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SMALL BUSINESS WORKSHOP

Important Information

The material provided in this presentation is for informational use only and is not intended for financial or
investment advice. Bank of America Corporation and/or its affiliates assume no liability for any loss or damages
resulting from one's reliance on the material provided. Please also note that such material is not updated regularly
and that some of the information may not therefore be current. Consult with your own financial professional
when making decisions regarding your financial or investment management.

Bank of America and its affiliates do not provide legal, tax or accounting advice. You should consult your legal and
or tax advisors before making any financial decisions.

All third party trademarks, service marks, trade names and logos referenced in this material are the property of
their respective owners.

©2023 Bank of America Corporation.
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SMALL BUSINESS WORKSHOP

Agenda

\/ Starting a Small Business

* |dentify the key components of an entrepreneurial mindset and understand how that can help launch/grow a small
business; understand the basic types of business structures and the main elements that go into creating a business
plan
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1 - IMPORTANT CONSIDERATIONS BEFORE STARTING SMALL BUSINESS WORKSHOP

Are You Ready?

Personal Life

Professional Experience

Financial Health

Education Resource Center Vi



1 - IMPORTANT CONSIDERATIONS BEFORE STARTING SMALL BUSINESS WORKSHOP

Are You Ready?

Education Resource Center




1 - IMPORTANT CONSIDERATIONS BEFORE STARTING SMALL BUSINESS WORKSHOP

Are You Ready?

PROFESSIONAL FINANCIAL PERSONAL

Do you have experience in the field in

: L . Can you start out slowly while keeping your Can you and your family live without the
which you are considering starting your . . . : :
. current job or working part-time? certainty of a steady income?
business?
Have you been saving for this day by
Do you have a mentor who can provide developing thrifty habits and building a Are you and your family committed to
you with support and give you honest financial reserve that will see you and your the long hours and intense focus
feedback? family through a period even longer than required to start a new business?
your expected start-up phase?
. Starting a new business may remove
Do you have a support network of other Have you made sure that your medical, 5 . Y :
L . . you from the professional and social
entrepreneurs you can learn from and disability and life insurance coverage is : :
: : . network of your current job. Will you be
with whom you can share your ideas? in place?

comfortable going it alone?
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1 - IMPORTANT CONSIDERATIONS BEFORE STARTING SMALL BUSINESS WORKSHOP

Are You Ready?

Employee Mindset Entrepreneur Mindset
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1 - IMPORTANT CONSIDERATIONS BEFORE STARTING

Are You Ready?

SMALL BUSINESS WORKSHOP

EMPLOYEE MINDSET ENTREPRENEUR MINDSET

Takes what someone gives you

Gets paid for being present during set hours

Assumes lower emotional and financial risks

Not obligated to promote their company

Understands a job

May get reprimanded for failure

Education Resource Center

Go and get it

Knows operating hours are not 9-5

Assumes higher emotional and financial risks
Must attract others to their vision/product/service

Understands a business as a whole

Accepts setbacks, realizing that failures will come up on the path
to success
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Objectives

2

Components of
a business plan
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2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Build a Business Plan




2 — COMPONENTS OF A BUSINESS PLAN

Components of a Business Plan

* Executive Summary

* Company Description
 Competitive Analysis .
e Leadership and Organization

e Product Line or Service

Education Resource Center

Marketing Plan
Sales Strategy
Funding Request

Financial Projections

SMALL BUSINESS WORKSHOP
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URL: https://bit.ly/38HA8AX

Use your phone’s
camera to scan the
QR code.
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2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Things to Remember About the Executive Summary:

* |t’s a snapshot of your business

* Keep it a few sentences to one page
in length

* Make it easy to understand
* Consider writing this section last

. -~
Education Resource Center



2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Questions to Answer in the Executive Summary

* What are your goals and objectives? What do LR SRS
you hope to accomplish? Coecia Somare
e What is your motivation? - <

 Who is your target market?

 Whatis your value proposition?
What’s unigue about your business?

* Whois your competition?

Education Resource Center 16 //?/



2 — COMPONENTS OF A BUSINESS PLAN

Questions to Answer in the Executive Summary

* How will you get your target
market to buy from you?

 What funding will you need?

* How profitable will you be in one

vear? Three? Five?

