, looking for a place to do it, recé1v4ngv_§
the necessary approval, cop1ng W1th~plans and' financing, etc.) should be )
approached with an open mind, pat1ence “and the desire and ab1l;ty to .
gather the information needed. A certain amount of f1eX1b1l1ty in the face

of local att1tudes and laws is essent1a1,,but pers1stence assertivéness, vy

-

. and adequate preparat1on are no less important. The guld principle is

§—\

"ask," and if you're still uncertain, 'fask agaan .

s’ \




' matters and ‘what type”s of services they offer.

- information, a%%ng for- costs when you don't already know them.

e

. - .GETTINGHELP."

. L. Gather as many free resoqrces as you can. ' Réad newsi;aper ads,
call 11brar1es, f1nanc1a1 agenc1es, savings and loan companles, the
Farnrers Home Ad:nlnlstratlon,.etc ., to-find out what they currently ha\/é

2. Call banks. and ask if they have someone who could give you
professmnal adv1ce - E '

3. Contact a 1aw firm and ask who handles property management -
4. Look -in tHe ‘phone b})ok under Real Estatge Management and Legal

Services, and miake some ¢alls to find out what services are available
'_d what some costs might be,

°

5. Ask others who are already successful. Interview them about
. what. ideas or things ‘have worked well for them,

-

6. Let your friends and other people know that you are 1nterested
in .gaining 1nformat10n '

’

7. Cherk with the County Extension Service, staté management associa-
tions,. or'commercial development 'institutes " Write to your state govern-
ment or representatlves and ‘senators ‘to f1nd out what state resources
and services argfavallable ﬁylake your governmental agencies responswe .
to yolr needs.¥ Write to you‘%" senators and representatives and ask them
what Federal resources mighg be available. *

8. Watch newspaper and magazine ads and write or call for further

. X .
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L Amerlcan Bankers AsSoc1at10n, 1120 Connecticut Avenue NW, Washlngton‘T[
v 20036: Bank Services and You, 1975y Free. - .
Describes all basic bark services and how they are used.

<

)

:How to Manage Your Money, 1975. Free. e
Offers assistance with financial planning, covering "such areas

" as education, insurance, savings and investments,.food, and )
hou51ng Also talks about loans, 1nvestmenf§\aﬁa management

services available to the general pub11c

<

Amer1can Council of Life Insurance, Education and Community Services, )
1850 K Street NW, Washlngtd DC 20006: The Money Manager: :
Step by Step to Money Management. Free.
Worksheet to help you set up a money management plan. .
Also available free of.charge from American Council of Life >
Insurance: Plain Talk About Your Life Insurance Pollcy, :
Planning for Retirement, and Bglicies for Protection: Life v o
Insurance and Health Insurance

Consumer Information Center, Pueb 0, CO 81009: Educational Opportuni-
ties for Older Persons, 1978. Free. -
Lists resources for loans, scholarshlps, and grants for adult
éducation. . ‘ .

:A Guide to Budgeting for the Family, 1978. 90¢.

Outlines steps in developing a budget and includes charts for
estimating income, plannipg family spending, and recording
expenses. Also contains a section on using credit.

:Know Your Pension Plan, 1979. Free. ' .
Includes eligibility requirements, types of plans and sources of

- contribytions, benefits, vesting, plan' terminatiops, and’checklists
to assess#what your plan'provides.

:Plain Talk About IRA's, 1979. '90¢.
Explaing 'what an Individual Retirement Account‘is; who is eligi-
ble, and the pros and cons of various IRA's

‘& - :Planning for Retirement, 1978. Free.
" Points out alternatives for retirement planning, where to go for .
® information, organizations and other resources available.

:A Woman's Guide to Social Security, 1979. " Free.
Explains what women should know abouf benefits upén retirement,
disability, widowhood, or divorce.

:Your Social Security, 1978. Free.
Contains information on eligibility, amounts of payments, how to
apply for Social Security and Medicare benefits. ‘ ) *

o 1 - ,
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‘ Household Finance Corporatlon Money Management Institute, 2700 Sanders
-

Road, Prospect Helghts, IL 60070: Your Financial Plan 1979. 50¢
A gu1de that will help you reach your f1nanc1al goals. Covers
many aspects of money management . «

-

Small Business Admlnlstratlon, PO Box 15434 Fort Worth, ™X 76119: . .

Basic Budgets for Profit Planning (Management Aids #220)

* Breaking, the Barriers to Small Bu51ness Plannlng (Management

Aids #179)- ER
Cash Flow in a4 Small Plant (Management Aids #229) -
Checklist for Profit Watching (Small Marketers Aids #165)

+ Danger Signals in a Small Store (Small Marketers Aids #141)

Financial Management (Small Business Bibliographies #87)
XKeep Pointed Towatd Profit (Management Aids #206)

_Planning and Goal. Setting- for Small Buslness (Management Aids

#233)

%;x Methods for Success in a Small Store (Sﬁall Marketers A1ds
127y - ‘

What Is the Best Selling Price? {Management {Aids #193)

" #The abovebooklets are free by writing to thé, above address or

by calling toll free 800-433-7212 or (Texas ohly) 800-792-8901.
The following booklets are also published by the Small Business
Administration, and ¥dre for sale by the Superintendent of Docu-
ments, Government Printing Office, Washlngton 20402:

Guides for Profit Planning (Small Businéss genent Series
#25). $1.90.

Guides for ‘computing and using the break- even p01nt the 1eve1 of
gross profit, and the rate of return on investment. Designed for
readets who have no specialized training in account1ng and eco-
nomics.

Handbook of Small Business Finance (Small Business Management
Series #15). $1.50.

Written for the 'small business owner who wants to improve finan-
ciat-management skills. Indicates the major areas of financial
mapagement and”describes a few of the many techniques that can )
help the small business owner.

Managing for Profits (Nonseries Pub11cat10ns) $2.75.

Ten chapters on various aspects of small business management,

for example, marketing, production, and credit..

Strengthen1ng Small Business Management (Nonseries Publicatiows).

%2.75.

Twenty-one chapters of small bu51ness management. This collection.
reflects the experience which the author gained in a lifetime of
work with the small business community.

" Herbert T.: Finance for the Nonfinancial Manager Wiley-

fﬁtersc1ence, New York, 1977. $15.95.

A'rather technical book for those who have had no professional
training in finance, but need a working knowledge of the subject.’
Discusses the balance sheet, income statement,.depreciation,
financial planning, cash f;ow, credit management, bank1ng rela- .
tgbnshlps etc. .

Tobias, Andrew: The Only. Investment Guide You'll Ever Need,

.
-~

Harcourt Brace Jovanovich;.New York, 1979. §5.95. ~
Helpful 1nformat10n about 1nvest1ng—-w1th a touch of humor.
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S - 2. CREDIT ’

s

" Bank of America, Box 37128, San Francisco, CA 94137: Managing Your-

Credit, N78. Free.
Fact sheet that describes some credit management principles and
technlques including sizing up your current credit situation,
recognizing danger signals, knowing personal-credit }imits, keep-
ing track, using charge accounts, and understandlng/%onsolidation
loans.

» ‘ e T \

~—,
:What's in Youxr Credit Report? 1979 Free.
Fact sheet' telllng what information is likely to be in your credit,
regort, how it's collected, filed,-and communicated, and how your
rights are protected by law N .

Board of Governors of the Federal Reserve System, Washington DC 20561;
The Equal Credit Opportunity Act and . . . Women, 1977. Fr&e. -
Pamphlet describing the provisions of the Act that apply to sex
and marital status. Includes sections on applying for credit
(questions about your sex or marital status), rating you as a
credit risk, and establlshlng a credit history. Also lists the o
Federal enforcement agencies. .

C1t1bank Public Affairs Deﬁ?%tment 399 Park Avenue, New York, NY 10022:
Bof%ow1ng7Ba51cs for Women. Free.
What you should know about credit. Also includes a gloss%ry. -

Gommercial Credit Corporation, Public Relations Department, 300 St.
Paul Place, Baltimore, MD 21202: Women: To Your Credit. Free.
Contains information on the Equal Credit Opportunity Act, tells
how to establish creditworthiness and a credit record, and points
out certain problems women borrowers face. .

6

Consumer Information Center, Pueblo, CO 81009: Consumer Credit Handbook,
1978. Free. :

Explains how consumer credit laws can help you shop and apply for

credit; tells you what credltors look: for, and what to do if you

are denied credit. 7

:Credit Shopping Guide, 1979. $1.00.

‘A pocket-sized guide showing how to compare” finance'charges.

Includes complete charts of monthly payments on loans for homes,

cars, home improverents, etc.

»
Yk

' . :Falr Credlt Reporting Act, 1979. Freevx
" Tells how to find dut about your credit rat1ng and how’to ensure
the 1nformat10n is correct.

-Credit Union National Association, Box 431, Madison WI 53701: Credit

Unions: What They Are, How They Operate How to Join, How to -
Start One. Free.
Describes credit unions and their functloﬁSQ, . ,

wslle . ¢
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Federal Trade Commissioh, Washington DC 20580: .The Fair Credit Billing Act.
"'Freé Y v
‘Explains rights and responsibilities under this Act in easy-to-

" understand language.

°

.:Know‘Yﬁur Rights Under the Fair Credit Reporting Act: A Checklist’
for Consumers. ' Free.

:Women and Credit Histories, 1978. Free.

Deals with the problems women face in obtaining credit. Includes
a checklist for establishing y®ur own credit history, and a form
to be sent" to creditors to have the credit history information on
your existing accounts be reported to credit bureaus in both

. spouses' names. ’

> N § *

Household Finance Corporation, Money Management Institute, 2700 Sanders

* ' Road, Prospect Heights, IL 60070: Managing Your Credit, 1978. .50¢.

‘ Contains discyssions 'of understanding consumer credit (pros and °
cons, cost of credit, creditworthiness, comparing credit charges,
sources of cash credit, and credit agreements) and managing credit
dollars (deciding on whether you can afford credit and whether you
should use it, shoppifig for credit, and handling financial
_difficulties). Also includes suggested resotirges and a glossary. .

~ National Commission on the Obseivance of International Women's Year: &
Credit--A Workshop Guide, 1977. For sale by the Superintendent of
Documents, Government Printing Office, Washington DC 20402. -
A guideline to assist in organizing workshops on Women and Credit;
consisting of background information on the Equal Credit Oppor-
tunity Act, a glossary of credit terms, and a list of Federal .
enforcement agencies. Also included in.the guide are a list of
possible speakers and a publications list.

National Foundation- for Consumer Credit, Federal Bar Building West,
1819 H Street NW, Washington DC 20006: Here's How to Get More
Value Out of Every Dollar You Earn
How Much Are You Really Worth?

How Much Credit Can You Atford?

The above brochures are, free. - -
The Following panphlets are 25¢ each:
Consumer Credit . - ,
The Emergency Problem, What to Do About It
Establishing Good Credit -
The Eorms of Credit We Use < /
*Measuring and Ug%gg Our Credit Capacity

Small Business Administration, PO Box 15434, Fort Worth TX 76119: ™
The ABC's of Borrowing (Management Aids #170)
Credit and Collections (Management Aids #232)
Sound Cash Management and Borrowing (Small Marketers Aids #14%3
Retail Credit and Collections (omall Business Bibliographies #31)
Understanding Truth-in-Lending (Small Marketers Aids #139)
The above booklets are free by writing to the above address or
by. calling toll free 800-433-7212 or (Texas only) 800-792-8901.
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3.  RECORDKEEPING s

s @ »

" Consumer Information Center, Pueblo, CO 81009: Keeping Eamily-Houséhold

Records--What to Discard, 1978. Free. . .
Lists doctments you should keep, and tells you when' to use a
safe depo%it box. . - )

¢ )l &

<

‘Where tio Write for U.S. Birth and Death Records, 1978. ° Free..

Tells ygu addresses for state and territorial offices, how far
back the records go, and what copies cost.

Ekohomik Systems, PO Box 11413, Tacoma WA 98411:

Publishes easy-to-use. disbursement journals for small busi-.
nesses, farmers, ranchers, and individuals. For sale by
the company and at many banks.

