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Introduction

Navigating through Regulations and Licensing Regmuients: A Guide for Fitchburg Entrepreneurs in
20 Business Typis designed to provide a quick grasp of the regments for starting a business in the
City of Fitchburg. The guide presents the mostceadfit paths to full compliance with existing
regulations.

This publication will be of use to a variety of gps:

» Individuals who would like to startsole proprietorshibusiness in Fitchburg
» Agencies, both public and private, that advise @sgist entrepreneurs in the start-up stage
» Research organizations interested in businessaaweint and small business regulatory policy

The guide provides step-by-step instructions fartstg a business in 28elected business types in
Fitchburg. For each business type, there is a diseck all the permits, licenses, and forms regdiand
detailed steps on how to meet local, state, andrédequirements. Subsections addressing business
plans, zoning, all levels of taxes, and insurameenambered in both in checklist format and in tieta
steps to facilitate use of the guide. For exampléind information on licensing users can inityadjet a

brief overview of required processes at Step 4hendhecklist, then can refer Step 4 in Detailed
Stepssection for in-depth information.

There are two appendices attached:

= Appendix | lists organizations that offer business assistaamo®ounting, financial, technical and
other services to entrepreneurs.

= Appendix Il offers an overview of the necessary steps that brisaken with state and federal
authorities once the entrepreneur opts to hiretiadal employees

We hope that entrepreneurs and business assigtanfessionals will find this guide easy to use and
helpful in starting or assisting small businesseSiichburg.

User feedback is welcome. Please send all emaflfidorakovlev at ayakovlev@pioneerinstitute.org

Disclaimer

The information contained in this guide is limitedthe procedures and requirements for entrepreneur
who are starting sole proprietorships. This guigenot reflect changes in federal, state, or muaicip
laws, rules, regulations, or filing fees that ocfallowing its publication. While municipalities tside

Fitchburg may have similar regulations, this guiidy addresses the regulations and tax requirements
in effect in Fitchburg. This guide should not ls&d for starting a business in other cities anahow




Artist Live/Work Space

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall

File Form of Intent and submit with floor plan, tited plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner; Proceed
according to instructions in Zoning Determination

Set up inspection to receive Certificate of Insjpec{$40 filing fee)

If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 Visit the City Clerk’s Office at City Hall to filéor the necessary licenses

5 BUSINESS CERTIFICATE

File for a City of Fitchburg business certifical2BA) through the City Clerk and get
form notarized (only if company will be a sole prigporship or general partnership)
1 Submit notarized form with a check or money oraethie amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt
7 INTERNAL REVENUE SERVICE
1 Call the Internal Revenue Service office in Woreesbd schedule an appointment

1 File federal tax forms for your business
[0 Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

8 INTERNAL REVENUE SERVICE
1 Call the Internal Revenue Service office in Woreesbd schedule an appointment
"1 File federal tax forms for your business
1 Get a federal tax identification number

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
1 Visit the Building Commissioner for advice

OO O OO
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business pha Business plans are part of a continuous prdoessfine your business conce
understand your market, set goals and effectivedgtrlient needs. Typically, plans encompass
operational issues including, but not limited tee following:

= What services and products will your business pt®wand what needs do these fulfill?
= Who is your target market and how will you reacbni?
= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Additional steps are required if you ptan
hire other individuals. For more information, vigieMassachusetts Department of Business and
Technologywebsite.

http://www.mass.qov/dbt

Or, contact th€entral Massachusetts Regional Small Business Dewspment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licens#ggirements for starting a sole proprietorship
with no employees. If planning on hiring employgasase consult Appendix I, “City, State, and
Federal Agencies Involved in Starting 20 Businegséstchburg”

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show how
the business or use is going to be set up witharptincipal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows how
the business or use is going to be set up witharptincipal structure, a certified plot plan shogvin
adequate off street parking and setbacks to pipfiees, and the $15.00 filing fee. Be prepared to
provide an explanation about your business andtiotes.

TheBuilding Commissioner will review your application and write Zoning Determination that
will outline step-by-step what you need to do togared with your business. Follow the steps in the

7



Zoning Determination.

Home Occupation is allowed by right in Fitchburgyded that it:

* Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling as a
primary residence;

« Is clearly incidental and secondary to the uséefgremises for residential purposes;

* Does not produce offensive noise, vibration, smdkst, odors, heat, lighting, electrical
interference, radioactive emission or environmepdtdiution;

* Does not utilize exterior storage of material onipqent;

* Does not exhibit any exterior indication, includisigns, of its presence or any variation from
residential appearance,;

* Does not produce any customer, pupil, or cliepistto the occupation site and has no
nonresident employees;

* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by the
Board of Appeals

Contact theé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention spséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Visit the City Clerk’s Office to file for the appropriate licenses.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

5b Prior to opening your business, you must filthwheFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5b. After filling out the application, have it notzed. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your social
security number for your business, be sure to get Yax ID# before opening a business bank
account. A separate business account spares ytasise of untangling personal and business
transactions when you file taxes, decreases teéHod of a missed deduction, and facilitates
transparent recordkeeping in the event of an aBdginess accounts also increase credibility with
potential lenders and clients and accommodate essigrowth. If possible get a debit card with your
account to help you with back up record keeping.



TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and asses
it for city taxes. The office is open from 8:30an30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

» Form 1 - Massachusetts Resident Income Tax Return (on EANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession {geafiployed)

A comprehensive guide to small business taxesgetisaa online access to all applicable forms, can
be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

http://www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable itemisl so

Complete aNVebFilefor Business application at the DOR website, aniin you will receive a Sale
and Use Tax Registration Certificate (Form ST-1Deadisplayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide to
Sales and Use Tax” available in PDF file throughwrebsite:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

7a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-6089
to request the forms by mail. Forms and filing instions are available on the DOR website;
however, it is still recommended that you speai @DOR representative to ensure you are in
full compliance with the law:



7b.

http://www.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, eithex @hline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost sole
proprietors file a Schedule C form with their ina®maxes. If you plan to sell tangible goods,
you must file a Form TA-1 to pay Massachusettesahx.

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Servicednce
you file these forms, the IRS will give you a tabemtification number and provide instructions on
compliance with federal regulations.

Typically, along with a basic Form 1040, you mul&t & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs. Visit
the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. He@xelbusiness insurance protects you and your

9b.

business in the event of fire, theft, or other éssd'he most common coverage types include
liability, property, business interruption, “key maautomobile, and home office.

If you get insurance, it is recommended that ssess and inventory your business facility

and assets every two years. This will ensure rept@nt costs are up to date, enable you to
settle claims faster, and help you explain busifeesses on your tax returns.
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Auto Body/Repair Shop

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tiéed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection to receive Certificate of Insjpec{$40 filing fee)
Visit Fire Prevention Bureau to obtain necessaryns from Fire Department
If building or renovating Submit floor plan; Receive building permit
4 LICENSING
71 Visit the City Clerk’s Office at City Hall
"1 File for the necessary licenses
5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)

OO0 O O

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLadt
7 INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service office in Woreesb schedule an appointment
"1 File federal tax forms for your business
"1 Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE

1 Contact the Massachusetts Department of Revenue
"1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
1 Visit the Building Commissioner for advice

11



DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are parcofhnuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business pt®wnd what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

This guide provides detailed instructions for thegghing to open a mechanical auto repair or
auto body shop. The instructions are identicalepkauto body or glasswork requires further
licensing from theVlassachusetts Division of Standardésee Step 9). This guide also contains
instructions for sole proprietors only. Hiring othedividuals requires that you take further steps
and complicates your tax filing. For more infornoati visit theMassachusetts Department of
Business and Technologwebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licensdggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix II,
“Navigating the Regulations to Become an Employer”

LOCATION

Choose a location for your business and draft ailéétfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show
how the business or use is going to be set upmitieé principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your mssimnd intentions.

12



TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the steps
in theZoning Determination.

Contact thé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Obtain all necessary licenses and permits

4a. Operating an auto repair shop requires thatigailliproperly with hazardous wastes such
as waste oil, waste gasoline, and waste genenateddegreasing auto partYou must file
the appropriate forms with the Massachusetts Dejaant of Environmental Protection
(DEP).

Massachusetts Department of Environmental Protactio
Central Regional Office

627 Main Street

Worcester, Massachusetts 01608

508-792-7650

dep.neroinfo@state.ma.us
http://www.mass.gov/dep/about/regional.htm

You will also need to register with the DEP as aggator of hazardous waste and/or waste
oil. Complete the Hazardous Waste Generator Ragjstr Form for Very Small Quantity
Generators (VSQGQG) if your business generates lhess220 pounds of hazardous waste
and/or 27 gallons of waste oil per month. You cawnload the form from the DEP
website:

http://mass.gov/dep/recycle/approvals.htm#gen

If your business will be a Small Quantity Generd®®@QG) of hazardous waste and/or
waste oil (220-2,200 pounds or 27 to 270 gallonsypenth) or a Large Quantity

Generator of hazardous waste and/or waste oil (thare 2,200 pounds and/or 270 gallons
per month), you need to file a Notification of Hedraus Waste Activity Form. Go to

DEP’s website:

http://www.mass.gov/dep

Click on the e-DEP icon, and register with e-DEBglin, then click online forms. The
Notification of Waste Activity is in the drop dowist. You will be prompted for your EP
ID number and your Tax ID number.

If DEP does not have this information on file fauy facility, or if you do not have an
EPA ID number, you should submit the “RCRA Notitica of HW Activity Preliminary
Form.” DEP will use the information from the prelmary form to set up your facility, and

13



4Db.

4c.

will send back an email with the code needed topleta the notification. As a Fitchburg
business owner, you will need to return the congoléorm to the DEP Central Office
(Attn: BWP). The Office is open from 8:45am to 5000, Monday through Friday, except
state holidays.

If spray painting will be performed on site, MasdDEequires auto body/repair businesses
to comply with air pollution control regulations neinimize Emissions of volatile organic
compounds (VOCs) and other pollutants. Call thed@&s Central Regional Service
Center at 508-946-2714 and ask to speak to a BWHRifpengineer or inspector to
understand your compliance options." For additiami@irmation on technical compliance,
vendors, pollution prevention, and cost reductibyoar shop, download the EPA’s
publication “Auto refinishing best practices kitvailable at:

http://www.epa.gov/opptintr/dfe/pubs/auto/traingrdéx.htm

Contact theOffice of Technical Assistancdor Toxics Use Reduction guidance manual,
"Crash Course for Compliance and Pollution Preenti(October, 1998) available online
in both English and Spanish versions at:

http://www.mass.gov/envir/ota/publications/tech agg.htm

MassDEP compliance assistance fact sheets aralaleadlt:

http://www.mass.qgov/dep/recycle/compliance/factdutiti#hwm

To learn more about various policies pertinentutm dody/repair shops. Go to:

http://www.mass.qov/dep/recycle/laws/policies.htm

Additional licenses are required throughMessachusetts Division of Standardg you
planto sell antifreeze, motor fuel and/or lubricating al. Applications for these permits
can be downloaded at the Division of Standards itebalternatively, you may also call
the Division of Standards to request a paper cgpy. will be instructed to leave a
message with your name and mailing address.

Massachusetts Division of Standards

One Ashburton Place, Room 1115

Boston, MA 02108

617-727-3480
http://www.state.ma.us/standards/license.htm

If auto body or glasswork will be done, a licensalso required through the Division of
Standards. The completed application must inclbdddllowing:

= Two letters of recommendation from individuals wdre either Registered Motor
Vehicle Repair Shop operators, elected public @fs¢ or members of the
Massachusetts Bar

= A registration fee of $450 payable by business kloeenoney order to the
Commonwealth of Massachusetts

= A surety bond or letter of credit for $10,000

Snack or soda machines in your shop require permitsom theMassachusetts Food
Protection Program (FPP).Applications are available for download at the FPBsite or

14



you can contact the FPP directly:

Food Protection Program

Massachusetts Department of Public Health
305 South Street

Jamaica Plain, MA 02130

617-983-6700
http://www.mass.gov/dph/fpp/vendinglic.htm

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it nataed. Return the completed and notarized form
to the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spavgbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the ewéah audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES

Visit the Fitchburg City Assessorto file aForm of List. A Form of List is used to document the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
15



Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

*» Form 1 - Massachusetts Resident Income Tax Return (on EANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession {geafiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat. ht

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@lyrthe rate is five percent of taxable items
sold.

Complete aNebFilefor Business application at the DOR website, anaiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sis_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR

16



8b.

website; however, it is still recommended that gpaak to a DOR representative to ensure
you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, eithex @hline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost

sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massaclissgtles tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a.

9b.

Most forms of insurance are not required. H®vglusiness insurance protects you and
your business in the event of fire, theft, or otlesses. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

If you get insurance, it is recommended that ssess and inventory your business facility

and assets every two years. This will ensure repi@nt costs are up to date, enable you to
settle claims faster, and help you explain busifeesses on your tax returns.
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Barber Shop

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
71 File Form of Intent and submit with floor plan, tfed plot plan and filing fee ($15)
0 Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
1 If building or renovating Submit floor plan; Receive building permit
L
[

ICENSING

Visit the City Clerk’s Office at City Hall to filéor the necessary licenses
Obtain a Certificate of Registration from the BoafdRegistration of Barbers,
Massachusetts Division of Professional Licensure

5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethe amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

7 INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service office in Woreesbt schedule an appointment
1 File federal tax forms for your business
1 Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
71 Visit the Building Commissioner, if necessary, &alvice

J
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notdarto, the following:

=  What services and products will your business gl®wnd what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

In order to own a barber shop, you must either ligeased master barber and serve as a
manager, or have a manager who is a full-time epg@l@nd a licensed barber. This guide
contains instructions for sole proprietors only dikbnal steps are required if you plan to hire
other individuals. For more information, visit thassachusetts Department of Business and
Technologywebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning aonng employees, please consult Appendix II,
“Navigating the Regulations to Becoming an Empléyer

Note There is an issue if the barber shop rents ch&lese must be taken to meet workmen’s
compensation insurance requirements and liabigyiance requirements.

LOCATION

Choose a location for your business and draft aildétfloor plan for submission to tiB®ard of
Registration of Barbers If you plan to make repairs or do renovations,ftbor plan should
show what the property would look like when the kvisrcomplete. The floor plan does not need
to be prepared professionally, but must show alhpéd rooms, equipment, both front and back
doors, bathrooms and sinks, and shop set-up.