Education Resource Center
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2 — COMPONENTS OF A BUSINESS PLAN

Company Description

Include the following in the Company
Description:

e Your company’s history and your relevant
experience

e Description of the industry you will serve (current
and longer-term outlook)

* Description of your target audience

* Explanation of how your product or service meets

your customers’ needs

* Your company’s key differentiators

Education Resource Center

Business
name

Employer
identification
number

SMALL BUSINESS WORKSHOP
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Business
license Business phone

number



2 — COMPONENTS OF A BUSINESS PLAN

Company Description

Names and numbers:

* The name of your business

Employer identification number

Relevant business license numbers

* Business phone number

Education Resource Center
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2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Competitive Analysis

Research your market. Then research your
competitors and provide an objective summary
of their:

*  Market share
*  Yearsin business
e  Customer demographics

*  Positioning in the marketplace

*  Products and price
* Key differentiators

e Strengths and weaknesses

Education Resource Center 20 /’?/



2 — COMPONENTS OF A BUSINESS PLAN

Leadership and Organization

Include the following in the Leadership
and Organization section:

*  Profiles of your board members and
management team

* Organizational structure
* Legal structure

Education Resource Center
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Profiles of Board Members and Management Team

L
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2 — COMPONENTS OF A BUSINESS PLAN

Organizational Structure

o o
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2 — COMPONENTS OF A BUSINESS PLAN

Legal Structure

DESCRIPTION

Sole Proprietorship

Owned and run by one person; you pay taxes on
business income as part of your personal return.

Partnership (General or Limited)

Each partner must include their share of partnership
income, gain, loss, deductions, etc., on their own

tax return.

Limited Liability Company (LLC)

A business structure with the tax characteristics of a
partnership or sole proprietorship, but members
cannot be held personally liable for the company's
debts or liabilities.

Education Resource Center

PROS

Easy; no paperwork; no special
regulations.

No paperwork; can continue if one
partner retires or dies.

Easy to operate; must file with the
state; the LLC does not pay taxes;
profits and losses go through owner’s
tax returns.

SMALL BUSINESS WORKSHOP

CONS

You are responsible for all the
company’s debts and liabilities,
putting your personal assets at risk.

General partners are responsible for
the company’s assets and liabilities.
Limited partners are liable for the
money they put in.

Some states charge LLCs an annual
tax or various fees.



2 — COMPONENTS OF A BUSINESS PLAN

Leadership and Organization

Include the following in the Leadership
and Organization section:

*  Profiles of your board members and
management team

*  Organizational structure
* Legal structure

Education Resource Center
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2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Product Line or Service

Explain the details of your product
or service:

*  What your product or service is
* How it will meet customer needs

* How longitis expected to last

 History of the product and anticipated future
opportunities or barriers

Patent filings, copyright concerns and
intellectual property information

Education Resource Center 26 /,?/



2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Marketing Plan

Your Marketing Plan should focus on: COCLOOLLOLLLLOLLL

* Market penetration
M;rkz,ﬁné, Plan

e Growth S

8 M r————
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o Mo

o Lo

e Channels

e Communication

Education Resource Center




2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Tips for Using Social Media

Social media can be a powerful
marketing tool. Here are some tips for
creating a strong presence:

e Usevideo
 Show behind-the-scenes footage

e  Share content from other small businesses

 Engage with your followers
*  Empower influencers/brand advocates

° Make announcements

Education Resource Center 28 //?/



2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

How to Keep Business Moving
and Network on Social Media

Social media has become an important
way to stay connected with customers.

Here are some opportunities to consider:

* Understand your goals and sales funnel: awareness,
consideration, conversion

v —

e Build your social community
* Brush up on social marketing best practices
* Explore new or different digital channels like podcasts,

YouTube and influencers

Education Resource Center 29 /,?/



2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Sales Strategy

When documenting your sales

strategy, consider:

* Will you use a sales force?

* How will you get your product to your
customers?

 How much will you sell your product for? What
will it cost to make? When will you bill your
customers?

 What are your projected sales for the next one,
three and five years?

Education Resource Center




2 — COMPONENTS OF A BUSINESS PLAN

Funding Request

If you are planning to ask for financial
support, include the following in your
business plan:

*  Amount requested (short- and longer-term)
» Type of funding (debt or equity)
* The terms you require

* Explanation of how you will use the money

Visit Bank of America’s Small Business credit and
funding resource:

https://www.bankofamerica.com/smallbusiness/resources/
category/credit-and-funding/

Education Resource Center
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https://www.bankofamerica.com/smallbusiness/resources/category/credit-and-funding/

2 — COMPONENTS OF A BUSINESS PLAN

SMALL BUSINESS WORKSHOP

Financial Projections

Your plan should contain these financials:

e (Cash flow
* Profit and loss

e Balance sheet

Education Resource Center
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2 — COMPONENTS OF A BUSINESS PLAN

Cash Flow Glossary: Five
Terms You Should Know

* Break-even point

* Burnrate

e Cash conversion cycle
e Cash flow budget

* Negative cash flow

Education Resource Center
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2 — COMPONENTS OF A BUSINESS PLAN

Managing Cash Flow

Maintaining a healthy cash flow can help
ensure that you have cash available for
your needs today and in the long term.
But how do you do it?