1

Internal Revenue Service, Deparfment of the Treasury, Washington DC:

Tax Information on Depreciation (Publication #534)

Recordkeeping for a Small Business (Publication #583)
Recordkeeping Requirements and a Guide to Tax Publications (Pub-
lication #552) .

Tax Information on Accounting Periods and Methods “(Publication #538)
Single copies of the above publications may be obtained free of
charge by calling or #riting your local IRS office. -

National Society of Public Accountahts: Portfolio of Accounting Systems

for Small and Medium-Sized Businesses, Volumes 1 and 2, Prentice-
Hall, Inc., New Jersey, 1969. (

Intended for experienced accountants. Each chapter presents a
model accounting system for a particular business, such as a
beauty shop, farm, or shoe store. T

.Small Business Administration, PQ, Box 15434, Fort Worth TX 76119:
) " Accounting Services for Small Service Firms (Small Marketers

Aids #126) ] .
Analyze Your Records to Reduce Costs (Small Marketers Aids #130)
Getting the Facts for Income- Tax Reporting (Small Marketers Aids
#144) '

. Keeping Records in Small Business (Smail Marketers Aids #155)

Recordkeeping Systems--Small Store and Service Trade (Small
Business Bibliographies #15)

,The above booklets are free by writing to the above address or ///"‘~
calling toll free 800-433-7212 or (Texas only) 800-792-8901.

The following booklet is also published by the Small Business
Administration, and is for sale by the Superintendent of Docu-
ments, Government Printing Office, Washington DC 20402:

Financial Recordkeepirg for Small Stores (Small Business Manage-
ment Series #32). $2.50. . L .
Written primarily for the small-store owner or prospective owner
whose business doesn't justify hiring-a full-time bookeeper.

]

.
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4. BUSINESS REGULATIONS

Entries containing 1nformat10n about business regulations may be found
in other sections of the bibliography, partlcularly in Personnel and
‘Taxes. ~

g -, = 5.  PERSONNEL

Department of Labor, Bureau of Labor Statistics, Washlngton DC:
¢ Employment and Earnings.. $18/year, 51ng1e copies $1.50, for sale
' by the Superintendent of Documents, Government Printipg Office, .
\ Washington DC 20402. )
Comprehensive monthly report on employment, hours, earnings, and
labor turnover by industry, area, occupation, etc.
Mopthly Labor Review. $16/year, single copies $1.40, for sale
by the Superintendent’ of Documents, Government Pr1nt1ng Office,
washlngton DC 20402.
Containé current statistics, new developments in 1ndustr1a1'
relations, analysis, court decisidns, .and book reviews.

Department of Labor, Employment Standards Admlnlstratlon, Wage and Hour
Division, Washington, DC: Hangy Reference Guide to the-Fair
Labor Standards Act, 1977. Free from the Division's local offices.
.. Provides general iﬁformation about the application of the Fair
e Labor Standards Act Includes sections on basic wage standards, ‘
employees who receive tips, .equal pay provisions, child labor
provisions, recordkeeping, computation of overtime pay, and re- %
~ covery of back- wages. T

4

Internal Revenue Service, Department of the Treasury, Washington DC:
* Filing Requirements for Employee Benefit Plans (Publication #1048)
Withholding Taxes and Reporting Requirements (Publication #539)
Single copies of the above publications may be obtained free of
charge by calling or writing your local IRS office.

$on Small Business Administration,\PO Box 15434, Fort Worth TX 76119:
. Delegating&Work and Responsibility (Management Aids #191)-

Management Checklist for a Family. Business (Management Aids #225)
Personnel Management (Small Business Bibliographies #72)
Pointers™on Preparing an Employee Handbook (Management Aids #197)
Problems in Managing a Famtly-Owned Business (Management Aids #208)
Staffing Your Store (8mall Marketers Aids #162)
The above booklets are free by writing to the above address or
calling toll free 800-433-7212 or (Texas only) 800-792-8901.
The following booklets are also published by the Small Business
Administration, and aré for sale by the Superintendent of
Documents, Washington DC 20402:-




’

. -
Joint Committee on Taxation: General Explanation of the Revenue Act
of 1978, 1973. For sale by the Stperintendent of Documents,
st CSvernment Printing Office, Washington DC 20402.
Explalns the Revenue Act of 1978, Jprov1d1ng the leglslatlve
‘history, summarizing the various provisions, presentlng the gen-
eral reasons for the legislation, and containing the revenue
estimates on the legislation.as finally enacted.

Lasser Tax Institute: J. K. Lasser's Your Income Tax, Simon and
Schuster, New York, published annually. §3.95 (paperback).
A complete tax guide written in a direct and easy-to-read style.
It alerts you to decisions favoring taxpayers which may not be
presented in IRS publlcatlons Suggests ideas, plars, and oppor-
tunities for maximum tax savings, and reflects new laws, current
IRS regulations and rulings, and recent court decisions. Aids
'in investment and in bu51ness and. personal dec151o?;,a£fecting

Federal income taxes. ;
National Planning Association, 16Q6 New Hampshire Avenue NW, Washington
DC 20009: The Effects of Federal Income Taxes on the Structure
of Agriculture, Pamphlet 131, 1972.
A report that examines recent changes in Federal tax laws and ,
how they may affect farm business organization. Makes recommen-
datioms for 1mprovements - . .

Small Bu51ness Admlnlstratlon, PO Box 15434, Fort Worth TX 76119:
“ Incorporating a Small Business (Management Aids #223)

X Selecting the Legal Structure for Your Bu51ness (Management

' Alds #231) ®

" Steps in Meeting Your Tax Obligations (Small Marketé?s Aids #142)

The. above publications are free and may be obtained by writing
. to the above address or calling toll free 800-433- 7212 or (Texas
orily) - 800-792-8991.

€
3

U.S. Hoyse of Representatives:® -Revenue Act of 1978 Conference Report.
Forisale by the Superintendent of Documents, Government Printing
Office, Washington DC 20402.

A deta11ed and very complicated outline of ‘new tax . provisions
that may affect personal and business 1ncome tax reportlng

-

.

“

7. ESTATE PLANNING

- A
’

American Instltute for Economic Research, Great Barrington, MA 01230: -
Hoi to Avoid Financial Tangles, Section A, 1976. $%*90.
. Discusses elementary propertylproblems and 1mportan f1nanc1a1 -
relatlonshlps

:How to Avoid Financial Tangles, Section i; 1922«/”$1.60.
Discusses taxes, gifts, anq help for the wggpwed person.

R . . . l
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Joint Committee on Taxation: General Explanation of the Revenue Act
of 1978, 1973. For sale by the Stperintendent of Documents,
st CSvernment Printing Office, Washington DC 20402.
Explalns the Revenue Act of 1978, Jprov1d1ng the leglslatlve
‘history, summarizing the various provisions, presentlng the gen-
eral reasons for the legislation, and containing the revenue
estimates on the legislation.as finally enacted.

Lasser Tax Institute: J. K. Lasser's Your Income Tax, Simon and
Schuster, New York, published annually. §3.95 (paperback).
A complete tax guide written in a direct and easy-to-read style.
It alerts you to decisions favoring taxpayers which may not be
presented in IRS publlcatlons Suggests ideas, plars, and oppor-
tunities for maximum tax savings, and reflects new laws, current
IRS regulations and rulings, and recent court decisions. Aids
'in investment and in bu51ness and. personal dec151o?;,a£fecting

Federal income taxes. ;
National Planning Association, 16Q6 New Hampshire Avenue NW, Washington
DC 20009: The Effects of Federal Income Taxes on the Structure
of Agriculture, Pamphlet 131, 1972.
A report that examines recent changes in Federal tax laws and ,
how they may affect farm business organization. Makes recommen-
datioms for 1mprovements - . .

Small Bu51ness Admlnlstratlon, PO Box 15434, Fort Worth TX 76119:
“ Incorporating a Small Business (Management Aids #223)

X Selecting the Legal Structure for Your Bu51ness (Management

' Alds #231) ®

" Steps in Meeting Your Tax Obligations (Small Marketé?s Aids #142)

The. above publications are free and may be obtained by writing
. to the above address or calling toll free 800-433- 7212 or (Texas
orily) - 800-792-8991.

€
3

U.S. Hoyse of Representatives:® -Revenue Act of 1978 Conference Report.
Forisale by the Superintendent of Documents, Government Printing
Office, Washington DC 20402.

A deta11ed and very complicated outline of ‘new tax . provisions
that may affect personal and business 1ncome tax reportlng

-

.

“

7. ESTATE PLANNING

- A
’

American Instltute for Economic Research, Great Barrington, MA 01230: -
Hoi to Avoid Financial Tangles, Section A, 1976. $%*90.
. Discusses elementary propertylproblems and 1mportan f1nanc1a1 -
relatlonshlps

:How to Avoid Financial Tangles, Section i; 1922«/”$1.60.
Discusses taxes, gifts, anq help for the wggpwed person.
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'Ashley, Paul P. You and Your Will: The Planning and Management of

Your Estate, McGraw-Hill, Inc., New York, <1975. $13.95. (1977,
paperback, $1.95, NAL.) = . B 8

, General introduction to éstate planning.

R 4

‘ . . -
Internal Revenue Services. Department of the Treagury, Washington DC:
Computing the Interrelated Charitable, Marital, and Orphans'
Deductions -and Net Gifts (Publication #904) =~ -~
Federal Tax Guide for survivors, Executors, -and Administrators
(Publication #559) o . ] ] ,
Guide to Federal Estate' and Gift.Taxation (Publication #448)
Highlights of the 1978 Changes ip, the Tax Law (Publicatione #553)
Tax Information on Individual Retirement Arrangemeh%s .
(Publication #5%0) . . 5 ) .. o
Tax' Information on Self-Employed Retirement Plans, (Publication_
7560) . g ‘ 7
Single copies of the above publications.may be obtained free of
charge by writing or calling your local IRS office: )

Lane, Laura: Estate Planning Idea Book,* Farm Journal, Inc., Philadelphia,
_PA, 1978. May be ordered by sending $16.95 plus 70¢ delivery to:
Estate Planning, Famm Journal, Box-1927, Philadelphia, 19105.

Designed to help farm and ranch families, wives, Rusbafids, widows, " .

widowers, and the never married. , Poists out advantages and dis-
advantages of partnerships, corporitions,” and“joint tenancy - '

{ ownership. Covers taxes, a wife's property-rights, trusts, and
many other subjects. Uses case histories., e ’

U.S. National Bank of Oregon, the Trust Group, PO Box‘ 3168, Portland '

OR 97208: Analysis of Estate and Gift Tax.Reform: Tax Reform
Act of 1976. B o . v
Sammarizes and explains the important and far-reaching’ changes
in estate and gift taxes as brought about by the Tax Reform Act 7
of 1976.. ., ' ‘ 5
The Trust Group's other publications include:
Estate Profile ‘

* Joint Ownership: Is It Right for,You?
Joint Property: .Burden dr BenefIl?

- Twenty Questions and Answers About Wills

»
2

L4

Wayne Humer § Company, 175 West Jackson Boulgva}d, Suite 1700, Chicago
~JL 60604: Estate Planning Questionndire, 1976. Free.
elpful - form to aid you In assessing your -estate-planning negd
and situation. Will save attorney's time. v . ‘
[ - he
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87 PROPERTY MANAGEMENT

- . - )

“

Department of Agriculture, Agricultural Research Service:- How to Control

4

<Wind Erosion, 1977. For sale by the Superintendent of Documents, .
Government.Prlntlng Office, washlngton D.C. 20402.° 4
Discusses -factors affectlng yind erosion, control en dry land
cultivated soils, control on iryigated lands, contrgl on vegetable
and specialty.crop lands control on gra21ng lands, and other
. problem areas.

.o \_
:Managing’ our Environment:.:A Réport on W§X§ Agrigultural Research.
Fights Pollution; 1972. 65¢. For sale by the Superintendent of
- Documents, Government Printing Officé, Washington DC 20402. &
Contents qnclude chapters -on protectlon of land, water, and water- »
ways; managemént of farm wastes; and new ways to fight pests--
alternatlves to pestic1des . .

