
BUSINESS GUIDE

To the Choctaw proud, 
ours is the sovereign nation offering 

opportunities for growth and prosperity



OUR SERVICES

RESOURCE CONNECTION

ACCESS TO TRAININGS

Business services provided to qualified tribal members:

	 •	Business Planning	 •	 Furniture Fixture Program	 • Marketing
	 •	Business Taxes	 •	Training Scholarships			  - Research
	 •	Business Counseling	 •	Business Registration			  - Logo Design
							      - Materials	

	 •	 Access to other Choctaw Nation Businesses
	 •	 Bid Assistance
	 •	 Minority Business Registration
	 •	 5K Forgiveable Loan Program
	 •	 Networking Opportunities
	 •	 Connection to Lenders

	 •	Tax Workshops
	 •	Online Trainings
	 •	Trainings Provided by CSBDS & Business Partners

“Developing small business opportunities for Choctaws is an important part 
of establishing a self-sufficient lifestyle in the Choctaw Nation. I want to 
provide the tools our Tribal Members need to start, grow and maintain their 
small businesses.”

- Chief Gary Batton

Additional information is available at
choctawsmallbusiness.com or choctawnation.com

Living out the Chahta spirit 
of faith, family and culture.

CSBDS does not provide any direct or financial support
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ENTREPRENEUR CHARACTERISTICS

•	 Education or work experience 
	 in your industry
•	 Strong work ethic
•	 Effective time management skills
•	 Ability to multi-task
•	 Management skills
•	 Decisive
•	 Supportive family
•	 Self-Motivated
•	 Resourceful
•	 Responsible
•	 Organized
•	 Persistent

START-UP COSTS

•	 Tools or equipment
•	 Leasehold improvements
•	 License and permits
•	 Professional fees
•	 Initial Inventory
•	 Working capital reserve fund

Inadequate capital is a key reason that small businesses fail.

Leslie Clark
Clark Agency, Farmers Insurance

ENTREPRENEUR CHARACTERISTICS
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ADMINISTRATION
Answering phones, handling 
paperwork, office management and 
insurance issues.

MARKETING
Creating and promoting your 
company’s image via advertising, PR 
and more.

ACCOUNTING 
Bookkeeping, taxes, payables 
and receivables.

SALES/CUSTOMER SERVICE
Prospecting for new leads, cold calling, 
making sales presentations and closing. 
Taking orders, handling complaints and 
building relationships.

HUMAN RESOURCES
Hiring, firing and 
managing employees.

INFORMATION TECHNOLOGY
Choosing purchasing and 
troubleshooting technology.

PRODUCTION AND 
FULFILLMENT
Manufacturing your product or 
arranging to have it made; shipping 
and warehousing.

PHYSICAL LOCATION
Selecting your location, negotiating 
leases and maintaining site.

AS AN ENTREPRENEUR YOU WILL WEAR MANY HATS
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How much is your monthly cost of living? 
What areas can you cut back in spending? 
How much outstanding debt do you carry? 

How much do you have in savings? 

Continue full-time employment 
until your business can 

pay your salary.

Spouse’s income can cover all family 
monthly living expenses.

Save enough to cover 6 - 18 months 
of expenses. This is the average time it 
takes a new business to make a profit. 

Investor or Bank Loan to cover start 
up costs as well as 6 -18 months 

of expenses.

FINANCIAL RESOURCES
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WHAT IS YOUR IDEA?
Organize your thoughts and ideas about your small business. 
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Kimberly Naifeh-Wagoner – Dining Around Café and Catering, INC
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What resources 
do I have 

available to me? 

What unique 
skills/talents 
do I possess? 

What products/services 
are needed in my 

community?

BUSINESS IDEA GENERATION

EXAMPLE OF RESOURCES

•	 Financial
•	 Skills or Education
•	 Equipment or Tools
•	 Human Capital
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RESOURCES SKILLS/TALENTS 

PRODUCTS/SERVICES

MY BUSINESS IDEA GENERATION

MY RESOURCES AVAILABLE

__________________________
__________________________
__________________________
__________________________

BUSINESS IDEAS TO RESEARCH

__________________________
__________________________
__________________________
__________________________
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DOES YOUR BUSINESS OFFER GOODS OR SERVICES?

SERVICE BUSINESS

•	 This type of business generates income by 
providing services instead of selling physical 
products.

•	 A typical service business provides intangible 
service such as landscaping, cleaning, consulting, 
business advising, tree clearing service.

•	 Service companies don’t usually 
	 carry inventory.

•	 These businesses can be easier to run because 
there is no inventory and no cost of goods sold 
when it comes to accounting.

Examples: Lawn Care, Hair Dresser, Barber, 
		  or Mechanic

PRODUCT BASED BUSINESS

•	 A product-based business sells tangible products.

•	 A product-based business includes retail clothing, 
grocery stores, shoe stores, restaurants and 

	 bead stores.

•	 This type of company must maintain inventory. 
	 This makes accounting more difficult than 
	 service businesses.

Andy Byrd
Snowbyrds Shaved Ice
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DOES YOUR BUSINESS OFFER GOODS OR SERVICES?

