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sections:

How to start a Business in Downey

A step-by-step guide for starting a new business. From choosing a name to
getting all the required permits and licenses, you won't miss a step while you
open your business.

Stepl  Choosing a Name
Step2  Selling Products
Step3  Hiring Employees
Step4  Selling Food or Alcohol
Step5  Federal Taxes

Step6  Choosing a Location
Step7  Building or Remodeling

Where to find Business Assistance

A listing of offices and organizations that specialize in business assistance.
From securing funds to finding a location, these groups are here to help your
business dreams become reality.

Where to find Business Resources

A listing of a variety of selected books, periodicals and websites that focus on
opening and operating a business. From building a website to developing a
business plan, many of them can be found at your local library or on the
internet.

Every attempt has been made to be as accurate as possible with the information contained in this
publication. However, we assume no responsibility or liability for errors or omissions. 02.01.00



in Downey...

This section is a
step-by-step guide for
starting a new business
in the City of Downey.

From choosing a name to
getting all the required
permits and licenses,
you won’t miss a step
while you open your
business.



Fictitious Name Statement

Any business name that does not include the surname of the
individual owning the business must file a Fictitious Name Statement
with the Los Angeles County Clerk's office. A statement in a local
newspaper of general circulation must also be published once a
week for four weeks within thirty days of filing the statement.

Los Angeles County Clerk’s Office

12400 Imperial Hwy.

Norwalk, CA 90650

Phone: (800) 815-2666

Hours: Monday — Friday 8:00 am - 5:00 pm
Website: http://regrec.co.la.ca.us/clerk/naming.htm

Sellers Permit

If you will be selling a product, whether resale or wholesale, you will
need a Seller's Permit. The permit has a resale number which
allows you to buy merchandise wholesale without paying taxes — as
long as you resell it. It can also be used to waive sales tax on items
used in your product.

State Board of Equalization

12440 E. Imperial Hwy., Suite 201

Norwalk, CA 90651

Phone: (562) 466-1694

Hours: Monday — Friday 8:00 am - 5:00 pm
Website: ~ www.boe.ca.gov



State Employee

Identification Number (SEIN)

If you decide to hire any employees, you will need a State Employer
Identification Number (SEIN). Any business who pays an employee
for his or her services and has a payroll of $100 or more is
immediately subject to the California Income Tax Withholding Law. If
you, the owner does not hire any employees, your social security
number is required.

State of California

Employment Development Department

10330 Pioneer, Suite 150

Santa Fe Springs, CA 90670

Phone: (562) 923-1237

Hours: Monday — Friday 8:00 am - 5:00 pm
Website: www.edd.ca.gov

California Workers

Compensation Insurance

The law requires you to have worker's compensation insurance.
Even If you only have one part-time employee, you must insure that
person for any work related injury or illness. The amount of the
insurance premium is determined by your business classification,
the size of your payroll, the particular risk characteristics of your
work place, and your company’s safety record.

California Worker’s Compensation Insurance

900 Corporate Center. Dr.

Monterey Park, CA 91754

Phone: (877) 405-4545 or (323) 266-5000
Hours: Monday — Friday 8:00 am - 5:00 pm
Website: www.scif.com



Health Permits

If you are opening a restaurant or food service that sells any food
items including pre-packaged foods, a health permit must be filed
before the business license can be issued. The LA County
Department of Health Services has information on all the
requirements that must be met before your first day of operation.

Los Angeles County Department of Health Services
(Plan Check Program)

6538 Miles Ave., Suite 202

Huntington Park, CA 90255

Phone: (323) 586-6297

Hours: Monday — Friday 8:00 am - 4:30 pm
Website:  www.dhs.co.la.ca.us

www.edd.ca.gov

Department of Alcoholic

Beverage Control (ABC)

If you plan to sell alcoholic beverages, you must apply for a license
with the Department of Alcoholic Beverage Control (ABC). The ABC
regulates the manufacture, sale, purchase, possession, and
transportation of alcoholic beverages within the state of California,
The ABC is also subject to certain laws of the United States and
regulates the importation and exportation of alcoholic beverages.

Alcoholic Beverage Control Department

3204 N. Rosemead Blvd., Suite 103

El Monte, CA 91731

Phone:  (626) 927-1060

Hours:  Monday — Friday 8:00 am - 5:00 pm
Website:  www.abc.ca.gov



Federal Identification

Number (FEDID)

You will need a Federal Identification Number (FEDID) regardless of the
number of employees you have on staff. This number will be used on all
Federal forms to identify your business. You may pick up Form SS-4
from any local walk-in IRS office or download the data from the internet.

Internal Revenue Service (IRS)

Employer Identification Number

9350 Flair Dr.

El Monte, CA 91731

Phone: (626) 312-5138 local; (800) 829-4933 business
Hours: Monday — Friday 8:30 am - 4:30 pm

Website: WWw.irs.ustreas.gov

If you are planning to do business from out of your home, you will need
to read the Downey Home Occupation Regulations. These regulations
outline the City’s restrictions on operating a business in a residential
zZone.

Downey City Hall — Cashier's Window, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7246

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: www.downeyca.org



Zoning Requirements

Contact the City's Planning Division to make sure that type of
business you wish to conduct is permitted at the location you have
selected. Your business category and business address must meet
zoning requirements and restrictions. Your business use may also
require a Conditional Use Permit.

Downey City Hall — Planning Counter, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7154

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: www.downeyca.org

Business Registration

Once you have selected a location that meets zoning requirements,
you will need to fill out a Business Registration application to register
your business in the City of Downey. These forms can be found at
the Cashier's Window at Downey City Hall. All businesses,
professionals and trades operating in Downey are required to obtain
a business registration.

Downey City Hall — Cashier's Window, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7246

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: ~ www.downeyca.org



Building Permits

If you plan on building a new structure or decide to remodel an
existing structure at your business, a building permit must be
obtained before any work is done. You may also have to meet
planning development standards such as building setbacks,
landscaping and parking. Exterior building improvements may also
require Design Review Board approval.

Downey City Hall — Planning & Building Counters, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7142

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: ~ www.downeyca.org

Sign Permits

If signs are going to be placed on the building or property, a sign
permit must be obtained. Permits are also required for “Face
Changes” on existing signs and temporary signs such as banners.
These are obtained from the City of Downey's Planning Division.

Downey City Hall — Planning Counter, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7154

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: ~ www.downeyca.org



Fire Alarm Permits

Any commercial building exceeding 5,000 sg. ft in floor area
requires a fire alarm permit. The building may also require
sprinklers and/or fire extinguishers. Buildings that are expanded or
remodeled may also require alarms or sprinklers.

Downey City Hall — Fire Department, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7345

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: www.downeyca.org

Security Alarm Permits

Businesses with a security alarm system, including home
businesses, require a Downey Alarm Permit. This application can
be found at the Cashier's Window at Downey City Hall.

Downey City Hall — Cashier's Window, 1st Floor
11111 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7246

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: ~ www.downeyca.org

New Downey Business



This section is a listing
of offices and organiza-
tions that specialize in
business assistance.

From securing funds to
finding a location, these
groups are here to help
your business dreams
become a reality.

Type of Assistance: Job Training
Counseling Networking

Financing Referrals



California Manufacturing

Technology Center (CMTCQC)

The California Manufacturing Technology Center (CMTC) is a non-profit
organization that provides manufacturing companies with engineers and
technologists who provide service products for smaller manufacturers.  This
includes capital equipment selecting planning, process improvements, marketing/
sales lead generation and facility layout.

California Manufacturing Technology Center (CMTC)
1149 W. 190th Street, Suite 2014

Gardenia, CA 90248

Phone: (310) 263-3060

Hours: Monday — Friday 8:00 am - 5:00 pm
Website: www.cmtc.com

California Office of Small Business

The California Office of Small Business offers a variety of programs and services to
small business owners and entrepreneurs starting, buying or expanding their
operations. They administer five financial assistance programs — with their Loan
Guarantee Program assisting small businesses with guarantees up to $350,000 for
those unable to qualify for bank loans.

California Trade and Commerce Agency

801 K Street, Suite 1700

Sacramento, CA 95814

Phone: (916) 324-5068

Hours: Monday — Friday 8:00 am - 5:00 pm
Website: www.commerce.ca.gov/business/small

Downey Chamber of Commerce

The Downey Chamber of Commerce actively supports businesses in the
community. Services include business mixers, workshops, seminars and business
grand opening ribbon cuttings. Their monthly newspaper, Downey Business,
contains business and civic news plus Chamber activities and member spotlight
articles.

Downey Chamber of Commerce

11131 Brookshire Av.

Downey, CA 90241

Phone: (562) 923-2191

Hours: Monday — Friday 8:30 am - 5:00 pm
Website: www.downeychamber.org



Downey Economic Development

The City of Downey's Economic Development Program acts as a bridge between
the different departments at City Hall. They can also assist in site selection and
business referrals.

City of Downey — Economic Development Program, 1st Floor
11111 Brookshire Ave.

Downey CA, 90241

Phone: (562) 904-7152

Hours: Monday — Friday 7:30 am - 5:30 pm

Website: www.downeyca.org

Energy Resource Center (ERC)

The Gas Company's Energy Resource Center showcases leading-edge technology
and offers customers the latest information on energy efficient applications. Their
Food Equipment Center offers you the opportunity to try out the latest in high
efficiency cooking equipment before they make purchasing decisions. They also
have on-site South Coast Air Quality Management District (AQMD) professionals
that can assist you with the environmental permitting process.

The Gas Company'’s Energy Resource Center
9240 E. Firestone Blvd.

Downey, CA 90241

Phone: (562) 803-7453

Hours: Monday — Friday 7:30 am - 5:00 pm
Website: www.socalgas.com/erc

Los Angeles County Community

Development Commission (LACDC)

The Community Development Commission has business loan programs that target
community and economic development goals such as job creation, retention,
defense downsizing and encouraging minority owned businesses in Los Angeles
County.

Los Angeles Region Small Business Development Centers (SBDC)
2 Coral Circle

Monterey Park, CA 91755

Phone: (323) 890-7001

Hours: Monday — Friday 8:00 am - 5:00 pm

Website: www.lacdc.org



Los Angeles Economic Development

Corporation (LAEDC)

The Los Angeles Economic Development Corporation's (LAEDC) Business
Assistance Program manages the coordination of all business assistance programs
throughout Los Angles County. They also identify and resolve regulatory
compliance and permit processing problems, and offer business counseling.

LAEDC — Business Assistance Program

444 S. Flower St., 34th Floor

Los Angeles, CA 90071

Phone: (213) 622-4300 or (800) 4LAEDC1
Hours: Monday — Friday 8:30 am - 5:30 pm
Website: www.laedc.org

Minority Business Development

Agency (MBDA)

The Minority Business Development Agency (MBDA) is a Federal program that
assists in the establishment and growth of minority-owned businesses. The MBDA
provides consultations and assistance in the following areas: business plan
development, financial packaging, bonding assistance, procurement opportunities,
SBA Loan application assistance and financial assistance.

US Department of Commerce — Minority BDA
9660 Flair Dr., Suite 455

El Monte, CA 91731

Phone: (626) 453-8636

Hours: Monday — Friday 8:30 am - 5:00 pm
Website: www.mbda.gov

Service Corps of Retired

Executives (SCORE)

Service Corps of Retired Executives (SCORE) is a volunteer, non-profit
organization of retired business professionals which provides no-cost counseling to
persons who plan on going into business as well as to those who are already in
business.

Downey Chamber of Commerce — SCORE Program

11131 Brookshire Ave.

Downey, CA 90241

Phone: (562) 923-2191

Hours: Thursdays by appointment only 8:30 am - 12:00 noon



Small Business Administration (SBA)

The Small Business Administration (SBA) assists small businesses in obtaining
Federal financial assistance and contracts. The SBA can assist business owners
to acquire funding by guaranteeing loans through various local banks.

Small Business Administration (SBA)

330 N. Brand Blvd., Suite 1200

Glendale, CA 91203

Phone: (818) 552-3210

Hours: Monday — Friday 8:00 am - 4:30 pm
Website: www.shaoline.sha.gov

Small Business Development

Center (SBDC)

The Small Business Development Center (SBDC) offers resources, knowledge,
and assistance to help local businesses succeed. The SBDC can help business
owners and operators function effectively, successfully, and profitably through
education.

Eastern Los Angeles County Small Business Development Center
363 S. Park Avenue, Suite 101

Pomona, CA 91766

Phone: (909) 629-2247

Hours: Monday — Friday 8:00 am - 5:00 pm

Website:  vclass.mtsac.edu/sbdc/

Women’s Enterprise

Development Center (WEDC)

Women'’s Enterprise Development Center (WEDC) is a nonprofit organization that
provides a broad range of training programs to assist women entrepreneurs in
starting, managing, and expanding their businesses. WEDC also provides an
opportunity for new entrepreneurs to network and share in the support of other
women at similar stages of business development.

Women'’s Enterprise Development Center

235 E. Broadway, Suite 506

Long Beach, CA 90802

Phone: (562) 983-3747

Hours: Monday — Friday 9:00 am - 5:00 pm
Website: ~ www.wedc.org



Workforce Investment Board

(SELACO WIB)

The Workforce Investment Board of Southeast Los Angeles County (SELACO
WIB, formerly known as the Private Industry Council) provides a wide range of

high quality employment and training services to qualified individuals.

Workforce Investment Board of Southeast Los Angeles County (SELACO WIB)

10900 E. 183rd St., Suite 350

Cerritos, CA 90701

Phone: (800) 481-6555 or (562) 402-9336
Hours: Monday — Friday 8:00 am - 5:00 pm
Website: www.selaco.com

)

Electric Service:

Company:  Southern California Edison Company
Phone: (800) 655-4555

Hours: Monday — Friday 7:00 am - 7:00 pm
Website: ~ www.sce.com/bus_sols/index.shtml

Gas Service:

Company:  Southern California Gas Company
Phone: (800) 427-2200

Hours: Monday — Friday 7:00 am - 8:00 pm
Website: www.socalgas.com

Telephone Service:

Company:  Verizon Telephone

Phone: (800) 483-1000

Hours: Monday — Friday 7:30 am - 6:00 pm
Website:  www.verizon.com

Water Service:

Company:  City of Downey

Phone: (562) 904-7246

Hours: Monday — Friday 7:30 am - 5:30 pm
Website: www.downeyca.org



This section lists a variety
of books, websites and
periodicals that focus on
opening and operating

a business.

From building a website to
developing a business plan,
many can be found at the
Downey City Library or

the Norwalk Regional
Library.



Downey City Library

At the Downey City Library, a lot of information can be found that can assist you
in opening your Downey business. This includes profiles on specific industries or
companies within an industry. This can help you identify competitors, or gather
potential distribution lists. Information can be organized by geographic location
for a particular city, region, state or even internationally. The best part of the
Downey City Library, is that many of these services are free and available to the
public. The Downey City Library has several helpful manuals covering a variety
or business topics including:

e Writing a Business Plan e Marketing Research

e Advertising and Media e Public Relations

e Human Resources e Site Selection

e Financing e Demographic & Statistical Information
e International Trade e Company Histories

e Industry Profiles e Internet Access

e Franchise Information e Importing & Exporting

Downey City Library

11121 Brookshire Ave.

Downey, CA 90241

Phone: (562) 904-7360

Hours: Monday — Thursday 10:00 am - 9:00 pm
Friday & Saturday 10:00 am - 5:00 pm
Sunday 1:00 pm - 5:00 pm

Website: ~ www.downeylibrary.org

Norwalk Regional Library

The Business Subject Specialty Center in Norwalk is the County of Los Angeles Public
Library's premier reference collection for the latest in business-related research materials.
It serves the information needs of individuals, companies, small businesses and
professional financial goals. Their reference book collection contains materials on a
variety of subjects including accounting, banking, insurance, management, investments,
real estate and taxation. Their periodicals collections features business journals, trade
magazines and newspapers. The also have access to over 400 business and trade
periodicals.

Norwalk Regional Library

12350 Imperial Hwy.

Norwalk, CA 90650

Phone: (562) 868-0775

Hours: Monday — Wednesday 10:00 am - 8:00 pm
Thursday 10:00 am - 6:00 pm
Saturday 10:00 am - 5:00 pm
Friday & Sunday Closed

Website: www.colapublib.org



Listed below are several books, directories and periodicals
available at the Downey City Library:

Directories...

Brands & Their Companies: Consumer Products & their Manufacturers
Larman, Jennifer and Christine Kesler. Farmington, MI: GALE Research, 1998.

Directory of California Technology Companies
Holly, James H. Anaheim, CA: Database Publishing Inc., 1998.

Directory of Corporate Affiliations — US Public Companies
Kerwin, Christine. New Providence, NJ: National Register Publishing, 1998.

Directory of Corporate Affiliations — US Private Companies
Kerwin, Christine. New Providence, NJ: National Register Publishing, 1998.

Directory of Corporate Affiliations — International Companies
Kerwin, Christine. New Providence, NJ: National Resister Publishing, 1998.

Dun & Bradstreet Regional Business Directory
Bethlehem, PA: Bun & Bradstreet, 1998.

Exporters Encyclopedia
Remington, Renee. Baltimore, MD: Bradstreet & Dunn Press, 1996.

Marconi’s International Register
Larchmont, NY: Telegraphic Cable and Radio Inc., 1998.

Million Dollar Directory: America’s Leading Public & Private Companies
Bethlehem, PA: Bradstreet & Dun Press, 1996.

Southern California Business Directory & Buyers Guide
Holly, James. Anaheim, CA: Database Publishing, Inc., 1998.

US Regional Business Directory — Profiles of Major US Companies
Bethlehem, PA: Bradstreet & Dunn Press, 1998.
Business Plan Handbook

References...

Kahrs, Kristin. Detroit, MI: Gale Research Inc., 1995.

California Hiring and Termination Guide: Forms and Procedures
Savage, Ellen. Sacramento, CA: California Chamber of Commerce, 1997.
Cyber Power for Business



Cyber Power for Business
Bock, Walter H. & Senne, Jeff. 1996.

How to Set Up Your Own Small Business
Faller, Max. Minneapolis, MN: American Institute of Small Business, 1991.

Legal Guide for Starting and Running a Small Business
Steingold, Fred. Berkeley, CA: Nolo Press, 1998.

Importers Manual USA
Hinkelman, Edward G. San Rafael, CA: World Trade Press, 1993.

Small Business Sourcebook
Park, Amy Lynn. Detroit,. MI: Gale Research Inc., 1997.

Start Up Money — How to Create a Business Plan & Loan Package to Finance
your Small Business
McKeever, Mike. Berkeley, CA: Nolo Press, 1986.

The California Nonprofit Corporation Handbook
Manceso, Anthony. Berkeley, CA: Nolo Press, 1995

The Franchise Annual: Franchise Handbook & Directory
Dixon, Tex. St. Catherine's, Ontario, Canada: Infopress Inc., 1998.

The Guide to the Technical Coast of Southern California
Land, Gerhard. EDC of Los Angeles, Los Angeles, CA. 1992.

Business Week Hispanic Business
|

Periodicals...

Business America Los Angeles Business Journal

Entrepreneur Los Angeles Times

Economist Nation's Business

Forbes Nation's Business Employment Weekly

Fortune

American Marketing Association Center for International Trade

Websites...

www.ama.org www.citd.com

Better Business Bureau US Department of Commerce
www.bbb.org www.doc.gov






Prepared by the City of Downey’s
Planning & Economic Development Divisions

City of Downey
11111 Brookshire Avenue
Downey, California 90241