“« < hd .

: Department of Agriculture, 8011 Conservatlon Service: Our American

" it to escrow.

.Land: -Use the Land,.Save the Soil, 1973. .25¢. For sale by the
" Superintendent of Documents, Government Printing Office, -

Washington DC 20402,! ) )
A booklet discussing’ soil surveys, soil conservatlon and °

.conservation practices and plans

-
-~

,9.. GETTING STARTED

wr e

-

, Leta W.: How to‘dben Your Own Shop or Gallery, St. Martin's Press,

New York, 1978." $8.95.

What you should know about starting and d&perating your own small
business. Include$ chapters ~on Money: How Much You Need and -
How to Get It; Organization:” Obtaining Licenses; Taxes: Easy
Ways to Prepare Your Own. Also includes sample forms letters,
and applications for 1ldans. . = '’ 4 —

Les: Finding and Buying Your Place in the Country, Collier Books,
New York, 1974. $6.95 (softcoyer). .
Covers most aspects of the purchasing of real estate, from locating

. -
A -

Smalfl Business Administration, PO Box 15434, Fort Worth TX 76119:

..
Wit

@

-

Starting and Managing a Small Bu51ness “of Your Own (Startlng and
Managing Series #1), 1973. $2.40. For sale by the Superintendent
of Documents, Government Printing Office, Washington DC 20402.
Important p01nts to consider _concerning many phases of business,
asking such questions as¢¥ Are you the type? How much money?
What are the advantages and disadvantages? Also includes special
%aws and regulations, and checklists.




-

Also available free from ‘the SBA are the following publications:
Checklist ‘for Going into Business (Small Marketers Aids *#71)
- Women and the U.S. Small Business Administration N
Women's Handbgok: How SBA Can Help You-Go into Business
The above publications may be obtained by writing to the above >
o address or calling toll free 800-433-7212 or (Texas only) i
: 800-792-8901. . _ ~

*
N

o .
s

. ‘ " 10. 'GENERAL

/ » * (R ' R ¢
- Castle,, Emery N., Manning H. Becker and Frederick J. Smith: .Fa
o \ ‘Business Management: The Decision-Making Process, Macmillan
. Publishing Co., Inc.,-New York, 1972. $12.95.
@ ‘A college textbook that covers many aspects of farm management,
. ~ organization, and production. )
® Filkins, James H. and Donald L, Caruth: Lexicon of American Business
Terms, Simon and Schuster, New Yofk,\I!
Defines over 3,000 words--from A.B.A.

13

Porter, Sylvia: Sylvia Porter's Money Book: FHow to Ea
- '~ Save It, Invest 1t, BorMew 1t--And Use It to Betrer Your Life,
" - Avon Books, New York, 1976. $6.95 (paperback). . -
. A comprehensive guide to money management, -filled with information.

\ . PN
Stillman, Richard J.: Meney Wise: The Prentice-Hall Book of Personal
- Money Management, Prentice-Hall, New Jersey, 1978. $T4.95.
' Can be used as a source of quick referencg, or to help you,s€t up
your own money management.program. Inclugés chapters on llow to ;
I Achieve Financial Hedlth; Insurance and®Social Security; Growth--
Potential Investments; and Taxes, Retirement , and. Estate Planqiﬁg:

~ . . : t
-

-11. " GUIDES, DIRECTORIES, AND GATALOGS -

]

-

» ’ \ . . -

Coman, Edwih T. (editor): Sources of Business Information, University

. of California Press, Berkeley, CA, 1964. $8.50. - , oo
The purpose of this book is»to aid the\business person in locating
information and statistics. It lists ﬁeriqdicals, handbooks, trade
magazines, etc., according to subject. .

- . Consumer Information Center, Pueblo, CO 81009: Consumer Information
) Catalog, published quarterly. Free. )
~—Fists selected publications from almost 30 different Federal '

agencies on such subjects as money management, health, food, and

nutrition. Approximately half the publications are free; the
others are available at a small cost. .

ERIC o ‘ “11?{20'




. Department of Commerce, Business and Defense Services Administration:

7

Marketing Informat1on Guide. $2. 50/year., For sale by the
Superintendent of Documents, Government Printing Offlce,

Washington DC 20402. o B

Contains an annotation of selected current publications and
reports, with basic 1nformatlon,and statistics in marketlng
and’ dlstrlbut1on

U.S. Department of Education, Offiice of Consumer Affair$: D1rectory 5
of Federal Consumer Offlces, 1978. &ingle copies are available
free from the Consumer Information Center, Pueblo, CO 81009.
Lists the office to contact regarding problems w1th or questions
about advertising, banks, Socig] Security, taxes,.etc. Some
toll-free numbers are also llsted Also available: - .
Directory: -Federal, State, County and City Government Consumer
Offices. 85¢. For sale by the Superintendent of Documents, '
Government Printing Office, Washington DC 20402 ‘

Department of Labor, Employment Training Adm1n1strat10n, Bureau of

Apprenticeship and Training: Directoty for Reaching Minority
- and Women's Groups, 1979. For sale by the Superintendent of
~~Documents, Government Pr1ntqng Office, Washington DC 20407

Lists 5,000 names,. addresses, and telephone numbers of 1nst1tu-
tions and organizations for assistance in reaching minority-
and ‘women's groups. Included are Federal, state, county, and
municipal agencies, and community action, civil r1ghts, human
resource, educational, and business groups.

Internal Revenue Service, Department of the Treasury, Wash1noton DC:
Catalog and Quick Index to Taxpayer Information Publications
‘(Publicatiop #900), published annually. Single copies may be
obtained frge of charge-by writing or calling your local IRS
office. ’ N .
Lists both numericalkly and by subject matter the many free
publications of the IRS. Also lists publications in which’
you will find the sample filled-in forms and schedules.

.National Directory of Addresses and Telephone Numbers, Bantam Baoks,

ks

New York, 1977. §9.95.
v - A large book conta1n1ng the 50,000 most-wanted addresses and
telephone numbers in the Un1ted States.

Office of the Federal Register, Natlonal Archives and Records Service,

General Services Administration: Government Manual, published
-. annually. $6.50. For sale by the.Superintendent of'Documents,

Government Printing Office, Washington DC 20402.
Official handbook of the Federal‘government, describing the
purposes and programs of most government agencies. Also jists
key officials. Briefer stateménts are included for quasi- off1c1al
agencies and certain intermational organizations.

- 12] |
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. Small Business Administration, PO Box-15434, Fort Worth TX 76119:
Basic Library Reference Sources (Small Business Bibliographies
#18). Free. - ’ . '
Contains basic business directories, guides, and reference
sources.that are available in most libraries. '

., :For Sale Booklets (115B)}. Free. =~ ' .
Lists Small Busipess Management Series, Starting and Managing
Serig’s? .and Nonseriés Publications that are availablé ‘for a °
- small cost. Includes order form. )

:Frée Management Assistance Publications (115A). Free.
Lists Management Aids, Small Marketers Aids, Small Business
. Bibliographies, and Small Business Administration Field Office qaﬁg ~
Addresses. Also includes order form. ' AN
The above publications may be™btained by writing to the above ° T

. address or calling toll free 800-433-7212 or (Texas only) -

£y

800-792-8901. . .

' Superintendent of Documents: Subject Bibliographies, Government
Printing Office,” Washington DC 20402. Free.
N The Goverrnment Printing Office publishes over 24,000 different
© publications which are for sale by the Superintendent of "
Documents. The bibliographies list the .individual titles"ih
one’ subject area. ' - -

:Subject Bibliography Index, Government Printing Office,
Washington DC 20402. Free. ’ '
Lists the titles of 270 ''Subject Bibliographies,' which cover

such areas’as Accounting and Auditing, Agricultural Yearbooks;

Farms’ and Farming, Banks and Bankihg, Business and Business

Management, Consumer Information, IRS Tax Information Publica-,

tions, Soil and Soil Management, and Occupational Safety and‘jJ 3‘4

Health Publications. s~ LT
Also available from the Superintendent of Documents is Price -* %
List 36, which lists governmert periodicals and subscription. - ﬂg\j
services sold by the Government Printing Office. .

[

12. GENERAL PERIODICALS

Business Week ‘ . Covers many facets of business
McGraw-Hill, Inc. - :
New York NY 10020 ol

Changing Times = Articles of consumer interest -~
1729 H Street-NW including finan¢ial affairs.
Washington BC 20006 :

N

N ?
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Consumer Reports,
Consumers Union of UsS, Inc.
Educatiotal Division

256 Washington Street
Mount Vernon NY 10550

. Farm Joufnal '
‘ 230 W-Washington Square
- Philadelphia PA 19105

Money Magazine
Time-Lite Building
541 N Fairbanks Court
Chicago IL 60611

Ty
.

o

s

Ratings of censumer goods and services.

Covers many aspects of farming.

e

Includes index l%stlng previous articles ¥
covering such subjects as Banks and’
Banking, Credit, Investment Strategy,

and Taxes.

-
o
oo
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APPENDIX A 8

Checklist for Will Planning
to Assist Your Attorney

1. Full name

2. A.ddressE ' Telephone

3. Spouse's name (

4./Have you been married before? Has your spouse?
5. Are all members of the family in good health? )

6. Children's names and dates of birth

Executor

Alternate

Guardian(s) for children

10. Alternate

11. Tangible personal property (personal effecﬂ:s car, furnlture) plus any
bequests of specific items (list on reverse751de of page, or complete
" the following):

All to spouse ii;f surviving? I All to children if spouse
predeceases? If not, to whom?

12. Any cash bequests? - Any cha;itable bequests? .

13. General residue »f estate? ‘
All to spouse if surviving? Outright? Or in
trust?
If spouse predeceases, to children equally'? Qutright?

Or in trust?
If not survived by spouse orgildre'n., to whom (for example, parents,

brothers and sisters)?

Does your Spouse manage money now?

Should he/she manage ‘your whole estate?

~14. If trust is used, who is trustee?

Alternate?

When should trust terminate for chil/dren (for example, at age 25 or 30,
or part at age 25, rest at 307

«Should trust.remain intact until youngest child reaches age 227 :

I . -
S . b . -
g : Y
) I -
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Reciprocal will for~spouse? ' Any different provisions?

°

Life insurance Amount *
Who is beneficiary? ’ ’ -
Who is contingent? .
Owner Any contingent owner needed?
Insurance be made payable to trust? .. Or only if spouse .
predeceases? ]
Any property owned as "joint tenant with right of survivorship"?
' ’ If so, with whom? | -

Is essentlally all property '"community property“ of present marriage?

~

If not, state amount of separate property for each spouse

5

with property description

~P}ease list all assets--both community and separate

)

What debts do you have, both long term and short term , that you'd want
rbpald if you died?

‘Likelihood of substantial inheritance?
Whose side? ~__Approximate amount

Any real estate or savings accounts outside of your locale?
Where? . ) .n

—

Any burial instructions?

£
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- . APPENDIX B

. . FORMS OF BUSINESS ORGANIZATION .

Single Proprietorship

Advantages

Low start-up costs
Greatest freedom from
‘regulation

Owner in direct control
Minimal working capital
requirements

All profits to owner

. Tax advantage to small business owner

Partnership
Advantages
Ease of formation
Low start-up costs
Additional sources of .
g

venture capital

Broader management base
Possible tax advantages
Limited odtside regulation

.8 i

: Advantages
Limited lisbility
Specialized management:

~

‘Ownership 1is transferable

Continuous existence
Legal entity

Possible tax advantages
Easier to raise_capital -

—

« o . -

1

Corporation

“

i
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1 .
2.
3'.

1
2.
3.
4

5.

1.
2.

3.
4,
5.

Disadvantages

Unlimited Iiability -
Lack of. contlnulty
D1ff1cu1t to ralse fapital

Disadvantages

. Unlimited liability o

i

Lack of continuity

Divided authority

Difficulty in raising
additional capital

Hard to find suitable partners

)

S~

Disadvantages

Closely regulated
styexpen51ve form to

_organize . .
rter réstrictions -

Extensrye recordkeeping

Double taxation . e
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APPENDIX C

* TAX CALENDAR/CHECKLIST

Some of the Federal Taxes for Which a Sole Proprietor, - '
a Partnership, or a Corporation May be Liable

.