» Forecast expenses and earnings
* Track net cash flow
* Assess cash flow — is it healthy?

Resource: https://www.bankofamerica.com/smallbusiness/
resources/category/cash-flow/

Education Resource Center

Accounts
Payable

SMALL BUSINESS WORKSHOP

Accounts
Receivable



https://www.bankofamerica.com/smallbusiness/resources/category/cash-flow/

2 — COMPONENTS OF A BUSINESS PLAN SMALL BUSINESS WORKSHOP

Strategies for Boosting
Cash Flow

* |mprove inventory management
* Collect receivables promptly

* Manage cash wisely

* Optimize accounts payable

* Take steps to prevent fraud

* Get help from your banker

Education Resource Center 36 /,?/
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2 — COMPONENTS OF A BUSINESS PLAN

Balance Sheet

Education Resource Center
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2 — COMPONENTS OF A BUSINESS PLAN

Components of a Business Plan Recap

* Executive Summary

* Company Description
 Competitive Analysis

* Leadership and Organization

e Product Line or Service

Education Resource Center

Marketing Plan
Sales Strategy
Funding Request

Financial Projections
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SMALL BUSINESS WORKSHOP

Objectives

3

Taxes and other
financial issues
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3 — TAXES & OTHERS

SMALL BUSINESS WORKSHOP

Why and How to Keep Your Personal and

Business Finances Separate

Why?

e Liability protection

e Building business credit history (and qualifying for
financing)

e Streamlining accounting
* Better recordkeeping

e More-relevant account features

Education Resource Center

How?

* Select the right business structure
* Obtainan EIN

* QOpen a business bank account

e Consider a business credit card

* Keep accurate books

4 “



3 — TAXES & OTHERS SMALL BUSINESS WORKSHOP

You are Responsible for Paying Taxes on
Your Small Business

stmta sSmfa Smta stmte

April June September January

15 15 15 15

Use the IRS Form 1040-ES to help
you estimate your quarterly taxes.

Education Resource Center 82 7



3 — TAXES & OTHERS

Five Helpful Tips for Tax Season

Get organized
X * Schedule quarterly payments

* Separate your personal from your business
bank accounts

* Digitize receipts
* Have a savings account specifically for taxes
* Keep detailed notes

Use technology

* Save time and eliminate unnecessary paper
and clutter by using accounting software to
reconcile your business account

=

* Checking accounts and financial records can
also be linked to tax software

Hire someone
* Using a professional may save you money in the long run

* Tax preparation fees are tax deductible
Education Resource Center

SMALL BUSINESS WORKSHOP

Ask questions

Don’t rely solely on an accountant to manage
your taxes. Ensure you understand some of
the foundational information that can impact
your business, such as the pros and cons of
hiring contractors vs. employees, and special
deductions you can take.

Stay informed
* Keep up with industry news

* Visit the small business tax center at
WWW.irs.gov

* Get small business news and tips:
WWW.sba.gov



http://www.irs.gov/
http://www.sba.gov/

3 — TAXES & OTHERS SMALL BUSINESS WORKSHOP

Insurance |Is a Safety Net for Your
Small Business

e Liabilit

y Business
e Commercial auto insurance
 Errors and omissions (E&QO)

* Business interruption

Education Resource Center 44 ”7/



3 — TAXES & OTHERS SMALL BUSINESS WORKSHOP

Things to Consider When Getting
Business Insurance

 Use an insurance broker BUeiness
usin

e Understand exclusions insurance

e Buy as much as you can afford

e Consider the deductible

* Hire alawyer if your claim is denied

Education Resource Center 45 ”7/



3 — TAXES & OTHERS SMALL BUSINESS WORKSHOP

Key Takeaways

Take inventory of your professional, 3 Small business owners are responsible for

1 financial and personal situation prior to paying taxes on their business. Be sure to factor
starting your business to assess taxes into your budget and remember to pay
whether you are ready to take the leap. them in a timely manner. Also, educate yourself

on what is tax deductible.

2 A business plan documents your 4 Insurance is a safety net for your small
strategy for making your business business. Investigate your options and ensure
profitable. Invest time in writing a you get the coverage that is best for your
thorough and realistic plan. Use your business.

network for help.
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3 — TAXES & OTHERS SMALL BUSINESS WORKSHOP

Questions?
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3 — TAXES & OTHERS SMALL BUSINESS WORKSHOP

Additional Resources

BANK OF AMERICA %7

Finance Operations Insights Stories
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Small Business Resources

dscape — with so much to

ols and information F un d | ng resources
for Black
entrepreneurs

Line of credit vs. business credit card: An overview Should | DIY my business taxes?

BankofAmerica.com/sbr
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