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How to LLaunch a New Business

Small businesses are critical to the economic vitality and stability of the Montana economy. The Secretary
of State's Office is here to serve you as you launch your new business venture.

Step One: Determine Your Business Structure

The first decision you need to make as you launch your business is what kind of organizational structure it
should have. Should it be a sole proprietorship? A partnership? A corporation? The answers to these ques-
tions should be based on several factors:

e The degree of control you want to have over the business.

e The degree of formal organization you need.

e The need to protect against liability for business actions.

e The ability to attract investors.

e Tax considerations for both you and your investors (if any).

While it is not necessary to engage an attorney to file business documents, we strongly recommend that
you consult with an attorney, accountant, financial adviser, and/or banker to help you determine which
business structure is most suitable for you.

Step Two: Reserve a Business Name (optional)

Once you have selected a name for your business, you need to find out whether you can use it. Under state
law, you may not adopt a business name that is the same as or indistinguishable from that of another busi-
ness. To find out whether a business name may be available, call the Business Services Bureau of the Sec-
retary of State's Office, (406) 444-3665. The reservation is effective for 120 days and cannot be renewed.

Reserving a name is necessary only if you are not yet prepared to file the organizational documents dis-
cussed in Step Three. You can reserve a name for 120 days as you set up your business.

Specifically, you need to file the Application for Reservation of a Business Name and pay a $10 filing
fee. The form requires that you list the name, type, and location of your business, as well as the date you
intend to start business. When you have completed the form, return it to the Secretary of State's Office
with the filing fee.

You do not need to submit an Application for Reservation of a Business Name unless you need extra time
to prepare and submit your documents of organization. You can simply list your business name on your
organizational documents and avoid the $10 filing fee associated with reserving a name.

It is a good idea to wait to order stationery, forms, business cards, and advertising until you get final ap-
proval that your documents have been filed and your business name is approved.

(Continued on page 3)
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What Is Canstruction?

Canstruction® is the most unique food charity in the world!

A foundation of the Society for Design Administration (SDA), Canstruc-
tion® is a design/build competition currently held in cities throughout North
America. Teams of architects, engineers, and students mentored by these
professionals, compete to design and build giant structures made entirely
from full cans of food.

The results are displayed to the public as magnificent sculpture exhibits in
each city where a competition is held. At the close of the exhibitions all of
the canned food used in the structures is donated to local food banks for
distribution to emergency feeding programs that include pantries, soup
kitchens, elderly and day care centers.

Since its inception, ten million pounds of food has been donated to aid in the fight against hunger. Initiated by the Denver,
Seattle and New York Chapters of the SDA in 1992/93, Canstruction® now has over one hundred individual competitions
scheduled to take place during the 2007-2008 cycle.

Design and Construction Industry professional associations that have partnered with the SDA in organizing local competi-
tions include the American Institute of Architects, the Society for Marketing Professional Services and the International
Interior Design Association.

Tour the website to see how you can become part of this exciting competition to aid in the fight against hun-

ger. www.canstruction.org

Contact the Local Food Bank Sponsoring the Event

Food Banks sponsor a wide variety of local programs that need the public’s support. They are always in need of volun-
teers. Contact your local food bank to see how you can help.

Great Falls Food Bank Gayle Carlson
1620 12" Avenue North gcarlson@gagnons-inc.com
Great Falls, MT 59401 406-452-9029

The Canstruction Exhibition will start February 22, 2008 in Holiday Village Mall in the old Eddy Bauer location. The
public is welcome to view the exhibitions on February 23™.

Page 7




5# DBE NEWSLETTER Volume 7, Issue 3 4 Nov/Dec 2007 ‘

Page 6

Tips

Get organized. Set a realistic budget
and stick to it.

Plan your shopping in advance. Know
what you want.

Avoid impulse purchases. Don’t shop
when you're tired, hungry or feel pres-
sured.

Save for holidays. Begin saving in Sep-
tember for December shopping.

Never borrow more than you can rea-
sonably pay off. Gifts are gestures, not
sacrifice.

Reduce your credit card interest rate by
shopping for the best card.