If you: You may be liable for: < Use Form: Due on or before:
Do business as a: R
Corporation, Income tax *1120 15th day of 3rd month after close of #ax year
association, etc. Estimated tax 5032 15th day of 4th, 6th, 9th, and 12th months of year
Subchapter S corp. Income tax 1120-S 15th day of 3rd month after close of tax year
Partnership Information return 1065 15th day of 4th month after close of tax year -
Sole proprietor or ﬂ;come tax 1040 15th day of 4th month after close of tax year
partner Estimated tax 1040-ES »,15th day of 4th, 6th, and 9th months of tax year,
% and 15th day of 1st month after close of tax year
. Self-employment tax *Sch. SE Date, Form 1040 is due 1
Empon\ ? -
* One or more persons Income tax withholding 941 April 30, July 31, Oct. ‘31, and Jan. 31
W-3 Last day of February
N *FICA taxes W-2 January 31, or furnished to employee within 30
days after employment ends
ol WL | W-2P January 31
,.,.;,,, ado-t Weekly, monthly, or quar- 5012 Vartous dates, depending upon extent of cumula-
riaralin -] terly deposits of withhold- , tive liability for unpaid taxes
i wlbit ing and FICA taxes
st FUTA taxes 940 January 31
ot et Quarterly deposits of 5082 April 30, July 31, Oct. 31, and Jan. 31, but only
o actual FUTA liability . if cunulative undeposited 1liability for the cur-
B rent and any preceding quarter exceeds $100
e s . :
ﬁ’)’éra?g‘ ) . ‘ -
A truck, truck-tractor, Highway use tax - 2290 Last day of month after month the vehicle or
' or bus on'public , aircraft is first used; thereafter, annually on
highyays August 31
Civil aircraft Civil aircraft use tax 4638 Annually on August 31
" A pool, lottery, Occupationa] tax 11-C First engaging in wagering; annually on July 1
' or otherwise Wagering tax 730 Last day of the month after the month wagers are
accept wagers placed .
Income tax withholding 941 April 30, July 31, Oct. 31, and Jan. 31
on certain gambling- ¥-26 January 31 ~
¢ L, winnings W-3G Last day of February
: . :
- ~
1 /
ERIC : ' 127 ‘
" “ agh ™ ‘

‘ Aruitoxt provided by Eic:

-1




APPENDIX D
AREA IRS NUMBERS

4

The listings below are numbers for calling the Internal Revenue Service ;
within your state or local area. Use the city number listed for.your

area only if it is a local call; if the mumber would be a long-distance

call for you, then dial instead the alternate toll-free number provided

for your area or state. As a help in providing courteous and correct

answers, IRS sometimes listens to telephone calls. However, no record

is kept of the taxpayer's name, address, or Social- Security number.

)
§

r

O The previous numbered pags n
- RIC theoriginal document was blank

ided by ERIC.

-— ALABAMA ‘ ‘ COLORADO
Birmingham . 252-1155 Colorado Springs 634-6684
s Decatur ‘ 355-1855 |, Denver . - 825-7041
. Huntsville 539-2751 Elsewhere in Colorado
Mobile 433-5532 1-800-332-2060--.
Montgomery - . 264-8441
Muscle Shoals Area . 767-0301 CONNECTICUT -,
Tuscaloosa 758-4434 - °
- Elsewhere in Alabama 800-292-6300 Bridgeport ) 576-1433
Hartford . ©239-8251
ALASKA °  Stamford 348-6235
) Elsewhere in Connecticut
Anchorage - 276-1040 ~1-800-842-1120
Elsewhere in Alaska, call the ) .
operator and ask for Zenith- 3700 " DELAWARE
‘ ARIZONA _ Wilmington . - 573-6400-
. . . Elsewhere in Delaware
Phoenix 257-1233 _ . 1-800-292-9575
Tucson 882-4181 c
Elsewhere inqArizona w800-352-6911 DISTRICT OF COLUMBIA .
‘ ' ARKANSAS " Call \ 488~3100
. Little Rock 376-4401 FLORIDA .
v~ Elsewhere in Arkansas . ) o
——— 1-800-482-9350 Fort Lauderdale -~ 491-3311
T ———————-Jacksonville . ¥ 354-1760
CALIFORNIA % Miami ~358=5072
’ - ® Orlando , 422+2550
Please call the telephone number Pensacola , 434-5215
shown in the white pages of your ; St. Petersburg 823-7459
lgcal telephone directory under Sarasota 921-6684
U.S. Government,.Internal Revenue _ Tampa . 223-9741
Service, Federal ‘Tax Assistance ~ West Palm Beach 655-7250

Elsewhere in Floriwda 1-800-342-8300

r4
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GEORGIA
Atlanta ’ 522-0050
Augusta - 724-9946 -
Columbus  * . 327-74917
Macon , - ) . 746-4993
Savannah - 355-1045

Elsewhere in Georgia ,
' 1-800-222-1040

HAWAII

‘
. s

" Hawaii ) . ) ’ 9535-4895

Oahu 546-8660 -

Kauai 245-2731
Lanai, call the operator

and ask for Enterprise 8036
Maui 244-7654
Molokai, call the operator

and ask for Enterprise 8034

IDAHO

Boise 336-1040
Elsewhere in Idalo 1-800-632-5990

ILLINOIS

Chicago . 435-1040
. Elsewhere in area code 312

(except in the city of

Chicago) and residents "in

the Joliet Reglon tele- °

phone directory ™ 1-800-972-5400

" Belleville, 277-5500
East St. Louis - 875-5100
Springfield : 789-4220

Elsewhere in all other ) -

locations in Illinois

INDIANA

L I

Evansville *  ,— " 424-6481- -

. Fort Wayne 423-2%31\
. Gary 938-0560
Hammond ' 938-0560
‘“I*dﬂanapolls“‘~—~*‘————~*~269 5477 . .
Muncie / ) 288:4594 ’
South Bend . ° 232-3981
Terre Haute i o 232-9421%

Elsewhere in Indiana-1-800-382-9740

4 r

‘124

Des Moines . 284-4850
Elsewhere in Iowa 1-800-362-2600 *

Kansas City 772-2910

Elsewhere in Kansas 1-800-362-2190

Lexington
Louisville 584-1361
Northern Kentucky (Cincin-

nati local dialing area) 621-6281
Elsewhere in KY 1-800-292-6570

‘.Baton Reuge - 387-2206
New Orleans

e 581-2440
Shreveport: . 424-6301

Elsewhere in Louisiana “

Elsewhere in Maine 1-800-452-8750

1-800-252-2921 -

MASSACHUSETTS
! 523-1040
] , 580-1770
New Bedford 996-3111
Springfield 785-1201
757-2712

Worcester
Elsewhere in Massachusetts -.

Amn Arbor

IOWA

KANSAS

357-5311
263-2161

KENTUCKY
255-2333

LOUISIANA N 5

1-800-362-6900
MAINE = ¢
. ' 622-7101
775-7401
MARYLAND

1-800-492-0460

1 800-392- 6288

MICHIGAN

769-9850
771-2153
237-0800
767-8830



MICHIGAN (cont.)

Grand Rapids
-Kalamazoo

Mount Clemens

. Elsewhere in area code
313, call
Elsewhere in area codes
517, 616, and 906, call
/800-482-0670

MINNESOTA
Minneapolis
Elsewhere in MN

MISSISSIPPI

Elsewhere in Mississip

Jefferson City

Kansas City .
St, Joseph
St. Louis
Springfield
Elsewhere in Missouri 1-800-392-4200

" MONTANA

774-8300

'750-4677

385-4410
394-1550
469-4200
726-4971

858-2530 —— Manchester
Portsmouth
Elsewhere inf New Hampshire

1-800-582-720

7712153

800-462-0830

291-1422:
_ 291-1422
1-800-652-9062

868-2122
868-2122
948-4500

0-241-3868

5

874-4040
635-9141
781-8500
474-0350
364-3111
342-1040
887-5000

443-2320

Elsewhere in Montana 1-800-332-2275

Las Vegas

NEW HAMPSHIRE

. NEW JERSEY

Hackensack
Jersey City

Elsewhere in New Jersey
1-800-242-6750

NEW MEXICO

Albuquerque
Elsewhere in New Mexico .
1-800-527-3880

- ALBANY DISTRICT (Eastern
Upstate New York)

Poyghkeepsie
here in Eastern
Upstate New York

1
_BROOKLYN DISTRICT
. Brooklyn

BUFFALO DISTRICT (Western

385-6291
784-5521

Elsewhere in Nevada 1-800-492-6552

668-2100
436-8810

-l

966-7333
487-8981
622-0600
622-0600
279-9400
394-7113

243-8641

4

449-3120
452-7800

1-800-342-3700

596-3770
294-3600
596-3770
724-5000

NEBRASKA

477-6081
422-1500

Elsewhere in Nebraska 1—§00-642-9960

* 130
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Upstate New York)

* Rochester

Elsewhere in Western
Upstate New York

855- 3055
263-6770
4258111

1-800-462-1560




*NEW YORK (cont.)

)

" *YANHATTAN DISTRICT

Bronx -
. Manhattan
Rockland County
Statep Island
- Westchester County:.

North. (Peekskill Area)

South (Mt. Vernon, New
: Rochelle, White Plains,
. Yonkers: Area)

NORTH CAROLINA

Charlotte

Greensboro

Raleigh

Winston-Salem

Elsewhere in North Carolina

732-0100

732-0100
352-8900

732-0100 -

739-9191

732-0100

. 4

372-7750
274-3711
828-6278
761-1622

126
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Eugene - 485-8285"
. Medford ) 779-3375
Portland ¢ 221-3960
Salem | ' 581-8720
Elsewhere in Oregon 1-800-452-1980
PENNSYLVANIA Ca®
AlTentown - 437-69
" Bethlehem & 437-6960\
Erie | - 453-5671
Harrisburg ' 783-8700 -
Philadelphia 574-9900
_Pittsburgh 281-0112

S~

OREGON

Elsewhere in area codes

215 and ¥17, call . 1-800-462-4000Q
Elsewhere in area codes
\412 and 814, call 1-800-242-0250

. 1-800-822-8800 - . RHODE ISLAND
- < Xg NO DAKOTA Block Island, call the operator
’ % . ‘and ask for - Enterprise 1040
, . : 1-800-342-4710 //Bﬁ¥¥il1V111e - Glochester 568-3100
T . Hope Valley - 539-2361 .
_OHIO Newport ’ ~ 847-2463
) _ ] i — Providence . ' - 274-1040.
. . CLEVELAND DISTRICT ' -Tiverton - Little Compton 624-6647
- Woonsocket 722-9245
Akron 253-1141° . -
‘Canton 455-6781 SOUTH CAROLINA e
Cleveland 522-3000 . ’
Toledo . 255-3730 Charleston ° 722+1601
Youngstown s 746-1811 Colunbia 799-1040
Elsewhere in Northern Ohio’ " Greenpville . 242-5434
1-800-362-9050- . - Elsewhere in South Carolina K
) 1-800- 241 3868 ,
CINCINNATI DISTRICT ‘
- . < 'SOUTH DAKOTA . :
Cincinnati . 621-6281 »
’ Columbus ‘ 228-0520 - Abegdeen! 225-9112
Dayton - 228-0557 Elsewhere in South Dakota ‘
Elsewhere in Southern. Dhio w 1-800-592-1870
1-800 582- 1700 ’
®  oxaon ‘ - .
] Chattanooga 892-3010
Oklahoma City 272-9531 Knoxville . 637-0190
Tulsa — —583-5321— Memphis 522-1250
Elsewhere in Oklahoma . \ Nashville 259-4601
) ; 1-800- 62-3456’ Elsewhere in Tennessee . .
<’ E - f . 1- 800 342- 8420
i
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WEST VIRGINIA (cont.)

