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You already think like a bigger business.
We’ll help you connect like one.
We’re proud to support businesses in our community, because we’re part of the same
community. Our local reps helped connect to the power of our $16 billion fiber-based
network. We’re there for your business too.

Connect with your local Cox Business Representative
918-286-0867 l coxbusiness.com

©2014 Cox Communications, Inc. All rights reserved.
Available in Cox Business service areas. Other restrictions apply.
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MORE COVERAGE. MORE SAVINGS.
CHAMBERCARE PLUS.
Now even more Oklahoma small businesses can enjoy the big business benefits
ChamberCare Plus offers. Our plans deliver significant savings, and our continued
partnerships with Delta Dental, MetLife and EyeMed Vision ensure your employees
get the best coverage.

Call CommunityCare at 918-594-5245
or visit ChamberCarePlus.com
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by

EDD_2014Entrepreneurs
Guide.indd
3
14CCT4747_August Chamber
Report Ad_RV2.indd
1

1/7/15 9:23
8/20/14
5:33 AM
PM

EMPOWER. EDUCATE. EXPAND.
MI NUT E M A RKETI N G (br e a k fa st n e t wo r k )
Expand your contact list, give your 60-second commercial and increase your company’s visibility by joining
more than 200 regional business leaders for Minute Marketing. Held every other month.
LET’S D O BUS I NES S
Post deals, discounted products and services through Let’s Do Business. This free program promotes businesses
searching regionally for goods rather than making purchases out of state. Anyone can buy, but only members can
post offers.
THI NK ZO O M
This low-cost online business university offers training for your employees in modules that are 10-minutes
or less. Training topics include Business Skills, Workplace Compliance, MS Office Libraries and much more.
Launching 1st quarter of 2015.
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“81% of all businesses in the
Tulsa, MSA have fewer than
10 employees. That’s 36,000
businesses... all of which add
7.9 billion of gross product
to the Tulsa economy. These
small businesses provide
over 120,000 primary jobs
and an estimated payroll of
$4.5 billion annually.”

SOURCE: DUN AND BRADSTREET
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ENTREPRENEUR’S GUIDE

WELCOME…
... to the world of free enterprise and the opportunity to develop and
expand your business thinking. You are joining a select group of
entrepreneurs who choose to break free of the pack and run a race that
presents many obstacles while offering just as many rewards for those
determined to see their dreams come true.
The information contained within the pages of the Entrepreneur’s Guide
can offer valuable insight into the process of forming, developing,
expanding and prospering your business idea. This information has been
compiled using numerous city, county, state and national resources with
every effort being made to ensure its accuracy.
As you review this guide and think about the application of its business
principles, we invite you to visit the various resource links in this guide.
The collaborative group of organizations in Tulsa serves as a resource
for finding the assistance you need to bring your business dreams closer
to reality.
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Small business create two
out of every three jobs in the Tulsa
region.

SOURCE: SBA, US CENSUS
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THE AMERICAN DREAM
Starting your own business can be one of the most
rewarding experiences in your life. It can also be one of
the most demanding. When you start your own business,
you are taking the responsibility for its success or its
failure. There is no greater thrill than starting, growing
and operating a successful business.
Entrepreneurs start businesses for any number of reasons:
to control their own time, to make their own rules, or
maybe because they were laid off from a corporate job.
Successful entrepreneurs will tell you there is no secret to
their success; it just takes believing in yourself and good
planning.
Success or failure often depends on planning and
knowledge. The more you know about the business you
are starting, the better its chance of surviving and, better
yet, succeeding. The amount of time and effort invested
in preparing to start your business will pay rewarding
dividends.

Basic considerations when planning your
business include:
»» The business plan is a vital first step to starting or
expanding your business. Operating a business without
a plan is much like embarking on a cross-country trip
without a map – you know where you want to go but
may not know how to get there. A business plan should
be based on sound business practices. It should include
a complete financial statement and paint a detailed
description of your business goals and how you will
achieve them.
»» Your business’ location may be vital to its success. The
type of business will dictate the importance of location
– sometimes determining your location needs. See
page 8 for details.
»» Inadequate financing is one of the leading causes of
small business failures. Funds for starting your business

may come from one or many sources. Remember, no
one will invest in your business unless it is based on
sound ideas and shows promise.
The “Start-up Checklist” on the next page will help you
organize the process of gathering information to set your
business on course for success.
The information in this guide should not be construed
to be legal or accounting counsel, and does not take
the place of your attorney or CPA. If you do not have
professional counsel and need a free list of professionals
who are members of the Tulsa Regional Chamber, call our
Information Resources desk at 918.585.1201. Regulatory
bodies frequently change their requirements and
regulations. You should contact them directly if you have
any questions.
Small business is the backbone of our economy. The
success of every small business is important to the growth
of our economy. Each small business success starts with
a dream and a plan. We hope this guide will help you
along the way.

A Guide for Entrepreneurs In the Tulsa Region
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START-UP CHECKLIST
START-UP CHECKLIST
As an entrepreneur you learn very quickly that starting your
own business is an event as well as a process. The event is
your business idea and the enthusiasm that will drive that idea
through the organizational and planning process. Implementing
and following a well-thought-out plan will increase your
chances for the success and independence most business
owners strive to achieve. This checklist, along with a detailed
explanation on the following pages, will provide you with a
starting point for the self-evaluation of your business idea.

Reasons why many new businesses
fail:
Lack of funding
Failure to plan
Poor cash-flow management

1. Organizing Your Business
»» Prepare a written business plan based on sound business
practices. This should include basic information about you,
the business, management team, projections and complete
financial statements. For a list of entities that can assist you
with this, please visit TheForge-Tulsa.com or call toll free at
888.424.9411 for assistance.
»» If the business operates under a fictitious name, file a fictitious
business name statement with the County Clerk’s office or file
a DBA (Doing Business As) statement. Contact: Tulsa County
Clerk 918.596.5801
»» Decide how to organize your business:
• Sole Proprietorship (individual)
• Partnership (two or more individuals)
• Limited liability company (limited liability)

»» Determine and obtain all licenses and permit requirements
that apply to your business – local, state and federal.
Contact: City of Tulsa - 918.596.2100 and ODOC 1.800.588.5959
»» Check local zoning ordinances, regulations and other landuse restrictions. INCOG - 918.584.7526
»» Acquire adequate business financing.
2. Management Considerations
»» Determine necessary compliance with the state Workers’
Compensation Act. Contact: Oklahoma Labor Department 918.581.2400
»» Determine compliance with the Occupational Safety and
Health Act (OSHA). Contact: Oklahoma Labor Department 918.581.2400
»» Be prepared to file quarterly income tax returns (payments)
almost immediately after starting business or incorporating.
Contact: Oklahoma Tax Commission - 918.581.2751
»» If you intend to sell tangible personal property, apply for
sales and use tax seller’s permit. File timely returns if sales
or use taxes must be collected. Contact: Oklahoma Tax
Commission - 918.581.2978
»» Determine and obtain the necessary commercial insurance
coverage necessary.
»» For a sole proprietorship, report to the IRS any selfemployment income on Schedule SE of federal Form 1040,
and Schedule C of Form 1040. Contact: IRS - 918.622.8482
»» Partnership income is reported to the IRS by filing Form
1065. Each partner reports his or her share of selfemployment income on Schedule SE of Form 1040, and
income or loss from partnership operations on Schedule E of
Form 1040.
»» For a limited partnership, file Certificate of Limited
Partnership with the Oklahoma Secretary of State and copies
in counties where the partnership has places of business
or real estate. Contact: Oklahoma Secretary of State 405.521.3912

• Corporation (individual and board of directors)
»» Select a business site (location). For listings of commercial
properties, visit www.tulsacommercialrealtors.com.
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»» For a limited liability company (LLC), file articles of incorporation
with the Oklahoma Secretary of State. Generally, file Form
1065 to report partnership income; members report shares for
self-employment income on Schedule SE of Form 1040 and
income or loss from LLC operations on Schedule E of Form
1040. Contact: Oklahoma Secretary of State - 405.521.3912
»» For a corporation, file articles of incorporation, adopt by-laws,
and observe necessary corporate formalities. File federal
income tax return Form 1120 (1120-S for a Sub-chapter S
corporation). If property is transferred to the corporation taxfree under Internal Revenue Code Section 351, report required
information relating to the transfer on corporation’s income tax
return for that year. Contact: IRS – 800.829.1040
»» If your business is a corporation, be sure to obtain an
adequate supply of federal tax deposit coupons in time
to make your estimated tax payments. Contact: IRS –
918.622.8482
»» For a corporation, limited liability company, or a partnership,
apply for a Federal Employer Identification Number on Form
SS-4, even if the business has no employees. Sole proprietors
may want to apply as well. Contact: IRS – 800.829.1040
»» File annual tax returns, Form 1096 and the Form 1099 series

for payments of $600 or more for items such as rent, interest
and compensation for services and send 1099s to the payees.
File Form 1098 for mortgage interest of $600 or more in a
year your business receives from an individual. Also, report
any cash payments of more than $10,000 that you receive to
the IRS within 15 days. Such filing may have to be done on
computer-readable magnetic media in some cases.
Contact: IRS – 800.829.1040
»» If you have employees, you must post federal labor laws listing
Equal Employment Opportunity, job safety, Family Leave Act
and minimum wage information. Free employee information
posters are available. Contact: Oklahoma State Employment
Service - 918.437.4473
»» Information on alternative health care plans for small business
through the Tulsa Regional Chamber’s “Chamber Choice”
Program can be found at: www.tulsachamber.com or by
calling 918.560.0280.

A Guide for Entrepreneurs In the Tulsa Region
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Marketing Strategy
Another important aspect of business is marketing. One must
generate sales by some means in order to bring in dollars. This
can be done more effectively with a marketing plan. There are
many alternatives when selecting a type of advertising and some
are more appropriate to certain kinds of businesses than others.
Determining the amounts to spend on marketing is also a
perplexing problem to many. Prices vary from city to city and a
type of advertising that you have utilized other places may be
cost-prohibitive here. Once again, there are many options and
wide ranges of prices. Some training programs are available for
little or no cost.

MARKETING PLAN
A marketing plan is developed using information gained from
researching the industry and the market. Then, it is incorporated
into the overall business plan. A marketing plan should be
developed for each product or service you offer and should
be updated annually. To help achieve the goals outlined in
your marketing plan, keep a copy of the plan where it can be
reviewed on a regular basis.
A marketing plan can help focus your marketing goals, guide
marketing strategies, assist with attaining and utilizing resources,
and help identify problem areas or obstacles before they occur.
Based on the marketing research you have already done, use the
following questions to help you develop your marketing plan:
»»
»»
»»
»»
»»
»»

»» Are any political or legislative situations affecting the
marketing of your product/service?
»» Are there any laws that impact your product/service?
»» Do current media events favor your product/service?
»» What resources (financial, human, capital) do you have
available?
»» Who will be your suppliers?
»» What relationship do you have with customers?
»» What distribution channels do you plan to use?
»» What marketing strategies do you plan to use?
»» What is your marketing budget?
»» Who are your main competitors?
»» What products/services do they sell?
»» What business image do they have?
»» What are their future plans?
»» What experiences do they have?
»» What resources (financial, human, capital) are available to
them?
»» What suppliers do they use?
»» What is their relationship with their customers?
»» What distribution channels do they use?
»» What marketing strategies do they use?

What is your business?
What do you sell?
What benefit does your product/service provide?
What is unique about your product/service?
What business image do you want to project?
Is the demand for your product/service growing, declining or
stable?
»» Who is your target market?
»» What are your marketing goals regarding:		
- Sales volume?					
- Market share?					
- Return on investment?
- Timeline to achieve goals?
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ADDITIONAL MARKETING TACTICS
SOCIAL MEDIA
One of the newest and most inexpensive ways to market your
company is through social media, including Facebook, Twitter,
YouTube and Pinterest.
You can also find useful tips on how to use social media in your
business at www.mashable.com/business/small-business/
TELEMARKETING
Perhaps, one of the least expensive ways to locate clients is via
the telephone. Cold calling can be effective for those willing to
spend many hours working hard.
Regardless of what source of advertising causes a client to call
your company, everyone should know the best ways to answer
the telephone professionally. Contact the Tulsa County Library for
potential lists.
DIRECTORY LISTINGS
There are many directories produced and distributed throughout
the community. Of course, there are both generalized and
specialized versions. A few examples include:
Chamber Membership Directories			
918.585.1201 Tulsa
CO-OP ADVERTISING
Another novel approach is to combine your advertising dollars
with other small business owners in a cooperative campaign.
Perhaps the companies in your shopping mall or building might
go together for an ad on the radio or in the newspaper. Groups
like Consumers’ Choice do this on major television stations.

