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What’s In A Name?

Giving Your Business A Name

Unless you are planning to use your full legal name, choosing a name for your business is important. Select it carefully. The right name is an effective advertising tool. If the name doesn't describe the nature of your business, potential clients may not realize that you offer something they need. Listing the characteristics of your business may help you get starting in naming your company.

When choosing a name, be sure the name fits these criteria: Indicate what kind of business you are in, Easy to remember, Distinctive - stands out from your competition, Catch the client's attention, Create a professional image, Inspire clients to buy from you.

Choose a simple name your clients will be able to remember, pronounce, and spell. They have to remember your business name to find you on the internet,  look you up in the phone book or call information when they lost your phone number. 
Registering the Name of your Business?

Unless the name of your business is your full legal name, the Illinois Assumed Name Act requires that you publish a Notice of Filing of your business name in a newspaper of general circulation three consecutive weeks within the county in which you plan to obtain an Assumed Name Certificate (DBA).  

Illinois law requires that individuals conducting or transacting a business under any name other than the real names of the owners must file an Assumed Name Certificate with the County Clerk in the county in which the business is located. If the business will be incorporated, a corporation, or an LLC, you will need to file and register with the Illinois Secretary of State (217-782-7880), not the County Clerk.  
Structuring Your Business
(Sole Proprietorship, Corporation, LLC)
There are many forms of structure in which you may operate a business. These are generally chosen for liability and/or tax purposes. The most common organizational structures are sole proprietorships, general and limited partnership corporations and limited liability companies. This section will focus on Sole Proprietorships and Corporations.  For more information on choosing what is right for your company contact your accountant.  The Small Business Administration may also be able to assist you. They have Centers located at Elgin Community College and the Shah Center affiliated with McHenry County College.  
A sole proprietorship is an unincorporated business owned by one person (hence, the term sole). If you conduct your business through a corporation, your business will not be a sole proprietorship. If you share ownership of your business with someone else, including your spouse, your business will not be a sole proprietorship. The most important feature of a sole proprietorship is that the law makes no distinction between you, the sole proprietor, and your business. Virtually all the legal and tax consequences associated with sole proprietorships flow from this essential element.  Whether you have zero or 100 employees (or independent contractors) makes no difference. If you are the sole owner, your business may still be a sole proprietorship.  
Other than the standard permits and licensing, there is not a fee to start a sole proprietorship.  A General Partnership is similar and is defined as two or more individuals carrying on as co-owners of a business for profit.  When starting a business in a general partnership, it is strongly recommended to meet with an attorney to determine how each partner will work in the company as well as sharing in the profits or losses.
Incorporating – If you plan to include the word(s) Inc., Corporation, or Corp, you must incorporate.  If the type of business you are operating has the potential for incurring significant liability and you wish to shield your personal assets from lawsuits and creditors, you may wish to consider a business structure which protects your assets. The corporation provides a broad shield against personal liability for business debts.

Incorporating a business is the most complex form of an organization.  To incorporate, Articles of Incorporation must be filed with the Secretary of State, as well as file annual reports with the Secretary of State.  Contact an attorney to assist you in the filing.
If you do not wish to have all business income treated as your personal income, or would rather have the business pay taxes on its own income than have that income included on your personal tax return, you may decide to incorporate. While ideally this will lower your overall business taxes, you should be aware that incorporation may increase the total tax obligations of a business 
even with no change in income, and you will want to calculate any effect on your tax liabilities before incorporating your sole proprietorship. 
However, even if you have tax savings, you will want to consider the costs and burdens of maintaining a corporation as compared to a sole proprietorship.  If you are planning to incorporate your business in Illinois, you must file Articles of Incorporation with the department of the Secretary of State. 
Illinois Secretary of State 

69 W. Washington, 12th Floor

Chicago, IL 60602

312/793-3380

www.cyberdriveillinois.com
Have you created a Business Plan?
A business plan is a description of your business, including your product, your market, your people and your financing needs. You should consider that a well-prepared business plan plays two important roles, 1) it is a useful management tool that can help you to plot a course for your company, 2), it is a vital sales tool that will help secure lenders or investors.  This Plan lists your goals as a small business and your road map to reach these goals. A business plan is not something you create in a hurry.  It is vital to the success of your business.  Contacting your local Small Business Development Center can assist you at no charge.  Particularly when seeking financial lenders, a business plan should include at the minimum;  
· A synopsis of your "strategy for success". In other words, WHY do you think this is a good enough business idea for them to loan you money.