Board of Registration of Barbers

Massachusetts Division of Professional Licensure
239 Causeway Street, Suite 500

Boston, MA 02114

617-727-7367

You must also indicate where the barber pole oaldeil be located (legally required to be on a
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window or door that is clearly visible to the publiDon’t forget to include your name; two
numbers where you can be contacted, the shop adghetsa post office box), and the anticipated
opening date. If you are purchasing an already$ied shop you will either need to submit a copy
of the original license or the name and license memof the previous shop owner with your floor
plan.Your name, home address, shop location addresslagndnd night telephone numbers n
also all be included on the face of the floor pldme license number and name of the master
barber who is in charge must also be on the fatkeofioor plan.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your mssimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taad@roceed with your business. Follow the steps
in the Zoning Determination.

Contact thé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

Every barbershop must be under the supervisiorlioéased master barber during hours of
operation and have a barbershop license.

4a. To become a master barber, you must be askdeapprentice for at least 18 months. Then
you may request an application from the Board dfifeation of Barbers. Visit the office
in person to present a copy of your apprenticaieeand discuss the application process.
Before you can become a Master Barber, you wibl &ks required to take@mputer
based assessment test and a practical examinattenpre-approval by the Board or your
school, call Promissor to schedule an appointmei890-274-2021. For further
information contact the Board of Barbers or visgit website:

http://www.mass.gov/dpl/boards/br/default.htm

4b. To apply for a license for your shop from Buward of Registration of Barbers, submit two
copies of your shop floor plan, a new shop appboata copy of your occupancy permit,
and the non-refundable application and licenséddébe Board, attn: New Shop.
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4c. After your application has been reviewed,shep-opening investigator will contact you.
If your floor plan is approved, the investigatoitlwchedule an inspection appointment
with you. If you miss this inspection appointmerdur shop application will automatical
be denied and you will have to reapply and re-payfée. On the day of your inspection
appointment, you will need a driver’s license oofhlD and a current copy of 232 CMR,
the Board of Barbers Rules and Regulations. Thesrahd regulations can be obtained
from the Statehouse Bookstore, 617-727-2834, onejait:

http://www.mass.gov/dpl/boards/br/cmr/232201.htm

The shop inspector will look for several critichirtgs in your shop:

hot and cold running water

a sink or sinks capable of disposing of all wastewa

an available bathroom, with a toilet and an adesjgaak for hand washing
a sink for hand washing in addition to the bathrconk

proper lighting and ventilation.

If the inspector finds the facility up to code, thee/she will allow the shop to open and the
registration board will issue a license for theldeashop. Licenses for barbershops are renewed
biennially.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spavgbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the ewéah audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.
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7

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

» Form 1 - Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession {geatfiployed)

A comprehensive guide to small business taxesgetisas online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
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register to pay Massachusetts state sales taxei@lyrthe rate is five percent of taxable items
sold.

Complete aNebFilefor Business application at the DOR website, anaiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpeak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, either @ihline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost
sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachsssales tax.

9 INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you and
your business in the event of fire, theft, or otlesises. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business

facility and assets every two years. This will eesteplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax returns.
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Child Care-Home Based

/ CHECKLIST

1

BUSINESS PLAN

Draft a business plan. Decide on the number anddgbkaange of the children you
wish to care for to determine whether you will bguired to hire an assistant.

LOCATION

"1 Draft a detailed floor plan, ensuring that youriliacconforms to DEEC guidelines
1 Have the facility inspected by DEEC to ensure ietaestate standards

ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tifed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Build@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inipad$40 filing fee)
If building or renovating:Submit floor plan; Receive building permit

ICENSING

Become a licensed child care provider

Complete the Massachusetts Department of Early &otucand Care(DEEQYew
Provider Orientation Program

Obtain the Massachusetts Child Care Provider’sriseeapplication from DEEC
Before submitting the application, fulfill medicahd information requirements as
outlined in “Detailed Steps”

Submit the application along with a signed checkoney order to DEEC

USINESS CERTIFICATE
Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethe amount of the filing fee
TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service officeNorcester to schedule an appointment
1 File federal tax forms for your business

1 Get a federal tax identification number

MASSACHUSETTS DEPARTMENT OF REVENUE

(1 Contact the Massachusetts Department of Revenue

1 File Massachusetts state tax forms for your busines

1 Get a Sales Tax Registration Number and Certificate

INSURANCE
1 Do arisk assessment and inventory of your busiséssility and property

0

O
O
O
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notdarto, the following:

= What services and products will your business gl®wand what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

Decide how many children you wish to care for, emdhat age groups these children will belong.
If the number exceeds six, the state requiresythaemploy an assistant who is licensed by the
Massachusetts Department of Early Education and Car (DEEC) (see step 3).

This guide contains instructions for sole proprigtonly. Additional steps are required if you plan
to hire other individuals. For more informationsivitheMassachusetts Department of Economic
Developmentwebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning oririg employees, please consult Appendix I,
“Navigating the Regulations to Become an Employer”

LOCATION

Draft a detailed floor plan, ensuring that yourgedy conforms to DEEC guidelines. Note:
address mentioned on the next page. If you planake repairs or do renovations, the floor plan
should show what the property would look like whlea work has been completed. The floor plan
does need not be prepared professionally, but simast all planned furniture, doors, windows,
equipment, plumbing, and electrical outlets. Youwtrhave a minimum of 150 square feet of
usable indoor space if caring for one or two cleiitdand a minimum of 225 square feet of
approved usable floor space if caring for thresixachildren.

Bathroom, hallways, and adult only zones do nontéar square footage requirements.

2a. The following home safety questions need tadsressed in your child care providers’
license application and should be taken into camaittbn as you draft a floor plan.
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Outdoor Space

Are you using your own yard for an outdoor plays&@®o you have at least 75 square
feet per child? (required)

Is the yard fenced, and, if so, how high is thecéshls it on a busy street?

Do you have a porch that is more than three fegthi

Do you own a swimming pool (not a wading pool)? Hewhis pool kept safe for
children?

Do you have a private well? (Well water must passeSpurity and quality tests)

Is there standing water, steep drop offs, railfwadks or other hazards on or near your
property?

Indoor Space

How many exits are in your home? Where are thegtémt?

Do you have smoke and carbon monoxide detectoesoln floor of the establishment?
Do you have a written evacuation plan in caseref fias leak, or other emergency?
Do you have locks on all bathroom and closet dosre?hese locks easily opened
from inside and out?

Do you have to pass through someone else’s liyiages to leave the facility?

Are all accessible windows securely screened, ¢aded, or do they open only from 1
top?

Is there a working flashlight on each floor of treme?

Is there peeling, flaking, or chipped paint on pinemises? Do you have broken plaster?
(Must be addressed before you may operate a chillaenter.)

Was your property constructed prior to 1978? Hame ghecked for lead paint? (Must
be professionally removed before you may operatald care center.)

Do you keep firearms or ammunition in your homeWHim you store these firearms
and ammunition so they are inaccessible to chiliren

Are all potentially hazardous materials (cleaninggies, razors, cosmetics,
medications, etc.) stored so they are inaccessiiiestate will inspect the facility
room by room to ensure this, particularly bathro@nd kitchens.

Are all heating sources (e.g. radiators, hot waiiees, fuel-burning stoves, and
fireplaces) inaccessible to children?

Are all accessible unused electrical outlets caVere

Are all stairways of four or more stairs barricad€BRequired when caring for children
under three.) Do you have pressure gates? Whdréheyl be located? (Not allowed at
the top of stairs.)

2b. Your childcare facility must have an operablephone. Next to the telephone a list of
emergency telephone numbers (including Fire, PoRcebulance, Poison Control Center,
and the nearest emergency health care facilitg)pnimes and numbers of two emergency
contacts, and your name, address, and phone numistibe posted.

2c. Before you are permitted to open for businB&EC will inspect your facility to determine
if it meets state standards. The inspector willdate any changes that need to be made to
the property, or certifications you must obtaindsefyou can open for business. Ask for
copies of any paperwork from the inspection(syolii are certified, your license will be
valid for up to three years.

There are different requirements for center-basgdcdre and home-based day care.

3 ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.
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Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination that
will outline step-by-step what you need to do togaed with your business. Follow the steps in
the Zoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
* Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling as
a primary residence;
« Is clearly incidental and secondary to the uséefgremises for residential purposes;
* Does not produce offensive noise, vibration, smdket, odors, heat, lighting, electrical
interference, radioactive emission or environmepgdution;
* Does not utilize exterior storage of material onipqent;
» Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance;
« Does not produce any customer, pupil, or cliepstto the occupation site and has no
nonresident employees;
» Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by the
Board of Appeals

Contact theé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention spséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

Before you begin providing child care services, yaust be licensed by the Massachusetts
Department of Early Education and C8EEC) as a child care provider:

Massachusetts Department of Early Education ance@entral Office
51 Sleeper Street™4loor

Boston, MA 02110

617-988-6600

www.eec.state.ma.us

Call the Central Regional Office to learn more aldmecoming a licensed childcare
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4a.

4Db.

provider. If this is to be a center based daydaeect are additional regulations regarding
certification of the director and staff.

Massachusetts Department of Early Education anceCar
Central MA Regional Office

340 Main Street, Suite 400

Worcester, MA 01608

508-798-5180

Complete the DEEC New Provider OrientatiorgPam. DEEC has a number of Child
Care Resource and Referral agencies (CCR&R) thamtgilassachusetts. These
organizations offer information, referral, educatitraining, technical assistance, and
resource development to parents, child care prosidenployers, and community groups.

Request a copy of the Massachusetts Child R@anader’s License for Home Providers
application from DEEC or download the forms online:

http://www.eec.state.ma.us/kr_licensing.aspx

The child care license application you should abwaill depend on the number and ages
of children that you intend to watch in your home:

Regular Family Child Care License:up to six children.

Family Child Care Plus License:up to six children under the age of 7 and twodzkih
over the age of 7.

Large Family Child Care: up to 10 children.

Different licenses are required for center baseldicére. Before you submit the application to
open your facility, there are number of requirersgmu will have to meet. For additional
guidance, call the DEEC or read their electroniclguwnline:

http://www.eec.state.ma.us/0o_licensing.aspx

Medical requirements:

Obtain current certification in basic first aid aG&R for infants and children.
Obtain measles, mumps, and rubella immunizations.

Have a recent, negative test on record for tubestsl( TB) on a Mantoux TB test.
Receive a complete physical.

Have your physician fill out the medical form iretapplication packet.

Information requirements:

Submit a list of persons living in your householddadetail any physical, mental,
emotional problems that could affect your provisudrday care.

Submit a Criminal Offender Record Information (CQMRorm. Every individual 17 ¢
older who regularly vigs or lives in the house must undergo this backgtoaheck
Certain criminal offenses may disqualify a homeddfamily Child Care license. You ¢
file CORI forms electronically.

For further information. contact your regional DEEpresentative at 617-472-2881.
Compile a list of references.

Compile a list of child care jobs that you havedhelthe past.

Find two persons who live within ten minutes of yday care location who could help y
in case of an emergency.

Submit a written activities plan icompliance with the requirements of the state liated
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under Section 102 CMR 8.12 to your DEEC inspector.

4c. Submit the application and a signed checkamay order in the amount of the licensing
fee to DEEC as specified in the application packet.

Note: You will be required to maintain health and attemdarecords for each child that
you or an assistant supervises. For more informatiolicensing and operating regulations,
visit the DEEC website:

http://www.eec.state.ma.us/kr_regulations_main.aspx

4d. If you serve 20 or more children, than thelitganeets the definition of a small public
water supply and should obtain a Drinking Watenpethrough MassDEP. For details, please
contact MassDEREentral Region Drinking Water Program.

BUSINESS CERTIFICATE

You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your social
security number for your business, be sure to get Yax ID# before opening a business bank
account. A separate business account spares ytasise of untangling personal and business
transactions when you file taxes, decreases teéHod of a missed deduction, and facilitates
transparent recordkeeping in the event of an aBdginess accounts also increase credibility with
potential lenders and clients and accommodate bssigrowth. If possible get a debit card with
your account to help you with back up record kegpin

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

29



You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with thdassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

Form 1 — Massachusetts Resident Income Tax Return (on BEANR/PY for Non-Residents or
Part-Year Residents)
Schedule G- Profit or Loss from Business of Profession (gefiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxei@lyrthe rate is five percent of taxable items
sold.

Complete aNebFilefor Business application at the DOR website, anaiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtiggdhwebsite:
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http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgructions are available on the DOR website;
however, it is still recommended that you spea#t ROR representative to ensure you are in full
compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, eithex @hline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You must
also file tax forms with th#Massachusetts Department of Revenue (DORMost sole proprietors
file a Schedule C form with their income taxesydfi plan to sell tangible goods, you must file a
Form TA-1 to pay Massachusetts’ sales tax.

INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Herelbusiness insurance protects you and
your business in the event of fire, theft, or otlesses. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business facility
and assets every two years. This will ensure repi@nt costs are up to date, enable you to
settle claims faster, and help you explain busifesses on your tax returns.
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Cleaning Service

/ CHECKLIST

1

2

BUSINESS PLAN
1 Draft a business plan

LOCATION
1 Choose a location and draft a detailed floor plan

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall

File Form of Intent and submit with floor plan, tiéed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Build@gmmissioner;
Proceed according to instructions in Zoning Deteation

J
0
J
1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
J

If building or renovating Submit floor plan; Receive building permit

LICENSING

There are no unique licensing requirements for atpey a cleaning service in

Fitchburg

BUSINESS CERTIFICATE

1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)

1 Submit notarized form with a check or money oraethe amount of the filing fee

TAXES

1 Visit the Fitchburg City Assessor to file a FormLagt

INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service officeNorcester to schedule an appointment

1 File federal tax forms for your business

1 Get a federal tax identification number

MASSACHUSETTS DEPARTMENT OF REVENUE

1 Contact the Massachusetts Department of Revenue

1 File Massachusetts state tax forms for your busines

1 Get a Sales Tax Registration Number and Certificate

INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
71 Visit the Building Commissioner, if necessary, &alvice

[
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DETAILED STEPS

1 BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business gl®wnd what needs do these
fulfill?

= Who is your target market and how will you reacéni?

= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires that
you take further steps and complicates your taxgfilFor more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.qov/dbt

Or, contact th€entral Massachusetts Regional Small Business Dewspment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix
II, “Navigating the Regulations to Become an Empidy

2 LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show
how the business or use is going to be set upmitte principal structure.

