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We are pleased to provide this guide for starting and operating a business in Garrett 

County, Maryland. This guide is designed to help you find answers to the many 

questions which may arise as you develop your new business idea or expand your 

current business. The information contained in this guide is current as of the date set 

forth on the front cover. 

 

Garrett Countyôs economic development goals include the growth and development of 

all businesses in the county through proactive programs to support site selection, 

staffing, business planning, financing, operational efficiency, and regulatory 

compliance. In addition, we will work individually with any business to plan for future 

growth, as well as to assist in solving todayôs problems. Our staff includes specialists 

in diverse areas, including infrastructure development, financing programs, workforce 

development, technology issues, and resource availability. 

 

Our resources are many, our energy is high, and weôre as enthusiastic as you are 

about having your business prosper in Garrett County. 

 

Please feel free to contact us if we can assist you in any way to help you and your 

business feel at home in our beautiful county. 

  

  

  

Garrett County, Maryland 

Department of Economic Development 

301.334.1921 

economicdevelopment@garrettcounty.org 

www.gcedonline.com 
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INTRODUCTION 
 

If you are planning to start a small business or expand your existing business in Garrett 

County, the information contained in this reference guide has been prepared to assist 

you. 

This guide is intended to help you in a number of ways. It will provide you with the 

information about requirements for starting a business in Garrett County and the State of 

Maryland.  Please remember that this is a guide; its intention is to help you with 

information and resources. However, it cannot replace the advice of an attorney or other 

professional. You should seek the advice of qualified professionals before starting any 

business venture. These professionals can be located by contacting any of the business 

resources listed in the resource section of this guide. 

You will also find information that will help you plan your business venture. The various 

types of business structures are described, as well as sources of  available financing. In 

addition, information about insuring your business and determining the best location is 

included. 

Several forms and their related instructions have been provided for you. These forms can 

be filled out and submitted online, however, they are provided here so that you can be 

aware of the information needed. These forms can also be submitted by mailing them to 

the appropriate agencies, but you will have much quicker response submitting them 

online. 

Use this guide as a directory of information. It lists resource organizations that can help 

you put your business together, as well as agencies with which you will be required to 

work in order to do business in Garrett County. 

If you need assistance, please call the Department of Economic Development at 

301.334.1921 or visit us online at www.gcedonline.com. We want to make your business 

experience the best it can be. 
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SIX STEPS TO START-UP SUCCESS 
 

1. Conceive your business 

ü Focus your idea 

ü Research your idea 

ü Choose a name (page 7) 

ü Write a business plan (page 3) 

2. Structure your business 

ü Choose an organization type (page 5) 

ü Consult professionals 

ü Set up your financial systems 

3.  Prepare all necessary forms, permits, and licenses 

ü Federal, state, and local requirements (page 8) 

ü File company papers with the State Department of Assessments and 

Taxation (page 9) 

ü Obtain a federal tax identification number (page 19) 

ü Register your business name (page 7) 

ü Obtain all necessary licenses and permits (page 11) 

ü Fulfill all employer requirements (page 11) 

ü Secure intellectual property 

4.  Fund your business 

ü Use your own assets 

ü Borrow from friends and family 

ü Borrow from a bank or other lending institution (page 15) 

5.  Taxes and insurance 

ü Determine and fulfill all tax requirements (page 8) 

ü Set up detailed record keeping systems for deductible expenditures 

ü Set up system for tracking information for income tax forms 

ü Obtain insurance (page 20) 

6.  Manage your ongoing business finances 

ü Determine weekly, monthly, quarterly, and yearly tasks 

ü Understand and determine methods for improving cash flow 

ü Understand management of receivables 

ü Decide whether you should hire employees, contractors, or temps (page 18) 

  

  

2 



ELEMENTS OF A BUSINESS PLAN 
 

A business plan precisely defines your business, identifies your goals, and serves as 

your firm's resume. The basic components include a current and pro forma balance 

sheet, an income statement, and a cash flow analysis. It helps you allocate resources 

properly, handle unforeseen complications, and make good business decisions. 

Because it provides specific and organized information about your company and how 

you will repay borrowed money, a good business plan is a crucial part of any loan 

application. Additionally, it informs sales personnel, suppliers, and others about your 

operations and goals.  

A business plan is your roadmap to operating a successful business. Just as you 

wouldnôt take a long trip without consulting a roadmap, neither should you start a 

business without planning the steps to your success. The following information will help 

you develop your plan of business whether you are preparing a business plan for 

financing or simply to help you start and operate your business in an orderly fashion. 

For assistance in preparing a business plan, contact Mike Tumbarello at the Garrett 

Center for Entrepreneurship and Innovation at 301.387.3167 or Jodi McClintock at the 

Small Business Development Center at 888.237.9007, ext. 6. Both services are free of 

charge. 

The following is a general list and description of the elements of a business plan: 

Cover SheetðInclude the business name, the principalsô names, and the contact 

personôs name, address, and telephone number. To personalize plans going to lenders 

or investors, the name of the person or organization for whom the plan is intended is 

often placed on this page. 

ContentsðProvide a conveniently organized outline of the plan, showing the page 

numbers for each major section. It should be designed to make it easy for readers to 

locate specific sections. Avoid excess detail here. 

Plan SummaryðThough no more than one page long, this is the most important part of 

the plan because it presents the essence of your business idea. It is often the only part 

of the plan that gets read. Here is where you arouse the interest and desire of your 

recipients to know more. It is a summary of the entire plan.  

Prepare the plan summary AFTER you have completed all of the other items of your 

business plan. Include the following: 

1. Name of your business 

2. Purpose of the plan 

3. Market potential 

4. Significant product features and benefits 

5. Competitive analysis 

6. Product development or operational milestones 

7. Management qualifications of the principals 
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8. Summary of financial projections 

9. Amount of financial assistance requested 

10. Earningsô projections and potential returns to investors showing how any 

borrowed or invested money will be repaid 

Production/Operating PlanðDescribe how your business will operate, how the work 

will flow, and what youôll do to ensure the work will be done efficiently, cost-effectively, 

and on time. 

ScheduleðA development schedule that outlines what needs to be done and when it 

will be completed. Identify all critical activities and how they will be handled. 

Ordinary OperationsðDays and hours of operation, service and support, and how 

the product is produced (if applicable). 

EquipmentðEquipment and supplies needed. 

SuppliersðSources of necessary materials, merchandise, or supplies. 

InventoryðHow inventory will be maintained. 

ContingenciesðProvide a ñPlan Bò for any problems that could develop. This is the 

place to discuss how unexpected events could adversely affect the business. 

Administrative PlanðDescribe how the business will be managed. 

Management TeamðDescribe the management team and how each contributes to 

the businessôs success. Tell why each of the owners and key employees are qualified 

for their duties, including both their experience and education. Investors are most 

interested in the management team, so use this section to impress them with all the 

credentials. 

StaffingðPersonnel requirements. 

FacilitiesðDescribe the office, store, or facility your business needs. Explain where 

the business is or will be located and why. 

Financial PlanðIf your business is a start-up, this section will contain your financial 

projections for the next three years. For existing businesses, also include current 

financial statements and those for the past two years. 

Marketing PlanðInclude your market research, sales and distribution projections, 

promotional tools, pricing, and sales projections. 

AppendixðInclude resumes, the product (if applicable), floor plans (if applicable), 

and key professional contacts. 

Once you have completed your business plan, you are ready to apply for financing. In 

addition, you should periodically review your plan to assure you are on track to 

achieve the goals you have set and to make any adjustments necessary due to 

unexpected changes. REMEMBER ï YOUR BUSINESS PLAN IS YOUR ROADMAP 

TO BUSINESS SUCCESS. 
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 FORMING AND REGISTERING YOUR BUSINESS 
 

Select Your Business Structure: 

It is highly recommended that you consult an accountant and/or attorney for advice on 

the best form of business for your venture. For general information on business 

structures, see page 6. 

Create Your Business Structure: 

Sole Proprietorships, General Partnershipsðrequire no legal entry formalities, 

except compliance with state and local licensing and taxation requirements. 

