Starting a Business / ASP 5861 
Starting and Managing a Business (Competency 7)	946-563
	Worksheet 1  Information Phase	Due Date: 	



	Candidate’s Name: 	
Centre: 	
Permanent Code: 	


Instructions:	Write a summary description of what you have learned about each of the following in the table below.

	Legal Forms of Business Organizations in Quebec

	Sole Proprietorship
	To operate Sole proprietorship

	
	Business, documentation needed include 

	
	Licensing for the business, permit for both sales and tax and business name registration.

	General Partnership
	 The legal documents required partnership

	
	In general partnership include  the one indicating the employment contract, partnership agreement, website terms of use, employment contract, website privacy policy, memorandum of understanding, sale of goods agreement, dissolution of partnership deed  and supply of services agreement.

	
	

	Corporation
	 The legal documents needed 

	
	Include  the bylaws for the corporation, the operation agreement for the LLCs, the memorandum of understanding, business plan, online terms of use, non disclosure agreement, meeting minutes, online privacy policy and the apostille.

	
	

	Cooperative
	The legal documents would include

	
	Documents showing patronage commitment, financial commitment, statement of purpose and one showing the bylaws.

	
	

	Other types of businesses
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	Legal Responsibilities for Starting a Business (Sole Proprietorship)

	Registering your Business
(Business Number)
	Sole proprietorship business does not really need to get registered 

	
	For it to start operating.

	Reservation of a Company Name
	Sole proprietorship business usually operate under personal name 

	
	As the legal name or may have a fictitious name that is used in doing business.

	Federal or Provincial Charter
(Incorporation, Head Office)
	 The sole proprietorship business usually need to acquire the 

	
	Payroll ID for federal level.

	
	

	Sales Tax Registration
	 Sole proprietors are usually required to pay the sales taxes to their

	
	State on products and services that are taxable. However, they do not need to register with the state.

	Labour Standards
	 SP business is allowed to hire employee. If an employee is not 

	
	An independent contractor, then the owner is supposed to get employee identification number for his or her employee.

	
	

	Payroll Deductions
	When one works for an employer, you pay the employee’s portion w

	
	While the employers pay the other half. Therefore, a sole proprietor deducts half the portion of tax then caters the other half.

	Occupational Health and Safety
	 OSHA only applies to self proprietors since most of them do not

	
	Have employees. 

	
	

	Income Tax
	 A sole proprietor should report the business income as well as the 

	
	[bookmark: _GoBack]The losses that they make when making personal income tax return. 
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	Accounting Requirements/Basic Accounting Knowledge

	Chart of Accounts
	· Basically, they I include a numbered list that shows the 

	
	Account that a given company has in its general ledger.

	Accounts
	· A general ledger usually has all the accounts where 

	
	Transactions for any given company assets are recorded. Revenue, expenses as well as liabilities are also recorded.

	Accounts Receivable
	·  They are typically listed in the balance sheet and indicated

	
	as current asset. 

	Accounts Payable
	 The sum for all outstanding amounts that are owed to the vendors 

	
	Is usually shown as the AP balance for the company’s balance sheet.

	Bookkeeping
(Daily, Monthly, Yearly)
	Transactions for any given company are recorded on regular 

	
	basis.  It also involves recording receipts, purchases, payments and sales.



	Basic Accounting of Taxation
(Sole Proprietorship)

	Profits
	 The profits made in SP business are considered as personal 

	
	Income.

	Withdrawals
	It happens when the owner withdraws money from the SP

	
	Business for his own personal use.

	Dividends
	 Before any income taxes are levied, the owner usually receives 

	
	The profits in sole proprietorship type of business.



	Requirement: Sufficient, relevant information provided.
	Yes    No
  
(1.1)


Note to the Examiner: Transfer the result to the candidate’s Evaluation Form.