TV STATIONS
FOX 23, 918.491.0023
News On 6, 918.732.6000
Channel 2 Works for You, 918.743.2222
Tulsa’s Channel 8, 918.445.8888
RADIO
Mix96, 918.493.7400
98.5 KVOO, 918.743.7814
Z104.5 The Edge, 918.492.2660
106.9 KHits, 918.743.7814
KWEN 95.5, 918.494.9500
NETWORKING
One of the most favored types of advertising for small business
owners is networking. This may be done formally at specific
networking sessions, often organized by chambers, or just by
having a representative of your company “out and about” on a
regular basis.
Call the Tulsa Regional Chamber at 918.560.0212 or visit
TulsaChamber.com/events to see upcoming networking events.

THE FORGE
To help Tulsa’s small businesses become successful, the Tulsa
Regional Chamber has developed the The Forge, an inucbator,
co-working space and startup hub in the heart of downtown.
Visit TheForge-Tulsa.com or call 888.424.9411 for more
information.

EARNED MEDIA
Earned media is the use of local print, TV and radio media
sources to garner free “advertising” by providing them with
a newsworthy story. This can be accomplished by providing
professional advice from your area of expertise, hosting a special
event or community outreach program and other newsworthy
acts. Contact your local media sources for details.

A Guide for Entrepreneurs In the Tulsa Region
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CHOOSING A BUSINESS NAME
Choosing a name for your business is another important step
on the road to success. Your company’s name should reflect the
image you want to project to potential clients and customers.
Choosing a name may seem simple, but it is important to
remember this name will be one of the most important factors
in creating a positive image of your business in the mind of
potential consumers. It is the first marketing decision you must
make. The following list of questions should help:
»» Is the name easy to remember? The first thing to ask in
creating a name is ensuring your consumers will remember
your company’s name when they need your products or
services.
»» Is the name easy to pronounce? Your name should be easy to
pronounce. An easily said name can be easier to remember
and easier to market through word-of-mouth. A difficult name
may be unique, but it could be harder to market.
»» Is the name distinctive? It is important to stand out from
competitors. The first way to distinguish your company from
others is with a distinctive name. Although it is tempting to
choose a name that describes exactly what you do or sell,
descriptive names make it hard for consumers to distinguish
between companies offering the same foods or services, and
legal recourse to stop others from using the same or similar
descriptive terms to describe their business is limited.
»» Will the name be usable in other cultures and languages?
As advances in the fields of telecommunications and travel
continue at a high pace, our world is increasingly smaller. A
good name should be usable in an international context.

business name is already being used. It is important to
select a name that is not likely to be confused with another
company. See the related section on Trademarks and
Service Marks, page 40. If your business is organized as
a corporation or limited liability company, the name must
reflect this. You can register your trade name with the State
of Oklahoma. There is a filing fee. Registering a trade
name or corporate name is not the same as registering a
trademark or service mark. See page 40.
Contact: Secretary of State at 405.521.3912 or
www.sos.ok.gov
A Certificate of Fictitious Name may be filed with the
County Clerk if the business name is different from that of
the owner(s). For sole proprietorship in Tulsa County, call
918.596.5801 and ask for Land Records. A sample form
is available for 25 cents and there is a $10 filing fee. The
name should be checked with the Oklahoma Secretary of
State before filing. Names of corporations, limited liability
companies and limited partnerships must be filed with the
Oklahoma Secretary of State, as are registered trade names
and trademarks. Call the Secretary of State at 405.521.3912
for business forms or 405.522.3043 for trademarks. The fees
are as follows: LLC $100, LLP $100, Fictitious Name $50, and
Corporations minimum of $50. Forms can be found online at:
www.sos.ok.gov/business/forms.aspx

»» Do others prefer one name to another? Make a list of
possible names and ask friends, family and others their
opinion. An outside perspective is useful in determining how
your consumer will see your company.
»» Is it a short name? Long names are often difficult to market
and harder for the consumer to remember.
»» Is someone else already using the name? You can research
telephone directories, filings of fictitious names at the county
courthouse, corporate names with the Secretary of State, the
INFO 11 fee-based research service of the Tulsa City-County
Library and the records at the U.S. Patent and Trademark
Office (www.uspto.gov) to determine if your proposed
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ORGANIZING YOUR BUSINESS
One of the most important aspects of starting a business is
deciding how it should be organized. This will determine the
management control of the organization and tax liability of
the owner or owners. Consult with an accountant and attorney
experienced in business formation to determine which form is
best for you. The following is a basic guide to some of the types
of business organizations.
SOLE PROPRIETORSHIP
The sole proprietorship (single-owner business) generally is
the simplest and least expensive form of business organization.
There are some limitations to this business form. The owner of a
sole proprietorship will be held personally liable for any debts,
taxes or other claims against the business. Personal assets (car,
home and personal bank account) are subject to claim from
business creditors.
»» Advantages
• Simplest form
• Low start-up costs
• Greatest freedom from regulation
• No separate income tax returns required
• All profits available to owner
»» Disadvantages
• Unlimited personal liability
• Lack of continuity of existence (i.e., business ceases when
owner dies or is in bankruptcy)
• Difficulty in raising capital
GENERAL PARTNERSHIP
A partnership is similar to a sole proprietorship except that
is has two or more owners. Each partner serves as an agent
for the business and may act on any matter. Profits and losses
are shared equally unless allocated otherwise by written
partnership agreement. Each person is liable for business debts
and obligations. It is wise to have a contract drawn up by an
attorney.
		
»» Advantages		
• Relative ease of formation
• Low start-up costs
• Additional sources of capital and labor
• Broader management base

• No taxation of the business
• Limited outside regulations
»» Disadvantages
• Unlimited liability
• Lack of continuity of existence
• Divided authority
• Difficulty in raising capital
• Partners’ right to withdraw and trigger dissolution
LIMITED PARTNERSHIP
A limited partnership can afford passive investors as a way
to invest in a business venture without accepting unlimited
liability for its debts. The formalities, costs, organization and/or
management are somewhat more stringent than for a general
partnership. The limited partnership interests are probably
securities subject to regulation and may not be made freely
transferable.
LIMITED LIABILITY COMPANY
The newest form of business organization recognized under
state law is the limited liability company (LLC.) An LLC is an
entity that is an unincorporated association of two or more
members. The business exists as a separate “legal person.” An
LLC is a cross between a corporation and a partnership. It
affords limited liability to all owners. All items of income, gain,
loss, deduction and credit are allocated to its members, not to
the entity.
		

A Guide for Entrepreneurs In the Tulsa Region

EDD_2014Entrepreneurs Guide.indd 7

pg 7

1/7/15 9:23 AM

ORGANIZING YOUR BUSINESS
»» Advantages
• Moderate ease of formation
• Limited liability
• No taxation of the business as an entity
• Centralized management
• Additional source of venture capital, labor, property or
skills (pooling of resources)
• Broader management base
»» Disadvantages
• Membership interests may be securities subject to
regulation
• Lack of continuity of existence
• Dilution of original founder’s control
• Operating agreement advisable
• Difficulty in raising capital due to non-transferability of
membership
CORPORATION
A corporation is a separate legal entity apart from the persons
who manage, operate and own shares in the business. The
main reason most companies incorporate is to limit the personal
liability. A corporation is formed by filing a Certificate of
Incorporation with the Oklahoma Secretary of State. Filing
includes payment of filing fees and all franchise taxes.
Prospective shareholders may transfer money, property or
services in exchange for capital stock in the corporation.
		
»» Advantages
• Limited liability
• Transferability of ownership
• Continuous opportunities for tax advantages with respect
to fringe benefit plans
• Capital easiest to raise
• Separate legal entity capable of owning property, suing
and being sued
»» Disadvantages
• Closely regulated
• Expensive to organize
• Owes annual franchise tax
• Extensive record-keeping necessary
• Corporate stock is a security which may be subject to
registration
• Corporation taxed in addition to the individual
shareholders
“S” CORPORATION
An “S” Corporation is taxed as if it were a general partnership;
the losses and profits flow through to the individual shareholders
for tax purposes. If a corporation qualifies (typically by having
35 or fewer shareholders), its income will be taxed to the

pg 8

shareholders. Of major significance is the fact that “S” status
usually avoids the corporate income tax and the shareholders
can claim corporate losses.
		
»» Advantages
• Limited liability (shareholders in a small corporation may
be required to assume individual liability)
• Transferability of ownership
• Continuous existence
»» Disadvantages
• Closely regulated
• Expensive to organize
• Owes annual franchise tax
• Extensive record-keeping necessary
• Corporate stock is a security which may be subject to
registration

CHOOSING A SITE
Location can be a vital element to the success of many
businesses. This has changed in recent years as more and more
businesses operate out of the home and on the Internet. The
characteristics of a new business will dictate the importance
of location – and sometimes determine your location needs.
A retail store will have different requirements from a small
manufacturing operation. Some factors to consider are: whether
customers must travel to the business or employees travel to
the customer, whether a business offers a special product or
service with little accessible competition, and whether customer
convenience will be a key selling point. The following questions
and locating lists may help you determine the best type of site
for your business.
»» Is your business compatible with other businesses located in
the area?
»» Is your location easily accessible?
»» Are there barriers (medians, dead-end streets, etc.) that
would interfere with ease of access to the location?
»» Are there any restrictions (public or private) on the property?
»» Is the parking area adequate?
»» Is the parking area easy to enter and exit?
»» Will customers come to your business on the way to work or
on the way home? (This can help determine which side of
the street to locate.)
WHO IS YOUR TARGET MARKET?
Regardless if you are selling to a consumer or a business
market, you need to develop a profile of your consumer. The
more you know about your consumer, the better prepared you
can be to provide a great product and great service to meet
their needs.
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First you must carefully define your product and service.
Understanding how your product benefits the consumer will
help determine your target market of consumers. You will not be
able to sell your products to everyone. A simple market analysis
can be helpful in determining exactly who will buy your product.
Information from such an analysis will help in identifying
current voids in the market and whether customer needs are
being met. It will also help to segment the market with specific
characteristics. That can help your marketing strategy and
ultimately your sales. The table below gives guidelines for
dividing large markets into segments:
»» Demographics
• Age
• Gender
• Family Life Cycle
• Income
• Education
• Religion
• Occupation
• Ethnic Group
»» Geographic
• City/Town
• State
• Religion
• County

»» Socio-Demographic
• Lifestyle
• Social Class
• Personality
• Attitudes
• Beliefs
• Preferences
»» Behavioral
• Occasion
• Usage Rate
• Activities
• Benefits

College marketing classes, libraries, trade magazines and trade
shows are also excellent resources to help you in your research.
WHAT KIND OF BUSINESS LOCATION DO YOU NEED?
»» Locating a small plant
• Are you able to satisfy your market?
• Is there an adequate labor force?
• Where will the labor force come from?
• If the present supply of labor is inadequate or marginal,
will living conditions be conducive to attracting new
people?
• What mode of transportation is important to your present
needs?
• What transportation needs might you have in the future?
• Are there facilities to bring the raw materials in rapidly
and economically?
• Is a suitable site available in the general area?
• Is needed rail or highway transportation available in the
area?
• Can necessary zoning be obtained?
• Does the community or area you are considering want
your business?

»» Locating a retail business
• What type of goods will be sold?
• Convenience items
• Shopping goods
• Specialty items
• Is there adequate office and storage space?
• Is public transportation available?
• Is there adequate water supply?
• Will surrounding businesses provide traffic flow?
• Is location close to target market?
• Is pick up and delivery available?
• Is there compatibility between this business and
neighboring businesses?
• Is store easily accessible by foot or auto?
• Does the site require improvements?
ON-SITE CONSIDERATIONS
»» Zoning ordinances
»» Building permits
»» Covenants on property
»» Topographic maps and soil boring reports
»» Flood prone area maps
»» Permit to connect a private drive
ZONING
Zoning helps to plan expansion and redevelopment of the
city. Each city designates the type of zoning within the city
limits. To determine your own zoning district, you must first
determine the municipality in which your business is located.
For help determining your municipality and how your property
is currently zoned, call the Tulsa Metropolitan Area Planning
Commission at 918.584.7526. To determine the zoning
required for your business, call the Zoning Clearance Officer at
918.596.9688 or Planning Department 918.259.8412 (Broken
Arrow). Other important numbers include the Department
of Finance, License Center at 918.596.7640; Inspections at
918.596.9699; and Permit Center at 918.596.5293. For more
specific questions or for more information on zoning, building
codes and permits, contact the Tulsa Regional Chamber Existing
Business Director - 918.560.0260.