Amarf1lo : 372-3666 . Wheeling ) 2333210
Austin - - 472-1974 - Elsewhere in Wes§ Virginia
Beaumont . 835-5076 TR 1-800-642- 1931
Corpus Christi B 888-9431 ' .

Dallas : 742-2440 ' 4+ WISCONSIN

El Paso ; 532-6116 .

Ft. Worth - 335-1370 © ° Milwaukee - - ¢, 271-3780
Houston - y . 965-0440 Elsewhere in WI 1-800-452-9100
" Lubbock 747-4361 - .

San Antonio 22941700  , - WYOMING

Waco 752-6535 o~ ) ‘
Wichita Falls ~. 723-6702 - Cheyenne 1635-4124
Elsewhere:in Texas  1-800-492-4830 Elsewhere in Wyomlng 1-800- 525-6060

%

UIAH : - \

Salt Lake Clty , 524-4060
Elsewhere in Utah ' 1-800-662-5370.
VERM)NT S
A
Burlington 658-1870
Elsewhere in Vermont 1-800-642-3110

, . VIRGINIA

Balleys Crossroads (North- - - " “'z"!
ern Virginia) 557- 9230§ ey

Richmon . " 649-23611.: R

Elsewhere--in Virginia --

- *  1-800-552-9500

" WASHINGTON

— e

p .
Everett - 259-0861
Seattle . - 442-1040
Spokane 456-8350
Tacoma ¢ 383-2021

"~ Vancouver 695-9252
Yakima 248-6891
Elsewhere in'Washinggon . .

1-800-732-1040

_WEST VIRGINIA  °

. Charlestéon . ‘ 345-2210.
- Ihntington , T 523-0213 .
Parkersburg ' 485-1601-

~
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APPENDIXE '

EQUAL CREDIT OPPORTUNITYiACT-}FEDERAL ENFORCEMENT AGENCIES

If you think you have been discriminated against, you might want to
file a complaint. Ifwyou're uncertain where to take your question or
complaint, contact any Federal Reserve Bank (located in Boston, New
York, Philadelphia, Cleveland, Richmond, Atlanta, Chicago, St. Louis,
Minneapolis$, Kansas City, Dallas, and San Francisco) or the Division
of Public Affairs, Board of Governors of the Federal Reserwe System,

Washington D.C. 20551. —
> M J,«-"}‘
National Banks \ ' 3
" Comptroller of the Currency ¢ |

Consumer Affairs Division -
Washington D.C. 20219 -

State Member Banks

The Federal Reserve Bank serving the district in which the state member

bank is located, or . ' ,
Board of Governors of the Federal Reserve System.
Twentieth Street 4nd Constitution Avenue NW .
Washington D.C. 20551

Nonmember iﬁsured Banks
N

-

The Federal Deposit Insurance Corporation (FDICj Regional Director for
the regioen in which the nonmember insured bank is located, or

’FederalfDepoéit Insurance Corporation

.550 Seventeénth Street NW )

Washington D.C. 20429
Savings Institutions Insured by the Federal Savings and- Loan Insurance
Corporation (FSLIC) and Membérs of the Federal Home Loan Bank (FHLB)
System (except for.Savings Banks Insured by FDICh. _ .
The Federal Home Loan Bank Board Supervisory Agent in the district in
which the institution is”located. '
Fedéral Credit Uniong . : ) ' f ’ ' !

The regional office of the National Credit Union Administﬁation serving
the area in which the Federal credit union is located, or
N .
National Credit Union Administration
2025 M Street NW .
Washington D.C. 20456 /

The previous numbered page In =~
the original document was blank 129 l33
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Cgeditors Subject to Civil Aeronautics Board

Director, Bureau of Enforcement

Civil Aeronautics Board

1825 Connecticut Avenue NW
~Washington B.C. 20428

Crediters Sygigctrggilnterstate Cammerce Commission

Office of Proceedings n -
‘Interstate Commerce Commission - N
Washington D.C. 20523 . \

Cred;tors Sublgct to Packers and Stockyards Act ‘

Nearest Packers and Stockyards Administration area supervisor.

b3

Small-Business Investment Companies ,

U.S. Small Business Administration :
1441 L Street NW '
WashingtonD.C. 20416

Brokers and Dealers » -

Securities and Exchange Commission

Washington D.C. 20549 \ y

Federal Land Banks, Federal Land Bank Associations, Federal Intermediate
Credit Banks and Production Credit Asseciations

Farm Credit Administratidn
490 L'Enfant Plaza SW )
Washington D.C. 20578 ' N

Mortgage Bahkers, Consumer Finance Companies and All Other Creditors

Federal. Trade Commission Regional Office for region in which the creditor
operates, or

-~

. Federal Trade Cormission
\ _Equal Credit Opportunity
‘ Washington D.C. 20580

. 4 4

Any complaints may also be referred totheC1v11 Rights D1v151on of the
,Department of Justice, Washington D.C." 20530.

i
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APPENDIX F
_/RESOURCES FOR INFORMATION ON WOMEN'S RIGHTS AND’ RESPONSIBILITIES ~ .
o8 PEDERAL GOVERNMENT AGENCIES ,

COMMISSION ON CIVIL RIGHTS

e
-‘
Women's Rights Program Unit
‘U.S. Commission on Civil Rights
1121 Vermont Avenue NW, Room 410
Washington D.C. 20425
202/254-8127
< <_ ~ L
DEPARTMENT OF COMMERCE ~ : .
Task Force on Women Business Owners
Main Commerce, Building, Roogg 6863
U.S. Department of Commerce -
Washington D.C. 20230 . . . R T
202/377-5770 V.

U.S. DEPARTMENT OF EDUCATION *

Natlonal Ade\bﬂ Council on Women' \jEducatlonal Programs
U.S. Department of Education

1832 M Street NW, Suite 821

Washington D.C. 20036 -
202/653-5846 ’

Secretar?'g Adv1sog Committee on the Rights and R@omlbllltles

~ of Women

' U.S. -Department of Education _ .
330 Independence Avenue SW, Room 3062 North i ~
Washington D.C. 20201
202/245-6606 ’ i

Women's Action Proéram

{U.S. Department of Education .
330 Independence Avenue SW, Room 3059 North ' ‘ '

Washington D.C. 20201
202/245-6606

¢
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Women's Program Office . T
8- Office of Education - |,
U.S. Department of. Education . T
400 Maryland Avenue SW, Room 3121 :
Washington D.C. 20202 '
..-202/245-2181 |

Women's Research Program

National Institute of Education . &
v U.S. Department of Education* ‘

1200 19th Street NW, Room 815 »)

Washington D.C. 20208

202/254-5406

DEPAR;I‘MENT OF JUSTICE

Task Force on Sex Dlscrlmlnatlon
Civil Rights Division-

U.S. Department of Justice y . ¥
. Safeway Building

521 12th Street NW ¥ .
Washington D.C. 20530 i b
202/724-6758 e : '

DEPARTMENT OF LABOR \

Interdepartmental Coordlnatlng Committee for Women.
Women's B .
U.S. Depar ent ot Labor .
200 Constitution Avenue NW, Room S3002
" Washington D.C. 20210 N .
+ 202/523-6611 - c y

National Advisory Committee for Women
U.S. Department of Labor

208 Constitution Avenue NW, Room C5321
Washington D.C. 20210

zoz,tszs-a%%

Women's Bureau' ' ‘ ' >
U.S. Department of Labor )

200 Constitution Avenue NW, Room 83002 -

Washington D.C. 20210
202/523-6611

o | N

o !
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DEPARTMENT OF STATE

. Y
International Women's Programs B Y
U.S. Department of State A

., 2201 C Street NW, Room 1427 g

. Washjsfg D.C. 20520 -

- 202/ 32-6906 . %

8 ! \

i

" OFFICE OF PERSO L MANAGEMENT (Formerly U.S. Civil Service CA

\

-

'Federal Women's Aggram
U.S. Office of Pérsonnel Management N
‘1900 E. Street NW| Room 7540 *

Waghington D.C. 30415

202/632-6870

=U. s CONCRESS : )
L-4
Congre551ona1 Clearinghouse on Women's nghts . :
U.S. House of Representatives ¢ -
722 House Annex, Building No. 1
Washington D.C.: 20515
202/225-2947 , \

b

WHITE HOUSE
Interdepa:xmental Task Force on Women . .
Sarah wedalngton ) C
Office of Public Liaison
White House - . )
Washington D.C. 20500 ' ' ..
202/456-6585 . . , JETRS t :

£

* NATIONAL ORGANIZATIONS

»

- RURAL AMERICAN WOMEN, INC.
Lo SN -
1522 K Street NW, Suite 700
Washington D.C. 20005

. 202/785-4700 - ) B




r

i

WOMEN'S RIGHTS PROJECT

Cenfér for Law and Social Policy

1751 N Street NW
Washington D.C. 20036
202/872-0670

\

»

A
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202/447-1600

APPENDIX G

FEDERAL CONSUMER OFFICES

@

Fram the D1rectory of the Federal Consumer Office, Offlce of Consumer
’Affa1rs, U.S. Department of Educatlon #

BANKS

Federal Credit Unions -

National Credit Union Administration
2025 M Street NW

Washington D.C. 20456

202/254- 8760

Federal Reserve Banks

Office of Saver and Consumer Affairs
Federal Reserve System

Washlngton D.C. 20551

202/452 =3000

[
Federally Insured Savings and Loans

Consumer Division-

Office of Commmitf Investment

Federal Home Loan Bank Board (

Washington D.C. 20552 :
202/377-6237 - § : ) )

National Banks

Consumer Affairs :
Office of the Comptrqller of the Currency
Washington, D.C. 20429 - - @

3

State Chartered Banks ‘ e x

Office of Bank Customer Affairs
Federal Deposit Insurance Corporation

- ¢ Washington, D.C. 20429 ' ‘ *

202/389-4427 ..,

s

BUSINESS % ‘ . ~ ¢ %

Offige of the Ombudsmart ° _ 7 .

Dep@®tment of Commerce g B ) ”
Washington D.C. 20230 <
202/377-3176 ; ’ . e
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Director

Women-in-Business and Consumer Affairs
Small Business Administration

1441 L Street NW '
.Washington D.C. 20416 ’
202/653-6074 = g

.

COMODITY TRADING ¥
i
Consumer Hotline.
Commodity Futures Trading Comm1551on
2033 K Street NW )
Washington D.C. 20581 | * . '
Toll free: 800/424-9838 (California and tes east of the Mississippi)

" 800/227-4428 (states west of the Mississippi, except California)
254-8630 (in Washington D.C.)

o

CREDIT

*

Director .
Bureau of Consumer Protectlon
Federal Trade Commission
Washington D.C. -20850
202/523-3727

DISCRIMINATION ~ ° o

Equal Employment Opportunlty Commission
* 2401'E Street NW
. Washington D.C. 20506

202/634 6930

U.S.,Commission on Civil ﬁights

1121 Vermont Avenue NW ° . o

Washington D.C. 20425 Coe .

202/254 6697 . . C::::TJ’ e

: --J' S

For complalnts about discrimination in lendlng practlces ,by financial and.

retail institutions based on race, colqr, religion,, national origin, sex, -
"» marital stdtps, age, or receipt of public assistance, contact .
- Housing and Credlt Section b
- Civil nghts ‘Division
. Justice Department ;
. Washington D.C., 20530

202/739:4123




/
EDUCATION GRANTS AND. LOANS .
Office of Public Affairs ‘
Office of Education
Washington D.C. 20202+
202/245-7949 ‘ —
Toll free: 800/638-6700 (for Basic Education Opporttqllty Grants)
: 800/492-6602 (in Maryland)

\ ~~
EMPLOYVENT AND JOB TRAINING , ‘

Check your phone directory ‘under your state government for the Employment
Service or under your local government for the mayor's office for employ-
ment and training programs. You can obtain information by writing to

Employment and Training Administration
Department of Labor

Washington D.C. 20213

202/376-6905

ENERGY ;
D1rector *
Office of Consumer Affalrs
Department of Energy ) . -
Washington D.C. 20585 ‘ . \‘
2027252-5141 ok
& 3 .
ENERGY EFFICIENCY
. 'Information Office '
National Bureau of Standards
Washington D.C. 20234 .
301/921-3181
EWIRONMENT _
Off&ce of Public Awareness . z
Environmental Protection Agency . -
Washington D.C. 20460 - —
202/755-0700 ° A e , \
FRAUD . .~
.Dlrector e A i ‘ ) 2

Burequ of Consumer Protectlon ,
Federal Tradé Commissiofi |
WasHington D.C. 20580 ) ‘
202/532-3727 . o !