· A brief summary of your market analysis. You need to do a little market research to find out if your business would even be needed in the community and if so by how many, percentage wise?

· A description of your product or service. The bank wants to know WHAT you will be selling.

· A description of your qualifications and the qualifications of anyone on your "team" that will prove to be an asset to your business. Let's say you want to open up a flower shop but you don't know a daisy from a carnation, BUT the person that is going to manage your shop is a horticulturist with 20 years experience in the business. THIS would be an asset that you would want to bring to the banks attention.

· Your forecasted financial information. Be realistic here. Don't go putting down that you are going to be a millionaire by the end of the first year! And be sure to list what you expect your operating costs to be. You will have utilities, license fees, rent space, advertising and so on.

· An estimate of how much money you think you will need and an outline of HOW you are going to spend that money. Be sure to include all start up costs and operating costs for the first year, as it usually takes a year to get off the ground.
Start Up Cost Considerations
Every business is different and has its own specific cash needs at different stages of development; therefore there is no generic method for estimating your startup costs. Some businesses can be started on a shoestring budget, while others may require considerable investment in inventory or equipment. It is vital to know whether you will have enough money to launch your business venture.

To determine your startup costs, you must identify all the expenses your business will incur during its startup phase. Some of these expenses will be one-time costs, such as the fee for incorporating your business and the price of a sign for your building (Contact the appropriate Village for their Sign Ordinances prior to ordering your sign. The developer is NOT responsible for this). Some expenses will be ongoing, such as the cost of utilities, inventory, insurance, etc.

While identifying these costs, decide whether they are essential or optional. A realistic startup budget should only include those elements that are necessary to start the business. These essential expenses can then be divided into two separate categories: fixed (overhead) expenses and variable (related to business sales) expenses. Fixed expenses will include figures like the monthly rent, utilities, and administrative and insurance costs. Variable expenses will include inventory, shipping and packaging costs, sales commissions, and other costs associated with the direct sale of a product or service.

During this time, it is also important to include in your budget a marketing plan.  New business owners put so much time and money into getting their business started, they forget to budget dollars for how they plan to market their service or product.  It doesn’t matter how great your product or service is, if the customer doesn’t know about you, how will they find out how great your business is?

Starting up a business can be a tremendous strain on your personal finances. It typically takes six months or more before your new venture is profitable and can provide financial support for you and your family. Before going into business it is always wise to get your personal finances in order.

Write a monthly household budget that accounts for your income and your household expenses. Be as conservative as possible, because it is vital to your success that you have the resources to maintain your household expenses while your business is growing. Any strain on your personal budget will put the financial success of your business at risk.

It is also a good idea to check your personal credit situation. Too often, entrepreneurs think that their business credit and personal credit are separate. A business' credit is built upon the owner's personal credit. Because you have not established a business credit history, lenders and suppliers will use your personal credit history to determine your terms of credit.

Your credit report determines how you will be perceived by potential lenders and suppliers. You should know what appears on your credit report because you may find errors that you will want to have corrected. 
FINANCING FOR YOUR BUSINESS

When starting a business, many begin with a shoestring budget and/or using their personal funds.  When reviewing your start-up budget, be sure to include EVERYTHING! Often times, individuals neglect to calculate what the actual costs to start a business takes and end up short when it’s time to open their doors.  It is recommended to begin building a relationship with one of the local banks.  The Chamber has contact information for each Commercial Lending Dept.
The Benefits of Making Your Banker Your Friend 

While every business has a bank, few have a banker. That's because bankers are too often seen as obstacles standing between an entrepreneur and the bank's vault.  "You don't do business with an institution. You do business with people. When you get a banker who believes in you, you can accomplish incredible things," counsels Debbi Fields, founder and chair of the board of Mrs. Fields’ Cookies.