Tulsa Metropolitan Area
Planning Commission:
918.584.7526
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PERMITS, LICENSES
AND REGULATIONS
LICENSES AND PERMITS
You need a Certificate of Occupancy in Tulsa, not necessarily
a business license. A certificate of occupancy is required when
there has been a use change, expansion or new construction.
Many potential business owners ask, “Do I need a business
license?” The answer is typically, “Not unless you’re giving
massages or selling food, beer or liquor.” The City of Tulsa
regulates businesses by requiring a Certificate of Occupancy
for every business premise. The “C of O” basically certifies the
zoning and building are suitable
for a specific group of uses. If there is a use change, a
“C of O” is best, however the City of Tulsa offers a zoning
clearance only permit for determination of zoning use.
It takes a thick chapter in the building code to define the
use groups, but in general are divided into uses that have
operations in common. For example, office use is in one group,
mercantile covers most retail, and restaurants are in another.
When a new building is constructed, the first occupant must
apply for a “C of O” for a specific use. To avoid delays
in opening, it is a good idea to apply for the certificate at
the same time the building permit application is made. That
certificate is good for as long as the building and zoning
stand. If the code or zoning changes, the use is usually
“grandfathered.” When the use changes, a new “C of O” is
required. This is automated with a permit application.
Very few business owners think to check the “C of O” when
they move into an existing building. They assume that since
the previous use was the same as theirs, all is well. About 98
percent of the time, that is valid. The other 2 percent can have
expensive problems. As such, it is prudent to check both the “C
of O” and zoning before purchasing or leasing a building.
When the City’s Fire Marshall discovers that the existing
certificate doesn’t cover the current use, he or she is required
to take action. Sometimes the correction can be as simple as
applying for a new certificate. Other remedies can be painful.
Under the IBC/IEBC code, a change in use group triggers
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requirements such as handicapped accessibility for all facilities.
Occasionally a business owner discovers that the business is
not allowed in that building and has to move or shut down.
Outside of Tulsa, many surrounding communities do not have
a Certificate of Occupancy. Broken Arrow, for example, does
a final inspection on new commercial buildings, and as long
as the zoning requirements are met, the business is allowed to
open. They do however require a C of O with a building permit.
Contact Kathy Austin at 918.259.2400 ext. 5361 for details. One
exception is Sand Springs, which has a process similar to Tulsa.
The One Stop Shop License Center - 918.596.9456- can
provide further information.
CITY OF TULSA REGISTRATIONS AND LICENSES
(ISSUED BY THE DEPARTMENT OF DEVELOPMENT
SERVICES)THE FOLLOWING LICENSES ARE NO
LONGER REQUIRED
»» Loading zone
»» Animal Rescue
»» LP Gas
»» Beer
»» Massage
»» Boiler Repair
»» Mechanical
»» Catering
»» Mobile Home Contractor
»» Chauffeur
»» Mobile Home Park
»» Coin-operated device
»» Outdoor Seller License
»» Demolition Contractor
»» Pawn broker
»» Electrician
»» Pet (Dog, Cat, Hobbyist
»» Elevator Contractor
Exemption)
»» Fire Alarm Contractor
»» Plumbing
»» Fire Suppression
»» Professional Building
Contractor
Contractor
»» First Response Certificate
»» Recreation center
(Intrusion Alarm)
»» Refuse hauler
»» Food
»» Sexually oriented business
»» Grease Removal
»» Sidewalk and Driveway
»» Heat and Air
Contractor
»» Hotel / Motel
»» Sign Contractor
»» House mover
»» Stationary Engineer
»» Liquor
»» Taxicab and limousine

Tulsa Regional Chamber
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IN THE CITY OF TULSA
»» Amusement
»» Auctioneer
»» Auto wrecker
»» Bank truck
»» Billiard
»» Bondsman
»» Bondsman runner
»» Bowling alley

»»
»»
»»
»»
»»
»»
»»
»»

QUESTIONS ABOUT

Cabaret
Game parlor
Junk dealer
Miniature golf
Movie theater
Peddler
Pistol range
Skating rink

Oklahoma Alcoholic
Beverage Laws Enforcement
(ABLE Commission)
405.521.3484

Business Tax Kit and Tax

Internal Revenue Service		
Guide for Small Businesses
800.829.1040

Certificate of Occupancy

City of Tulsa Permit Center
918.596.1847

Childcare license

Oklahoma Department
of Human Services
918.581.2033
City of Tulsa Customer Care Center
918.596.2100

City license/permit

Drivers license

One Stop Shop Permit Center
918.596.9456
Oklahoma Department of Public Safety
918.428.4030

Food or food-handling permit

Sales and use tax

Tulsa City-County
Health Department
918.595.4300
Oklahoma Tax Commission		
918.581.2751

FEDERAL REGULATIONS AND PERMITS
There are a number of federal laws and regulations that pertain
to businesses. They include:
»»
»»
»»
»»
»»

Accountant (1)
Amusement Rides (4)
Architect (2)
Attorney (3)
Barber Shop (8)
Beauty Shop (5)
Beer Permits (6, 16)
Child Care (10)
Cigarette Vending (16)
Electrician (8)
Engineers (20)
Food Service (7)
Freight, Passenger
Transportation (17)

CONTACT & PHONE

Alcohol-related businesses

City government

following list of regulated occupations requires licensing. The number
in parentheses corresponds with the state agency regulating the
profession.

Occupational Safety and Health Act of 1970 (OSHA)
Social Security
Federal Minimum Wage-Hour Laws
Child Labor Provisions
Employer Identification Number

For information, point your web browser to the federal
government’s U.S. Business Advisor Home Page at www.
business.gov.
STATE AND FEDERAL AGENCY TELEPHONE NUMBERS
Your business may require licensing from the State of Oklahoma. The

Fuel Tax Permit (16)
Grocery Store (7, 12)
Hotel (7, 16)
Insurance (14)
Landscape Architect (2)
Liquor License (6)
Mechanical, Heat, Air (8)
Pawnbroker (15)
Plumber (8)
Real Estate Sales (13)
Restaurant (7)
Vegetable Dealer (12)
Warehouse (12)
Welder (4)

1.
2.
3.
4.
5.
6.

Oklahoma Accountancy Board . . . . . . . . . .405.521.2397
Board of Architects . . . . . . . . . . . . . . . . . . 405.949.2383
Oklahoma Bar Association  . . . . . . . . . . . . 405.524.2365
Department of Labor . . . . . . . . . . . . . . . . . 918.581.2400
State Board of Cosmetology . . . . . . . . . . . . 405.521.2441
Alcohol Beverage Laws
Enforcement Comm. (ABLE) . . . . . . . . . . . . . . 405.521.3484
7. Oklahoma Department of Health–Tulsa . . . . . .  918.582.9355
8. Construction Industry Board . . . . . . . . . . . . 405.271.5217
9. Department of Public Safety . . . . . . . . . . . . 405.425.2424
10. Department of Human Services (DHS) . . . . . . . 918.581.2401
11. State Banking Department . . . . . . . . . . . . . 405.521.2783
12. State Department of Agriculture . . . . . . . . . 918.581.2690
13. Oklahoma Real Estate Commission . . . . . . . 405.521.3387
14. Insurance Commissioner’s Office  . . . . . . . . 918.747.7700
15. Department of Consumer Credit . . . . . . . . .  918.581.2771
16. Oklahoma Tax Commission . . . . . . . . . . . .  918.581.2751
17. Corporation Commission –
Consumers Services Division  . . . . . . . . . . . 800.522.8154
18. Secretary of State . . . . . . . . . . . . . . . . . . .  405.521.3911
19. Department of Environmental
Quality (DEQ)  . . . . . . . . . . . . . . . . . . . . . 918.293.1600
20. Oklahoma State Board of
Licensure for PE & LS . . . . . . . . . . . . . . . . . 405.521.2874
Below are federal agencies from which your business
may require a license:
Securities & Exchange Commission
(investment advice) . . . . . . . . . . . . . . . . . . . . . . . 800.732.0330
Food & Drug Administration
(production of drugs or meat) . . . . . . . . . . . . . . . . 405.609.8742
Federal Communications Commission
(radio, television) . . . . . . . . . . . . . . . . . . . . . . . .  888.225-5322
National Clearing House for
Alcohol & Drug Information  . . . . . . . . . . . . . . . .  800.662.4357
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ENVIRONMENTAL ISSUES
The Right to Know Law requires all companies to provide
employees with training and information about the chemicals
they work with. Management is required to comply by taking
the following steps:
»» Obtain updates to “Material Safety Data Sheets” for all
chemicals and mixtures of chemicals – such as paints and
solvents – that are used in the workplace. These may be
obtained from the Tulsa Fire Department. Train employees so
they understand and use the information.
»» Evaluate chemicals to determine if they pose
physical or health hazards to employees and train
employees about those hazards. Any employee
who may be exposed during the course of work or during a
foreseeable emergency must be trained. Develop a written
“Hazard Communication Program” and follow it.
Environmental protection is an issue we all must address.
The EPA has inspectors who visit all businesses, not just big
companies, to ensure compliance. You should be aware that
special assistance and a liaison is provided for small businesses
through:
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Contact: Department of Environmental Quality–
Small Business Assistance Center – 1.800.869.1400 or
405.702.1000
EPA Small Business Ombudsman - 800.368.5888
EPA Public Information Hotline – 800.887.6063
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FINANCING
The need for capital in starting and operating a business usually
occurs in three stages:
1. Covering start-up costs
2. Financing current operations
3. Expanding established business
Inadequate financing is one of the leading causes of small
business failures. Funds for running a business are available in two
forms:
»» Debt capital – funds obtained from borrowing
»» Equity capital – funds provided by the sales of stock
or the increased investment by the owner(s)
Raising equity capital through the sale of stock is a complex and
a highly regulated matter that requires consulting with a lawyer
experienced in securities.
After finishing a business plan, entrepreneurs needing capital may
want to first contact a commercial loan officer at a bank at which
they already have a relationship.

THE LOAN PACKAGE
The raising of debt capital (borrowing) is less complicated, than
raising equity capital by selling shares of stock. But lenders to new
businesses normally require very detailed information, in addition
to the Business Plan. Basic information required in all complete
loan packages includes:
»» Current financial statement (personal and business assets and
liabilities)
»» Profit and loss statement for past three years
»» List of collateral offered as a security
»» Amount of loan being requested and purpose(s) for which
proceeds are to be used
»» Pro forma (income and expense for the first year of operation)
»» If the loan is for a new business, additional information
may be necessary
»» Brief explanation of the business
»» Estimate of the amount you (and others) will invest
in the business
»» Detailed projection (from the first year of operation)

START-UP CAPITAL
Start-up capital may come from many sources.
These include:
»» Personal savings
»» Loans from friends, banks or through the Small Business
Administration
»» Loans from life insurance policies
»» Mortgages on residential real estate
»» Selling shares of stock to outside investors, if the business is a
corporation
»» Selling ownership to partners and employees
»» Obtaining venture capital from public or private sources

VENTURE CAPITAL
i2E is a private not-for-profit corporation focused on the creation
of entrepreneurial ventures in the state of Oklahoma. I2E was
created in 1997 and manages the following entrepreneurial and
investment related programs:
»» The Oklahoma Technology Commercialization Center (OTCC):
OTCC is managed under a contract with the Oklahoma Center
for the Advancement of Science and Technology (OCAST).
OTCC assists researchers, innovators and entrepreneurs in
turning advanced technologies into exceptional business
opportunities for Oklahoma.
»» The OCAST Technology Business Finance Program (TBFP): The
TBFP provides proof-of-concept funding to Oklahoma advanced
technology companies.
»» The Oklahoma Investment Forum (OIF): OIF is a membership
driven organization that promotes, educates and networks
entrepreneurs with sources of private equity capital through
the annual Southwest Capital Conference (SWCC), Private
Enterprise Luncheons and Future Value Magazine.
»» Enterprise Oklahoma Venture Fund (EOVF) was established in
2002 as a “non-traditional” venture capital fund that provides
investment capital in Oklahoma entrepreneurial ventures.
These programs, managed by i2E, provide Oklahoma
entrepreneurs with the knowledge, skills and access to capital for
turning innovations into enterprises.
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FINANCING
Contact:
i2E - 918.582.5592
Oklahoma Investment Forum - 918.584.8884
Oklahoma Capital Investment Board - 405.848.9456

SMALL BUSINESS ADMINISTRATION LOAN PROGRAMS
SBA’s lending is almost entirely based on the SBA guaranteed
loan program, in which a financial institution and/or
intermediary makes the loan and the SBA agrees to repay up to
85 percent of the loan loss in the case of default.

or materials; 3. For long-term working capital including the
payment of accounts payable and/or for the purchase of
inventory;
4. To refinance existing business indebtedness which is not
already structured with reasonable terms and conditions;
5. For short-term working capital needs including: seasonal
financing, contract performance, construction financing,
export production, and for financing against existing
inventory and receivable under special conditions; or
6. To purchase an existing business.