GOODS SERVICES

TANGIBLE

HOMOGENEOUS

CAN BE SEPARATED 
FROM DEMAND

LASTING

NO CUSTOMER 
RESOURCES

INTANGIBLE

HETEROGENEOUS

INSEPERABLE
FROM DEMAND

PERISHABLE

CUSTOMER 
RESOURCES

Micky Lloyd
Common Roots Mercantile 
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TYPES OF BUSINESSES
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TYPES OF BUSINESSES

ADVANTAGES

•	 You’re not hampered by the previous image 
or equipment of an existing business.

•	 You can choose your own location, 
	 name and logo, and build your own 
	 business relationship.

•	 You can explore new markets 
	 and directions.

ADVANTAGES

•	 You gain an established customer base, 
location and supplier relationships.

•	 The business is a known entity with a 
proven formula and name recognition.

•	 You can review the business’s records before 
buying to make sure it’s profitable.

•	 Since the business has a track record, it may 
be easier to obtain financing.

BUYING AN EXISTING BUSINESS

STARTING A NEW BUSINESS

DISADVANTAGES

•	 You have no existing customer base to 
build on.

•	 You’re taking a bigger risk than if you were 
buying an existing business.

•	 Because your business has no track 
record, it will be harder to find financing.

DISADVANTAGES

•	 Hidden problems with the business could 
come back to haunt you- such as debts, loans 
or misrepresentations about profitability.

•	 The business has a reputation, but is it always 
a good one?

• 	 The business’s inventory could be obsolete; 
its assets and/or goodwill could be inflated. 

• 	 Employees may be loyal to the former owner, 
causing management issues.

•	 There’s no guarantee the business’s success 
will continue under your ownership.
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TYPES OF BUSINESSES

ADVANTAGES

•	 As a franchise you become part of a system 
with a well-known image and proven 
products or services. 

•	 You have the marketing and sales power of 
the franchisor behind you. 

•	 You get training and guidance from 
	 the franchisor.

•	 You’re part of a network and can turn to 
other franchisees for help.

ADVANTAGES

•	 Working from home is convenient.

•	 You save money on commuting, dry 
cleaning, lunches out and other 

	 daily expenses.

•	 You have a flexible schedule and can work 
when you want.

•	 You could gain tax advantages since you 
could deduct the portion of your home 
used for business.

HOME-BASED BUSINESS

BUYING A FRANCHISE

DISADVANTAGES

•	 You don’t have as much freedom as an 
independent business owner.

•	 You must pay ongoing royalties and 
	 other fees.

•	 You must sign a binding contract that limits 
your ability to exit the business.

•	 The franchisor’s problems - whether 
financial, image or otherwise - are your 
problems, too.

DISADVANTAGES

•	 Zoning or deed restrictions may prohibit 
home-based businesses.

•	 Working from home can be isolating 
	 and lonely.

•	 As a home-based business, you will have 
more difficulty finding financing.

•	 Distractions from family or neighbors may 
make it hard to work.

•	 Home-based businesses are often subject to 
IRS scrutiny.
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TYPES OF BUSINESSES

ADVANTAGES

•	 Startup costs are lower than with a brick-
and-mortar business.

•	 You can do business with customers all over 
the country or world.

•	 Customers appreciate the convenience of 
accessing your business 24/7.

•	 You have the flexibility to do business from 
anywhere, anytime. 

ADVANTAGES

•	 A nonprofit may qualify for government or 
foundation grants.

•	 Nonprofit status offers protection from 
liability for directors and employees of 

	 the business.

•	 You can pay salaries to employees and 
consulting fees to contractors. 

NONPROFIT ORGANIZATION

ONLINE BUSINESS

DISADVANTAGES

•	 Low conversion rates - on average, fewer 
than 5% of visitors to an e-commerce site 
make purchases.

•	 Low barriers to entry for an online business 
means there is more competition.

•	 Visitors have high expectations for online 
businesses and less tolerance for problems. 

•	 Being unable to touch merchandise can 
make customers less likely to buy. 

DISADVANTAGES

•	 A nonprofit must focus on educational or 
charitable purposes and cannot profit those 
who created the organization.

•	 All profits remain within the organization.

•	 You must apply and qualify for 501(c)(3) 
status or sales tax exemption. 
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WHAT IS YOUR LEGAL 
BUSINESS STRUCTURE?
Choose the best way to legally organize your small business.
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HOW TO ORGANIZE YOUR BUSINESS

SOLE PROPRIETOR
A business that is owned by a single individual

•	 What’s good about it?
	 o	 Simple to organize
	 o	 Owner makes all decisions
	 o	 Minimum legal restrictions
	 o	 Owner receives all profits
	 o	 Business is easy to discontinue

•	 What’s bad about it?
	 o	 Owner has unlimited liability
	 o	 May not be able to raise capital

PARTNERSHIP
A relationship between two or more persons who join together to carry on a trade or business. 

General Partnership: Agreeing with one or more individuals to jointly own or share the profits of a business. 
There is no limit on the number or type of partners (ie: individuals, other partnerships, or corporations).  

