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Dear Friend:

Entrepreneurs and small businesses are helping to create new jobs, develop

groundbreaking technologies and grow Pennsylvania’s economy. In fact,

our economic health depends more than ever upon the contributions of

those hardworking women and men who take the financial risks, who push

back the boundaries, and who create more and more opportunities for the

rest of us. After all, small business is the largest job creator in

Pennsylvania, employing about fifty percent of our state’s workforce.

Whether you are expanding an existing business or starting a brand new

one, you’ll find the Entrepreneur’s Guide to be a reliable and helpful

resource. It clearly outlines all the Commonwealth’s business-friendly

services, from financing programs and technical assistance, to information

about the business registration process.

I also encourage you to make full use of our extensive network of service

providers, including the Small Business Development Centers. This

network is staffed by experienced professionals, who are ready to work one

on one with you to help achieve your business goals. And, don’t forget to take advantage of Pennsylvania’s fast,

flexible and award winning on line resource – the PA PowerPort, located at www.state.pa.us., PA Keyword “Open

for Business.”

In addition to using the Entrepreneur’s Guide, I recommend that you call our Center for Entrepreneurial

Assistance. It’s a toll-free call: 1-800-280-3801. There, you will find expert assistance from our

business-development specialists and advocates, who understand the challenges of starting and running your

own business.

My administration is committed to working closely with Pennsylvania’s entrepreneurs and small businesses.

Together, I am confident we can build a strong and successful commonwealth, full of opportunity and promise

for all.

Sincerely,

Edward G. Rendell

Governor



Dear Friend:

The entrepreneurial spirit has always been a powerful force in building

Pennsylvania’s economy. From small manufacturers to health care

providers, high-tech companies to family-owned businesses, our

entrepreneurs create jobs, encourage innovation and help Pennsylvania

succeed in today’s highly competitive marketplace.

The Center for Entrepreneurial Assistance (CEA) was established within the

Department of Community and Economic Development because small

businesses are so vital to the revitalization of Pennsylvania’s communities.

The CEA is your first stop on the road to starting and growing a successful

business. By connecting entrepreneurs with a network of economic

development service providers, the Center locates potential financial and

other resources, as well as helping you quickly identify state registration

requirements.

The Rendell Administration is working closely with entrepreneurs to help

them achieve the dream of operating a successful business right here in the

Commonwealth of Pennsylvania. That’s why we’re presenting the Entrepreneur’s Guide: Starting and Growing a

Business in Pennsylvania. This invaluable resource connects you to the people, agencies and information

sources that provide answers to your questions about business development and growth.

As an entrepreneur, you are helping to fuel fires of economic growth in the Commonwealth, and creating

opportunities for our diverse communities. Your success is a big part of Pennsylvania’s success. In addition to

carefully reviewing this publication, I urge you to contact the Center for Entrepreneurial Assistance, just a

toll-free phone call away, at 1-800-280-3801.

Sincerely,

Dennis Yablonsky

Secretary, Community and Economic Development
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Checklist for Business Start-Up

The following checklist outlines many of the steps necessary to begin your business. The list is intended to help

you determine where you are right now, and what assistance and information will be required to proceed from

your present position to opening day. Place a check next to those activities you have already completed or do

not apply to your type of business. For those activities you have yet to accomplish, you may want to identify the

source of the assistance as you read through this guide.

� General Start-up Activities

Determine the business you want to start and assess:

a. your qualifications for that business

b. the feasibility of making that business profitable

Conduct research on your industry, target market and competition.

Select a location and analyze it for traffic, parking, customer and delivery access.

Develop a list of all start-up expenses: equipment, furniture, deposits and services.

Identify the cost of each item.

Develop a list of all potential monthly expenses.

Identify all financing resources available at the local, state and federal level and list those most appro-

priate to your firm. Make contacts for information.

Establish a bank account for your business.

Research potential suppliers and investigate credit terms with each.

Develop job descriptions for the individuals you intend to hire and prioritize their hiring.

Investigate all start-up procedures specific to your industry.

Write a business plan that includes your management, marketing, production and financial strategies.

Establish record-keeping procedures for financial management, marketing, personnel, maintenance, etc.

Identify all management assistance resources available at the local, state and federal level and list those

most appropriate for your firm.

Identify an attorney, accountant and insurance professional whose skills will complement your needs.

Secure financing if needed.



2

� Regulations and Requirements

Listed below are suggestions for basic information sources. If you have a question about state regulations that

is not answered below, call the Center for Entrepreneurial Assistance, 1-800-280-3801.

Determine the best type of business structure for your venture. The most common choices are: sole

proprietorship, partnership, or corporation. For registration help, call the Pennsylvania Department of

State, Corporation Bureau, 717-787-1057.

� If your business will be a sole proprietorship and you will be using an assumed name, you must

check the availability of the name you have chosen and register it.

� If your business will be a partnership, draw up your partnership agreement. If the partnership will be

using an assumed name, register the fictitious name.

� If your business will be a corporation, file Articles of Incorporation.

If you will employ one or more people, obtain federal, state and local forms:

� Federal Income Tax and Social Security Tax withholdings: contact the Internal Revenue Service,

1-800-TAX-1040 for information; and 1-800-TAX-FORM to order forms or publications.

� Insure your workers’ compensation liability by purchasing a workers’ compensation policy through an

insurance company or from the State Workers’ Insurance Fund, 570-963-4635, or by securing

approval for membership from a certified group self-insurance fund, if one operates covering your type

of business. Additionally, larger businesses that have been operating for three or more years may

apply for approval to individually self-insure liability with the Pennsylvania Department of Labor and

Industry. For more information on group or individual self-insurance, contact 717-783-4476.

� Unemployment Compensation: request the PA-100 Enterprise Registration Form and Instructions by

calling 1-800-362-2050. You may also download a copy of the PA-100 from the Pennsylvania Depart-

ment of Revenue’s web site at www.revenue.state.pa.us or register on-line at

www.paopen4business.state.pa.us.

Obtain a Federal Employer Identification Number (EIN) from the Internal Revenue Service. For informa-

tion on the EIN, contact the Internal Revenue Service at 1-800-TAX-1040. To request an EIN application

(Form SS-4), call 1-800-TAX-FORM or visit www.irs.gov.

Determine if your business is required to collect sales tax. Refer to the blue pages in your telephone

directory (under State Government) for the nearest Pennsylvania Department of Revenue District Office in

your area. If sales tax is applicable, request the PA-100 Enterprise Registration Form and Instructions.

Contact the Pennsylvania Department of Labor and Industry to make sure your building has an occupancy

permit and that it complies with the Fire and Panic Regulations and Universal Accessibility Standards. To

verify an occupancy permit, call the File Research Section of Labor and Industry, 717-787-4382. For

compliance questions, call the Buildings Section of Labor and Industry at 717-787-3806 and speak with a

plan examiner. For buildings located within the city limits of Philadelphia (215-686-2467), Pittsburgh

(412-255-2181) and Scranton (570-348-4193), call the appropriate city code enforcement office.

If your business will be serving food or beverages, contact your local health department and the Pennsyl-

vania Department of Agriculture regarding registration or licensing procedures. Refer to the section on

Business Requirements and Regulations.

If your business derives its income from Internet sales and services, there are no special registration or

licensing procedures required by the Commonwealth. The same requirements that apply to all other types

of business such as business name registration, tax regulations, business structure election, employment

responsibilities, etc. on this checklist apply to technology based companies. Also, be sure to review the

License and Permit Requirements section of this Guide. For clarification on sales tax issues call the

nearest Pennsylvania Department of Revenue District Office.
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Check with the local municipality (city, borough or township) concerning zoning requirements and any

required local licenses and permits.

Check with federal, state and local government (city, borough, township or school district) agencies

concerning their tax laws and business requirements.

� Potential Resources

In addition to resources listed in this publication, the following sources of information can be helpful:

� Commonwealth of Pennsylvania web site: www.state.pa.us

� Telephone directories

� Directories of trade associations

� Trade association research offices

� Trade shows and trade show directories

� Trade and industrial publications and data bases

� State, national and international directories of manufacturers

� Chambers of Commerce

� Local economic and industrial development agencies (see your telephone directory)

� Census data (state and local libraries)

� Annual reports

� Industry buyers

� State Library web site: www.statelibrary.state.pa.us

� SBDC's: www.pasbdc.org
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How to Assess Yourself and Your Business Idea

Four basic factors influence a successful business start-up: a qualified entrepreneur, a profitable business idea, a

thorough business plan, and adequate capital. The latter two factors, plan and capital, are subjects of the next

two sections of this guide. Before you proceed, you should assess both your own entrepreneurial skills and the

viability of your business concept. If it is not feasible (profitable) for you and your business concept to succeed,

you will not need to spend time writing a business plan and seeking financing.

� Is Entrepreneurship the Right Choice for You?

Your previous work experience may not have fully prepared you for business ownership. Therefore, before you

can begin your entrepreneurial education, you will need to identify the characteristics of successful entrepre-

neurs and compare them to your own strengths and weaknesses. Many studies have been conducted and even

more articles written on “the right stuff” for being an entrepreneur. A summary of the primary characteristics of

successful business owners follows. Rate yourself with a plus (+) for those traits you already possess, or

minus (-) for those that could benefit from improvement.

Problem-solving: can explore innovative ways to respond to opportunities.

Goal-oriented: can envision a desired outcome, as well as plan and implement the activities required to

achieve it.

Self-confidence: believes in own ideas and abilities, and conveys that belief to others.

Risk-taking: can abandon status quo, explore options and pursue opportunities.

Decision-making: ability to make prudent choices even in a stressful environment.

Persistence: can tenaciously pursue goals regardless of the energy and commitment required.

Communication: can speak, listen and write effectively.

Interpersonal relationships: can understand the wants and needs of others, as well as inspire them.

Leadership: can direct others effectively and empower their performance.

If you gave yourself a minus in any of the traits on the checklist, it does not mean you should give up your entre-

preneurial venture and seek a job in someone else’s business. By making a conscious effort, you can strengthen

weak entrepreneurial characteristics. Begin improvement by reading business magazines and books, enrolling

in educational programs, and seeking out a mentor who exhibits the traits you need most. If you have some

other idea about how to strengthen a weak characteristic, that is good. You possess another characteristic of

successful entrepreneurs—you are creative!

As an entrepreneur you must possess not only the personal traits for success, you must also possess some

degree of expertise in each of the managerial skills required for business survival and growth. Although you can

hire skilled employees, engage qualified consultants, and develop a corporate advisory board, ultimately, it is

you who must determine the strengths and weaknesses of your business, diagnose problems and seek out the

expertise of others. You must learn to wear each of the managerial “hats,” sometimes all at one time. Entrepre-

neurial tasks include the supervision and even performance of financial management, personnel management,

marketing management and production management. If you have not developed the experience necessary to

learn the basic skills of each of these areas, begin now to build them as a mandatory foundation for your

business.
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� Is Your Business the Right Choice for Your Customers?

Once you have decided that it is feasible for you to be an entrepreneur, begin assessing whether your business

concept is feasible. Many entrepreneurs have plunged into a business without thoroughly evaluating the profit-

ability of their product or service. After expending vast amounts of time and money, they discovered their

business idea was flawed. Failure rates for early stage businesses often exceed 50 percent, so take the time to

test the validity of your concept against the following characteristics of a feasible business:

The product or service satisfies the needs of the prospective customer, not simply the desire of the

business owner.

The product or service has an identifiable advantage over competitive sources. The advantage is of signif-

icant relevance to the customer.

The quality of the product can be maintained to a level that encourages customers to make repeat

purchases.

There are a sufficient number of customers in the market to support an additional competitor.

The product or service is compatible with existing beliefs, attitudes and buying habits of prospective

customers.

The benefits of the product or service are easily communicated to the target customers.

The price of the product or service is within an affordable range for the intended customers.

Cost-efficient methods of targeted communication exist between the seller and the potential buyers.

Projected sales potential, based on the number of customers and their average expenditure for the

product, is sufficient to generate a profit after all expenses are paid.

Sufficient sales can be generated during peak months to support the business expenses for the entire

year.
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How to Write a Business Plan

Like all entrepreneurs, you will need to do a great deal of research before opening your business. Writing a

business plan, a document that clearly describes your vision of all the details of business operation, is recom-

mended. The plan allows you to apply your research to your decision-making. Although a business plan is time

consuming, it is important to business success. Completing the plan forces you to examine all decisions of

management, marketing, personnel and finance in an objective and organized way. Another important benefit

of the planning process is that you will project the amount of financing needed for start-up and the early stages

of your business. The plan will, therefore, become a useful tool in securing capital before start-up. Then the

plan becomes your owner’s manual guiding your daily operation and activities.

Among other things, the business plan describes the products and services you will sell, the customers to whom

you will sell them, the production, management and marketing activities needed to produce your offerings, and

the projected profit or loss that will result from your efforts. A complete outline of the content of the plan is

supplied below. When you adequately cover all of the outline elements, your business plan will provide answers

to these questions:

� Who are you? A personal resume outlining the education and experience that will allow you to start and

manage your business successfully.

� What are you going to do? A description of your business concept, the products and services you will be

providing, the market which you will serve, where you will be located, how much money you will invest and

how much additional money you will need (if any).

� Where are you going? The short- and long-term goals you have set for your business.

� How are you going to get there? The strategies that will allow you to meet your financial responsibilities,

compete with others in the marketplace, learn new management skills, communicate with your customers,

etc.

Business planning is an ongoing activity. Existing businesses, as well as start-up firms, benefit from writing and

updating their goals, plans and activities. Although plans differ in some content elements depending on whether

the firm is a retail, manufacturing, distribution or service enterprise, the following outline should provide a solid

framework for preparing your business plan. Brief explanations are provided in each section, but if you have

questions about the application of the outline to your particular business, contact the Small Business Develop-

ment Center (SBDC) (www.pasbdc.com) or Service Corps of Retired Executives (SCORE) (www.score.org)

Chapter in your area. Refer to Section IV, Pennsylvania Resources Section for contact information.
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The Business Plan

� Title Page

All contact and ownership information is included on the title page. Some entrepreneurs like to add a very

brief business description, slogan or mission statement.

a. Business name, address, telephone, e-mail and web site

b. Name of owner(s)

� Table of Contents

Include a list of all sections of the business plan and the appropriate page numbers. Graphs, diagrams and

other visual representations should also be identified. Items included as exhibits at the end of the plan

(example: owner resume) should be clearly identified so that the reader can reference them while reviewing

the plan.