7(a) loans are the most basic and most-used type loan of
SBA loan programs. Its name comes from section 7(a) of the
Small Business Act, which authorizes the agency to provide
business loans to American small businesses. 7(a) loans are only
available on a guaranty basis. This means they are provided
by lenders who choose to structure their own loans by SBA’s
requirements and who apply and receive a guaranty from SBA
on a portion of the loan.
Under the guaranty concept, commercial lenders make and
administer the loans. The business applies to the lender for
financing. The lender decides if it will make the loan internally
or if the application has some weaknesses which, in its opinion,
will require an SBA guaranty if the loan is to be made. The
guaranty assures the lender that in the event the borrower
does not repay their obligation and a payment default occurs,
the government will reimburse the lender for its loss, up to the
percentage of SBA’s guaranty. Under this program, the borrower
remains obligated for the full amount due.
The SBA offers several government subsidized loan programs for
small businesses. For information and assistance in securing SBA
financing, please visit www.sbt.gov.
SBA SECTION 7(a)*
Eligibility –Meet SBA size standards, be for-profit, not already
have the internal resources (business or personal) to provide
the financing, and be able to demonstrate repayment. Certain
variations of SBA’s 7(a) loan program may also require additional
eligibility criteria.
Purpose –Establish a new business or to assist in the operation,
acquisition or expansion of an existing business. These may
include (non-exclusive):
1. To purchase land or buildings, to cover new construction as
well as expansion or conversion of existing facilities;
2. To acquire equipment, machinery, furniture, fixtures, supplies

pg 14

Term – Maturities are based on: the ability to repay, the purpose
of the loan proceeds, and the useful life of the assets financed.
However, maximum loan maturities have been established:
twenty-five (25) years for real estate and equipment; and,
generally seven (7) years for working capital
Loan Amount – Maximum loan amount of $5 million dollars.
Interest Rates and Fees –Rates are negotiated with the lender but
have caps of 2.25-6.5 over prime depending on the program,
amount and term of the loan. The amount of the fees are based
on the guaranty portion of the loans. The lender may charge the
up-front guaranty fee to the borrower after the lender has paid
the fee to SBA and has made the first disbursement of the loan.
For loans approved on or after Dec. 8, 2004, the following fee
structure applies:
»» For loans of $150,000 or less, a 2 percent guaranty fee will
be charged. Lenders are again permitted to retain 25 percent
of the up-front guarantee fee on loans with a gross amount of
$150,000 or less.
»» For loans more than $150,000 but up to and including
$700,000, a 3 percent guaranty fee will be charged.
»» For loans greater than $700,000, a 3.5 percent guaranty fee
will be charged.
»» For loans greater than $1 million, an additional .25 percent
guaranty fee will be charged for that portion greater than $1

Tulsa Regional Chamber
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million. The portion of $1 million or less would be charged a
3.5 percent guaranty fee. The portion greater than $1 million
would be charged at 3.75 percent.
Loan Source – Banks and other financial institutions. SBA
guarantees a major portion of the financial institution loan.
Contact your financial institution to see if it is a certified
or preferred SBA lender, or visit SBA’s website for more
information - www.sba.gov/
SBA EXPORT WORKING CAPITAL PROGRAM
Eligibility – Same as 7(a)
Purpose – Acquire/Produce Goods or Services to Export
May finance up to 100 percent of exporter’s direct cost for a
specific export transaction
Cannot exceed 90 percent of overall export sale amount

Term – Machinery and equipment – 10 years.
Land and buildings – 20 years.
Financing Structure and Amount – SBA 504 loans are made in
conjunction with a private lender who loans 50 percent of the
total project cost and takes a first mortgage. The maximum loan
amount is $5 million ($5.5 million for manufacturers). The CDC
loans up to 40 percent of the total project costs and takes a
second mortgage. The borrower’s equity contribution
is a minimum of 10 percent.
Interest Rate and Fees – The private lender or bank charges
market rates and the CDC/SBA loan is at a fixed below market
interest rate for the life of the loan.
Loans and Sources – The financial institution’s portion is the
same as a conventional loan. Contact the Small Business
Capital Corporation at 918.584.7888, TEDC Creative Capital
at 918.585.8332, or Rural Enterprises Inc. at 918.994.4370

Term – Same as 7(a)
Loan Amount – Same as 7(a)
SBA INTERNATIONAL TRADE LOAN
Eligibility – Same as 7(a). Also must significantly expand
an existing export market or develop new export market, or
applicant business has been adversely affected by import
competition, AND Upgrading facilities or equipment will
improve the applicants competitive position.
Purpose – Improve or replace facilities and equipment, and debt
refinance in some cases

SBA MICROLOAN
Eligibility and Purpose – Same as for Section 7(a) loans.
Borrowers are smaller businesses due to smaller loan limits.
Loans may not be used to pay off existing debts.
Term – Six-year limit
Amount – Loans range from $100 up to a maximum of
$50,000, averaging $10,000.

Term – Same as 7a
Loan Amount – Same as 7a
SBA SECTION 504 LOAN
Eligibility – Same as 7a
»» Property is owner-occupied
»» “For-profit business”
»» Average of one job created for each $65,000 of SBA
debenture financing
»» Borrower’s average net income for proceeding two years
under $5 million
»» Borrower’s net worth less than $15 million
»» Only a Certified Development Corporation (CDC) may
administer the program
Purpose – Land acquisition and improvements, purchase existing
buildings, purchase machinery, and equipment (having at least
10-year life). Fixed assets only.

Traditional length of time for a small
business to receive financing:
»» Instant — Credit Cards, Existing Line
of Credit
»» Days — Small Loan with Credit Scoring
»» Weeks — SBA Guaranteed Loan from Bank
»» Months — Venture Capital, Certified
Development Company
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FINANCING
Loan Source – The SBA makes funds available to non-profit
organizations for loans to small businesses.
TEDC Creative Capital
918.994.4370
TEDCNet.com
Rural Enterprises Inc.
918.585.8332
REIBusinessLending.org
Greenwood Chamber of Commerce
918.585.2084
Other Contacts include:
»» Oklahoma Bankers Association - 405.424.5252
»» Community Bankers Association - 405.524.4122
»» Oklahoma Credit Union League - 918-496-4688
»» Oklahoma Development Finance Authority - 405.232.9921
A state agency that provides financing through the issuance
of general obligation bonds.
»» Oklahoma Industries Authority - 405.297.8931
Generates revenue by sale of industrial revenue, bonds,
stock sales, and rental and sale of industrial property.
»» Certified Development Companies – 405.815.6559
The Business Development Division provides names and
numbers of certified development companies.

OTHER FINANCING SOURCES
OKLAHOMA FINANCE AUTHORITIES
The Oklahoma Industrial Finance Authority (OIFA) has a
borrowing capacity of $90 million and can loan up to 66-2/3
percent of the cost of land, buildings, and fixed equipment on a
secured mortgage and 33-1/2 percent on a second mortgage.
The maximum loan amount is $2 million for the first mortgage
and $750,000 for second mortgage.

SMALL BUSINESS LINKED DEPOSIT PROGRAM
Oklahoma’s Small Business Linked Deposit Program provides
below-market interest rates for qualified small businesses
through local financing sources.
OTHER FINANCE PROGRAMS
»» Export financing alternatives are available through a
relationship with the Export Import Bank of the U.S. to help
existing companies locate sources of funding for export
transactions.
»» The Oklahoma Capital Access Program provides a reserve
for Oklahoma banks by matching the fee of a loan in the
program.
Contact: ODOC - 800.TRY.OKLA (800.879.6552)
SMALL BUSINESS LOAN FUND
Primarily for businesses that will create or retain jobs. Special
consideration given to businesses located in targeted areas.
Financing is available for most business uses.
Contact: Tulsa Economic Development Corp. - 918.585.8332
GRANTS
Through the Oklahoma Center for Advancement of Science and
Technology (OCAST), there are some appropriated and nonstate matching funds available for qualified projects.
Contact: Small Business Innovation Research Funds (SBIR) 405.524.1357, ext. 232
For information about federal grants
Please visit: www.grants.gov
or call
The Foundation Center @ Tulsa City-County Library:
Tulsa City-County Library provides Tulsa-area nonprofits and
businesses access to databases, reference and circulating
materials and professional librarians to assist in locating
foundation, corporate and government grant opportunities.
Workshops and individual training sessions are available.
Contact: Tulsa City-County Library – 918-549-7323

Five partners of every loan:
Business

Attorney

Lender

Insurance Agent

Accountant
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During 2014, SBA
guaranteed funding
for new and existing
businesses in the Tulsa
MSA totaled more than
$65 million.

SOURCE: OKLAHOMA SBA OFFICE
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MANAGEMENT CONSIDERATIONS
EMPLOYER ISSUES

What is an employee? With more and more consultants and
independent contractors entering the business community, it is
important to know what the definition of ‘employee’ is. Many
businesses today walk a very fine line on this issue and some have
faced devastating consequences for not staying within regulations.
Be sure to seek professional advice on this increasingly complex
question. A general rule of thumb is if a worker performs more than
one-third of total work with your business, he or she is an employee.
In any case, there will be an IRS form to complete, even if someone is
a contractor with your company. For more information on this issue,
request IRS form SS-8 and answer the 20 questions to determine
whether you have employees or independent contractors.

HIRING AND FIRING EMPLOYEES
Becoming an employer often brings many serious consequences.
Many businesses get themselves into trouble by making mistakes
in their hiring or firing practices. Make sure you are aware of the
regulations surrounding contract labor. These regulations are being

OKLAHOMA DEPARTMENT OF LABOR
-918.581.2400
WORKFORCE OKLAHOMA - 918.596.7200
EQUAL EMPLOYMENT OPPORTUNITY
COMMISSION - 800.669.6820

If you do have employees, you must register as an employer with
state and federal agencies. The State Employment Status Unit can
be reached at 918.437.4473 and the Internal Revenue Service can
provide the federal (SS-4) forms necessary to register federally.
That form will also provide you with the very important Employer
Identification Number (EIN) for taxation purposes. Contact: IRS 800.829.3676

enforced more strictly, which means you must take the responsibility
to be informed about the regulations and laws. To learn more,
you can contact your local chamber of commerce, Oklahoma
State Employment services, Workforce Oklahoma, the Oklahoma
Department of Labor, or the Equal Employment Opportunity
Commission.