Corporations, Limited Liability Companies, Limited Partnershipsðcontact: 

State Department of Assessments and Taxation 

Corporate Charter Division 

301 West Preston Street, Room 809 

Baltimore, MD 21201 

PH: 410.767.1340 

http://dat.maryland.gov/businesses  
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FORMS OF BUSINESS 

Type of  

Entity 

Liability           

Protection 
Tax ID Advantages Disadvantages 

Sole           

Proprietorship 
No 

Social      

Security 

Number 

Easiest; 

Low cost; 

No organizational 

complexity; 

Lower tax rates; 

No double tax  

Unlimited  personal liability 

Corporationð      

C Corp 
Yes 

EIN  

Number 

Limited 

shareholder  

liability; 

Shareholders not taxed until 

income is  

distributed to them 

Double tax; 

Losses are ñtrappedò at the 

corporate level and cannot 

be passed on to 

shareholders. 

Corporationð       

S Corp 
Yes 

EIN  

Number 

Limited liability; 

Low individual tax rates 

apply 

Profits & losses  

cannot be shared  

disproportionately; 

Limited flexibility in 

structuring  ownership 

Partnershipð

General 
Unlimited 

EIN  

Number 

High degree of flexibility; 

Profits may be shared 

disproportionately; 

Low individual tax rates; 

No double tax 

Some partnership structures 

are 

complex; 

Complex tax rules apply 

when profits & losses are 

shared disproportionately 

Partnershipð

Limited 

Liability   

limited to 

capital    

contribution 

EIN  

Number 

High degree of flexibility; 

Profits may be shared 

disproportionately; 

Low individual tax rates; 

No double tax 

Some partnership structures 

are complex; 

Complex tax rules apply 

when profits & losses are 

shared disproportionately 

Limited             

Liability      

Company 

Yes 
EIN  

Number 

Maximum flexibility in 

dividing profits & losses, if 

more than 1 person; 

Single level of  

taxation 

Check with an  accountant 

for tax rules, if more than 1 

person involved 

Please note: you should seek the advice of qualified professionals before forming your 

business entity. 
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CHOOSING AND REGISTERING A BUSINESS NAME 
 

Choosing a name for your business is fun, but not always easy. Here are some 

practical hints for choosing a name: 

1. Make it distinctive, if possible. Make it stand out from the crowd. 

2. Avoid humor. What you think is funny may not be funny to your potential market. 

3. Shun grandiose descriptors. ñSupreme,ò ñUniversal,ò ñFederal,ñ and so forth 

have been overworked to the point of meaninglessness and have the potential 

of working against you. 

4. Donôt pick the first name that comes to you. Several reasons for this: your first 

choice may already be in use by someone else; you may like it, but no one else 

does; and/or you may understand what youôre trying to convey with the name, 

but no one else does. Make a list of possible names, then ask family and friends 

their opinions and check to make sure no one else is using that same name. 

5. Try your business name out on some people who donôt know you and/or your 

business idea. Your family and friends might not want to hurt your feelings by 

giving a true opinion of your potential business name. A business consultant, 

SCORE representative, or Small Business Development Center advisor doesnôt 

have the same emotional connection to you and, therefore, can be brutally 

honest. 

Once you determine an appropriate name for your business, you need to make sure it 

is available for your use. The State of Maryland Trade Name Registration process 

can be completed online, including doing a Corporate Name Availability Search, by 

visiting https://egov.maryland.gov/businessexpress. The easy to follow links will help 

you determine the availability of your chosen name and then get you registered with 

the state.   

You can also search for availability and register your trade name by phone, fax, and 

mail. 

State Department of Assessments and Taxation 

Trade Name Search and Registration 

301 West Preston Street 

Baltimore, MD 21201 

Phone:  410.767.1340 or 888.246.5941 

https://egov.maryland.gov/businessexpress  
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TAXES AND REGULATORY REQUIREMENTS 
 

REQUIRED OF ALL BUSINESSES: 

ü Federal estimated income taxes, quarterly 

ü Federal income tax returns 

ü State and/or local estimated income taxes, quarterly 

ü State income tax returns 

ü Application for federal identification number (Form SS-4) 

ü Form 1099 information returns 

ü Registration as an employer with the state 

ü Local business license 

ü Fictitious Business Name/Trade Name Registration (if using a fictitious name for the 

business) 

ü Traderôs license (to offer goods for sale) 

REQUIRED WHEN FIRST EMPLOYEE IS HIRED: 

ü Application for federal identification number (Form SS-4) 

ü Payroll tax returns (federal and state) 

ü File and provide W-2s to employees 

ü Complete INSZ Form I-9 for each new hire 

ü Federal and state child labor laws 

ü Federal wage and hour regulations/laws 

ü Workersô compensation insurance 

ü Post notices for employeesô information 

ü Register if you employ 5 or more people 

  

Please note: Consult with an accountant and/or attorney to make sure you are in 

compliance with any and all regulations that apply to your business. 

  

Personal Property Tax Information 
 

In Maryland, businesses must pay an annual tax based on the value of their personal 

property (furniture, fixtures, tools, machinery, equipment, etc.). The State Department of 

Assessments and Taxation (SDAT) administers the valuation process, while the 

municipalities collect the tax based on the location of the property. There is no county 

personal property tax in Garrett County. 

The SDAT automatically registers corporations, limited liability companies, and limited 

partnerships for this tax when these legal entities form. All other businesses (sole 

proprietorships, general partnerships) that own or lease personal property or need a 

business license are required to: 

1. Obtain an identification number by registering with the State Department of 

Assessments and Taxation, and 

2. File an annual personal property return. 
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For information regarding personal property assessments, contact: 

State Department of Assessments and Taxation 

Personal Property Division 

301 West Preston Street, Room 809 

Baltimore, MD 21201 

PH: 410.767.4991 (sole proprietors, general partnerships) 

PH: 410.767.1170 (corporations, limited partnerships, limited liability companies) 

www.dat.maryland.gov/businesses  

Or in Garrett County, contact:  

Supervisor of Assessments 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 106 

Oakland, MD 21550 

PH: 301.334.1950 

Email:  sdat.gar@maryland.gov  

  

State Tax Information 
 

All businesses must fulfill their tax obligations to the State of Maryland. To help determine 

the taxes for which your business will be liable, complete Marylandôs Combined 

Registration Application. The most current form can be reviewed and completed online at: 

http://forms.marylandtaxes.com/current_forms/CRA.pdf.  

For questions or assistance, contact: 

Taxpayer Registration Assistance Center 

110 Carroll Street              112 Baltimore Street 

Annapolis, MD 21411      OR                  Cumberland, MD 21502 

PH: 410.649.0633       PH:  301.777.2165 / 301.334.8880 

       888.614.6337       

http://taxes.marylandtaxes.com/Resource_Library/Taxpayer_Assistance/                                           
  

Federal Tax Information 
 

All businesses must fulfill their tax obligations to the federal government. New businesses 

should contact the Internal Revenue Service (IRS) to register for: 

1. Employer tax identification number (EIN) 

2. Income tax (business and employee withholding) 

3. Social Security 

4. Federal unemployment insurance 

5. Other federal taxes 
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The Federal EIN Number Application can be completed and  submitted online at 

https://sa.www4.irs.gov/modiein/individual/index.jsp.  

The IRSôs website includes Starting a Business and Operating a Business pages.  

Both contain a wide array of information, which you may find helpful. 

For additional information, contact: 

Internal Revenue Service 

31 Hopkins Plaza        14701 National Highway 

Baltimore, MD 21201                OR        LaVale, MD 21502 

PH: 410.962.7969 / 800.829.1040                   PH: 301.729.6397                                

www.irs.gov  

  

State and Local License Requirements 

 
A State of Maryland business license is required for most businesses, including 

retailers and wholesalers. A traderôs license is required for buying and reselling. 

Business activities that require licenses include, but are not limited to: 

    Amusements Farm machinery      Restaurants 

Auctions  Garages       Retail stores 

Chain stores Hawkers and peddlers      Storage warehouses 

Construction Junk dealers       Traders 

Dry cleaners Plumbing and gas fitters      Vending machines 

Information about licensing is available online from the Maryland Department of 

Commerce and can be found at: 

 http://commerce.maryland.gov/start/the-process/statewide-licenses.   