The banker is the loan officer or office manager who handles your account. A good relationship with that person can bring you money in the form of credit, save you money in fees, and enhance your business opportunities through taking advantage of the banker's extensive personal contacts.

The 3 Ts of a Good Banking Relationship 

Nearly everyone looking for a loan learns the five Cs of credit, which are: character (how trustworthy you are), capacity (your financial strength), capital (the amount of your own money invested in the business), collateral (assets available to back up the loan), and conditions (the state of the economy and your industry).

Building a relationship with a banker is built on the three Ts:

Talk: For a relationship to thrive, the business owner needs to talk and communicate regularly with the banker. The talk must be frank and open, even when reporting a negative development.

Time: A relationship takes time to grow. Don't rush it, and don't expect it to bear fruit immediately. Like friendships, a good banker relationship will age well over the course of its duration.

Trust: With honest, frequent communication and time, trust develops, which is the foundation of the relationship. When trust exists on both sides, the relationship has the crucial component to make it a lasting one.

Credit Card Services/Check Cashing Protection

Today, plastic seems to be the form of payment. Many local banks offer this service as well as companies specific to this industry.  The Algonquin/Lake in the Hills Chamber has members which can assist you.  When using a Credit Card/Check Cashing Protection plan, there are typically processing fees which apply.  However, using these services will ensure payment upon delivery.

When accepting a paper check as the form of payment, it is critical to obtain upon payment some important information which should be written on the check; phone number, driver’s license, confirm correct address from driver’s license, initial of the individual accepting the check.  Never accept a post dated check.
Local, County, State and Federal – Time To Make It Official
LOCAL
Whether you are starting a business in Algonquin or Lake in the Hills, the Algonquin/Lake in the Hills Chamber of Commerce strongly recommends that you arrange a meeting with the Community Development Department of the appropriate Village to determine specific regulations of that Village.

Starting a business in Algonquin 
Should you decide to operate a business in Algonquin, and you are a home based business, you must complete a Home Based Business Registration. If your business will operate outside of the home, you must complete a Business Registration Application.  From building and zoning, to hanging your sign, the Community Development Department will be able to assist you in all areas of starting your business. Certain fees may apply.  Many of the necessary forms are available on the Villages website. 
Algonquin Village Hall

2200 Harnish, Algonquin, IL 60102

847-658-2700 (General)

847-658-4184 (Community Development Department)

www.algonquin.org
Starting a business in Lake in the Hills

Should you decide to operate a business in Lake in the Hills, all businesses (home based and outside of the home) must register annually with the Village of Lake in the Hills.  Certain businesses also may require proof of insurance and liability.  From building and zoning, to hanging your sign, the Community Development Department will be able to assist you in all areas of starting your business.  Certain fees may apply.  Many of the necessary forms are available on the Villages website. 

Lake in the Hills Village Hall

600 Harvest Gate, Lake in the Hills IL 60156

847-960-7400 (General)

847-960-7440 (Community Development Department)
www.lith.org

Lake in the Hills Business Relations Committee (BRC) – Upon starting your business in Lake in the Hills, the Algonquin/Lake in the Hills Chamber strongly encourages you to meet with the BRC.  This is a group of business owners in Lake in the Hills whose primary role is to work and meet with business performing a variety of tasks.
Village Sign Ordinance
Algonquin & Lake in the Hills Village Sign Ordinances 
As with many municipalities, strict sign ordinances are enforced both in Algonquin and Lake in the Hills.  It is strongly recommended that prior to purchasing a sign for your place of business, you should contact the Community Development Department of the appropriate village to discuss your sign requirements along with providing a written sample of your sign.  This includes but is not limited to all exterior signs whether permanent or terporary.  Anything which will be placed on the outside of the window and/or building anytime during the year, must obtain a permit.  
COUNTY
DBA Registration must be obtained from the county your business will be operating from.