EMPLOYEE FORMS
REQUIRED FORMS
I-9 Employment Eligibility Verification – makes certain your employee is legally eligible to work in the U.S.
Contact: Immigration and Naturalization - 800.375.5283 or www.uscis.gov
IRS FORMS
SS-4
Employment Identification Number
W-4
Employee Withholding Certificate
W-9
Taxpayer Identification Certificate
1009 Misc. Payments made to independent contractor
of over $600 Contact: Internal Revenue Service 800.829.3676 or www.irs.gov

W-2
Form 940
Form 941

Reports Income at Year End
Federal Unemployment Tax (FUTA) paid quarterly
Reports FICA quarterly

OKLAHOMA FORMS
OES-1 State unemployment insurance (SUTA) filed quarterly
Contact: Oklahoma Employment Security Commission at 405.521.4321
Withholding Forms Filed either monthly or quarterly with Oklahoma Tax Commission
Contact: Oklahoma Tax Commission - 918.581.2751
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DISASTER PLANNING
When disasters strike, small businesses are uniquely vulnerable. If
disaster closes down small businesses, one in four never open again,
according to the Institute for Business & Home Safety, a national
nonprofit supported
by the insurance industry.
These days, it’s even more important to plan how you will survive a
business interruption, whether it’s caused by fire or floods, tornadoes
or terrorists, or something as small as loss of power. Your business
survival plan should include items such as emergency contacts, data
backup and recovery, and where and how you would operate if your
office or plant was forced to close its doors. A planning toolkit called
Open for Business is available free from the Institute for Business &
Home Safety at www.ibhs.org.
Open for Business workshops, seminars and training are also offered
by a group of local volunteers named the Disaster-Resistant Business
Coalition. Contact: DRBC,
632-0044, or www.tulsapartners.org/drbc

LABOR LAWS
When you deal with employees, you are bound to come up against
the various labor laws in place at the state and federal levels.
Whether the issue is hiring, firing or the everyday items that come
up in the workplace, there are many laws regulating how businesses
treat their employees. It is important to become familiar with and
follow these laws. Seek professional advice on decisions of hiring
and firing. Be sure to know what rights you and your employees
have in regard to everything from the initial interview to sick days
and vacation time. There are five major laws to be aware of: Equal
Employment Opportunity, the Americans with Disabilities Act (ADA,)
the Occupational Safety and Health Act (OSHA,) the Fair Labor
Standards Act (wage and hour laws,) and the Family and Medical
Leave Act (FMLA). The following are only brief descriptions of those
important and complex laws. A further look at each in more detail is
advised.
EQUAL EMPLOYMENT OPPORTUNITY
The laws that enforce Equal Employment Opportunity are intended
to prevent any kind of discrimination on the basis of sex, age,
race, religion or national origin. Certain restrictions also exist for
discrimination based upon military service and disability (see the
information on the ADA.) This act regulates actions by employers
from the initial interview to the termination of the employee’s
contract. Before you ask a single interview question, be sure you are
aware of this important area of the law. Contact: Equal Employment
Opportunity Commission - 800.669.4000.
AMERICANS WITH DISABILITIES ACT (ADA)
The Americans with Disabilities Act was set up to protect individuals

with disabling conditions who can perform essential functions of their
position with or without accommodation. These functions can be set
out in a job description (which is recommended for any employee
position) and consist of the fundamental duties indispensable to the
performance of a job. The ADA also makes certain provisions on
building structure and accessibility that must be followed. Contact:
ADA regional office - 713.520.0232. Office of Handicapped
Concerns - 405.521.3756
OCCUPATIONAL SAFETY AND HEALTH ACT (OSHA)
The Occupational Safety and Health Act (OSHA) of 1970 is intended
to keep employees safe and protected from on-the-job injuries. OSHA
requires the removal of workplace hazards found during routine
inspections, as well as the maintenance of a safe work environment.
Large and small businesses must comply with these guidelines and
inspections or face expensive lawsuits and penalties. Contact: OSHA
Consultation Division - 918.581.2400 ext. 109
FAIR LABOR STANDARDS ACT (WAGE AND LABOR)
The Fair Labor Standards Act set up rules and guidelines for how long
and how much an employee can provide his or her services. This
law guides child-labor protection, the minimum-wage and overtime
pay. Child-labor laws are specific and often more stringent for
manufacturing and/or hazardous work environments. Generally, for
non-hazardous occupations, the minimum age requirement is 16 but
there are allowable exceptions (with more restrictions) for 14- and
15-year-olds. Overtime laws simply demand at least time-and-a-half
pay for any time worked over 40 hours in a workweek.
FAMILY AND MEDICAL LEAVE ACT (FMLA)
The Family and Medical Leave Act is the most recent of these labor
laws, having only been law since 1993. This act mandates that an
employee can receive time away from work in the case of a family or
medical emergency, with no repercussions taken by the employer. The
law is specific in discussing who may take leave, how long and for
what reason, so it is wise to become informed about its provisions.
WORKERS COMPENSATION
Worker’s Compensation (Worker’s Comp.) is a type of insurance
used to cover the costs of medical expenses or time off work resulting
from injuries at work. Worker’s Comp. Insurance is required on every
employee, with minimal exclusion for small and/or family owned
business. Rates depend on the type of work being performed and
the potential for injury. For example, factory workers rates may be
higher than office workers.
Worker’s compensation insurance is available from most business
insurance providers. For more information or to start a policy, contact
your insurance agent, or CompSource Oklahoma. Your insurance
agent can also give you information on liability, property, and
casualty insurance for businesses.
Contact: CompSource Oklahoma - 918.295.1500
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MANAGEMENT CONSIDERATIONS
UNEMPLOYMENT INSURANCE
The Oklahoma Employment Security Act is the legislation that
established the regulations concerning unemployment insurance
in the state of Oklahoma. The Oklahoma Employment Security
Commission administers its provisions. Numerous offices serve the
state providing job placement services in addition to collecting
unemployment taxes and processing unemployment claims.
All employers must pay unemployment insurance on behalf of
their employees. Contact: Oklahoma Employment Security
Commission - 918.437.4473

Tulsa Tech			OSU-Tulsa
918.828.5000		
918.594.8000
Tulsa Community College
918.595.7000		

Rogers State University
918.343.7777

EMPLOYEE ISSUES
BENEFITS
Many different items are included in Employee Benefits these
days. There is considerable interest since this can be considered
a business expense. Pre-tax dollars are utilized to benefit
both employers and employees. Another important aspect
revolves around the fact that you can contract out for most of
these benefits. There is no need for the small business owner
to spend time and effort handling a pension plan in-house—a
professional pension administrator on contract can process
everything more efficiently.
Group health and life programs are versatile and innovative
these days. A wide range of benefits can be offered at a
reasonable cost by having a cafeteria plan in which employees
select the options of interest to them. All sorts of healthmaintenance organizations or preferred-provider programs are
available.

DISCRIMINATION
Regardless of the size of your organization, you must be
concerned with the issue of discrimination. One must avoid
discriminating based upon sex, age, race, religion or disability
from the time of the initial interview and throughout the term of
employment. Sometimes you may even be unaware that you
are doing anything discriminatory so it is a good idea to learn
about this important topic in detail. Contact: Equal Employment
Opportunity Commission - 800.669.4000
TRAINING
In today’s workplace, workforce training is becoming a necessity
for any business. Employers and employees must constantly
keep up with the changes in their industry and with the changes
occurring in society as a whole. Life-long schooling is no longer
just for professors and researchers. Now employers and their
staffs must advance their educational status as they climb
the ladder to success. With increasing trends toward a more
high-tech and complex workplace, it is wise to learn as much
as possible. Oklahoma has numerous agencies that facilitate
workforce training through seminars, use of facilities and
continuing education. There are also many private organizations
that conduct such training. The public agencies involved include:
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Sometimes, a small business owner can contract with a large
carrier through a local representative and thereby offer
benefits at a more reasonable price. You should consider legal
and financial advice in addition to the advice of insurance
specialists in making your decisions.
HANDICAP ACCESSBILITY
Disabled persons have an active role in today’s society–both
as customers and employees. There are a variety of structural
modifications that can make your place of business more
accessible and may qualify some companies for up to $5,000
in tax credit. Law requires some of these adaptations. You can
find out proper agencies for the specifications on curb cuts,
widths of doorways, alterations to restroom facilities, and even
the number of designated parking spaces.
In some instances, there may be subsidization for hiring
disabled individuals. Recent legislation now requires that
certain companies should make reasonable accommodations
for disabled persons. Contact: Office of Handicapped
Concerns - 405.521.3756 or 1.800.522.8224
Website: www.ohc.state.ok.us

SMALL BUSINESS RECORD KEEPING
Keeping good records is essential to the operation of a
successful business. Besides cash, account, payroll and
inventory control, good record keeping is necessary to file
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business tax returns. The IRS does require every business to
maintain permanent books of account records that can be used
to identify the company’s income, expenses and deductions.
CHECKBOOK
All funds that pass in and out of your business should be kept in
a checking account set up specifically for the business. Personal
expenses should be handled through a separate checking
account.
CASH RECEIPTS JOURNAL
All receipts should be entered in a receipts journal. In this
manner, income that is not realized from sales – for example,
advertising allowances—is separate from receipts that have to
be reported as “gross receipts or gross sales.”
CASH DISBURSEMENT JOURNAL
All funds that are paid out should be recorded as cash
disbursements, purchases and expenses in a journal. The best
practice is to make entries to this journal daily for each check you
write. Each entry shows the classification – merchandise, office
supplies, etc.
PETTY CASH FUND
You should keep a petty cash fund with voucher clips to
document each expenditure. In this manner, you can prove
that cash expenditures are deductible for tax filing. Petty cash
expenditures should be amounts too small to justify writing a
check.
ACCOUNTS RECEIVABLE
If your company extends credit to customers, accurate
accounting must be kept. Make sure credit is warranted before
you grant it.
INSURANCE RECORDS
Most businesses will have several types of insurance. Each
policy should be listed, showing type of insurance coverage,
name of insurer, expiration dates and annual premiums.
PAYROLL RECORDS
Yearly and quarterly reports of individual payroll payments
must be made to state and federal governments. Each individual
employee receives a Form W-2 at the end of the year, showing
the total withholding payments made for the employee during
the calendar year. A separate payroll record should be kept for
each employee, listing rate of pay, social security number, etc.
At the end of each quarter, add up the amounts and balance
them.
EMPLOYEE RECORDS
An employment record should be kept for each employee.
It should show, among other things, the employee’s name,

address, social security number, telephone number, and name
and address of a close relative or friend to contact in case of
emergency. A Form W-4 for every employee also should be on
record.

INSURANCE
Business insurance protects business owners from many of
the hardships encountered by those who are not prepared.
Contact your insurance agent concerning the above insurance
requirements, or CompSource Oklahoma at 918.295.1500. The
following is a list of basic insurance needs a new business owner
should address:
COMMERCIAL AUTO
Most private passenger automobile policies will exclude
commercial activity. Check with your insurance professional to
be sure you’re covered.
BUSINESS OWNERS POLICY
Whether you own the building you’re in, or you’re a tenant, a
Business Owners Policy will allow you to tailor your property
coverage to fit your specific needs. Most Business Owner
Package Policies included some amount of Commercial General
Liability Coverage, and Business Interruption Coverage. If
not be sure to ask. It’s important to understand that most
Homeowners Policies may not cover your home-based business.
You may need a separate Business Owner Policy to have
adequate coverage. Ask your insurance professional to make
sure you’re covered.
INLAND MARINE
Comprehensive protection for property off-site or in transit.
(Most Business Owner Policies have limits on this type of
coverage.)
UNEMPLOYMENT
Business owners must have unemployment insurance as well as
workers’ compensation insurance for employees.
EMPLOYMENT PRACTICES
This policy protects your business from claims of harassment,
discrimination or wrongful termination. It is specifically
designed to help protect you and your business in the event a
suit or administrative proceeding is brought by an employee
HEALTH INSURANCE
Due to impending changes in health care policies, we
encourage business owners to educate themselves as to how it
will affect them. For details, please visit: www.whitehouse.gov/
healthreform or www.whitehouse.gov/files/documents/health_
reform_for_small_businesses.pdf
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MANAGEMENT CONSIDERATIONS
Many new businesses do not offer health insurance to
employees. Most group policies require two or more members.
The Chamber Choice health insurance plan guarantees
health plans to business owners without regard to pre-existing
conditions. There are a variety of health care options available.
Contact: Tulsa Regional Chamber’s “Chamber Choice” Health
Plan - 918.560.0280
PROPERTY AND CASUALTY
This type of insurance depends on whether or not you own the
building your business is in, as well as certain other considerations.
Contact your homeowner’s or renter’s insurance agent concerning
your needs.
GENERAL LIABILITY
This insurance covers you from damages if someone is hurt on your
premises or because of negligence by you or your employees.
Home-based businesses may be covered by homeowner’s
insurance.
BONDING
There are two types of bonding – fidelity and surety.
»» Fidelity insurance is often required when the business owner
or employee goes onto the property of another business or
customer to perform a job.
»» Surety insurance is for construction companies. If a
contractor does not complete a project, money funded by the
bonds is used to complete the project.

trusts and other entities. It is used for filing and reporting
purposes. To apply for an EIN, use IRS Form SS-4. A copy of this
form is included in the “Business Registration Packet.”
Contact: IRS 1-800-829-4933
SALES AND USE TAX
A listing of county and municipal tax rates is available from the
Oklahoma Tax Commission. Most individuals, organizations
and businesses selling, leasing or renting taxable items in
Oklahoma are required to have a sales tax permit. There is
a fee for sales tax permits, with each additional one costing
extra. The permit is renewable every three years from the date
of issuance. Certain items are exempt from Oklahoma sales tax
if all requirements for exemption are met.
Contact: Oklahoma Tax Commission – 918-581-2751
CORPORATE INCOME TAX
The State of Oklahoma levies an income tax upon the
Oklahoma taxable income of every corporation (as defined
in the Internal Revenue Code) doing business in Oklahoma or
deriving income from sources within Oklahoma. For further
information on corporate income tax, contact the Taxpayer
Assistance Division of the Oklahoma Tax Commission at
918.581.2751
PROPERTY TAXES
All real and personal property in Oklahoma is subject to ad
valorem taxes, unless an exemption is available. The counties,
municipalities and school districts in which the property is

LIABILITY
Manufacturers may acquire product liability insurance to protect
themselves if someone is using their product. Other businesses
may acquire liability insurance to guard against damages when
a customer or client sues for problems that may have caused
them to lose money.