� Mission Statement

The mission statement should describe why your company exists in the marketplace. Some companies use

this statement as a foundation for management decision-making, and publicly display it on promotional

literature and in the place of business. Many entrepreneurs find it useful to make the mission statement

brief and general enough to allow potential growth of product lines and services. Consider the difference

between describing yourself as a company in the “automobile” business, and a company in the “transporta-

tion business.” The mission statement is usually not changed for five years or more and so it is important for

it to adequately portray your firm’s identity and philosophy.

a. Description of company purpose

b. Identification of those served

� Executive Summary

An overview of the content of your business plan allows managers, strategic partners, investors or lending

agencies to quickly grasp your concept and business direction, so that as they read the pages that follow,

they have a clear idea of your intentions. Because the plan encompasses so many activities, the reader

could fail to extract the owner’s view of the most important information. You will find many uses for this

summary as you move forward to promote your company, network in the business community and work with

vendors of business products and services.

a. Brief description of the company history

b. Purpose of the plan

c. Goals of the business

d. Description of the products and services

e. Customers

f. Management team experience

g. Amount required from lender*

h. Other sources of funds/collateral*

i. Method of repayment*

(*) Items marked with an asterisk are added to the business plans being used to secure financing.
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� Industry Status

This is the part of your plan that discusses the business environment in which you will be operating. Entre-

preneurs often wish to gloss over this section because the factors are considered external to the company and

uncontrollable. Gathering this information is important, however, because it can help you determine limita-

tions or opportunities impacting your profit. You may even discover information that changes the type of

business you are starting, or the ways in which you expand operations. Be sure to study both positive and

negative factors.

a. National/Regional economic growth or decline

b. Industry outlook

c. Projected opportunities

d. Regulatory environment

e. Technological influences

� Target Market/Customer Base

An error in the determination of your target market(s) will not only adversely affect all other sections of your

business plan, it will most certainly increase your advertising and promotion expense. For some businesses it

is the difference between success and failure. In this section of the plan describe the most likely customers

for your product or service. Who are they? Where are they? When and why will they buy from you? To be

thorough you must also describe the target market between you and the end user of your offerings. For

example, if you are a manufacturer, you may need a retailer or distributor. Without the retailer or distributor

purchasing your product, the end user will never have the opportunity to purchase. You may need promo-

tional literature such as product and price sheets for this “middle” market and you may even need sales

assistance. Overlooking this market could result in underestimated expense.

Often your entire market of purchasers can be divided into segments, or groups of purchasers with common

needs. Segmenting your market allows you to define and describe buyers’ needs and habits as completely as

possible. Accurate information about the size of your market and expected market share helps you predict

potential income.

a. Characteristics of the target market:

� Demographic profile (age, income, sex, education)

� Business customer (industry, size, purchaser)

� Geographic parameters

b. Size of the market/expected market share

c. Market segmentation

d. Customer buying habits (seasonality, quantity, average expenditure)

� Marketing Plan

The marketing plan describes all activities involved in selling. It sets annual sales goals and examines the

competitors’ products and services and how your offerings are unique. Marketing is not simply advertising

and promotion activities. Although these communication elements are extremely important, they are ineffec-

tive if you have not chosen products and services wanted and needed by your potential customers. The

marketing plan should include a complete description of all offerings. Names, colors, assortments and other

details are important to customer choice. If you have multiple products for multiple target markets, this is

the section where those distinctions must be made.

If you are tempted to dismiss competition, ask yourself how your potential customer currently solves the

same problem your offerings are intended to solve. What are the customers’ choices when spending their

financial resources? It can be helpful to develop a matrix that lists all your major competitors, their products

and services, prices, methods of promotion and location. By incorporating your own marketing information

on the matrix, you can identify your firm’s strengths and weaknesses. Your marketing section includes
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customer service policies. Small businesses often have an opportunity to compete with larger firms by

offering flexible, courteous, customer-centered services.

The pricing of your product must consider competition and customer expectations, but it must also

consider all expenses. It is not uncommon for early stage businesses to: (1) believe they can sell at the

lowest price; (2) misunderstand the importance establishing price policies at levels other than the end user

level; and (3) overlook the relationship between pricing and other elements of marketing.

The location element of business planning once focused on a physical business site, customer access to

that site and transportation (logistics) related to the site. With advancements in technology, both start-up

and existing businesses must examine whether the location for interface with customers is a physical

location, cyberspace or both. A web site can be used to simply promote a business and its offerings, or it

can be the actual marketplace where sales are consummated. Web site development, performance, delivery

systems and payment activities are now a necessary part of the marketing plan.

Few businesses exist without advertising expense. The choices of strategy and media are many, but the

choice to eliminate advertising says the entrepreneur can not afford to communicate with customers. A

lack of communication is directly related to a lack of customer spending and a lack of customer spending

critically impairs the business’s survival. Since advertising and other elements of promotion are legitimate

business expenses, they must be incorporated in the price of the products and services.

a. Sales goals

b. Description of all products and services

c. Direct and indirect competition

d. Pricing objectives/methods

� Wholesale and retail

� Discounts and special allowances

� Seasonality in pricing

� Credit terms

e. Location

� Where products/services will be sold

� Web site

� Analysis of advantages/disadvantages

� Plant/store atmosphere

� Transportation

f. Promotion activities

� Advertising

� Public relations

� Publicity

� Trade or business shows

� E-Commerce

g. Packaging

h. Customer service policies

i. Sales training, management and methods

j. Growth strategies
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� Production and Operations Plan

A lack of production and operations planning causes entrepreneurs to underestimate start-up, maintenance

and growth expenses. The decisions in this section of the plan consider the “physical” health of the

business. If the business is started at home, the entrepreneur should set criteria such as income, number of

employees or product expansion that will necessitate moving to a business site. Decisions made in this

section affect the extent of company indebtedness, as well as the collateral of the business when it seeks out

loans or investments.

a. Facility

� Lease or purchase

� Size and floor plan

� Zoning, local regulations, taxes

� Renovation/expansion plans

b. Equipment

� Machines/tools owned/needed

� Lease or purchase

� Maintenance procedures and costs

� Vehicles

� Telecommunications and data

c. Production process and costs

d. Suppliers/credit terms

e. Transportation and shipping access and equipment

f. Scheduling for completion of research and development

� Insurance

By definition, entrepreneurs are risk takers. They launch a new enterprise in a competitive environment with

less than adequate capital and work more hours in the day than their corporate employee counterparts.

Once the decision has been made to become an entrepreneur, risk management becomes a part of the job

description. As a firm grows, the wise entrepreneur develops a risk management program with advice from

an attorney, accountant and insurance agent.

Young firms are vulnerable and protection comes from evaluating and prioritizing risks and insuring against

them. You can start by making a list of the perils your business faces. Identify which are most catastrophic,

such as loss of life, damage to property, employee or customer injury resulting from a faulty piece of

equipment or product. Take action to protect your business against these catastrophes first. Risks differ

related to your industry and specific offerings, and gaps in coverage can occur as the business grows. Your

risk management program should be evaluated annually.

a. Product liability f. Workers’ compensation

b. Personal/business liability g. Unemployment

c. Business interruption h. Fire

d. Vehicle i. Theft

e. Disability
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� Management and Human Resources Plan

The people in any business are an important and expensive resource. Before developing this section of the

plan, the entrepreneur must identify how the business will grow and what skills will be needed for that

growth. If additional locations are planned, new managers will need to be hired or trained. If growth comes

from development of new products, researchers and engineers may be needed. If growth will result from

selling intensively to a small number of clients who buy on multiple occasions, employees that are capable

of developing good relationships and delivering excellent customer service are needed. The obvious

expense of human resources is salary and benefits. Less obvious is the cost of recruitment, selection and

training when turnover occurs. This section requires knowledge of state and federal regulations governing

employer and employee relationships.

a. Key managers

� responsibilities

� training

� reporting procedures

b. Personnel

� number of full- and part-time employees

� special skills/education required/continuing education

� job descriptions and evaluation methods

� benefits

� wages, commissions, bonus plans

� use of subcontracted personnel

� policies

c. Organizational chart

d. Lists of stockholders and board members

e Amount of authorized stock and issued stock

f. Professional assistance (attorney, accountant, banker, insurance representative, etc.)

� Financial Plan

Books and software packages can be purchased with formatted worksheets to produce the documents you

need for your financial plan. The numbers used for each expense should be as accurate as possible based on

current research. Identify any fluctuations that can be predicted such as increases in raw materials, lease or

utilities in year two or three of your business. Estimate the month and year when additional employees will

be hired and what they will be paid. A break-even analysis helps you understand at what point the business

becomes profitable and allows you to set goals realistically. Without a financial plan you will find it nearly

impossible to interest lenders or investors in helping you start and grow, because you have no facts to back

up your enthusiasm and commitment to your venture.

a. Start-up costs (all one-time expenses such as equipment, deposits, fees, etc.)

b. Monthly expenses (ongoing expenses for lease, insurance, utilities, etc.)

c. Sources and uses of funds*

d. Balance sheets (opening day and projected three years)

e. Projected cash flow (monthly first year, quarterly year two and three)

f. Profit and loss forecast or statement (annual for three years)

g. Break-even analysis

h. Existing business (historical statements for three years*)

i. Personal financial statement of owner(s)*

j. Assumptions used in preparation of financial projections
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� Attached Exhibits
a. Managers’ resumes

b. Advertisements, news articles and other promotional documents

c. Contracts, leases, and filing documents (Fictitious Name, Employer Identification Number, Articles of
Incorporation)

d. Letters of support

e. Pictures of the product or service

f. Marketing research

g. Patents, trademarks, copyrights, license agreements

h. Income tax returns (three years)*

i. Invoices or estimates for facility or equipment purchases*

(*) Items marked with an asterisk are added to the business plans being used to secure financing.

For assistance in developing your business plan contact the Small Business Development Center

(SBDC) (www.pasbdc.com) or the Service Corps of Retired Executives (SCORE) (www.score.org)

Chapter in your area. Refer to Section IV, Pennsylvania Resources Section for contact information.
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How to Finance Your Business

A leading cause of small business failure is inadequate start-up capital. Before you begin your new venture, you

must realistically project not only your start-up costs for such things as equipment, renovations, and promotion,

but also your cash flow requirements for the early stages of operation. It often takes time to build sales levels,

yet rent, utilities and other costs are immediate. During this time, bills are arriving faster than the customers,

cash reserves can help the business survive. Funding needed for start-up and operation of a business is

available in two forms: (1) debt capital - borrowed funds; and (2) equity capital - funds generated through the

sale of stock, or by the investment of the owner.

The terms on repayment of debt capital vary and are negotiated between lender and borrower. Raising capital

through the sale of stock is complex and highly regulated; you should seek legal advice. More than half of all

businesses are started with capital invested by the owner or the owner’s family. Should you decide that your

own resources are insufficient, the traditional sources of financing are: banks, local, state and federal agencies,

and venture capital firms.

In many cases the most fundamental document you will need for a loan application is a business plan, because

it shows the lender your ability to research and envision the establishment and operation of the firm. In the

previous section of this guide, the business plan outline contains several items marked with an asterisk (*).

These items are particular additions for a business plan being used with a loan application. In addition to the

plan, lenders consider several factors in evaluating a business loan:

� Management Experience: your background compared to the skills required for your chosen business.

� Repayment Ability: your realistic projection of business income allows you to maintain loan payments.

� Collateral: your pledge of assets toward business stability and loan repayment.

� Credit: your historic and current record of repayment of obligations.

Obtaining a loan requires preparation and credit worthiness, but a bit of sales ability can help. You will be

competing with many other business owners, and knowing what the lender needs when requesting a loan is just

as important as knowing what a customer needs when selling your product. Many lenders want assurance that:

� You have something at risk in starting and operating this business. (Do not ask them to go out on a limb to

back you if you are not out on the limb yourself. You must have resources committed to your own venture

to secure the support of others.)

� Your proposal is a sound one based on the 5 C’s of credit: capacity, capital, collateral, character, and condi-

tion (industry).

Refer to Section IV, Pennsylvania Resources for sources of financing.
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Worksheet: Start-Up Costs

Start-up costs are those expenses that you will incur before your business opens. They vary according to the

type of business, but this worksheet will help you begin the process of assessing your financial needs so that

your venture is not undercapitalized at the outset.

Deposit, office or building lease $_______________

(Facility/location expense)

Decorating/remodeling/build-out $_______________

(Changes in facility required for business operation)

Furniture/fixtures $_______________

Equipment $_______________

(Production, office machines, security, etc.)

Installation $_______________

(Fixtures, equipment)

Telecommunications/data $_______________

Utilities $_______________

(Installation and deposits)

Initial inventory $_______________

(Stock, supplies for manufacturing)

Office supplies $_______________

Advertising and promotion $_______________

(Business cards, stationery, brochures, grand opening)

Signs $_______________

(Vehicle, interior and exterior for facility)

Licenses, permits and fees $_______________

Insurance $_______________

Legal/professional services $_______________

Working capital $_______________

(Cash reserve for early months of business before sales

are sufficient to pay bills)

Total Start-up Costs $_______________
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Worksheet: Monthly Expenses

Some of your start-up expenses will also become ongoing monthly costs once your firm is in operation. It is

necessary to estimate all of your monthly costs so that you are realistic about the income your firm will need.

This worksheet includes some basic considerations. Completing it will help you and your accountant develop

cash flow projections. In the column adjacent to the monthly expenses, make notes of those that increase or

decrease in particular months.

Monthly Expense Possible Variations

Rent/Mortgage Payment $________________ _____________________

Equipment Lease $________________ _____________________

Maintenance and Repairs $________________ _____________________

Advertising $________________ _____________________

Office Supplies $________________ _____________________

Delivery $________________ _____________________

Postage $________________ _____________________

Vehicle Expenses $________________ _____________________

Legal/Professional Fees $________________ _____________________

Insurance(s) $________________ _____________________

Telecommunications/Data $________________ _____________________

Other Utilities $________________ _____________________

Travel $________________ _____________________

Dues/Memberships $________________ _____________________

Materials $________________ _____________________

Payroll $________________ _____________________

Payroll Taxes $________________ _____________________

Total Monthly Expenses $________________
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Glossary of Financial Terms

accounts payable: money your firm owes to other organizations.

accounts receivable: money other organizations owe to your firm.

accrual basis: financial record-keeping system in which income is recorded when it is earned

and expenses recorded when incurred.

amortization: reduction of debt through installment payments.

assets: cash, property and other resources owned by your firm.

balance sheet: a financial document summarizing your firm’s assets, liabilities and net worth

as of a given point in time.

break-even point: the point at which the amount of your sales income covers your costs.

business plan: a document that describes all management, marketing, financial and

operation activities for your business; often a document required to secure

financing.

cash flow statement: a financial tool that describes moneys coming into and going out of your

business.

collateral: assets pledged toward repayment of a debt.

current assets: cash, inventory, accounts receivable and other assets that will be used in the

operation of the business within one year.

current liabilities: debts which your business will pay within one year.

depreciation: the reduction in value of an asset as the result of use.

equity financing: money contributed to the firm by the owner(s) and investors.

fixed costs: expenses that don’t change regardless of production increases or decreases

(rent, insurance, interest on loans, etc).

gross profit: the result of subtracting the cost of goods sold from sales.

guarantor: the person who makes a commitment to repay a loan if another defaults.

income statement: financial statement showing your firm’s profit or loss within a specified period

of time.

liabilities: amounts owed to others.

line-of-credit: a lender agrees to allow a borrower to draw a pre-specified amount from an

account on an as-needed basis.

net profit: the result obtained when expenses are subtracted from revenues.

operating ratios: expenses expressed as a percent of sales.

owner’s draw: the amount of money taken from the business by the owner.
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profit and loss statement: a statement of the results of business operation for a specified period; the

bottom line shows the net profit or loss of your firm.

principal: the amount owed on a loan (not including interest).

pro forma: a financial planning statement that projects future performance.

receivables: money owed to your firm by its customers.

return on investment: profit generated from investing money in a firm.

variable costs: costs that change as production output changes (raw materials, production

labor, storage and shipping, etc).

working capital: money available to a firm for daily operations.