McHenry County








Phone:    815-334-4242
Health Dept. Phone: 815-334-4510
www.co.mchenry.il.us
Mailing Address:    

  County Clerk 

  2200 North Seminary Ave

  Woodstock, IL 60098
Office Location:    

  667 Ware Road, Room 107 

  Woodstock, IL    

STATE
In Illinois, most businesses are required to be registered and/or licensed by the Department of Revenue.  A State License and License Tax are applicable to many businesses in Illinois.  Licenses are issued annually and should be applied for before the commencement of any business activity.  For assistance in the various forms you must complete, contact your Small Business Development Center or the Illinois Department of Revenue.
Illinois Department of Revenue (IDOR)

Chicago: 312/814-3141 or 312/814-5232

Springfield: 217/524-4772 (business hotline only)

Forms order line: 800 356-6302

www.revenue.state.il.us  
Phone 800 732-8866 or 217 782-3336.  
IDOR has a wealth of information regarding tax laws, regulations, and rulings as well as sales tax rates.  Their website also includes many links providing a complete list of Illinois tax information to help new businesses. If you plan to hire employees, buy or sell products wholesale or retail, or manufacture goods, you must register with the IDOR.

Certificate of Resale

There are two reasons you need a Certificate of Resale;  First, any business selling taxable goods and services must pay sales taxes on what it sells. Typically service based businesses do not charge on the actual “service” performed, but will tax on the goods used for that service. For example; hours billed for graphic design would not be billed, printing tax would be charged.  Second, you can boost your profitability and cash flow by buying wholesale and not paying sales tax on parts by buying them from suppliers. For more information on collecting tax, contact your accountant or the Small Business Development Center.

You can obtain a Certificate of Resale from the Illinois Department of Revenue, the state agency responsible for collecting sales tax. Get the form you need (NUC-l) by downloading it from the agency's Web site, www. revenue.state.il.us or calling (800) 356-6302. If you mail in your application, it can take six to eight weeks to process. You can also go directly to a district office location with your application, it will be processed within a few days.

You'll be required to file a monthly report called an ST-1 Sales & Use Tax and pay the sales tax on what you sell, which you can collect from your customers. If the amount you owe is below a certain threshold, you only have to file reports on a quarterly basis.

TAXES (Income, Sales Taxes, Witholding, etc.)
Depending on the size and type of your business, taxes can be quite simple to extremely complex.  Visit www.business.illinois.gov or contact your Accountant or your Small Business Development Center to determine what types of taxes your business may be required to pay and collect.  

FEDERAL
Unfortunately, there are too many variables to consider to appropriately address this topic.  The following are just two areas to consider when starting your business.  For specifics about your business, contact your Accountant or your Small Business Development Center to determine what you may be responsible for.
Employer Identification Number (EIN)
This federal tax number is required by all business except sole proprietorships with no employees. This number is used to file Employer Tax Returns, make deposits of employment taxes and file business tax returns. This number is obtained from the Internal Revenue Service (IRS) and there is no cost for the number. Please contact the Internal Revenue Service's local office in regards to all technical questions regarding federal taxation issues or visit their website. 

Self-Employment tax:

Because FICA is not withheld from self-employment earnings, self- employment tax is paid to fund social security and Medicare benefits. This is reported using a Schedule SE form filed with your income taxes. 

Internal Revenue Service (IRS) 

1-800-829-4933

Monday – Friday, 7:00 a.m. – 10:00 p.m. 
www.irs.gov
CHOOSING YOUR LOCATION

Today, many types of businesses can operate nicely from the home.  Should you decide to operate from your residence, be sure to register your business with your Village.  More importantly, businesses operating from a home are entitled to certain tax deductions which can be determined by meeting with your accountant.