3 ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.
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TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the
steps in th&Zoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
* Is conducted solely within a dwelling and solelythg person(s) occupying the
dwelling as a primary residence;
« Is clearly incidental and secondary to the uséefgremises for residential purposes;
* Does not produce offensive noise, vibration, smdket, odors, heat, lighting, electrical
interference, radioactive emission or environmepgdution;
* Does not utilize exterior storage of material onipqent;
* Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance;
« Does not produce any customer, pupil, or cliepsttdo the occupation site and has no
nonresident employees;
* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by
theBoard of Appeals

Contact theé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention spséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
There are no unique licensing requirements foratpey a cleaning service in Fitchburg.

BUSINESS CERTIFICATE

You must complete a zoning check before a businessrtificate will be issued (see section
3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natzed. Return the completed and notarized form
to the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankexdlitunion. If you are not using your
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social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spangbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the eweéain audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get
a debit card with your account to help you withkap record keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument
the property owned by your business, so that it begssessed and taxed by the city. Once
file a Form of List with the City Assessor, a timél be arranged to visit your place of busin
and assess it for city taxes. The office is opemf8:30am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit
or Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.qgov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT of REVENUE

You must also file tax forms with thdassachusetts Department of Revenue (DORAs a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

Form 1 — Massachusetts Resident Income Tax Return (on BEONR/PY for Non-Residents or
Part-Year Residents)
Schedule G- Profit or Loss from Business of Profession (setiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable forms,
can be found at the website:

35



http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aNebFilefor Business application at the DOR website, antain you will receive i
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filmtigh the website:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-8DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms aimyfinstructions are available on the DOR
website; however, it is still recommended that gpaak to a DOR representative to ensure you
are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, eithex @hline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktts Sales Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost sole
proprietors file a Schedule C form with their ina®maxes. If you plan to sell tangible goods,
you must file a Form TA-1 to pay Massachusettesahx.

INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Herelbusiness insurance protects you and
your business in the event of fire, theft, or otlesses. The most common coverage
types include liability, property, business intgtion, “key man,” automobile, and
home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will eesteplacement costs are up to date,
enable you to settle claims faster, and help yqlia&x business losses on your tax
returns.
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Bonding of employees is a form of insurance thaifien used by cleaning services to
demonstrate to their customers that the employeerehable.
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Day Spa

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

71 Visit the Building Commissioner at City Hall
71 File Form of Intent and submit with floor plan, tfed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
1 If building or renovating Submit floor plan; Receive building permit

4 LICENSING

1 Visit the City Clerk’s Office at City Hall

1 Become or hire a licensed Cosmetologist and Adstaet

- Obtain a Certificate of Registration from the BoafdRegistration of Cosmetology,
Massachusetts Division of Professional Licensure
Obtain other necessary Certificates of Registrdtiom the Massachusetts Division of
1 Professional Licensure: Aesthetics, Nail Technicand any other applicable

certificates

5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethe amount of the filing fee
6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

7 INTERNAL REVENUE SERVICE
1 Call the Internal Revenue Service office in Woreesbd schedule an appointment
1 File federal tax forms for your business
1 Get a federal tax identification number
8 MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate
9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
71 Visit the Building Commissioner, if necessary, &alvice
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DETAILED STEPS

1 BUSINESS PLAN

Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

=  What services and products will your business gl®wnd what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

In order to own a day spa that offers hair, nédlsials, massage, and tanning services, you must
either be registered in cosmetology (covering bajling, skin-care, nail-care and make-up),
aesthetics (covering facials, massage, waxingseiftekology) and serve as a manager, or have at
least one manager who is a full-time employee a&h$ed in cosmetology and aesthetics. This
guide contains instructions for sole proprietorf/oAdditional steps are required if you plan to
hire other individuals. For more information, vigie Massachusetts Department of Business

and Technologywebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix II,
“Navigating the Regulations to Becoming an Empléyer

Note There is an issue if the day spa rents chairse @ast be taken to meet workmen’s
compensation insurance requirements and liabigyiance requirements.

2 LOCATION

Select a location for your shop and draft a deddileor plan. If you plan to make repairs or do
renovations, the floor plan should show what thapprty will look like when the work has been
completed. The floor plan need not be preparedepsddnally, but must show all planned
furniture, doors, windows, equipment, plumbing, atettrical outlets/equipment. Your name,
home address, shop location address, and day ghtiteiephone numbers must all be included
with your floor plan.

2a. If this property is attached to your home,ghep and home must comply with the
regulations of th&oard of Registration of Cosmetologists, Massachutég Division of
Professional Licensure.

* In order to operate a salon from one’s home,ranst have a room or rooms separated
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from the living quarters in the house, and therstive an available bathroom facility for

employees and customers that is separate fronathléyf used by residents of the home.

» The door leading into the salon must be visibbef the street and must not require

customers to pass through the living quarters @fdésidence of the home.

» Home operation also requires licensure from thesion of Professional Licensure
(see Step 9).

2b. A separate copy of the floor plan must be stiieohito theCity of Fitchburg Building
Commissioneralong with the=orm of Intent.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimand intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the steps
in the Zoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
* Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling
as a primary residence;
« Is clearly incidental and secondary to the uséefgremises for residential purposes;
* Does not produce offensive noise, vibration, smdkst, odors, heat, lighting, electrical
interference, radioactive emission or environmeptdiution;
* Does not utilize exterior storage of material onipqent;
* Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance;
« Does not produce any customer, pupil, or cliepstto the occupation site and has no
nonresident employees;
* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by
theBoard of Appeals

Contact thé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

40



LICENSING

4a. In order to become a licensed cosmetologist,nyost complete several levels of instruction
and certification. The full listing of cosmetoloigenses is provided by th#goard of
Registration of Cosmetologists, Massachusetts Divas of Professional Licensure

Board of Registration of Cosmetologists
Massachusetts Division of Professional Licensure
239 Causeway Street, Suite 500

Boston, MA 02114

617-727-9940
http://www.state.ma.us/reg/boards/hd/default.htm

4b. You must also complete the necessary traimualgcartification processes in order to provide
massage therapy and skin-care services such atsfaéinAesthetics Licenseallows you to

offer facials and massage therapy; contacthssachusetts Division of Professional
Licensure to complete the requirements to obtain the license.

4c. In order to offer tanning services, your shapstralso be licensed through tMassachusetts
Division of Professional Licensure

4d. In order to operate a day spa in Massachugetisnust submit aApplication for a New
Salon

Obtain the Salon Applicants form from tBeard of Registration of Cosmetologists,
Massachusetts Division of Professional Licensumgebsite.

http://www.state.ma.us/reqg/boards/hd/default.htm

To request a copy be mailed to you, callMessachusetts Office of Investigations,
Division of Professional Licensureat 617-727-7406. You will be instructed to leave a
voice message with your name and address.

4e. The application form contains the followingtmastions for successful completion:

Submit your floor plan.
* Indicate rooms/equipment, front door/back doathboom location, and salon set-up.
* Include owner’s name and two phone numbers (h&rnesiness/day & evening).
* Indicate if location is currently a licensed salzeing purchased.
* If renovations are necessary for plumbing andlectrical work, have the forms attached to
application completed by the Plumbing and/or Eleatrinspector of Fitchburg. (Refer to the
City of Fitchburg Department of Code Compliance located at the Fire Department, for
more information.)
* Include a COPY of the manager’s current license.

Note The owner does not have to be the licensed manage

* Indicate name and address of salon. This mustdstreet address and not a PO Box.
 Mail floor plan and enclosures to the Office n¥éstigations.

Division of Professional Licensure
Office of Investigations

239 Causeway St, Suite 400
Boston, MA 02114

Attention: Floor Plan
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Once the floor plan has been received and appr@aremhvestigator will contact the
owner to arrange an inspection date. The proces$guicplly takes 3-4 weeks.

4f. At the inspection, have the following items dafale:
» Copy of Rules & Regulations (240 CMR). To obtainopy of the Rules & Regulations, call
the State House Bookstore at 617-727-2834. A cappyermailed for a small fee plus
postage.

Or download the document from the Massachusettm€mdogy Board’s website.

http://www.state.ma.us/reg/boards/hd/rule reg.htm

» Completed Business Certificate from the FitchbQity Clerk’s Office

* Certificate of Occupancy from City of FitchburgiBling Department

* If renovations have been made, the Plumbing Fandior the Electrical Form signed by a
Fitchburg inspector

» Check or money order for the appropriate fee npEd@ble to Commonwealth of
Massachusetts

4g. You must comply with state operational rules:

 Salons must display a sign at the entrance drgsemgn large enough to be clearly
visible from the street.

» Salon licenses must be displayed in a conspicptace in the salon.

* No animals of any kind are to be on the premafeke salon.

* Inside each salon must be posted a sign of at tea inches by ten inches in size
stating the following: “SMOKING IS PROHIBITED WHILEVEARING A SHAMPOO
CAPE, OR WHILE HAIR LACQUER OR HAIR SPRAY IS BEINGSED.”

All sanitary regulations are available at the Coslogy Board’s website.

http://www.state.ma.us/reg/boards/hd/cmr/24003.BtoE¢

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your
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social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spangbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the eweéain audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mulkst & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSE TTS DEPARTMENT of REVENUE

You must also file tax forms with thdassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

* Form 1 - Massachusetts Resident Income Tax Return (on EAKR/PY for Non-
Residents or Part-Year Residents)
»= Schedule G- Profit or Loss from Business of Profession (setiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h
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For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.qgov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxei@lyrthe rate is five percent of taxable items
sold.

Complete aNVebFilefor Business application at the DOR website, anaiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtiggdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sis_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpeak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, either @ihline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost
sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachs’ssales tax.

9 INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you and
your business in the event of fire, theft, or otlesises. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will eesieplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax returns.
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Home-Based Business

/ CHECKLIST

1

2

BUSINESS PLAN
1 Draft a business plan

LOCATION
1 Choose a location and draft a detailed floor plan

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall

File Form of Intent and submit with floor plan, tiéed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Build@gmmissioner;
Proceed according to instructions in Zoning Deteation

J
0
J
1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
J

If building or renovating Submit floor plan; Receive building permit
LICENSING

1 There are no unique licensing requirements foratpeg a home business in Fitchburg

BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethe amount of the filing fee
TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service officeNorcester to schedule an appointment
1 File federal tax forms for your business

1 Get a federal tax identification number

MASSACHUSETTS DEPARTMENT OF REVENUE

1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
71 Visit the Building Commissioner, if necessary, &alvice
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DETAILED STEPS

BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notdarto, the following:

=  What services and products will your business gl®wnd what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires that
you take further steps and complicates your taxdilFor more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix II,
“Navigating the Regulations to Become an Employer”

LOCATION

Draft a detailed floor plan for submission to iy of Fitchburg Building Commissioner

along with the=orm of Intent. If home occupation is not allowed by right, youst apply for a
special permit from thBoard of Appeals The floor plan must show how the business orisise
going to be set up within the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.
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TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the steps
in theZoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
» Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling
as a primary residence;
« Is clearly incidental and secondary to the uséefgremises for residential purposes;
* Does not produce offensive noise, vibration, smdket, odors, heat, lighting, electrical
interference, radioactive emission or environmepgdution;
* Does not utilize exterior storage of material onipqent;
* Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance;
« Does not produce any customer, pupil, or cliepsttd the occupation site and has no
nonresident employees;
* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by
theBoard of Appeals

Contact theé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention spséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
There are no unique licensing requirements foratpey a home-based business in Fitchburg.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it nataed. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a business
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bank account. A separate business account spavgbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the ewéah audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment the
property owned by your business, so that it magdsessed and taxed by the city. Once you file ¢
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mul&t & Schedule Skorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

Form 1 — Massachusetts Resident Income Tax Return (on BEANR/PY for Non-Residents or
Part-Year Residents)
Schedule G- Profit or Loss from Business of Profession (gefiployed)

A comprehensive guide to small business taxesgetisaa online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h
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For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items

sold.

Complete aNVebFilefor Business application at the DOR website, antiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

8a.

8b.

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

Call the DOR’s Customer Service Office at 687-8/DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpaak to a DOR representative to ensure
you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formhisin

After you have completed the forms, eithex @hline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost

sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachsssales tax.

9 INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you and

9b.

your business in the event of fire, theft, or otlesises. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

If you get insurance, it is recommended that y@aess and inventory your business fac
and assets every two years. This will ensure rept@nt costs are up to date, enable you tc
settle claims faster, and help you explain busifesses on your tax returns.
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Home Improvement

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING
Visit the Building Commissioner at City Hall
71 File Form of Intent and submit with floor plan, tfed plot plan and filing fee ($15)
0 Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
1 Contact the Fire Prevention Bureau to determirlditional permits are needed
1 If building or renovating Submit floor plan; Receive building permit
L
(]

ICENSING

Become or hire a licensed Contractor, ElectricMAC Technician, or Plumber
Obtain a Certificate of Registration from the agprate Board(s) of Registration
through the Massachusetts Division of Professiar@nsure

5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatraship)
1 Submit notarized form with a check or money oraethie amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt
7 INTERNAL REVENUE SERVICE
1 Call the Internal Revenue Service office in Woreesd schedule an appointment
"1 File federal tax forms for your business
1 Get a federal tax identification number
8 MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate
9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
1 Visit the Building Commissioner, if necessary, &ulvice

4

0
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notdarto, the following:

=  What services and products will your business gl®wnd what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

This section contains instructions for entrepren&oking to start a home improvement busin
including advice for aspiring contractors, eleatnns, HVAC technicians, and plumbers. This
guide contains instructions for sole proprietorf/oAdditional steps are required if you plan to
hire other individuals. For more information, vigie Massachusetts Department of Business
and Technologywebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix II,
“Navigating the Regulations to Becoming an Empléyer

LOCATION

Choose a location for your business and draft ailéétfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show
how the business or use is going to be set upmvitieé principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
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prepared to provide an explanation about your mssimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the steps
in the Zoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
» Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling
as a primary residence;
* Is clearly incidental and secondary to the uséefaremises for residential purposes;
* Does not produce offensive noise, vibration, smdkst, odors, heat, lighting, electrical
interference, radioactive emission or environmepdtdution;
* Does not utilize exterior storage of material ouipqent;
* Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance,;
* Does not produce any customer, pupil, or cliepistto the occupation site and has no
nonresident employees;
* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by
theBoard of Appeals

Contact thé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

In order to become a licensed contractor, eleaimicHVAC technician, or plumber you must
complete several levels of instruction and cedifien. The full listing of home improvement
licenses is provided by tidassachusetts Division of Professional Licensure.