TAX INFORMATION

located determine the mileage rates. For information on ad
valorem taxes, contact the County Treasurer’s Office in the
county in which the property is located or the Ad Valorem Tax
Division of the Oklahoma Tax Commission 918.581.2751.
SEVERANCE TAXES
Oklahoma levies severance taxes on the production of certain
natural resources, the most important of which are levied on the

Business taxes can be complicated and dependent upon the
particular business involved. Questions involving interpretation
of tax laws should be directed to competent attorneys or
certified public accountants. The Oklahoma Tax Commission
offers free workshops on tax considerations for those going

production of oil and gas.

into business. For details on these classes, Contact: OK Tax
Commission 918.581.2751 or ww.tax.ok.gov/btwkshps.html

Tourism Promotional Act.

TOURISM TAX
An excise tax of 1/10 percent is assessed on gross receipts of
certain tourist-related businesses. This tax funds the Oklahoma

Types of taxes include:
EMPLOYER IDENTIFICATION NUMBER
An Employer Identification Number (EIN) is a nine-digit number
issued by the Internal Revenue Service (IRS.) It is commonly
referred to as Federal Employee Identification Number (FEIN)
or a Federal Employment Identification (FEI). This number is
assigned to sole proprietors, partnerships, corporations, estates,

pg 22

Tulsa Regional Chamber

EDD_2014Entrepreneurs Guide.indd 22

1/7/15 9:23 AM

OKLAHOMA BUSINESS
INCENTIVES
OKLAHOMA QUALITY JOBS PROGRAM
This innovative program gives qualifying enrolled companies
quarterly cash rebates of up to 5 percent of taxable wages for
up to 10 years. New legislation in 2005 allows companies
in the program who expand again to receive up to 6 percent
wage rebates based on meeting certain criteria.
Small Employer Quality Jobs Program: provides incentive
payments to a qualifying small employer in the form of
quarterly cash rebates of up to 5 percent of taxable wages for
up to seven years.
21st Century Oklahoma Quality Jobs Program: created to attract
growth industries and sectors to Oklahoma in the 21st Century
through a policy of rewarding businesses with a highly skilled,
knowledge-based workforce. Qualifying companies may be
eligible for up to twice the Net Benefit rate of the Quality Jobs
program, or up to 10 percent of the taxable payroll of these new
jobs, to be paid in cash on a quarterly basis. The program has
a minimum wage requirement of $94,418 and lasts for up to 10
years.
Contact: Tulsa Regional Chamber’s Economic Development
- 918.560.0217 or Oklahoma Department of Commerce 1.800.588.5959 or visit www.okcommerce.gov
INVESTMENT / NEW JOBS TAX CREDIT
A five-year tax credit on the greater of 1 percent per year of
investment in qualified new depreciable property or a credit
of $500 per year per new job, doubled in an Enterprise Zone.
These tax credits accrue and may begin to be claimed July 1,
2012.
FIVE-YEAR AD VALOREM TAX EXEMPTION
Available to new and expanding manufacturers, research/
development companies, and certain distribution, specific
computer services and data processing service companies.
Real estate, machinery and equipment used directly in the
manufacturing processes also are eligible for the five-year
exemption.
SALES TAX EXEMPTIONS
Sales tax exemptions apply to the following:
»» Tangible personal property and machinery used directly in
the manufacturing process.
»» 1-800, WATS, and private line business telecommunications
systems.

»» Containers which are sold to persons regularly engaged
in re-selling empty or filled on-way containers, or when the
containers are purchased to package raw materials.
»» Primary and secondary packaging materials used to pack,
ship or deliver personal property.
»» Machinery, equipment, fuels and chemicals used directly in
treating industrial waste.
SALES TAX REFUNDS
Oklahoma offers a sales tax refund when you purchase
computers, data processing equipment, related peripherals,
telegraph, or telecommunications services and equipment when:
»» At least 50 percent of the annual gross revenue is generated
by out-of-state sales
»» The business employs 10 new workers at a salary of
$35,000 for at least three years
FREEPORT LAW
Oklahoma’s Freeport Law exempts from taxation goods, wares
and merchandise that come from outside the state and leave the
state within nine months if such goods, wares and merchandise
are held for assembly, storage, manufacturing, processing or
fabricating purposes within the state.
FOREIGN TRADE ZONES
Foreign Trade Zones have been designated in Tulsa. Businesses
engaged in international trade within these zones benefit from
special customs procedures.
TRAINING PROGRAMS FOR INDUSTRY
The Oklahoma Department of Commerce has partnered with
educational institutions, apprenticeships, technical institutes,
nonprofits and the state CareerTech system in an effort to
provide businesses and their employees valuable job skills and
training for low or no cost. Some of the services offered include:
»» Job analysis
»» Training assessment/consultation
»» Curriculum development
»» On-the-job Training
»» Training at universities, colleges and tech schools
For a complete listing of current Oklahoma business
incentives, contact the Oklahoma Department of Commerce at
800.588.5959 or visit:
www.okcommerce.gov/new-and-exisiting-business/incentives
(Information from Oklahoma Department of Commerce)
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INTERNATIONAL BUSINESS
International trade represents an opportunity for small
businesses to expand their markets in a variety of ways. In
order to capitalize upon this vast market, owners may need
special guidance. Tulsa-area companies currently exporting
or interested in exporting can gain valuable information by
contacting the U.S. and Oklahoma Departments of Commerce.
They provide expertise in local and state regulations that
dictate international trade.
Contact: OK Dept. of Commerce - 405.815.5736
U.S. Dept. of Commerce - 918.581.7650
For Certificates of Origin for international trade, please contact
the Chamber:
Contact: Tulsa Regional Chamber’s Economic Development 918.560.0217
Several other sources of assistance include:
International Education and Outreach - 405.744.6606
Located on the campus of Oklahoma State University and
provides assistance for those across our state that are interested
in international commerce.			
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Tulsa Global Alliance 918.591.4750 – A nonprofit volunteer
organization dedicated to increasing global awareness,
understanding and opportunities in Northeastern Oklahoma by
hosting international visitors, facilitating Sister Cities activities,
promoting global education, assisting with international trade
development, cooperating with international organizations
and serving as a resource for area governments, businesses,
educational institutions, organizations and residents.
Funded by a grant from the United States Department of State’s
Bureau of Educational and Cultural Affairs, the Community
Connections Program provides practical experience to
entrepreneurs and other professionals from the former Soviet
Union for a period of three to five weeks. They learn about free
market business and professional practices by serving as interns
in American companies and apply this new information to build
stronger economies in their nations. Tulsa Global Alliance also
arranged economic and cultural exchanges between Tulsa and
its seven international Sister Cities.
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TOPICS OF INTEREST
ACCOUNTING
Collecting and organizing financial information is absolutely
critical to a successful business. This is one area where you
should consider professional advice to set up an accounting
system or for periodic assistance.
Cash flow difficulties have shut down many companies, even large
ones. You can avoid this situation with careful planning. Sometimes
a young business has limited funds and it may seem hard to
allocate funds in this area, however, it can be worth every penny
spent. There are also many sources of free or low-cost assistance.
Seeking advice from an accountant when applying for a loan
may dramatically increase your chances of securing that loan.
You may also discover that using an accountant to prepare
your tax statements may save you money in the long run. Many
accountants have free materials that may assist you.
Several organizations offer both general advice and referrals at
little or no cost. In addition, these groups have publications and
meetings or special workshops with informative programs.
Contact: Oklahoma Society of CPA’s - 405.841.3800
ADVERTISING
Advertising is one of the better forms of marketing. You may
advertise your company in many ways. Some of the traditionally
recognized types are mentioned here. A good starting point is to
collect information from publications and through participation
with organizations such as:
Contact: Oklahoma Press Association - 405.524.4421 or
www.okpress.com
Virtually every business assistance center addresses the topic of
advertising. Call to see what programs, information or counseling
they can provide. The Small Business Administration has a
pamphlet entitled “Advertising” available for the cost of $1 to
start you on your way. Contact: OKSBDC 918.449.6280

AFFIRMATIVE ACTION
According to the law, any business with 15 or more employees as
well as any company bidding on a federal contract must have an
Affirmative Action plan. Private-sector consultants may provide the
background you need.
Contact: U.S. Small Business Administration - 405.609.8000 or
www.sba.gov
ARBITRATION
There may be many occasions in which a conflict arises. A
difference in opinion may develop between the employer and
employees or between a customer and your company. In some
situations, arbitration may be a more cost-effective and timely
means of handling the dispute.
A pre-court dispute settlement program offered through the Tulsa
Municipal Court system is available. The intent is to provide a
confidential but formal out-of-court mediation service to help
settle disputes between businesses, landlord/tenant and real
estate breach of contract issues.
Contact: City Hall Early Settlement, City Hall Office Building,
Room 601-L, 918.596.7786
Arbitrators are available through several services:
Contact: American Arbitration Association - 405.235.4443 or
1.800.778.7879
Website: www.adr.org
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TOPICS OF INTEREST
BANKING
With financial matters being such a high priority to small
business owners, experts repeatedly advise that you start
immediately to establish a good working relationship with your
banker. Visit with this individual and explain what your company
does and how it operates. The more your banker understands
about your business, the easier it will be for him or her to help
and suggest alternatives.

modifying or building a structure. Zoning may also become an
issue with certain types of additions, such as a drive-through
window or other items. The requirements vary from city to city,
so you should contact the municipal office for the city in which
the building is located.

Waiting until a crisis develops to find out who handles your
account is not recommended. But, if this should occur, calmly
gather the facts and figures available. Start with a general
business counselor at one of the places listed below. He or she
may be able to explain some preliminary steps that you can
take. Strive to be as well prepared as possible when you arrive
at the bank. Having your homework done is a good idea.
Your business plan will be helpful here.
Contact: Tulsa Chamber SourceLink –
www.sourcelintulsa.com
BANKRUPTCY
While we all hope that bankruptcies will never occur, they
do happen. Although the situation may look grim, you are
encouraged to investigate the consequences prior to actually filing
for bankruptcy and discussing the issue with professional counsel.
In the case of small business owners, this may mean declaring
personal bankruptcy.
Contact: Chapter 13 Office - 405.236.4843

COMPLIANCE
Municipalities may have several types of codes, such as
building codes, zoning codes and other regulations pertaining
to health, fire and safety. The rules may vary from place to
place. Consult the local municipal office for your business
address or contact your local chamber of commerce, listed on
pages 45-47.

Services offered:
»» Conducts a Debtor School
»» Administers Chapter 13 plans for which a fee is paid with
additional attorney fees
»» Receives monthly payments and disburses funds to creditors

Zoning
When selecting a location, be sure to confirm the local zoning
regulations. There may be situations in which a change in the
type of business operating in a given location necessitates
bringing the property up to current code specifications.

BONDS
There are several types of bonds that might be employed
during the course of business activities. Some bonds are types
of protection similar to insurance. Be sure you have explained
the particular need you have so you will be comparing similar
coverage when securing price estimates.

Building Codes
Building codes can be complex. Certain buildings may be
designated as historical sites and remodeling must be done in
accordance with the ordinances. Electrical and plumbing work
may also need to meet local requirements.