Try comparison shopping in stores and
online for the best bargains.
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Launch New Business (Continued from page 2)

Step Three: File Organizational Documents
Depending on the type of organizational structure you have chosen, you will need to file:

e An Application for Registration of an Assumed Business Name. File this form with the Secretary
of State if you plan to start a sole proprietorship, general partnership, or association. Once approval is
given, your business name will be registered with the state for five years.

e A Certificate of Limited Partnership. Both domestic and foreign limited partnerships must file in
order to do business in Montana.

e Registration of Limited Liability Partnership.

e Articles of Incorporation. These are required of corporations or individuals who wish to do business
in Montana through a corporation. Nonprofit corporations must also file Articles of Incorporation.

Articles of Organization. File these with the Secretary of State's Office if you want to form a limited li-
ability company.

Step Four: Apply for Tax ID Numbers

The Internal Revenue Service requires every business who hires employees, or is a partnership or corpora-
tion have a federal tax identification number. To obtain one, call the IRS toll-free at 1-800-829-4933.

To apply for a state withholding tax ID number contact Department of Revenue at (406) 444-6900.

To apply for a state unemployment insurance tax ID number contact the Montana Department of Labor and

Industry at (406) 444-3834.

Step Five: Apply for Professional Licenses

Under state law, some professions -- such as architects, barbers, chiropractors, and dentists -- must be li-
censed. To determine whether you need a professional license, contact the Business and Occupational Li-
censing Bureau of the state Department of Labor and Industry at (406) 841-2333.

Step Six: Apply for Local Licenses

Every city and county has specific requirements about doing business within its jurisdiction. Call or visit
your county courthouse or city offices to find out what particular requirements exist in your area.

Step Seven: Apply for Workers' Compensation

If you are planning to hire employees, find out what kind of insurance coverage you are required to provide

under state Workers' Compensation laws. You can get this information from Montana State Fund at (406)
444-6500 and the state Department of Labor and Industry.

If you have questions on workers' compensation please contact the Department of Labor (406) 444-6532.

(Continued on page 4)
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NATIONAL ASSOCIATION OF WOMEN IN CONSTRUCTION
EDUCATION FOUNDATION

Launch New Business (Continued from page 3)

Step Eight: File an Annual Report
BLOCK KIDS BUILDING PROGRAM

If you have a corporation or limited liability company, you must file an Annual Report to stay in good
standing with the Secretary of State's Office. The report is due each year by April 15 and must be accom-

panied by a $15 filing fee. Businesses that file after that date will be charged a penalty. The Block Kids Building Program is a national building competition which is sponsored

on local levels. Local winning entries advance to Regional competition, and one semi-finalist

If you have a Montana corporation or limited liability company and fail to file an Annual Report by De- from each region is entered in the National Program competition.
cember 1, your company will be involuntarily dissolved. You will have the option of filing an Application
for Reinstatement for up to five years after dissolution. The Construction Industry faces a work force shortage that poses a serious problem for

our national economies, and in order to meet the demand for construction. the industry needs to

If you have a foreign corporation or limited liability company (located outside Montana), you must file attract. educate and train about 240,000 newcomers annually.

your Annual Report by November 1 or your Certificate of Authority will be involuntarily revoked with no

possibility of reinstatement. You would need to register again to do business in Montana. The Block Kids Program introduces children to the construction industry in an effort to

Throughout the life of your business, it may become necessary to change your business name, ownership create an awareness of and to promote an interest in future careers in one of the many facets of

information, registered agent, or registered address, or to amend your articles, or to merge with another the industry.

entity. It is very important that you notify the Secretary of State's Office of any changes. You can get

forms and fee information from the Business Services Bureau, (406) 444-3665. The program is non-discriminatory and as such is open to all elementary school children
) o ] ) in grades one (1) through six (6). All eligible children must participate through a recognized

In your Annual Report, you can report changes in your principal officers or directors, as well as informa- Sponsor.

tion about shareholders. However, if you need to remove a member from a Montana limited liability com-

pany, you must file a Statement of Dissociation. NAWIC of Great Falls, MT will be

sponsoring the 2008 Block Kids
Competition. The competition will
be held at the Community Recrea-
tion Center at 801 2nd Avenue
North on February 9, 2008. The
public is welcome to attend. For
more information, contact Kate
Hanning @ khannin ierce.biz or
(406) 727-3832.
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