18

How to Choose a Site for Your Business

Choosing the appropriate site for your business can be vital to your eventual success. Because the start-up

process often involves so many details related to products, services and finances, entrepreneurs can misjudge

the importance of planning the firm’s location. Starting in the home seems inexpensive, or leasing a space close

to home seems convenient, or choosing a site that is inexpensive seems practical. A poor choice on start-up

location can result in added marketing, and moving or facility renovation costs in the future. For some

businesses, location is more important than for others. The wrong retail location, for example, is more critical

than the wrong consulting location.

If you decide to locate in your home, be sure to balance the obvious efficiencies with the image your business

conveys to your customers, suppliers and financial partners. If you determine that location is not a factor in

whether customers will patronize you (a dot com start-up is an example) then your next step is to contact your

local municipality to investigate regulations concerning zoning, signs and parking.

� Checklist for Business Location Analysis

If home is not the best place for your business, the checklist that follows will help you weigh the benefits of

potential locations. Begin by reviewing the list and crossing out the factors that are not important to your

business. Next, add any new factors that apply to your business. Finally, identify at least three potential

locations and consider each of the following factors.

Appropriate zoning for the type of business

Cost of land, building, facilities

Building codes

Cost of utilities (installation)

Availability and cost of utilities (monthly estimate)

Cost of monthly lease or mortgage payment

Cost of renovation or leasehold improvements

Availability and cost of security system

Availability of police and fire protection

Availability of the types of employees needed by firm

Availability of transportation for customers and employees

Occupancy permit requirements

Access for customers with disabilities

Tax structures and payment methods of local and regional government

Proximity/distance from competition

Maintenance costs for property, building, parking area

Expansion potential

Availability/restrictions on parking

Condition of neighboring properties
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Convenient to primary highways

Transportation and availability of raw materials

Convenient to entrepreneur’s home

� Small Business Incubators

Small business incubators are facilities where young businesses can start and grow. Some incubators offer

businesses the opportunity to lease space at a lower than market rate. Most facilities provide tenants with free

or low-cost business counseling and training, and shared office equipment and services. These educational

opportunities and services help reduce costs and increase profits. After the start-up firm is nurtured for the first

few years of its corporate life, it is expected to “graduate” or leave the incubator to move into a business location

in the community. Graduation normally occurs in 3-5 years. Incubators may specialize in the types of firms they

can assist, for example, manufacturing and technology.

� Reasonable lease rates for start-up firms

� Shared financial, management and other services

� Established entrance and exit policies

� Access to capital and other start-up resources

While the Commonwealth does not own and operate incubators, the Pennsylvania Department of Community

and Economic Development has funded facility improvements and programs at numerous incubators. If you are

starting a business, you may want to call an incubator in your area to determine the types of services available.

Examples of incubators are listed below:

Allegheny

Glassport Industrial Center SPEDD. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-672-1331

Armstrong

Industrial Development Authority (www.co.armstrong.pa.us) . . . . . . . . . . . . . . . . 724-548-3288

Cambria

JARI Center for Business Development (www.jari.com) . . . . . . . . . . . . . . . . . . . 814-535-8675

Centre

Chamber of Business & Industry of Centre County (www.cbicc.org) . . . . . . . . . . . . . 814-234-1829

Crawford

Meadville Redevelopment Authority (www.redevelopmentmeadville.com) . . . . . . . . . 814-337-8200

Cumberland

Murata Business Center (www.muratabusinesscenter.com) . . . . . . . . . . . . . . . . . . 717-249-2356

Erie

Enterprise Development Center (www.redeveloperie.org) . . . . . . . . . . . . . . . . . . . 814-899-6022

Corry Industrial Center (www.corryidc.org) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-664-3884

Model Works Industrial Commons . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 814-774-9339

Indiana

Indiana County Small Business Incubator (www.up.edu.incubator.org) . . . . . . . . . . . 724-357-2179

Lackawanna

Carbondale Technology Transfer Center (www.4cttc.org). . . . . . . . . . . . . . . . . . . . 570-282-1255
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Lehigh

Bridgeworks Enterprise Center (www.brigworks.com) . . . . . . . . . . . . . . . . . . . . . . 610-770-1015

McKean

Robert B. Habgood Business Development Center (www.bradfordpa.org) . . . . . . . . . . 814-368-7170

Mercer

McNeilly Business Center (www.gaedc.org) . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-588-1161

Northampton

NET Ben Franklin Business Incubator Center (www.nep.benfranklin.org) . . . . . . . . . . 610-758-5261

Philadelphia

University City Science Center/Port of Technology (www.sciencecenter.org) . . . . . . . 215-966-6000

The Enterprise Center (www.theenterprisecenter.com) . . . . . . . . . . . . . . . . . . . . . 215-895-4000

Venango

Franklin Industrial Complex (www.ficda.org). . . . . . . . . . . . . . . . . . . . . . . . . . . 814-432-4476

Warren

Warren County Industrial Complex (www.wccbi.org) . . . . . . . . . . . . . . . . . . . . . . 814-723-3052

Washington

Donora Incubator (www.mmida.com) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 724-379-9300

Westmoreland

Monessen Business Center (www.co.westmoreland.pa.us). . . . . . . . . . . . . . . . . . . 724-684-3260
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How to Use Technology for Business Development

Small businesses have historically faced greater obstacles in their implementation of management and

marketing techniques, distribution methods and equipment modernization. However, it has become apparent

that small firms are on the forefront of technology utilization and development. Entrepreneurs have embraced

the Internet as a means of buying products for their businesses, selling their own products and services, and

researching information pertinent to business development and growth.

Most entrepreneurs are aware that electronic commerce is revolutionizing business practices and through the

connectivity e-commerce provides, the small firm can compete in both the national and international market-

place. It is estimated that more than half of all small firms are conducting business on the Internet. In many

ways technology is the great equalizer that now allows the small firm to create a positive image, remove the

barrier of geographic location, and promote products to their customers.

According to a report from the U.S. Small Business Administration, entrepreneurs are spending about $1,500 a

year on technology. (If your business revenues were derived from the manufacture of technology products, you

would, of course, be investing more.) The most basic expenses for the start-up firm include: a computer with

modem, monitor, printer, Internet service, and software packages for financial document preparation, word

processing, and presentation development.

Pennsylvania is a leader in developing initiatives intended to jump-start technology businesses, as well as those

firms wishing to make technology an integral part of their operations. The federal government, and both the

education and private sectors, have made available such voluminous resources that today’s entrepreneurs can

become mired in information gathering. The following Internet resources are offered as starting points for the

types of practical information new and growth stage businesses can use:

Business Plan Development

� www.pasbdc.org (Pennsylvania’s network of Small Business Development Centers)

� www.score.org (Service Corps of Retired Executives)

� www.sba.gov (U.S. Small Business Administration)

Business Start-up Forms & Resources

� www.paopen4business.state.pa.us (The Commonwealth’s portal for business start-up and development)

� www.irs.gov (Internal Revenue Service)

� www.fedworld.gov (Central access point for government information)

Marketing/Statistical Information

� www.pasdc.hbg.psu.edu (Pennsylvania State Data Center)

� www.dli.state.pa.us (State and Local Labor Statistics)

� www.stat-usa.gov (Business, economic and trade statistics)

� www.bls.gov (Federal Bureau of Labor Statistics)

� www.sba.gov/advo/research (SBA Office of Advocacy statistics)

� www.fedstats.gov (Federal government statistics)
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Financing

� www.newPA.com (State business financing programs)

� www.benfranklin.org (Financing for technology-oriented companies)

� www.sba.gov (U.S. Small Business Administration financing programs)

Taxes

� www.revenue.state.pa.us (PA Department of Revenue)

� www.irs.gov (Internal Revenue Service)

Suppliers

� www.localPennsylvania.com (Pennsylvania’s business to business directory)

Export

� www.newPA.com (International Business Development)

� www.teampa.com (Export Assistance Network)

� www.pda.state.pa.us (Agriculture exports)
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How to Form Your Legal Business Structure

Once you decide to establish a business, your first consideration will be the type of business organization to use.

Legal and tax considerations will help to determine your final choice, as well as personal needs and the needs of

the particular business. There are three principal kinds of business structures: the sole proprietorship, the

partnership, and the corporation.

There are advantages and disadvantages to each of the legal forms of business you may choose. As an entrepre-

neur you must examine all of the characteristics and consult a knowledgeable legal professional when consid-

ering the formation of your business.

� Sole Proprietorship

Most small businesses operate as sole proprietorships. This is the simplest form of organization and allows the

single owner to have sole control and responsibility. Some advantages of the sole proprietorship are less

paperwork, a minimum of legal restrictions, owner retention of all the profits, and ease in discontinuing the

business. Disadvantages include unlimited personal liability for all debts and liabilities of the business, limited

ability to raise capital, and termination of the business upon the owner’s death.

You should note that a small business owner might very well select the sole proprietorship to begin. Later, if the

owner succeeds and feels the need, he or she may decide to form a partnership or corporation.

� General Partnership

A partnership is similar to a sole proprietorship except that two or more people are involved. Advantages are

that it is easy to establish, can draw upon the financial and managerial strength of all the partners, and the

profits are not directly taxed. Some disadvantages are unlimited personal liability for the firm’s debts and liabil-

ities, termination of the business with the death of a partner, and the fact that any one of the partners can

commit the firm to obligations.

The partnership is formed by an agreement entered into by each partner. This agreement may be informal, but it

is advisable to have a written agreement drawn up between all parties. While no filing is required to form a

general partnership, it may be required to file a fictitious name registration. Refer to the section in this guide on

How to Register Your Business Name.

� Limited Partnership

A limited partnership is a partnership formed by two or more persons having one or more general partners and

one or more limited partners. The limited partners have limited exposure to liability and are not involved in the

day to day operations of the limited partnership. A Pennsylvania limited partnership is formed by filing a Certifi-

cate of Limited Partnership on form DSCB: 15-8511 with the Corporation Bureau, Pennsylvania Department of

State.

� Limited Liability Company

The limited liability company (LLC) is a hybrid between a partnership and a corporation, providing the liability

protection of a corporation, with the advantage of being treated as a partnership. A Certificate of Organization is

required to be filed with the Corporation Bureau, Pennsylvania Department of State, on form DSCB: 15-8913,

accompanied by a docketing statement, form DSCB: 15-134A.
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� Limited Liability Partnership

A limited liability partnership (LLP) is an existing partnership that files an election with the Corporation Bureau,

Pennsylvania Department of State, claiming LLP status, on form DSCB: 15-8201A. The effect of becoming a LLP

is to provide general partners with additional protection from liability.

� Corporation

A corporation is the most complex form of business organization. It is costlier and more difficult to create

because of the paperwork required. Business activities are restricted to those listed in the corporate charter.

However, most corporations list a general purpose clause.

Advantages of a corporation are that liability is limited to the amount owners have paid in to their share of

stock, and the corporation’s continuity is unaffected by the death or transfer of shares by any of the owners.

Some disadvantages are extensive record keeping, close regulation, and double taxation (taxes on profits and

taxes on dividends paid to owners).

To form a corporation in Pennsylvania, you must file Articles of Incorporation, form DSCB: 15-1306, with the

Corporation Bureau, Pennsylvania Department of State, accompanied by a docketing statement, form DSCB:

15-134A.

Foreign (out of state) corporations must submit an application for a Certificate of Authority, form

DSCB:15-4124, accompanied by a docketing statement, form DSCB: 15-134A, to conduct business in

Pennsylvania.

Contact: PA Department of State

Corporation Bureau

206 North Office Building

Harrisburg, PA 17120

717- 787-1057

www.dos.state.pa.us

� Pennsylvania S Corporation

Closely held corporations may elect to be taxed as federal or state S corporations, which permit shareholders to

pay taxes on corporate net income personally, as if it were a partnership. S corporation status is limited to

corporations that have no more than 75 shareholders. A Pennsylvania corporation cannot elect to be an S

corporation unless it has also applied for federal S status.

The first step to becoming a Pennsylvania S corporation is to obtain federal S status by filing Form 2553,

Election by a Small Business Corporation, with the Internal Revenue Service (IRS). Several requirements must

be met before you can elect federal S corporation status. Instructions for Form 2553, Election by a Small

Business Corporation, provide the information on these requirements.

Becoming a federal S corporation does not automatically make a company a Pennsylvania S corporation.

Corporations must file the appropriate forms separately for Pennsylvania.

To apply for Pennsylvania S status, file Form REV-1640 with the Pennsylvania Department of Revenue “on or

before the 15th day of the third month of the taxable year for which the election is made.” When you receive a

copy of your federal notification of approval from the IRS, you must furnish a copy to the Pennsylvania Depart-

ment of Revenue. S corporations are responsible for filing and paying the Capital Stock and Foreign Franchise

Tax.
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Contact: PA Department of Revenue

Bureau of Corporation Taxes, Specialty Taxes Division

Attn: “S” Corporation

Department 280704

Harrisburg, PA 17128-0704

717-783-6035

www.dos.state.pa.us
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How to Register Your Business Name

Any sole proprietorship, partnership, corporation, or other form of association conducting business under a ficti-

tious business name must register this name with the Pennsylvania Department of State. A fictitious name is

any assumed name, style or designation other than the proper name of the entity using such name. These types

of entities include any association, general partnership, syndicate, joint venture or similar combination of

groups of persons.

The surname of a person, standing alone or coupled with words that describe the business, is not a fictitious

business name and need not be registered. For example, “Jones Radio Repair” would not be a fictitious name

because it includes the last name of the owner. However, “Bill’s Radio Repair” is considered to be a fictitious

business name because the owner’s last name is not listed.

The inclusion of words that suggest additional owners, such as Company, & Company, & Sons, & Associates,

makes the name an assumed or fictitious name. For partnerships, the last name of all partners must be listed or

the fictitious name rule applies. For example, if “Moore, Johnson, & Smith” includes all three partners’ names, it

is not considered to be a fictitious business name. If all the partners’ names are not included, then the name

must be registered with the Pennsylvania Department of State.

To register an assumed or fictitious business name, you must file form DSCB:54-311 with the Corporation

Bureau, Pennsylvania Department of State. After registering a fictitious name, you will be required to place an

advertisement in a newspaper of general circulation in the county in which your business will be located and

one in a legal publication or newspaper in that same county. You can identify the legal publication by

contacting the county courthouse or county bar association in the county where the principal office is located.

The Corporation Bureau can also assist you.

The penalty for failing to file a fictitious name registration is that the unregistered entity may not use the courts

of Pennsylvania to enforce a contract entered into using the fictitious name. The failure to register the fictitious

name does not void the contract, but merely prevents such enforcement until registration. The court has the

option of imposing a $500 penalty in these instances where the entity seeks to enforce the contract and subse-

quently registers the fictitious name in an untimely manner.

