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Introduction

As you work your way through the long list of preparations for deployment, the most
commonly missed piece is getting a business ready for the changes that will take place.
This guide was designed specifically to help make the process easier.

Changes that happen in business during a deployment will not only affect soldiers who own
a business themselves, but also soldiers who play a key role in another person’s business.
This guide will walk you through the basic steps of making decisions, and then start you on
the road to preparation by completing checklists and recording information.

This Guide has five sections that will be used in order:

Section 1 — Stay Open or Close the Business. Your first decision is whether to close a
business or keep it open (whether the closure is permanent or temporary). This is a big
decision to make, but an important one that needs to be thought through completely before
you proceed. In section one you will walk through some of the questions that should be
considered prior to making a decision.

Section 2 — Checklists. Here you will choose one scenario that most closely fits your
ownership situation and proceed through a checklist that applies to your decision to stay
open or close. There will be no need to complete more than one checklist unless your role in
the business changes prior to deployment.

Section 3 — List of Important Names and Information. After you have completed section
two it is important to record your decisions and communicate the information to people who
will need it in your absence.

Section 4 — Sample Letters and Announcements. These can be used as a guideline for
communicating with customers and vendors.

Section 5 - Post-deployment. Some hints for the adjustment upon your return.

Notes: We have left room for you to take notes while you are completing sections. These
will come in handy later.

This Business Readiness Guide for the Deploying Soldier was written specifically for you,
so we would like your feedback. If there are additional tools to add or changes that you
would like us to make to the Guide please contact us and we will review them for inclusion
in the next revision. Email to: info@msbdc.umass.edu.
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Section 1 - Stay Open or Close the Business

In order to make a decision about your business you first need to answer some important questions about
how your decision will impact you and the people around you. Answer these questions before you decide
what to do. After evaluating your answers we suggest you speak with an attorney and an accountant.

Stay
Yes | No Open | Close Notes

Do | plan to operate the business
upon my return?

Does the business provide income
necessary for me and/ or my family
to live while I’'m away?

Do I have financial obligations in
the business that have to continue in
my absence?

Is the business financially stable
now?

Is there someone who can operate
the business for me while I am
away?

Are there customers or vendors that
will be significantly affected if |
close?

Are there significant changes that
need to be made to the business
now?

Can the changes be made in my
absence?

If revenue falls off in my absence
will the business survive?

If sold, will I want to start up again
when | return?

Do I have time to sell my business
before | leave?

Do | know someone who would like
to buy my business now?

Do | know what my business is
worth?

Do I have a business plan?

If you need help answering any of these questions, contact your nearest SBDC for
a counseling session to walk you through the process.
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Section 2 - Scenario 1
Soldier is the Only Business Owner

Now that you have answered some questions about staying open or closing, here are some
checklists to walk you through the process. Choose the Checklist that applies to your
decision, and follow it through to the end. After you have finished the checklist continue on
to the next sections to ensure that you have prepared thoroughly:

Checklist 1A Keep the business open
+» Keep the business going as is; with someone filling in for you
+¢ Subcontract business to another company
+» Temporarily transfer customers to a competitor

Checklist 1B Close the business temporarily

Checklist 1C Close the business permanently by selling or dissolving the company

Notes:
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Checklist (1A) — Keep the Business Open

Task to Complete

Notify Business associates
of deployment

Contact Contact
INETE Number

Notify employees
¢ Who will they report
to?

Prepare list of your duties

Decide who will take over
your duties, then go over the
list to determine training
needs

Hire, subcontract or assign
duties and complete training

Notify regulatory and
professional organizations
(local, state, federal)

Notify Customers
< Who will take over
their accounts?

Notify Suppliers
% Who will handle
ordering and A/P?

Notify Attorney
% Assign authority
¢ Review ownership

Notify Accountant
s Tax reporting

*,

+« Training needed for
reading statements?

o,

+« New point of contact

Notify Bank and Lenders
+« Signing authority
“ New point of contact

Notify Insurance companies
% Signing authority
++ New point of contact
% Change in business
status or rates?