“t
-t
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Yo ,
JOB SAFETY . > \

Office of .Information ~ . = - °
Occupational Safety and Health Administration .
Department of Labor -

Washington D.C. 20210

a
“

202/523-8151 .~

MAI L £ 3 = %Q’ &

Fraud- -check with your local postal inspector about problems relatiﬁg to

.mail fraud and undelivered merchandise, or contact ] |

D Chief Postal Fnspector
~ U.S. Postal Inspectign Service 'Y S
Washington D.C. 20260 ™ .
' 202/245-5445

Service--check with your-local postmaster, or contact *

o

< e

Ay

Consumer Advocate ~ .

U.S. Postal Service B
s " Room 5920 ——

: ﬁ - Washington D.C. 20260
202/245-4514 . ,

5

~

PENSIONS . Sl T

&

Labor Management Standards;Administra;ion

Department of Labor

Washington D.C. 20210

202/523-8776 ’ €
. ®

Office of Commmications -

Pension Benefit Guaranty ‘Corporation

2020 K Street NW

Washington D.C. 20006 ¢ )
202/254-4817 o . .
SOCIAL SECURITY T . o

Check your local phone directory under U.S. Government, or check at your
local post office for the schedule of visits by Social Security repre-
sentatives, or write ° ” N

-
OIS

Division of Publie Inquiries
«  Social Security Administrgtion
’ 6401 Security Boulevard ‘ -
Baltimore MD 2235 ® ¢
301/594-7705 Coe g
. . c‘;{'
L2
L ‘ _ 138 ‘

*+




) STOCKS AND BOND3

Consumer Liaison Office
Securities and Exchange Commission
Washington R.C. 20549 .Y
202/523-5516
£ .

TAXES
.The Internal Revenue Service toll-free numbers are listed in Appendix .
The IRS has‘established Problem Resolution Program (PRP) offices in each

/'  district to solve problems and complaigts that have not been satisfied -~
" through normgl channels. ,You can callWthe toll-free number and .ask for
the PRP office, or wr:lte ) ' ~
e ! o
"IRS District Director . \:\‘0

w® Problem Resolution Program o ’ o
at the district office mearest you. —7 s ' © 8 . :
‘ - ’ < 4 J'g L4

(( r‘ PR 4

WAGES AND WORKING CONDITIONS - ‘
Employment Standards Administration &

. Bepartment of Labor ' . e ™~ *
Washington D.C. 20210 . - . v
202/523-8743 : ) . - ‘ S { - ce g

) NEEETCEENY WA : ) °
r e " ] 10y ™ B . N
WARRANTTES SRR “f; - - ER
i Syl N
For a problem involving the- failure of a seller to honor a warranty, .
contact . . . ‘
. Division of Spec1a1 Statutes T .
" Federd1 Trade Commission ' T R
. Washington D.C. 20580 Ly
o *202/724-1100° T ’

! - £

Or you may contact the FTC regional office nearest you. :They "are
listed in your phone directory under U.S. Government. ' )

v




APPENDIX H

GENERAL RESOURCES

. A - .

Federal and nongovernmental agencies and organizatiops provide '

information and services just for the asklng They might be able to -
answer your questions directlyd refer you to the appropriate "office
or person; or advise you of newsletters and other publications, many
of which are free or avallab,le at minimum cost, in your area of
interest. What follows is not a complete listing, but can surely,
add to your understandlng of business and money management. These
can be helpful resources.

- >

FEDERAL AGENCIES -

* .COMMISSION ON CIVIL RIGHTS

Public Affairs Office . .
‘Commission on Civil Rights 4 " , .

- 1121-Vérmont-Avenue NW ' 3 ' °

. * Washington D.C. 20425 .
' 202/254-6697 RN 2

&
I

Publications:. A cajc@;l-og of publications is available upon request from

»
-~ -
~ \ “ . Publications Management Division
§" 1121 Vermont Avenue NW .
> 1 " .*  Room 700 % " S
. - Washington D.C. 20425 . ' - ‘
. 202/254-7381
5 ’ - S
DEP@\R;IMENT OF AGRICULTURE ~ )
Office of Go}vernmental' and Public Affairs
) Department’ of Agriculture
) Washington D.C. 20250 ",
¢ 202/447-2791

Agricul'c'ﬁral Marketing Service

: Informatlon Division

%4 Agricultural Marketing Service T ]
5,0 Department of Agriculture . 7 . A
g T Washington D.C. 20250 A

. 202/447 -6766 '

us numbe;ed page fn

he previo .
Jlad | document was h\ank - ‘@
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* ‘N Farmers Home Administration

. ' . Information Staff ' . S

’ Farmers Home Administration ‘ "
Departmeﬁt of Agriculture .
Washington D.C, 20250
202/447-4323

Forest Service

Information Office :
Forest Service 4
Department of Agriculture
, ) PO Box 2417
) . Washington D.C.' 20013 - .
. 202/447-3760 _ !

>

Rural Electrification Administration

¥nformation Services Division
Rural Electrification Administrgtion‘
. " ° ¢ .Department of Agriculture -
’ Washington D.C. 20250 )
202/447-5606 :

Science and Education Administration (Extengjon Service) h

Information and Publications Staff

Science and Education Administration-

Department of Agriculture : -
Washington D.C. 20250 ' s A
202/447-4111 '

Soil Conservation Service \

o .- Information Division —
: - Soil Conservation Service ) '
. Department of Agriculture . fe :
Washingten D,C. 20250 - ¢
202/447-4543" ..,

¥
Publications: Many publications—th ° a wide variety of subJects aa}; avail-

able. Ask for a free copy of List 5, which lists current available
¢ pghcatlons and prices. Write to 2

7 Office of Governmental and Public Affairs
2 v ; v Department of Agriculture '
- "Washington D.C. 20250

-
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DEPARIMENT OF COMMERCE

Office of Commmications
Department of Commerce g
Washington D.C. 20230 )

202/377-4901 - iy

Economic Development Administration

‘Office of Public Affdirs .
Economic Development Admm15trat10n <
Department of Commerce .

Washington D.C. 20230 , - ,

i 2()2/377-5113 : ' ) . R S

Industry and Trade Adm1n15trat10n, Bureau of Domestlc B-tess
Development ~ .

Industry and Trade Administration
Department of Commerce.
Washington D.C. 20230
. 202/377 3808 5 .
Offlce of Mmc&;‘lty Busmess Enterprlse
/’ .

Info;rmatmn Center
Office of Mmorlty Buélness En“eerpmse -
Deisar;:meﬁzt of Commefce - | ‘
Washington D.C. 20730 -, . . * . 7 - ,
202/377-3024 ™ «¢ S0 7
—~ L z
Publlcatloné Many. publ.;catlons are avallable ‘and cover. a w1de range
of ,business, economic,- and technical subjects. They are announced in
the weekly Business Serv1ce Checklist, whieh.can be purchased from the
Superintendent of Documents, Government Printing Office, Washington D.C.
20462. Further 1nformat10n orf Department of Commerce publications is
available from the Department's Indust_ryg and Trade Administration District

Offices and from . . . .

L3

. . Information Cénter off the National Technlcal

Information Service , ™ ¥ , - |
. /™ 425 Thirteenth Street NW, Room.520 &  , . - ' °
7 Washington D.C. 20230° ~ o
. ' . [ . . ) ‘ > $

'DEPARTMENT OF HEALTH AND HUMAN SERVICES ~ .

Information,Center . e :
U.S., Department of Education . : -
200 Independence Avenue SW .
Washington D.C. 20201 ' ..
202/245-6295 '
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- DEPARTMENT OF JUSTICE

'
) ' %
v
/J° v
. ¢ .
. Y

Office of Education

Office of Education ) o~
U.S.' Department of Educatlon N
Washington D.C. 20202
Tqll-free number 800/638-6700 (except Maryland) ~
800/492-6602 (Maryland)

Sbcial Security Administration

Division of Public Inquiries
Social Security’ Administration -
6401 Security—Boulevard '

Baltimore MD 21235 . i
301/594-7705 s

SSA Publications: Information about publications may be obtained from

Publications Staff
. Office of Research and Statistics
Room 1120 -
Social Security Administration
1875 Connecticut Avenue NW
/‘ -Washington D.C. 20009
The SSA'Office of Information has published many pamphlets which may be
obtained-at any of the SSA's local offices.

A >

‘:Offlce of Public Information’-

Department of Justice
Constitution Avenue and Tenth Street NW \

" “Washington D.C. 20530 .
* 202/737-8200 - \

A 3
DEPARTMENT OF L.ABOR

N\ .
Office of Information, Pub11cat10ns, and Reports ~ ‘ !

. Room S1032

200 Constltutlon’ANenue Nw
Washington D.C. 20210 Lo
202/523-7316 - . -

T -

L 1M
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.. Employment Standards Administration

Regional Offices*

. Employment Standards Administration, Wage and Hour Division

™ P
Regional Offices* : -

5

. Empléyment Standards. Administration, Office of Workers'
) ‘Compensation Programs, -

District Offices , -

.

Occupational Safety and Headdth Administration-

]

Regional Offices*

A}

or \
Room N-3641 N - . g
. Third and Constitutich Avenue NW ° . >
Washington D.C. 20210 - »

Women's Bureau

i
Regional Offices* - }

Bureau of Labor Statistics

Information Office e
Bureau of Labor Statistics y T,
General-Accounting Office Building e

. Room 1539
441 G Street NW '
Washington D.C. 20212 ~

v . . “~

Regional office addresses are listed on the,foilowing page.

)




'Regional offices* of the Bureau of Labor Statistics are
located in Atlanta, .Boston, Chicago, Dallas, Kansas City, __
New York, Philadelphia, and San Francisco.

Publications: A subject listing, Puﬁ\Li,cat;ions of the U.S. Department

of Labor, is available from the Office of Information, Publications,

| and Reports. A booklet describing the activities of the major agencies

., within the department is also available. Some publications of. the
Bureau of,Labor Statistics are available free and others are for sale; ~
inquiries/ may be directed to the Information Office at the above address
or to the Bureau's regional office. Publications of the Employment
Standards Administration, such as Handy Reference Guide to the Fair Labor-
Standards Act and Affirmative Action for Equal Employment Opportunity,
are available at the nearest regional office. Single copies -are free.

.

" *Regional Offices:

. Atlanta'GA 30309 a
(1371 Peachtree Street NE)

Boston MA 02203 )
(John F. Kennedy Federal Building) -

Chicago IL 60604
(230 South -Dearborn Street)

Dallas TX 75202
(555 Griffin'Square Building)

Denver CO 80202
(1961 Stout Street)
s . _  ansas City MO 64106
(911 Walnut Street) .

New York NY 10036
(1515 Broadway) -

*  Philadelphia PA 19104 . ¢
(3535 Market Street) : s

San Francisco CA 94102
(450 Golden Gate Avenue)

Seattle WA 98104 T4
(909 1st Avenue\) : ‘

. . ~ =
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DEPARTMENT OF THE TREASURY
Internal Revenue Service

Public Affairs Division
Internal Revenue Service Headquanters
Department oft§Te=Treasury =

111} Constitutiion Avenue NW
20224

Washington-D.C
202/566-5000

Toll-free numbers are listed -in.Appendix D. ' =

€ - -

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION. :
“f;‘ NS h

-®

Director .
Office of Public Affairs
Equal Employment Opportunity Commission
2401 E Street NW
" Washington D.C. 20506 ; ,
202/634-6930 :,& & \
“ 5 R w

» . . 1)

FARM CREDIT ADMINISTRATION

Public Affairs Division - .
Farm Credit Administration S .
490 L'Enfant Plaza East SW . , L
Washington D.C. 20578 .