Contact: PA Department of State

Corporation Bureau

206 North Office Building

Harrisburg, PA 17120

717-787-1057

www.dos.state.pa.us

To Register on-line, visit www.paopenforbusiness.state.pa.us

Registration will be received by the PA Department of State Corporation Bureau.
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How to Apply for an

Employer Identification Number (EIN)

Every employer subject to employment taxes is required to have a federal Employer Identification Number (EIN)

to identify his or her business with the Internal Revenue Service (IRS) and the Social Security Administration.

Some businesses, such as corporations, partnerships, and enterprises that have a qualified retirement plan

(such as Keogh) or pay federal excise tax, are required to have an EIN even if they do not have any employees.

You can apply to the IRS for an EIN by telephone, fax, or mail depending on how soon you need to use the EIN.

The Form SS-4 “Application for Employer Identification Number” and accompanying instructions may be

downloaded from the IRS web site at www.irs.gov or by calling the Forms Hotline at 1-800-TAX-FORM.

Under the Tele-TIN program, an authorized officer or business owner can obtain an EIN by telephone by calling

1-866-816-2065 or, the new IRS Business and Specialty Taxes Hotline at 1-800-829-4933.



28



www.newPA.com

Section II

Growing a Business
in Pennsylvania

G
ro

w
in

g
a

B
u

s
in

e
s

s



30



31

Checklist for Business Growth

Many entrepreneurs are so busy with the initial stages of the business that they do not have time to build all the

managerial skills necessary to growing the young firm. Some skills are learned by doing, but others require

more intentional learning. The Checklist for Starting a Business in this guide includes many skills important

to both starting and growing. (If your growth includes hiring, make sure you review those that outline local,

state and federal requirements for employees.) The following inventory lists some specific skills successful

entrepreneurs have found useful to the development of a small firm as it moves into the growth stage.

� Management

Capacity to envision your corporate future: size and complexity, product lines, and financial position.

Ability to determine the methods of growth that will lead to your vision of the firm.

Ability to structure the firm’s record-keeping system so that growth can be built on the foundation of past

performance.

Understanding methods you can use to keep your knowledge of environmental, legal, and social changes

that could affect business growth.

Ability to interview and hire employees who are qualified to play a role in your vision of the firm.

Ability to discern those tasks that can be delegated; willingness to allow others to take responsibility.

Understanding of business and product life cycles and ability to manage or supervise the management of

changing strategies for life stages.

Knowledge of and participation in the industry you serve.

Knowledge of management information sources and assistance.

� Marketing

Knowledge of how to position your firm in a competitive market so that your customers view your

company and products as unique.

Ability to forecast changes in target markets.

Understanding the ways in which the many elements of marketing are interrelated for impact on customer

purchase.

Ability to analyze advertising impact and perform both a quantitative and qualitative evaluation of media

choices.

Ability to budget marketing by comparing industry standards with your own firm’s competitive and

financial situation.

Capability of predicting customer’s response to advertising strategies and advertisement content.

Knowledge of marketing information sources and assistance.
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� Financial

Development of a strong banking relationship that allows personal attention and timely financing when it

is needed.

Ability to read and interpret financial statements.

Understanding the causes of low profits such as inadequate expense control, high interest, and low sales

volume; ability to analyze the outcomes of these problems.

Establishing prices correctly for industry standards, customer acceptance, profitability.

Capability of calculating key financial ratios and determining trends affecting business growth.

Ability to accurately assess financial needs for growth.

Understanding of the impact of fast growth on each area of corporate operation.

Knowledge of debt structuring.

Understanding of all the methods of cost containment.

Knowledge of sources of information and assistance with financial management.
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How to Hire and Manage Employees

Most businesses today start as self-employment. The entrepreneur chooses the type of business to start,

develops a business plan and secures financing. The business owner may serve as manager, marketer and

manufacturer. If the initial efforts to grow the business are successful, hiring employees becomes a necessity

regardless of how motivated the entrepreneur may be. A single person has 168 hours a week, some of which

must be spent on sleeping, eating, personal responsibilities and family demands. If the entrepreneur dedicates

50 hours a week to the business, the maximum sales volume of the firm has a ceiling of 50 times the number of

dollars per hour charged (service business) or 50 times the number of products produced in an hour multiplied

by the price of the product. After deducting business expenses, most entrepreneurs realize they need help to

grow the business, but they are apprehensive about adding employees because of the additional expense and

required record keeping.

The first step in recruiting help is often one of the following:

� A temporary employee is hired through a local personnel agency.

� A family member or friend is asked to volunteer to answer telephones, perform data entry or invoicing.

� A similar company is contracted to produce some of the product or deliver some of the services.

� A management task is delegated to an outside firm: accounting, sales, or advertising are examples.

If your company grows to the point where help is needed, it is important to understand which workers are classi-

fied as “independent contractors” and which are “employees.” In making these determinations for federal tax

purposes, the IRS and the courts typically look at three main categories: behavioral control, financial control and

the relationship between parties. Factors such as instructions, training, method of payment, employee benefits,

and the worker’s opportunity for profit and loss are all considered. For more information, go to the IRS web site

at www.irs.gov and download Publication 1779 (Independent Contractor or Employee).

The Pennsylvania Department of Labor and Industry presumes a worker to be an employee unless it can be

shown that the individual is free from the direction and control of the employer and as to the service performed,

the individual is customarily established in an independent business, profession, trade or occupation. For more

information, contact the Status Determination Unit of the Pennsylvania Department of Labor and Industry at

717-787-7613.

In workers’ compensation, the key factors to consider in determining whether a worker is an independent

contractor or an employee include the right of the alleged employer to hire and fire the worker, to direct the

manner of the worker’s performance or, to control the work to be completed.

Checklist for Hiring Employees

You may want to make appointments with an accountant and an attorney who can inform you about employer

requirements on record keeping and labor law. The nature of your business, its industry and location must be

considered. Refer to Section III, Pennsylvania Laws and Regulations and Section IV, Pennsylvania

Resources for additional information on employment requirements. Following is a potential checklist for

gathering information:

All state and federal regulations for tax withholding, payment and record keeping; also workers’ compen-

sation

Employee “postings” and determine where they will be displayed

Minimum wage requirements ($5.15 as of September 1, 1997 with certain exemptions)

Regulations for employment of minors

Provisions of the Fair Labor Standards Act as they relate to equal pay for men and women; overtime

payment (over 40 hours per week, 1.5 normal rate)
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Laws governing discrimination

Family and medical leave

Employment Eligibility Requirements. U.S. Department of Homeland Security, Bureau of Citizenship and

Immigration Services Form I-9 must be completed by every employee and employer

PA New Hire Reporting Program

Safety and health standards

Environmental protection laws

Human Resource Tools

The process of researching employment regulations, writing job descriptions, interviewing candidates, and

hiring employees begins the transformation from “entrepreneur” to “employer.” Tools for managing employees

are important to limiting employee turmoil and turnover. The most basic tools are: an organizational chart, job

descriptions, and, an employee handbook.

The organizational chart is a diagram that shows reporting responsibility and supervision. As the business

grows, it allows both employees and managers to identify the correct flow of information. Job descriptions allow

both employee and management to understand expectations. A sample worksheet is provided. In the entrepre-

neurial firm with no employees, one major decision must be made prior to writing the job description. Should

the new employee possess the same skills as the owner, or complementary skills? The job description should

then be written with specific tasks assigned to the position and the skills needed by the new employee to satis-

factorily complete those tasks.

There are two basic reasons for developing an employee handbook or policy manual:

� A handbook helps new employees to understand their new employer, and it helps existing employees by re-

ducing misunderstandings. All employees are assured that policies are applied equally to everyone in the

firm. Very small firms often operate informally in the management of human resources. The existence of

the handbook tells employees that the company takes this management task seriously.

� There are numerous regulations governing employers’ responsibilities toward employees. (Some laws ap-

ply to all employers; others apply after the number of employees reach a certain level.) Developing a hand-

book encourages the entrepreneur to learn basic human resource skills.

Software packages are available for the development of an employee handbook. The most thorough method of

preparation would include meeting with your attorney, accountant, and human resource consultant. Your

handbook might include some or all of the following information as appropriate to your particular company:

1. History and mission of the company

2. Management philosophy on quality standards, employee performance, innovation and internal
communication

3. A brief description of products and services, customers, stockholders and strategic partners

4. Employee Benefits:

� vacation

� sick leave

� holidays

� jury duty/military leave

� medical plan

� training programs

� professional development
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� profit-sharing program

� savings plans

� group life insurance

5. Employee Information:

� work hours/reporting

� work locations

� absence policy/reporting

� pay periods

� incentive/overtime programs

� use of telephones, computers and other equipment

� grievance procedures

� safety

� trade secrets/intellectual property

� sexual harassment

� equal opportunity provisions

6. Corporate Communication:

� postings

� internal/external publications

� employee reporting methods

� meeting attendance

� customer service
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Worksheet: Job Description

Job Title:

Reports to:

Job Summary:

Tasks and Responsibilities:

Knowledge Requirements:

Minimum Qualifications:

Accountability/Evaluation:
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How to Prepare for Business Growth

Living in the age of advanced technology tempts entrepreneurs to travel the globe in pursuit of data that

enhances business growth strategies. Gathering new business information is a valid pursuit for owners of young

firms, but before you begin importing data, make sure you are effectively managing what you already have. The

foundation for sustained business growth is the maintenance of accurate information on which to base

decisions and actions. Because record-keeping often seems less important than producing or selling a product,

many entrepreneurs place these tasks last on their “to do” lists. Year two of the business can not be built on

year one’s experience and so mistakes are repeated, customers lost and expenses compounded. By years three

and four when the firm needs to secure financing for growth into other markets, to buy additional equipment or

acquire a computer, the necessary records for attracting lenders and investors is non-existent.

Technology has made the “cardboard box” method of record-keeping almost obsolete, but regardless of the

method of record retention, it is the owner of the small business who is responsible for deciding which records

will be kept and managed. A way to begin that process is to answer these questions:

� What records are mandatory? (Those required by state or federal law, insurers, investors and lenders.)

� What records are needed to continue operations in my absence? (Ask yourself what day to day tools you
use and what information you depend on regularly.)

� What records are necessary for effective financial management?

� What records protect the business and its employees?

� What records are required to maintain and improve sales opportunities?

After answering these questions, make a list of those who have an interest in any of your records such as share-

holders, lenders, customers and suppliers. Determine what information they require. With these items added to

your list, you should have a thorough compendium of the information you must maintain. Your next step is to

decide which records are particularly sensitive and must be indicated as such. You can then begin developing

the record-keeping system that is easiest for you to access as you make growth decisions.

Checklist for Record Retention

Contracts and leases

_ Patents, trademarks and copyrights

Tax bills and returns

Business plan, organizational objectives

Guaranties

Insurance policies

Financial reports

Accounting data

Human Resources files, benefits,

policies, performance appraisals

Goods ordered, goods sold

Suppliers and credit terms from each

Customer lists

Sources of sales leads

Promotional literature

Competitors’ promotional literature
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How to Plan Business Growth

Far more books and articles are written about starting a business than growing one. Perhaps that is because

there are some very basic activities that apply to the start-up of a wide variety of business types. After a

business celebrates its grand opening and progresses through the break-even point, the methods by which it

will grow differ by industry, customer type and even entrepreneurial management. The owner has to decide how

best to grow the business by analyzing a number of factors affecting expansion:

� corporate mission

� strengths and weaknesses of the business

� financial resources: existing and potential

� customer needs

� competitive influences

� life cycle of existing products

� profitability of potential products

� human resources: sufficiency and capability

� sales and service capability

� research/development time and expense for new products

� business environment: economic conditions, access to raw materials, industry trends

Statistical sources for business information often cite lack of money and lack of management expertise as the

primary reasons for business failure within the first five years. If an entrepreneur makes errors in assessing

the variables above, the results can be more costly than the business can survive. If growth is too rapid and

uncontrolled, cash flow, assets, quality control, and management systems can suffer irreparable damage. Your

firm’s growth should be planned as carefully as its start-up. The most basic tool for growth is a strategic plan.

An extremely important adviser to your growth plan is your accountant who can help you evaluate the financial

risks of your strategies. The accountant can anticipate the cash requirements of your growth plan and

recommend the timing and sources of financial assistance if required.

Entrepreneurs often define growth as an increase in sales. While the strategies for increasing sales are often

specific to your type of business, you should be able to jump-start your plan by considering each of the

following questions:

1. Can growth be achieved by selling more of your existing products to former or existing customers?

� What would it take to convince your customers that they should buy in larger quantities?

� Are there additional uses for your product not yet explored by your customer or your company?

� Are any of your customers buying some items from you, and some from a competitor? What offer would
encourage the customer to give you all the sales?

� Would additional staff, promotion, longer hours, better customer service or any other alteration in your
business practices lead customers to increase their purchases?

� How would an add-on, product improvement or assortment change help sales?

2. Can growth be achieved by selling new products or services to previous and existing customers?

� After purchasing a product from you, are your customers buying supplemental or related products from
another vendor? Could these add-on products or services be part of your product line?

� What new products are needed by your present customers? Would these new products fit into your corpo-
rate mission?
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3. Can growth be achieved by finding new markets for your present products?

� What additional resources would be needed to expand geographically to sell to new customers?

� Which foreign markets are most appropriate for your product?

� Are there customers of a different age, income level, industry or other characteristic who are not presently
purchasing from you, but have a need for your product?

� Can your products be used to serve more than one need? Can it be sold to a different group of buyers
based on a need you have not yet promoted?

� Is a competitor with a sizable market share changing products or business practices? Will the change allow
you to sell to a competitor’s previous customers?

� Would a change in brand name, packaging, channel of distribution or other marketing variable allow you to
sell your present product to new groups of customers?

4. Can growth be achieved by developing new products or services for new groups of customers?

� Are there unmet needs in the marketplace that are emerging as a result of changes in technology, lifestyle,
the economy or other conditions?

� What additional products are sold by others in your industry, but are not presently part of your offerings?

� Are you presently purchasing services from a vendor that could be supplied by an expansion of your own
firm?

If you decide that the method of sales growth is to increase sales to previous and current customers, your strate-

gies must include: the production of quality products that meet the expectation of the customer, the delivery of

excellent customer service, and pricing that assures the buyer of value. Repeat sales rarely happen simply out of

habit or convenience, but because a customer was satisfied with the initial purchase experience. It is less

expensive to sell to a present customer than to find new ones, yet many firms develop the majority of their strate-

gies with their sights on the new customer. Always start any search for increased sales with a thorough

knowledge of present customers and their needs. Even if you find you cannot sell more to them, you can still use

the knowledge gained by applying it to strategies you will use to win new customers.

If your business expansion occurs as the result of selling new products to your present customers, one advantage

is that you have experience with those customers. Your experience should allow you to understand their needs

and their buying habits. If your record-keeping has been thorough, you will have mailing lists and other data

allowing the introduction of new products in a cost-efficient way. Business expansion through the addition of

new products or services should be well planned even when existing customers are the prospective buyer.