Take inventory of business
assets
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Checklist (1B) — Close the Business Temporarily

Task to Complete

Notify Business associates of
deployment

Contact Contact
Name Number

Notify employees
“+ Who will handle the
final payroll?
“* When can they leave?

Decide who will take over your
duties, then go over the list to
determine training needs

Notify regulatory and
professional organizations
(local, state, federal)

Notify Customers
+ Who are you
recommending?

Notify Suppliers

% Pay balances due and
set up for return

Notify Attorney
« Review ownership
% Assign authority for
details that come up
after departure

Notify Accountant
% Tax reporting
+ New point of contact
% Assign authority

Notify Bank and Lenders
+«»+ Signing authority
% New point of contact

Notify Insurance companies
% Signing authority
+«» New point of contact
% Change in business
status or rates?

0,

s Keep account open?

X/

Take inventory of business
assets
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Checklist (1C) —Close Permanently

Contact Contact
Task to Complete NI Number
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Notify Business associates of
deployment
Notify Attorney
% Review ownership
¢+ Assign authority for details
that come up after departure
Notify Accountant
% Tax reporting
¢+ Assign authority for details
that come up after
departure
s+ New point of contact

Determine the value of the business

Notify Bank and Lenders
+«+ Debt remaining? Negotiate
repayment
Notify employees
+* Who will handle the final
payroll?
% When can they leave?
Notify Customers
« Who are you
recommending?

Notify Suppliers
+ Pay balances due

Notify Insurance companies
+* Change in business status or
rates?
+ Keep account open?
Notify government, regulatory and
professional agencies (local, state,
federal)
Call a Business Broker to sell or
make contacts with potential buyers
¢+ Leave authority for someone
else to sell? (Be careful with
this one...)

Sell Assets
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Section 2 - Scenario 2
Soldier has Part Ownership in a Business

As the part owner of a business you need to work with the other owners to decide what will
be done while you are away. Choose the checklist that applies to your situation:

Checklist 2A Keep your ownership in the business and do one of the following:
¢+ Change nothing (your role in the business now is minimal)
++ Pass your responsibilities on to another owner
+ Hire someone to take over your duties

Checklist 2B Transfer your ownership in the company

Notes:
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Checklist (2A) — Part Ownership - Continue

Task to Complete

Notify Business partners of
deployment
++ Decide course of action

Contact Contact
Name Number

Notify employees
+» Who will they report to?

Prepare list of your duties and
responsibilities

Decide who will take over duties
and go over the list to determine
training needs

Hire, subcontract or assign
duties and complete training

Notify regulatory and
professional organizations
(local, state, federal)

Notify Customers
< Who will take over their
account?

Notify Suppliers
% Who will handle
ordering and A/P?

Notify Attorney
« Assign authority

R

% Review ownership

Notify Accountant
« Tax reporting
% Training needed for
replacement?
% New point of contact

Notify Bank and Lenders
% Signing authority
+ New point of contact

Notify Insurance companies
+« Signing authority
% New point of contact
+« Change in business
status or rates?

Take inventory of business
assets
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Checklist (2B) — Part Ownership — Transfer

Contact Contact
Task to Complete Name Number
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Notify Business associates of
deployment and closure

Notify employees

Notify Attorney
% Review ownership
++ Decide course of action
for sale
% Hire Broker
% Assign authority for
details after departure
Notify Accountant
% Review ownership
++ Decide course of action
for sale
% Assign authority for
details after departure
s Tax reporting

Notify Customers
« If appropriate

Notify Suppliers
< If appropriate

Notify Bank and Lenders

% Loans outstanding? Are
you a guarantor on any
of them?

¢ Assign authority for
details after departure

Notify Insurance companies
% Signing authority
% New point of contact
% Change in business status

or rates?