Should you decide and/or require a location outside of your home, contact one of the many reputable real estate agents in the Algonquin/Lake in the Hills Chamber of Commerce to help determine the location best suited for your needs.  Permits will be required from the appropriate Village should you require any build-out and/or modifications to your space.
Village websites

On the Village of Lake in the Hills, you will find a listing of many commercial properties available within each community. This should give you a fairly accurate portrayal of real estate availability and possible locations.  On the Algonquin Village website, properties available in the Algonquin Corporate Campus are available.
Building & Zoning – Both Villages will be happy to assist you in new development as well as completing a build-out project.  When working with contractors and the Village, clear and ongoing communication is key to the success of your business.  The priority of insuring permits, codes, etc. are correct and complete is yours, not the Villages.  Stay on top of the process and you will be happy with the process.

STAFFING CONSIDERATIONS

When you are ready to hire your first employee, the Illinois Department of Employment Security (IDES) has wage information on their website at http://lmi.ides.state.il.us/wagedata/wage.htm  This information will help you to be competitive in the county/community you’re interested in starting your business. 
Any company employing one or more employees it is required to provide unemployment insurance coverage for its workers. For more information, contact your Small Business Development Center or visit http://www.ides.state.il.us.  
Illinois Department of Employment Security (IDES) 

The IDES offers a variety of services for employers – Besides obtaining the EIN and depositing payroll taxes, employers must comply with several other requirements. Prior to hiring your first employee, the Chamber strongly encourages you to contact your accountant, Small Business Development Center or the Illinois Department of Employment Security (IDES).

Employers should also contact the U.S. Department of Labor, Wage and Hour Division and OSHA division, regarding employer requirements including display of certain posters that can be easily seen by employees and applicants. Also contact the Illinois Department of Insurance and Illinois Worker's Compensation Commission for information about workers' compensation requirements and classifications. 
Workers Compensation

http://www.iwcc.il.gov/

Illinois Workers' Compensation Commission

Chicago: 312/814-6611

Springfield: 217/785-7087

If you are a sole proprietor, business partner, corporate officer, or member of a limited liability company, and you want to come under the Act, you must purchase insurance for yourself to be covered for a work-related injury or illness.  Contact your insurance representative, accountant, etc. to determine what’s right for your situation. 
Illinois Employment and Training Center
IDES has Employer/Employee Training Centers which offers a single convenient connection point for job seekers and employers to find each other and tap into a pool of education, training and employment opportunities.  It works with businesses in various stages of development to fit individual staffing needs. The Illinois Employment and Training Centers are a state-run employment firm with offices in Kane and McHenry County.
McHenry County Workforce Center

500 Russell Ct.

Woodstock, IL 60098

815-338-7100

www.ides.state.il.us/mchenry
An additional website useful to employers is Illinois Skills Match.  This free service is offered by the Illinois Department of Employment Security and is available for employers to find qualified applicants in the state of Illinois.  Visit www.illinoisskillsmatch.com 
The Youth Job Center 
An employment agency and job training center for high school students, the Youth Job Center is a good source for responsible and eager entry-level employees. For more information, visit www.youthjobcenter.org

General Sites For Helping You Succeed

Small Business Administration (SBA) www.sba.gov
The SBA offers a wealth of information, tools for both start-up and established businesses.  Available online are guides, worksheets, etc all free of charge.  Also available online are many of the tools you will need to get you started.  sba.gov/starting_business/startup/guide.html

Illinois Entrepreneurship Network (IEN) www.ienconnect.com

This new organization is a network of agencies dedicated to helping businesses in Illinois grow and succeed.  Their suite of services, including entrepreneurship centers, small business development centers, and Illinois Technology Enterprise Centers among others, can fit your business situation and provide you with online expert personal service.

State of Illinois Business Portal www.business.illinois.gov

This is the most helpful website when it comes to starting a business in Illinois. This portal has all of the information you need from the state government in one place. 

Website Regarding Tax Questions
State of Illinois Business Portal business.illinois.gov/taxes.cfm

The Illinois business portal has links to all relevant tax information dealing with starting a business in Illinois.