If you choose to grow your business through selling existing products or developing new product lines for new

customers, you have chosen a path that can be very profitable. Market research on the many factors affecting the

buyers’ purchasing habits should be undertaken as a part of the growth plan.
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How to Conduct a Growth Audit

Before developing growth strategies that could lead to acquisitions, new partnerships, exporting or diversifica-

tion, you should make sure your internal house is in order through an internal audit of all operations. This

analysis allows you to evaluate your own strengths and weaknesses before adding the stress of growth activi-

ties. Your audit can reduce the risk of operating inefficiencies or missed opportunities.

� Planning

Yes No

My business plan is current and accurately describes and prescribes business activities in

sufficient detail for daily operation and lender requirements.

Comments:

The goals of the business are known by all constituencies: partners, board of
directors, investors, lenders, accountant, attorney, vendors, etc.
Comments:

Management, marketing and financial decisions are made with frequent reference
to my business plan and goals.
Comments:

My plan guides business expenditures and when exceptions are required, they are
documented.
Comments:

Periodic reviews allow explanation and control of deviations in goals and planning.
Comments:

� Marketing

Documentation allows me to evaluate the success of marketing and advertising expenditures.

Comments::

My advertising plan effectively allows my firm to communicate with its intended target

market and outlines media and creative decision making.

Comments:

My marketing plan considers the needs of both existing and new customers in product

development, promotion, pricing and availability of the product.

Comments:
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Employers requesting any tax credits must mail a

properly completed new hire certification request

form, which must be postmarked no later than the

21st day after the individual begins work. To request

blank forms or forward completed forms, contact the

Tax Credit Unit of the Pennsylvania Department of

Labor and Industry.

Contact:

PA Department of Labor and Industry

Tax Credit Unit

12th Floor, Labor and Industry Building

7th and Forster Streets

Harrisburg, PA 17120

717-787-6915 or

1-800-345-2555

www.dli.state.pa.us

Job Creation Tax Credits

This program provides a $1,000 tax credit to

approved businesses that agree to create new jobs in

the Commonwealth within three years. A business

must agree to create at least 25 new jobs or new jobs

equaling at least 20 percent of the existing workforce.

Twenty-five percent of the tax credits allocated each

year must go to businesses with less than 100

employees. The tax credits may not be utilized until

the jobs are actually created.

Contact:

PA Department of Community

and Economic Development

Center for Business Financing

Tax Credit Division

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-7120

www.newPA.com

Enterprise Zone Tax Credit Program

The Enterprise Zone Tax Credit Program is designed

to complement and supplement the Enterprise Zone

Program. Under this program, corporations are

eligible for a 20 percent tax credit on their state

Corporate Taxes. The tax credit earned is based on

the value of investments to rehabilitate or improve

buildings or land, which are located within bound-

aries of designated Enterprise Zones.

To be eligible for this program, a business or industry

(including insurance companies, utilities, banks, and

saving and loan institutions) must be subject to one

or more of the following Pennsylvania corporate

taxes: Corporate Net Income Tax; Bank and Trust

Company Shares Tax; Mutual Thrift Institutions;

Gross Premium Tax; Title Insurance Shares Tax;

Capital Stock Tax; and Foreign Franchise Tax.

Businesses interested in applying for tax credits must

work with a non profit neighborhood organization to

develop a plan of action.

Contact:

PA Department of Community

and Economic Development

Office of Community Services

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-1984

www.newPA.com

Keystone Opportunity Zones (KOZs)
The Keystone Opportunity Zone program targets

economically distressed urban and rural communi-

ties throughout Pennsylvania. The KOZ program

uses the powerful market-based incentive of tax

relief. Specifically, qualified businesses (and

residents) in these parcel specific areas will benefit

from greatly reduced state and local tax burdens.

Businesses looking to relocate from out-of-state into

a KOZ simply need to own or lease the designated

property to claim certain state and local exemptions.

Current existing Pennsylvania businesses can also

move into a KOZ provided they either:

� Increase full-time employment by at least 20

percent in their first full year in the zone, or

� Make a capital investment equal to 10 percent

of their previous year’s gross revenues.

These provisions pertain to companies that relocate

facilities inside the Commonwealth. Expansions of

current Pennsylvania companies are not required to

meet the above provisions. State taxes wholly or

partially reduced through exemptions, deductions,

abatements, and credits are: Corporate Net Income

Tax, Capital Stock and Foreign Franchise Tax,

Personal Income Tax (residents), Sales and Use Tax

(purchases consumed and used by businesses in the

zone), Bank and Trust Company Shares Tax, Alterna-

tive Bank and Trust Company Shares Tax, Mutual

Thrift Institutions Tax, and Insurance Premiums Tax.

Local tax relief includes Earned Income/Net Profits

Tax, Business Gross Receipts, Business Occupancy,
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Business Privilege and Mercantile Tax, Local Real

Property Tax, Sales and Use Tax (when applicable).

Direct inquiries to the appropriate local or state

authority. For the name and telephone number of

the KOZ Coordinator in a particular area, contact the

Pennsylvania Department of Community and

Economic Development at 1-800-379-7448 or

directly, 717-787-3405 or visit www.newPA.com and

search for KOZ Coordinator. Valuable information

(including contact information and links to local

economic development agencies) can also be

gathered at the following web sites: www.newPA.com

or www.revenue.state.pa.us

Contact:

PA Department of Community

and Economic Development

Office of Community Development

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

www.newPA.com

Neighborhood Assistance Program

The Neighborhood Assistance Program provides tax

credits (corporate tax liability) for businesses that

sponsor their own projects or contribute, either

through cash or in-kind, to a non-profit community

organization for an approved program. Contributions

must serve clients who are either low-income or

residents of economically distressed neighborhoods.

Categories include community services, education,

job training, crime prevention and neighborhood

assistance. Fifty percent of the contribution may be

used as a tax credit. Total tax credits for any single

business is limited to $250,000 annually.

Contact:

PA Department of Community and Economic

Development

Office of Community Services

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-1984

www.newPA.com

Neighborhood Assistance Program/
Comprehensive Service Program

The Neighborhood Assistance Program/Comprehen-

sive Service Program provides tax credits (corporate

tax liability) for businesses that sponsor a neighbor-

hood organization to develop and implement a

neighborhood revitalization plan by contributing a

substantial amount of cash per year over an

extended period of time. Contributions must serve

clients who are low-income or residents of economi-

cally distressed neighborhoods. Seventy percent

may be used as a tax credit. Tax credits are limited

to $350,000 annually for sponsoring a NAP/CSP

project or $175,000 annually for sponsoring an

individual project.

Contact:

PA Department of Community

and Economic Development

Office of Community Services

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-1984

www.newPA.com

Tax Benefits for Pollution Control
Devices

This program provides tax benefits for air and water

pollution control or abatement devices that have

been employed or utilized for the benefit of the

general public. These benefits apply to either new or

any modifications made to existing devices.

Contact:

PA Department of Environmental Protection

Bureau of Air Quality

Rachel Carson State Office Building

Harrisburg, PA 17105

717-787-4325

www.dep.state.pa.us

PA Department of Environmental Protection

Bureau of Water Quality Protection

Rachel Carson State Office Building

Harrisburg, PA 17105

717-787-2666

www.dep.state.pa.us
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Technical Assistance

PA Open for Business

Doing business in Pennsylvania is now just a click

away. The PA Open for Business web site,

www.paopen4business.state.pa.us is a Common-

wealth initiative that guides entrepreneurs through

the process of starting and growing a business in

Pennsylvania. Users will learn about:

� Common business structures

� Availability of business names

� Permits, licenses and registrations

� Business incentives and financing programs

� Resources for business information

PA Open for Business is an evolving tool for new and

existing businesses. Explore the “Friction-free”

means of doing business in Pennsylvania. Visit the

web site and create your own virtual briefcase of

helpful information, forms and other resources.

Contact:

PA Department of Community

and Economic Development

Center for Entrepreneurial Assistance

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

1-800-280-3801 or 717-783-5700

www.newPA.com

Allegheny County Department of
Economic Development

The Allegheny County Department of Economic

Development’s purpose is to create and maintain

jobs, expand the tax base, and improve the quality of

life in Allegheny County. The Department helps

businesses retain and create jobs and leverages the

investment of private capital in Allegheny County.

The Department is a full-service business develop-

ment center, offering help with technical and

management problems, site selection, land develop-

ment, financing, and job training. Economic develop-

ment programs are designed for both large and small

companies, for existing firms undertaking expansion,

and for new companies just starting.

Contact:

Allegheny County Department

of Economic Development

425 6th Avenue

Suite 800, Alcoa Building

Pittsburgh, PA 15219

412-350-1000 or 1-800-766-6888

www.county.allegheny.pa.us

Bureau of Blindness
and Visual Services

The Bureau of Blindness and Visual Services has six

district offices that provide services to Pennsylva-

nians who are blind and visually impaired. The

Bureau also promotes economic and social

independence with their daily life activities. Services

include vocational rehabilitation to help working-age

Pennsylvanians gain employment; older blind

independent living services (age 55 and up);

children’s services (birth to age 17); services to adults

with multiple disabilities; the Business Enterprise

Program which operates food service businesses in

state and federal buildings, and on Pennsylvania

interstate highways.

Contact:

PA Department of Labor and Industry

Bureau of Blindness and Visual Services

1521 North Sixth Street

Harrisburg, PA 17102

1-800-622-2842

www.dli.state.pa.us
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Center for Community Building

The mission of the Center for Community Building is

to provide communities and individuals with the

tools to address their most pressing needs while

improving the quality of life. To better serve the

Commonwealth, the Center for Community Building

is an integration of the following Department of

Community and Economic Development offices:

� Governor’s Project for Community Building:

Initiatives targeted to work for all Pennsylvani-

ans, on the individual and community level. It

connects multiple Commonwealth agencies

with the community groups that can best ben-

efit from their special services.

Telephone: 717-720-7333

� Office of Community Development: Pro-

grams targeted to improving the physical and

economic infrastructure in a community with

the primary objective of improving the quality

of life and economic competitiveness of the

community.

Telephone: 717-787-5327

� Office of Community Services: Programs tar-

geted to services for individuals and popula-

tion groups with the primary objective of in-

creasing self-sufficiency and economic oppor-

tunities.

Telephone: 717-787-1984

Contact:

PA Department of Community

and Economic Development

Center for Community Building

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-7401

www.newPA.com

Center for Entrepreneurial Assistance
(CEA)

The Center for Entrepreneurial Assistance is the lead

agency in Pennsylvania government for small

business development. The mission of the CEA is to

enhance the entrepreneurial vitality of the Common-

wealth and build an environment which encourages

the creation, expansion and retention of successful

small, women, and minority-owned businesses.

The CEA works closely with the 15 state and federally

funded Small Business Development Centers that

provide business management consulting, informa-

tion, and educational programs. The CEA also

coordinates efforts with the seven Local Develop-

ment Districts (LDDs) that serve Pennsylvania’s 52

Appalachian counties.

The CEA oversees the Small Business Resource

Division, Minority Business Advocate, and the

Women’s Business Advocate. You are encouraged to

call the CEA with specific business-related questions

at 1-800-280-3801.

Contact:

PA Department of Community

and Economic Development

Center for Entrepreneurial Assistance

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

1-800-280-3801 or 717-783-5700

www.newPA.com

Governor’s Action Team (GAT)

The Governor’s Action Team’s economic develop-

ment specialists work with individual companies, on

a confidential basis, to find a business location that

meets the firm’s specifications for a start-up or

expansion project and to assist the company with

any problems or issues.

As part of the Governor’s Action Team’s continuing

efforts to retain Pennsylvania’s existing industrial

base, its economic development professionals work

with companies to identify any problems and to learn

of any plans for expansion or cutbacks. Information

is coordinated with local economic development

organizations when appropriate. If a problem exists

with another state agency, the Governor’s Action

Team will intervene on behalf of the firm for a

successful resolution.

Contact:

PA Department of Community

and Economic Development

Governor’s Action Team

400 North Street, Plaza Level

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-8199

www.newPA.com
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GAT Regional Offices:

Central

200 Innovation Blvd.

Suite 117F

State College, PA 16803

717-787-8199

Northeast

East Mountain Corporate Center

600 Baltimore Drive, 2nd Floor

Wilkes-Barre, PA 18702

570-826-2206

Northeast Satellite

4184 Dorney Park Road, Suite 101

Allentown, PA 18104

610-530-5717

Northwest

100 State Street, Suite 202

Erie, PA 16507

814-871-4768

Southeast

200 South Broad Street, 11th Floor

Philadelphia, PA 19102

215-560-5822

Southwest

State Office Building

300 Liberty Avenue, Suite 1401

Pittsburgh, PA 15222

412-565-2884

Industrial Resource Centers (IRCs)

The Industrial Resource Centers assist companies in

solving problems through the deployment of technol-

ogies. They do this by using the technical expertise

of their own staff or by matching companies with

appropriate consultants. The IRCs also assist

companies to secure training programs, maintain a

technically skilled workforce, and support the intro-

duction of technology to companies.

The IRCs are a unified network and are strategically

located throughout Pennsylvania to best serve

manufacturers in all 67 counties. Visit

www.newPA.com and search on IRC for the most

current list.

Catalyst Connection

2000 Technology Drive

Pittsburgh, PA 15219

412-687-0200

www.catalystconnection.org

Delaware Valley Industrial Resource Center

2905 Southampton Road

Philadelphia, PA 19154

215-464-8550

www.dvirc.org

Industrial Modernization Center, Inc.

Business & Technology Resource Center

P.O. Box 3066

2401 Reach Road, Suite 450

Williamsport, PA 17701

570-329-3200

www.imcpa.com

Manufacturers Resource Center

125 Goodman Drive

Bethlehem, PA 18015

610-758-5599

www.mrcpa.org

MANTEC, Inc.