Publications: Pamphlet A-29 glves a complete descrlptlve listing 'of the ’
-publications of the Farm'Credlt Administration:

Also write to. the a66ve address for information on‘the ‘

Federal Intermediate Credit Bank . .
Federal ‘Land Bank Association -
Production Credit Association, . .

. t

’




{'
iFEDERAL DEPOSIT INSURANCE CORPORATION

Information Offlce )

Federal.Deposit Ingurance Corporation
530 Seventeenth Street NW

Washington D.C. 20429 ‘{
202/389-4221- - . T

For information foxr bank depositors and customers about deposit
insurance or aspects of the Truth-in-Lending Act legislation
~ which the corporation administers, write to

Director

Office of Consumer Affalrs and Civil Rights
Federal Deposit Insurance Corporation .
550 .Seventeenth Street NW

Washington D.C. 20429

[

Inqu1r1es about types of records available to the public may be directed
to the Office of the Executive Secretary at the ‘above address.

FEDERAL RESEEVE SYSTEM
Board of Governors of the Federal Reserve System

Offlce of Puplic Affairs
Board of Governors
Federal Reserve System
Washington D.C. 20551
202/452-3204

Publications: Copies of pamphlets are avallable free of charge. They
include What Truth in Lendlng Means to You, If You Borrow to Buy Stock,
Fair Credit Billing, Truth in Leasing, and severaly pamphlets desC?iblng
the Equal Credit Opportunity Act. JInformation about publications may
be obtained from Room MP-510, Martln Bu11d1ng, at the above address

, Phone 202/452-3245.

w

"FEDERAL ‘TRADE COMISSION -
Director

Office of Public Information

Federal Trade  Commission
- Pemnsylvania Avenue at Sixth Street NW

Washington D.C. 20580
202/523-3830 :

A




Publications: Federal Trade Commission--List of Publications lists a
number of publications which are of interest to the general public,
and is available by writing

Division of Legal and Public Records
‘ Federal Trade Commission - .
Washington D.C. 20580

- -~

GENERAL SERVICES ADMINISTRATION , .

Director of Public Affairs

General Services Administration .

General Services™Building ' , 1
’ Eighteenth and F Streets NW '

Washington D.C. 20405

202/566-1297

Inquiries about information on programs to assist small businesses

should be directed to the nearest Business Service Center.

o \ ,

Publications: GSA publishes the Consumer Information Catalog. For a

brief index of GSA publications, write

., Chief of Publications ) .
- Information Division (AVI)
. General Services Administration )
Washington D.C. 20405 B

INTERSTATE COMMERCE COMMISSION

Office of Communications and Consumer Affairs
Interstate Commerce Commission

Twelfth Street and Constitution Avenue NW ¥ v\
Washington D.C. 20423 o
202/275-7252 7. . \
N [} \n
. For consumer assistance, call toll free 800/424-9312. ", ¥

The Commission maintains a Small Business Assistafnce Office to help the
small-business person in matters related to interstate commerce .
Inquiries should be directed to X o
" Small Business A551stance Office
Room¢3219 ‘

Interstate Commerce Commission .

- washxngton D.C. 20423
Publications: A complete list of publlcatlons is available by wr1t1ng
to the Office of Communlcatlons ‘and, Consumer Affalrs ¢

-~
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-

| NATIONAL® CREDIT UNION ADMINISTRATION
. Office of the Administrator ﬁ
o - *National-Credit Union Admlnlstratlon
Washington D.C. 20456
202/254 -9800 .

+ . « -

) Publlcatloﬁs A copy of the cﬁrrent ed1t10n of the NCUA Publications

List, containing a complete listing of all publications issued by the
. * agency, plus single copies of Organizing a Federal Credit Union, '
Federal Credit Unions, and Annual Report of the National Credit Union } :
Administration. may be obtained free of charge by writing ‘

.

ne ' + National Cred&t Unlon Admlnlstratlon
Ll N Washington D.C. 20456 .- - N ~

PENSION BENEFIT GUARANTY CORPORATION

‘Pension Beneflt Guaranty Corporation !

2020 K Street NW i
Washington D.C. 20006 R
, 202/254-4817 - r

"For 1nformat10n about Ind1v1dua1 Retirement Accounts, write to the
abpve address.

oy Al sagmmjxss AND EXCHANGE COMMISSION'

» . “office of Public Ipformatieh
- 'Securities and Exchange Commission
-, 0 500 North Capitol Street. - :
S * Washington, D.C. 20549 : ¥

202/7§§ 4846 . '
Publications: Publications, including mayeriais'of assistance to the ,
‘potential 1nvestor,\are available from the Publications Unit. Also

- available is information on security laws which pertain to small
businesses in relatlon to securities offerlngs . . i

; ) SMALL BUSINESS -ADMINISTRATION

Offige~of Public information
Small Bus¥ness.Administration
1441 L Street NW . N . ’
' Washington D.C.. 20416 - o ' T
i ) ’*\ .
- There are SBA field offices.in most major cities. >

— f




[

Publications: The Small Business Administration publlshes Jnany booklets,
which are either free or available at a nominal charge, coverlng many
topics of interest to persons_in small businesses. Free SBA publications
are listed on Form 115A, and ‘%ublicatfons which are for sale are listed
on Form 115B. Both the lists and the publications may be obtained from
SBA District Offices, by talling toll free 800/433-7212 (except Texas)

or 800/729-8901. (Texas only) and by writing

Small Business Admlnlstratlon \
PO Box.15434 - ‘ \
Fort Worth TX 76119 ’

. \
kel
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NONGOVERKMENTAL AGENCIES AND ORGANIZATIONS

AGRICULTURAL COUNCIL OF AMERICA

1625 I Street NW

Suite 1025 . ’ ‘ .
Washlngton D.C.. 20006

AhERICAN AGRI -WOMEN
Sharon Steffens

6690 Walker NW ¥
Grand Rapids MI 49504

AMERICAN BANKERS ASSOCIATION
Public Relations Office A
1120 Connecticut Avenue NW - N
Washington D.C. 20036

AMERICAN BAR ASSOCIATION
1155 E 60th Street
Chicago IL 60637

AMERICAN COUNCIL OF LIFE INSURANGE

Education and Community Serv1ces .
1850 K Street NW - .
Washington D.C. 20006

AMERICAN FARM BUREAU FEDERATION
225 Touhy Avenue
Park Ridge IL 60068 .

o~

AMERICAN INSTITUTE FOR ECONOMIC RESEARCH

' Great Barrington MA 01230. ' .

AMERICAN SAVINGS AND LOAN LEAGUE
733 15th Street'NW

Washington D.C. 20011 T
/

Y




. AMERICAN WOMEN'S ECONOMIC DEVELOPMENT' CORPORATION
1270 Avenue of the Amerlcas
New York NY 10020 = °

6767 Southwest Freeway i
. Houston TX 77074 . ~ . Y,

4
7
: + . ASSOCI CREDIT BUREAUS, INC. : : : /~
\

* BANK OF AMERICA o - ' S
Box 37128  ~ ‘ :
San Francisco CA 94137

'CENTER FOR WOMEN'S OPPORTUNITY ° ' <
American Association of’ Commmuty and Junior Colleges

.1 Dupont Circle NW

‘Suite 419 . .

Washington D.C. 20036 . ’ -

CHAMBER_OF COMMERCE OF THE UNITED STATES
1615 H Street NW
Washmgton D.C. 20062 .,

COMVIERCIAL CREDIT CORPORATION
300 St. Paul Place o +
:Baltimore MD 21202 ”
COMMITTEE TO ORGANIZE WOMEN?S WORLD BANKING .

PO Box 1691 o \ . ’
Grand Central Station- : : .
New York NY 10017 oot

- « o,
/ -
¢

) CONSUMER FEDERATION OF AMERICA ™ '
' 1012 14th Street NW * ‘ ,
Su1te 901 .
Washington D.C. 20005 .
] i
. CONSUMERS UNION OF THE UNITED STATES -

256 Washington Street ‘i
. Mount, Vernon NY 10550 - " N , -

COUNCIL OF BETTER BUSINBSS BUREAUS v

. Publication Department :
1150 I7th Street NW C - L .
Washington D.C. 20036 - , ) ' :

CREDIT UNION NATIONAL ASSOCIATIQN, INC. i )
b P.R. Division, HF - \/\ : ‘
) PO Box 431 .
Madison WI 53701 T \

AR

N
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1)

HOUSEHOLD FINANCE CORPORATION

Money Management Institute
2700 Sanders Road : )
Prospect” Heights IL 60070 . o .

INSURANCE INFORMATION INSTITUTE
110 William Street , RN
New York NY 10038 -

g

. INI'ERNATIONAL CONSUMER CREDIT ASSOCIATION . .
Department of Education ’ L e
375 Jackson Avenue : : ’ ' ‘
St Louis MO 63130 * e

INVESTMENT COMPANY INSTITUTE ~
1775 K Street NW ’ s 7 0
ashington D.€. 20006 !

JOINT COUNCfL ON. ECONOMIC EDUCATION :, ”
1212 Avenue of the Americas A . . - o,
New York NY 10036 R ¢ ' N

' MERRILL LYNCH PIERCE FENNER § SMITH INC. D
165 Broadway . . o : >
One Liberty Plaza . < - ,
New York NY 10006

¢ . - i
NATIONAL ASSOCIATION OF WOMEN BUSINESS OWNERS : s ,
2000 P Street NW e .

Suite 410 -
WashingtonD C. 20036 ( ; L e e

g

o

NATIONAL CO\ISUMER CENTER FOR LEGﬂL SERVICES -
1302 18th Street NW ,
Suite 303 S, r T
Wash1ngton D.C. 20005 . ‘ .

# . NATIONAL CONSUMER FINANCE ASSOCIATION ° ., ‘
Educational Services Division ‘ . . .
1000 Sixteenth Street NW B . - . :
Washington D.C. 20036 . @ '

NATIONAL CONSUMER LAW CIENTER
One Court Street . )
Boston MA 02108 - -

NATIONAL FOUNDATION FOR CONSIMER CREDIT, INC.
Federal Bar Building West ‘ .

. 1819 H Street NW -
Washington D.C. 20006

ST S 1
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4 ‘

NATIONAL GRANGE . . .
1616 H Street NW_ o
Washington D.C. 20006

. NATIONAL LEGAL AID AND DEFENDER ASSOCIATION W

1155 East 60th Street: : 2110 M Street NW
Chicago IL 60637 = * O " - Suite 601
Washington D.C. 20037

- &

NATIONAL SAVINGS AND LOAN LEAGUE

1100 15th Street NW Y

Suite 400 ,
Washington D.C.. 20005

NEW YORK STOCK EXCHANGE . ; .’ .
Ll Wall Street . S
New York NY 100‘05

OREGON WOMEN FOR AGRICULTURE

Ruby dorf ‘ . ; .
28781 mer’ Road
Eugene OR 93402 s "

589 Fifth Avenue
New York

RURAL AMERICAN WOMEN . °

. 1522 K Street NW, Suite- 700

Washington D. C 20005

UNITED STATES LEAGUE OF SAVINGS ASSOCTATIONS
111 East Wacker Drive i
Chicago IL 60601 . o ,

_ UNITED STATES NATIONAL BANK OF OREGON
Broadway -and Sixth at Stark

PO Box 4412 '
Portland OR 97208

-
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APPENDIX I

N . . . -

SUGGESTED FORMATS FOR WORKSHOPS S )
ON BUSINESS MANAGEMENT TRAINING

A small committee of dedicated,.enthusiastic‘workers can
do much to_ensure the success of a workshop on business
management training for rural women. Committee members
can work on publicity, decide op the workshop format and
L ‘ .Also,
they can put. together a list of local .resources, such

as the: address and phone number of the local IRS offlce

and the services it provides.

topics, and arrange for speakers and panelists.