Register with théVlassachusetts Board of Building Regulations and Stalards (BBRS).

4a. If you plan to do residential contracting irttthg, but not limited to, carpentry, roofing,
siding, and/or window work, then you must registéh the BBRSMassachusetts
Home Improvement Contractor Program. Call the Home Improvement Contractor
Program office at 617-727-7532 to request an agijtio or download the forms online.
This program also details contract requirementspodides sample contracts.
Depending on scope of your intended business aryaidessional background, you may
be exempt from the registration requirement.

Massachusetts Home Improvement Contractor Registrérogram
State Board of Building Regulations and Standards

One Ashburton Place, Room 1301

Boston, MA 02108

617- 727-7532
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http://www.state.ma.us/bbrs/hic.htm

Return your completed application and two certitthécks or money orders for your
registration fee and one-time Guaranty Fund coution. Licensed constructions
supervisors in good standing are exempt from thestration fee but everyone is required
to donate to the Guaranty Fund, which reimburse® $75,000 of any damages incurred
by a home owner whose contractor violates the fsna sole proprietor, your mandatory
donation will be $100.

Note: Home Improvement Contractor Registration does & gou the authority to perform
the duties of a licensed tradesman such as a pluonlaéectrician. If you plan to become a
licensed plumber or electrician, please contaciMbssachusetts Division of Professional
Licensure for details.

For HVAC technicians licensing is handled by tHgepartment of Public Safety
(Listed asExecutive Office of Public Safetybelow)

* Forelectriciansby theBoard of State Examiners of Electricians

» Forcontractors by theBoard of Building Regulations and Standards

» Forplumbers by theBoard of State Examiners of Plumbers and Gas Fittexr

You can find applications for examination, as vealother forms, frequently asked questions,
instructions, and information at the websites tidtelow.

Massachusetts Division of Professional Licensure
239 Causeway Street, Suite 500

Boston, MA 02114

http://www.mass.gov/dpl

Board of State Examiners of Plumbers & Gasfitters
617-727-9952
http://www.mass.gov/dpl/boards/pl

Board of State Examiners of Electricians
617-727-9931
http://www.mass.gov/dpl/boards/el

Executive Office of Public Safety
One Ashburton Place, Suite 2133
Boston, MA 02108
617-727-7775
http://www.mass.gov/dps/

For information on Registration Examinations, péeaesntact the PSI at 1-800-733-9267 or at
http://www.psiexams.com.

Have your facility inspected by the appropriBard(s) of Registrationand have youBusiness
Certificate ready for the inspectors.

Division of Professional Licensure
Office of Investigations

239 Causeway St, Suite 400
Boston, MA 02114
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Attention: Floor Plan
http://www.mass.gov/dpl

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankexditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spavgbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the ewéah audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html
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Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of

Revenue:

*» Form 1 - Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession {geafiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aNVebFilefor Business application at the DOR website, antiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpeak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, either @ihline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®ales Tax Registration Number. You
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must also file tax forms with thdassachusetts Department of Revenue (DORMost
sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachsssales tax.

INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you and
your business in the event of fire, theft, or otlesises. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will eesteplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax returns.

9c. If you operate as a subcontractor on a la®gnjou may be required to show evidence of
worker’'s compensation insurance for yourself.
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Interior Decorating

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tifed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inipadq$40 filing fee)
Contact the Fire Prevention Bureau to determielditional permits are needed
If building or renovating:Submit floor plan; Receive building permit

ICENSING

There are no unique licensing requirements for atpeg an interior decorating
business in Fitchburg

5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethie amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

7 INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service office in Woreesd schedule an appointment
"1 File federal tax forms for your business
1 Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
1 Visit the Building Commissioner, if necessary, &ulvice

rooOoOoO O O

4

DETAILED STEPS

1 BUSINESS PLAN
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Draft a business plan. Business plans are parcofhnuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business pt®wand what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Additional steps are required if you p
to hire other individuals. For more informationsivtheMassachusetts Department of Business
and Technologywebsite.

http://www.mass.qgov/dbt

Or, contact th€entral Massachusetts Regional Small Business Dewspment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix II,
“Navigating the Regulations to Becoming an Employer

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show
how the business or use is going to be set upmitte principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the steps
in theZoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:

* Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling
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as a primary residence;

* s clearly incidental and secondary to the uséefdremises for residential purposes;

* Does not produce offensive noise, vibration, smdkst, odors, heat, lighting, electrical
interference, radioactive emission or environmepdtdution;

* Does not utilize exterior storage of material onipqent;

* Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance,;

» Does not produce any customer, pupil, or cliepistto the occupation site and has no
nonresident employees;

* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by
theBoard of Appeals

Contact thé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

There are no unique licensing requirements foraipey an interior decorating business in
Fitchburg.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spangbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the eweéain audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES
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Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with thdassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

* Form 1 - Massachusetts Resident Income Tax Return (on EAKR/PY for Non-
Residents or Part-Year Residents)
» Schedule G- Profit or Loss from Business of Profession (setiployed)

A comprehensive guide to small business taxesgetisaa online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)
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800-392-6089
www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxei@lyrthe rate is five percent of taxable items
sold.

Complete aNebFilefor Business application at the DOR website, anaiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sis_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpeak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, either @ihline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®@es Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost
sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachs’sgales tax.

9 INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you and
your business in the event of fire, theft, or otlesises. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will eesieplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax returns.
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Landscaping

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING
Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tifed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inipadq$40 filing fee)
Contact the Fire Prevention Bureau to determielditional permits are needed
If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 There are no unique licensing requirements foraipey a landscaping business
5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethie amount of the filing fee
6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

8 MASSACHUSETTS DEPARTMENT OF REVENUE

1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate
7 INTERNAL REVENUE SERVICE
1 Call the Internal Revenue Service office in Woreesbd schedule an appointment
1 File federal tax forms for your business
1 Get a federal tax identification number
9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
71 Visit the Building Commissioner, if necessary, &alvice

DETAILED STEPS

1 BUSINESS PLAN

N O O A O
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Draft a business plan. Business plans are parcofhnuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business pt®wand what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Additional steps are required if you p
to hire other individuals. For more informationsivtheMassachusetts Department of Business
and Technologywebsite.

http://www.mass.qgov/dbt

Or, contact th€entral Massachusetts Regional Small Business Dewspment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning arnng employees, please consult Appendix II,
“Navigating the Regulations to Becoming an Employer

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show
how the business or use is going to be set upmitte principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need taa@roceed with your business. Follow the steps
in the Zoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
* Is conducted solely within a dwelling and solelythg person(s) occupying the dwelling
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as a primary residence;

* s clearly incidental and secondary to the uséefdremises for residential purposes;

* Does not produce offensive noise, vibration, smdkst, odors, heat, lighting, electrical
interference, radioactive emission or environmepdtdution;

* Does not utilize exterior storage of material onipqent;

* Does not exhibit any exterior indication, includisigns, of its presence or any variation
from residential appearance,;

» Does not produce any customer, pupil, or cliepistto the occupation site and has no
nonresident employees;

* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued by
theBoard of Appeals

Contact thé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
There are no unique licensing requirements foratpey a landscaping business in Fitchburg.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for a Doing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankexdlitunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a business
bank account. A separate business account spangbegdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the eweéain audit. Business accounts also increase
credibility with potential lenders and clients aactommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES
Visit theFitchburg City Assessorto file a Form of List. A Form of List is used toclument the
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property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mul&t & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

» Form 1 - Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession {geatfiployed)

A comprehensive guide to small business taxesetisas online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor
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In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxei@lyrthe rate is five percent of taxable items
sold.

Complete aNebFilefor Business application at the DOR website, anaiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpeak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, either @ihline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®@es Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost
sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachs’ssales tax.

INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Commercial vehicle insurance is required on atkeuused in the business. Visit tBeilding
Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Herelbusiness insurance protects you and
your business in the event of fire, theft, or otlesses. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you get insurance, it is recommended that esess and inventory your business
facility and assets every two years. This will eesteplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax returns.
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Laundromat

v/ CHECKLIST

1
2
3

4

BUSINESS PLAN
1 Draft a business plan

LOCATION
1 Choose a location, draft a detailed floor plan

ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
71 File Form of Intent and submit with floor plan, tfed plot plan and filing fee ($15)
0 Receive detailed Zoning Determination from Buildi@gmmissioner;

Proceed according to instructions in Zoning Deteation

1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
1 Contact the Fire Prevention Bureau to determirlditional permits are needed
1 If building or renovating Submit floor plan; Receive building permit
LICENSING
0 Contact the Engineering Division of the City ofdfiburg Department of

Public Worksto connect to the city’s sewer system
1 Contact the Massachusetts Department of Enviroraeth®motection
"1 File for additional licenses through the City Clefknecessary
B
[

USINESS CERTIFICATE
Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oraethe amount of the filing fee

TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service office in Woreesbd schedule an appointment
1 File federal tax forms for your business
1 Get a federal tax identification number

MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue

1 File Massachusetts state tax forms for your busines

1 Get a Sales Tax Registration Number and Certificate

INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
1 Visit the Building Commissioner, if necessary, &alvice
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but natddrto, the following:

= What services and products will your business m®wand what needs do these
fulfill?

= Who is your target market and how will you reacbni?

= How will your company secure and repay financing?

This guide contains instructions to open a laundroomly. Additional steps are required if
you plan to perform dry-cleaning at your busind$ss guide contains instructions for sole
proprietors only. Hiring other individuals requirgsat you take further steps and complicates
your tax filing. For more information, visit tfdassachusetts Department of Economic
Developmentwebsite.

http://www.mass.qgov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Despment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licensiggirements for starting a sole
proprietorship with no employees. If planning ariny employees, please consult Appendix
I, “Navigating the Regulations to Become an Empidy

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty
of Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must
show how the business or use is going to be seiithym the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submita@or plan that show
how the business or use is going to be set upmwihe principal structure, a certified plot p
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showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee.
Be prepared to provide an explanation about yosmass and intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in the Zoning Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

4a. In order to operate a laundromat in Fitchbyog, will need to connect your place of
business directly to the city’s sewer system. Ui woe substantially changing the flow by
connecting to the sewer system, you must file aplidation for Sewer System Extension
or Connection with th&ngineering Division of the City of Fitchburg Department of
Public Works.

Engineering Division
Department of Public Works
(978) 345-9613
gbevilacqua@ci.fitchburg.ma.us

Complete the application with the assistance @gestered professional engineer, and
submit it to the Engineering Division of the CitlyFitchburg Department of Public
Works. It is strongly recommended that you worksely with the Engineering Division
and a registered professional engineer to ensatetth sewer connection process is done

properly.

4b. You also must contact tassachusetts Department of Environmental Protectio
(DEP) Central Regional Officebefore connecting to the city’s sewer system.

Massachusetts Department of Environmental Protactio
Central Regional Office

627 Main Street

Worcester, MA 01608

508-792-7650

http://www.state.ma.us/dep/cero

The DEP Central Regional Office will determineufther permitting is necessary for the
sewer connection based on the type of dischargé¢hencity’s wastewater treatment
system. A standard laundromat does not typicatiyire additional permitting. Call the
Massachusetts DEP to ensure you are in full comgdiavith the law.

Note: This guide does not cover the requirements foraipey a dry cleaning business. If you
plan to do dry cleaning at your establishment, @altial steps need to be taken through

the Massachusetts Department of Environmental &rote Applications and forms for

dry cleaning can be viewed and downloaded at the @Ebsite.
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http://www.state.ma.us/dep/erp/erpforms.htm#drytlea

4c. Additional licenses are required from @igy of Fitchburg License Commissionfor
* use of soda machine
* use of automatic amusement machines such aseageawles
« entertainment such as television, juke box, dioa

Be sure to visit the City of Fitchburg City Clerktlwva full list of the equipment
and products you wish to use or sell in your esthbient.

If you do not successfully acquire the necessagnkes, you could be subject to fines
and removal of the equipment.

BUSINESS CERTIFICATE

You must complete a zoning check before a businessrtificate will be issued (see section
3).

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it nataed. Return the completed and notarized
form to the Fitchburg City Clerk’s office.

TIP: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acgpangs you the hassle of untangling
personal and business transactions when you kistalecreases the likelihood of a missed
deduction, and facilitates transparent recordkegpirihe event of an audit. Business acco
also increase credibility with potential lendersl @tients and accommodate business growth.
If possible get a debit card with your accounteédphyou with back up record keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment
the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor,imé¢ will be arranged to visit your place of
business and assess it for city taxes. The affiopen from 8:30am-4:30pm, Monday
through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562
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7 INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with lthreted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukg & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersfilanFederabchedule Gorm (Taxed
Profit or Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS
website:

http://lwww.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

8 MASSACHUSETTS DEPARTMENT OF REVEN

You must also file tax forms with thidassachusetts Department of Revenue (DO. As a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
» Schedule G- Profit or Loss from Business of Profession (satiployed)

A comprehensive guide to small business taxesetlsaw online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form $16
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aVebFilefor Business application at the DOR website, antin you will receive
a Sales and Use Tax Registration Certificate (F8Tirl) to be displayed at your place of
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business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filtgh the website:

8a.

8b.

http://www.dor.state.ma.us/publ/pdfs/sis_use.pdf

Call the DOR’s Customer Service Office at 687-8DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms alimbfinstructions are available on
the DOR website; however, it is still recommendwat tyou speak to a DOR
representative to ensure you are in full complianitke the law:

http://lwww.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, either @hline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule @nfiowith their income taxe:

If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a.

9b.

Most forms of insurance are not required. H@pglusiness insurance protects you
and your business in the event of fire, theft, tieolosses. The most common
coverage types include liability, property, busmegerruption, “key man,”
automobile, and home office.