Notify regulatory and
professional organizations
(local, state, federal)

Take inventory of assets
s Sell assets to partners?
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Section 2 - Scenario 3
Soldier is the Spouse or Life-partner of a Business Owner

As the spouse or life partner of a business owner you probably have more responsibilities
than you realize. Even if you have no direct dealings or ownership of the business, chances
are you are there for support and back up. Whether it’s as the primary skill provider, doing
the books or plowing the driveway, you probably have a bigger impact than you realize.
Choose the checklist that applies to your situation:

Checklist 3A Continue doing business
% Change nothing (you have little or no interaction with the business
activities)
+ You will train your spouse/partner to do your jobs
¢ You will pass your responsibilities on to another person in the
company
¢ You will hire someone to take over your duties

Checklist 3B Close the business (see Checklist 1C)

Notes:
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Checklist (3A) — Spouse or Life Partner-Continue

Task to Complete

Notify partner of deployment
+¢ Decide course of action

Contact Contact
NETNE Number

Notify employees
“* Who will they report to?

Prepare list of duties

Decide who will take over duties
and go over the list to determine
training needs

Hire, subcontract or assign
duties and complete training

Contact resources to assist
partner with duties if needed

Notify Customers
« Who will take over their
account?

Notify Suppliers
+« Who will handle
ordering and A/P?

Notify Attorney
% Assign authority (POC)
+ Review ownership

Notify Accountant
« Tax reporting
% Training needed for
replacement?
% New point of contact

Notify Bank and Lenders
+«»+ Signing authority
% New point of contact

Notify Insurance companies

% Signing authority

+« New point of contact

% Change in business
status or rates?

X/

Take inventory of business
assets

Put together emergency plan
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Section 2 - Scenario 4
Soldier is Named to Inherit a Business Owned by Someone Else

This is probably not something you would like to think about, but what if a family member
or associate passes away while you are deployed, and you are the person named to take over
a business? If you know you are named to take over a business in a will or estate, there are

certain things that should be done in your absence. If this is not done, the business could
suffer for lack of planning.

4A. You (and possibly others) are named as executor to an estate with an actively
running business, and expected to take over the operations upon the owner’s death.

Checklist (4A) — Named to Inherit

Contact Contact
Task to Complete Name Number

o
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Notify Party that has named you
in their will or estate plan
+ Discuss confidentiality
and possible legal and
tax issues.
Contact Attorney (if
appropriate)
+ Review ownership
designation
++ Decide who will act on
your behalf and draw up
agreement.
++ Decide course of action
for maintaining business
or sell if appropriate
+« If more than one person
is to inherit, decide what
the responsibilities will
be.

Request inventory of assets

Request financial information
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Section 3 - List of Important Names and Information
In order to leave others in a position to best function in your absence there needs to be a list of important
names, contacts, and documents available to them. This list can be kept in a confidential place, or held by a
trusted person who can give out the information as needed.

Insurance Companies

+«» Health

Life

Fire, Theft & Property
Auto

Business Liability
Workers
Compensation

X/ 7
XA R XY

X3

S

X3

S

X3

%

Bank
+ Checking and savings
+ Loans, Lines of Credit
Other Creditors

Other Creditors

Credit Card Companies

Equipment Leases

Payroll Company

Licenses & Permits to do
Business

Customer List

Supplier List w/ terms

Attorney

Accountant

+» Bookkeeper
+» Taxes

Landlord

SBDC office

Contracts and grants

Inventory of business assets

Copy of Business Plan
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Section 4 - Sample Letters and Announcements

Keep the Business Open
Dear

This letter is to make you aware that | have been ordered to active duty with the
(U.S.Army, etc.), and will be leaving on ___ (date).

While I am away | will be leaving my business in the very capable hands of
(Name) who has an excellent working knowledge of (business name) and will make
sure that you continue to receive an outstanding product (or service).

Thank you for your support, and | look forward to working with you again upon my
return.

Sincerely,

Your name

Close the Business Temporarily
Dear

This letter is to make you aware that | have been ordered to active duty with the
(U.S.Army, etc.) and will be leaving on ___ (date).

After long consideration | have decided to temporarily close my business during my
absence, with the full intention of re-opening upon my return.

The last official date of my business will be (date). Therefore, | will be contacting you

soon to make sure that our business has been settled in a timely manner prior to closing.

Thank you for your continued support and I look forward to working with you again
upon my return.

Sincerely,

Your name
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Close the Business Permanently
Dear

This letter is to make you aware that | have been ordered to active duty with the
(U.S.Army, etc.) and will be leaving on ___ (date).