4

. %1acing.notices and articles in the ne&spepers (the larger
_da111es and the'%malleréﬁommunlty weeklles) is ong of the

best ways tﬁ;pub11c1ze your workshop Beg1n this kind of
pub11c1ty about one and a half to two months before you

hold the workshop A sample not1ce could state:

A workshop on bu51ness and management tra1n1ng "

for rural women is in the plannlng stages R
" Committe¢ members are®

For more information, call _(contact person and

phone mumber). o ! s

(names)

One month before the workshop is held, announce the date,.
time, location, proposed top1cs, etc. One week before the Coe
workshop, then one or two days before it, make sure that
rem1nders are put in the newspapers. Another good way to
reach ‘people is through radio and TV spots--public service
announcenents, for example. Committee members can appear
on local talk shows, and they can speak at community gather-
ings. F1na11y, prepe}e brochureS“and posters that can be
put on bulletin boards (in grocery stores, etc. ); left at

banks, libraries, and granges; and distributed through the

. .County Extension Service and other clubs and organizations.

1‘55158,‘~-  : o




‘ ,\'m: - b4
Preregistration Be sure you arrange for prereglstratlon, although prerega

istration will probably not reflect exactIy the number of .

participants, it will tell you whether to expect approxi-

mately five or fifty persons. The hrochure can include

a form fo be filled out and returned to you, with a place °

for name, address, and phone number. You can also ask

people to specify on the form whether their main interest

is in farm/ranch, small bus{hess, or personal money manage-
~ " ment. You might also ask them to specify the topic(s)

they are most interested in: . estate planning, taxes,

‘recordkeeping, credit, etc. This information would be a

help .in planning the workshop agenda. In all publicity,

encourage preregistration. |

N

'

Location Possibilities: High_eehools, elementary schools, granges,
community buildings, community colleges, church halls,
Ekiension Service meeting rooms, homes, etc. Choose a
lecation in which you think the participants would feel
comfortable, i.e., a neutral ground. )

y . .
Leaders Leaders need to be rei xed and.confident speekers and
\ teacheré; busine/sslike, y&t enthusiastic about the subject

' matter; flexible within reason; dsie to encodrage questions

and participetion, yet lead back to the subject at"hend;

and able to keep the workshop running smoothly .and briskly.

The etmosphere ehoule‘be\one of mutual respect. \

Speakers Speakers should be successful in and knowledgeable about
their f1e1ds and able to get ideas ‘and information across

-

- .* clearly. Inquire about good speakers; they should be
aware of and sympafhetic to women's sensibilities and should

4

try to use noﬁ%éxisf‘language (e.g., not say '"to be a‘good

businessman . . .'" or "wheh you go to.a loan officer, the
nessman K b4




h-al

' - first thing he . . .".or "I'm really happy to see so many
AR . lovely ladies .. . Try to;get"women speakers for role °
’ ' models. The follow1ng are p0551b111t1es If someone
o cannot attend ask Af she or he cgp recommend someone else.

a ‘ . ,
- Bank or credit union manager . . ..
Bank loan officer ¢
Trust officer/attorney 3
" Credit counselor
Investment counselor
« Stockbrtker
. Business .teacher, at college .
Accounting teacher '
Public accountant or CPA
Attorney (tax, consumer rights, -estate, etc.)
o RepreSentatlve from:
- Small Business AdmlnlsAration 8 "
SCORE |
IRS ‘
Social Securlty Administration .
Chamber *of .Commerce ~
Department of Agriculture*
y Extension Service
: Federal Trade Commission
. State Employment Office
BN ' Planning and Zoning Office
4 y ) Credit Bureau
* Consumer Protection AgenCy
Farmers Home Administration
Production Credit Association
Better Business Eureau

s

N

x

Panelrsts Make sure panellsts represent different types of businesses,

I » \ . and both small-business and farming operations. (Yousdon tr -
’ ~ want fouf clothing store owners.) You can talk to your

- Chamber of Commerce, bankers, other business people or.

the Extension Serv1ce for 1deas

Possibilities:
Farm/orchard/ranch owner or manager ’
sRetail store owner or manager (grocery, furniture,
antique, craft, jewelry, hardware, etc.)
Wholesale bu51ness owner (agricultural product)
Realtor .
Craftswoman ip business for herself
~ Service trade (landscaplng, building contracting, ~
e ) consulting, etc.) ,

y ; ' — v 4
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Questions-for paneljsts: . ’

How did you get sturted?™
What gave you the idea/encouragement/push? _
What kinds of work experiences did you have before? ’
What resources did you use? :
What adv1ce would you give other women in business?
What would ‘you do dlfferenfly today? .
What are things you had tollearn the hard way?
What do you wish yot would have known before?
What gives you the most satlsfactlon and happiness in
your work?

-




« WORKSHOP FORMATS

“

>

' Following are sample workshop formats. The format you choose for your work-

y shop will depend upon the time available and y@ur needs and objectives.
Consider, too, when it would be most easy for participants,to attend; for
example bu51ness people would perhaps not be able to attend on a weekday, .’
~ and farm people would probably not be able to attend durlng harvestlng |

Throughout each workshop, the leader should encourage questlons and sharing.
The leader should arrive prepared with quest10ns-—perhaps about attltudes
‘and experiences--in order to encourage maximum participation. \

’

.The following suggested schedules do not take,into account time for breaks _ *
(with the exception of a 6-hour workshop that includes lunch) . You may or
may;npf want to allow time for breaks; if so, adjust the workshop times

S

\, _ accordingly.

-

>

One 4-Hour Seésion-(e.g., 1:00-5:00 p.m., on a weekday)

1/2 hour Purpose of workshop, overview of materials

i
1 hour °. Part1c1pants introduce themselves, tell what they do,
- what their interests and obJectlves are

Discussion .of needs, questions ) 1
& .

1 hour Bank manager<-banking services ¥
- how to apply for a loan
‘' costs of credit--annual percentage rates,
finance charges
credit cards--management

.1 hour CPA—-recordkeeping for tax purposes
’ . depreciation
reading financial statements

1/2 hour Free resources, samples, discussion of bibliography

q 3
i L)

e,
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L4

-~

Three 2 1/2-Hour Sessions (e.g., 7:00-9:30 p.m., three successive Mondays)

-
¢

LY

1st Session -
1 hour | Introductlon--purpose of workshop, handbook

Wbrd association game (explanatlon on page 159)

‘

Dlscu551on of needs and questlons

1/2 hour Bu51nesswoman £rom comumity tells how she got started, problems
she has encountered and 'solved, what she has learned the hard
way, what-is the'most satisfying about her work, etc.

1 hour | Participants introduce themselves, what they do, what their
skills are, hghat they would like to learn (""You are resources
for each ot " :

3
— 5
¢

2nd Session

P

50 min. SBA/SCOR@Z}epresentatlve--her or his business background
services of SBA/SCORE
50 min. Bank offlcer-—banklng services *
. sources of credit s ‘ L

types ,of loans
financial planning

50 min. ,,Estéte attorney--estate planning dnd ‘taxation

A\ s;‘
3rd Session * ) ’ A .
1 hour Accoumtlng teacherw-b351c recordkeéping
; . ‘requirements for a good system
h recdrdkeeplng for taxes
1 hour Panel of businesswomen and farm managers
1/2 hour Free resources ] , ] \ .
Wrap-up / .

.
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°

Two 3-Hour Sessions (e.g., 9:00 a.m.-12v00 noon, “two successive Wednesdays)

P

¢ -

., 1st Session - .- -

1 hour. 2 Introduction--explanation of workshop - \
v purposes -
. overview of handbook T
Participants introduce themselves
a - - . "q N
: — Discussion of needs . -
*  I/2 hour Loan officer--women and credit . <y :
. how to apply for a loan . »
\ interest rates ' . 3
1/2 hour CPA->basic information about recordkeeplng . . .
rdkeeplng for taxes : - N , o
" 1 hout ° “Panel of businesswomen and farm manager; ® 2
2nd Sessioni . L ( i PR
1/2 hour ~ Land- L&? planner--issues ¢ T
agricultural planning . ’ .
1/2 hour SBA/SCORE representative--‘services of SBA/SCORE v .
11/2 hour Panel composed of 1nvestor trust offlcer estate attorney, -
IRS representative
2
1/2 hour § Wrap-up ,
. ( »
Note: You could hold an optional third session, perhaps two hours
« in length, for free dls‘cussmn, interaction, and evaluation.
. A
. 'One’S-Hou% Session ’ . o )
"1 hour " Overview of project, materials - . - 4/
. . -
1/2 houxf * Loan officer--banking services _  * ' g
; - costs ,of credit ‘ - -
9
-1¥2 hour < CPA--how to set up a recordkeeping system
\ what it should show you s
5 min. Panel of businesswomen and farm managers -4
o 15 min. Wrap-up - i f

’

a
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OneA6;Hour Session

~
1/2 hour

°1/2 hour

1/2 hour

1/2 hour
1/2 hour
1/2 s‘hour
1/2 hour
1/2 hour
1 hyur"
172 hour
I/2 hour

Introduction, overview of materials, discussion of needs,
questions .

o

Bank’manager-:sources and types of loans
costs of credit
credit management

Accountant--what do you need to Jnew about an accounting
system?

SBA/SCORE - \ ‘ , .
Attorney-—w?men’s legal rights o

?state planner oo
Small gTup discussion

Lunch ;

N/

Panel of business/f OWners - v . r' &

Discussion of resources and annotated'bibliograph§(

Wrap-ug R o




Word ] Participants write ddwn or sdy dhe first things that ,r—\\‘s
Association - ; . . o ‘, . . '
Game come into tpelr minds after you say each word. : They
can see that others share the 5ame feelings, ia-
;ionﬁf attitudes, and values about money mattgrs-—énd
%ee other possibilities, too. From there, you can
. , explore how our'conceﬁts are shaped and formed, how
. they are influenced by ‘roles and expectations, etc.
These words are examples--feel free to add your own.
: ‘ - ey “profit Lv N //
. loan o insurance .
bank salary A
i budget interest . .
N - taxes . capital ®
* records < credit cards {
. government Social Security
business cash .
security . bookkeeping
savings 'budget*
o
. Suggested " FINANCIAL "PLANNING
Topics for~ | .
' Speakers or Deternining fixed and flexible expenses
Discussion - Goal setting |

Planning for retirement ‘

Investments--types of securities \y : o
Budgeting \éﬁ '
Planning and goal setting for businesses

Life 1nsurance, real estate, Social Security,

~“pension funds

Resources -

CREDIT

Women's credit rights P i s
Fair Credit Reporting. Act '
Fair Credit Billing Act N
Equal Credit Opportunity Act

. Annual percentage rate
Finance charges -
Types of loans *
Sources of credit g
Establishing your credit hlstony ' .
Comparing credit charges
Respurces e

(-]
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RECORDKEEPING

. Determining profit and loss
Reading’finéncial statements
Using ratios and relationships
Balance sheets

? Inventories

" +Cash or accrual
Single or double entry

‘Depreciation
How to set up a simple system
Means to planning and goal setting

Resources

“~

BUSINESS REGULATIONS

Creation and temmination of partnerships and
corporations . -
Rights, duties, and Yiabilities
Resources
P

i

~

PERSONNEL

Supervising ¢

Training °

Payrolld procedures
Labor-management relations_’
Social Security requirements
Wages

Resources

TAXES 1

Tax responsibilities of small businesses

Tax responsibilities of farms and ranches

Reporting requirements

Preparation of returns for sole proprietorships,
partnerships, and corporations

Depreciation

Resources

-

ESTATE PLANNING

Wills

Trusts

Devices

Investments s . ,
.Federal and state gift and inheritance taxes
Probate ’

Resources

e _
187.




.. o PROPERTY MANAGEMENT

Agricultural land use
Analysis of residentiaipand urban planning
“ ) Building permits
- Government control factors : < .
: , . Land-use planning
. Zoning ] .
: ‘e * Septic permits- N )
C VAriances )
Water rights
' Resources / <

»
o - A
. v

' OTHER L ~ /

Budgetary planning and controls -
: Marketing strategy f
Price determination ' .
Purchasing , .
Production
. " Sales . ’
X . Cost determinatién

e

- " ? e .

O - ’ .
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