If you get insurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will @es@placement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Livery

v/ CHECKLIST

BUSINESS PLAN

1
2
3

4

5

6
7

0

Draft a business plan

LOCATION

0

Choose a location, draft a detailed floor plan

ZONING AND PERMITTING

O rooo o Ood

0

0

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tifed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inipadq$40 filing fee)
Contact the Fire Prevention Bureau to determielditional permits are needed
If building or renovating Submit floor plan; Receive building permit

ICENSING

File with the Fitchburg Board of License Commis®&®to operate a livery service in
Fitchburg; pay $200 fee

The Massachusetts Registry of Motor Vehidlasdles all livery licensing issues. You
will need a federal tax identification number (&tep 8 below) before you can register
your vehicles

Acquire livery plates for each vehicle

If the vehicle has a capacity of nine passengersare, file an application for

authority to transport passengers for hire fromTrensportation Division,
Massachusetts Department of Telecommunication€Eaedgy($100 fee)

To operate a livery vehicle at Boston’s Logan Artptake the following steps:
Obtain a letter from a city official (on officiagtterhead) stating that the city has no
objections to your operation and has no specialirements on livery service
Be insured for at least $250,000 for bodily injper person, $500,000 bodily injury
per accident, and $100,000 in property damage
Acquire a Certificate of Insurance with:

* A broker’s stamp
« An authorized signature
» The name of the certificate holder
Submit this certificate to Massport’'s Ground Tramsgation Division;

If you will be regularly transporting passengers@ss state lines:

Receive authorization from the Motor Carrier Boafdhe Federal Highway
Administration

BUSINESS CERTIFICATE

1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatraship)
1 Submit notarized form with a check or money oraethie amount of the filing fee
TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt

INTERNAL REVENUE SERVICE

[

Call the Internal Revenue Service office in Woreesb schedule an appointment

73



8

9

1 File federal tax forms for your business
[0 Get a federal tax identification number

MASSACHUSETTS DEPARTMENT OF REVENUE
1 Contact the Massachusetts Department of Revenue

1 File Massachusetts state tax forms for your busines

1 Get a Sales Tax Registration Number and Certificate

INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
1 Visit the Building Commissioner, if necessary, &ulvice
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but natddrto, the following:

= What services and products will your business g®wand what needs do these
fulfill?

= Who is your target market and how will you reacbni?

= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires that
you take further steps and complicates your taxdfilFor more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.qov/dbt

Or, contact th€entral Massachusetts Regional Small Business Despment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

Note Operating a livery service is different from ogerg a taxi service. Establishing a taxi
service requires completing a separate process.

TIP: This guide concerns the regulations and licenskggirements for starting a sole
proprietorship with no employees. If planning ornirty employees, please consult Appendix I,
“Navigating the Regulations to Become an Employer”

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must show
how the business or use is going to be set upmwitte principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submita@or plan that shows
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how the business or use is going to be set upmitie principal structure, a certified plot plan
showing adequate off street parking and setbacgsojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your mssimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in the Zoning Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention sygséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

Visit the City Clerk’s Office at City Hall to file for aCity of Fitchburg Taxi/Livery Service
Application for New License & Renewal There is a $200 fee to process the application.

TheMassachusetts Registry of Motor Vehiclehandles all livery licensing issues. The
Registry of Motor Vehiclesrequires that all livery drivers in Massachuse#sitensed to drive
the particular vehicle that they operate. The Mehitust be a legal one in which to transport
passengers. Individual businesses and employewglhas cities and towns outside of Boston,
may have additional requirements for drivers.
Upon receiving your federal tax ID number (see Sgyou may register your livery vehicles
with theRegistry of Motor Vehicles
* You must acquire livery plates for each vehitlattyou intend to use to carry passengers.
* You will pay a minimum of $80 dollars for eachhide. If a vehicle has seven or fewer
passenger seats, the additional fee per seat i6thié.vehicle has more that seven seats, it
will cost you $8 per seat in addition to the $8mimium fee. For up-to-date rate
information on passenger vehicle plates, see tlgesRg of Motor Vehicles website:
http://www.state.ma.us/rmv/fees/index.htm#multipass

4a.Livery Capacity RulesA designated livery vehicle is permitted to haveapacity no
greater than 15 passengers. There are differezg pdrtaining to vehicles that are legally
considered buses.
To check on the status of your vehicle, call thgiRey of Motor Vehicles at 617-351-
4500.
If a vehicle has a capacity of nine passengersasenthen you must file an application for
authority to transport passengers for hire fromTtirensportation Division,
Massachusetts Department of Telecommunications arfehergy. A printable copy of
this application form can be found at the Transgarh Division website.

http://www.state.ma.us/dpu/transportation/propasp.

Mail the completed form along with a check or mopeger for the $100 application fee to the
Transportation Division.

Transportation Division
One South Station
Boston, MA 02110
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617-305-3559

4b. To operate a livery vehicle at Logan Airpdtassport requires that you obtain a letter
from a City official (on official letterhead) stag that the city has no objections to your
operation and has no special requirements on liseryice. To obtain permission to
operate on Massport premises, contactMassport Ground Transportation Unit
(GTU) at 617-561-1775 for a Massport Ground Trangpion operating agreement. The
agreement calls for proof of insurance, operatungearity, a list of fleet vehicles, and
“other pertinent information.” The application fese$75. Massport requires livery
companies to be insured for:
* At least $250,000 for bodily injury per person
* At least $500,000 bodily injury per accident
* At least $100,000 in property damage.

Your Certificate of Insurance must show:
* A broker’s stamp
* An authorized signature
* The name of the certificate holder.

If you are required to carry Worker’'s Compensatiomerage for employees, then you must do
SO prior to operating at Massport. However, sotgpetors are not usually required to carry
Worker’'s Compensation and must sign a form to pdiassport of this status. The form comes
in the Ground Transportation Operating Agreement.

“Upon signature and approval of your agreement, yan commence operations at Logan,
using curb areas as specified by the GTU. Your @mypvould then be billed monthly
$1.50 per trip in accordance with the agreementsifert only regulates shuttle carriers
as to their operation at Logan.”

See the Massport website for more information::Htgvw.massport.com/logan/fag.html
Massport will issue an approval permit, which youstaffix in/on your vehicle so that it may
easily be seen by police and Massport officialss$part further requires that each car have
working air conditioning during the summer, a cléaggage compartment, and have any
seatbelts installed during the car’'s manufactunearking order. Be sure to request a copy of:

740 CMR 23.00 — Rules and Regulations for the Qeraf Commercial Ground
Transportation Services at Boston-Logan Internadiohirport.

4c. If you will be regularly transporting passersgacross state lines, you will need
authorization from th&lotor Carrier Board of theFederal Highway Administration.
The regional office is located in Cambridge.

Motor Carrier Board

Federal Highway Administration
55 Broadway, 10th Floor
Cambridge, MA 02142-1093
617-494-3657

BUSINESS CERTIFICATE
You must complete a zoning check before a business tiicate will be issued (see section .
Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.
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City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natzed. Return the completed and notarized form
to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suiget your Tax ID# before opening a business
bank account. A separate business account spandbgdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the eeéan audit. Business accounts also increase
credibility with potential lenders and clients aammtommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used tocument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file
a Form of List with the City Assessor, a time v arranged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mulst & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit
or Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html
Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE
You must also file tax forms with tidassachusetts Department of Revenue (DORAs a
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sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
» Schedule G- Profit or Loss from Business of Profession (satiployed)

A comprehensive guide to small business taxeseglsaw online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safgible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aVebFilefor Business application at the DOR website, antiin you will receive a
Sales and Use Tax Registration Certificate (ForrLpiD be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filmtigh the website:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgjructions are available on the D¢
website; however, it is still recommended that gpaak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, eithex @ihline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of Revenue
(DOR). Most sole proprietors file a Schedule C form withir income taxes. If you plan
to sell tangible goods, you must file a Form TAelpay Massachusetts’ sales tax.

INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Commercial vehicle insurance is required on allicles used for the business. Visit the
Building Commissionerto have answered any questions you may have.
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9a. Most forms of insurance are not required. H@xelbusiness insurance protects you and

9b.

your business in the event of fire, theft, or otlesses. The most common coverage t)
include liability, property, business interruptidkey man,” automobile, and home
office.

If you get insurance, it is recommended that gssess and inventory your business
facility and assets every two years. This will @es@placement costs are up to date,

enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Machine Shop

v/ CHECKLIST

1 BUSINESS PLAN
1 Draft a business plan

2 LOCATION
1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall

File Form of Intent and submit with floor plan, tited plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;

Proceed according to instructions in Zoning Deteation

Set up inspection and receive Certificate of Infipad$40 filing fee)

Contact the Fire Prevention Bureau to determimdfitional permits are needed

If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 Check with the City Clerk to file for the necessicgnses

5 BUSINESS CERTIFICATE
1 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatraship)
1 Submit notarized form with a check or money oraethie amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLagt
7 INTERNAL REVENUE SERVICE

1 Call the Internal Revenue Service office in Woreesbd schedule an appointment
1 File federal tax forms for your business
1 Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE

1 Contact the Massachusetts Department of Revenue
1 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE
1 Do arisk assessment and inventory of your busiséssility and property

1 Visit the Building Commissioner, if necessary, &ulvice

DETAILED STEPS

1 BUSINESS PLAN

OO O OO

J
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Draft a business plan. Business plans are parcofhnuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business pt®wand what needs do these fulfill?
= Who is your target market and how will you reacéni?
= How will your company secure and repay financing?

This guide contais instructions for sole proprietors only. Addi@bsteps are required if you pl
to hire other individuals. For more informationsivtheMassachusetts Department of Business
and Technologywebsite.

http://www.mass.qgov/dbt

Or, contact th€entral Massachusetts Regional Small Business Dewspment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning anng employees, please consult Appendix II,
“Navigating the Regulations to Becoming an Employer

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with theForm of Intent. The floor plan must show
how the business or use is going to be set upmitte principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitte principal structure, a certified plot plan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.

Contact theérire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention spséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672
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LICENSING

Contact theCity Clerk to fulfill the licensing requirements for operagia machine shop in
Fitchburg.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section 3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for aDoing
Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form to
the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankexditunion. If you are not using your social
security number for your business, be sure to get Yax ID# before opening a business bank
account. A separate business account spares ytiassée of untangling personal and business
transactions when you file taxes, decreases teéHiod of a missed deduction, and facilitates
transparent recordkeeping in the event of an aBdginess accounts also increase credibility
with potential lenders and clients and accommobagéness growth. If possible get a debit card
with your account to help you with back up recoegging.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment the
property owned by your business, so that it magdsessed and taxed by the city. Once you file a
Form of List with the City Assessor, a time will aganged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukt & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit or
Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:
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http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a sole
proprietor, you are most likely required to fileaviorms with the Massachusetts Department of
Revenue:

» Form 1 - Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession {geafiployed)

A comprehensive guide to small business taxesgetisas online access to all applicable forms,
can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimgmail, contact the Customer Service Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aNVebFilefor Business application at the DOR website, antiin you will receive a
Sales and Use Tax Registration Certificate (ForrLBiD be displayed at your place of business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A Guide
to Sales and Use Tax” available in PDF file throtigdhwebsite:

http://www.dor.state.ma.us/publ/pdfs/sis_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filmgiructions are available on the DOR
website; however, it is still recommended that gpeak to a DOR representative to
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm
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8b. After you have completed the forms, either @ihline, or mail the printed forms. Once you
file Form TA-1, you will receive your Massachuse®aes Tax Registration Number. You
must also file tax forms with thdassachusetts Department of Revenue (DORMost
sole proprietors file a Schedule C form with thegome taxes. If you plan to sell tangible
goods, you must file a Form TA-1 to pay Massachs’ssales tax.

INSURANCE

Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you and
your business in the event of fire, theft, or otlesises. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home office.

9b. If you getinsurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will eesieplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax returns.
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Martial Arts Studio

v/ CHECKLIST

1 BUSINESS PLAN
(1 Draft a business plan

2 LOCATION
[l Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tified plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inpad$40 filing fee)
Contact the Fire Prevention Bureau to determimeldfitional permits are needed
If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 Check with the City Clerk to file for the necessacgnses

5 BUSINESS CERTIFICATE
71 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money ordethe amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLast

7 INTERNAL REVENUE SERVICE

11 Call the Internal Revenue Service office in Woreesb schedule an appointment
[l File federal tax forms for your business
[l Get afederal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
71 Contact the Massachusetts Department of Revenue
[l File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
(1 Visit the Building Commissioner, if necessary, &alvice

OO0 O oo

DETAILED STEPS

1 BUSINESS PLAN
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Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#ty meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business gt®wnd what needs do these
fulfill?

= Who is your target market and how will you reachnt?

= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires
that you take further steps and complicates youfiliag. For more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiolass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenskggirements for starting a sole
proprietorship with no employees. If planning onng employees, please consult Appendix
I, “Navigating the Regulations to Become an Empidy

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty
of Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must
show how the business or use is going to be sefitiy;n the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submita@or plan that show
how the business or use is going to be set upmitie principal structure, a certified plot p
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee.
Be prepared to provide an explanation about yosmass and intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in th&Zoning Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.
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Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Contact theCity Clerk at City Hall to file for the appropriate licenses.

BUSINESS CERTIFICATE

You must complete a zoning check before a businesartificate will be issued (see section
3).

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natzed. Return the completed and notarized
form to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acgpangs you the hassle of untangling
personal and business transactions when you k&stalecreases the likelihood of a missed
deduction, and facilitates trgparent recordkeeping in the event of an auditiri®ss account
also increase credibility with potential lendersl @lients and accommodate business growth.
If possible get a debit card with your accountétphyou with back up record keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment
the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor,imé will be arranged to visit your place of
business and assess it for city taxes. The oliopen from 8:30am-4:30pm, Monday
through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations
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Typically, along with a basic Form 1040, you mukg & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersfilanFederabchedule Gorm (Taxed
Profit or Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS
website:

http://lwww.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
» Schedule G- Profit or Loss from Business of Profession (satiployed)

A comprehensive guide to small business taxesetisaw online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safigible goods, you must obtain Form $16
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aVebFilefor Business application at the DOR website, antiin you will receive
a Sales and Use Tax Registration Certificate (F8Tirl) to be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filmugh the website:
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8a.

8b.

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

Call the DOR’s Customer Service Office at 687-8DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms amyfinstructions are available on
the DOR website; however, it is still recommendeat tyou speak to a DOR
representative to ensure you are in full complianite the law:

http://lwww.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, eithex @hline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule C form wifibir income taxe:

If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a.

9b.

Most forms of insurance are not required. H@pghusiness insurance protects you
and your business in the event of fire, theft, tieolosses. The most common
coverage types include liability, property, bussegerruption, “key man,”
automobile, and home office.