Limited Partnership: Consists of one or more general partners (ie. Those who are generally liable for 
the business) and one or more limited partners (ie: those who have limited liability). Must file organizing 
documents with the Secretary of State.  

•	 What’s good about it?
	 o	 Easy to organize
	 o	 Greater financial strength than sole proprietor
	 o	 Combines skills and judgments
	 o	 Define legal status
	 o	 Each partner has personal interest

•	 What’s bad about it?
	 o	 Unlimited liability for each partner
	 o	 Decision authority is divided

For more information on Sole Proprietor
 please see to page 49
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HOW TO ORGANIZE YOUR BUSINESS

CORPORATION
C Corporation: Income goes to the corporation. Dividends are paid to stockholders. 

Sub S Corporation: Income is taxed similar to partnership. Income and expenses are divided among 
shareholders who report on individual income tax returns.  

•	 What’s good about it?
	 o	 Life of corporation is perpetual
	 o	 Stockholders have limited liability
	 o	 Transfer of ownership is easy (sell stock)
	 o	 Management may be more efficient

•	 What’s bad about it?
	 o	 Subject to special taxation
	 o	 Cost more to organize
	 o	 Subject to State and Federal Controls
	 o	 Charter may restrict type of business activities 

A Corporation would only be necessary if you foresee your company going public (selling stock) or seeking 
lending not personally guaranteed by the owners or members.

LIMITED LIABILITY COMPANY
Possesses combination of corporate and partnership characteristics. Provides the benefits of partnership 
income taxation with limited personal liability for the members. Hybrid use of the business structure.    

•	 What’s good about it?
	 o	 An LLC is organized to qualify for taxation as a:
		  -	 Partnership = two or more members
		  -	 A sole proprietor = one member
	 o	 No member is liable for debts and liabilities of another LLC member
	 o	 No limitations on what persons or types of entities may be LLC members
	 o	 Perpetual like a corporation
	 o	 One person may qualify for LLC status

•	 What’s bad about it?
	 o	 Tax and liability benefits vary from state to state
	 o	 May not be used by banking or insurance companies or nonprofit organizations
	 o	 Can elect to be treated as a corporation
		  -	 IRS Form 8832 (entity classification election). Automatic default if not filed.

For more information on LLC
 please see to page 60
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BUSINESS PLAN
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BUSINESS PLAN OUTLINE

I.	 EXECUTIVE SUMMARY (WRITE THIS SECTION LAST)
	 The purpose of the executive summary is to convince the audience to read 

the whole plan.  It should highlight the strengths and objectives of the plan 
(i.e., return on investment, sales, profit, market share, jobs created, community 
benefits, etc.).  Include a brief description of the business and its industry, as 
well as an explanation of the marketing opportunity. (WRITE this section 
last! It is an overview of your entire business plan.)

II.	 COMPANY BACKGROUND
	 Name, nature of business, history, affiliates, stage of development, unique 

features of products or services, any proprietary position (patents experience) 
and location. This is just a brief overview of the company description.

III.	 PRODUCT OR SERVICE DESCRIPTION
	 Create a list of every service and/or product that will be offered through your 

business. Be as descriptive as possible so that the reader will know without 
any question what you will be providing to your customers.

IV.	 MARKETING ANALYSIS AND MARKETING STRATEGY
	 Provide an in-depth analysis of the market for the product(s) and/or service(s) 

to be sold. Include the following:

	 A.	 Marketing Profile
1.	 Competition (be specific on location, pricing and 
	 products/services)
2.	 Trade/Service Area (what area will you market to)
3.	 Customer Profile (describe the actual and potential purchasers of 

the product or service by market segment)
4.	 Market Size (estimate the size of the total current market for your 

products and services, such as population of each target market) 
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BUSINESS PLAN OUTLINE

	 B. 	 Market Plan
Provide a detailed description of how the business will obtain its 
estimated market share and achieve its sales objectives.  Discuss your 
overall marketing strategies and plans and implementation time lines for:

1. Pricing (of each product or service provided)
2. Promotion (what forms of marketing will your business use)
3. Marketing Time line (make a planned time line for marketing plan)

V.	 MANAGEMENT
	 A.	 A listing of key managers, directors and principal owners,
		  including detailed resumes
	 B.	 Organizational structure (sole proprietorship, LLC, Corporation)
	 C.	 Compensation (Plan for paying yourself)
	 D.	 Plans for future staff

VI.	 OPERATIONS PLAN
	 A.	 Space and equipment requirement
	 B.	 Working capital requirement
	 C.	 Labor force
	 D.	 Geographic location advantages
	 E.	 Manufacturing aspects, sources of supplies, etc.

VII.	 PROJECT IMPLEMENTATION SCHEDULE AND GOALS
	 Provide an overall schedule of the specific activities necessary to start 

the business or implement the project and achieve its projected level of 
profitability.  Set sales goals within each section. This is your business time line 
and will help you stay on track in order to be successful.