I have weighed all of my options carefully, and after long consideration | have decided
to close my business prior to the deployment.

The last official date of my business will be (date). Therefore, | will be contacting you
soon to make sure that our business has been settled in a timely manner prior to closing.

Thank you for your continued support; it has been a pleasure working with you.
Sincerely,

Your name

Note to Concerned Parties
Dear

This letter is to make you aware that | have been ordered to active duty with the
(U.S.Army, etc.) and will be leaving on ___ (date).

While | am away, (Name) will be handling your account.

Please offer (Name) the same courtesies that you would offer me, and note that
___(Name) has limited authority to enter into contractual, legal or financial
arrangements made on behalf of the business. If any of those are required, please
contact to obtain official documentation and authorization.

Thank you for your continued support and | look forward to working with you again
upon my return.

Sincerely,

Your name
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Section 5 - Post-Deployment

Before you leave understand that you may still have some loose ends to clean up upon your
return. If you decided to keep your business running or shut it down temporarily you should
go back to the checklist to remember what you did in preparation for the departure. It will
be tempting to jump back in and skip right to your old routine, but it’s important to review
EVERYTHING and make sure that you have taken necessary steps to get your business up
and running in a logical and legal manner. The people who helped keep things running in
your absence need and deserve time to adjust to your return, and you need to take the time
to sit with them and go over the details of what happened in your absence.

Remember that NO ONE RUNS YOUR BUSINESS LIKE YOU DO! So relax, and keep
an open mind while you listen and understand how things were run and how others had to
adjust to having an important person away from the business.

If you shut the business down completely and you have been considering starting a different
business there are many resources available to you through your local SBDC office. If
possible, take some online courses to help you get started when you return. If you would
like to go back to your old business with a clean slate, the same resources can help you start
fresh with a solid business plan and performance objectives.

Contact the National Small Business Development Center Office at www.asbdc-us.org to
find an advisor near you and to get information about online courses and training available
to Veterans and Service members.

A partnership program with the U.S. Small Business Administration and the Massachusetts Department of Business Development under
cooperative agreement 0-603001-Z-0022-30 through the University of Massachusetts Amherst, Isenberg School of Management. SBDCs are a
program supported by SBA and extended to the public on a non-discriminatory basis. SBA cannot endorse any products, opinions or services of
any external parties or activities. Reasonable accommodations for persons with disabilities will be made if requested at least two weeks in
advance by calling the State Office at 413-545-6301.

This project is funded by a grant from the U.S. Small Business Administration (SBA). SBA's funding should not be construed as an endorsement
of any products, opinions, or services. All SBA-funded projects are extended to the public on a nondiscriminatory basis.
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Resources and Contacts

U.S. Small Business Administration

Military Reservist Economic Injury Disaster Loan (MREIDL)
www.sba.qov/services/disasterassistance/militaryreservistsloans

The purpose of the Military Reservist Economic Injury Disaster Loan program (MREIDL)
IS to provide funds to eligible small businesses to meet its ordinary and necessary operating
expenses that it could have met, but is unable to meet, because an essential employee was
"called-up" to active duty in their role as a military reservist or National Guard member.
These loans are intended only to provide the amount of working capital needed by a small
business to pay its necessary obligations as they mature until operations return to normal
after the essential employee is released from active military duty. The purpose of these
loans is not to cover lost income or lost profits. MREIDL funds cannot be used to take the
place of regular commercial debt, to refinance long-term debt or to expand the business.

SBA Office of Veterans Business Development
www.sba.gov/vets

SBA Massachusetts Veterans Business Development Officer
Ray Milano

617-565-8417

raymond.milano@sba.gov

SBA Massachusetts District Office
www.sbha.gov/ma

Massachusetts Small Business Development Center Network
www.msbdc.org

Guard Support of Massachusetts
WWW.quardsupport.org

Sherry Handel, Executive Director
617-848-8868
shandel@gquardsupport.org

Northeast Veterans Business Resource Center (SBA Grantee)
WWW.nevbrc.org

Louis J. Celli Jr., President and CEO
617-938-3933 ext. 702
Icelli@nevbrc.org