If you get insurance, it is recommended that gssess and inventory your business
facility and assets every two years. This will @es@placement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Night Club

v/ CHECKLIST

1 BUSINESS PLAN
(1 Draft a business plan

2 LOCATION
[l Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tified plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inpad$40 filing fee)
Contact the Fire Prevention Bureau to ensure that facility meets fire prevention
standards; file for and receive additional permits
If building or renovating Submit floor plan; Receive building permit

ICENSING

Visit the Board of License Commissioners to file &m Entertainment Permit
71 Check with the City Clerk to file for any additidrizenses

5 BUSINESS CERTIFICATE
71 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money ordethe amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLast

7 INTERNAL REVENUE SERVICE

71 Call the Internal Revenue Service office in Woreesb schedule an appointment
[l File federal tax forms for your business
[l Get afederal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
71 Contact the Massachusetts Department of Revenue
[l File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
(1 Visit the Building Commissioner, if necessary, &alvice

O
O
O
O
O
L
O
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but natddrto, the following:

= What services and products will your business g®wnd what needs do these
fulfill?

= Who is your target market and how will you reacbni?

= How will your company secure and repay financing?

This section contains instructions to open a nojb only. This guide contains instructions
for sole proprietors only. Hiring other individualsquires that you take further steps and
complicates your tax filing. For more informatiamsit theMassachusetts Department of
Economic Developmentvebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licensiggirements for starting a sole
proprietorship with no employees. If planning onng employees, please consult Appendix
I, “Navigating the Regulations to Become an Empidy

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty
of Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must
show how the business or use is going to be sefitin the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Alongwith the Form of Intent you must submit a flooapithat show
how the business or use is going to be set upmitie principal structure, a certified plot p
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee.
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Be prepared to provide an explanation about yosmass and intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in th&Zoning Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention syséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING

File for anEntertainment Permit through the City of FitchburBoard of License
Commissioners.

Contact theCity Clerk at City Hall to file for this and any additiong@opriate licenses.
BUSINESS CERTIFICATE

You must complete a zoning check before a businesartificate will be issued (see section
3).

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natzed. Return the completed and notarized
form to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acspangs you the hassle of untangling
personal and business transactions when you k&stalecreases the likelihood of a missed
deduction, and facilitates transparent recordkegpirthe event of an audit. Business acco
also increase credibility with potential lendersl @lients and accommodate business growth.
If possible get a debit card with your accountétphyou with back up record keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclument
the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor,imé¢ will be arranged to visit your place of
business and assess it for city taxes. The oliopen from 8:30am-4:30pm, Monday
through Friday.
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City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with threted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukg & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersfilanFederabchedule Gorm (Taxed
Profit or Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS
website:

http://lwww.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession (eefiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

94



In addition to the Schedule C, if you plan to safigible goods, you must obtain Form §16
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items

sold.

Complete aVebFilefor Business application at the DOR website, antiin you will receive
a Sales and Use Tax Registration Certificate (F8rl) to be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filtgh the website:

8a.

8b.

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

Call the DOR’s Customer Service Office at 687-8DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms alimtbfinstructions are available on
the DOR website; however, it is still recommendwat tyou speak to a DOR
representative to ensure you are in full complianitke the law:

http://lwww.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, either @hline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule C form wifibir income taxe:

If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a.

9b.

Most forms of insurance are not required. H@pglusiness insurance protects you
and your business in the event of fire, theft, thieolosses. The most common
coverage types include liability, property, bussegerruption, “key man,”
automobile, and home office.

If you get insurance, it is recommended that gssess and inventory your business
facility and assets every two years. This will @es@eplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Professional Office

v/ CHECKLIST

1 BUSINESS PLAN
(1 Draft a business plan

2 LOCATION
[l Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tified plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inpad$40 filing fee)
Contact the Fire Prevention Bureau to determimeldfitional permits are needed
If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 Check with the City Clerk to file for the necessacgnses

5 BUSINESS CERTIFICATE
71 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money ordethe amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLast

7 INTERNAL REVENUE SERVICE

11 Call the Internal Revenue Service office in Woreesb schedule an appointment
[l File federal tax forms for your business
[l Get afederal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
71 Contact the Massachusetts Department of Revenue
[l File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
(1 Visit the Building Commissioner, if necessary, &alvice

OO0 O oo

DETAILED STEPS

1 BUSINESS PLAN
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Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#ty meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business gt®wnd what needs do these
fulfill?

= Who is your target market and how will you reachnt?

= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires that
you take further steps and complicates your taxgfilFor more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiolass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenskggirements for starting a sole
proprietorship with no employees. If planning onirty employees, please consult Appendix I,
“Navigating the Regulations to Become an Employer”

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must show
how the business or use is going to be set upmwitte principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submita@or plan that shows
how the business or use is going to be set upmitie principal structure, a certified plot plan
showing adequate off street parking and setbacksojoerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessimnd intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in the Zoning Determination.

Contact thdé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.
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Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Contact theCity Clerk at City Hall to file for the appropriate licenses.

BUSINESS CERTIFICATE

You must complete a zoning check before a businesartificate will be issued (see section
3).

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natzed. Return the completed and notarized
form to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bank aticumion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acgpangs you the hassle of untangling
personal and business transactions when you kkstalecreases the likelihood of a missed
deduction, and facilitates transparent recordkegpirthe event of an audit. Business accounts
also increase credibility with potential lendersl @lients and accommodate business growth.
If possible get a debit card with your accountétphyou with back up record keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment

the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor,imé will be arranged to visit your place of
business and assess it for city taxes. The aliopen from 8:30am-4:30pm, Monday through
Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations
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Typically, along with a basic Form 1040, you mukg & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit

or Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
» Schedule G- Profit or Loss from Business of Profession (satiployed)

A comprehensive guide to small business taxesetisaw online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to safgible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aNVebFilefor Business application at the DOR website, antin you will receive
a Sales and Use Tax Registration Certificate (F8Tirl) to be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filmugh the website:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf
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8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-

8b.

800-6089 to request the forms by mail. Forms alimtbfinstructions are available on
the DOR website; however, it is still recommendwat tyou speak to a DOR
representative to ensure you are in full complianitke the law:

http://lwww.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, either @hline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule C form withir income taxes.
If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a.

9b.

Most forms of insurance are not required. H@pglusiness insurance protects you
and your business in tlevent of fire, theft, or other losses. The most gmm coverag
types include liability, property, business intgtion, “key man,” automobile, and
home office.

If you get insurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will ees@eplacement costs are up to date,

enable you to settle claims faster, and help yqlagx business losses on your tax
returns.
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Retail Store

BUSINESS PLAN
(1 Draft a business plan

1

2 LOCATION
[l Choose a location, draft a detailed floor plan

3

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tified plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inpad$40 filing fee)
Contact the Fire Prevention Bureau to determimeldfitional permits are needed
If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 Check with the City Clerk to file for the necessacgnses

5 BUSINESS CERTIFICATE
71 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money ordethe amount of the filing fee

6 TAXES
1 Visit the Fitchburg City Assessor to file a FormLast

7 INTERNAL REVENUE SERVICE

11 Call the Internal Revenue Service office in Woreesb schedule an appointment
[l File federal tax forms for your business
[l Get afederal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
71 Contact the Massachusetts Department of Revenue
[l File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

1 Do arisk assessment and inventory of your busiséssility and property
(1 Visit the Building Commissioner, if necessary, &alvice

OO0 O oo

DETAILED STEPS

1 BUSINESS PLAN
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Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#ty meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

= What services and products will your business gt®wnd what needs do these
fulfill?

= Who is your target market and how will you reachnt?

= How will your company secure and repay financing?

This section contains instructions for operatingtail store selling nonperishable
goods. The sale of food products requires additiicensing and permitting. For this
information, please refer to the guide for startingmall grocery store.

This guide contains instructions for sole proprigtonly. Hiring other individuals requires
that you take further steps and complicates youfiliag. For more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpiment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenskggirements for starting a sole
proprietorship with no employees. If planning onng employees, please consult Appendix
I, “Navigating the Regulations to Become an Empidy

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty
of Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must
show how the business or use is going to be sefitiyn the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that show
how the business or use is going to be set upmitte principal structure, a certified plot p
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee.
Be prepared to provide an explanation about yosmass and intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
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steps in th&Zoning Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention sgséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Contact theCity Clerk at City Hall to file for the appropriate licenses.

Additional licenses are required from tGéy of Fitchburg Board of License
Commissionersfor

* use of soda machine

« use of automatic amusement machines such aseageadles

* entertainment such as television, juke box, diora

Be sure to visit the City of Fitchburg City Clerktiwva full list of the equipment
and products you wish to use or sell in your esgthbient.

If you do not successfully acquire the necessagnkes, you could be subject to fines
and removal of the equipment.

BUSINESS CERTIFICATE

You must complete a zoning check before a businesartificate will be issued (see section
3).

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natged. Return the completed and notarized form
to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local banke@ditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acgpangés you the hassle of untangling
personal and business transactions when you kistalecreases the likelihood of a missed
deduction, and facilitates transparent recordkapirihe event of an audit. Business accounts
also increase credibility with potential lendersl @tients and accommodate business growth.
If possible get a debit card with your accounteédphyou with back up record keeping.

TAXES
Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment
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the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor,imé¢ will be arranged to visit your place of
business and assess it for city taxes. The aBiopen from 8:30am-4:30pm, Monday through
Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mulet & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit
or Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with thdassachusetts Department of Revenue (DORAs a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on BEANR/PY for Non-
Residents or Part-Year Residents)
= Schedule G- Profit or Loss from Business of Profession (eefiployed)

A comprehensive guide to small business taxesetisaa online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxguide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150
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617-887-MDOR (6367)
800-392-6089
www.mass.qgov/dor

In addition to the Schedule C, if you plan to $afigible goods, you must obtain Form ST-1 to

register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aVebFilefor Business application at the DOR website, antiin you will receive
a Sales and Use Tax Registration Certificate (F8irl) to be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filmtgh the website:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms alimbfinstructions are available on
the DOR website; however, it is still recommendwat tyou speak to a DOR
representative to ensure you are in full complianitke the law:

http://lwww.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, eithex @ihline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule C form withir income taxes.
If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Hexelusiness insurance protects you
and your business in the event of fire, theft, theolosses. The most common coverage
types include liability, property, business intgtion, “key man,” automobile, and
home office.

9b. If you get insurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will @es@eplacement costs are up to date,

enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Small Grocery Store

v/ CHECKLIST

1 BUSINESS PLAN
(1 Draft a business plan

2 LOCATION
[l Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

71 Visit the Building Commissioner at City Hall
11 File Form of Intent and submit with floor plan, ttéed plot plan and filing fee ($15)
0 Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
{1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
71 Contact the Fire Prevention Bureau to determimelditional permits are needed
[l If building or renovating Submit floor plan; Receive building permit
4 LICENSING AND FOOD SAFETY CERTIFICATION
0 Visit the City of Fitchburg License Commission tie ffor a Common Victualler's
License
0 File for the appropriate alcohol license (if apabte) with the City of Fitchburg License
Commission
71 Become or hire a certified Food Safety Manager
71 Contact the Board of Health to file for additiofiaenses
01 Visit the City of Fitchburg Office of the Board bfealth
(]  Set up an inspection to receive an inspectionfuete
5 BUSINESS CERTIFICATE
[ Visit the Fitchburg City Clerk’s Office

File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oradethe amount of the filing fee

6 TAXES
[l Visit the Fitchburg City Assessor to file a FormLadt

7 INTERNAL REVENUE SERVICE

(1 Call the Internal Revenue Service office in Woreesb schedule an appointment
71 File federal tax forms for your business
[l Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
[l Contact the Massachusetts Department of Revenue
71 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

[l Do arisk assessment and inventory of your busiméssility and property
71 Visit the Building Commissioner, if necessary, &mivice
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are parcohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but notdarto, the following:

= What services and products will your business gl®wnd what needs do these
fulfill?

= Who is your target market and how will you reacéni?

= How will your company secure and repay financing?

This section contains instructions for startingreal grocery store. Additional steps are
required to prepare and serve food.

This guide contains instructions for sole proprigtonly. Hiring other individuals requires
that you take further steps and complicates youfiliag. For more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenstggirements for starting a sole
proprietorship with no employees. If planning aonng employees, please consult Appendix
I, “Navigating the Regulations to Become an Empidy

LOCATION

Choose a location for your business and draft ailédtfloor plan for submission to ti@ty
of Fitchburg Building Commissioner along with thé=orm of Intent. The floor plan must
show how the business or use is going to be sefitiy;n the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420

978- 345-9596

File aForm of Intent. Along with the Form of Intent you must submitaor plan that
shows how the business or use is going to be seithm the principal structure, a certified
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plot plan showing adequate off street parking attacks to property lines, and the $15.00
filing fee. Be prepared to provide an explanatibowt your business and intentions.

TheBuilding Commissioner will review your application and write Zoning
Determination that will outline step-by-step what you need taa@roceed with your
business. Follow the steps in tening Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to
determine whether additional permits or fire préi@ansystems are needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Contact theCity Clerk at City Hall to file for the appropriate licenses.

Additional licenses are required from tGay of Fitchburg Board of License
Commissionersfor

* use of soda machine

* use of automatic amusement machines such aseageawles

* entertainment such as television, juke box, diora

Be sure to visit the City of Fitchburg City Clerktwva full list of the equipment
and products you wish to use or sell in your esgghbient.

If you do not successfully acquire the necessagnkes, you could be subject to fines
and removal of the equipment.

Visit the City of Fitchburg Office of the Board of Health at City Hall .

Office of the Board of Health
718 Main Street

Fitchburg, Massachusetts
978-345-9582

File for the appropriate license(s) and certifis)edepending upon whether your store will
be preparing food or not, and pay the filing fee(s)

Submit the completed application to the Board odltieand set up an inspection of your
facility.

BUSINESS CERTIFICATE

You must complete a zoning check before a businessrtificate will be issued (see section
3).

Prior to opening your business, you must file witeFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk
Room 117
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Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it nataed. Return the completed and notarized
form to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankexditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acgpanas you the hassle of untangling
personal and business transactions when you késtalecreases the likelihood of a missed
deduction, and facilitates transparent recordkegpirihe event of an audit. Business acco
also increase credibility with potential lendersl &tients and accommodate business growth.
If possible get a debit card with your accounteédphyou with back up record keeping.

TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment
the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor e will be arranged to visit your place of
business and assess it for city taxes. The ofiopen from 8:30am-4:30pm, Monday
through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with theted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukst & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersylanFederabchedule Gorm (Taxed
Profit or Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS
website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE
You must also file tax forms with tidassachusetts Department of Revenue (DORAs a
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sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

* Form 1 - Massachusetts Resident Income Tax Return (on EAKR/PY for Non-
Residents or Part-Year Residents)
»= Schedule G- Profit or Loss from Business of Profession (setiployed)

A comprehensive guide to small business taxeseflsas online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
200 Arlington Street

Chelsea, MA 02150

617-887-MDOR (6367)

800-392-6089

www.mass.gov/dor

In addition to the Schedule C, if you plan to $afigible goods, you must obtain Form $16
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items
sold.