IX.	 FINANCIAL PROJECTIONS
	 A.	 Financial Projections for 1 Year (Broken down monthly)
	 B.	 Financial Projections for 3 Years (Broken down yearly)

You will need to justify how you came up with your numbers. While these numbers 
are projections, you must be able to explain how you came to these numbers.  
Templates are available upon request from your advisor. Examples are also included in 
this book.
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NOTES

Eva Knight – Hochatown Salon
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LEAN BUSINESS PLAN

WOODEN GRAIN TOY COMPANY

IDENTITY 
Wooden Grain Toys manufactures high-
quality hardwood toys for children 
aged 3-10.

PROBLEM
Parents and grandparents are looking 
for high-quality, durable toys that will 
entertain kids and foster creativity.

OUR SOLUTION
Our handcrafted toys are made from 
solid hardwoods, and are designed with 
sufficient moving parts to engage young 
children without limiting imagination.

TARGET MARKET
The target audience is adults, 
specifically parents and grandparents 
who wish to give toys to their children 
or grandchildren.

THE COMPETITION
Wooden toys are part of a niche 
market with companies of all sizes. 
Large companies include Plastique 
Toys and Metal Happy Toys, which sell 
internationally. Smaller companies sell 
locally in shops, craft fairs, or online.

REVENUE STREAMS
Wooden Grain Toys will sell directly to 
customers at craft fairs and online.

MARKETING ACTIVITIES
Wooden Grain Toys will communicate 
with customers through an email 
newsletter, targeted Google and 
Facebook ads, social media, and in person 
at craft fairs.

EXPENSES
•	 Materials for toys including wood, 

steel, and rubber
•	 Craft fair fees and travel costs
•	 Inventory space for products

TEAM AND KEY ROLES
Currently, the only team member is the 
owner, Andrew Robertson. As profits 
increase, Wooden Grain Toys will look 
to add an employee to assist with social 
media and online marketing.

MILESTONES
As business grows, Wooden Grain 
Toys will advertise in target markets
– especially in advance of the 
holiday season.
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BUSINESS NAME:

IDENTITY PROBLEM

OUR SOLUTION TARGET MARKET

THE COMPETITION REVENUE STREAMS

MARKETING ACTIVITIES EXPENSES

TEAM AND KEY ROLES MILESTONES

LEAN BUSINESS PLAN

The Lean Business Plan is for educational purposes or to help get your business plan ideas organized. 
Please follow the provided business plan outline if you plan to seek outside financing or apply for the CDF $5K
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FINANCES
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Leah Ann Brooks – Texoma Wealth Management
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FINANCIAL PROJECTIONS

SALES  

How does your business make money? Break this down by product or service.  
COGS or Cost of Goods Sold. Include anything that you purchase to resell.  

EXPENSES 

Money spent, or costs incurred in an organization’s efforts to generate revenue, representing the cost 
of doing business. 

EXAMPLES:  
	 Owner Salary, Employee Salary, Marketing, Loan Payments, Office Supplies, Utilities, Insurance

We have included two templates for financial projections. We recommend using these during the 
start-up stages of your business. Every business has different categories on financial projections, so we 
have left these blank so that you can cater them to your specific business or industry. 

Kent Springer
K&D Customs
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FINANCIAL PROJECTIONS FAQS
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FINANCIAL PROJECTIONS FAQS
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FINANCIAL PROJECTIONS FAQS
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FINANCIAL PROJECTIONS FAQS
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TRADITIONAL FORMS OF FINANCING

OWNER’S EQUITY INVESTMENT 
As a rule of thumb, 25 to 30 percent of the business’s capital needs should be funded 
by its owner/s. This can come from savings, cashing in investments or the cash 
surrender value of an insurance policy. 

PARTNERS 
If you don’t have adequate capital yourself, consider taking on a business partner who 
can put money into your startup. 

FRIENDS AND FAMILY 
This can be in the form of debt (a loan) or equity (giving the friend or family member 
ownership in the business in return for their investment). 

LOANS 
These could be from banks or credit unions and could include home equity loans. 

CREDIT CARDS 
If you pay off the balance in full every month, credit cards can work, but if you don’t, 
this can become expensive very quickly. 

SALE OF CAPITAL STOCK 
Depending on the legal form of your business, you may be able to raise capital by 
selling stock. Be aware this means giving up some ownership. 

GRANTS 
For most for-profit businesses, grants are not available. If you are starting a nonprofit 
organization, however, grants may be an option. 

SBA GUARANTEED LOANS 
These loans are made by banks, but a percentage of the loan is guaranteed by 
the Small Business Administration, making banks more willing to take a risk on 
your business. 

ANGEL INVESTORS 
Angels are individual investors, often former entrepreneurs, who invest in promising 
companies. They may form angel groups and invest together. 

CROWD FUNDING 
Also known as crowd financing and crowd sourced capital, crowd-funding is an 
alternative method for raising financing for a business idea that gives business owners 
access to a broad swath of potentially interested investors via the Internet. The main 
types of crowd-funding are described on the next page. 
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TRADITIONAL FORMS OF FINANCING

BANK LOANS

When reviewing your loan application, lenders look for good credit, a feasible business 
plan, adequate owner equity and sufficient collateral. Perhaps most important, they 
look for management expertise and commitment. What real world experience do you 
and your key partners or employees have in managing this type of business? 

Here is what you’ll need for a bank loan application:

•	 Cover letter of introduction
•	 Summary of financial needs
•	 Business financial statements (3 years)
•	 Business tax returns (3 years)
•	 Projected cash flow statement (12 months)
•	 Collateral (both business and personal)
•	 Personal tax returns (3 years)
•	 Personal financial statements
•	 Resumé

The lender will also ask:

•	 Are there any legal claims, liens or judgments against you or your business?
•	 Are any assets pledged?
•	 Are your tax returns and payments up to date?
•	 Do you have any life insurance? If so, what is the face value or the cash value?
•	 What are your monthly household income and expenses?

Lacy Clay
My Favorite Things Boutique
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TRADITIONAL FORMS OF FINANCING

THE SIX C’s OF CREDIT

CHARACTER
	 •	 Trustworthiness
	 •	 Personal and business credit history
	 •	 Integrity
	 •	 Quality of references
	 •	 Experience in the business
	 •	 Impression you make on the lender or investors

CAPACITY
	 •	 Ability to repay the amount borrowed
	 •	 How soon you can generate positive cash flow
	 •	 When you will show a profit
	 •	 How large the profit will be
	 •	 Whether the profit can be sustained

CAPITAL
	 •	 The money you have personally invested
	 •	 Your ability to save money and accumulate growth in owner’s equity

COLLATERAL
	 •	 Secondary source of repayment
	 •	 Third-party guarantee
	 •	 Tangible assets
	 •	 Property
	 •	 Equipment
	 •	 Accounts receivable
	 •	 Inventory

CONDITIONS
	 •	 Terms of the loan, including:
		  –	 Intended purpose
		  –	 Amount requested
		  –	 Length of loan
	 •	 Local economic climate of industry
	 •	 Local economic climate of business

CASH FLOW
	 •	 Where the money to repay the debt will come from
	 •	 How the loan proceeds will be used
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MARKETING
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Jake Tannehill – Jet Tire Service Inc. 
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My startup cost is:

________________________

Self-Fund My Business?
My savings are:

_______________________

Borrow for My Business?
My credit score is:

_______________________

Can I Continue to Work?
W2 Monthly Income:

_______________________

My Sources of Equity are?

Cash on Hand _____________
Home Equity _ ____________
Other Equity _____________

MARKETING YOUR BUSINESS
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MARKETING YOUR BUSINESS

MY MARKETING STRATEGY

The perfect marketing campaign for one business may not work for another. 
To be successful, your marketing must be true to you, to your business – 
and to your customers.

PART 1: ME AND MY BUSINESS

What’s my mission as a business? 

What gets you excited to wake up and 
come to work every day?

What are my business goals? 

Think about what you want to achieve in 
the next 12 months.

PART 2: MY TARGET CUSTOMER

Who is the person most likely to 
love my product or service? 

What do they care about? What 
motivates them? What common 
personality traits or characteristics do 
they share?

Why should a customer choose 
me over the competition? 

What problem do you solve for your 
customers? What can you offer that no 
other business can?



40

MARKETING YOUR BUSINESS

MY MARKETING STRATEGY

PART 3: MAKING IT REAL

How can I reach my target
customer? 

This could include email, direct mail,
social media, in-store displays, trade
shows, word-of-mouth, referrals, etc.

What am I currently doing – is it
working?  

Think about your current marketing
activities – can you tell if they 
are working?

What does success look like?  

For your chosen marketing activities,
what are good measures? It could be
store traffic, increased engagement
with your social media channels,
website page views, email clicks, etc.
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MARKETING YOUR BUSINESS

FREE MARKETING TOOLS
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MARKETING YOUR BUSINESS
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MARKETING YOUR BUSINESS
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ADDITIONAL
CONSIDERATIONS
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ADDITIONAL CONSIDERATIONS

ADDITIONAL CONSIDERATIONS

State of Oklahoma Business Start-up Guide
Visit this link to view or download:
https://okcommerce.gov/wp-content/uploads/2015/06/Oklahoma_Business_Startup_
Guide.pdf

PROFESSIONAL AND OCCUPATIONAL LICENSES AND PERMITS
In Oklahoma, there are state laws that require various types of businesses, or their 
owner(s), to obtain professional or occupational licenses or permits. However, 
obtaining operational licenses or permits are different from the initial steps and 
requirements involved with registering a business name, filing a formal legal structure, 
or obtaining a federal employer’s ID number.

Traditionally, obtaining an operating license requires the owner or certain employees 
pass a qualifying examination. On the other hand, obtaining a permit usually only 
requires submitting specific information pertaining to the business. However, 
certain agencies call the authorizing document they issue a license, even though the 
application does not require an exam, but instead mirrors the process required for 
a permit.

While several types of businesses in Oklahoma are required to have a state license 
or permit to operate, many others are not. For instance, a state license is required 
to operate a plumbing service, an insurance agency, or a hair salon; while one is 
not required to operate a travel agency, a janitorial cleaning service, or a general 
construction company. A license or permit is needed to operate a trucking company, 
a public accounting service, or a day care center; while they are not required to 
operate an auto repair service, a photography studio, or a carpet cleaning service.

Retail businesses sell tangible items to the general public for final use (i.e. grocery, 
clothing, appliance and hardware stores). Retail business owners in Oklahoma are not 
required to obtain a traditional license. However, they are required to obtain sales tax 
permits for their locations from the Oklahoma Tax Commission (OTC) 
www.tax.ok.gov and to collect and remit sales tax revenue. Additional special 
permits may also be required for selling specific items such as beer, cigarettes, and 
motor fuels, which are sold in large volumes at convenience stores. Wholesalers and 
manufacturers are required to get exemption permits regarding state sales taxes 
from OTC.
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ADDITIONAL CONSIDERATIONS

EMPLOYEE INCOME TAX AND OTHER PAYROLL BENEFIT WITHHOLDINGS

New businesses in Oklahoma, with employees, must set up an account with the OTC 
for withholding and remitting state income taxes from the wages and salaries paid to 
their employees. Such businesses must also contact the Oklahoma Employment Security 
Commission to file an OES-1 Application for Oklahoma UI Tax Account Number so that 
their unemployment insurance tax liability can be determined. If it’s determined that the 
business is liable to pay unemployment insurances taxes, they must report the wages 
subject to unemployment insurance and pay their allotted portion of unemployment 
taxes on a quarterly basis. Each employer’s unemployment insurance tax rate will be 
calculated individually based on that specific employer’s situation. 

Likewise, business owners with employees are required to obtain the necessary form and 
set up accounts with IRS to withhold and pay federal income and Social Security taxes 
from the wages and salaries of their employees. 

ADDITIONAL CONSIDERATIONS

City and County Permits and Registrations
Each city and county have different requirements on business registration, but all State of 
Oklahoma Business Registrations supersede county and city registrations.

In short, if you go to the county courthouse first, they may have registered your DBA 
Name or LLC in the county that you live in but did not instruct you to file it with the 
State of Oklahoma. Also, many counties direct you straight to the Oklahoma Secretary 
of State and do not allow county registrations.

Please check with the county courthouse and city hall in your community to check for 
any additional business registration or permits needed for your small business.

Contact your Small Business Advisor for more information.
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ADDITIONAL CONSIDERATIONS

INSURANCE

It may not be the first thing you think about when starting a business, but if you don’t
purchase proper insurance, all your hard work could disappear in the blink of an eye.
Consult an insurance broker to determine what types of insurance you need.

Property – Covers fire and other loss to buildings, building contents, inventory, and 
home-based businesses. Add-ons such as business interruption insurance can expand 
this coverage.

Liability – Covers bodily injury and property damage to others caused by accidents 
on your property, such as if a customer slips and falls at your place of business.

Motor vehicle – Covers bodily injury and property damage resulting from the 
business use of your motor vehicles, such as if an employee drives a company van to 
make deliveries.

Umbrella Liability – Provides additional liability insurance above the limits in your 
basic automobile and general liability policies.

Worker’s compensation – Covers injuries, death, and loss of wages to workers 
injured on the job, including the owner, and protects you against employee lawsuits 
for damages.

Health – If you rely on your current job for health insurance, you’ll need to look into 
private health insurance options before starting your business.

Life – Many business partners buy “key man” life insurance on partners in the 
business. If one owner dies, the proceeds enable the surviving partners to buy his or 
her share from their heirs. 
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FILE A TRADE NAME REPORT
“DBA”
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TRADE NAME REPORT “DBA”

FILE A TRADE NAME REPORT (COMMONLY REFERRED TO AS A DBA) IF:

•	 You are a sole proprietor needing to register your name with the Secretary 
	 of State.
•	 You have organized your business under a formal legal structure such as an LLC 

and wish to operate a business under a name other than the name of your LLC.

Example:
John wants to open a coffee shop and he chooses to organize his business as a 
sole proprietorship. John would simply need to file a Trade Name Report with the 
Oklahoma Secretary of State.

Pam and Josh are members of Smith Enterprises LLC. They wish to open a coffee shop 
owned by the LLC but do not want to call the coffee shop Smith Enterprises LLC. They 
would like to call the Coffee Shop Chahta Coffee. They would need to file a Trade 
Name Report. 

Kelly Hughes
Designer Cakes
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REGISTER YOUR BUSINESS
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REGISTER YOUR BUSINESS
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TRADE NAME REPORT “DBA”

Step by step instructions to complete a Trade Name Report online.
https://www.sos.ok.gov/corp/tradeName.aspx?Ety=3 

** Select Business Entity Not Registered With The Oklahoma Secretary of State if you 
are registering the DBA as an individual 

** Select Business Entity registered with the Oklahoma Secretary of State if you are 
registering a DBA under your LLC

Step 1

Step 2
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TRADE NAME REPORT “DBA”

Step 3

Step 4
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TRADE NAME REPORT “DBA”

Step 5

Step 6
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TRADE NAME REPORT “DBA”

Step 7

Step 8
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TRADE NAME REPORT “DBA”

Step 9

Step 10
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TRADE NAME REPORT “DBA”

Step 12

Step 11
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TRADE NAME REPORT “DBA”

Step 13

Step 14
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TRADE NAME REPORT “DBA”

Step 15

Step 16
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LLC - LIMITED 
LIABILITY COMPANY
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LLC FILING

Step by step instructions to complete a LLC online.
https://www.sos.ok.gov/corp/filing.aspx

Step 1

Step 2
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LLC FILING

Step 4

Step 3
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LLC FILING

Step 5

Step 6



66

LLC FILING

Step 7

Step 8
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LLC FILING

Step 9

Step 10
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LLC FILING

Step 12

Step 11
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LLC FILING

Be sure to continue the process by selecting BEGIN CHECKOUT. 
You will need to pay $100 via debit or credit card.

Step 13

Step 14
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LLC FILING
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WHY DOES YOUR LLC NEED AN OPERATING AGREEMENT?

AN OPERATING AGREEMENT ESTABLISHES THE STRUCTURE OF 
YOUR COMPANY

A great advantage of having an LLC is choosing how you’ll split profits, workload, 
distribution of shares and more. In more rigid structures like S-Corps or C-Corps, 
you have less flexibility to choose the roles and rights of each business owner. For 
example, in a C-Corp, if you’ve invested 20% of the capital in the company, you’re likely 
to receive 20% of the profits or losses. An LLC allows you to set this up differently. 
For example, say that our hypothetical 20% owner actually does 80% of the work, 
whereas her partner invested 80% but does only 20% of the work. In their Operating 
Agreement, these partners could choose to split the profits and losses 50%. 

IT HELPS PROTECT YOUR LIMITED LIABILITY STATUS 

LLCs, especially one-person LLCs, are given much more respect by courts if they’ve 
created an LLC Operating Agreement. Without the formality of the operating 
agreement, your company may be viewed as a partnership or sole proprietorship. This 
could have consequences down the road and may even jeopardize your limited liability.  
To get the full protection from liability that an LLC offers an LLC Operating Agreement 
must be in place. 

Attached is a simple fill in the blank Operating Agreement.  If your LLC has a more 
complicated structure or you feel it needs to be more specific, an attorney can assist 
you with an LLC unique to your business. 
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OPERATING AGREEMENT?
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David Robertson
Junkin’ on 6th Street

OPERATING AGREEMENT?
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REGISTER WITH THE IRS

FEDERAL EMPLOYER IDENTIFICATION NUMBER OR EIN

Your federal tax ID numbers – also known as an Employer Identification Number 
(EIN) – work like a personal social security number, but for your business. They let 
your small business pay state and federal taxes. 

Your Employer Identification Number (EIN) is your federal tax ID. You need it to pay 
federal taxes, hire employees, open a bank account, and apply for business licenses 
and permits. 

It’s free to apply for an EIN, and you should do it right after you register 
your business. 

Your business needs a federal tax ID number if it does any of the following: 
•	 Pays employees
•	 Operates as a corporation of partnership
•	 Files tax returns for employment, excise, or alcohol, tobacco, and firearms
•	 Withholds taxes on income, other than wages, paid to a non-resident alien
•	 Uses a Keogh Plan (a tax-deferred pension plan)
•	 Works with certain types of organizations

Apply for an EIN with the IRS assistance tool. It will guide you through questions and 
ask for your name, social security number, address, and your “Doing Business As” 
(DBA) name. Your nine-digit federal tax ID becomes available immediately 
upon verification.  

Be sure to print or save your EIN for future use.
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REGISTER WITH THE IRS

Step 1

Step 2
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REGISTER WITH THE IRS

Step 3

Step 4



78

REGISTER WITH THE IRS

Step 5

Step 6
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REGISTER WITH THE IRS

Step 7

Step 8
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REGISTER WITH THE IRS

Step 9

Step 10
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REGISTER WITH THE IRS

Step 11
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REGISTER WITH THE IRS

Step 12
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REGISTER WITH THE IRS

Step 13
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REGISTER WITH THE IRS
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REGISTER WITH THE IRS
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Lance Sconyers – Poteau Family Fitness
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NOTES
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OKLAHOMA STATE 
TAX PERMIT
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OKLAHOMA STATE TAX PERMIT
Under Oklahoma law, state sales tax must be charged and collected on all transfers of 
title or possession of tangible personal property for valuable consideration that occur 
within this state. Sales tax is also levied on certain services that are provided in this state. 
If the transaction occurs within the boundaries of a county or municipality that also 
levies a sales tax, the applicable county or municipal sales tax must also be charged and 
collected.

Because you pay sales tax after the sale, you can present an Oklahoma Sales Tax 
Exemption Certificate to avoid paying sales tax twice for any item you intend to sell. 
You CANNOT use this exemption for consumable items that you will use in the normal 
course of business. 

EXAMPLE:
Bags to hold merchandise, Receipt Paper, and decorations used in your business 
are not exempt. 
Merchandise that you sell in your store, like a t-shirt or candy bar is exempt. 

Oklahoma State Sales Tax is levied at 4.5 percent of the gross receipts from the sale or 
rental of tangible personal property and from the furnishing of specific services, including 
printing and advertising (except in newspapers, periodicals, and on billboards, as well 
as any advertising through the electronic broadcast media, including radio, television 
and cable television), transportation and auto parking, admissions, lodging and meals, 
telephone service and the furnishings of other public utilities, such as electricity and 
natural gas, with the exception of water. State sales tax does not apply to electricity 
or natural gas utility bills for residential property but remain subject to any applicable 
municipal and county taxes in effect at the time of sale. The furnishing of natural or 
artificial gas and electricity for commercial use, such as retail stores, warehouses, etc, 
is subject to state, city and county sales tax. Natural gas and electricity used directly in 
the manufacturing process is exempt if the manufacturing company holds an exemption 
certificate.

There are several other exemptions from sales tax, including general exemptions, 
agricultural exemptions and tax-exempt from sales tax. Prescription drugs for human 
consumption are exempt from sales tax. This exemption does not apply to proprietary or 
patent medicines.

OKLAHOMA SALES TAX
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Oklahoma law allows incorporated cities and towns to levy sales taxes for general 
and specific purposes of municipal government. Local tax ordinances must be 
approved by a majority vote in a citywide election. There is presently no maximum 
local rate that may be levied by cities and towns. Counties may levy a county sales 
tax not to exceed 2 percent. The county sales tax is in addition to the existing 
4.5 percent state and applicable municipal tax. Municipalities and counties can 
form a transportation trust and elect to have a tax not to exceed 2 percent to be 
deducted for building roads. This tax is in addition to city and county sales tax.
Sales tax permits require a $20 fee with additional locations costing $10. The 
license is renewable every three years from the date the permit was issued, if the 
business is in good standing.

We encourage you to meet with your Small Business Advisor for more 
information and to assist you in registering for a FREE tax workshop from 
the Oklahoma Tax Commission. 

To apply for an Oklahoma Sales Tax Permit visit https://oktap.tax.ok.gov/OkTAP/
Web/_/

View Step-By-Step Instructions to apply for a sales tax permit through the 
Oklahoma Tax Commission. 

OKLAHOMA SALES TAX
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OKLAHOMA SALES TAX

Step 1 Visit the Oklahoma Taxpayer Access Point website
https://oktap.tax.ok.gov/OkTAP/Web/_/
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OKLAHOMA SALES TAX

Step 2

Step 3
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OKLAHOMA SALES TAX

Step 4

Step 5
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OKLAHOMA SALES TAX

Step 6
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OKLAHOMA SALES TAX

Step 7
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OKLAHOMA SALES TAX

Step 8
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OKLAHOMA SALES TAX

Step 9

Step 10
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OKLAHOMA SALES TAX

Step 11

Step 12
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OKLAHOMA SALES TAX

Step 14

Step 13



100

OKLAHOMA SALES TAX

Step 16

Step 15
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OKLAHOMA SALES TAX

Step 17
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OKLAHOMA SALES TAX

Step 18

Step 19
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NOTES
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264
TRAINING EVENTS

Year-to-date, the Choctaw Nation has contributed

$1.1 Million to Cities & Counties
within southeast Oklahoma

The Choctaw Nation has over

10,860
Employees

J O B S  P R O V I D E D

S M A L L  B U S I N E S S 
D E V E L O P M E N T

B U S I N E S S  E X P A N S I O N

729
TOTAL  JOBS CREATED

86
BUSINESS  EXPANSIONS

B U S I N E S S  R E C R U I T M E N T

$300,000,000 CAPITAL  INVESTMENT AND 

THE CREATION OF  240 NEW JOBS.

 AN INVESTED  $500,000,000 WILL  BRING OVER 1 ,000 JOBS  TO  OKL AHOMA IN 2021

The Choctaw Nation partnered with the city of 

Durant and ODOC in recruiting CMC Commercial 

Metals Company, Inc., resulting in a

The Tribe has worked closely with local leaders and investors to attract 
industry and retail, increase tourism, assist existing businesses with 
expansion, and provide Tribal business support for Chahtapreneurs 
through our Choctaw Small Business Development program. We 
are committed to building rural America and take great pride in our 
past, incessantly work to improve our present, and look ahead for 
opportunities that connect people in meaningful ways. 

Our quality of life begins with livability and we recognize the 
need for continual advancement, particularly in the areas of 

transportation, education, healthcare, housing, tourism, and business 
and economic development. The Choctaw Nation is passionate 
about creating jobs, improving outcomes, and building workforce 
development initiatives, along with enhancing the economic vitality 
and sustainability of our communities and helping a diverse array 
of businesses thrive. We are Choctaw proud and continue serving as 
an enduring tribe that partners with our neighbors, businesses, and 
communities to bring positive change for the future.

To learn more, visit GrowChoctaw.com.

The Choctaw Nation of Oklahoma takes considerable pride in helping our 
communities achieve sustainable long-term growth.

C H O C T A W  C O M M U N I T Y  P A R T N E R  F U N D
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McCurtain 

LeFlore 
County

Haskell 
County

Latimer County

Choctaw County

Bryan County

Atoka County

Pittsburg 
County

 Hughes 
County

Coal County 

County

SMALL BUSINESS DEVELOPMENT
SERVICE AREA

580.924.8280
smallbusiness@choctawnation.com

Pushmataha County

Small Business Development