227 West Market Street

Post Office Box 5046

York, PA 17405

717-843-5054

www.mantec.org

Northeastern Pennsylvania

Industrial Resource Center

Hanover Industrial Estates

75 Young Street

Wilkes Barre, PA 18706

570-819-8966

www.nepirc.com

Northwest Pennsylvania Industrial

Resource Center

1525 East Lake Road

Erie, PA 16511

814-456-6299

www.nwirc.org

Local Development Districts (LDDs)

The Local Development Districts provide business

development services within designated Appalachian

Region Counties. For information about specific

services offered by your LDD, call one of the following

offices. Typical services include financing, govern-

ment procurement and export assistance. Visit

www.inventpa.com and search on LDD for the most

current list or visit www.paldd.org.
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North Central Pennsylvania Regional Planning and

Development Commission

651 Montmorenci Avenue

Ridgway, PA 15853

814-773-3162

www.ncentral.com

(Cameron, Clearfield, Elk, Jefferson, McKean, Potter)

Northeastern Pennsylvania Alliance

1151 Oak Street

Pittston, PA 18640-3795

570-655-5581

www.nepa-alliance.org

(Carbon, Lackawanna, Luzerne, Monroe, Pike,

Schuylkill, Wayne)

Northern Tier Regional Planning

and Development Commission

312 Main Street

Towanda, PA 18848

570-265-9103

www.northerntier.org

(Bradford, Sullivan, Susquehanna, Tioga, Wyoming)

Northwest Pennsylvania Regional Planning and

Development Commission

395 Seneca Street

Oil City, PA 16301

814-677-4800

www.nwplan.org

(Clarion, Crawford, Erie, Forest, Lawrence, Mercer,

Venango, Warren)

SEDA - Council of Governments

201 Furnace Road

Lewisburg, PA 17837

570-524-4491

www.seda-cog.org

(Centre, Clarion, Clinton, Columbia, Juniata,

Lycoming, Mifflin, Montour, Northumberland, Perry,

Snyder, Union)

Southern Alleghenies Planning

and Development Commission

541 58th Street

Altoona, PA 16602

814-949-6500

www.sapdc.org

(Bedford, Blair, Cambria, Fulton, Huntingdon,

Somerset)

Southwestern Pennsylvania Commission

425 Sixth Avenue

Suite 2500

Pittsburgh, PA 15219-1819

412-391-5590

www.spcregion.org

(Allegheny, Armstrong, Beaver, Butler, Fayette,

Greene, Indiana, Washington, Westmoreland)

Mayor’s Business Action Team (MBAT)

The Mayor’s Business Action Team is a “one-stop

shop” dedicated to assisting and supporting Phila-

delphia businesses. An integral part of the Philadel-

phia Department of Commerce, MBAT works to

ensure full delivery of city services by guiding

businesses with questions to appropriate city

departments and agencies and then following

through until all the issues are resolved.

MBAT also offers assistance with financing

programs, start-up information, licensing, business

expansion and relocation, and any issue relating to

doing business in the City of Philadelphia. Philadel-

phia businesses as well as those thinking about

locating to the city are encouraged to speak to a

business account representative.

Contact:

Philadelphia Department of Commerce

Mayor’s Business Action Team

One Parkway

1515 Arch Street, 12th Floor
Philadelphia, PA 19102

215-683-2100

www.phila.gov
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Office of Vocational Rehabilitation
(OVR)

The Office of Vocational Rehabilitation has 15 district

offices and the Hiram G. Andrews Center in

Johnstown. From these offices and the Center,

rehabilitation counselors help people with disabili-

ties prepare for or maintain jobs. Assistance may

include services to help overcome or lessen the

impairment. Vocational evaluation, counseling,

training, and job placement services are also

available. Opportunities exist for small business

development as well as other programs.

OVR staff can provide employers with work site task

analysis, job modification, and assisted technology

suggestions. OVR has job-ready applicants for

referral to employers. Technical assistance and

training about the American with Disabilities Act are

available.

Contact:

PA Department of Labor and Industry

Office of Vocational Rehabilitation

1521 North Sixth Street

Harrisburg, PA 17102

1-800-442-6351

www.dli.state.pa.us

Pennsylvania State Data Center
(PaSDC)

The Pennsylvania State Data Center is Pennsylva-

nia’s official source of population and economic

statistics and services. Designed to improve access

to statistical resources concerning the Common-

wealth, PaSDC provides assistance on a wide variety

of business initiatives.

The PaSDC web site contains demographic and

economic information on Pennsylvania counties and

municipalities, metropolitan areas and political juris-

dictions. Directories of other economic development

and business assistance resources and organiza-

tions, recently released research briefs, marketing

opportunities, and maps depicting recent trends

around the state are also available.

Contact:

PA State Data Center

Institute of State and Regional Affairs

Pennsylvania State University at Harrisburg

777 West Harrisburg Pike

Middletown, PA 17057

717-948-6336

http://pasdc.hbg.psu.edu

Pennsylvania State University
Cooperative Extension Program

The Cooperative Extension Program offers publica-

tions, technical assistance, workshops and seminars

in business, economic and community development,

plus management and marketing assistance for

agriculturally related firms. There is little or no cost

for this service.

Contact your county extension office listed under

County Government or Agriculture Extension office in

your telephone directory.

Contact:

Center for Economic

and Community Development

Pennsylvania State University

112 Armsby Building

University Park, PA 16802

814-865-0659

http://cecd.aers.psu.edu

Pennsylvania Technical Assistance
Program (PENNTAP)

PENNTAP is a federal-state-university partnership for

economic development. Serving Pennsylvania

business and industry statewide since 1965,

PENNTAP is one of the nation’s first technical assis-

tance programs and remains a credible and valuable

resource for helping Pennsylvania businesses

compete and grow.

PENNTAP helps Pennsylvania businesses improve

their competitiveness by providing free technical

assistance and information to help resolve specific

technical questions or needs that can be addressed

within a limited amount of time.

The program focuses on helping small businesses

that normally do not have the in-house expertise or

time to resolve specific technical questions or needs.

PENNTAP technical specialists assist small

businesses by providing technical advice, technical

information, and referrals to other expertise,

resources or programs.

PENNTAP’s information technology and e-business

experts assist Commonwealth firms with the imple-

mentation and improvement of their web sites.

Assistance with evaluation of software, network

options and web page upgrading can be obtained

from PENNTAP.
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PENNTAP services the entire state of Pennsylvania

through a network of technical specialists who have

specific areas of technical expertise and are located

throughout the state.

The service of PENNTAP staff is confidential and

provided at no cost to clients.

Contact:

PENNTAP

Pennsylvania State University

117 Technology Center

University Park, PA 16802

814-865-0427

www.penntap.psu.edu

Philadelphia Commercial Development
Corporation (PCDC)

The Philadelphia Commercial Development Corpora-

tion is a non-profit economic development corpora-

tion receiving federal, state, city, and private funds.

PCDC provides financial, technical, and managerial

assistance to qualified entrepreneurs, especially

minorities and women, who are developing their

enterprises within the City of Philadelphia. PCDC

also provides working capital financing for a variety

of business activities in Philadelphia.

Contact:

Philadelphia Commercial Development

Corporation

1315 Walnut Street, 6th Floor

Philadelphia, PA 19107

215-790-2200

www.philadelphiacommercial.com

Self-Employment Assistance
(SEA) Program

The Self Employment Assistance Program is one of

the Governor’s Projects for Community Building.

SEA is a project which profiles individuals who are

eligible for unemployment compensation (UC), likely

to exhaust their regular UC benefits and are inter-

ested in becoming self employed.

To obtain more information, contact your nearest Job

Center or CareerLink Office, or contact Team

Pennsylvania CareerLink at 717-787-3157. You can

also visit www.pacareerlink.state.pa.us.

Service Corps of Retired Executives
(SCORE)

SCORE is an organization of more than 12,000 volun-

teers who offer management counseling and training.

As retired executives and owners, they have extensive

business experience and special skills. The

counseling is confidential and free of charge.

Contact:

SCORE Chapter nearest you or visit

www.score.org

Altoona-Blair

Devorris Center for Business Development

3900 Industrial Park Drive, Suite 6

Altoona, PA 16602

814-942-9054

Bucks County

c/o Chamber of Commerce

409 Hood Boulevard

Fairless Hills, PA 19030

215-943-8850

Cambria - Somerset

c/o Johnstown Chamber of Commerce

111 Market Street

Johnstown, PA 15901

814-535-2650

Central Pennsylvania

2820 East College Avenue

Suite E

State College, PA 16801

814-234-9415

Chester County

601 Westtown Road, Suite 281

West Chester, PA 19382-4538

610-344-6910

Cumberland Valley

c/o Chambersburg Chamber of Commerce

75 South Second Street, C2

Chambersburg, PA 17201

717-264-2935

Erie

c/o Gannon University SBDC

120 West 9th Street

Erie, PA 16501

814-871-5650
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Harrisburg

4211 Trindle Road

Camp Hill, PA 17011

717-761-4304

Lancaster

Liberty Place, Suite 231

313 West Liberty Street

Lancaster, PA 17603

717-397-3092

Lehigh Valley

Lehigh University

Rauch Business Center #37

621 Taylor Street

Bethlehem, PA 18015-3117

610-758-4496

Meadville

628 Arch Street

Meadville, PA 16335

814-337-5194

Monroe County

c/o Chamber of Commerce

556 Main Street

Stroudsburg, PA 18360

570-421-4433

Montgomery

Baederwood Office Plaza

1653 The Fairways

Suite 204

Jenkintown, PA 19046

215-885-3027

Mon Valley

435 Donner Avenue

Monessen, PA 15062

724-684-4277

North Central Pennsylvania
Executive Plaza Building

330 Pine Street, Suite 305

Williamsport, PA 17701

570-322-3720

Philadelphia

1315 Walnut Street

Suite 500

Philadelphia, PA 19107-4705

215-790-5050

Pittsburgh

Federal Building

Room 1314

1000 Liberty Avenue

Pittsburgh, PA 15222

412-395-6560, ext. 130

Reading

c/o Chamber of Commerce

601 Penn Street, Suite 101

Reading, PA 19601

610-376-3497

Pottstown

244 High Street, Suite 302

Pottstown, PA 19464

610-327-2673

Uniontown

140 N. Beeson Avenue

Room 404

Uniontown, PA 15401

724-437-4222

Westmoreland County

c/o St. Vincent College

300 Fraser Purchase Road

Latrobe, PA 15650-2690

724-539-7505

Wilkes-Barre

7 North Wilkes-Barre Boulevard

Suite 403

Wilkes-Barre, PA 18702-5241

570-826-6502

York

William F. Goodling Advanced

Skills Training Center

2101 Pennsylvania Avenue

York, PA 17404

717-845-8830
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Small Business Development Centers
(SBDCs)

The Small Business Development Center network

was created to make management assistance and

expert counseling widely available to present and

prospective small business owners. SBDCs offer

“one stop” assistance to small businesses providing

a wide variety of information and guidance in central

and easily accessible locations. Their staff can help

with issues such as accounting, record keeping,

business planning, market research, financial

analysis, and environmental compliance.

The SBDC Environmental Management Assistance

Program (EMAP) is a no-cost confidential resource to

help businesses minimize waste and prevent

pollution, plus improve energy efficiency and reduce

expenses.

Assistance from an SBDC is available to anyone

interested in going into business or improving and

expanding an existing small business. Although

most of these services are free, there are minimal

fees for some courses, workshops, or other services.

Contact the Small Business Development Center

nearest you or visit www.pasbdc.org.

Bucknell University

Small Business Development Center

126 Dana Engineering Building

Lewisburg, PA 17837

570-577-1249

(Juniata, Montour, Northumberland, Perry, Snyder,

Union)

Clarion University of Pennsylvania

Small Business Development Center

Room 102, Dana Still Hall

Clarion, PA 16214

814-393-2060

(Armstrong, Cameron, Clarion, Clearfield, Elk, Forest,

Indiana, Jefferson, McKean, Potter, Venango)

Duquesne University

Small Business Development Center

Rockwell Hall, Room 108

600 Forbes Avenue

Pittsburgh, PA 15282

412-396-6233

(Allegheny, Beaver, Butler, Lawrence)

Gannon University

Small Business Development Center

A.J. Palumbo Academic Center

109 University Square

Erie, PA 16541

814-871-7232

(Crawford, Erie, Mercer, Warren)

Kutztown University

Small Business Development Center

2917 North Front Street

Harrisburg, PA 17110

717-346-2029

(Adams, Berks, Chester, Cumberland, Dauphin,

Delaware, Franklin, Lancaster, Lebanon, York)

Lehigh University

Small Business Development Center

Rauch Business Center #37

621 Taylor Street

Bethlehem, PA 18015

610-758-3980

(Bucks, Lehigh, Montgomery, Northampton)

Lock Haven University

Small Business Development Center

105 Annex Building

Lock Haven, PA 17745

570-893-2589

(Clinton, Lycoming)

Pennsylvania State University

Small Business Development Center

117 Technology Center

University Park, PA 16802

814-863-4293

(Centre, Mifflin)

St. Francis University

Small Business Development Center

Business Resource Center

Loretto, PA 15940

814-472-3200

(Bedford, Blair, Cambria, Fulton, Huntingdon,

Somerset)

St. Vincent College

Small Business Development Center

4th Floor, Alfred Hall

300 Fraser Purchase Road

Latrobe, PA 15650

724-537-4572

(Fayette, Westmoreland)
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Temple University

Small Business Development Center

1510 Cecil B. Moore Avenue

Philadelphia, PA 19121

215-204-7282

(Bucks, Montgomery, Philadelphia)

Wharton School (University of Pennsylvania)

Small Business Development Center

3733 Spruce Street

Room 445A

Philadelphia, PA 19104

215-898-4861

(Delaware, Philadelphia)

University of Pittsburgh

Small Business Development Center

Wesley Posvar Hall

230 South Bouquet Street, 1R14

Pittsburgh, PA 15260

412-648-1542

(Allegheny, Greene, Washington)

University of Scranton

Small Business Development Center

St. Thomas Hall, Room 583

Scranton, PA 18510

570-941-7588

(Bradford, Lackawanna, Monroe, Pike, Susquehanna,

Tioga, Wayne, Wyoming)

Wilkes University

Small Business Development Center

Hollenback Hall

192 South Franklin Street

Wilkes-Barre, PA 18766

570-408-4340

(Carbon, Columbia, Luzerne, Schuylkill, Sullivan)

Other university-based small business programs:

California University

Entrepreneurial Assistance Center

Box 101

250 University Avenue

California, PA 15419-1394

724-938-5885

Drexel University

Department of Management

College of Business

Academic Building, Room 310

Philadelphia, PA 19104

215-895-2150

Indiana Business Development Center

College of Business and Information Technology

664 Pratt Drive

Indiana, PA 15705

724-357-7915

Small Business Resource Division

As part of the Center for Entrepreneurial Assistance,

the Small Business Resource Division (SBRD) serves

as the single point of contact and hub of information

for small businesses, answering state related and

general business questions. The Resource Division

has selected state forms and applications, plus infor-

mation on federal and state funding sources, permits

and licensing, and sources of technical assistance.

Trained consultants are available to help current and

potential entrepreneurs find information on starting

and growing a business in Pennsylvania.

Contact:

PA Department of Community

and Economic Development

Center for Entrepreneurial Assistance

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

1-800-280-3801 or 717-783-5700

www.newPA.com

Team Pennsylvania

Team Pennsylvania describes the partnership

between state government and private businesses

with a common goal of growing Pennsylvania’s

economy through job retention and job creation.

Team Pennsylvania initiatives build a future in the

Commonwealth by providing the necessary resources

to launch or expand business in Pennsylvania. The

following initiatives assist businesses in the

retention and the creation of Pennsylvania’s family

sustaining jobs:

� Business Calling Program (BCP) – Identifies

Pennsylvania business needs by one-on-one

interviews.

� Entrepreneurial Assistance Network – Pro-

vides assistance in helping small business

grow.

� Export Assistance Network – Helps Pennsyl-

vania businesses export products/services and

increase sales.
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� Governor’s Action Team – Provides busi-

nesses with location and expansion assistance

in Pennsylvania.

Contact:

Team Pennsylvania

PA Department of Community

and Economic Development

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-720-1440

www.newPA.com

� Ambassador Program – Engages business

leaders in the promotion of Pennsylvania – a

premier place to do business.

� Business Resource Network (BRN) – An

all-inclusive web site containing market infor-

mation.