Fidelity Bonds
If you are operating a business in which employees are
handling money or valuables, you may wish to protect yourself
by having these employees bonded. Sometimes, fidelity bonds
are also appropriate if you or your employees are working.
BUILDING PERMITS
Building permits are generally required whenever you are
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Asbestos Abatement
Asbestos abatement is another issue. Do not be caught
unaware as fines can be expensive. Asbestos and Small
Business Ombudsman - 800.368.5888
CONSUMER INFORMATION
Information about consumers in our area is available.
This knowledge can assist you in determining the most
advantageous sites if you are in retail. Local and national
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statistics can be located through several sources including the:
Contact: Research Wizard – 918.596.7991
Tulsa City-County Central Library - 918.596.7977
Tulsa Chamber SourceLink Center - 918.560.0275
COPYRIGHT
Written material can be legally protected from being copied
by others through a copyright, which is designated with the
© symbol, along with the person or company name and the
date. This designation gives the originators exclusive rights to
reproduce and sell their work throughout their lifetime plus 50
years. Sometimes it is also appropriate to employ a copyright
on the proprietary information, including advertisements. If you
have an original composition or format, you should check to
see if you should apply for copyright protection. Copyright kits
are available for many specific categories.
Contact: U.S. Copyright Office - 202.707.3000
www.copyright.gov
FRANCHISE
Franchising is an arrangement in which the owner of a
trademark, trade name or copyright licenses others – under
specified conditions and limitations – to use the same in
purveying goods or services. Unless exempt, the offer of a
franchising opportunity is a security subject to regulation under
the Oklahoma Business Opportunity Sales Act, and the seller
must file a registration statement with the Administrator of the
Oklahoma Department of Securities.
Contact: Oklahoma Department of Securities - 405.280.7700
IFA’s SmartBrief – the latest franchise e-news direct to your
desktop from the world’s oldest and largest organization
representing the global franchising community. Visit www.
smartbrief.com/ifa for recent issues and subscription
information.
GOVERNMENT
You need not be in business for long to realize the impact a
new law may have on your company’s bottom line. Keeping
track of all pending legislation and being aware of all the
issues is a time-consuming task.

HOME-BASED BUSINESS ISSUES
Large numbers of new small businesses are started in the
home. Home-based businesses face zoning ordinances. If your
home is within city limits, zoning ordinances will affect your
home-based business. Ordinances protect neighborhoods from
nuisance. Many times these ordinances are vague and require
explanation. Zoning ordinances will cover issues such as traffic,
storage, sales and signage. Many types of businesses, such as
auto repair, large-scale manufacturing and others are forbidden
within neighborhoods.
Contact: One Stop Shop Permit Center - 918.596.9456
INVENTIONS and PATENTS
Even with the extensive and well-funded research laboratories
in large corporations, small business has been and continues
to be responsible for the majority of new inventions in this
country. A good way to begin is with literature prepared by the
Small Business Administration, such as “Can You Make Money
with Your Idea or Invention?” The Oklahoma Department of
Commerce has a special section that helps inventors through
all the phases of their project from the patent searches to
explaining special
tax abatements.
Contact: Oklahoma Inventor’s Assistance Program 405.744.8727 or 877.577.7632
LEGAL ASSISTANCE
Many of the decisions you must make as a small business
owner have serious legal connotations. Even early on when
you are just forming your company or have thought of a new
invention, legal explanations may be important. You should
investigate whether or not legal assistance is needed. It may
save you money in the long run to obtain legal counsel,
rather than paying heavy penalties and larger fees to solve a
problem later on.
When legal assistance is required, you can locate someone
who specializes in that type of situation by calling the Tulsa

Several organizations track the proposed legislation at the
state and federal level on behalf of small business owners and
maintain paid lobbyists to represent the views of small business:
Contact: Tulsa Regional Chamber’s Government Affairs 918.560.0211
A special committee and staff lobbyists monitor legislative matters
and keep business owners informed of important developments.
Contact: State Chamber of Commerce - 405. 235.3669
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TOPICS OF INTEREST
County Bar Association’s Lawyer Referral Service. For a
$25 fee they will schedule a 30-minute consultation with the
appropriate attorney.
Contact: Lawyer Referral Service - 918. 587.6014 –
www.tulsabar.com/shell.asp?pg=13
MINORITY ASSISTANCE
In order to help minority businesses compete in the
marketplace, various federal regulations have been put into
place. There is a great deal of assistance available, either free
or for a reasonable cost. Depending upon which minority is
applicable in your case, contact the appropriate group:
Contact: Hispanic Chamber of Commerce - 918.664.5326
Greenwood Chamber of Commerce (African-American) 918.585.2226
City of Tulsa Human Rights Department – 918.596.7817
American Indian Chamber of Commerce – 800.786.9199
571.272.1000
TRADEMARKS®
Slogans, symbols, logos or company names are also protected
through trademarks, denoted as ™ or service marks SM. Once
a federal registration is obtained through the U.S. Trademark
Office, the federal registration symbol, denoted as ®, is used.
You may register trademarks and service marks at the state
level if your business is conducted entirely within the state,
or at the federal level if you use your name, logo or slogan
in interstate commerce. Securing a corporate name with the
secretary of state’s office is not a substitute for trademark
registration.
Trademark rights depend on usage, not just registration, and
can become complex. Some attorneys specialize in this type
of assistance. Advice should be sought from reliable sources to
protect your creative idea and the investment you have made.
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Many attorneys are experts at patent/trademark law and there
are several books available on the subject.
Contact: U.S. Patent and Trademark Office - 703.308.9000 or
www.uspto.gov
TRAINING
Training your staff and work force in today’s high-tech
environment is an ongoing activity. Oklahoma has numerous
excellent agencies that conduct training, academic facilities
for training and continuing education, as well as private sector
training companies.
Contact: Oklahoma Alliance for Manufacturing Excellence 918.592.0722
WOMEN-OWNED BUSINESSES
Statistics show women are starting up businesses at a much
more frequent rate and succeeding at a higher rate as well.
Women are opening both traditional and non-traditional types
of companies.
A section of the Business Development Division of the
Oklahoma Department of Commerce has been established
to help women business owners. They also maintain a current
listing of women-owned businesses.
Contact: Women-Owned Business Assistance - 405.815.5143
There is a special nationwide organization devoted to assisting
these women and representing their interests.
Contact: The Oklahoma Chapter Website is www.nawbook.
org – 405.413.7506
National Association of Women Business Owners –
800.556.2926. www.nawbo.org
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ADDITIONAL SMALL
BUSINESS RESOURCES
TULSA REGIONAL CHAMBER: THE FORGE
The Forge is a startup incubator and co-working space in
downtown Tulsa, where raw ideas and passionate Tulsans are
shaped into successful, sustainable businesses.
The Forge helps young professionals overcome obstacles faced in
today’s marketplace by providing:
»» Affordable private and lockable office space
»» Access to business advisers, mentors and trusted business
resources
»» 24 hour / 7 days a week access
»» Shared conference room
»» Kitchen
»» Paid utilities
»» High-speed internet
»» Telephone system with voice mail and a dedicated phone
number
»» Custom programming catered to tenant needs
Members of The Forge also receive a one-year free membership
to the Small Business Connection. As a Connection member,
entrepreneurs also receive a membership to the Tulsa Regional
Chamber.
Additional Benefits
»» Mentorship | The Bull-Pen mentorship program connects
tenants and co-working members to a group of 50+
professionals and experts in their fields who give one hour of
free time per month.
»» Tax exemption | The Forge is a certified incubator through
the Oklahoma Department of Commerce, giving tenants
exemption from state income earned for at least five years.
Contact: TheForge-Tulsa.com, info@theforge-tulsa.com
918.560.0265
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CHAMBER INFO
TULSA REGIONAL CHAMBER
One West Third Street, Suite 100,
Tulsa, OK 74103
918.585.1201 - www.tulsachamber.com
TULSA SMALL BUSINESS CONNECTION
The Tulsa Small Business Connection is an organization formed
to provide networking opportunities and programs geared to
help small businesses in northeast Oklahoma achieve success.
Any area small business can be a member of the Tulsa Small
Business Connection. There is no fee to join and members will
receive a free membership with the Chamber.
TSBC PROGRAMS
»» Annual Small Business Summit – Annual event providing
networking and educational opportunities with sessions
covering marketing and management.
»» Minute Marketing – Monthly networking and educational
event for regional business leaders.
»» Small Business Networking – A networking committee has

compiled networking “leads” and “tips” groups. Many sales
people find networking groups a great source of leads.
Contact: www.Facebook.com/TulsaSmallBusinessConnection,
918.560.0235
SMALL BUSINESS FORUMS
The Tulsa Regional Chamber’s Small Business Forum is a
monthly workshop series designed to help small businesses by
bringing together experts from various fields to offer insight and
answer questions about issues important to area small business
owners and their principal employees.
EXISTING BUSINESS RETENTION & EXPANSION
The Chamber offers a peer-to-peer outreach Business Retention
Expansion (BRE) program for Tulsa-area existing businesses
to discuss opportunities, issues and challenges and how the
Chamber can help. The program supports companies in a
variety of areas: barriers to growth, expansion, regulatory
processes, mergers and workforce issues. For assistance in
these and other business considerations:
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CHAMBER OF COMMERCE INFO

Contact: Tulsa Regional Chamber’s BRE Manager –
918.560.0265
ECONOMIC RESEARCH
The Chamber’s Economic Research Department compiles
analyses and reports on economic and demographic
information affecting the Tulsa area. Quarterly and annual
economic reports are published and made available by
subscription. Other data, such as the Oklahoma Employment
Security Commission wage-hour survey results, are available by
request.
Contact: Economic Research – 918.560.0262
MOSAIC
The Tulsa Regional Chamber relaunched its minority business
program in 2011 as Mosaic. The goal of Mosaic is to leverage
the diversity of our community and promote inclusion and
innovation.
Mosaic membership consists of business owners, community
leaders, D&I professionals and educators working together to
identify programs and services to continue to grow our business
community while attracting and retaining a skilled and diverse
talent pipeline. The primary focus of the Mosaic program is to
create awareness about the competitive advantage of having
a diverse and inclusive business climate in our region. Mosaic
seeks to leverage the region’s diversity to improve perceptions
of our community and grow the economy. Ultimately, Mosaic
wishes to catapult the Tulsa region into the forefront of diversity
and inclusion through talent recruitment initiatives and business
retention and expansion efforts.
INTERNATIONAL BUSINESS DEVELOPMENT
Tulsa-area companies that currently are exporting or are
interested in exporting can benefit from the Chamber’s
international business programs. Services offered include:
Certificates of Origin, individual counseling on export-related
issues, extensive networking to create business contacts,
business delegations to emerging world markets, referrals to
market information and analysis sources, and seminars and
conferences on selected markets.
Contact: OK Dept. of Commerce - 405.815.5187
US Dept. of Commerce - 405.815.5136

workforce.
»» Assistance to employers who wish to maintain a welltrained workforce.
»» Worker testing related to skill levels, interest and aptitudes,
and applicant recruitment, screening and referrals for current
and projected job openings.
»» Customized education and skills training for workers based
on up-to-date, accurate and realistic employment outlook
and earning expectations.
»» Wage and salary information and general economic and
labor market information.
»» Restructuring and downsizing assistance throughout
placement and retraining for laid-off workers.
»» Upgrade of current employee skill levels to aid in retention
and use of technical innovations, as well as productivity
gains realized by employees who complete training and
skills upgrades.
»» Citizens of the community, both youth and adults, will be
encouraged to learn new skills and increase their access to
learning opportunities not only at the worksite, but also at
the community college, career and technology training, adult
education and university settings.
»» Local and regional recruiting target markets.
»» Customized job profiles and job descriptions.
»» Precision learning assessments for benchmarking critical
KSAs and tools.
»» Produce resumes and refer top candidates for consideration.
»» Job postings on a variety of local, statewide, regional and
national web-based systems.
»» Screening resumes and applicants based on a company’s
required specifications.
»» Locate tax credits, Unemployment Insurance contribution
rates and more.
»» Files, Forms and Publications - Locate employer reporting
forms and instructions, Employer Refund Application and
more.
For specific information, visit www.workforcetulsa.com
or contact Workforce Tulsa at 918.796.1200. See the website
index page for web-based tools provided by Workforce Tulsa.

WORKFORCE DEVELOPMENT
The Tulsa Regional Chamber and Workforce Tulsa,
www.workforcetulsa.com, have formed a partnership to advance
workforce development in the Tulsa region in support of economic
development. Workforce Tulsa’s resources and collaborative efforts
include:
»» A single point of contact to all employers, large or small,
in whatever industry to facilitate better access to a skilled
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AREA CHAMBER INFO
Bixby Metro Chamber of Commerce
10441 S Regal Blvd., Bixby OK 74008
Phone: 918.366.9445
Fax: 918.366.9443
E-mail: chamber@bixbychamber.com
Web: www.bixbychamber.com

Coweta Chamber of Commerce
PO Box 70, Coweta OK 74429
Phone: 918.486.2513
Fax: 918.279.0829
E-mail: info@cowetachamber.com
Web: www.cowetachamber.com

Bristow Chamber of Commerce
P.O. Box 127 - Bristow, OK
Phone: 918.367.5151
Web: www.visitbristowok.com

Drumright Chamber of Commerce
PO Box 828, Drumright OK 74030
Phone: 918.352.2204
Fax: 918.352.2065
E-mail: drumrightchamber@aol.com

Broken Arrow Area Chamber of
Commerce
123 North Main, Broken Arrow OK 74012
Phone: 918.251.1518
Fax: 918.251.1777
E-mail: info@brokenarrow.org
Web: www.brokenarrow.org
Catoosa Chamber of Commerce
650 South Cherokee, Suite C,
Catoosa OK 74015
Phone: 918.266.6042
Fax: 918.266.6314
E-mail: catoosa@aardvarknet.net
Web: www.catoosachamber.org
Chelsea Area Chamber of Commerce
618 Pine Street, Chelsea OK 74016
Phone: 918.789.2220
Claremore Area Chamber of Commerce
419 West Will Rogers Boulevard, Claremore OK
74017-6820
Phone: 918.341.2818
Fax: 918.342.0663
E-mail: chamber@claremore.org
Web: www.claremore.org
Cleveland Area Chamber of Commerce
PO Box 240, Cleveland OK 74020
Phone: 918.358.2131
Fax: 918.358.5710
Web: www.chamberofcleveland.com
Collinsville Chamber of Commerce
PO Box 245, Collinsville OK 74021
Phone: 918.371.4703
Fax: 918.371.4703
E-mail: cvillechamber3477@sbcglobal.net
Web: www.collinsvillechamber.net

Glenpool Chamber of Commerce
494 East 141st, Glenpool OK 74033
Phone: 918.322.3505
Fax: 918.322.3505
Web: www.glenpoolchamber.org
E-mail: info@glenpoolchamber.org
Greenwood Chamber of Commerce
131 North Greenwood, Second Floor, Tulsa OK
74120
Phone: 918.585.2084
Fax: 918.585.9268
E-mail: rgant@tulsacoxmail.com
Henryetta Chamber of Commerce
115 South 4th Street, Henryetta OK 74437
Phone: 918.652.3331
Fax: 918.652.3332
E-mail: chamber@henryetta.org
Web: www.henryetta.org
Jenks Chamber of Commerce
PO Box 902, 224 East A Street, Jenks OK 74037
Phone: 918.299.5005
Fax: 918.299.5799
E-mail: info@jenkschamber.com
Web: www.jenkschamber.com
Mannford Area Chamber of Commerce
PO Box 487, Mannford OK 74044
Phone: 918.865.2000
Fax: 918.865.2594
E-mail: info@mannfordchamberofcommerce.com
Web: www.mannfordchamberofcommerce.com

Oologah Area Chamber of Commerce
201 West Cooweescoowee, PO Box 109,
Oologah OK 74053
Phone: 918.443.2790
Fax: 918.443.2790
E-mail: chamber@oologah.org
Web: www.oologah.org
Owasso Chamber of Commerce
315 South Cedar, Owasso OK 74055
Phone: 918.272.2141
Fax: 918.272.8564
E-mail: info@owassochamber.com
Web: www.owassochamber.com
Sand Springs Area Chamber of Commerce
121 North Main, Sand Springs OK 74063
Phone: 918.245.3221
Fax: 918.245.2530
E-mail: info@sandspringschamber.com
Web: www.sandspringschamber.com
Sapulpa Area Chamber of Commerce
101 East Dewey, Sapulpa Ok 74066
Phone: 918.224.0170
Fax: 918.224.0172
E-mail: questions@sapulpachamber.com
Web: www.sapulpachamber.com
Skiatook Chamber of Commerce
PO Box 272, 304 East Rogers, Skiatook OK 74070
Phone: 918.396.3702
Fax: 918.396.3577
E-mail: info@skiatookchamber.com
Web: www.skiatookchamber.com
Southwest Tulsa Chamber of Commerce
4981 South Union, Tulsa OK 74107
Phone: 918.446.7010
Fax: 918.446.7010
E-mail: davidswt@aol.com
Wagoner Area Chamber of Commerce
301 South Grant, Wagoner OK 7446
Phone: 918.485.3414
Fax: 918.485.2523
E-mail: chamber@thecityofwagoner.org
Web: www.thecityofwagoner.org

Okmulgee Chamber of Commerce
112 North Morton Avenue, Okmulgee OK 74447
Phone: 918.756.6172
Fax: 918.756.6441
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STATE CHAMBER INFO
STATE CHAMBER OF COMMERCE
330 N.E. 10TH | Oklahoma City, OK 73104
Phone: 405.235.3669 | Fax: 405.235.3670
Web: www.okstatechamber.com
SERVICES OFFERED
»» Serves as a lobbyist for small and large businesses at state and
federal levels
»» Functions as an advocate for small business with a separate
department for this group
»» Provides for development of our state through support of
education and quality of life
»» Increases public awareness of the impact of proposed legislation
»» Arranges for numerous opportunities for businesses to network
PROGRAMS
»» Legislative Alerts and the Grassroots Action Network: This system
has been developed to track pending legislation and to notify
businesses of important legislative issues in a timely fashion so
they can act promptly.

with members on the important legislature issues facing our state.
»» Legislative Caucus: Conducted at the beginning of each legislative
session in order for members to meet their state legislators.
»» Success Connections: This event focuses our state’s efforts on
developing a qualified, educated workforce.
»» Governor’s Conference on Small Business: The State Chamber joins
with other organizations to co-sponsor this event.
»» Special Seminars and Workshops: Numerous other special forums
and seminars are scheduled throughout the year.
PUBLICATIONS
»» Legislative Alert
»» Oklahoma Business Advocate
»» Membership Directory (also on diskette)
»» Periodic Notices
»» State Chamber Listing
»» Capitol Comment
»» Program of Action and Legislative Agenda

»» Focus on Washington: This is a specially arranged trip to
Washington, D.C. to discuss timely issues with key officials and
Oklahoma’s congressional delegation and their staffs.
»» Business Legislative Forum: An annual meeting held to interface

WEBSITE INDEX
BUSINESS RESEARCH
American Demographics – www.demographics.com
Patent Information – www.uspto.gov
Securities and Exchange Commission – Filings of publicly traded
companies – www.sec.gov
Census Bureau – www.census.gov
Central Contractor Registration – www.ccr.gov
GovCon – For-profit site for those wanting to sell to the government –
www.govcon.com
International Trade – The U.S. Department of Commerce –
www.ita.doc.gov
SIC Codes – www.osha.gov
Tulsa City-County Library – www.researchwizard.org
Your Economy - www.youreconomy.org
BUSINESS NEWS
Tulsa World – www.tulsaworld.com
Wall Street Journal – www.wsj.com
Pointcast – General information collection – www.pointcast.com
Tulsa Business Journal – www.tulsabusinessjournal.com
The Journal Record – www.journalrecord.com
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OTHER SMALL BUSINESS RESOURCES ON THE WEB
Tulsa Regional Chamber – www.TulsaChamber.com
The Forge – www.TheForge-Tulsa.com
U.S. Small Business Administration – www.sba.gov
SBA Office of Advocacy – www.sba.gov/ADVO
Premier FastTrac Entrepreneur Education Fund –
www.fasttrac.org
Entrepreneur Magazine – www.entrepreneur.com
Idea Café – The Small Business Channel – www.ideacafe.com
Microsoft Small Business – www.microsoft.com/smallbiz
Edward Lowe Foundation – www.lowe.org
Industry Net – www.industry.net
Internal Revenue Service – www.ustreas.gov
U.S. Business Advisor – U.S. Government – www.business.gov
State of Oklahoma Information – www.ok.gov
Web-based tools available from Workforce Tulsa include
www.workforcetulsa.com (Workforce Portal)
www.servicelink.oesc.state.ok.us (Internet Job Postings)
www.okskills.net (Web-based, Secure Corporate HR System)
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SMALL BUSINESS
TELEPHONE DIRECTORY
Tulsa Regional Chamber  . . . . . . . . . . . . . . . . . 918.585.1201

Creek County Clerk . . . . . . . . . . . . . . . . . . . . 918.224.4084

Greenwood Chamber of Commerce . . . . . . . . . 918.585.2084

Okmulgee County Clerk  . . . . . . . . . . . . . . . . . 918.756.0788

Oklahoma Alliance for
Manufacturing Excellence . . . . . . . . . . . . . . . . 918.592.0722

Osage County Clerk . . . . . . . . . . . . . . . . . . . .  918.287.3136

Oklahoma Native American Business
Development Center  . . . . . . . . . . . . . . . . . . . . 918.834.8800
Oklahoma Small Business
Development Center . . . . . . . . . . . . . . . . . . . . 918.449.6280
OSU Cooperative Extension  . . . . . . . . . . . . . . 918.746.3706
Service Corps of
Retired Executives (SCORE) . . . . . . . . . . . . . . . 918.581.7462
Small Business Capital Corporation  . . . . . . . . . 918.584.7888

Rogers County Clerk . . . . . . . . . . . . . . . . . . . . 918.341.2518
Wagoner County Clerk . . . . . . . . . . . . . . . . . . 918.485.2216

STATE
Alcohol Sales Permits
(ABLE Commission) . . . . . . . . . . . . . . . . . . . . . 918.456.9367
CompSource Oklahoma formerly State Insurance Fund
(Workers Comp) . . . . . . . . . . . . . . . . . . . . . . . 918.295.1500

Tulsa Economic Development
Corporation . . . . . . . . . . . . . . . . . . . . . . . . . . 918.585.8332

Department of Environmental Quality . . . . . . . . . 800.869.1400

Tulsa Tech Business Assistance Center  . . . . . . . . 918.828.5300

Oklahoma Department
of Commerce . . . . . . . . . . . . . . . .  918.594.8116/800.TRY.OKLA

CITY OF TULSA
Early Settlement Mediation Program . . . . . . . . . 918.596.7786
Mayor’s Action Center  . . . . . . . . . . . . . . . . . . 918.596.2100
Minority Certification  . . . . . . . . . . . . . . . . . . . 918.596.7818
Tulsa City License Center . . . . . . . . . . . . . . . . . 918.596.7640
Tulsa City-County Library . . . . . . . . . . . . . . . . . 918.596.7977
Tulsa Metropolitan Area
Planning Commission  . . . . . . . . . . . . . . . . . . . 918.584.7526

Oklahoma Tax Commission –
Administration  . . . . . . . . . . . . . . . . . . . . . . . . 918.581.2751
Oklahoma Tax Commission –
Taxpayer Assistance . . . . . . . . . . . . . . . . . . . . 918.581.2751
Secretary of State (Incorporating) . . . . . . . . . . . 405.521.3911
Tax Withholding . . . . . . . . . . . . . . . . . . . . . . . 918.581.2399

FEDERAL
ADA Regional Office . . . . . . . . . . . . . . . . . . . . 713.520.0232
Internal Revenue Service (Tulsa Office)  . . . . . . . 918.622.8482

TULSA COUNTY
County Clerk
(Certificate of Fictitious Name) . . . . . . . . . . . . . 918.596.5801
Health Department
(Food Handler’s Permit) . . . . . . . . . . . . . . . . . . 918.582.9355

IRS Employee Identification Number . . . . . . . . . 800.829.1040
Social Security Office . . . . . . . . . . . . . . . . . . . 800.772.1213
Tax Withholding – Forms Center . . . . . . . . . . . . 800.829.3676
U.S. Small Business Administration –
Oklahoma . . . . . . . . . . . . . . . . . . . . . . . . . .  405.609.8000

Tulsa County Bar Association
(Legal Referral Service) . . . . . . . . . . . . . . . . . . . . . . . 918.587.6014
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Southwestern Payroll Service
Direct Deposit

Let us handle your payroll,
so you can focus
on running your business!

Checks & Reports
Payroll Tax Service
Applicant Tracking
Paperless Onboarding
Time & Labor Management
Garnishment Administration
Pay-As-You-Go Workers’ Comp
HR Information System
Employee Self Service
Benefit Accurals

11008 E. 51st Street
Tulsa, OK 74146
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MAKE YOUR OWN PATH
Grow your business,
empower your
employees.

At Tulsa Tech we customize our training to
meet your needs. Enhancing your training
and professional development is more
affordable than you think.
We meet with your team to provide
extensive and fully-customized solutions
to your needs ...and we offer our services
in our facility or yours, in less time and less
money.
For information about our services and
how you can strengthen your workforce
and gain a competitive edge, call
918.828.5000 or visit tulsatech.edu.

High School
Adult
Corporate Training
Entrepreneurship Classes
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