Complete aNVebFilefor Business application at the DOR website, anaiin you will receive
a Sales and Use Tax Registration Certificate (F8Ti¥l) to be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filtigh the website:

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

8a. Call the DOR’s Customer Service Office at 687-81DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms aimfinstructions are available on
the DOR website; however, it is still recommendeat tyou speak to a DOR
representative to ensure you are in full complianite the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms, either @ihline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktts Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule C form wifthir inmme taxes
If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE
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Do a thorough risk assessment and determine whatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. Haxelhusiness insurance protects you
and your business in the event of fire, theft, ttieolosses. The most common
coverage types include liability, property, busmagerruption, “key man,”
automobile, and home office.

9b. If you get insurance, it is recommended that esess and inventory your business
facility and assets every two years. This will eesteplacement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Small Restaurant/Coffee Shop/internet Cafe

v/ CHECKLIST

1 BUSINESS PLAN
(1 Draft a business plan

2 LOCATION
(1 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

71 Visit the Building Commissioner at City Hall
11 File Form of Intent and submit with floor plan, ttéed plot plan and filing fee ($15)
0 Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
{1 Set up inspection and receive Certificate of Inipaq$40 filing fee)
71 Contact the Fire Prevention Bureau to determimelditional permits are needed
[l If building or renovating Submit floor plan; Receive building permit
4 LICENSING AND FOOD SAFETY CERTIFICATION
0 Visit the City of Fitchburg License Commission tie ffor a Common Victualler's
License
0 File for the appropriate alcohol license (if apabte) with the City of Fitchburg License
Commission
71 Become or hire a certified Food Safety Manager
71 Contact the Board of Health to file for additiofiaenses
01 Visit the City of Fitchburg Office of the Board bfealth
(]  Set up an inspection to receive an inspectionfuete
5 BUSINESS CERTIFICATE
[ Visit the Fitchburg City Clerk’s Office

File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
1 Submit notarized form with a check or money oradethe amount of the filing fee

6 TAXES
[l Visit the Fitchburg City Assessor to file a FormLadt

7 INTERNAL REVENUE SERVICE

(1 Call the Internal Revenue Service office in Woreesb schedule an appointment
71 File federal tax forms for your business
[l Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE
[l Contact the Massachusetts Department of Revenue
71 File Massachusetts state tax forms for your busines
1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

[l Do arisk assessment and inventory of your busiméssility and property
71 Visit the Building Commissioner, if necessary, &mivice
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DETAILED STEPS

1

BUSINESS PLAN

Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#éy meet client needs. Typically, plans
encompass operational issues including, but natddrto, the following:

= What services and products will your business g®wnd what needs do these
fulfill?

= Who is your target market and how will you reacbni?

= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires that
you take further steps and complicates your taxdfilFor more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.qgov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewsphment Centerfor a
detailed business plan guide with a sample busipless

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licensiggirements for starting a sole
proprietorship with no employees. If planning arirty employees, please consult Appendix I,
“Navigating the Regulations to Become an Employer”

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty of
Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must show
how the business or use is going to be set upmitte principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420

978- 345-9596

File aForm of Intent. Along with the Form of Intent you must submit@or plan that shows
how the business or use is going to be set upmitie principal structure, a certified plot plan
showing adequate off street parking and setbacksojoerty lines, and the $15.00 filing fee. Be
prepared to provide an explanation about your lessiand intentions.
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TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in the Zoning Determination.

Contact thd=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention sgséeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING AND FOOD SAFETY CERTIFICATION
Contact theCity Clerk at City Hall to file for the appropriate licenses.

4a. If you do not plan to hire an employee who ¢edified Food Safety Manager, then you
must be a certified Food Safety Manager to opexatmall restaurant. Certification is
obtained through ServSafe courses offered througheuwarea. Call th€ity of
Fitchburg Board of Health to request a listing of courses being offered.

Office of the Board of Health
718 Main Street

Fitchburg, Massachusetts
978-345-9582

4b. If you are starting a small grocery store aspprty that currently does not serve that
purpose, submit your floor plan as indicated irpSte¢o theCity
of Fitchburg Board of Health.

Note: If you are starting your business at property et previously housed a small restaurant
and you do not plan to make renovations, you vatimeed to submit a
floor plan to the Food Division. Skip to Step 4c.

* Your submitted floor plan will be reviewed by tRéchburg Board of Health. If it is
approved, you will be allowed to begin renovatidhe property.

* While performing renovations at your propertyuyoay request to have an inspector
visit the place of business to monitor the pro@ssensure that the proper steps are being
taken.

After successfully completing all of the renovaspgou should call thEitchburg Office of the
Board of Health to schedule a final inspection.

4c. After the final inspection has taken place yowd have received approval from the
inspector, you may request an Application for PetmOperate a Food Establishment
from the City of Fitchburg Board of Health
* Fill out the application packet

4d. Submit the completed application to the CitfFiws€hburg Board of Health and await

approval. Once it is approved, you will receive ygood Establishment Permit, which is
to be posted publicly in your place of business.
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4e. Visit theCity of Fitchburg License Commissionat City hall to file a Common Victualler
Food Application. A Common Victualler license igjugred from the City of Fitchburg
License Commission for any business such as a gmualery store that serves or sells
prepared foods.

Additional licenses are required from t@éy of Fitchburg License Commissionfor
* use of soda machine
* use of automatic amusement machines such aseageawles
« entertainment such as television, juke box, dioa

Be sure to visit the City of Fitchburg City Clerktlwva full list of the equipment
and products you wish to use or sell in your esthbient.

If you do not successfully acquire the necessagnkes, you could be subject to fines
and removal of the equipment.

Visit the City of Fitchburg Office of the Board of Health at City Hall .

Office of the Board of Health
718 Main Street

Fitchburg, Massachusetts
978-345-9582

File for the appropriate license(s) and certifi¢etedepending upon whether your store will be
preparing food or not, and pay the filing fee(s)

Submit the completed application to the Board céldeand set up an inspection of your
facility.

BUSINESS CERTIFICATE
You must complete a zoning check before a businesartificate will be issued (see section &

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filing out the application, have it notarized. Rettine completed and notarized fo
to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suiget your Tax ID# before opening a business
bank account. A separate business account spandbgdassle of untangling personal and
business transactions when you file taxes, decsahsdikelihood of a missed deduction, and
facilitates transparent recordkeeping in the eeéan audit. Business accounts also increase
credibility with potential lenders and clients aamtommodate business growth. If possible get a
debit card with your account to help you with bagkrecord keeping.
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TAXES

Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used tocument the
property owned by your business, so that it magdsessed and taxed by the city. Once you file
a Form of List with the City Assessor, a time Vsl arranged to visit your place of business and
assess it for city taxes. The office is open f@&B0am-4:30pm, Monday through Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with threted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukg & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit
or Loss from Business).

An introductory guide and access to all applicdbiens are available through the IRS website:

http://www.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DO. Most
sole proprietors file a Schedule C form with the@dome taxes. You will be responsible for
remitting Massachusetts meals tax. Informaticavislable at:.

Massachusetts Department of Revenue
Data Integration Bureau

PO Box 7022

Boston, MA 02204
http://www.dor.state.ma.us

8a. Call the DOR’s Customer Service Office at (688J-MDOR (6367) or toll free at (800-
392-6089) to request the forms by mail. Forms @difinstructions are available on the
DOR website; however, it is still recommended tf@i speak to a DOR representative
ensure you are in full compliance with the law:

http://www.dor.state.ma.us/forms/formlist.htm

8b. After you have completed the forms either diidine or mail the printed forms. Once you
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file Form TA-1, you will receive your Massachuse®ales Tax Registration Number.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a. Most forms of insurance are not required. H@xelbusiness insurance protects you and

9b.

your business in the event of fire, theft, or otlesses. The most common coverage types
include liability, property, business interruptidkey man,” automobile, and home
office.

If you get insurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will @es@eplacement costs are up to date,

enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Upholstery

v/ CHECKLIST

1 BUSINESS PLAN
[l Draft a business plan

2 LOCATION
71 Choose a location, draft a detailed floor plan

3 ZONING AND PERMITTING

Visit the Building Commissioner at City Hall
File Form of Intent and submit with floor plan, tifed plot plan and filing fee ($15)
Receive detailed Zoning Determination from Buildi@gmmissioner;
Proceed according to instructions in Zoning Deteation
Set up inspection and receive Certificate of Inipadq$40 filing fee)
Contact the Fire Prevention Bureau to determielditional permits are needed
[ If building or renovating Submit floor plan; Receive building permit

4 LICENSING
1 Check with the City Clerk to file for the necessacgnses

5 BUSINESS CERTIFICATE
01 Visit the Fitchburg City Clerk’s Office
File for a City of Fitchburg business certifical2BA) and get form notarized (only if
company will be a sole proprietorship or generatrgaship)
71 Submit notarized form with a check or money oraethie amount of the filing fee
6 TAXES
01 Visit the Fitchburg City Assessor to file a FormLast

7 INTERNAL REVENUE SERVICE
(1 Call the Internal Revenue Service office in Woree$d schedule an appointment
71 File federal tax forms for your business
[l Get a federal tax identification number

8 MASSACHUSETTS DEPARTMENT OF REVENUE

[l Contact the Massachusetts Department of Revenue
11 File Massachusetts state tax forms for your busines
(1 Get a Sales Tax Registration Number and Certificate

9 INSURANCE

(1 Do arisk assessment and inventory of your busiséasility and property
(1 Visit the Building Commissioner, if necessary, &ulvice

DETAILED STEPS

1 BUSINESS PLAN

OO O Od
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Draft a business plan. Business plans are partohinuous process to define your business
concept, understand your market, set goals andte#ty meet client needs. Typically, plans
encompass operational issues including, but notddrto, the following:

=  What services and products will your business gte®wnd what needs do these
fulfill?

= Who is your target market and how will you reachnt?

= How will your company secure and repay financing?

This guide contains instructions for sole proprigtonly. Hiring other individuals requires
that you take further steps and complicates youfiliag. For more information, visit the
Massachusetts Department of Economic Developmewebsite.

http://www.mass.gov/dbt

Or, contact th&€entral Massachusetts Regional Small Business Dewpment Centerfor a
detailed business plan guide with a sample busiplass

Clark University SBDC

950 Main Street

Worcester, MA 01610
508-793-7615
http://www.clarku.edu/offices/sbdc

TIP: This guide concerns the regulations and licenskggirements for starting a sole
proprietorship with no employees. If planning onng employees, please consult Appendix
I, “Navigating the Regulations to Become an Empidy

LOCATION

Choose a location for your business and draft ailéetfloor plan for submission to ti@ty
of Fitchburg Building Commissioner along with the=orm of Intent. The floor plan must
show how the business or use is going to be sefitiy;n the principal structure.

ZONING AND PERMITTING
Visit the Building Commissioner at City Hall.

Building Commissioner
Fitchburg City Hall, & Floor
718 Main Street

Fitchburg MA 01420
978-345-9596

File aForm of Intent. Along with the Form of Intent you must submita@or plan that show
how the business or use is going to eupewithin the principal structure, a certifiecpplan
showing adequate off street parking and setbacksojgerty lines, and the $15.00 filing fee.
Be prepared to provide an explanation about yosmass and intentions.

TheBuilding Commissioner will review your application and write Zoning Determination
that will outline step-by-step what you need tad@roceed with your business. Follow the
steps in th&Zoning Determination.

For home-based businesses:
Home Occupation is allowed by right in Fitchburgyded that it:
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* Is conducted solely within a dwelling and solelythg person(s) occupying the
dwelling as a primary residence;

* Is clearly incidental and secondary to the usd&efaremises for residential purposes;

* Does not produce offensive noise, vibration, smdket, odors, heat, lighting,
electrical interference, radioactive emission ariemmental pollution;

* Does not utilize exterior storage of material ouipqent;

* Does not exhibit any exterior indication, includisigns, of its presence or any
variation from residential appearance;

» Does not produce any customer, pupil, or cliepisttd the occupation site and has no
nonresident employees;

* Isregistered as a business with the City Clerk

If these conditions are not met, a home occupatiay be allowed bgpecial permitissued
by theBoard of Appeals

Contact thdé=ire Prevention Bureaulocated at th&itchburg Fire Department to determine
whether additional permits or fire prevention systeare needed.

Fire Headquarters
33 North Street
Fitchburg MA 01420
978-345-9672

LICENSING
Contact theCity Clerk at City Hall to file for any additional appropreglicenses.

BUSINESS CERTIFICATE

You must complete a zoning check before a businessrtificate will be issued (see section
3).

Prior to opening your business, you must file witaFitchburg City Clerk’s Office for a
Doing Business As (DBA) Certificate.

City Clerk

Room 117
Fitchburg City Hall
718 Main Street
Fitchburg MA 01420
978-345-9592

5a. After filling out the application, have it natzed. Return the completed and notarized form
to the Fitchburg City Clerk’s office.

Tip: Open a business account with your local bankeditunion. If you are not using your
social security number for your business, be suget your Tax ID# before opening a
business bank account. A separate business acgpans you the hassle of untangling
personal and business transactions when you kistalecreases the likelihood of a missed
deduction, and facilitates transparent recordkagirihe event of an audit. Business accounts
also increase credibility with potential lendersl @tients and accommodate business growth.
If possible get a debit card with your accounteédphyou with back up record keeping.

TAXES
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Visit the Fitchburg City Assessorto file a Form of List. A Form of List is used toclment

the property owned by your business, so that it beagssessed and taxed by the city. Once
you file a Form of List with the City Assessor,imé¢ will be arranged to visit your place of
business and assess it for city taxes. The affiopen from 8:30am-4:30pm, Monday through
Friday.

City Assessor
Fitchburg City Hall
718 Main St
Fitchburg, MA 01420
978-345-9562

INTERNAL REVENUE SERVICE

You must also file all necessary tax forms with threted States Internal Revenue Service
Once you file these forms, the IRS will give yotaa identification number and provide
instructions on compliance with federal regulations

Typically, along with a basic Form 1040, you mukg & Schedule SEorm (15.3% Soc
Security/Medicare Rate for Self-Employed filersflanFederabchedule Gorm (Taxed Profit
or Loss from Business).

An introductory guide and access to all applicdbtens are available through the IRS website:

http://lwww.irs.gov/businesses/small/article/0,,id5043,00.html

Internal Revenue Service
120 Front Street
Worcester, MA 01608
508-793-8227
http://www.irs.gov

MASSACHUSETTS DEPARTMENT OF REVENUE

You must also file tax forms with tidassachusetts Department of Revenue (DORAs a
sole proprietor, you are most likely required te fivo forms with the Massachusetts
Department of Revenue:

» Form 1- Massachusetts Resident Income Tax Return (on EANR/PY for Non-
Residents or Part-Year Residents)
» Schedule G- Profit or Loss from Business of Profession (satiployed)

A comprehensive guide to small business taxesetisaw online access to all applicable
forms, can be found at the website:

http://www.dor.state.ma.us/business/taxquide/tat.h

For additional information, or to obtain the forimg mail, contact the Customer Service
Bureau:

Customer Service Bureau
Massachusetts Department of Revenue
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200 Arlington Street
Chelsea, MA 02150
617-887-MDOR (6367)
800-392-6089
www.mass.gov/dor

In addition to the Schedule C, if you plan to $afigible goods, you must obtain Form ST-1 to
register to pay Massachusetts state sales taxe@ly;rthe rate is five percent of taxable items

sold.

Complete aNVebFilefor Business application at the DOR website, antiin you will receive
a Sales and Use Tax Registration Certificate (F8rl) to be displayed at your place of
business.

For a clear and comprehensive introductory inforomgpertaining to sales tax, refer to “A
Guide to Sales and Use Tax” available in PDF filtigh the website:

8a.

8b.

http://www.dor.state.ma.us/publ/pdfs/sls_use.pdf

Call the DOR’s Customer Service Office at 687-8DOR (6367) or toll free at 1-
800-6089 to request the forms by mail. Forms alimtbfinstructions are available on
the DOR website; however, it is still recommendwat tyou speak to a DOR
representative to ensure you are in full complianitke the law:

http://lwww.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, eithex @hline, or mail the printed forms. Once
you file Form TA-1, you will receive your Massacktis Sales Tax Registration
Number. You must also file tax forms with thlassachusetts Department of
Revenue (DOR) Most sole proprietors file a Schedule C form withir income taxes.
If you plan to sell tangible goods, you must filE@m TA-1 to pay Massachusetts’
sales tax.

9 INSURANCE

Do a thorough risk assessment and determine wkatage best suits your business’s needs.
Visit the Building Commissionerto have answered any questions you may have.

9a.

9b.

Most forms of insurance are not required. H@pglusiness insurance protects you
and your business in the event of fire, theft, theolosses. The most common coverage
types include liability, property, business intgtion, “key man,” automobile, and

home office.

If you get insurance, it is recommended that ssess and inventory your business
facility and assets every two years. This will @es@placement costs are up to date,
enable you to settle claims faster, and help yqla@x business losses on your tax
returns.
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Appendix |. Resources for Fitchburg Entrepreneurs

Fitchburg Agencies

Industrial Development Commission
City Hall

718 Main Street

Fitchburg, MA 01420

978-345-9603
d.curley@netlplus.com

Fire Prevention Bureau
33 North Street
Fitchburg, MA 01420
978-345-9672
kroy@fitchburgfire.org

Office of the Building Commissioner
City Hall

718 Main Street

Fitchburg, MA 01420

978-345-9596
mgallant@ci.fitchburg.ma.us

Commonwealth Massachusetts Agencies

Office of the City Clerk
City Hall

718 Main Street

Fitchburg, MA 01420
978-345-9592
afarrell@ci.fitchburg.ma.us

Office of the Planning Coordinator
David J. Streb

City Hall

718 Main Street

Fitchburg, MA 01420
978-345-1018
dstreb@ci.fitchburg.ma.us

Board of Health

City Hall, Room 307

718 Main Street

Fitchburg, MA 01420
978-345-9603
jierszyk@ci.fitchburg.ma.us

Home Improvement Contractor

Registration Program

State Board of Building Regulations and Standards
One Ashburton Place, Room 1301

Boston, MA 02108

617-727-3200 x 25205
http://www.state.ma.us/homeimprovement

Massachusetts Business Development
Corporation

50 Edgewater Drive, Suite 555
Wakefield, MA 01880

781-928-1100
http://www.bdcnewengland.com

Massachusetts Department of
Business and Technology

One Ashburton Place, Room 2101
Boston, MA 02108

617-727-8380
http://www.mass.gov/dbt

Massachusetts Department of
Environmental Protection
Western Regional Office

436 Dwight Street

Springfield, MA 01103
413-784-1100
http://www.state.ma.us/dep/wero

Massachusetts Department of Revenue
Hurley Building

19 Staniford Street

Boston, MA 02114

617-887-MDOR(6367)
1-800-392-6089
http://www.dor.state.ma.us

Massachusetts Division of Marine Fisheries
251 Causeway Street, Suite 400

Boston, MA 02114

617-626-1520
http://www.state.ma.us/dfwele/dmf

Massachusetts Division of Professional Licensure
239 Causeway Street

Boston, MA 02114

617-727-3074

http://www.state.ma.us/reg

Massachusetts Division of Standards
One Ashburton Place, Room 115
Boston, MA 02108

617-727-3480
http://www.state.ma.us/standards

Massachusetts Export Center
State Transportation Building
10 Park Plaza, Suite 4510
Boston, MA 02116
617-973-8664
http://mass.gov/export

Massachusetts Office of Business Development
26 Court Street,@Floor

Boston, MA 02108

617-635-2000
http://www.ci.boston.ma.us/dnd/OBD/default.asp
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Massachusetts Department of Early Education and
Care

« State Headquarters

51 Sleeper Street, 4th Floor,
Boston, MA 02210
617-988-6600

Taunton Regional Office

21 Spring Street, Suite 2
Taunton, MA 02780
508-828-5025
http://www.qualitychildcare.org

Massachusetts Office of Consumer Affairs and
Business Regulation

10 Park Plaza, Suite 5170

Boston, MA 02116

State/National Trade Associations

617-973-8787
888-283-3757
http://www.state.ma.us/consumer

Massachusetts Registry of Motor Vehicles
Boston Office

630 Washington Street

Boston, MA 02111
http://www.state.ma.us/rmv

State Office of Minority and Women Business
Assistance

10 Park Plaza, Suite 3740

Boston, MA 02116

617-973-8692
http://www.somwba.state.ma.us

ACCION-USA

56 Roland Street, Suite 300
Boston, MA 02129
617-625-7080
http://www.accion.org

American Automobile Association

» Approved Auto Repair Department
1-800-227-5602

» Regional Branch Office:

350 New State Highway, Suite 3

Raynham, MA 02767-1434

508-823-6000
http://ww1.aaa.com/aaa/240/sne/index.html

Associated Grocers of New England
11 Cooperative Way

PO Box 6000

Pembroke, NH 03275
603-223-6710

http://www.agne.com

Associated Landscape Contractors of Massachusetts
8D Pleasant Street

South Natick, MA 01760

508-653-3373

http://www.alcom.org

Better Business Bureau

235 West Central Street, Suite 1
Natick, MA 01760
508-652-4800
http://www.bosbbb.org

Boys and Girls Clubs of Boston
50 Congress Street, Suite 730
Boston, MA 02109
617-994-4700

Commonwealth Corporation (Statewide Workforce
Development)

The Schrafft Center

529 Main Street, Suite 110
Charlestown, MA 02129
617-727-8158
WWW.COMMCOrp.org

Massachusetts Alliance for Economic Development
892 Worcester Street

Wellesley, MA 02482

781-489-6262

http://www.massecon.com

Massachusetts Alliance for Small Business
Contractors

143 South St, 4th Floor

Boston, MA 02111

617-482-8010
http://www.massalliance.com

Massachusetts Arborists Association
8D Pleasant Street

South Natick, MA 01760
508-653-3320
http://www.massarbor.org

Massachusetts Association of Community
Development Corporations

89 South Street, 4th Floor

Boston, MA 02111

617-426-0303

http://www.macdc.org

Massachusetts Food Association
31 Milk St., Suite 518

Boston, MA 02109
617-542-3085
http://www.mafood.com

Massachusetts Nursery & Landscape Association
PO Box 387
Conway, MA 01341
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413-369-4731
http://www.mnla.com

Massachusetts Restaurant Association
333 Turnpike Road

Southborough, MA 01772
508-303-9905

1-800-852-3042
http://www.marestaurantassoc.org

Massachusetts Small Business Development Center
Headquarters

227 Isenberg School of Management

121 Presidents Drive

University of Massachusetts

Ambherst , MA 01003

413-545-1273

http://www.msbdc.org

Massachusetts State Automobile Dealers Association
59 Temple Place

Boston, MA 02111

617-451-1051

http://www.msada.org

Massachusetts Technology Collaborative
75 North Drive

Westborough, MA 01581

508-870-0312

http://www.mtpc.org

National Association of Convenient Stores
1600 Duke Street

Alexandria, VA 22314

800-966-6227

http://www.nacsonline.com

National Cosmetology Association
401 N. Michigan Avenue

Chicago, IL 60611

312-527-6765

www.ncacares.org

National Grocers Association

1005 North Glebe Road, Suite 250
Arlington, VA 22201
713-516-0700
http://www.nationalgrocers.org

National Institute for Automotive Service Excellene
101 Blue Seal Drive, S.E., Suite 101

Leesburg, VA 20175

1-877-ASE-TECH (273-8324)

703-669-6600

http://www.ase.com

New England Convenience Store Association
212 Carnegie Row

Norwood, MA 02062

781-255-9090

866-882-9090

http://www.necsa.net

New England Livery Association
PO Box 842

Durham, NH 03824
866-736-6352
http://www.nelivery.org

Retailers Association of Massachusetts
18 Tremont Street, Suite 1040

Boston, MA 02108
http://www.retailersma.org
877-RAM-6580 (726-6580)

Smaller Business Association of New England
1601 Trapelo Road, Suite 212

Waltham, MA 02451

781-890-9070

http://www.sbane.org
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Federal Government

Environmental Protection Agency-
New England

1 Congress Street, Suite 1100
Boston, MA 02114

617-918-1111

1-888-372-7341
http://www.epa.gov/regionl

Internal Revenue Service
» State Headquarters

15 New Sudbury Street
Boston, MA 02203
617-536-1040

* Field Office

166 Main St.

Brockton, MA 02401
508-586-4671
http://www.irs.gov

US Small Business Administration
O’Neill Building, Room 265

10 Causeway Street

Boston, MA 02222

* Finance: 617-565-5627

* Procurement and Technical
Assistance: 617-565-5689
http://www.sba.gov/ma
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Appendix Il. Navigating the Regulations to Become an Employer

Pioneer Institute’s Center for Urban Entreprenaprsffers this brief supplement to entrepreneurs wish
to become employers. The checklist explains the stad federal tax requirements and regulations
surrounding hiring and employing. We hope you finghost useful and wish you luck in your ventures.

Preparation
Before hiring:

1. Get aFederal Employer Identification Number
You will need to use this on tax returns. Submiggplication, form SS-4, to the Internal Revenue
Service. Find it at http://www.irs.gov

2. Register to payhe state unemployment tax
Submit an Employer Status Report, form 1110, taMllassachusetts Division of Unemployment
Assistance. Do it online using the state’s Weldiletem at https://wfb.dor.state.ma.us/webfile/

3. Getworkers’ compensation insurance
Massachusetts state law requires it. The stagesoffie Massachusetts Guide to Workers’
Compensation at http://www.mass.gov/dia/DESKSCA§lete.pdf For more information, contact
your insurance provider or the state’s InsurandmB&ureau: (617) 439-9030.

4. Learn abouminimum wage lawsposter requirementsandthe family leave act
The Massachusetts Department of Workforce Developoféers plenty of information online:
http://www.mass.gov/dwd/otherr.htm

Tip: You may also want to register with tR&ctronic Federal Tax Payment System Although it is
not required, registering allows you to pay alyobir federal taxes online. Go to http://www.eftms/
for more information.

Hiring
With ever new hire:
1. Check for aSocial Security Card

If lacking one, the employee must submit an appboaform SS-5, to the Social Security
Administration. Find out more: http://www.ssa.gov

2. Submit aw-4 formfor each new employee
This form determines how much of his or her wademsikl be withheld. Submit this form to the
Internal Revenue Service. You may do so onling: Mivww.irs.gov

3. Complete a federdEmployee Eligibility Verification Form
Do not submit this form to the government. You rdegpose of this form a year after the
employee’s departure or three years after the Winggchever is longer. Find the form, an |-9,la t
U.S. Citizenship and Immigration Services webgitg://www.uscis.gov

Note: If your company has more than twenty-five emplsyg®u must report all new hires to the state.
You may do so online here: http://www.cse.stateusigrograms/newhire/nh_system.htm

Tip: The Department of Workforce Development offers euwas hiring incentives and training grants.
Find out more online: http://www.detma.org/BSHonteh
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Ongoing Taxes
An employer must:

1. Withholdfederal income, Medicare and social security taxes

Use employees’ W-4 forms, the IRS’s Employer’'s Taxde, and the IRS’s “withholding

calculator.” Find the latter two onling: http://wwirs.gov

a. Each quarter, report these withholdings with th@leyer'squarterly federal tax
return, form 941. Find it at http://www.irs.gov

2. Pay theFederal Unemployment Tax

Unlike the taxes in the previous step, this taxaswithheld from employee paychecks. Employers

pay it.

a. Annually, report and pay this tax by submitting Eraployer’s Federal Unemployment
Tax return, form 941. Again, find it at http://www.irs.gov

3. Distribute W-2 formsto employees at the end of each year.
Send copies of these wage-reporting forms to tleeab8ecurity Administration:
http://www.ssa.gov

Note: If employees collect more than $20 per monthps,tthese tipmustbe reported. Make sure
employees complete form 4070: Employee's Reporips to Employer, so that you can withhold
employee income, social security, and employee béaditax on the employee's tips. Find form 4070 at
http://www.irs.gov

Additional Information:
For more information on:

» State employment regulations and tax informatiantog
http://www.mass.gov/?pagelD=mg2topic&L=3&L0=Home&tRusiness&L2=Workplace+%26+E
mployees&sid=massgov?2

» Federal tax information, go to: http://www.irs.gbusinesses/small/article/0,,id=98862,00.html
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