� Cooperative Marketing – Engages businesses

in marketing opportunities and trade shows.

Contact:

Team Pennsylvania Foundation

P.O. Box 11468, 9th Floor

100 Pine Street

Harrisburg, PA 17108

717-233-1375

www.teampa.com

� Career Link – A network tool to assist busi-

nesses find employees and employees find

employment.

Contact:

CareerLink

PA Department of Labor and Industry

1721 Labor and Industry Building

Harrisburg, PA 17120

717-787-3157

www.pacareerlink.state.pa.us

� Workforce Investment Board – Provides

Pennsylvania businesses and its workforce

with the knowledge and skills to succeed and

excel in a competitive and changing world.

Contact:

PA Workforce Investment Board

PA Department of Labor and Industry

901 South Seventh Street, Suite 103

Harrisburg, PA 17102

717-772-4966

www.paworkforce.state.pa.us

Urban Redevelopment Authority of
Pittsburgh (URA)

The Urban Redevelopment Authority of Pittsburgh is

responsible for growth and development in the city of

Pittsburgh. Through its economic development

department, the Authority provides a central point of

contact in offering comprehensive assistance in

business and real estate financing.

Contact:

Urban Redevelopment Authority

of Pittsburgh

200 Ross Street

Pittsburgh, PA 15219

412-255-6669

www.ura.org

Technology

Ben Franklin Technology
Development Authority

The technology revolution is opening doors of oppor-

tunity for businesses, communities, and citizens. The

economic and community development activities

throughout Pennsylvania are firmly fixed on

positioning Pennsylvania businesses and communi-

ties in the forefront of the Digital Economy.

The Ben Franklin Technology Development Authority

(BFTDA) is one of the largest single state technology

development programs in the nation. A number of

BFTDA programs offer financial and technical assis-

tance to businesses, entrepreneurs, communities,

local governments, educators and non-profit organi-

zations.

� Ben Franklin Technology Partners

The Ben Franklin Technology Partners support

advanced technology initiatives to help create

new advanced-technology companies, to improve

the ability of young technology firms, and to

develop a technologically skilled workforce for

Pennsylvania. The Partners provide knowledge

and capital to support the development and

application of new products, technologies, and

ideas among entrepreneurs and established

companies. Application information can be

found at www.benfranklin.org or contact one of

the Ben Franklin Technology Partners or satellite

offices listed at the end of this section.
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� Technology Company Investment

Flexible financing and investment opportunities

are available for technology-oriented businesses.

This program can help fill a financing gap for

companies requiring non-asset backed,

equity-like investments.

� Technology Development Grants

The BFTDA operates a grant program designed

to support local grassroots initiatives that

stimulate the advancement of technology in

businesses and communities. Non-profit

business and economic development organiza-

tions, community development organizations and

local governments are eligible recipients of grant

funding. This program helps to create outreach

and training programs to businesses and local

governments and stimulate access to broadband

technologies in rural and urban areas.

� University Research and Economic
Development

The Commonwealth has invested in university

research as a catalyst for economic development.

The BFTDA will help advance university/company

relationships and leverage significant federal

research funding.

� How to Apply

To apply for funding from one of the Ben Franklin

Technology Partners, contact your local Ben

Franklin Technology Partner. If you are applying

for a Technology Company Investment,

Technology Development Grant or University

Research Funding, go to www.newPA.com.

For more information contact:

PA Department of Community

and Economic Development

Office of Technology Investment

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-4147

Ben Franklin Technology Development Partners of

Northeastern Pennsylvania

Lehigh University

125 Goodman Drive

Bethlehem, PA 18015

610-758-5200

Ben Franklin Technology Partners of

Southeastern Pennsylvania

11 Penn Center, Suite 1100

1835 Market Street

Philadelphia, PA 19103

215-972-6700

Innovations Works

2000 Technology Drive, Suite 250

Pittsburgh, PA 15219

412-681-1520

Ben Franklin Technology Partners of

Central and Northern Pennsylvania

115 Technology Center

University Park, PA 16802

814-863-4558

Satellite Offices:

Northeastern Outreach Office

Ben Franklin Technology Partners of

Northeastern Pennsylvania

Phoenix Plaza

22 Union Street

Wilkes-Barre, PA 18701-2721

570-819-4002

Upper Susquehanna Regional Office

Ben Franklin Technology Partners/Northeastern

Pennsylvania

440 High Street

P.O. Box 9

West Milton, PA 17886-0009

570-568-8400

Ben Franklin Technology Partners of

Central and Northern Pennsylvania

Renaissance Building

1001 State Street, Suite 1109

Erie, PA 16501

814-459-7604

Ben Franklin Technology Partners of

Central and Northern Pennsylvania

Penn State Harrisburg

Susquehanna Building

777 West Harrisburg Pike

Middletown, PA 17057

717-948-6339
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Technology Councils

Entrepreneurs launching new ideas and established

leaders in technology-driven businesses can turn to

the three Technology Councils in Pennsylvania for

essential business connections and offering a variety

of educational programs, guidance on business

development, and more. Contact the nearest

Technology Council for additional information.

Pittsburgh Technology Council

2000 Technology Drive

Pittsburgh, PA 15219-3110

412-687-2700

www.pghtech.org

The Technology Council of

Central Pennsylvania

3721 TecPort Drive, Suite 150

Harrisburg, PA 17111

717-635-2113

www.tccp.org

Eastern Technology Council

435 Devon Park Drive, Suite 613

Wayne, PA 19087

610-975-9430

www.techcouncil.org

Workforce Development

Team Pennsylvania CareerLink

Team Pennsylvania CareerLink (PA CareerLink)

matches jobseekers with businesses looking to fill

jobs within the state. It is a free Internet-based

system of recruitment and training services,

supported by a network of professionally staffed

centers across Pennsylvania. The fact that PA

CareerLink is both "online and in person" is what

makes it different from other career services web

sites.

PA CareerLink can recruit, screen, evaluate, and refer

job applicants according to employers' specific

instructions. Other PA CareerLink services for

businesses include:

� Free and Unlimited Job Postings via the

Internet

� Orientation to PA CareerLink System

� Federal Bonding

� Labor Law Information

� Alien Labor Certification

� Labor Market Information

� Apprenticeship/On-the-Job Training

� Employment Tax Credits

� Veteran On-the-Job Training

� Mass Recruitment Assistance

� Unemployment Compensation Information

� Agricultural Services

� Equal Opportunity Information

� Statewide and National Recruitment

� Federal Contract Job Listing Assistance

� Technical Assistance

The goal of PA CareerLink is to address Pennsylva-

nia's critical labor and skills shortages by offering

comprehensive services to both businesses and job

seekers, thereby creating a positive impact on its

economy.

Contact:

Team Pennsylvania CareerLink

12th Floor, Labor and Industry Building

7th and Forster Streets

Harrisburg, PA 17121

717-787-3157

www.state.pa.us, PA Keyword: "jobs"

Center for Workforce Information
and Analysis

The Center for Workforce Information and Analysis

provides the customers of Pennsylvania’s workforce

development system with timely, accurate and

relevant labor market information that will support

business and job growth in an increasingly competi-

tive global economy. The Center’s programs track

resident employment and unemployment, assemble

statistics on payroll and hours worked, and monitor

the number of people working in a variety of different

jobs, as well as employees covered by unemployment

compensation. This information allows you to make

decisions concerning wages, necessary skills by

occupation, growth industries, and available labor

force.

The Center deploys Workforce Information Special-

ists across the state to promote its services, establish

partnerships with workforce investment customers

and stakeholders and gather information to support

the development of new applications of workforce

information. The Center has also established a

Workforce Information Center as its single point of

entry for labor market information needs.
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Contact:

PA Department of Labor and Industry

Center for Workforce Information

and Analysis

220 Labor and Industry Building

Harrisburg, PA 17121-0001

717-787-6466 or

1-877-4WF-DATA

www.lmi.state.pa.us

Customized Job Training (CJT)

The Customized Job Training program is designed to

provide Pennsylvania businesses with a skilled

workforce. The program provides grant funds to

businesses, through education agencies, to develop

and provide specialized job training to new hires and

existing employees.

Another program, Guaranteed Free Training Program

offers basic skill and information technology training

grants for new hires and existing employees.

Contact:

PA Department of Community

and Economic Development

Center for Business Financing

400 North Street, 4th Floor

Commonwealth Keystone Building

Harrisburg, PA 17120-0225

717-787-7120

www.newPA.com

Guaranteed Free Training

State System of Higher Education

Dixon University Center

2986 North 2nd Street

Harrisburg, PA 17110

717-720-7060

Pennsylvania Employer Advisory
Council for Workforce Development
(EAC)

Employers can gain more information about Team

Pennsylvania CareerLink services and participate in

low-cost, employer-focused activities by joining their

local EAC. In partnership with their local CareerLink,

EAC members network, participate in informational

seminars and lend advice on how their CareerLink

can better serve the local labor market.

Contact:

Employer Relations Unit

Bureau of Employer and Career Services

13th Floor, Labor & Industry Building

7th and Forster Streets

Harrisburg, PA 17120

717-787-5436

Workforce Investment Act of 1998
(WIA)

The Workforce Investment Act of 1998 is intended to

provide a locally-driven workforce development

system. The Act provides the framework for a

national workforce preparation and employment

system designed to meet the needs of the nation’s

businesses, job seekers, and individuals who are

interested in furthering their careers.

CareerLink Services: Customers, including job

seekers and businesses/employers, are able to

access the employment, education, training, and

information services they need at single neighbor-

hood locations called Team Pennsylvania CareerLink

Centers.

Work Experience and On-The-Job Training (OJT) for

Youth: Work and OJT experiences are planned, struc-

tured learning opportunities that occur in the

workplace for a limited period of time, and may be

paid or unpaid, subsidized or unsubsidized.

Job Training for Adults and Dislocated Workers:

Authorized training directly linked to occupations

that are in demand is available for eligible adults and

dislocated workers using the Individual Training

Account (ITA) voucher system.

Contact:

Bureau of Workforce Investment

Statewide Hotline

717-787-3354

www.dli.state.pa.us
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Federal Resources

Internal Revenue Service (IRS)

The IRS offers a variety of electronic and print

resources to assist small business owners and help

them understand and comply with federal tax rules

and regulations.

Visit the Small Business Corner of the IRS web site at

www.irs.gov/businesses/small for access to informa-

tion on: self-directed e-learning workshops, small

business CD-ROMs, checklists for new businesses,

and small business publications and forms available

for download. IRS forms and publications may also

be obtained by calling 1-800-TAX-FORM. Recorded

tax information in English and Spanish, on over 150

topics may be obtained by calling 1-800-829-4477.

(For the directory of topics, listen to topic #123.)

Contact:

Internal Revenue Service

IRS Small Business/Self-Employed Division

Taxpayer Education and Communication

215-861-1061 (Eastern PA)

412-395-4510 (Western PA)

MidAtlantic Trade Adjustment
Assistance Center

This program is administered by the U.S. Department

of Commerce and provides assistance to eligible

firms through private, non-profit organizations called

Trade Adjustment Assistance Centers. Assistance is

provided to companies hurt by imports. Companies

must have experienced a decline in sales and/or

production and demonstrate a decline in employ-

ment. The MidAtlantic staff will work closely with

management to diagnose a company’s needs and

develop a comprehensive recovery plan in various

areas, including marketing, manufacturing,

accounting, engineering, finance, and management.

This technical assistance is provided on a

cost-shared basis with the government paying up to

50 percent of all costs.

Contact:

U.S. Department of Commerce

Trade Adjustment Assistance Center

1730 Walton Road, Suite 204

Blue Bell, PA 19422

610-825-7819 or 1-800-566-7522

www.taacenters.org

Minority Business Development Agency
(MBDA)

The Minority Business Development Agency is the

only federal agency specifically created to encourage

the creation, growth, and expansion of

minority-owned businesses in the U.S.

The MBDA provides business development services

to minority entrepreneurs through a number of

different types of programs, each designed to focus

on the unique business problems of a specific target

market. Together, MBDA’s programs form a national

business service network that addresses the special

needs of minority entrepreneurs throughout

the U.S.

The MBDA provides funding for Minority Business

Development Centers, Native American Business

Development Centers, Business Resource Centers

and Minority Business Opportunity Committees

located throughout the Nation. The Centers offer a

wide range of business services to minority entrepre-

neurs.

Contact:

U.S. Department of Commerce

Minority Business Development Agency

Office of Market Access

14th and Constitution Avenue, NW

Room 5600

Washington, DC 20230

202-482-4671

www.mbda.gov

U.S. Food and Drug Administration
(FDA)

The FDA provides consultation to small businesses

subject to its regulations. Businesses regulated by

the FDA include manufacturers and distributors of

foods, drugs, cosmetics, medical devices, radiological

health, biologics, and veterinary drugs involved in

interstate commerce.

Contact:

U.S. Food and Drug Administration,

Central Region

Room 900, U.S. Customhouse

Small Business Representative

200 Chestnut Street

Philadelphia, PA 19106

215-597-4390 X4003

www.fda.gov/oc/industry/default.htm
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U.S. Department of Labor
Coordinated Compliance Assistance for
Business Program

The United States Department of Labor (DOL),

through the Office of Small Business Programs,

provides business owners and managers with on-site,

one-stop compliance assistance for the laws and

regulations that DOL administers.

Contact:

U.S. Department of Labor

c/o Penn State Cooperative Extension

400 North Lexington Street

Pittsburgh, PA 15208

412-473-2540

www.dol.gov/dol/osbp

U.S. Small Business Administration
(SBA)

The U.S. Small Business Administration is an

independent federal agency created to assist individ-

uals starting a small business and to help existing

businesses grow. Assistance is provided through a

variety of programs and services. SBA guarantees

loans through commercial lenders. Financing is

available through micro loans up to $35,000; loan

guarantees up to $2.0 million; long term fixed-rate

financing of fixed assets through the 504 program

and venture capital.

Free counseling as well as training is available

through the SBA, its resources partners and on-line

at its national web site - www.sba.gov. It has both

financing and technical assistance available for

companies looking to take advantage of the interna-

tional markets and export their products and

services.

For more information about the SBA, its programs

and services, contact the office nearest you.