To determine whether your particular business activity requires licensing by Garrett 

County and/or needs to have additional licenses and permits, contact: 

Clerk of the Circuit Court 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 109 

Oakland, MD 21550 

PH: 301.334.1937 

 

10 

https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://sa.www4.irs.gov/modiein/individual/index.jsp
https://www.irs.gov/businesses/small-businesses-self-employed/starting-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/starting-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/starting-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/starting-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/starting-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/operating-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/operating-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/operating-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/operating-a-business
https://www.irs.gov/businesses/small-businesses-self-employed/operating-a-business
http://www.irs.gov/
http://www.irs.gov/
http://www.irs.gov/
http://www.irs.gov/
http://www.irs.gov/
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses
http://commerce.maryland.gov/start/the-process/statewide-licenses


Regulatory Licenses 

 
Department of Labor, Licensing, and Regulation: 

  

The Department of Labor, Licensing, and Regulation (DLLR) is the major 

occupational and professional licensing agency in the State of Maryland. The 

Department is also responsible for the enforcement of commerce, employment, and 

workplace and public safety laws. For additional information, call 410.230.6001 or 

visit www.dllr.state.md.us.  

The  DLLR is comprised of several divisions, including, but not limited to: 

1. Division of Occupational and Professional Licensingð 

The Division of Occupational and Professional Licensing regulates many business 

occupations and professions. For additional information, call 410.230.6220 or visit 

www.dllr.state.md.us/license/. 

In addition to state and local business licenses, individuals working in specific 

occupations and professions may also be required to obtain occupational or 

professional licenses. Occupations and professions that require occupational or 

professional licenses include, but are not limited to: 

Architects        HVAC & Refrigeration             

Barbers     Home Improvement Contractors  

CPAs     Master Electricians                          

Cosmetologists         Plumbers 

Foresters        Professional Engineers 

For most occupations and professions, individuals must meet educational and work 

experience standards, as well as pass a qualifying examination in order to obtain a 

license. 

2. Division of Unemployment Insuranceð 

The Division of Unemployment Insurance is responsible for the administration of 

unemployment insurance laws. New businesses are required to pay unemployment 

insurance taxes and should contact the Division to establish an account. For 

additional information, call 410.767.2412 or 800.492.5524, or visit 

www.dllr.state.md.us/employment/unemployment.shtml. 
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3. Division of Labor and Industryð 

The  Division of  Labor and Industry protects and promotes the health, safety, and 

employment rights of Maryland citizens. The Division administers laws governing these 

areas: 

üMaryland Occupational Safety and Health (MOSH) 

ü Safety Inspection 

ü Employment Standards (Wage and Hour Information) 

ü Prevailing Wage 

ü Living Wage for State Service Contracts 

üMaryland Apprenticeship and Training Program 

ü Farm Labor Contractor Licensing and Registration 

ü Employment Agencies 

Additional licensing requirements may exist in these areas. For additional information, 

call 410.767.2241 or visit www.dllr.state.md.us/labor/. 

4. Office of the Commissioner of Financial Regulationð 

The Office of the Commissioner of Financial Regulation regulates and, in many 

instances, licenses the operation of banks, credit unions, consumer loan companies, 

sales finance companies, mortgage companies, and collection agencies in Maryland.  

For additional information, call 410.230.6100 or 888.784.0136, or visit 

www.dllr.state.md.us/finance/. 

For additional information about the Department of Labor, Licensing, and Regulation, 

call the number listed by each division name or contact: 

Maryland Department of Labor, Licensing, and Regulation 

500 North Calvert Street, Room 401 

Baltimore, MD 21202 

PH: 410.230.6001 

www.dllr.state.md.us/  

Additional regulatory licenses and permits may be required by the agencies listed 

below: 

 Health Department, contact: 

Garrett County Health Department 

1025 Memorial Drive 

Oakland, Maryland 21550 

PH: 301.334.7777 

http://garretthealth.org   
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 Soil Conservation, contact: 

Garrett Soil Conservation District 

1916 Maryland Highway, Suite ñCò 

Mt. Lake Park, MD 21550 

PH: 301.334.6951 

http://garrettscd.org/  

Zoning and Building Requirements, contact: 

Office of Permits and Inspections 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 208 

Oakland, MD 21550 

PH: 301.334.7470 

Email: permitsandinspections@garrettcounty.org  

www.garrettcounty.org/permits-inspections  

   

CHOOSING A BUSINESS LOCATION 
 

Home-Based Versus Commercial Space: 

With todayôs technology, more than 53% of  small businesses in the U.S. are home-

based. If you are considering a home-based business location, here are some 

questions you should ask yourself: 

1. Is the type of business you want to start or operate appropriate for your home? 

2.  Does it require storage of a large inventory? 

3.  Does it involve the use of chemicals or highly flammable materials? 

4.  Does it involve noise levels that would disturb neighbors? 

5.  Does it require large numbers of customers to come to your location? 

6.  Are you legally allowed to operate a business from your home? 

7.  If you own your home, have you checked any homeownerôs covenants and 

restrictions pertaining to operating a business from your home? 

8. If you are renting your home, have you checked your lease pertaining to 

operating a business from your home? 

9. If you live within an incorporated municipality, have you checked with the 

town/city hall pertaining to any restrictions that apply to a home-based business? 

Currently, there are no restrictions at the county level on home-based businesses. 

Commercial SpaceðLease or Purchase: 

The county owns six industrial or business parks, strategically located throughout the 

county. For information on space availability and qualification requirements, contact 

the Garrett County Department of Economic Development at 301.334.1921 or 

economicdevelopment@garrettcounty.org, or visit www.gcedonline.com. 
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Numerous private individuals and/or businesses also have commercial space for 

lease or purchase throughout the county. The Department of Economic Development 

maintains an available space database on its website, which can be accessed at 

http://marylandcounties.zoomprospector.com/?sst=marylandcounties&MID=25997.   

Other commercial space may be available through private individuals and/or real 

estate companies. 

When considering where your business will be located, the following aspects should 

be considered: 

1. Is there appropriate space currently available that will fit your needs and at a 

price that is within your budget? 

2. Is that space conducive to your type of business, i.e., if your business is retail, 

will customers be able to find you without difficulty; is there enough parking 

available, both for employees and customers; is there a competing business 

nearby; etc.? 

3. Would any modification need to be made to the space, and, if so, in the case of 

a lease, is the landlord willing and able to make those modifications or allow you 

to do so? In the case of purchasing the property, does zoning allow you to make 

modifications? 

If you are planning to purchase property and build for your business needs, you will 

need to check with Garrett Countyôs Office of Permits and Inspections at 

301.334.7470 or permitsandinspections@garrettcounty.org for requirements and a 

building permit. The Officeôs website can be accessed at 

www.garrettcounty.org/permits-inspections. 

Garrett Information Enterprise Center (GIEC): 

The mission of the Garrett Information Enterprise Center is to support the economic 

growth of Garrett County by facilitating the development of technology-intensive 

companies and supporting their evolution from start-up to successful, self-sufficient 

entities. 

The GIEC offers modern, technology-enabled office space in a 20,000-square foot 

facility on the Garrett College campus in McHenry, Maryland. The GIEC also offers its 

tenants business counseling services, shared document management/copy services, 

and shared meeting/training facilities. The facility also houses administrative offices 

and classroom space for the College. 

More information is available at http://www.growgarrettcounty.com/giec.php or by 

calling 301.387.3167. 
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FINANCING YOUR BUSINESS 
 

There are several options available to you for financing your small business venture 

in Garrett County. Some of those resources follow. 

Bank Financing 

Each of these institutions requires a completed business plan for consideration. 