Tax Sites Directory http://www.taxsites.com/states/illinois.html

This website has links to nearly every relevant Illinois tax information site including a list of state tax agencies, legal information, various Illinois tax and accounting organizations, and all of the Illinois Government websites.
Illinois Permits & Licenses business.illinois.gov/licenses_by_pro.cfm

The Business Portal of Illinois also has links to the regulations and licenses for doing business in the state of Illinois.
Additional Resources
The Algonquin/Lake in the Hills Chamber of Commerce 
www.algonquin-lith-chamber.com

Devoted to helping develop Algonquin/Lake in the Hills  businesses and their relationship with the community, The Chamber offers a great deal of information, as well as important benefits, to those who may find membership important to their business or to those who simply want to get their foot in the door.  Please call or stop by the Chamber of Commerce at 106 S. Main Street in Algonquin for more information on starting and growing your business. Becoming a member of the Chamber of Commerce can be an important part of an effective strategy for achieving many of your business goals. Information on membership is available at the Chamber office, or call us and we will mail it to you.

The Algonquin Area Public Library www.aapld.org
Your local library offers a variety of publications as a business resource which you will find can prove to be extremely valuable in the start-up and expansion phase of your business. They are located at 2600 Harnish Drive in Algonquin.
WE WISH YOU ALL THE BEST WITH YOUR NEW BUSINESS!
Note: Information contained herein is not intended to be all-inclusive of every requirement for establishing a business. Competent legal counsel is recommended and may be required to ensure that all licenses, taxes, and other requirements for establishing and conducting business are met. The Algonquin/Lake in the Hills Chamber of Commerce assumes no liability for omissions or errors in the business plans of any person resulting from use of this general guide to business in Algonquin and/or Lake in the Hills. 

Kane County Workforce Center


30 Dupage Ct.


Elgin, IL 60120


847-888-7900


� HYPERLINK "http://www.ides.state.il.us/ietc/elgin" ��www.ides.state.il.us/ietc/elgin�
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Kane County


Phone: 630-232-5950


Health Dept. Phone: 630-444-3040


� HYPERLINK "http://www.co.kane.il.us" ��www.co.kane.il.us�





Mailing/Office Address:


719 S. Batavia Ave., Bldg. B (North Entrance)


Geneva, IL 60134











So You’re Thinking About 


Starting A Business in 


Algonquin or Lake in the Hills?


 


Starting your own business does not mean that you will have to venture into the business world alone. There are a number of organizations capable of assisting businesses. This document is intended to provide a summary to establishing a business in Algonquin or Lake in the Hills.  





In case you haven’t heard, starting a business will dramatically change your life, and as with any such activity, you should take the time to investigate what actions will be necessary for you to legally establish your business. This information will help keep your new business start-up on the "right track."





By now, you have probably conducted a study to determine if your idea for a small business offers opportunity and potential for growth. If you have not, the Chamber strongly encourages you to complete a Feasibility Plan (provided by ILDCEO).





Much of the information included in this Guide was found primarily from the fantastic resource of the Small Business Administration (SBA) and their Small Business Development Centers (SBDC).  The SBA, in coordination with federal, state, local and private-sector resources, meet the needs of small businesses and promote economic development in local communities by helping create and retain jobs.  They provide services and one-on-one counseling, much of which is FREE of charge,  for self-employed entrepreneurs and managers of small businesses.  





The Algonquin/Lake in the Hills Chamber of Commerce strongly encourages you to contact the appropriate Center most convenient for you. 





Small Business Administration – � HYPERLINK "http://www.sba.gov" ��www.sba.gov�





McHenry County College – Shah Center


4100 Shamrock Lane, McHenry


815-455-8593


www.shahcenter@mchenry.edu





Elgin Community College – Main Campus


1700 Spartan Drive, Building UBC 107, Elgin


847-214-7488


� HYPERLINK "http://www.elgin.edu/sbdc" ��www.elgin.edu/sbdc�











