This publication is part of the Open for Business planning series, which includes :

To download copies of these and other helpful resources, tools and guides please visit our
website at www.nbacl.nb.ca

This resource is adapted with permission from the resource In Business: Quick Guide to
Self-Employment by the Foundation for People with Learning Disabilities in the UK.
Our thanks and gratitude to the Foundation and to principal author Keith Bates for allowing
us to use and adapt this guide.

Open for Business is funded by the New Brunswick Department of Post-Secondary Education,
Training and Labour and the national Ready, Willing and Able Initiative funded by the
Government of Canada.
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About the Quick Guide
This page tells you about the quick guide
and how to use it!
This basic guide is meant to give you an idea of what you
need to set up a business or be self-employed. It is not
possible to tell you everything in such a short guide so you
must make sure you get lots of good advice.
There is a list of places where you can go for help and
advice on page 17.
This guide is written in plain language and there are key
points for each section at the bottom of the page. Some words in the guide are difficult to
understand.
These words are in orange text. You can find out what these words mean on page 21.
You may not want to read the quick guide all at once. You may want to read one part at a
time. If you need some extra help you could look at the guide with someone from your
family, a friend or a supporter.

At the end of each part of the quick guide there is an

Action

box.

These action boxes have questions for you to answer that will help you plan your business.
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Introduction
Lots of people want to get
a job. Even more people
want to earn some money.

There are a ways to do it:


Most people get a job in a company by applying for a job when the company has a job
they need someone for.



Some people get help applying for a job from an employment agency or job coach. The
people who support them help them to settle into the job and learn the tasks in the job.



Another way to get a job or earn money is to start your own business. This can be called
being self-employed. It means you are your own boss, you do all or most of the work
yourself and you decide how you want to do things.

There are lots of different ways to get a job.
Working for your own business (being self- employed) can be good.
It can also be hard work!
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Being self-employed
is not right for everyone.
It can be hard work. Sometimes it can mean working long hours,
although you may be able to choose when to work those hours.
There are lots of good things about being self-employed or running your own small business.
One good thing is being able to fit work around other things. You can choose when and where
to work. Whatever happens, it is important to make sure it is right for you. It is important to
get the support of family and friends around you too.

Actions:
Look at the different ways you can do work and earn money. Decide if self-employment is
best for you.
Talk to people who know you and see if they think starting your own business is the sort of
thing you would enjoy.
Ask yourself and other people questions like these:
•

Do you like new challenges and learning new skills?

•

Do you have any skills that a lot of other people do not have?

•

Are you good at doing tasks on your own?

•

Are you a hard worker?
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I have an idea

Deciding what kind of business to set up can be hard.
There are lots of different ways of looking for ideas.
Most people start by thinking about what they are good at or what they are interested
in. Thinking about it and talking to people about what ideas they have can also help. You
can have an idea based on what goods or services you would find useful. You can find
out if other people would find it useful too.
You can think about what is going on around you and try to solve an everyday problem.
For example people are thinking about eating better food more and more – is there a
way of helping people to do this?
It is possible to pay someone for an idea they have had, sometimes with training and
support to run the business. One way of doing this is called franchising.
In franchising you pay someone who has already set up the same kind of business. This
way, many of the problems would have been sorted out although you may have to run
the business the same way as other people, not your own way.
People get good ideas for a new business in different ways.
There is always a chance that a new business will go wrong.
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It is very rare that a business idea comes from nowhere. Most of the time, it is about looking
for opportunities and perhaps trying a few ideas. Your best business idea is unlikely to be
your first. The best idea is more likely to come when you start looking at what other
businesses do and talking to people who could be your customers.

Risk
It is really important to know that lots of businesses are not successful. Even if you plan your
business idea really well things could still go wrong. People who set up a business often have
to try some different ideas before they find the right one for them. You can make sure that if
things go wrong, it will not be too bad, but you cannot avoid all the risk. Some people
actually enjoy risk and feel that it is quite exciting! It is important that you think about this
when deciding if setting up a business is right for you.

Actions:
If you are still looking for that really good idea, ask yourself these questions:


Do I have any special skills or knowledge?



Do I have a hobby that you could turn into a business?



Have I ever needed a product or service that nobody else was selling?

Now write down any ideas you have about the answers to these questions.
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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Test my idea
Once you have an idea of what to do, it is important to give a lot of thought to your idea.
Ask yourself the question, ‘will my idea work’?
Your idea may be a new invention or a new product or service. It might be a new way of doing
something or a way to solve a problem. It is important to check that the idea fits your skills
and how you want to work and is a good idea.
This may mean getting some good advice about benefits as well as some help with the
business. There is a list of places where you might get help on page 17
Try to think about your business idea in more detail. This is often called a feasibility study
and is meant to quickly find out if the idea will actually work.

It is important to
think really carefully
about your new
business idea.
This will help you to
tell if your idea is likely
to work well.
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The following questions are important and will help you to think about your
business idea in more detail (a feasibility study):
A new business needs to be different enough to attract customers.
What is the idea?
Has it been done before?
What is different about your way?
Is the service better, or quicker or cheaper than other services?
Does it offer something new?
Is anyone else doing the same thing in your local area?
______________________________________________________

It is important to know about the competition.
Who else is doing the same type of business?
How do they advertise?
How do they offer their service?
______________________________________________________

Think about who your customers will be.
Who are the customers?
Will they buy from you and not someone else?
Why? Are you better, cheaper, faster?
______________________________________________________

Your business in practice.
How will it actually work?
Will you need a special place to work in?
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Think about when your business will run.
How often will it happen?
Is your business working every day or is it something
that just happens at weekends?
______________________________________________________

Think about what you can do with the time that you have.
How many different tasks could you do in an average day?
How many products can you make or how many services can you offer?
______________________________________________________

Think about how much your business will cost and make.
How much will it cost?
How much money will it make?
What will you charge?
How much will it cost you in materials, equipment, etc.?

When you have gathered all the information you need in the Business Planning
Workbook, talked to lots of people and thought about their answers, you should
be ready to see if your idea is going to work. Take your time, get some help and if
you still think it is a good idea, is it time to do lots more planning?

Actions:
Think very hard at this stage about your business idea.
Take time to do your research to make sure your idea is a good one.
Use the Business Planning Workbook to help you think about your business and collect all
the information you need.
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Plan my idea
Once you have completed the feasibility study (see page 8) and answered the question,
‘will my business idea work?’, business planning is the next thing to do. This is where all the
information is put together on paper to show ‘how my business will work’.
The plan is a document which sets out all the information you have collected and works on
how all the bits fit together. It should show people how you will start the business and give
you a way to check if your business is developing along the right path. It will be like a map and
will need to be updated and changed regularly as things develop.
This may seem complicated at first but most of it is quite simple really. You just need to make
sure you have thought of all the things needed to run your business. For example, if your idea
means that you have to buy some equipment or rent some space, it makes sense to know
how much this will cost, where it will come from and to make sure that you can afford it.
All these things need to be put into the part of you business plan called your financial plan .

Writing a business plan will help you to make sure you have remembered
all of the important information you need to plan your idea .
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Money to get started
One of the most important parts of a business is to make sure it earns enough money to pay
the bills and to buy new products or materials. It will be important to know when your
customers will pay you. Will they pay straight away like in a shop or will you give them an
invoice later? It is important to make sure that there is enough cash in the bank to keep the
business going. In the same way, it is important to know when you will have to pay for things.
Often, being self-employed is really simple. Often there are no other people involved and not
much to pay for. If you keep making money and write down what you have earned there
should not be many problems.

To plan your business well it is
important to know when you
will get money from your
customers.

It is also important to know
when you will need to spend
money on your business.

Actions:
Start your business plan. Your business plan will need to include sections that:
Give a general description of the business and what it does.
Show how it all works, where it will be based and who the customers will be.
Describe how people will be told about the business and what it offers.
This may be a website, leaflets or an advert.
Show how much it will cost and how much money it could make (financial plan).
Any other things that are important to the business.
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Actions:


Get a sheet of paper or use the computer to write down the next 12 months.



Under each month, list what you will have to pay for and what you expect to earn.
You can start to see what will happen to your cash. You can also work out how much
money you need to get started with. This is called a cash flow forecast.

Money to get started
It is possible that you will need some money to get started. You may need money to buy some
materials, work clothes, a computer, or something else. It is possible to get some money to
get your own business started or ‘raise finance’ in a number of ways:

* Go to the bank to borrow it * Save the money yourself
* Borrow from friends and family * Try to get a grant or loan from another source.
A good place to start is your local enterprise agency (see page 19).
There are lots of ways that the Government tries to help people with a disability get into
work. These ways also help people setting up their own business.
TESS is a program which can help towards the costs of employment for people with a
disability in work or self-employment. It makes a contribution to the costs of travel to work,
changes to the work place or a job coach. To make use of TESS, contact your local
Employment Assistance Service (EAS) agency that helps people with a disability find work (see
the Information and Help section starting on page 17 for more information).

There are ways that you may be able get some money to start your business.
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Personal plan
When you have written your business plan and it is clear that
the idea will have a good chance of working, it is time to think
about legal and personal issues and the impact that setting up
a small business will have.
When you are turning an idea into a business it is important to
make sure you get lots of good advice. By now you should
have spoken to people about your benefits and know what
your options are. It is now time to take that further and
decide your next steps.
To make an idea into a business you will need lots of good
advice.

Decide on and register your business name
If your business name will be different from your own personal name you must register the
name with Service New Brunswick. There will be a small fee to register your name. You will
first have to find out if the name you want to use is okay to use (not already being used by
someone else). To do this you will have to get a “name search” done through a company that
offers this service.

Decide if you will be a “sole proprietor” or set up a partnership or company
There are different options for starting your own business. As you develop your business
plan here are the main ones to think about:
Sole proprietor - A sole proprietor is the simplest type of business. It is a business that is
owned by one person. They are relatively easy and inexpensive to set up and maintain.
Partnership - A partnership is a business that is owned by two or more people. In a
partnership each partner shares in the profits and losses of the business. A partnership
usually has a legal document that sets out what the partnership is about.
Company - People who are starting a business to make money may consider a company for a
variety of reasons. The main reason is to limit your personal responsibility for business debts
and other expenses or claims against the business. In a company, the business name must
have a word like Limited (Ltd.), Incorporated (Inc.), Corporation (Corp.), Limitée (Ltée.) or
Incorporée (Inc.) at the end of the name.
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For more information about these options, see the NBACL document Research
Brief: Business Ownership Options for Entrepreneurs with a Disability. Contact
NBACL to get a copy of the document.
Find out if you need permits, licences or insurance to operate your business
You may have to apply for and obtain specific licenses or permits to run your business. For
example, selling food products may require licences from the provincial health department.
The city or town in which you live may also require you to have a license or permit for your
business. It is important that these are explored before you start running your business. A
business development advisor or a lawyer may be able to help you understand these rules.
You may also want to think about getting some insurance for your business. Insurance can
protect you if your business property or equipment is stolen or damaged. Insurance can also
protect you if someone is hurt as a result of your business.

Find out if you need to register to collect and remit Harmonized Sales Tax (HST)
to the government.
A business that earns more than $30,000 in a year is required to register to collect the
Harmonized Sales Tax (HST). Note that this amount is total revenues before expenses and not
business profit. Registration is done through the Canada Revenue Agency. They will assign you
with a business registration number and inform you of your obligations to file reports (usually
quarterly) and remit taxes that you collect.
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Open a bank account for your business.
If you are using a business name that is different from your own name having a separate
business account will be needed. You will need to show your business name registration
papers to the bank. Once an account has been opened you can ask for the banking things that
you will need to run the business (such as cheques, a deposit book, and a banking card). You
can also apply for a credit card that you can use solely for your business expenses.

If you want to work for your own business (be self-employed) and
you are receiving income assistance benefits, you have to tell the
Department of Social Development .

Benefits
Part of your planning will have involved looking into your benefits and how working will
change them. You may be able to keep your benefits. It depends on the money you get.
You should talk to the Department of Social Development early on to get a good idea of what
being self-employed will mean for your benefits.
When you are happy that everything is sorted out, you have a good business idea that looks
like it might work, you have planned how to set up your business and decided that your
personal plan is right for you, you are ready to start.

There are lots of rules about getting benefits at the same time as working.
You can get advice about benefits and working from different places.
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Taxes, records & paperwork
Being self-employed means there are rules to follow and a few forms to fill in each year. The
main one is the tax return.
Some self-employed people get help from an accountant. If you do need an accountant to
help you make sure you ask how much this would cost at the start and add the cost of this
into your plan.

Keeping a record about your business
The law says you must keep records about your business. It is important to do this anyway
because you would find it difficult to fill in your tax return without them. Bank statements,
receipts and cash transaction records are all vital for working out your profits for the year.
The Canada Revenue Agency uses this information to calculate your tax and Canada Pension
Plan contribution payments which you may have to pay on any profits your business makes.
There are plenty of ways to keep records. You can buy a ready made cash book, make your
own cash book or set up a spreadsheet on the computer. All the costs for the business must
be only for the business and not for your personal use.
When you work for yourself (self-employed) you have to fill in some forms every year.

Business Support
All the way through, it is important to get good support at every stage. Support to think
about an idea, support to plan, support to work out benefits, support to fill out tax forms,
support to do the accounts and support to make sure things go smoothly generally.

If you have your own business you have to keep some papers like bank
statements and write down information like how much money you spend.
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Information and help
There is plenty of help out there and some of it is free!. Here’s a list that might help but you
must be prepared to ask. Not all of them are in all areas of the New Brunswick so it is best to
find out what’s happening in your local area. Here is some information about where you can
get help and support for your business.

Business Development Agencies
Community Business Development Corporations (N.B.)
These are government funded not-for-profit organizations that serve rural areas in New
Brunswick. There is a network of 10 agencies located in rural areas throughout the province.
The CBDCs assist with the creation of small businesses and provide the following services:





Financial assistance in the form of loans, loan guarantees and equity financing;
Business counselling and advice;
Entrepreneurship development and training to individuals and small business owners/
managers;
Assistance in the form of guidance and coaching.

CBDC services are usually targeted to entrepreneurs who require “customized financing”
which is not normally available from traditional sources. For more information visit the CDBC
web-site: www.cbdc.ca.

Urban Business Development Agencies
Business development agencies in Saint John, Moncton and Fredericton provide a number of
support programs to assist with small business development. These include free business
start-up information sessions, business planning and counselling services, local market
analysis, business networking and skills programs (e.g., Kickstart your Business – Saint John),
and funding programs. Business development consultation services provide an array of
supports to prospective entrepreneurs.
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For more information visit the web-sites of the following agencies:
Enterprise Saint John http://enterprisesj.com/entrepreneurs/sectors/
Ignite Fredericton https://ignitefredericton.com/en/start/
3plus Corporation Moncton http://3plus.ca

Business Abilities
Business Abilities is an internet based service administered by Make a Change Canada/Faire
un Changement Canada. Make a Change Canada operates virtually with staff members
working from various locations in Canada.
As a web based service, Business Abilities is available at no cost to people who have a
permanent disability and who are interested in becoming self employed. It is designed for
people “to work online in the comfort of your own home and at your own pace”. The program
has two phases that are described as follows:

Phase 1: Preparing for Business






Business and self assessment
How to prepare for business
Putting a business plan together
Business coaching
Live class sessions

Phase 2: Business Start Up
Advanced Business management training modules – content includes:





Continued business coaching (helps with setting goals, being more focused, effective
communication, etc.)
Networking opportunities with other businesses and participants (this id done
electronically or by telephone and connects people one-on-one or in group sessions)
Live classroom sessions (on-line with guest speakers).
For more information visit the Business Abilities web-site: www.businessabilities.ca

Futurpreneur Canada
This is a national program that supports people age 18 to 39 to start a business. The program
provides access to financing and small business development mentoring. When mentoring is
provided with access to financing the mentoring relations can last for 2 years. Mentoring
without financing can be provided for 6 months.
Futurpreneur Canada has an on-line application system for people who want a mentor to
assist them with business start-up and for prospective mentors. Mentors must have at least
5 years of experience in running a business. For more information visit the Futurpreneur
web-site: http://www.futurpreneur.ca/en/get-started/.
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Small Business Financing
Community Business Development Agency Loans. In New Brunswick, Community Business
Development Corporations (CBDCs) administer a number of loan programs to assist
individuals to access financing for small business development. The following loan programs
are available:
* CBDC Youth Loan * CBDC First-Time Entrepreneur Loan
* CBDC General Business Loan * CBDC Social Enterprise Loan
SEED Capital Initiative. This ACOA funded program provides funding through enterprise
agencies located in the urban areas of Saint John, Moncton and Fredericton. Funds are
provided to support people in these communities with loans to start, expand or improve a
small business. Funds are available to people who:





Reside in Atlantic Canada;
Are under 35 years of age to start up, expand or modernize a business; or
Are 35 years of age and older to start a new business only.
Repayable loans of up to $20,000 are available as well as $2000 grants (non repayable)
for “specialized training and business counselling”.

The SEED loan program has an on-line application form that must be completed and
submitted along with a business plan, résumé, and 2 year cash flow for the business.
“Furturpreneur” Loan Program. This is a Canadian loan program for people aged 18 to 39
who want to start their own business. It is operated by Futurpreneur Canada and funded
through the government of Canada as well as private businesses. For 18 to 34 year old
applicants, collateral free loans of up to $15,000 are available at “better interest rates than
most banks”. If more financing is required up to an additional $30,000 can be available from
the Business Development Bank of Canada (BDC). For 35 to 39 year old applicants, loans up of
to $45,000 are available through the BDC. Applications are still made through Futurpreneur
Canada.
Local Community Loan Funds. These are financing opportunities that are sometimes available
through non-profit organizations at a local or regional level. In New Brunswick, the Saint John
Community Loan Fund is an example. Small business “micro-loans” of up to $7500 are
available with repayment terms of up to 36 months.
Financial Institutions. Traditional lending institutions such as banks can provide business start
up loans. These require that people have good credit rating with the ability to demonstrate
capacity to re-pay the loan. Accessing financing in this way has been problematic for many
people with a disability – particularly those who rely on government assistance for income
support. Loans may be able to be obtained if there is a guarantor of the loan who co-signs.
Typically, the guarantor is someone who has the ability to re-pay the loan if the borrower
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does not pay back the loan.

Employment Assistance Agencies
New Brunswick has a number of agencies that provide employment services to people with a
disability. These agencies receive funding from the Department of Post Secondary Education,
Training and Labour. They will help people with a disability to apply for funding for
employment services under the TESS program.
Contact the Department in your region to find out the names of agencies that can help :

Caraquet

Fredericton

ECLS - Péninsule acadienne (Regional Office )
dpetlinfo@gnb.ca
20E St-Pierre Boulevard West

ECLS - Fredericton (Regional Office )
dpetlinfo@gnb.ca
300 Saint Mary's Street

Campbellton

Miramichi

ECLS - Restigouche/Chaleur (Regional Office )
dpetlinfo@gnb.ca
157 Water Street

ECLS - Miramichi (Regional Office )
dpetlinfo@gnb.ca
152 Pleasant Street

Dieppe

Saint John

ECLS - Moncton (Regional Office )
dpetlinfo@gnb.ca
200 Champlain Street

ECLS - Saint John (Regional Office )
dpetlinfo@gnb.ca
P. O. Box 5001

Edmundston
ECLS - Edmundston (Regional Office )
dpetlinfo@gnb.ca
121 de l'Église Street
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Difficult words
Here are some words that you might
think are difficult to understand. You
can find out here what they mean.

Business plan – the business plan is
where you bring all the different bits of
planning and research together and
show ‘how my business will work’.

Cash flow forecast – this is a kind of
plan that makes sure that you will have
enough money to pay your bills and to
buy new products. It tries to show
when people will pay you and how much they will pay.

Competition – these are the other people and businesses who offer a similar product or
service in the same area as you.

Customers – these are the people who will buy your goods or services. Customers can be
people or other businesses.

Employment agency – they help people with disabilities to get and keep paid jobs. They
do this by giving the support and training needed to make sure the job is right for them and
then support them to learn the tasks needed.

Feasibility study – this is a test to see if your business idea will work. It will explore what
you will sell, who you will sell to and look at how much money you could earn. It will also
think about where you are and what other similar businesses are in the area. It is asking the
question ‘will my idea work?’

Franchise – this is a business that people can set up by being shown everything they need to
know about that business by someone who has done it before. You would normally pay for
the training, advice and guidance and have to follow their rules closely.

Personal plan – this sets out what you want from work from your point of view. It talks
about the number of hours you want to work and the amount of money that would be ideal.
It lists all your likes and dislikes to do with how you work.

Self-employed – this is where you work for yourself, with support from other people,
make all the decisions and possibly do all the work.
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About the New Brunswick Association for Community Living
NBACL is a provincial charitable organization that supports people with
an intellectual disability and their families. Established in 1957, NBACL
works to build inclusive communities where children and adults with an
intellectual disability can live, learn, work and play.

If you would like more information about our work, please contact us:
New Brunswick Association for Community Living
800 Hanwell Rd, Fredericton, NB, E3B 2R7
Tel: (506) 453-4400
Email: nbacl@nbnet.nb.ca

Toll Free: (866) 622-2548
Website: www.nbacl.nb.ca

This product was made possible thanks to the funding from the N.B. Department of
Post Secondary Education, Training and Labour and the Government of Canada through
the national Ready, Willing and Able Initiative.