B&T Bank Clear Mountain Bank 

305 East Oak Street 12730 Garrett Highway 

Oakland, MD 21550 Oakland, MD 21550 

PH: 301.334.0510 PH: 301.533.2173 

www.bbt.com www.clearmountainbank.com 

First Peoples Federal Credit Union 

106 North Main Street              12497 National Pike           12599 Garrett Highway 

Accident, MD 21520                 Grantsville, MD 21536        Oakland, MD 21550 

PH: 301.784.3000 

www.firstpeoples.com 

First United Bank & Trust  

19 South Second Street          38 Vacation Way 832 First Avenue 

Oakland, MD 21550                 McHenry, MD 21541 Friendsville, MD 21531 

157 Main Street 

Grantsville, MD 21536 

PH: 301.334.9471                      

www.mybank4.com  

M & T Bank 

46 South Second Street  19795 Garrett Highway 

Oakland, MD 21550  Oakland, MD 21550 

PH: 301.533.0345    

www.mtb.com 

Miners & Merchants Bank  Somerset Trust Company 

13164 Garrett Highway 3245 Chestnut Ridge Road       

Oakland, MD 21550 Grantsville, MD 21536        

PH: 301.334.5616 PH: 301.895.3321 

www.minersandmerchantsbank.com  www.somersettrust.com 

WEPCO Federal Credit Union        

12826 Garrett Highway            204 North Branch Avenue       

Oakland, MD 21550                 Bloomington, MD 21523  

PH: 301.334.1431                    PH: 301.359.3081 

www.wepcofcu.com          
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ALTERNATIVE FINANCING 
 

If you donôt qualify for a traditional bank loan, alternative financing may be available 

through the following sources: 

Farm Credit of the Virginias       

13195 Garrett Highway         

Oakland, MD 21550        

PH: 301.334.8542 or 800.919.3276 

www.farmcreditofvirginias.com  

Tri-County Council for Western Maryland 

(Revolving Loan Fund) 

Frostburg State University 

One Technology Drive, Suite 1000 

Frostburg, MD 21532 

PH: 301.689.1300 

www.tccwmd.org 

 

TAX CREDITS AND INCENTIVES 
 

One of the greatest advantages of locating a business in a small county is the 

incentives the county can provide. Garrett County offers several incentives to area 

businesses, including tax credits. The State of Maryland also offers incentives and tax 

credit programs. 

County 

County Business Property Tax Credit Program: 

The Garrett County Business Property Tax Credit is an incentive for businesses to 

locate or expand facilities anywhere in the county. For either a new or an expanding 

business, which meets the eligibility requirements, the amount of the property tax 

credit shall be equal to 50% of the increase in the county real estate tax levied on the 

improved property due on any expansion, renovation, or capital improvement in the 

property over the first year, and for the subsequent four year-period, the credit 

decreases 10% annually. An application is required. 

 

Other incentives may be available and are individually based on job creation and 

capital investment. 

 

For additional information on this program or other incentives, contact the Department 

of Economic Development at 301.334.1921. 
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State 

The Maryland Department of Commerce offers a variety of tax credits and incentives 

to assist businesses of various industries and sizes, from start-ups to large publicly-

held corporations. Two of these programs are detailed below: 

Enterprise Zone Tax Credit Program: 

Garrett County currently has two Maryland-designated enterprise zones: Northern 

Garrett Enterprise Zone (comprised of the Northern Garrett Industrial Park) and 

Southern Garrett Enterprise Zone (comprised of the Southern Garrett Industrial Park, 

Southern Garrett Business and Technology Park, and the Simon Pearce property). 

Businesses locating in one of these enterprise zones may be eligible for county and 

municipal real estate tax credits, as well as income tax credits for job creation. An 

application is required. Additional information can be found on Commerceôs website 

at:  http://commerce.maryland.gov/fund/programs-for-businesses/enterprise-zone-tax-

credit. 

Job Creation Tax Credit: 

To encourage businesses expanding or relocating to Maryland, Maryland provides a 

$1,000 tax credit to businesses that create new jobs. Certain restrictions apply. An 

application is required. Additional information can be found at 

http://commerce.maryland.gov/fund/programs-for-businesses/job-creation-tax-credit. 

A complete list of Marylandôs tax credit programs can be found at: 

 http://commerce.maryland.gov/fund/programs-for-businesses#TaxCredits and 

http://taxes.marylandtaxes.com/Business_Taxes/General_Information/Business_Tax_

Credits/.  

FEDERAL CONTRACTING 
 

Is your business venture one that would profit from federal contracting? To be eligible 

to bid on federal contracts, your business must be a small business as defined by the 

size standards set for that type of business entity. Your business must also be 

organized for profit, located in the United States, and independently owned and 

operated. In addition, your business must fall under specific certification.  

 

Prior to seeking a federal contract, you must register your business with the 

Government Contract Registrationôs System for Award Management - SAM 

(https://www.sam.gov/portal/SAM/##11). SAM, an online  database of companies 

wanting to do business with the federal government, is maintained by the federal 

government.   
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You should also: 

1. Make sure your business is financially sound. If you are successful in obtaining 

a government contract, you will not receive all of the money at once. It will help 

to have a clear plan of how your business will stage the benefits of the contract. 

2. Search the Federal Business Opportunities (FedBizOpps) site for contracting 

opportunities on a regular basis (www.fbo.gov). The needs of federal agencies 

and available contracting opportunities are listed on this site. 

3. Market your business. Simply registering your business is not enough to obtain 

a federal contract. You will need to market your business to attract federal 

agencies. 

Detailed information on federal contracting can be found at the websites listed above 

and on the Small Business Administrationôs website (www.sba.gov). 

 

 

HIRING EMPLOYEES 
 

Dependable and loyalðthatôs how our workforce has been described. Garrett County 

and the surrounding region offer an available, skilled workforce. There are over 

200,000 people within commuting distance. The available labor pool includes the 

neighboring counties in Maryland (Allegany County), West Virginia (Mineral, Preston, 

Grant, and Tucker Counties), and Pennsylvania (Bedford, Somerset, and Fayette 

Counties). 

 

The Maryland State Data Center of the Maryland Department of Planning (MDP) 

provides easy access to a variety of census data at www.mdp.state.md.us/msdc. The 

latest unemployment rates for the county and the state can be found on the Maryland 

Department of Labor, Licensing and Regulationôs (DLLR) website at 

http://www.dllr.state.md.us/lmi/ or by contacting DLLR at: 

Maryland Department of Labor, Licensing, and Regulation 

500 North Calvert Street, Room 401 

Baltimore, MD 21202 

PH: 410.230.6001 

In addition, customized programs offered through Garrett College can be developed 

to meet just about any business need. For additional information, contact Julie Yoder, 

Dean of Continuing Education and Workforce Development, at 301.387.3101 or visit 

its website at http://www.garrettcollege.edu/educationalopportunities/cewd.  
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ALTERNATIVES TO HIRING EMPLOYEES 
 

There are several alternatives to hiring employees or supplementing your workforce 

needs, including the following: 

Appalachian Crossroads: 

Appalachian Crossroads is a private non-profit agency serving developmentally 

disabled adults with programs aimed at assisting individuals to live, work, and 

socialize in the community in accordance with their preferences and needs. It has 

developed several successful businesses that provide quality services at fair market 

rates. Its programs benefit you and your business, while providing opportunities for 

meaningful, productive work and greater independence for its participants. 

Mailing servicesðsaving you time, money, and worry. 

Grounds maintenanceðcommercially equipped for year-round services. 

Custodial crewsðserves local businesses, agencies, and organizations and is very 

interested in the employment and work opportunities that will become available as 

Garrett County grows and prospers.  

Is there something Appalachian Crossroads could be working on now or in the future 

to assist in finding, preparing, and training people for the jobs or work that will 

become available with your business or organization? If so, give them a call. 

Appalachian Crossroads 

39 South Third Street 

Oakland MD 21550 

PH: 301.334.8449  

http://appalachiancrossroads.com/ 
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 INSURANCE NEEDS 

 

Every business needs insurance. The type and amount of insurance coverage varies 

greatly from business to business. Seek the advice of an independent insurance 

agent to determine the appropriate coverage for your business. Here are some things 

to think about and some questions to answer before calling an insurance agent: 

ü Determine (or estimate) the dollar value of your business. Consider property 

owned, stock, or inventory purchased. If none of these apply to your business, 

discuss setting a value with your agent. 

ü Choose a deductible amount you feel you can handleð$100, $200, etc. Ask about 

credits for taking a higher deductible. 

ü Determine if you want an actual cash value settlement or replacement cost 

settlement in the event of a claim. 

ü Determine the amount of liability coverage needed based on your potential 

exposure. 

In addition, consider the following types of insurance: 

Workersô CompensationðIf you have one or more employees, you are required to 

carry Workersô Compensation and Disability. 

Disaster InsuranceðConsider the worst case scenario for your business and ask 

about insurance coverage. For instance, if you had to have a temporary location for 

your business due to a disaster, is there insurance that would cover the additional 

cost of a temporary location? 