Philadelphia

SBA District Office

Robert N.C. Nix Federal Building

900 Market Street, 5th Floor

Philadelphia, PA 19107

(215) 580-2722

www.sba.gov/pa/phil

Pittsburgh

SBA District Office

Federal Building, Room 1128

1000 Liberty Avenue

Pittsburgh, PA 15222

(412) 395-6560

www.sba.gov/pa/pitt

Harrisburg

SBA Branch Office

100 Chestnut Street, Suite 307

Harrisburg, PA 17101

(717) 782-3840

www.sba.gov/pa/phil
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Important Telephone Numbers

Center for Entrepreneurial Assistance . . . . . . . . . . . . . . . . . . . . . . . 1-800-280-3801 or 717-783-5700

Pennsylvania Department of Labor and Industry

Building Occupancy Permit . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3806

Labor Law Compliance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-932-0665

Unemployment Compensation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-2097

Benefits and Allowances . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-3547

Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-6647

Workers’ Compensation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-4447 or 1-800-482-2383 (in PA)

Pennsylvania Department of Revenue

Sales Tax Questions (Taxability of an Item) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Sales Tax Questions (On a Sales Tax Account) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Sales Tax Licensing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2340

1% Local Sales and Use Tax (Philadelphia and Allegheny Counties) . . . . . . . . . . . . . . . . . . . 717-787-1064

Employer Withholding Tax (Questions) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Employer Registration . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2340

Employer Tax Billing and Assessment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1586

Corporation Taxes (Rate & Base Changes) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-6035

Cigarette Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9374

Malt Beverage Tax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-783-9354

Small Games of Chance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8275

Use Tax (Aircraft, Watercraft, Motor Vehicle, Miscellaneous) . . . . . . . . . . . . . . . . . . . . . . . . 717-772-2960

Public Transportation Assistance Fund & Tax & Fees . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-2104

Taxpayer Service and Information Center . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1064

Specific Legal Questions on Tax Changes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1382

Electronic Funds Transfer (All Business Tax Types) . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-892-9816

Pennsylvania Department of State

Corporation Bureau . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Charitable Organization Registration . . . . . . . . . . . . . . . . . . . . . 717-783-1720 or 1-800-732-0999 (in PA)

Fictitious Name Search Office . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-1057

Bureau of Professional and Occupational Affairs . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8503

Licensing Boards (General Information) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-787-8503

Bureau of Citizenship and Immigration Services/National Customer Service Center . . . . . 1-800-375-5283

Federal Citizen Information Center. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-688-9889

Internal Revenue Service (IRS)

Employer Identification Number (EIN) Information. . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-829-1040

U.S. Small Business Administration

Harrisburg . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 717-782-3840

Philadelphia . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215-580-2722

Pittsburgh . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 412-395-6560

Charlotte, NC (Answer Desk) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1-800-827-5722
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A
Accelerated Mortgage Payment Provider • 55

Accountant • 65

Adjusters, Public • 61

Adoption • 63

Aging, Pennsylvania Department of • 53

Adult Day Care • 53

Advertising, Outdoor Permit • 66

African American Affairs, Governor's Advisory Commission

• 83

Agent/ Entertainers License • 62

Agricultural Liming Materials License • 54

Agriculture, PA Department of • 53

Air Emissions Licenses • 57

Air Quality Operating Permit • 57

Air Quality Plan Approval • 57

Airport/Heliport Seaplane License • 66

Alcohol Testing Devices • 61

All Terrain Vehicle Dealer Certificate • 56

All Terrain Vehicle Registration • 56

Amusement Ride Inspector Certification • 54

Animal Dealers & Hauler License, Domestic • 53

Animal Health and Diagnostic Services • 53

Architects Licensure Board • 65

Area Loan Organizations • 86

Articles of Incorporation • 24

Artificial Propagation Registration • 53

Asbestos Accreditation & Certification • 62

Asbestos Removal/Inspection • 57

Attorneys • 67

Auctioneer Examiners • 65

Auto Appraiser • 61

Automotive Inspection Station • 66

B
Bail Bonds • 61

Banking, PA Department of • 55

Banks • 55

Barber Examiners • 65

Bedding and Upholstery • 62

Beekeeping License • 54

Ben Franklin Technology Development Authority • 108

Birth Centers • 61

Blasting Licenses • 57

Blindness and Visual Services, Bureau of • 98

Boat Agency Registration • 60

Boat Launching • 56

Boat Mooring • 56

Boiler Operator • 62

Business Plan • 6

Business Structure • 23

C
Camp Certification of Registration • 61

CareerLink • 110

Cattle Branding • 53

Center for Community Building • 98

Center for Entrepreneurial Assistance • 98

Certificate of Authority • 24

Certificate of Limited Partnership • 23

Certificate of Organization • 24

Charitable Organization • 65

Check Casher • 55

Chemical/Physical/Biological Treatment Permit • 57

Child Day Care • 64

Chiropractic • 65

Chiropractors • 61

Cigarette Dealer's License • 64

Clean Streams Law Constructions Permit • 59

Coal Mining Activity Permit • 58

Coal Preparation Plant Permit • 58

Coal Refuse Disposal Permit • 58

Coal Surface Mining License • 58

Collector Repossessor • 55

Commercial Fishing License • 60

Commercial Treatment/Disposal Permit • 57

Community Economic Development Loan

Program (CED) • 88

Composting Facility Permit • 58

Conservation and Natural Resources, PA Dept. of • 56

Construction Demolition Waste Landfill Permit • 58

Consumer Discount Company • 55

Contractor Pre-qualification • 66

Corporation • 24

Corporation Registration • 65

Cosmetology • 65

Credit Services Loan Broker • 55

Credit Unions • 55

Customized Job Training (CJT) • 111

D
Day Care Group Homes • 64

Day Treatment Services • 63

Demonstration Facility Permit • 58

Dentistry • 65

Dog Law Enforcement, Bureau of • 53

Dog License • 53

Driver Licensing • 66

Driver Training School, Private • 57

Drug and Alcohol Facilities/Licensing • 61

Drugs, Devices and Cosmetics/Registration

& Licensing • 61
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E
Eating and Drinking Place License • 53

Education, PA Department of • 57

Egg Inspector License • 53

Egg Opening License • 53

Employee Handbook • 34

Employees, How to Hire and Manage • 33

Employer ID Number • 27

EMS/Certification, Licensing & Training • 61

Engineers, Professional • 65

Enterprise Zone Program (EZP) • 93

Enterprise Zone Tax Credit Program • 95

Environmental Protection, PA Department of • 57

Equal Pay Law • 73

Ethyl Alcohol Production, On-Farm • 54

Exotic Wildlife Dealer • 60

Export Finance Program • 89

Exporting • 49

F
Fair Labor Standards Act • 34

Family Savings Account (FSA) • 89

Federal Employer ID Number • 2

Feed License • 54

Fertilizer License • 54

Fictitious Name • 26

Fictitious Name Registration • 65

Firewood Permit • 56

First Mortgage Loan Wholesale Table Funder • 55

First Mortgage Banker • 55

First Mortgage Limited Loan Broker • 55

First Mortgage Loan Broker • 55

First Mortgage Loan Correspondent • 55

Fish and Boat Commission, Pennsylvania • 60

Fish Bait Dealers Registration • 53

Fishing Agency License • 60

Fishing Lake License, Regulated • 60

Food and Drug Administration, U.S. • 113

Food Establishment Registration • 53

Food Safety and Laboratory Services, Bureau of • 53

Food Stamps • 67

Foster Family • 63

Frozen Dessert License • 54

Funeral Directors • 65

Fur Dealer • 60

G
Game Commission, Pennsylvania • 60

Garbage License • 53

General Partnership • 23

General Services, PA Department of • 45

Geologists • 65

Ginseng Certificate • 57

Governor's Action Team • 99

Ground Pine Removal Approval • 56

H
Hard Mineral Permit • 56

Harness Racing Commission • 54

Hazardous Waste Licenses • 57

Hazardous Waste Piles Permit • 57

Health Care Facilities/Certification • 61

Health Clinics • 61

Health Club Registration • 67

Health, PA Department of • 61

Highway Occupancy, Permits for • 66

Home Health Agencies • 61

Horse Racing Commission • 54

Hospice • 61

Hospitals & Surgical Facilities/Licensing • 61

Hunting Grounds, Regulated • 60

I
Incinerator Permit • 57

Incubators • 19

Independent Contractors • 33

Industrial Development Authorities (IDAs) • 90

Industrial Development Corporations (IDCs) • 90

Industrial Home Work Law • 73

Industrial Minerals Mining License • 58

Industrial Resource Centers (IRCs) • 99

Industrial Site Reuse Program (ISRP) • 86

Industrial Wastewater • 58

Infectious and Chemotherapeutic Waste • 58

Infrastructure Development Program (IDP) • 90

Installment Seller • 56

Insurance Agents/Brokers/Agencies • 61

Insurance, Pennsylvania Department of • 61

Internal Revenue Service (IRS) • 112

International Business • 93

International Markets • 49

Investment Advisor • 65

Invitations for Bids • 45
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J
Job Creation Tax Credits • 95

Job Description • 34

Junkyard Permit • 66

K
Kennel License • 53

Keystone Opportunity Zones (KOZs) • 95

L
Labor and Industry, Pennsylvania Department of • 62

Labor Law Compliance, Bureau of • 62, 72

Labor, U.S. Department of • 113

Laboratory Accreditation License • 58

Laboratory Licensing • 61

Land Disposal of Sewage Sludge Facility Permit • 58

Land Surveyors • 65

Land Treatment Permit • 57

Landfill Permit • 57

Landscape Architects • 65

Latino Affairs, Governor's Advisory Commission on • 83

Limited Liability Company • 23

Limited Liability Partnership • 24

Limited Partnership • 23

Limousine • 63

Liquid Fuels and Fuel Tax • 64

Liquor Control Board, Pennsylvania • 63

Liquor License • 63

Local Development Districts • 100

Lottery Agent • 64

M
Machinery and Equipment Loan Fund (MELF) • 91

Malt Beverage License • 63

Managed Care Facilities • 61

Maple Products License • 54

Marina Slips • 56

Maternity Homes • 63

Meat Establishment • 53

Medical Pay Act • 73

Medicare Certification • 61

Medicine • 66

Mental Health Centers • 61

MidAtlantic Trade Adjustment Assistance Center • 112

Milk and Dairy Products Permit to Sell • 54

Miners & Mine Officials Certification • 58

Minimum Wage • 34

Minimum Wage Act • 73

Mining Licenses • 58

Minority Business Advocate • 83

Minority Business Development Agency (MBDA) • 112

Minority Business Enterprise • 46

Minority Supplier Development Council, National • 83

Money Transmitter • 56

Motion Picture Projectionist • 62

Motor Carriers, Permits for • 66

Motor Fuel Decal • 64

Municipal Waste Beneficial Use Approval • 58

Municipal Waste Certification • 58

Municipal Waste Processing Facility Permit • 58

Municipal/Residual Waste Permits • 58

N
National Pollutant Discharge Elimination

System Permit • 58

Neighborhood Assistance Program • 96

New Hire Reporting Program • 34

Notaries Public • 65

Nuclear Regulatory Commission Materials License • 59

Nursery Dealer License • 54

Nursery/Greenhouse License • 54

Nursing • 66

Nursing Home Administrators • 66

Nursing Homes/Licensing • 61

Nutrient Management Specialist License • 54

O
Occupancy Permit • 2

Occupational Therapists • 61

Occupational Therapy Education and Licensure • 66

Occupational & Industrial Safety • 76

Office of Vocational Rehabilitation (OVR) • 101

Off-Track Wagering Parlors • 54

Oil and Gas Certification • 58

Oil and Gas Licenses • 59

Opportunity Grant Program • 91

Optometry • 66

Osteopathic Medicine • 66

Outpatient Rehabilitation • 61
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P
PA Open for Business • 97

Passenger Carrying Boat Operator's License • 60

Pawnbroker • 56

PENNSAFE • 62

Pennsylvania Capital Access Program (PennCap) • 91

Pennsylvania Economic Development Financing

(PEDFA) • 92

Pennsylvania Employer Advisory Council for Workforce

Development • 111

Pennsylvania Industrial Development Authority

(PIDA) • 92

Pennsylvania Minority Business Development Authority

(PMBDA) • 92

Pennsylvania State Date Center (PaSDC) • 101

PENNTAP, Pennsylvania Technical Assistance

Program • 102

Permit-by-Rule Approval • 57

Personal Care Homes • 64

Pest Control • 60

Pesticide Applicatory Business License • 54

Pesticide Dealers License • 54

Pesticide Products Registration • 54

Pharmacy • 66

Physical Therapists • 61

Physical Therapy • 66

Plant Growth Substances Licenses • 54

Plant Industry, Bureau of • 54

Podiatry • 66

Portable X-Rays/Certification • 61

Poultry Technician • 53

Prevailing Wage • 62

Prevailing Wage Act • 74

Private Academic Schools • 57

Private Investigator • 67

Private Licensed Schools • 57

Procurement Technical Assistance Centers (PTACs) • 47

Professional and Occupational Affairs • 65

Property Carriers • 63

Psychology • 66

Public Bathing Place Permit • 61

Public Utility Commission, Pennsylvania • 63

Public Water Supply Licenses • 59

Public Weighmaster License • 54

Public Welfare, PA Department of • 63

R
Rabies Certification • 53

Radiation Permits • 59

Radiation Producing-Machine Registration • 59

Radioactive Material License • 59

Radon Testing/Mitigation Certification • 59

Real Estate Appraisers, Certified • 66

Real Estate Commission • 66

Recreation License • 56

Rendering Plants • 53

Request for Quotes • 45

Residual Waste General Permit • 58

Residual Waste Processing and/or Disposal Permit • 58

Resource Recovery Facility Permit • 58

Reuse-Recycle-Reclaim Approval • 58

Revenue, PA Department of • 64

Ride and Measurement Standards, Bureau of • 54

Rights of Way Licenses • 56

Road Use Agreement • 56

S
S Corporation • 24

Safe Drinking Certification • 58

Sales Finance Company • 56

Sales Tax • 68

Savings Associations • 55

Seasonal Farm Labor Act • 74

Seasonal Farm Labor Camp Permit • 54

Secondary Mortgage Lender • 56

Secondary Mortgage Loan Broker • 56

Secondary Mortgage Loan Broker's Agent • 56

Securities Agent • 65

Securities Commission, Pennsylvania • 65

Seismic Survey Permit • 56

Self-Employment Assistance (SEA) • 103

Service Corps of Retired Executives (SCORE) • 103

Sewage Licenses • 59

Sewage Sludge Land Reclamation Permit • 59

Shellfish Permit • 54

Small Business Administration, U.S. • 113

Small Business Advocate • 84

Small Business Development Centers (SBDCs) • 104

Small Business First Fund • 93

Small Business Ombudsman • 60

Small Business Resource Division• 106

Small Games of Chance • 64

Small Operators Assistance Program Qualifications • 58

Snowmobile Dealer Certificate • 56

Snowmobile Registration • 56

Social Work Examiners • 66

Soil Conditioners • 54

Sole Proprietorship • 23

Speech-Language and Hearing • 66

State Contracts • 45

State Forest Camping • 56

State Forest Licenses • 56
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State Park Camping Permit • 56

State Park Picnicking • 56

State, PA Department of • 65

Storage Facility Permit • 58

Stuffed Toys • 62

Superloads, Permits for • 66

Surface Impoundment Permit • 58

T
Tax Credits and Incentives • 94

Tax Incentives • 69

Taxi Service • 63

Taxidermy • 60

Teacher Certification • 57

Technology Councils • 109

Telemarketing Registration • 67

Thermal Treatment Permit • 58

Transfer Facility Permit • 59

Transient Vendor License • 64

Transportation, PA Department of • 66

Transporter License • 58

Treasury, Pennsylvania State • 46

Trust Companies • 55

U
Under Ground Injection Control Permit • 59

Unemployment Compensation • 76

V
Vehicle Manufacturers, Dealers, and Salespersons • 66
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