Home-Based BusinessesðDo not assume your homeownerôs insurance will cover 

your business in the home. In fact, most homeownerôs policies exclude business 

activities in the home. You will need additional coverage for your business assets, as 

well as liability insurance. 

Income Replacement CoverageðIn the case of a sole proprietor business, being 

unable to conduct business could be disastrous. Consider insurance that would pay 

you while you are unable to work. You will need to determine in advance how long 

you could survive on your own funds before you would invoke the insurance. The 

longer you can survive without it, the lower the premiums will be. 
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 ADDITIONAL RESOURCES 

 

Garrett County Department of Economic Development: 

Whether your company is a booming, high-tech business or a start-up retail store, our 

office can assist you in many ways. Our goals include: 

üWorking with existing businesses to help them stay vibrant and to grow/expand 

üWorking with local entrepreneurs to help them establish business operations 

üWorking to attract new businesses to the area 

üWorking to improve the infrastructure to promote business growth 

üWorking to assist entrepreneurs gain access to capital, training, and other 

resources to promote business growth 

For more information, call 301.334.1921 or visit www.gcedonline.com. 

Tri-County Council for Western Maryland (TCC): 

The Tri-County Council for Western Maryland is a regional, private non-profit planning 

and development organization. It serves Allegany, Garrett, and Washington Counties 

in Western Maryland. 

The Council furthers economic, cultural, social, and physical growth in the region by 

promoting area awareness and action, and by diversifying the economy. This is 

accomplished with specific programs to: 

ü Provide low-interest business loans 

ü Provide export assistance 

ü Provide market data and GIS services 

ü Provide federal procurement assistance 

For more information, call 301.689.1300 or visit www.tccwmd.org. 

Small Business Development Center (SBDC): 

Whether you are simply thinking about starting a business or need to focus on a 

particular operational aspect, the knowledge gained from its training courses will 

prove invaluable. By sharing ideas and issues with entrepreneurs with similar 

experiences, you will also have the opportunity to establish beneficial professional 

relationships.  

SBDC training programs are designed with you in mind. Most courses are offered in 

the evening, either for free or for a minimal fee, and are taught by skilled 

professionals.  
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Here are examples of some of SBDCôs most popular topics: 

ü Developing a Business Plan 

ü Ready, Set, Go! Are you Ready to Start a Business? 

ü Smart Start Your Business 

ü Social Media Marketing Made Simple 

ü Understanding Business Insurance 

The SBDC also offers free small business counseling services, including assistance 

with preparing a business plan. 

Call 888.237.9007 or visit http://marylandsbdc.org/western/index_western.php for 

additional information. 

Maryland Technology Development Corporation (TEDCO): 

TEDCO provides a variety of funding programs for technology development, 

including, but not limited to:  

ü Incubator Business Assistance Fund 

ü Rural Business Innovative Initiative (RBI2) 

ü Technology Commercialization Fund (TCF) 

 For additional information, call 410.740.9442 or visit www.tedco.md. 

Garrett County Chamber of Commerce: 

The Garrett County Chamber of Commerce is charged with supporting local 

businesses and promoting tourism in Garrett County.  The Chamber offices are 

located in the Visitors Center in McHenry.  

The Chamber sponsors Business After Hours receptions that offer social and 

networking opportunities for members in a casual atmosphere. These gatherings are 

hosted by members at their place of business and are open to everyone in the 

community. Business Before Hours events are informative in nature and focus on a 

particular topic, i.e., tourism, education, business/industry, etc.). 

For additional information or to become a member, call 301.387.4386 or visit 

www.garrettchamber.com. 

Greater Oakland Business Association (GOBA): 

The Greater Oakland Business Association began as a voluntary business . In 1990, 

by Ordinance enacted by the Mayor and Town Council, it became a Commercial 

District Management Authority (CDMA). The CDMA designation allowed the Town to, 

in essence, create a special taxing district within the Town limits and require all 

businesses located within the Town limits to be a member of GOBA. 

For more information, contact the Oakland Town Hall at 301.334.2691 or visit 

www.agreatsmalltown.com.  
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Greater Grantsville Business Association (GGBA): 

The Greater Grantsville Business Association promotes the Grantsville area and 

helps its businesses grow through a variety of networking events, meetings, and 

educational workshops. 

For additional information, contact the Grantsville Town Hall at 301.895.3144 or visit 

http://www.visitgrantsville.com/businesses/ggba/.  

The Friendsville Way: 

The Friendsville Way is Garrett Countyôs newest business organization.  It promotes 

the Friendsville area and helps its businesses grow through a variety of networking 

events and meetings. 

For additional information, contact the Friendsville Town Hall at 301.746.5919 or 

townoffriendsville@qcol.net.  
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DIRECTORY OF AGENCIES / RESOURCES 
  

County Agencies 
  

Clerk of the Circuit Court, Garrett County 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 109 

Post Office Box 447 

Oakland, MD 21550-0447 ï PH: 301.334.1937 

Economic Development, 

Garrett County Department of 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 208 

Oakland, MD 21550 

www.gcedonline.com ï PH: 301.334.1921 

Health Department, Garrett County 

1025 Memorial Drive 

Oakland, MD 21550 

http://garretthealth.org ï PH: 301.334.7777 

Permits and Inspections, Garrett County Office of 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 208 

Oakland, MD 21550 

www.garrettcounty.org/permits-inspections ï PH: 301.334.7470 

Planning and Land Management, Garrett County Department of 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 208 

Oakland, MD 21550 

www.garrettcounty.org/planning-land-development ï PH: 301.334.1920 

  

Federal Agencies 
  

Internal Revenue Service 

31 Hopkins Plaza 

Baltimore, MD 21201 ï PH: 410.462.7969 or 800.829.1040 

 

14701 National Highway 

LaVale, MD 21502 ï PH: 301.729.6397 

www.irs.gov 
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 State Agencies 
 

Assessments and Taxation, State Department of  

301 W. Preston Street, Room 809 

Baltimore, MD 21201 

http://dat.maryland.gov/businesses  

üCorporate Charter Division ï PH: 410.767.1340 

üPersonal Property Division 

üSole Proprietorship, General Partnership ï PH: 410.767.4991 

üCorporations, Limited Partnerships, LLC ï PH: 410.767.1170 

üTrade Name Search and Registration ï PH: 410.767.1340 

Assessments and Taxation, State Department of 

Supervisor of Assessments 

Frederick A. Thayer, III Courthouse 

203 South Fourth Street, Room 106 

Post Office Box 388 

Oakland, MD 21550-0388 ï PH: 301.334.1950 

Commerce, Maryland Department of 

World Trade Center 

401 East Pratt Street 

Baltimore, MD 21202 

www.commerce.maryland.gov ï PH: 800.541.8549 or 410.767.6300 

Labor, Licensing, and Regulation, Maryland Department of 

500 North Calvert Street 

Baltimore, MD 21202 

www.dllr.state.md.us ï PH: 410.230.6001 

ü Division of Labor and Industry ï PH: 410.767.2241 

ü Division of Occupational and Professional Licensing ï PH: 410.230.6220 

ü Division of Unemployment Insurance ï PH: 410.767.2412 or 800.492.5524 

üOffice of the Commissioner of Financial Regulation ï PH: 410.230.6100 or 888.784.0136 

Soil Conservation District 

1916 Maryland Highway, Suite ñCò 

Mt. Lake Park, MD 21550 

http://garrettscd.org ï PH: 301.334.6951 

Taxpayer Registration Assistance Center, Maryland 

110 Carroll Street 

Annapolis, MD 21411 

http://taxes.marylandtaxes.com/Resource_Library/Taxpayer_Assistance/ 

PH: 410.767.0633 or 888.614.6337   

Taxpayer Registration Assistance Center, Maryland 

112 Baltimore Street, Second Floor 

Cumberland, MD 21502 ï PH: 301.777.2165 or 301.334.8880 
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Other Resources 
  

Appalachian Crossroads 

39 South Third Street 

Oakland, MD 21550 

www.appalachiancrossroads.com ï PH: 301.334.8449 

BB&T Bank 

305 East Oak Street 

Oakland, MD 21550 

www.bbt.com ï PH: 301.334.0510 

Chamber of Commerce, Garrett County 

15 Visitors Center Drive 

McHenry, MD 21541 

www.garrettchamber.com ï PH: 301.387.4386 

Clear Mountain Bank 

12730 Garrett Highway 

Oakland, MD 21550 

www.clearmountainbank.com ï PH: 301.533.2173  

Farm Credit of the Virginias 

13195 Garrett Highway 

Post Office Box 187 

Oakland, MD 21550-0187 

www.farmcreditofvirginias.com ï PH: 800.296.8554 or 301.334.8542 

First Peoples Community Federal Credit Union 

106 North Main Street 

Accident, MD 21520 

www.firstpeoples.com ï PH: 301.784.3000 

First Peoples Community Federal Credit Union 

12497 National Highway 

Grantsville, MD 21536-0545 

www.firstpeoples.com ï PH: 301.784.3000 

First Peoples Community Federal Credit Union 

12599 Garrett Highway 

Oakland, MD 21550 

www.firstpeoples.com ï PH: 301.784.3000 

First United Bank and Trust 

19 South Second Street 

Oakland, MD 21550 

www.mybank4.com ï PH: 301.334.9471 
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Other Resources (cont.) 
 

First United Bank and Trust 

38 Vacation Way 

McHenry, MD 21541 

www.mybank4.com ï PH: 301.334.9471 

First United Bank and Trust 

832 First Avenue 

Friendsville, MD 21531 

www.mybank4.com ï PH: 301.334.9471 

First United Bank and Trust 

157 Main Street 

Grantsville, MD 21536 

www.mybank4.com ï PH: 301.334.9471 

Friendsville Way 

313 Chestnut Street 

Friendsville, MD 21531 

www.friendsville.org ï 301.746.5919 

Garrett College 

687 Mosser Road 

McHenry, MD 21541 

www.garrettcollege.edu ï PH: 301.387.3000 

Garrett College 

Office of Continuing Education and Workforce Development 

687 Mosser Road 

McHenry, MD 21541 

http://www.garrettcollege.edu/educationalopportunities/cewd ï PH: 301.387.3101 

Garrett College 

Center for Entrepreneurship and Innovation 

685 Mosser Road 

McHenry, MD 21541 

www.growgarrettcounty.com/giec.php ï PH: 301.387.3167 

Garrett Information Enterprise Center (GIEC) 

685 Mosser Road 

McHenry, MD 21541 

www.growgarrettcounty.com/giec.php ï PH: 301.387.3167 

Greater Grantsville Business Association (GGBA) 

Post Office Box 790 

Grantsville, MD 21536-0790 

www.visitgrantsville.com/businesses/ggba/ ï PH: 301.895.3826 

Greater Oakland Business Association (GOBA) 

Oakland Town Hall. 

15 South Third Street 

Oakland, MD 21550 

www.agreatsmalltown.com ï PH: 301.334.2691 27 

http://www.mybank4.com/
http://www.mybank4.com/
http://www.mybank4.com/
http://www.friendsville.org/
http://www.garrettcollege.edu/
http://www.garrettcollege.edu/educationalopportunities/cewd
http://www.garrettcollege.edu/educationalopportunities/cewd
http://www.growgarrettcounty.com/giec.php
http://www.growgarrettcounty.com/giec.php
http://www.visitgrantsville.com/businesses/ggba/
http://www.agreatsmalltown.com/


Other Resources (cont.) 
 

M & T Bank 

46 South Second Street 

Oakland, MD 21550 

www.mtb.com ï PH: 533.0345 

M & T Bank 

19795 Garrett Highway 

Oakland, MD 21550 

www.mtb.com ï PH: 533.0345 

Maryland Technology Development Corporation (TEDCO) 

5585 Sterrett Place, Suite 240 

Columbia, MD 21044 

www.tedco.md ï PH: 410.740.9442 

Small Business Development Center 

Western Maryland Region ï Garrett County Office 

Garrett College 

685 Mosser Road 

McHenry, MD 21541 

www.westernmdsbdc.org ï PH: 888.237.9007, ext. 6 

Small Business Development Center 

Western Maryland Region 

Frostburg State University 

One Technology Drive, Suite 1100 

Frostburg, MD 21532 

http://marylandsbdc.org/western/index_western.php ï PH: 301.687.1080 

Tri-County Council for Western Maryland 

Frostburg State University 

One Technology Drive, Suite 1000 

Frostburg, MD 21532 

www.tccwmd.org ï PH: 301.689.1300 

Western Maryland Consortium 

Garrett College ï Southern Outreach Center 

14 North Eighth Street 

Oakland, MD 21550 

www.westernmarylandconsortium.org ï PH: 301.334.8136 

  
  

28 

http://www.mtb.com/
http://www.mtb.com/
http://www.tedco.md/
http://www.westernmdsbdc.org/
http://marylandsbdc.org/western/index_western.php
http://marylandsbdc.org/western/index_western.php
http://www.tccwmd.org/
http://www.westernmarylandconsortium.org/


APPENDICES 
  

29 



APPENDIX ñAò 
 

Writing a Plan for Your Business 
 

For most people writing a business plan seems overwhelming and, unless seeking 

funding from a financial institution, unnecessary.  However, the main purpose of the 

business plan is not to impress outsiders, but to force the potential business owner to 

think through all aspects of starting the business. A business plan doesnôt guarantee 

the success of your business, but it certainly increases your chances of reaching your 

business goals. 

A well thought out business plan will: 

üMake you look at all aspects of your business idea 

ü Become a tool to manage your business 

ü Allow you to easily share your goals and objectives with others 

ü Create a yardstick by which to measure and evaluate changes in your business 

ü Be a requirement by lenders if you need funds now or in the future 

It is your business; therefore, it is vital that you develop the business plan. But you 

donôt have to do it yourself. There are numerous resources available to help you 

develop and format the plan, starting with the information that follows here. There is 

also a SBDC business consultant available to meet with you and help you through the 

process. Before meeting with the consultant, it is helpful to have as much information 

about your business idea as you can on paper. Start with the outline below and fill in 

as much as you know now, then make an appointment with the consultant to review 

this information and determine your next step. The form and content of a business 

plan vary with each business, but every plan includes a description of all aspects of 

the business and a financial proposal. 

Suggested Outline for Your Business Plan: 

Cover SheetðThe cover sheet should include the name of the company, the 

name(s) of the owners (sometimes called Principles), and contact information. 

Executive SummaryðThe Executive Summary is usually 1-2 pages of a summary of 

all the other information in the business plan, therefore, it is written AFTER you write 

your business plan. Include the following information in the Executive Summary: 

üWho is borrowing the money? 

üWhat type of business will it be (retail, service, wholesale, etc.)? 

ü How much money is needed, and what will the money be used for (equipment, 

inventory, working capital, etc.)? 

üWhy does this business idea make sense? 

üWhat makes you (and any others involved in this business) qualified to run this 

business? 

üWhy do you believe there is enough of a market to make this a successful 

business (provide facts)? 
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üWhat makes your business better or more outstanding than your competitorsô? 

üWhat will be the legal structure of the business? 

ü How and why do you feel you will be able to repay a loan to this business (if you 

are applying for funding)? 

The Actual PlanðThis is the meat of the plan. Start with why you have the desire to 

start this kind of business. Then take each of the elements below and fill in all of the 

information you have. 

Description of the BusinessðIs it a manufacturing, service, merchandising, or retail 

business? 

ü Are starting a new business, expanding an existing business, or purchasing an 

existing business? 

üWhat will the legal form of the business be (sole proprietorship, limited liability 

company, partnership ï what kind, corporation ï C or S)?  

üWhy do you believe the business is or will be profitable? 

üWhen did the business start or when will it start? 

üWhat will be the hours of business? 

The Marketð 

üWhat is the purpose of the business? (Answer the question of your customer, 

ñWhatôs in it for me?ò) 

üWhat are the products or services of the business? 

üWhat geographic area will the business serve? Who are your customers or 

potential customers and where are they coming from? 

üWhat are you going to charge for your products or services? Is your price 

competitive? Why will customers pay this price? 

üWho are your competitors (list three to five major competitors)? Where are they 

located relative to your business? What do they sell and who do they attract? 

üWhat advantages do your competitors have compared to you and what advantages 

do you have over your competitors? Why should potential customers patronize 

your business as opposed to their businesses? What makes your products or 

business better or unique? 

ü How will your business capture a share of the market? What type of advertising will 

you do? How are you going to promote your business (price, service, quality, etc.)? 

ü How much business can you realistically expect to do? What would your limitations 

be? 

Location of the Businessð 

üWhere will the business be located (street address)? 

ü Describe the physical features of the facility. Explain how the space is or will be 

used. Attach a drawing if necessary. 

ü Do you own, rent, or lease the property? If you rent or lease, describe the terms of 

the agreement and attach a copy in the Appendix at the end. 

31 



üWhat renovations, if any, are needed to the facility? How much will the renovations 

cost and who will do them? Attach an estimate, if you are hiring someone else to 

do the renovations. 

ü Are there any local regulations, such as zoning, that may affect the operation of 

your business? 

üWhat other types of businesses are in the area? 

üWhy is this a good location for your business? 

üWhat is the growth potential of the facility and area? 

Managementð 

ü Provide a personal history of the business owner(s). Include your education and 

work-related experience. In other words, why are you qualified to operate this 

business? 

üWhat are the duties and responsibilities? Who does what and who reports to 

whom? 

üWhat are your weaknesses and how do you plan to correct them? For instance, if 

your strong point isnôt to manage people, you might hire a manager to do that. 

üWhy do you think youôre going to be successful? 

Resourcesð 

List anyone who is assisting you in starting or operating this business. For instance, 

who is your accountant, lawyer, insurance agent, and bank? To what business and 

professional organizations do you belong?  

ü Have you spoken with an architect, builder, engineer, electrician, or plumber? 

üWill you need any full-, part-time, or seasonal employees? If so, how many and 

when? If not, explain why you will have none. 

ü Discuss future needs for employees. 

üWhat skills will you require your employees to have? Will you train them? How 

much will you pay them? Will you offer any fringe benefits? 

Operational Planð 

ü Do you have, or will you have, enough inventory, equipment, machinery, fixtures, 

and supplies? 

üWhat else needs to be put in place to start your business or re-open it after 

expansion? 

Use of Fundsð 

ü How will the proceeds of the loan be spent? Be very specific. 

üWhat specific assets are being purchased? 

ü Real estate purchase ï attach legal description, appraisal, sales agreement, etc. 

ü Renovations ï attach quotes from contractors 

ü Equipment ï attach an itemized list including brand name, serial number, model 

number, price, suppliersô names, etc. 

üWorking Capital ï attach an itemized list of what the funds will be used for 

ü Inventory 
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Financial Planð 

It is helpful to put this information into a spreadsheet format, such as Excel. If you 

donôt have access to a computer or need help with developing a spreadsheet, a 

business consultant or accountant can help you. 

üWhat are your total estimated business sales and expenses for the first three 

years? Your cost of goods sold? 

üWhat will be your monthly cash flow during the first three years? How much money 

do you think will come in, and how much will you have to spend each month for the 

business? 

üWhat will be the break-even point (when will you earn as much money as you will  

be spending)? 

üWhat will your assets, liabilities, and net worth be on the day BEFORE you expect 

to open (this is your balance sheet)? 

üWhat will the capital value of your equipment be? 

Supporting Documentsð 

Attach the following as Appendix items at the end of your business plan: 

ü Resume for each owner 

ü Personal Financial Statement for each owner 

üQuotes or estimates 

ü Demographic data that supports your assumptions of the potential market 

ü Letters of intent or contracts from current or prospective customers 

ü Copies of tax returns for the past three years for each owner (personal and 

business) 

ü Lease or buy/sell agreements 

ü Legal documents pertaining to the business 

ü Architectural drawings and permits when needed 
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Sample Format for a Business Plan 
  

  

  

  

  

Business Plan for 

  

XYZ Company 

A Paint and Lawn Service Company 

  

1234 Business Lane 

Oakland, MD 21550 

  

  

  

Prepared for 

(Name and address of group or lending institution) 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Owners: name of owner(s) 

   address 

     city, state, zip 

  

Phone:  (xxx) xxx-xxxx 

Cell:      (xxx) xxx-xxxx 

  

Email:  xxxxxxxxx@xxx.xxx 
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XYZ Company 

Business Plan Summary 
  

XYZ Company will provide residential and commercial services that include, but are 

not limited to, lawn maintenance and painting services, with an emphasis on excelling 

in customer service. There is a growing market potential for this small service 

industry.  The local growth of tourism, building, and construction activities, as well as 

residential and rental property increases, all bode well for customer-oriented small 

business. And demands continue to rise. We will provide timely and personalized 

service to a customer base that is frequently heard complaining of slow, impersonal 

response, or no response, to requests for small projects or jobs. Our competitors 

seem to have outgrown the individual customerôs needs. We will fill that niche. 

We will balance our residential and commercial customer base to be able to provide 

timely, quality, competitively-priced services, as well as provide year-round 

employment for our employees. We will deliberately seek long-term, slow, consistent 

growth of our client base, available services, employee growth, profits, and improved 

quality of equipment and corporate infrastructure. We believe this will provide the best 

service to our customers and employees, and provide better long-term results. 

The principles involved are highly-qualified with many years of experience specific to 

personnel management, fiscal responsibility, real estate and rental markets, general 

labor, and providing services ï safety, security, project management, office 

management, and customer service. They have combined experience exceeding 26 

years and a wide range of diversity, including personnel supervision of up to 75 

employees, capital equipment purchases, oversight  of $1.5 million budgets, supply 

purchasing and distribution, cost center tracking, training, and general management.  

(Appendix A) 

We project, based on the last three yearsô tax records available (Appendix B), that the 

first year of operation will have gross billings of $165,000 with projected growth of 10-

15% during the first year and 5% growth for subsequent years. These estimates are 

based on the fact that the current owner has been downsizing the business with the 

goal of retiring. 

We are requesting financial assistance totaling $xxxx.xx. The owners will provide 

$xxxx.xx of their own funds for a total of $xxxxx.xx needed to establish this business. 
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XYZ Company 

Business Plan Details 

   
Customer service complaints are getting more and more publicity, even in TV 

commercials. In Garrett County, known for its friendliness and inviting nature, there 

are complaints that the small job request is put on the back burner or totally ignored in 

favor of high-end requests for services. It is expected that the growth of second 

homes, as well as the growth of full-time residents in the area, will continue, although 

perhaps not at the current rate. There is now a need, and will continue to be a need in 

the future, of small businesses that put the customerôs needs first, regardless of the 

size of the job. XYZ Companyôs mission is to provide true customer service with lawn, 

painting, and other related services to meet the needs of this area. 

Operating Plan: When we receive a request for service, the first step will be to return 

the customerôs call as soon as possible, preferably within 1 to 2 hours of initial 

contact. We will ascertain the services requested and arrange a time to meet and 

perform an estimate. During the site visit, we will obtain specifics about the 

job/service requested and inform the customer of the approximate date an estimate 

will be completed (variable due to complexities, supplies/equipment required, etc.). 

The General Manager (GM) will finalize and submit the estimate for the customerôs 

review. If accepted by the customer, an estimated start date will be provided. If 

refused, a follow-up call or visit will be made to clarify the job parameters and to 

ensure the estimate is accurate and clear.  Materials/equipment and personnel will be 

purchased/rented and scheduled as the start date nears.  The customer will be 

informed of any unexpected issues or schedule changes immediately. At job 

completion, the customer will be invoiced pursuant to previously agreed upon terms 

of payment. Follow-up on collections will take place when necessary. 

The GM and the service division foremen will communicate openly regarding 

personnel, job scheduling, and material requirements to allow for smooth operation 

transitions and timely customer service, and to minimize non-productive personnel 

time and activities. The GM and foremen will also compare prices, quality of goods, 

dependability of goods, and reliability of suppliers to obtain cost-efficient quality goods 

to meet the customer needs and allow for accurate estimating of costs. The GM will 

perform visits during job performance and completion to ensure customer satisfaction. 
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Schedule: 

ü Secure contract for purchase of land and buildings  

        Appendix X    Oct 00 

ü Secure financing from banking institution  

        Appendix Y    Nov 00 

ü Identify closing date on business transactions  

ü Estimate      Dec 00 

üObtain required insurances; workerôs compensation, 

     auto policies, liability, building, equipment, and 

     loan/mortgage (life) insurance   Dec 00 

ü Business formation    Dec 00 

ü EIN number for corporation   Dec 00 

ü Establish payroll and general operating checking accounts Dec 00 

ü Set up office, files, computer, accounting (QuickBooks) programs Dec 00 

Daily Operations: Normal hours of operation will be from 8:00 a.m. to 4:30 p.m., 

Monday through Friday, for employees. Adjustments due to weather or workloads will 

be announced to employees as soon as possible. Office hours will be 8:00 a.m. to 

5:00 p.m. or as needed. There will be call forwarding on the business phone when out 

of office during normal office hours so customers will still reach a person when calling.  

Voice mail will be utilized for after hours. Emergency numbers will be available to 

employees to reach the foreman and/or the GM. Emergency numbers for current 

customers will also be available. 

Business accounts will be established with local paint and hardware suppliers, 

gasoline stations, and lumberyards as needed, and credit cards will be issued to key 

personnel to allow ease of obtaining necessary support/job items as needed. The GM 

will monitor, control, and limit usage. 

Equipment: Current equipment that will convey to the business includes (list 

equipment). Any additional equipment purchases will be prompted by mechanical 

failure, expansion of services, increase in personnel, or replacement. One additional 

vehicle will be necessary for the lawn services division in the summer of 2001. Paint 

and lawn supplies will be purchased as needed for each job or project. 

Suppliers: Local retailers and wholesalers will be utilized as much as possible. Paint 

suppliers include Sherwin Williams, Lowes, Manor Home Builders, and Naylorôs 

Hardware. Lawn care supplies and fuel can be supplied by local service stations, 

Manor Home builders, Naylorôs Hardware, Southern States, Lowes, and Agway. 

There are also several other local suppliers of mulch, fertilizer, and seed that will be 

utilized pending price comparisons, reliability, and dependability. For repair and non-

owner maintenance of equipment, the previously mentioned vendors can provide 

repair service, and there are some local independent repairmen also available. 
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Inventory: Minimal inventory will be maintained. Common, multiple, and low-usage 

items not specific to a particular job/customer, such as paint thinner, Japan dryer, or 

multi-unit common paint colors for specific customers will be maintained in small 

quantities. High and low limits will be established as needed.  When work estimates 

are performed, they will include an estimate of materials required, colors, and 

quantity. Items will be purchased as job start date nears to ensure availability. If not a 

custom color, any excess can be returned to the retailer. If a partial gallon remains, it 

will be marked and left with the customer for touch-up use. 

Contingencies: Negative impact events that could possibly occur include, but may 

not be limited to, the following: motor vehicle collision with resultant injuries or death, 

vehicle and/or equipment loss, workerôs compensation event, customer liability event, 

liability lawsuit, structural fire, theft/loss of equipment, death of a principle, and major 

equipment failure. Most of these events are covered under various insurances we will 

carry. Life insurance on the principles will cover the loan amount to allow the 

corporation to continue without the overhead of the loan. Major equipment failure 

would require replacement purchase, possibly requiring a purchase loan depending 

on cost and when the failure occurred. Economic downturn would reduce some 

service customers, but the lawns will continue to grow and require service. A large 

amount of our customer base is related to the tourist industry around Deep Creek 

Lake, and the owners of the rental units will still require paint and lawn services to be 

competitive for the tourists that will still continue to vacation in the area. The large 

estate/home owners would probably minimally reduce the services they require. 

Administrative Plan: XYZ Company will be a service-industry company utilizing 

columnar/divisional management methodology. There will be a lawn services division, 

a paint services division, a special project division, and an income property division. 

Other divisions can be added as necessary to meet future expansion needs. Mr. 

Smith will be the General Manager (GM) and oversee day-to-day operations, sales, 

purchasing, fiscal, and payroll management. The lawn and paint service divisions will 

each have a foreman who will report to and assist the GM in preparing estimates, 

daily schedules, supply orders, equipment maintenance, and oversee daily operations 

in his/her respective area. Special projects will be assigned as appropriate by the GM 

based on skill requirements, personnel availability, and the nature of the project.  

Management Team: Appendix A includes the complete resumes of the principles.  In 

summary, Mr. Smith (GM) has over twenty years of organizational and personnel 

management experience. This includes formal supervisory and management training, 

fiscal responsibility for a $1.5 million budget, capital equipment purchases, eight 

years in security management, two years of OSHA experience, and loss/theft 

inventory control. In addition, he has twenty-five years of general maintenance 

procedures experience. 
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Staffing: Staff requirements initially will include a foreman for the paint service 

division and one for the lawn service division. The current employees in these 

positions have two to three years of experience and have agreed to remain in the 

employ of XYZ Company. The paint division will require one intermediate-skilled 

painter and one painterôs helper. One part-time bookkeeper will be hired in January 

2001 to assist with office/computer/filing work. An accountant will be utilized quarterly 

to review/audit financial reports. A CPA will be utilized on an annual basis to prepare 

tax forms and file other paperwork required for the corporation. 

Facilities: XYZ Company will be located at 1234 Business Lane, Oakland, MD 

21550. The office building is 44ôx 28ô, which includes three offices, a reception area, 

1.75 baths, a full kitchen, a work area, and a utility/storage room.  The work building is 

a 60ôx 40ô metal pole building with two 16ô high garage type doors, a heated floor, and 

built-in drainage. Both are located on approximately 1.1 acres of land and were 

constructed in 2002. The location was selected due to availability, potential 

expansion, commercial business zone status, convenient location, work-building 

capacity and flexibility, and income potential of commercial office space. 

Financial Plan: The principles of XYZ have income sources of $xxxx.xx that will 

provide for stability during the initial start-up phase of the corporation. Mrs. Smith 

works full-time for ABC Company and has a monthly salary of $1,300. Both Mr. and 

Mrs. Smith receive full retirement and medical benefits at no cost, which greatly 

reduces their personal monthly expenses. 

There will be approximately two weeks (depending on settlement date) of salary and 

maintenance expenses that XYZ COMPANY will incur for the year 2000. The 

company will have limited start-up costs, including legal fees of approximately $500, 

$500 for MHIC licensing of XYZ COMPANY, utility change-over fees of approximately 

$400, and new vehicle identification signs of $750. No additional start-up costs are 

anticipated at this time. Mr. and Mrs. Smith will provide approximately $20,000 as 

start-up operating funds to cover start-up and other expenses until accounts 

receivable begin coming in under XYZ Company. (Appendix H ) 

Our projected 2001 income and expense sheet is attached as Appendix I. These 

figures are based on the following facts and assumptions: 

ü Current contacts through Mrs. Smithôs employment will include a continuation of 

painting of rental units and contractor prep work for new construction. In addition, 

snow removal services are anticipated as soon as XYZ Company begins 

operations. 

ü Payroll expenses will fluctuate as business fluctuates. If business is slow, seasonal 

worker expenses will be less than noted; if business is better, seasonal worker 

expenses will be in line with that increase. 

The income and expenses for 2001 are estimated as follows: 

ü A 10% increase in income for the year. 

ü A 3.5% increase in salaries for the year. 
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The only major expenditure anticipated for 2001 is a used service vehicle (truck). The 

estimated cost is $15,000; the monthly loan payment is estimated to be $275. 

Marketing Plan: XYZ Company will develop a marketing plan that includes, but is not 

limited to, pursuing bidding on the countyôs lawn mowing contracts. 

XYZ COMPANY will offer paint promotions via mailings or newspaper ads.  XYZ 

COMPANY will also establish an e-mail database, particularly for those customers 

who have second homes in this area. If determined as a feasible marketing tool, a 

website can be developed at a later date. 

All marketing efforts will stress customer service, timeliness, and competitive pricing.  

We also intend to ensure that when a customer calls, he/she will actually speak to 

someone, not an answering machine, and all messages will be returned promptly. 

This seems to be a common complaint amongst customers in the local area, due to 

the high demand and a limited number of service companies. 

We project that, using a three yearsô average of past gross billings, we will be able to 

increase gross sales by 10-15% the first year and approximately 5% in consecutive 

years. This increase will allow us to convert the seasonal employee positions to full-

time positions, as well as increase the possibility of adding additional employees as 

we grow. 
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APPENDIX ñBò 

 
Document link:  http://www.dat.state.md.us/SDAT%20Forms/nameappl.pdf.  
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APPENDIX ñCò 
 

Document link: http://forms.marylandtaxes.com/current_forms/cra.pdf.  
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